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Coordination Page ‘ - .  DRAPT
 MEMORANDUM TO: Monagemeut Officer . DATE: 5 April 1950
TROM: ‘ Aéﬁirig Eudget officer :
SUBJECT: " Draft of Admn.nlstra'blve Instructlon re T:.me, Leave,
> : and Pay,

1, Tth 8ffice concurs w1Lh the draft of Admlnlstra’czve Ins*bructlon

re hme, leave, and pay, dated 31 March 1950.

2, Comments: ‘

. Wiith respect to the draft forwarded with your memorandum of
31 March 1950 to be identified by Administrative Instructiod,
it is desired to offer the following suggest:.ons-

(a) It is believed t.ha'b the title of paragraph 5 should
read "Leave in the United States from Overseas Posts". This
: change is offered since it appears desirsble to make a distinc-
tion between "home leave" as provided in Public Law 110 and the
types of leave which are not legally authorized home leave to
the extent that the Agency may not pay any of the expenses.

(b) It is suggested that there be added a sen‘oence to
sub-paragraph 5 b (3)(f) reading substantially as follows:
"This does not cover sick leave. ds set forth under paragraph

5b(3) above" The reascn: for. including this sentence is to.
make it clear that when either. annual or sick leave is taken
at the personal convenience of the employee, the period of
¢ annual or sick leave will commeace at the time of departure
+ from overseas post of duty. L{n this connection it will be
.. noted that while travel. expenses of a full time employee
might properly be authorized in connection with illness and
“return to the U. S. (refer to sub-paragraph 3 (g) of Admini- "
strative Instruction there is no authority, apparently,
- for cons:.der:l.ng an individual in a "duty status" while =
returm.ng for :.11ness ano/or hospltallzatlon. ‘
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. 4IANDARD FORM No, 84

" SUBJECT: Draft of Administrative Instruction re Time, Leave and Pay
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FROM ' : Chief, Administrative Stafr"

.

‘1, Refersnce is made to the mimeographed draft dated 31 March 1960 con~-

_Oﬂice Memomndzmz e UNITED STATES GOVERNMENT

'T0 "¢ Management Officer - DATE: 19 April 1950

oerning "home leave" whioh proposes material for incorporation w thin Adminis=-
trative Instruction|  bntitled "Time, Leave and Pay", The following ocomments

are submitted, in accordance with your requests

a. We conour with the suggested heading of "Home Leave from
Overseas Posts", provided that (1) the term "home leave"
1s defined to set forth the eligibility of residents of.
the United States, its territorios and possessions, as
well as residents of the oontinental United States
(applicable paragraphs are 5a and 5£); and (2) that it
bo indicated whether the roference to United States in
paragraphs 6a, 6b(1), 5b(2), 6b(3), and 5f applies equally
well to United States territories.and possessions, . .

‘be We conour in the rémaining paragmphs within the quali-
fioations expressed above wnder a(l) and a(2),

- ©e 1t appears necessary to clarify the fact that although in
B paragraph No, ' 6f the: leave of absence granted for home
leave shall be exclusive of the time actually and neces-
sarily occupied in going to ‘and from residences and time
awaiting transportation, that leave granted for the. em-
ployees' convenience commences (ammual leave aud leave -
-occasioned by injury or illness) at the time of departure
from the assigned post of duty sud will inolude all
elapsed normal working time away from the post, It is
* recommended that a paragraph be added, No. 5g, substentially
‘as followss : i SR R

(1) "6ge Leaves of absence consisting of ammual and/or
... ' sick leave granted an employee for the return to the
United States, or its territories and possessions, for
‘any purpose other than home leave sr=gffivisl-business

will cormence at the time of departure from the -aasigned\‘ Co

post of duty and will include all the elapsed normal .
working time away from the post." = = . -

2, In conclusion, the new material that is being ins‘eri':“edvde‘finel
a purpose.for which leave is granted, as distinguished from a kind of

~ allowable leave, such as annual, sick, or LWOP and it would appear that

SR PR
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i N ,'_‘2_
iv should be placed within the adqniiﬁ.strative instruotion a.mbhg inaterip.l of

IS - similar olassification, ie.0., maternity leave, military leave, etc,  FPre- .
T ‘ ferably it should be insertsd after paragraph No,s 12, "Absenoe for Registration
' ; and Voting". For the same reason, it is suggested that the order of paragraph
~ No, 8, "Maternity Lesve" and paragraph No. 9, "Leave without Pay", be reverseds

-STATINTL
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MEMORANDUM TO: Monagement Officer —  ~ DATE: 884 %
FROM: . i LG 3 : :
" SUBJECT: . .Draft of Admi nlstratlve Ins»ruct:.on re Time, Leave,
: e.nd Pay. :

1. This offlce coneurs: wﬁ;h the draft of Admlnls’cratlve Instructlon
_1'e tlme, 1ecwa, ‘and pay, dated 51 \/Iarch 1C/50.‘

2. : Gommants :

7 /;y 7T
§£gnature

STATINTL
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' Coordlnatlon Page - DRAFT
,MEMORANDUM TO: ~ Monagement Officer B DATE"3‘M§X§]25Q,‘ _
EROM? SR AssLstantlerector, 0SI :
SUBJECT: - . Draft of Admlnﬂstratlve Instructlon re. Tlme, Leave,
g and Paj.

L, Th¢s offlce conecurs with the draft. of Admlnlstrative Instructlon
re tlnm, lenve, and pay, datad jl March 1950,

2, Comments:  None

'STATINTL -

Assistant Director, OS5I -
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_Coordination Page ' s ~ DRAFT
’MENmRANDUM T0: iManagement:OffiCGr’v)//i' : DATE c/‘//6%21f?/
oM ) saho
‘ /
SUBJECT: © 0 Draft of: Admlnlstrative Instruction re Tlme, Leave,
- ‘and Pay. :

1, This 6ffice concurs w1th the draft of Admlnlstratlve Instructlon
re tlme, ‘leave, ‘and pay, dated 31 March 1950.

“2. Comments s

~ . Signature
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i Oﬁice Memomnd%m . 'UN‘ITED sT“AT'Eks‘ GOVERNMENT

TO: =Ma.nagement R L ' DATE: 23 lay 1950

FROM :_Legal Stagf U S o S

© SUBJECT: Chargmg of Leave for Travel oi' Overseas meloyees. s e T i

© 1le A recent opmlon of “the Comp'broller General to. tnls Agenoy, o NI
dated 16 March 1950, (No. B~93365) provided an interpretation of the ;
effeot on the continuity of “continuous service abroad" when overseas
employees took certain types:. of leave in- 'bhe Unlted States, The
que st:.ons conoerned an employee who.‘ ,

(&) ‘Returned to the United States f‘or purposes of official =
.consultation and was granted an interim period of e:.ther annual :
or sick lpave, . .

(b) Returned to.the Unrbed Stabes at Government expense on
o smck leave; :

(¢) Returned to the United States for a perlod of armual 1eave
at hls own expense to meet a personal emergency :

2. _ While the opimion of the Ccmptro] 1er clarlflsd the effec‘c of.‘ ra R B
v " such leave on the continuity of “continuous service abroad," it did == . :
LSRR -not ‘touch the collateral que stion of the assessment of leave for travel
“kime incident to the above situations.  This is now under consideration .
by the Foreign Service in drafting appropriate regulations, and the’
o questlon has been referred to this Agency for comment and possible ad-

STATlNTij © . vice. Since we are fz'esently considering an amendment to Administrative R '

Instruction "Time, Leave snd Pay," (Note. proposed Section 5,
"Home Leave from Overseas Posts") we wish %o o ll your attention to this ‘
‘question with the follaw.mg coments. : : S

'FOIABS
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FOIABS

FOIABS

4, To our mind, the first case does not present a problem,
When &n employee is returned to the United States for consultation
under officisl orders, the travel is related to his duty, and the
‘grant of & period of interim leave in the United States would not
requlro a forfeiture of leave for the transit pericd going from and
to his overseas post. - (Any travel within the United States related

' to his interim leave would not be controlled by P,L,. 110, and would

be subjeat to standard leave practices otherw:Lse appllcable w:LJchln
the United States,) ‘ ,

5. In situation (b), the employee ‘is returned +to the United States
on sick leave at governmental expense. Since the assessment of sick
1eave is not necessarily inimical to payment of travel and per diem
expenses, there is no reason why sick leave could not be charged at
the ¢-te of departure rather than at the date of arrival in the Unlted
States. This, however, is for policy determlnation.

6. The real problem with which we are confronted is contained
in situation (c) where. the employee returns at personal expense for
s perscnal purpose. Here the interest of the Government is cledrly
subordinate to-that of the individual and there is mo obligation on .
the part of the Govermment to present the employee with a gratuitous
grant of leave during the period of travels Since the obligation to
exclude travel time from leave applies only to home leave, there is
no technical objection to charging leave for travel in this case.

7. - I have discussed this matter with Mr., Dayson Hall of the Per-
sonnel Section of the Foreign Service, and we would appreciate being
inforned of eny policy determination in order that we may advise him :
of the Agency approach,  If you £ind it necessary, we can arrange a
conference with the Foreign Service, lir. Hall-said it was his under-

. stending that ECA is considering travel time without assessment of

leave if the employee so elects, but the employse will then be re= .-
quired to begin a new accumulation of leave on return to posts. We-

. 8e Inis’is suppieméntar’y to-our previous memofandwn' dated 6 April- -
1950, ‘but it reinforces our suggestion ta delete the deseription ~of |
1eave in, 'bhe above cases as "home" leav o s

 STATINTL
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Cobrdination Page k L , - DRAFT
‘MEMQRANDUM TOs Maﬁagemen-b Officer. - DVATE:. 6 April 1950
'TROM: . Assistant Director for Special Operations "

SUBJECT: ~  Draft of Administrative Instruction re Time, Leave,

and Pay.- : ‘ ’
1., This office concurs with the draft of Administrative Instruction .
re time, leave, and pay, dated 31 March 1950. :
2, Comments:
NOIIIB.‘
o  FOR THE ASSISTANT DIRECTOR FOR SPECTAL OPERATIONS:
DSTATINTL

- Executive Officer
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MEMORANDUM . T0: - Management Officer ‘ DATE: APR § ‘1950 » Sl ;
FROM: Chief, Inspection P Security Staff | S
SUBJECT ‘ -quft of Admlnistrative Instruction re Tlme, Leave, ;
‘ and Pay. o ‘ i
vl. This office cohcurs with the draft of Admlnlstratlve Instructlon'
ro time, leave, and pay, dated 31 March 1950.
“2. Coﬁmwnts'
None
I
v
STATINTL

-Signature
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Coordination Page L | DRATT

meommbum TO: Mo.nagemeﬂ‘b 0fficer ‘ ‘ DATE: 6 A4/\ (0

SUBJECT : : ' Draft of Admmlstratlve Instructlon ro Tlme, Leave,
nnd Paye

1. Thig office cohcurs with the draft of A.dmlnlstrative Instructlon
re time, leave, and pay, dated 31 March 1950.

2e Comments:

3 Signétizre
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_Coordination Page = SR DRAPT . \(?;Z>

:MEMDRANDUMvTO= Management Of{icer ' DATE
FROM: - |
SUBJECT: Draft of Admlnlstratlva Instructlon re Tlme, Leave,

and Pay.

1. This offlce concurs with the draft of Admlnlstrative Instruction

ra tlme, leave, ond pay, dated 31 March 1950,

26 i g

Signaturé

'
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12 April 1950

MEMORANDUM:

T0 ¢ Chief, Special Support Staff
FROM: Deputy Chief, Finance Division

SUBJ: Draft of Administrative Instruction re Time, Leave and Pay

1. AY a draft of an amendment to Administrative
Instruction which has been forwarded to us for comment.,
With the exception of Sub-Paragraphs D and F, we believe that the
Instruction is quite clear and have no recommendations.,

2. With respect to Sub-Paragraph D, we assume tha.t this
provision pertains to individuals employed abroad who currently
have to thelr credit some foreign duty with another government
agency, If this is the case, we recommend that Sub-Paragraph D
be changed to provide that an agreement be required at the time
of employment to serve two full years abroad with this ency unless
separated for reasons beyond his control,

3. Sub-Paragraph F is similar to present requirements of the
Foreign Service Regulations with which we have exper:.enced difficulty
.on several occasions, Generally, this difficulty is in connection -
with awaiting transportation after completion of Home Leave.
Under the present regulations, an employee whose travel is interrupted
prior to commencement of leave continues to receive per diem-and is -
not charged with leave provided the first available transportation is
used, However, after taking leave, this situation is materially
changed. For instance, an employee who has completed Home Leave
and who does not report to Headquarters thereafter for tamporary duty,
way find it necessary to wait for availsble. t.ransportatlon at a
port. Under. such circumstances, it appears that leave is not
chargeable,' however, it also appears that per diem is not payable
since per diem normally would be paid for required travel time only.
This is a controversial issue in almost every case, therefore, We .
recommend, before issuance of this Administrative Instruction, a
determination be made by the Legal Staff as to whether or not per

. diem can be pald under such circumstances, and that the decision -

be reflected in this Administrative Instruction, .

= T |

- *"?‘:‘fﬁw Ly
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R S ‘L. We have noted and agree mthl;l recommendation
kT 25X1A° that Sub-Paragraph A should specify 30 calendar days.

25X1A ' - o

Deputy Chief, Finance Division — i

T Attachment, | ‘ ‘ : ‘ . :
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‘ R ; DRADT . (HDM)

MEMORANDUM FOR: = - Chlef, Speclal Support S’oaff 31 March 1950
. TROM: ‘ o Management OffLoer '

SYBJECT : Draft of Admlnlutratlve Instructlon re Tlm@, Leave,

and Pay.

" There is reproduced below & draft of a pfoposed Adminis=
ratlve Instructlon conserning time,: loave, and paye

: 2» Request that you fo
thls of ice by 1] Aprll 1950

yqur»cqmmqqxgupg“cpncu rence to -

WINISTRATIVE INSTRUCTIOB
NO.

SUBJEOT: . Time,. Leavé, and Pay.

.

N Administrabive Instruction [:::::::] dated 22 April 19&9,vis.‘
Hereby amendeds Paragraph number 5 is renumbered number 6, and subse-
quent paragrapns accordingly.

"5, Home: Leavs from Oversens Posts

s, Home leave will be pranted an employee afber
two years contlnuous govgrnment service abroad or as :
" soon thereafter as possible provided that he has accrued .
‘4o his credit at the time of such order annual leave

sufficient to carry him in a pay status while in the
Uhlted States for at 1east 50 days.

‘ "o, The follow1ng types of home leave shall not
“‘constitute ‘a broak in ‘Tcontinuous service abroad'-

1y Annual or didk 1eave granted %oan
employee while temporarlly in the United States
for purposes of offlclal oonsultatlon. R

oon(2) 4 perlod of annual leave granted an
amployse to return to the United States et his.
own -expense for thé:sole purpose of meetlng a
'”7personal Smergencys - :

-1(3) A'period of 'sick leave granted an.
employee t0 return bto the United States under
... proper autiorization -at government expense.
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v "co  However, the types of home leave defined in b.,.

‘abova,'shiall not be.counted as sérvice abread. Thus, the

period of 'continuous service abrosd! must be. extended .

e L beyond the original two yesrs for a period equal to the

o amount of the above leave. R

: "d. In the event the two full years service has o : |

not been. spent with the Agency, the employee will be ;

required. to sign an agréemént to complete two years N :

‘of "service with the Agency, unless separated for ‘ RS :

reasons beyornd his control, : ' '
"e., While on home leave the employee .shall not. . -

be available for work or duties except 'in the Agency

or for training or reorientation for work; and the time

of such work or duty shall not be counted as leave. - - S

-« «"f4 Leave of absence granted for homé leave shall ™
be exclusive of the time actually and necessarily o
occupied in going to or from residence in the United o 1
States or its territories and possessions and such time ' '
s may be necessarily occupied in awaiting transportation.® - ) ‘ i

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: S : ' ‘ . ' v

STATINTL

N e T . Bxecutive

ORI g e e . STATINTL
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Coordination Page

MENORANDUM TO: Management OFf1 cor

FROM: -

SUBJECT:

.1.
-re time,

2,

DRAFT

DATE: .

Draft of Administrative Instruction re Time, Leave,”
and Pay. ) .

1)
This office concurs with

, the draft of Administrative Instruchion
leave, ond pay, dated 31 :

March 1950,

c orrm1ents :

# condniic g ey

. STATINTL |

; Signature

G R e

SRRERL LG, L
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Coordination Page 3 ‘ L ' DRAFT
MEMORANDUM TO: Managsmont Officer ‘ DATE 7W S‘Zj

X ‘ _ ﬂ 7 : ' ‘
SUBJECT s " Draft of/Administrative: Instructlon ‘re Tlme, Leave,
Co and Pay, '

FROMs

l. This of'i‘lce coheurs w:.‘ah the draft of Admmlstrative Instructlon )
e t‘i‘me'a, leave, and pay, dated 31 March 1950, ,

2, Comments: ‘ v
| W & W 7S

25X1A -

Signatife
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“.F{'ANDARD FORM No, 84 - .} o

e

)

: Office MWZW&WZZMZ e UNITED STATES GOVERNMENT

TO. : Management Officer ‘D’ATE: 6 April 1950

FROM " : Legal Staff

SUB‘JECT: Draft of Administrative Instruction Re: Tz‘.me.,__ Leave s and Pay..

. . 1l.. The proposed changes in Administrative Instruction I'L:| _
25X1A dated 22 April 1949, by the insertion of paragraph 5, "Home Leave ‘
. : from Overseas Post," have been reviewed and we wish to submit the

’ following comments. ‘ : ‘ ‘

: I-;OI'AB5 ’

3 Under subparagraph (b), the designation of the annual or
sick léave indicated in subparagraphs (1), (2) and (3) as "home" .~
leave, may be misleading; and we suggest the deletion of the word
"home," The recent opinion of the Comptroller General in regard
to ‘this subject gplied only to employees on regular . assignment
abroad, and, in order to eliminate possible future confusion, we
suggest a revision in the introduction to subparagraph (b) to read -
as follows: RIS L A SR

"The following types of leave shall not constitute a break

in'continuous servie¢é abroad! of an employee regularly assigned
~to an overseas postaf ' S : : :

ol In subparagraph (b)(2) we suggest that "own expense" be re-
- vised to read "personal expense." As revised, it may: suffer from the
monotony of ‘repetition, but the word "own" wight apply to Govermment
as well as personal expense. . B : o '

: o 5. .fIn‘ sisz'aragraph (¢) our remarks above apply equally to 'the‘ :
word "home" in the first line, ‘and we suggest its deletion. ‘

7

00728R000100010043-6
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6. The condition of entitlement to home leave is two years'.
continuous Govermment service abroad, and we assume that subparagraph
(d) is drafted to cover the case of the employee who tacks his period
of employment with another agency to that with CIA in order to meet
the two years! minimum requirement. ' The requirement that the employee
' sign an agreament to complete two years of service with the Agency may

possibly be misconstrued as an additional element of eligibility. We
believe this would be clarified by use of the following wordings "In
the event that the two full years' 'continuous Government serviece abroad!
has not been spent with the Agency, prior to issuance of home leave or-
ders, the employee will be required to sign an agreement to couplete
two ‘years of service with the Agency (unless separated for reasons be-

. yond his control), provided that such requirement will not otherwise
postpone his entitlement to home leave," ' . ' ‘

25X1A
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' Codrdination Page DRAFT

MEMORANDUM T0: ~ Managemout Officer - DATE: _11 April 1950

- TROM: Deputy Assistant Director, ORE

Draft of Administrative Instruction' re Time, Leave,

SUBJECT :
s ! end Paye

1. This 6ffice cohcurs with the d':"'s.ft of Aciminis’chtive Instruction

re -‘cime_, leave, and pay, dated 31 March 1950,

2. Comments: )Z/W'“’e

i
;‘
b
i
1

. STATINTL

SIZIETUrs

i
1.
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o ATANDARD FORM NO, 64 -‘ SRR ‘ : S . ) ‘ i . B e i
'OJﬁce Memomndum UNITED STATES GOVERNMENT =
T0.  : Management Officer o .. DATE; 12 ‘AP‘ru‘l”o‘ |

FROM : chief, Advisory CO'uncil Gl s S B SRR R
SUi;JECﬁ Draft or Administ.rat.ivo Instruction re Timo N ‘Leave ’ and Pay. ‘

Th:l.s ofrice concura with the draft of Administrative Inatmction

RyJ time » leava ’ and pay, dated 31 Harch 1950.

STATINTL -

Chief, AdvIsory Council
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Ci - ' © STATINTL

~ Tnis has been ooordinated with:
. . Admin Staff _
" .. Special Support Steff o
Office of Operations !

- Office of Special Operations

. Office of Policy Coordination : ‘

;-

s

1. Admipistrative Staff and OPC concurred wi'chout : i
comment . k

2. Specia.l Support Staff conourred but ralsed a :
question of interpretation of the phrase "resident i
of the U.S.". . The Legal Staff advises .that the : o
wording of P,L., 110 makes it impossible to define :
the phrase very closely. Special Support Staff has ? .

agreed to submit questionable cases to the Legal Staff :

for op:mion. : ) : ; ‘ ) v

5. Office of Special Operatlons ooncux'red with the o
.proviso that the Instruction not be applloable to ‘
agent personnels . ‘

h. The attached Office of Operations emors.ndum, dated :

April 14, 1950, 48 1in reply to a Previoue oi‘ this’ \
Instruction. The memo SY| ests that te ra y_ E
servéd at a t%ﬁba?aﬂii” ANEY EEeLTon pri 6] ortin -

TR P Wgé"@% S ’a"“’g’*‘f’“&*‘ﬁ 8 i1

raft circulated for ooncurrenoe con%a?ned a parugraph
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| FOIAB(
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ITANDARD FORM No, 84 ?

Oﬂice Memomndz;m . U‘NITED.‘S'TA"I“ES GiOVERN'MEl\VIT‘

DATE:
FROM  :
{0

SUBJECT:

Legal S‘bai'a. »
Revision -of Adm:u.n:.s bratlve Instructlonl:l

-

1. Admn.n:.stratlve Instruction regarding leave in the
United States from overseas post, hiswewmeviewed by this office,
and we should 11ke to make the follom.ng comments,

2, It is noted under paragraph 8. A.that ‘hore leave w:.ll be

gran‘oed only Yafter two years'! continuous Agency service abroad!

" (our empha515 )o We do not know if this was intentional, but the
effect is to deny employees recruited abroad from other Govermment

21 June 1950

STATINTL |

'STATINTL:

//

agencies the benefit of home leave credit.for any service prior
to then.r employment by this Agency. :

FOlAE{@

'
4
i
i

. It is noted in regard to paragraph 8,C,that the Act pro-
‘vides for employees on home leave "in'the continental Unlted
States" rather than simply those "on home leave. "

M%M

%MM{/&WM WW

%"‘fd’“‘m M ‘au.q/z,\@,, - sg?m

“Attachs
2 Stenc:Lls‘ ¥
-Background i‘lle. Ll

R

STATINTL |

£1.00728R000100010043-6 - -
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MEMORANDUX FOR:  Chief, Special Support Staff
! ‘ : Chief, Administrative Stgff
Aast. Director for Cperations

M o952

17 March 1950

- Asst, Director for Special Operations v
- Asst, Director for Policy Coordivation

General Qounsel
Hanapgement Officer
Budget Officer
Peraomnel Director

- SUBJECT:  Bffect of Tomparary Duty or Leave in the United States

During Periods of Forelgn Service

l. The Comptroller General hag prdvicled ’r.hdruling quoted below

on the above subjects

"In 19 Comp. Gen. 750, referred to by you, it was held quoting

from the syllabus:

Section 22 of the act of February 23, 1931, 46 Stat. 1210,
authorizing the Secretary of State to order %o the United States

on hig statutory leave of absence
Foreign Service officer or viece e

5 at Government expense, any
onsul of carcer who has ‘performed

- 3 years or more of contimious service gbroad, does not reguire that
an officer remain at all times phyelcally present within the ser-

vice sbroad in order to meet the 'contimions

service! regirement,

-and where an officer'y temparary return to the United. States for

consultation purposes had direct connection with, or relation to,‘
his assigned post of duty abroad, it did not. constitute a break
in his 'contimous service abroad? within the meaning of the .

section. v

"It is the view of this Cffice that in theabsen

ce of express .

»ylegislat_:i.ve;_intentx‘ho the conirary the term 'continuous service
abroad' as used in the Central Inbelligence Agenoy Act ‘reagonably <
-and properly may be construed as requiring only contimious employ- "

mont in the Central Intelligence Agency whi

le under an assigrment L :

- dbroad ‘and, .88 held in the -above decision with ‘Tegpect to the
Forelgn Service, poriods of consultation service in'the Unlbed
States under ‘proper orders need fot. be: considered ags constituting
.a-break in the contimity of service abroad and may be.counted as.

part of the two yedrs! contirmous service., However, having in mind =

‘tho evident intent of the law to relieve the hardship

absences from the United States, it appears reasonable to “conclude: |

.. that periods of. anmial or sick leave spent in the

United States—i # # %

“of prolonged. G




o

e 2 o s s,
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, vhile they need not be held to constitute a break in the éon’c.'inuity
~of service abroad--should not be counbed as sarvice abroad, Compare
o 27 Comp. Gens 720, * LR - ' :
sl | ‘ n % # the amount of leave‘ taken _in 'bha Unitve,dv Sﬁaﬁes‘ ‘?",*4‘(" % %
D vould hot appear to be material except, of course, that it should

not exceed the waximum amount of gick op anmial leave. vhich may be
‘granted under the applicable annual and sick leave regulations."”

: 2 Apzwbpria‘te éhaxiges in ‘acim:l.nisti'a-bive vimtructions will be
issued in the near future, L - .

T EXECULive

STATINTL
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COMPTROLLER GENERAL OF THE UNITED s‘rATEs
' WASHINGTON 28

a7

; WAR1G 1950
o B~93365

Director
Central Intelligence  Agency
My dear ir, Director:

5 . ' ’ Rei‘erence is made o your latter of February 23, 1950, hR~0—8913,

i requesting decision upon the ques’o:.ons therein stated, as. follows-

"1, ?fhen an employee regrul&rly assigned to an overseas post tem-
i pn'arily returne to the Imited States for purposes of officisl consulita-
t ’non, does the grant of a period of sither annusl or sick lsave while

‘1; » - in the United States break 'bhe continuity of his 'continuous serv:we

l . ' abroad'?
L

\

i

"2, Does the granting of a parz.od of annual leave to permit T
. turn be the United States at the personal expense of an employee regu-— RN
L -~ larly assigned to-an overseas post, solely for the purpose of meeting i
a personal emergency, ,interrupt the continuit.y of his 'eontinuous Lo h
service abroad' » s S R

B3 1n the. event an; employee is retumed to the United States on i

. 8ick leave uhder proper auvthorization et Government expense prioy to e

the expiration of two yearst 'contmuous service abread, dues :Lt ine=
- tarrupt the continuity of.‘ such smrvice? L

- ' "h. lf any or al'l. oi‘ the ﬂln questions prasented above are ahe
"swered in the negatlve, g the: amount of leave taken aub:ject 1o-a
'-maxﬁmum 'bme limitation?

kTR s

. "5, g quastions J., 2, and 3, or.any oi‘ t.hem are anmvered in the
negative, mygt the period of tcontinuous service abroad! be extended - .1
beyond two years for ‘a period equal to the amount of interim leave [EEE SRS S

: takan bej.’ore the employee u ent:.tled to homa leave? PR

» "o, If in any case covcred by -bha flrst three questmns, leave is
,conatrued to constitute a break in: service, would it be required to
v Eagajn gtart a new two Yyear period 1‘or homa 1eava purposes upon mturn Sy
‘hhefm:tghpoa‘b?" e T e o o Lol
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B B=93365

You state that'tlie :t‘oregciing questions are presented in order

1o enable you to "’prascribé, proper regulations" under sectioh 5(a)
' (3)(1&) oi"‘ the centrél- Intelligence Agency Ach -approyed June 20, 1949,

Public Law 110, reading as follows: o |

“*{a) Under such reyultaticns as the Director may prescribe, the
Agency s # % shallew '

"Order to the United States or lts Territories and possessions

on leave provided for-inm § Us 8. €. 30, 30a, 30b, or as such ‘Bections

may hereafter be amended, every officer and employee of the agency who

was & resident of the United States or its Terxitories .and possessions
~at time of employment, upon completion of twe years! continuous service _

abroad, or as soon as possible thereafter: Provided, That such officer

or employee has accrued to his credit at the time of guch order, annual

leave sufficient to carry him in a pay status while in the United

States for at least s thirty-day periodat

” In 19 Gompg Gen,, 750, referra{d to by you, it was held quobing
from the syllabusy v ’

["Section 22 of the act of February 23, 1931, U6 stat, 1210, aue
thorizing the Secretary of State to order to the United States on
his statutory leave of absence, at Goveornment. -expense, ang Poreign

- Service officer or vice consul of career who had perforaed 3 years
or more of continuous service abroad, doss not require that an of-
figer remain at all times physically present within the gervice

- abroad im order to meet the 'continucvs service' requirement, .and.

© where an officer's temporary return to the United States for con=

sultation purposes had direct comriéction with, or relation to, kis
assigned poet of duty abroad, it did not ‘congtitute a break in hie

_Yeontinuous sexvice ‘abroad! m‘&hm the meaning of the -sectiong® .
o Tbis ‘t.he view of this 0ffice that in the sbsence of expross

’.lé;gislavtim; :Lnf.ent to the gontrary the mx'm ."b‘o‘niimwus service

1 fg;bx’-o‘_é» asnsedin the 5c¢ﬁtréi"lntehllig§:ic§‘ Ageﬁcy,ﬁgt raasaﬁa_bl&
andproper]y may be construedas requiringonlycantmuousemploy- i
men’bin tlm centralmtellmgencemency wbﬂe under anaasignment o
 abroad and, as held in the sbove decision wifh respect to tho Foreign

g N v R 3
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o BYa36S

Serw}ic;e. periods of consultation servizce in the United Stutes ﬁnder
proper orders need ﬁot be considered as constituting a break in the
continuity of ’sez;vice abroad and may be :counted as part of the tw@
years! conti_nub s .sérvice. However, vhaving in mind the evident intent
of the law to relieve the hardship of prolonged absences from .the
United States, it appears ieasonable to conclude that periods of
annual or sick leave spent in the United .:tates( under thefstated |
czrcumstancesl—whlle they need not be held to c.onst:.tute a break in
the continuity of service abroad---should not be counted as service
‘sbroad. Compare 27 Comp. Gen. 720, (Accordingly, questions 1, 2,
and 3 pi'operly may be answered in the negutive, a.nd quéstion 5 in the
aff:.rmat:.ve, which a.nswers render unnecessary any consideration of
quest:.on 6) WW , '

(With respecmo/:uestlon L4 >the anount of leave faken in the
United Sta,tes (und.er condltlons specified in qumons 1, 2, &and 3>
would not appear %o be matemal exceot of course, ‘that it should ’
not’ exceed the nax:.mwn amount of sick or annual leave ‘which may 'be
granted under: the al;pllcable armual and s:.ck leave regulatlons. “

Sincerely yours,

Acting Comptroller Genersl
e of the United States
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CONFIDIZNTILL
Coordination Pago DRAFT
MEMORLNDUIT TOs lMonagonont Officer ‘ TRy S ’/ﬁ’J/?)
TROI: o S S S '
SURJECT s k ‘Draft of Ad:ninistra'bivg Instruction re Tino, Leave,

and Paye

ls This office cohours with the draft »f Ldninistrative Instruction

- re tino, loavo, and pay, datod 11 Iy 1950.

2¢ - Comontse

e i Sl i
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T cowmENTIL

19 May 1950
MEMORANDUM
TO: Chief, Special Support Staff
FROM: Finance Division ' . -

SUBJ: Draft of Amendment to AI[ |

1, The Finance Division concurs with the attached draft of amend=-
ment to[  |subject to our interpretation to paragraph 8a. This
paragraph states that home leave will be granted to an employee who was ‘
& resident of the United States or its territories or possessions at the -
time of employment. ' Our interpretation of this statement is that an in-.
dividual may be considered a resident of the United States although for
work or for pleasure he may be temporarily residing in a foreign country..
If’\:his is correct, the only remaining question is that of determining
when a United States citizen actually living ebroad is ‘not a resident of
the United States, It is our opinion that eny United States citizen who
by actions or statements intends to return to the United States after.
completion of a particulsr job or a pleasure tour remsins for the purpose
of home leave a resident of the United States, It is also our opinion
that a United States citizen who by statements or actions apparently in=
tends to remain abroad indefinitely regardless of possible employment .
with the United States Government is not within the meaning of paragraph
8a & resident of the United States. If this latter opinion is correct,
it is assumed that this Agency does not intend to grant home leave to'
United States citizen employses engaged abroad who have lived abroad for
& considerable amount of. time and who apparently intends to continue to |
live abroad. SR v R St

2, It is requested that a determination ‘be made as tg} the accuracy
- %o the above statements before issuance of this amendment to since

it is believod we now may have some employeeq ‘serving abroad who would .

‘not be eligible for home leave,
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pro

+ foordination Page ‘ v DRAFT
““a MEMORANDUM TO: Management. Officer DATE: _1) 4pril 1950
FROM: . Ass:Lstant ‘D.l‘r‘ector for (Jperatlons
SUBJECT : Draft of Administrative Instruction re Time, Lsave,
and Pay. .

1, This office concurs with the draft . of Administrative Instruction

re time, leave, and pay, dated 31 March 1950., subject to the following
visionss R :

Ca. It is sugges‘bed that Paragraph 5 a be amended to preqcrlbe .
“that travel of the employee shall not be’ started. prior to completlon
of two years continuous government abroad.  When an employee is at

an outlying stat:.on| |:Lf the order cammot -~ gTATINTL

be issued in WashingTon przor vo his completion of two years con=-
tinuous overseas service, obviously his departure must be delayed
until he has actually received the order which will be some time
after the completion of two years continuous overseas service. An
this connection it might also be clarified as to just when an
employeets overseas service starts. In the past we have had employ-
ees who spent a few days or even a few weeks ont emporary duty at
one station priér to reporting for permenent duty at another. - To
date 1t has .been ruled that the temporary. duty period spent abroad
does not count as overseas service. Obviously it is, and it is
strongly believed that it should be so coun‘oed :

~ GEOFGE G, CAREY 7

STATINTL|




25X1A

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

CONFIDENTIAL

and Po.y.

Coordination Pago ‘ ‘ S ‘ o DRAFT ; |
R o R/ SRR
MEMORANDUM TOs - Managoront Officor - . 'me,‘ 8 May 1950 ;
TFROI: - Assistant D:Lrector for Operations |
SUBJECT: . Draft of udunlstratlve Ins truchlon rec T1 nle}y Lou.vo, ‘

ol This offico cohicurs with the draft »f; .(Ld"‘llI]lS'bI‘E\‘thO Instructlon
ro tire, loavo; and pay, dotod 11 lay 1950. .

2. C".n:‘monts: ' NONE .

CONCUR :

‘George” G. Carey / -

signaturc

COI‘I‘IDWTIAL o
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‘Coordinotion Pago

IEMORANDUY T0s lmnagoront Officor

TFROIM:

SUBJECTs -

L} CONFIDINTIAL ()

DRATT

DLIE: 22 May 1950

Aésiétan’o Director for Special Opera‘oi‘ons‘

Draft of Adminis
and Poy. -

trative Instruction re Timo, Loavo,

o ‘l.l‘This bffico'coﬁcurs‘with_tho draft af'Adﬁiﬁistrativo Instfuétion
re tine, loava, and pay,. datod 11 May 1950, with the understanding that it

does not necessarily apply to

B

 CONPINENTIAL

any type of agent personnel.,

Assistant Director V
Special Operdtions

Signaturo
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. Ry Ty ()
RO LoJ
' CONFIDENTIAL
R Goordination Page k o N B DRAF’L“
I MEMOR[‘LNDUIZT TOs I,-Imm{;ononﬁ Officer N D.TEs 17 May 1950
prols Chief, Staff III, OPC :
" SUBJECTs" Draft of Ad 1inlutrat1vo Inutructlon rc. Time, Loavao, k i
S s v - and Poy.

l. This offico coi 1curs wrbh the draft »f Adninistrative Instructmn
re tine, loavo, and PoYy dntod 11 iay 1950. .

By S o g 2. Cormentss

3ignaturo
‘chief, Staf!' III. OPG

- CONFINENTIAL
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_ STATINTL

3}', NDARD FORM NO, 64 i }

Oﬁice Memomndum . UNITEaD

TO. Managoment Officer; - ‘

Y

_FROM Legal Staft R

u' B .
SUBJECT Administratwe Instructlon (Proposed Addition of Paragraph = =
.d.(2)) ‘ , : STATINTL

i In regard to the lega]ity of ‘the proposed add:.tion, there is
nothing in the Act or the Foreign Service Regulations on which any

" objection can be based, The essential element inherent here is
"eontinuous service abroad," and no distinction is made between
“temporary duty and duty at the official permanent station. As long
as the other factors are present, there is no reason why time spent

- at an authorized temporary duty.station prior to reporting to a
permanent duty station should not be credited toward semce abroad -
“for purposes of home leave.

STATINTL

Enel: EUSTE — STATINTL. J
Draft of ‘ Lo £ : ‘ S

738R000100010043-6°
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'DRAFT =
3 AUGUST 1950

. ~ o CUMPRAL INTHLLIGENCT AGENGY
Washingtony De C,

AD; II\IIST RATJ VE INSTRUCT.ION

36-June-3956-
NO [ )

SUBJECT ;' Time, Leave and Pay:

‘ Administrative Instruction Ii__rl dated EE-Apr:i-iﬂﬁ, is hereby
. emended, . Paragraph Number 8 is rommbersd number 9, and subsequcnt
paragre phu accord:n.ngl;; ‘

18, Leave in the United Sthates i‘rom' Overseas Posts

"a. Bligibility for Home Leave
Home leave
¥esident of the
possegsions, at

will be granted an employee who was a
United States, or its Territories and
he tine of enploymcnt by the govern=
nmént, after two yearst continuous service abroad, or as
soon thcroa.itur as pogsible, provided that he has ac- ,
crued to his credit at the time of such order annual
leave sufficient to ce.r'r'y him in a pay status while. :_n
the United States for at least 30 calendar dayse
"be Exenption of Neceasary Travel Time on Home Leave ;
Leave of absence granted for: home leavc shall be oxe=
clusive of the time actually and necessarily occupicd in
going to or from residence in the United States £y Or its
Territories and poases'-*:\_ona, and such time as may be
neces sar.ﬂy occupicd in awaiting trmsporta‘c.:.on.

e 'I\Ion-ava:q_labllz.ty for Work
“While on home leave in the Continental United Suatca,
thc enployeo shall not be aveilable for work or dubtics .
except in the Agency, or for training or rooricntation for. .
work, or for militery lcave when aubhorlaed, and the time

-for such work or duty or mllitory leave shall not be countod
as leave,

"de Two Years?t Gontinuous Service Abroad

"(l) Tvro ye:;cs' cont:.nuous service abroad shall
begin upor officially rcpor’olng for duty- at his: permanent
S duty station,

" (2) Time spent at an ‘authorized temporary duty station :
prior %o reporting to a permanent duty station will be credﬂed‘
- towards two years continucus senvioe abroad, provided there is

‘no- breakx in continuous service e?nroad."

STATINTL |~

STATINTL
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" (3) The following types. of loave. ‘:11'1{111 not conautute_
a breck in continuous scrvw ce abro ada

n(a) nnnual or sick leave granted an cmpl ayee while
Ttemporarily in the United. States ior purposes of official:
consulto tlon .

oo (L) A period of amm.ll Lleave gt'anbed an cmployee
to return to the United States, or its Torritories and
-possessiensy at his pursoml expense for Johc solc purpose
of rlcctlng a:persontl crergencys :

" (c) & peried of sickleave grmnted an enployec to
- retirn to the United States, or its Torritories and
posscssions, under proper '*uLhor:Lza‘o:.on at govevﬂnnont
GXpUNSCe

"(3) Although the types of lcave set forth under d(j)(a),
(b), and (c), ebove, do not constitute o brealk in 'coftbinuous
scrvice abroad,v they .do not comnt o8 Vservice abroad,t Thus,
the period. of ?contlnuou service abroad! nmust te extendr;-d
“beyond the original two years for a period cqual to the amount
of "such lcavce - : .

e, \Ion-cm;.lp‘tn on of Tra vcl Time

Annual- or. sick lecve gantc,d under the c:.r'cumub.nces setb
forth in d(®)(b) and (c), above, shall be colculated from the
time of -departurc from the assigned post of duty ond will in-
jcluclc all the clapged nornal worlfn.ng tine uway fron the pos’c."

’7( TN "" ~-»{o~:ﬁt
R. He HILLENKOETTER
Rear Admiral, USN
Director. of ‘Centiral Intclligence

> -

 DISTRIBUTION : A
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RS

HE&TR!D f E:U

@Oﬁcg Memorzmdzmz UNITED STATES GOVERNMENT

v.

;,‘

-Executive

TO\l, : THRU: General Counsel 'DATE: 9 November 19149
A . . s .
EI,L"QM ¢ Budget Officer _

SUBJECT: Proposed Amendment to Administrative Instruction [ ]

1., The attached proposed amendment to paragraph 16f. of
Administrative Instruction is returned without the con-
curtence of this office for the reason that current advice has
been received from officials of the General Accounting Office
indicating that it is their opinion that the Classification Act
‘of 1949 did not remove the previous limitation of $10,330 per
annum with respect to additional compensation (including overtime) -
which an employee could receive. Consequently, the existing pro=:
vision llmlt:mg the rate of compensation which can be received
should remain in effect.

2. Representatives of the Accounts Systems D:LVZLSJ.OH and the
Legal Staff of the General Accounting Office have informally
advised that the provision of Section 603(b) of the Pay Act of
19L5, as amended by the Pay Act of 1948, with respect to the limi-
tation of $10,3%30 per annum was not repealed by the Classification
Act of 1949 and that the latter Pay Act in effect only repealed
that portion of Section 603(b) of the Pay Act of 1945, as amended,
with respect to base compensation in the upper grades which provides -
for base pay ratés at $10,330 or more. per annum. Reference was made
by the GLO representatives to the Legislative History of the original
House and Senate Bills pertaining to the 1949 Classification Act
which provided for limitations on additional compensation at rates
below the top of the upper grades and although the bill was finally
passed without any specific indication of a limitation, the $10,33%0
lllnl'b must still apply.

3 Until or unless the General Accounting office formally ex-
. presses an opinion which indicates that the $11,000 or other higher
ceiling may applwz the pertinent limitation set forth in Administra— :

tive Instruction should be adhered to with respect to overtime :
or night differen work including overtime performed for compensa-
tory leave purposes. : ; S

E. R, SAUNDERS

Attachment

el
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STATINTL
- ) “..M,“’ . _— - 3/2 : i
S A - X7 / 5/4QSTATINTL
ADMINISTRATIVE INSTRUSTION - | '?? ‘
. NO. ‘ o Dates 922 W |
) SUBJECT Time, Leave and Pay s . STATINTL
o RESCISSIONSs 6. A'dministrs;tive Instruoﬁion Nozl dated 24 June , :
- 1948, subjects Time, Leave and Paye. _ STATlNTlf—

b. Administrative Instruotion No. | dated 4 August ‘ ‘
1948, subjects Absence for Registra on and Voting.. STATINTIL

c¢ Administrative Instructioﬁ No dated 17 Novem= A
ber 1948, subjects Llegal Holjmry'stl o STATINTI;—

f

de Administrative Instruction No. ated 28 Janue :
ary 1949, subject: Time, Leav: (official Work- ;
ing HOU!‘S)- e STAT'NTL

: 1
8. Administrative Instruction N dated 15 February
- 1949, subject: Annual Leave e, Leave and Pay). 5

1. Official Working Hours - - : e

) B The normal official working hours for all activities of the
\ u,? Agency are from 0830 to 1700, Monday through Friday. For any tour - o

of, duty in excess of four (4) hours, normal or othermse, a thirty

‘minute lunch period will be established.
be The hours of duty shown on Standard Form No. 1130, Time and
Attendance: Report, must be shown in terms of Standard rather than Day= - ; Eh

lightISaving Time . for ‘empléy;ee's whose tours of duty are other than the

)
LA
. 6
&\“ normal oft‘icial working hours, 0830 = 1700 '«

;:‘ , ‘/ s . ”‘:\;H é.‘ Definitions (jﬂ"- f&C‘W"’ &?;u\//"f’d-f—a m\»vé}>
“STATINTL | ‘\\39’}' g te SRR

8. Permanent employees are those e.ppomted wﬂ:hout 11mitation as

to length of aervice, or for defimte periods in excess of one year,

' \ o or for the dura.tmn of the ;]ob (cavaring nn indofinite period) and

¢ :
p}} L those who, although paid only when aotually employed, are continuous- 2
ly employed i‘or a period of not less than one month as distlnguished

“from pa.rt:-time’,ovr ;ptermittonﬁ employeoé. [Native ;an_d foreign national a
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' gmployees overseas are considered as permanent employees for leave

pﬁrposea o'nly;j ;
be Temporary employees are those appointed for definite periodu

of time not to exceed one yeare
3¢ Annual Leave
S ‘ S of .

a. Permanent employees are entitled to 26 working days Aannual
leave with pay, for each calendar year of Government service. One day
of annual leave pe'r‘ bi-weekly pay peribd ig earned by a permenent em-
ployee and credited to his acoount at the end of each pay periode. The

minimum oredit of annual leave is one hour and additional oredits ‘are

"in multiples therecf. : Permanent employees who enter on or separate

‘ period acorue leave in accordance with the following schedule:

'BASIC WORK DAYS HOURS CREDIT

DN

be 'Temporé.ry employees oarn‘ two éﬁd one=-half days annual lea'ﬁ qu
Qach conﬁinuouq fizll month of "aervj._ce.“k Hﬁever. no a.n‘nual leave accrues
for a fractional sorvice mohth, :

‘q'. ijb more then 60 deys accumulated annual leave may be "cgrried‘_ |
forward into a new 'calendéi yeaf. v ’

d. An employee, ‘hmlev»e'r. who had on July 24, 1947, over €0 deys

annua.:l“le’ave to ’h‘il ‘éredi»t my 'oarr'y, bvqr his v.iep.ve balahcévas of that-

‘such balgu?zce on the first of each year after 194?.

from duty on other than the first or last work day of ‘the bi-weekly 'pa.y

date up to a_mAxiM .91" 90vdﬁy§, provided hé has gonsi'stently maintained
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es The minimum charge for annuél leave is one hour, and additional
leave will be charged in multiples of one hour.

fe Every supervisor responsible for approving leave will assure

_that employees are afforded a.n|:|opportunity to avail themselves

of earned annual lea.ve.
ge Annuel leave programs will be planned in udvance and scheduled

so as not to impair ‘theefficiency of‘operations. Employees scheduled

for leave during periods not des:.red by them may elect to refuse such

leave periods, but refusal :nay result in forfeiture oi‘ that annual leave '

which is in excess of the maximum that cnn be carried forward into the
succeeding years

4, 'Advanced Aﬁnual Leave

"ae Permenent employees who have been in the Federal service for one

year or more may, in cage of emergency, be granted a.dva.noed annual leave

equal to that which will accrue during the remainder of the current

calendar year, ‘withfthe' nnderstonding thet if it is not earned during

the ‘calendar year they shali make a refund fot such leave.

" De Application for advanoed annual leave will be submitted to the

appropnate supervisor for review and recomendat...on, and forwarded to

'the Personnel Officer. or: hia designee, for approval. o

c.' Temporary employees will not 'bo advanoed annua.l 1eavo.
Sick nea.ve |

‘ a..' Permanent employees accrue sick leave at the rate of one and .

;;one-fourth days per month. ora. to’cal of 15 dayu a year. ‘ 'J.'ha m;ninun;

oredit i‘or aiok leave is one hour. T

ILLEGIB
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b Temporary; employees accrue eick leave a:.t the rate of one and»
- one-fourth days for eech full month of service. . | . N
ce Sick leave may be accumulated and earried forward until it
" ‘totals not more than 90 days.‘ vSick leave is available te permanent
| employses at the beginning of the month in which it acecrues, afxd to
‘temporary employees only after it hasg been earned.
de The minimum charge for sick loave is one hour, and addztional
‘leve.ve will be charged in multipies of one hour,
(1) sick leave will be graz ted to employees :i
(a) When they are incapacitated for the performance of
their duties by sickness, injury or ‘prognancy a!_ld cehfinemeht.
(b). For medical, dental, optical exanination or treait- :
ment, when 1eava is approved in a.dvanoe by the supervigor.
(e). When a membe;- of the immediate family of the em-
ployee‘ is afflicted with e contagious diseakse‘ and requires the
care and atbendance of ‘the employee. |

() When, through exposure to contagious disease, the

.presenee of the employee at his post of duty would Jeoparaize | K

-the health of ‘otherse

(e) Sick "lea.velmust be supported by a modical certificate -

’or other evidence administratively aecepta’ble if the absenoe ’

.is for more than three worki-ng dayse :

_6‘. Adve.noed Szok Leave

‘a.Q Pemanent employees, in oase of: serioua disa.bility or ailment

lasting five days or more, may be advanoed sick leave not to exoeed 30:-"

days. Such an advance is charged againet sick leave whioh will be
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earned in the future. No advance sick leave will be‘ g‘rante‘d to tempor‘avry_

employses.
A requires
be, Wheti an\employee»&pplieavi‘or) more: siok 1eave than he has acoumu-
US ‘f 'a’ |.‘|¢_‘ _:l\\'-(”

latedv or)oﬁr&ﬁ- may-pa:opor»l—y advanoed, the excess leave wj-bo oh;rged
3 aéa:.ns‘c a\éﬁfﬁeé\annual leave or to lesave mthout paye |
| Se An employee when terminating from servige mut, except in cases
of separation caused By death, retirement for disabili‘ty, disability, or
reduction in foree, refhnd the amount paid him for thefvunlviqu.idated por=
tion of the advariced leave. |

de Applicatic‘ms, for e.dvdnced sick leave must be accompanied by a
cortificate from the attending physician‘cgrtifying the nature of the
illness and the estimated date that the eﬁployée will Bev able to return |
to duty.  Applications will be processed in the same maimer a‘s‘ thoge for
advanced annual leave. | |

7. Substitution of Sick for Annual Leave

‘_When sickness ‘occurs within a period of annual lieave‘ and lasts five
or more consecutive workdays, svioky leave may be granted to cover the
period of vil_lne_s»s. in which evént the 'deduoti‘on‘s ‘againat axnual Iieave
’forv'thié period wyillribe cohveftéd. Appliéafibn for such subsi:itution . |
must 'be ma.de within M‘O workdays after return to duty a.nd nust ’be sup-
ported 'by a medical oer'bifloa'be, or other- avidence a.dministratively ‘

accaptablae, ..

8. Maternitj Leave o
Written applications for- ma:bemity leave, a.acompanied by a
: dootor's certii‘mate. may be approved by the Personnel Officer, or hi.s

‘ designee. o
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CF o : )

" be ' Normally ma.tarmty leave will not oxceod six. months includings
"(1) Accumulated sick leave
(2) Accumulated annual leave
(3) Leave wi‘bﬁout pay

¢e  The Personnel Officer, or his designes, may approve additional

matefnity.leave upon feoeipt of written advice from the attending physi- k

cian ‘certii‘ying to the necessity £ or the leave.

de Immediately prior to the effective date of maternity leave,

" the office to which the employse is assigned shall submit Form No.

- 37-3, Personnel Action Requeat. The omployee shall etecu‘be Form No.

34-30, Final Payment Cloarance Sheet.

" 9. Leave Without Pay

‘ae (1) Leave without pay not exceeding 15 worki-njg-_d_c_als_ may be

granted to employees at the discretzon of Staff Chiefa, Aaslstant

Directors, | or Chiefs of Missions

overseass
(2) Leavo without pay in excess of 15 workduys mus’c have the
| addztional approval of the Pe; sonnel Off:.oer, or hia desivnee. .
b Lea.vo w:.thout pay will hot be authorized 1n1tially ﬁor any
period :l.n excoss of 12 months.

Ce Form' No.. 37-3 will be im.‘c:.ated by orfmdl when L¥OP ror 60

or more oalendar daya is recommended for approval. : Standard Form No.,' ‘
_50, Notification of Personnel Action, 1111 be- :I.ssued when sueh lea.vo '

‘ or an extens:.on of rencwal thereof 13 spprovod. :

d. Employees who ura gra.nted an extended pariod of IWOP will,

,i"prior to the beginm.ng of uuoh leave, oxeouta Fom No. 34-30. e
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10, Military Teave ‘ ol

a. Military 1eave for training ngoses only, not to exceed 15 '
calendar days in any one year, w:Lll be gra.nbed with pay wlthout charge
to annual leave 1;0 members of rcserve conponenbs of the Armed Serv:.ces
"of the Um.ted States.' Saturdays and Sundays will be ineluded. in the 15
calendar days leave period only when such leave includ'es‘ the preceding
Friday and the following Monday. |

‘b, ‘Member‘s of the National Guard of the District of Columbia will
be granted nilitsry leave w:lth pay withoul charge to annual leave : on gall
days: of service to which they are ordered by corpatent authority. » |

¢. Applications for military leave will be processéd i’n the same
manner as applications for advanced amnual leave,
11. Court Ieave | |

a, A pemanent employee who attends court as a witness on behalf of
the Unlted States or the Government of ‘the Dis trict of Columb:.a, or for

,]ury ‘du'by, in a State, District of Columbia, or Federal Court,’ is entitled‘

to his regular pay wh:u.le absent from duty, and no char,ge .tor leave is made,

Ev:.d,ence of attendance at court a.nd ev1dence of recelpt or ﬁon-recelpt of.‘
fees are requlred.\ Appllcatlons i‘or cour'c .Leave will be processed in, the
Same manner as appllcatlons for adva.nced a:mual leave. '

v'b.‘ Annual leave or LWOP will 'be gra.nted when an employee is absent

' from duty. because of pr:.vate l:.tlgat:.on.

c.)%mploye}es may be’ granted court leave :i‘ the value of his\tes‘timoriyf'

arises from




‘Approved For Release 2003/01/17 : CIA-RDP81-00728R0001Q0010043-6’ ‘

his ofheial capac:.t,; M—e&l-l-o&-upm-eel-elymbemeenoﬂwmd«to
. bestify 4q. Hhnt capacitys | | |
- de Temporary, part-time or "when e.otually anployed" personnel are.
not entitled to court or jury duty leave of absence with pa.y.
Enployeea who serveas witnesses or jurors and are gronted court
or official leave will surrender to the Budget Officer fees received from
" courts for daya on whioh the employee normally would have worked. Fecleral

employees called for jury duty in the District of Columbia are not paid

usual Jury fees.
' C%ﬂ/a'w‘z-
fe An employee who appeers in: any eourt sww-i— sy /plainbi
deﬂoudent“ox-jm-or must report to the chiei‘. Inspeotion and Security, for

briefing on security regulations prior to date of his appearance in court.

12, Absence for Registration and Vot:.ng

a. Ingofar as may be practma’ble without interfering soriously with

production, employees who desire to vote at commmities where they main-

| ‘ta.'in votieg reeidence, exoept whera voting by e.beentee ballot is permitted, -

will be excueed for that purpose) without charge to leave, for a reasonable

“time on. e.ll ‘election de,ys. Further', ’employeee who will be voting in ;]urie-—

dictions w}uch requlre registre.tlon in person will be exeuaed for that:

purpose without eharge to lee.vejfor a reasoneble time during the regietra— .

tion penods specified by the jurisdiction 1n which they will vote. Suoh RN

.fauthorized e.‘osenee ehould not exeeed the time aotually required to vote :
or register. as the ocage may be. and in no event should it exoeed one

f""vmrking day for each eleotion or regietration Period. e

be In these cases when an employee requests udditionel leave for vot--

. ing or registrs.t:.on whioh will require longer ‘than one day in order to en="

" able him to go} %o his legal reeidenee'to‘ vote or register, permission‘will, B

. be granted whenever ‘pree}ﬁiedblef_e,ﬁcl'lthe'peri_o'd of ebeenoe‘in ‘excess of ’o'n,
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day will be charged to annual leave or, if annual leave is exhausted, to
leave without pey. :

13.  Unauthorized Absence

An employee detained by causes ,beyond his control and unable to Vreport
Tor duty at the 'openihg ‘hou.r, should noti.fy his‘supervlSOr as soon as possible
‘on the first day of'absehce. Absence from dﬁty for any cause, without prioi-
permission, must be satisfactorily explained; othervise leave will be charged
as AWOL and the employee w:_ill'be subject to diSoipliz;ary aetion.

Y. Employees not Eligible for Leave

Employees do not earn leave it appoin‘be&:
a.. For service limited to porticns of each workday, week or month,
b. For service ﬁnder repeated app‘ointments or employments i“or-periods ‘
, of short duratlon, none of which extends for a :E'ull month, o
c. For serviece on a per hour or per diem bas:.s where employment is not
on a regular a.nd oontin:bus basis,

15, Ieave Balances

Leave balances should be Tequesied from the Budget Offlcer only when it
is absolutely necessary that» an employee know his leave balances because of
an antic:.paned vacatlon or a prolonged absence due to :Lllness or some other
.mnlal reason, and ‘he is not certa:.n whether sufflc:.en'c leave is a.va_'u.la.ble ’
h‘-‘to cover the absence. Such requests will be subm:.tbed in writlng and forwe,rded
“through approprlate 'l‘n.me and Attenda.nce Clerks. Leave bale.nces mll be'fum;ished’
' to employees once a years. » o E

'.16.‘ ‘ng' riime ﬂd Gowensamo_r_x Lea.v '

X - 18 Elect:.on by the employee ‘to take leave in lleu of over..,me conpensa-;

tlon ( compensatory leave) shall be subject to the restr:.ct:.ons govern:mg overtime, 1

. and the orovisions of this seotion.




i
t

but,
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be . Overtime shall be kept to an absolute minimum throughout the Agency

with emphasis being placed upon the full?-psadmﬂae utilization of the normal .-

offlclo.l working hours of each employee.

¢. Overtime work will not be requested or authorized except in those
cases essential t0 meet emergency\ requirements not possible to meet by full
utilizetion of employee's normal wofkin_g hours, }Assisvtlém’c Directors and

Staff Chiefs are charged with the personal responsibllity for control. and

‘eontinued examination of overtime requirements to insure the effective applica-

tion of this pollcy.

d, Within the continental limits of the United States:
% v, Bus ALY, Tt

e v
(1) Approval of the Budget. Officer, or his mast be
A .

obta:.ned pr:.or to orderlng compensatory: time or overtlme. A request

Ny
Y
g ‘w:.ll be submltted on Form No, 32—3 Request for Apnroval of Overtime
N Q\\ ’ ’
")
&\;\’ in accordance w1th instructions 1ssued by ‘the Budget Officer. Forms

s

i/

should be submitted sufficiently i‘n‘adve.nee to insure receipt of approval
. prior to the beginning of the period covered by the request,
(2) Form No, 32-3, approved by the Budget Officer or msimj
Wlll be transmitted to the paying office no later than the close oi‘ the
pay perlod :.n vhich work is performed.
- Outside ’c.he cont:.nental lz.mz.ts of -the United States, over’ca.me must

be approved by Ghlefs of MJ.SSlOIlS Er thelr deput:.es. 'I'hey nrust,

however, have ev:l.dence that sufflclent funds are available for payment before

authorizing‘overtime., Natn.ve and foren.gn natione.l employees outside the con-

tinental ylim,its' of the United Sta’ces who Ha.re pa:.dv‘ in accordance w:;th local‘_

. ‘prevailing',wage r"ate's‘ ere not entitled to 'ovver‘t"ime’ pay unless 'fea_’uired‘ by”loc'e.]_

custom,
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.- . No officer or employee shall be paid; ﬁith respect %o any pay period,
compensation &W&@Mmr.wnﬁ uls

’ito‘ry leave cennot be granted in those instances vhere an employee is not

Accordingly, compensa—

é‘n‘t‘itl‘ed to overtime oompensation.
g. Administrative controls goyerﬁing compensatory leave will be established
byv each Assiéta.nt Director ‘and‘S‘baff‘ Chief based on policies stated below: -
(1) It must be taken ﬁithin the two pay periodo Ammediately b_
following the perlod in which earned or forfe:.ture will result.
(2) Entries w:.ll be made on offlc:.al Time and Attendance Reports

of all overtme or compensatory leave earned. Such entries must be '

. » : initialed bz +he qp__]_._:._ cable employee.
(3); An. adequate check system Wlll be established to insure that k
‘ overtime was actuall;} p}orked. An inspection wili include checking V
guard fegisters and reviex«ihg work accomplished during periods when
compensatory time or overtime is claimed, |
| h. Compensatory leave to the cré‘di£ of employees'at the date of iésua:ace
of this Instruct:.on will be used w:.thm 90 ca_'l,endar day<s from this date or be
Vforfeited. , Such leave. Wlll not be reported a8 required above, but w:.ll be
. 'ha.ndled as heretofore. |
17, Hol:.daﬁ
84 Work 'bo be. performed ona hol:.day for: whlch holn.day pay will be: gra_nted
must be, authorlzed a.nd approved :m adva.nce ::.n the sqme way as overt:.me. . An )
& employee can be excused or paJ.d hollday rates only for that pOI“b:LOn of h:.s tour »
i of duty wh:.ch aetually falls w:.th:.n the 24-hour holiday perlod, not to exceed

S 8 hours. Comensatog Joave cggot be granted in l:Leu of holldax pay.

i
I
[




: : vannounced by Pres:Ldential Proclamation, and employees will be: ofi‘lcially

.18,

for work performed between the hours of 6: OO b0 and b: 00 A

when such hours fa.LJ. w:Lth.n the ernployne's regularly scheduled tour of duty. v
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:‘b. (1)

| Fourth Thursday of November

bl
3

The following days are established by law as Legal Holidays:

1 January

' 22 February

30 May

4 July

First Monda& of S_eptember

11 November

25 December

(2)

New Year's Day

Weshington's Birthday

| Memorial 'Day

t

Indeperidence Day

Lebor Day

Christmas

Amistice Day

 Thanks giving Day.

Whenever any of the above. holldays fall on Sunday:

(a) The following Monday will be officially observed as

the holiday by employees whose regular work week is Monday

through Friday.

employees whose regular work week includes Su.nday.

':.nd:.cated in (4) below.

(b) Sundsy will be officially observed as the holiday by

(3) When a Legal Holiday falls on ‘other than Sund'v, there will

~be no addi ti onal non-work day unless proola:'med by the President as

(4) Holn.day provmlons other than those spec:n_fled by law are

’ nomfied.,

Night Diff erent;a;
e An add:v.tlonal 10 per cent of an employee s base pay will be allowed,

St@Md Time

3
4
;
%
{




STATINTL
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hl : R

Night d:.fferential ca.nnot be claimed for time used in obtaining meals. When ’
: computlng night differential reference should be made to the attacheg tgble S ;
e which shows ~the maxcinum hours of night differential bhat can be claimed for o
various tours of duty, | ‘
b.> ‘Payment of night dli‘ferenblal mey be authorized for nighfwork per=
formed vhen an employee is temporarily agsigned to a r‘egul‘arlyrscheduled tour . ‘
of dﬁty other than his own., Proper notations, 1n supporﬁ of such payments, ‘
must appear on the Time and Attendance Report. | D
19, Terminal Pay
a. Annual leave must be liquidated by a lump sum pajmenﬁ when en employee

is separated from the TFederal service, or when transferred between positions

e rst TR

which are under different leave systems, 'i.e., permanent to temporary or vice -

versa.

Time and Attendance Reports (Stendard Form No. 1130)

a, Time and Attenda.nce Reports will be submitted in accordance with

instructions issued by the Budget Off:.cer.

b, Two copies or extracts of the Armed Serv-.Lces orders will be given to
the approprzate Time and Attendaace Clerk to be submitted with the f:r.rst Report
show:mg m::.l:.tary leave, If leave extends beyond the.t reportirg period, additional ‘
military leave should be reported on subsequent Forms No. 1130 and a rei‘erence
" made to the first Report submitted. ' e e ‘ o (
Cs Time and Attenda.nce Clerlrs will include under "Remarks" on Form No, - ‘
1330 :anlus:Lve hours of overtlme and/or compensatory time worked by each employee.
d. When nlght d:.ffewnt:.al is clalmed, Forn No. 1130 nmst :mdloate the k

employee's tour of duty.

. Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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i
Dt . v RIS : . %
. &. Correspondence pertaining to unauthorized absence must be furnished ‘
the Budget Officer in suppurt of Fofm No; 1130 on ‘wﬁich AWOL is reporte'd. '
2_l.l Designations » . | ' '
a. Assistant .Directoré and Staff Chiefs will éubmit in duplicate to a
the Budget Qi‘ficer separate lists of persons authorized fo:
(1) Receive and distribute salary dh;acks. ‘ |
(2) Certify the correctness’ of, and submit Time and Attendance Keports.
(3) Request approval of compensatory ‘bimé or overtime to be worked,
be Thé above lists must be kept current at all times, and sh‘ould be
provided as indicated by the appropria‘be attachment,
22, Native and Foreign National Employees
This ‘Instru@bion should be used for adjninistering leave and payments o
native and foreign national employees at overseas installations insofar as it
is not inconsistent wiﬁh local laws and practices, Any deviations required '
by local law or practice must be reported to the Budget Officer, and apprjoval |
obtained before action is taken., Such réport rust furnish recommézdétions
a.nd.i'a, copy of the ‘applicable law or regulation.

ILLEGIB

2 ATTACHMENTS :

|,SNight Dni‘ferent:.al Te.ble '
E 1y Ae

-/ '

- DISTRIBULION: A - (plus 300 cop:Les to Budget & nance) : T e N
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_ TOUR CF DUTY

1000 - 1830
1030 = 1900
1100 ~ 1930
1130 - 2000
1200 - 2030
1230 - 2100
1300 - 2130
1330 - 2200
1400 = 2230
1430 - 2300
1500 - 2330

1530 ~ 2400
1600 - 0030
1630 = 0100
1700 - 0130
1730 = 0200
1800 - 0230
1830 - 0300

© 1900 - 0330
1930 - 0400

LUNCH PERIOD

1400 = 1430

1430 - 1500
1500 = 1530
1530 = 1600
1600 - 1630
1630 - 1700
1700 - 1730
1730 - 1800
1800 - 1830
1830 - 1900
1900 - 1930
1930 - 2000
2000 - 2030
2030 - 2100
2100 = 2130
2130 - 2200
2200 = 2230

2230 - 2300
2300 = 2330

- 2400

2330

NIGHT DIFFERENTIAL

HOURS OF
NIGHT DIF-

! \A
oo veReel m@ﬂ@@&m@b%@w{&&lm@iny .

TOUR OF DUTY LUNCH PERIOD  FERENTTAL

2000 - 0430
2030 - 0500
2100 - 0530
2130 = 0600
2200 - 0630
2230 = 0700
2300 - 0730
2330 - 0800
2400 - 0830
0030 = 0900
0100 - 0930
0130 - 1000
0200 - 1030
0230 - 1100
0300 - 1130
0330 - 1200
0400 - 1230
10430 - 1300
0500 = 1330
0530 - 1400

i i i 4 e S e R

HOURS. COF
NIGHT DIF-

2400 - 0030
0030 - 0100
0100 = 0130
0130 - 0200
0200 - 0230
0230 -~ 0300
0300 - 0330
0330 = 0400
0400 - 0430
0430 = 0500
0500 - 0530
0530 .- 0600
0600 - 0630
0630 = 0700
0700 =--0730
0730 - 0800 -
0800 - 0830°
0830 - 0900
0900 - 0930
0930 ~: 1000

| wpﬁi&@wm§+\$mmm$qwﬁmmmm_
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'.Oﬂice Memamndzzm 'UNITED STATES GOVERNMJENT :

o . Exocutive | . pare: 1 April 1949

i .Aotin Mana, ement Ofi'ice . L
FROM.;ITEFE TN TR STATINTL

SUB‘J‘ECT:AdministratiVe‘Instruction No.l:l'svubjectz - Time, Leave and Pay.

o ' ‘ i STATINTL.
1. Attached for your is the draft of the revision of ‘ '
Administrative Instruction subject:  Time, Leave and Pay.
The Budget Office initially prepared the revision and concurred in

changes suggested by this office. Personnel also has concurred. in
the drai‘t. : ' . Co

2. The draft basically is the same as the Admmistra.tive In--
gstruction currently in effect. It hag been simplified and clarified
: and three new sectiona adasd, Nos. 1, 12, and 21, ‘

- 3+ The Budget Office has requested that the revised Adminlstre.-
tive Instruction be "unclassified" in order to expedite distribution
to field offices here and abroad and to faclhtate its useage.

" 4« The Man.-xgement Office recommends this publication be signed
by the Director as it contains a delegation permitting the ‘Executive.
--and the Deputy Executive to. ‘make appropriate amendments. It is further
" proposed that this Instruction be published in ‘the normal menner for
.departmental needs. Additional copies will then be published withe k i
out the heading or signature so that the same regulations may be sent o s
to stations where: cover is deaired. ; i

STATINTL

[t

/(/ KM%/& %/ /&ffMW W;WM\—-‘:’

it
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STATINTL

STATINTL
. o Lo ; : s ! gﬂm * e M’J‘Q“M ‘
g ' 7 STATINTL -

(4

o DMINISTRATIVE INsm'lTI Dates
NO.' . “ ) " R T

SUBJECT: Holida.y, Overtime and Night Differential‘Gmpensation; C
' . Compensatory Leave. R '

8

Lo Authorlzat:.on and approval of holiday and overuime work slmll

'be made and granted on an z basis. Accord:.ngly, payments for

: holiday and overt:.me work or the recordlng of leave taken in lleu of
overt:.me compensation will be made for each full hour of service actual-

v lyrendered. Leave mey not. be talcen in llau of hollday' compensatu.on-

vv2.' Payment of nlgnt dlfferen’cial will be made for each full hour
R | “of serv:.ce rendered between the hours of 6300 pm and 6:00 am (Standard
e T:Lme), and no payment will be made for a fractional portion of an hour.

3+ The intent of thisg mstructlon is to establlsh uniformity :.n B o ;
the a.uthor:.zat:.on ofa;ayment for work performed. It shall be the rea;pon-. v. . f ‘
s:.bz.lrl:y‘ of offn.clals within the brancneq and offices to-&ess-na.;;that |

the:.r employees work full hours of duty J.n order that compensaulon due

‘may be granted. - . )
. - STATINTL

R IES Sec’bions 16, 17 and 18, Admmlstra‘uiva Instruction:l ;
da.ted 22 April 1949. and the nght lef‘erentml Table attached thereto, ‘ i
: 'are hereby amended to ’che extent of complmnoe W:Lth the foregomg. ; ‘
—ew /0 July 1999,
Se This ins .,ruct:.on shall become effectlve “sro—ber iyt bhtwr...
8y pe_no
FOR THE DCI: R T e e

DISTRIBuTION: A R : e Cude

it

(ORI : o summ
- ‘af‘ﬁ %a S e | i ,:“b.““:"s;'r,%\'l"lNTL‘ |

i Eammi
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Pt | e - | | STATINTL

DRAFT = |:|. 6/2749

ARIINISTRATIVE THSTRUCTION - S Dato:
NO. .

STATINTL

"SUBJECT: Holidey, Overtime snd Night Differential Gmpensa‘biom
Compansatory Leave, _ ‘ e
. l{ Authorization n.nd approval of holiday and bvértino work shn.ll
‘be mada anc. g;ranLad on en m bams. Acdordingly, payvnen -} for
I _ holiday and overtime w work or the recording of ’ecxvo token in lieu off
i | ,overtz.ma‘, oompensatmn will be mede for “onch i‘ull hour of gorvice actuale
! lyrandered. Leave may not be taken in lleu of holiday compengeations
' 2 I’s.ymeut of night differential will be rade for esch £ull hour
of aewioe rendere& between the hours of 6:00 p:n and s-oo am (Standa,rd
Timo)',, and no payment will be made for a fractional portion of an hour. ‘
S+ The intent of this instruction is to cstablish unifox'mi’by in
ﬁhe authoz-:.aatwn oz‘:\ggment for work perfomed. It shall be the respon-

> : LEY
I sibility of ofi’icia.ls m“i:hin the branohes and offices to &s3ure that

'Lhoir e*nployees work full hour., of duty in order that GOﬂpGHS&uiOﬂ due.

may ve. [;rnn‘hecz.

S Ve Séctio'aslﬁ, 17 and 10, Adninistrabive Instruction - STATINTL

da.ted g2 Aorll 1949, und the Highb Dli’i“erential Tablo a‘htaohad theroto,
are. heroby amandec‘( to the extont of compliance with the ;oregoing. ‘ ; :
. ’o/7? vq L
6. '”'hia instrucuicn a’m.ll bocoma effective & e i

‘first poy period following da.te of ianu&noa.

= 2 Foarméiit‘&"‘* ™ o s
'ma'“" '0“

Mm/m N

Qem PUDNCRATTE R R STATINTL
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" “sranpano 'FoRM NO, 64 . E M‘.' ' P . g . : Executive Registry
O ~59 3y

O]ﬁce Memomndum . UNlTED STATES GOVERNMENT‘

CITO Executive N . R , DATE‘M’ June 1949 ’
“'FROM . , »‘Budget Ofi‘:zcer '

- SUBJECT: Hol:.da.y, Overh.me a.nd Nig;h‘b D:Lfferentml Compensation

1.  ‘There is attaphedl-;:d;jt of a suggested emendment to : STATINTL
Administrative Instruction This proposed emendment provides : St
for the reporting and computetion of payments for holiday, over- ' : .
time and night work on an hourly basis, . , .

: 2. The a‘btached mamora,ndum from ‘the Ass:.stant Chief, Fisce.].
Branch, dated 3 June 1549 sets forth some of the reasons vhy it

is considered desirable to discontinue the practice of authorizing .
- and computing payments in multiples of 15 minutes. Attention is
; also-directed to the fact that the Confidentisl Funds Brench has °
P ‘ concurred in the proposals of the Tiscal Branch with respect to
this problem. R :

3, Should further information be desired with respect to
the deteils concerning the maintenence end handling of records .
of the authorization, recording and computation of appl:.cable pay-
ments in multiples of one hour, further deta can be secured from: L
the Payroll Divisions of the Fiscal and Confidential Funds Brenches. AR

STATINTL -

T E. R, SAUNDERS

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




. priety and desirability for limiting payments of holid

' ‘the ‘payments than the actual value: of the services rendered by the: individuel
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v

*. £ 'STANDARG'FORM NO. 84 T o \ . IR

Oﬁice 'MEWZOVdndZMZ‘ e UNITED STATES GOVERNMENT
TO fy ‘D‘e‘pu‘cy‘Budget Offyi‘cer,' o : ‘D.A'I"E: 3 J.une’,1949
FROM . -Assistent Chief, Fiscal‘ Eranch
SUBJECT: ﬁoliday, Overtime end Nfgh'b Differential Qomlienéation
| e SRR N SR ; ~ STATINTL
.1l. Reference is made.to 'your‘ discussion with |‘as to ‘the pro= . 2 ;
8y, O me ‘end night

differential compensation to multiples of one hour. Informal contact hes:been
made with the Army, Navy end General Accounbing Office to learn their policies with

" respect to the matter. »

2, The Department of Army authorizes snd coml;utes peyments of holiday,

‘overtime and night differentisl in'multiples of fifteen minutes. 'The Navy Depart=

ment end the General Accounting Office euthorize and effect such payments in
multipleés of one hour (GAO is meking no night differential payments at this ~
time; however, its policy when such payments are made is as stated)s We were

- advised the policy followed by Navy end GAQ wes adopted to provide simplifis=

cetion’ in the maintenance of ‘records and:computation 6f peyments and is, to :
some extent, based upon the leave regulations which provide leave charges " . ¢

in multiples of one hour for reasons of expeditious bookkeeping, In addition,

it was stated that this policy evoids computations for odd ‘periods which, if . -
considered, would result in more time and money being expended in processing

employeess _ o , DR i
: 3. This office feels that the policy employed by the Navy Department S AT'.NTL ,
-and the General Accounting Office is sound and. should be adopted by ‘this ‘Agencye
There is attached & proposed. smendment to Administrative Instruction - B
. STATINTL

" Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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. Office Memorandum - vNITep STATES GOVERNMENT

(i
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* ETANDARD FORM NO, 84 \

STO Execufi‘vev ' DATE: - 14 July_1949 R ’ ,

 EROM-. s Assj.stant‘Gellerdl Counsel SN ‘ : ‘ o

‘ SUlBJECT: Administrative InStEf’U.CtiOIl,NO : » STATlNTL

STATINTL

o . 1. There is no legal objection to the present
 issuance of Administratlon Instruction Nol_:|

, - 2. H.R. 3383, which passed the House on 6 July
1949, provides for the payment of night differential
on the time schedule adopted in the area of payment.
Therefore, if H.R. 3383 passes the Senate, it will be

- necessary for-us to pay the night differential on
. Daylight Ssving Time rather than Standard Time.

. 3. This office will inform you if this legis-
lation is made into law. ' ‘STATINTL‘,‘]

Walter L. Pforzheimer

Ap’pfoved For Release 2003[01/17 : CIA-RDP81-00728R000100010043-6 _
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£R-0-7474 |

o o -RESTRECTEQ | L
- Oﬁice' ‘Memomndu * UNITED STATES GOVERNMENT

" 10 " : The Executive : ' DATE: 14 November 1949

FroM :  Assistant General Counsel | '

STATINTL SUBJECT:  Proposed Amendment to Administrative Imstruction I
44

, 1

-

‘ 1. This office 'concurs in the membrandmn to the .
Executive, dated 9 November 1949, from the Budget Officer. , S

2. As this office has previously indicated, CIA
may pay compensation to its employees in accordance with
the schedules established by the Classification Act of
1949 up to and including the sum of $11,000 per annum.
However, due to faulty draftsmanship in the Act, it will
not be possible to pay additional compensation, including ;
overtime, where an employee's salary is in excess of ‘ :
$10,330." Thus, additional compensation, including over- o

©time, may be paid to all CIA employees provided that such
- total compensation shall not exceed payment at a rate in
| : excess of $10,330 per annum. CIA employees who receive
$10,330 per annum or above may not under the present pro-
- vision receive additional compensation for overtime.

STATINTL

STATINTL P J. It 1s obvious that the Clessification Act of

1949 1s not logical in this connection, and it 1is believed

: ; -~ that several questions regarding this point will probably .

STATINTL be forwarded by various agencies to the Comptroller General
: for opinion. Until such further opinion is forthcoming, we

will have to abide by the limitations indicated in paragraph

2 above and in the Budget Officer's memorandum.

i e et s j

e T b s e+t s s e s
v wr g

: o
January 17, 1950 |
hie paper was popping up in suspenge

£
PR

dT . i
ey whipstiton, [ dirdived
: . oo

D RS ' i :
s rgthat it be filed somewhere, Hence with
3 ?he more ‘recent, drafts of [ Jdl ,Th?I
¥ : . . 1
©Bttached proposal was never publishsds

S

. Walter L. Pforzhelmer

HErHyRYs:

B RN y
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| STATINTL
STATINTL : ‘ , '
,  Draft -|:|- 9/22/l9
! ' \ Does ‘j'.s n/rm[f »fps.s.? | | J
¢ . /fue 9-28

. . ' CENTRAL INTELLIGENCE AGENCY [
STATINTL! _ Weshington, D. C. M
‘ o ‘ My‘/ g
T

ADMINISTRATIVE INSTL B
NOMBER —

: SUBJLECT : Holiday, Overtime , and Night Differential Pay and
STATINTL Compensatory Leave/

XESCISSION: Administrative Instruction 1\{ dated 1 July 199,

_ STATINTL
1, -Sec‘bi‘on*-i—rfaragrap}f}b, of Adninistrative Instruction NoIZl :

dated 22 April 1949, is amended %o read as follows:

b ‘ "Entries on Standard Form No. 1130, Time and Attendance ‘
. : ' f

Report, indicating the time or day an employee worked, shall bei i
Stendard, Daylight Saving, or o‘cher,l depending upon the time

observed locally when the worlc.s;: performed."

2, 'Holiday and overtime work shall be authorized and approved for

whole hours. Payment for holiday or overtime work Will be computed»f"or

B R T e e satmeess e e

each whole hour of work., leave in lieu of overtime compensetion will

be recorded for esch.whole hour of work. Leave may not be taken in lieu
of holdiaj compensntion;' s
| e Nigh'ﬁ differential pay 4s authorized for eéch wholé hour of work

o between 6:00 PM and 6:00 AN (Stendard, Daylight Saving, or other, depending
' : “when - el & o :
O)f{ upon the time observed locally -whemethe work ic tpsiee performed), TArs Prevsson "

 shall he reCroaclive £o ) Septenber 19vd 1 ctnformgaee Complrance wiCh
v Pie—intent—of—this InstructtonrIs—to a.;nup.:_.-:wh wriformitby—in ’
((g Pobhe (aw 208 |67 <t Cu,rcss. ) : ‘
) . > = K3 ;

- Y parasrephs v
! 9\/ (% : Parts of-see*iea-e 16, 17, and 18 of Administrative Instruction No.
; \ deted 22 April 19k9,

and the Night Differential Table attached thereto

STATINTL

in conflict with this revision are rescinded,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :

o DISTRIBUTION: A. Executive

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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! v B-93365

Service, perieds of consultation service in the United States under
proper orders need not bo considered as constituting a break in the
continuity of service abroad and may be counted as part of the two
yearg! continuous service, However, having in mind the evident intent
of the law to relieve the hardship of prolonged absences from the |
United States, it appears reasonable 4o conclude that periods of
annual or sick leave gpent dn the United States under the stated
circunstanceg-—while 'bhéy noed not be held to constitute a break in
the continuity of service abroad--should not be counted s service
abroads Gomﬁare 27 Comp, Gen, 720 Accordingly, questions 1, 2,

and 3 properly may be answered in the negative, and question 5 in the
ai‘ﬁ?irnmtiva, which answers render unnecessary any consideratﬁ.on of
queation G. -

With respect to question l, the amount of leave taken in the
tnited States under conditions speciiied in questioné 1, 2, and 3
would not appear to be material exeept, of couwrse, bhat it should
not exceed the naxisum amgunt of sick or karmual. lea_ve Muich may‘be
granted under the applicable anmxal and sick leave regulations.

Sinceml.’} yours,

. SR T
(Bigned) Frank L. Yaies

»zﬁém’-@"c}mnptrouer General
of the United States
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Washington, D. C,
ADMINISTRATIVE INSTRUCTION

Vb4

NUMBER ]

EFFECTIVE UNTIL 20 JUNE 1947

m ' . CoNFIDENPIAL <

CENTRAL INTELLIGENCE whﬁéﬁAume

—-

R ‘.
,r (‘»-7}"
&f,ﬁ.x( Wbl

AL
% . CQ%QNo;'é%? ¥

i

/ey,

HJ( “ L;//'/ /"l :/’

i

L
= SUBJEOT: Time, Leave and Pay Regulations -, ,Unvouchered Funds
iu, i h ' o

/
UNKESS. SOONER RESCINDED

e CBBO - COPY- Wil be ‘retaified bfy tHe origin

"\ )4-

~three “days, ~ 8 certilic te “of physmlan
furnished. Then sick leave cokers a vis
oculist, ~ete., the timg of the
the dootor should be ﬁurnlshed A

ce TFor enwloyeas deourtmg fo Qver

not later. thok 4:

employees outs:LdF\? the continéntal limits

ME AND ATTENDANCE REPORTS

Time and Attendance fReport, shall b Torwarded to thel

7

£
~

a, It 1s requlred that Time and Attondance Renorts for each
regular c:u.v:.llan employee pald from; unvouchered funds be main-
tained ‘by Pach Branch, Division or/ .aectlon, on Standard Form
No. 1130, in dupllcate while sucli employees are located in the

Continental U.Sif.  There must bé entered upon Standard Form 1130
\ the number of hours in pay statyds, the annunl Ieave, sick leave,

or leave without r\ay chargeuble’y for each 28 day pey period. The

original copy of these rerorty rust be forwarded to the
‘Zot later than 4:30 peme o €
TIoNaey ToIIowWIing the close of each 28 day pay periods... The duplie: -

ating officee

I‘Grn '7.2w nrrphcatlon for Leave, must be: secured and trans=

ays or when the leave extends from one renortmg
Yhen siok leave .covers.a.period-in-exctss-of

or practitioner will be
it to a physician, dentist,

i‘“-'s“,jl’c and the name and address of
a{; attachment to Form 1130,

seas assignments, Form 1130,

30 on the day following the

6f the U.Seh. will be

governed by the Srocedure set forth in
Accounting Proccfgures" dated October 19

519 Y_l'.

ki

dv The Leaﬁtm Clerk.in the |

amended June @6 1946, effectlve July 1,

D PAR Cﬂé GFEI ,uttl; ORDER

(b19) - ; CONFIDENTIAL
’ , SUPERSEDED
:! '

will post to tHe Time and Attendamce Reports, the anmual and sick
leave acourmlafted by each employee in nccordance, with "Regulations
Relating to \énual and Sick Leave of Government Emnloyees (os

1946 - 1X:F. Re 7257)",

| EPRECTIVE 30 JUNE 1947, ¢IG MEKORANDA WILL REWAIN IN ¥ORCE UNTIL CANCELLED OR

21 March 1947 f"\i Vi

25X1

departure of the ifdividual from Wusﬁ‘nngton, with a notetion thereon -
that the employce, has departed. Time gnd Attendance records for

. 25X1

25X1
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* ' CONFLDENTIAL

-2 -

2. OVERTIME

8. All work in excess of 40 hours performed during one
week will be considered uwortime, if authorized in advance by
o responsible official of the brench in which performed. ' Over=-
time for employees in grades up +to.and including the bage pay
of P-2 or CAF-7 may be compensated at time and one~half, pro-
vided such overtime is apnroved in advance by the Chief of
the For employses in grades above the
bas J OI ' F=¢ Or TAF=7, compensatory time off may be allowed
in accordonce with the provisions of Public Law 106 - 79th
Congresse

25X1

be Requests for the approval of overtime in grades P-2 and :
CAF-7 ond bolow will be submitted to the Chief, 25X1
in deteil and in triplicate on Form 32~3, boaring Tho p
signature of the Chief or the Administrative Officor of the
Branch, DPivision or Section initiating the request. Upon re=- o
ceipt of Form 32«3, the Chief of the }will, 25X1
if aporopriate; enter his approval on &Il three copies ond return

. ~the duplicate and triplicate conies to the initiating officer. e
the original copy being.forwarded- to::theﬁg—q_b_‘
1 | No_reguests should be subMITEed To Tho UhIef of

the| |for approval-f rtime to be pers
~formed by employees in grades above the'bdse pay of P=2 or CAF=T.

25X1

25X1
25X1

- ce Approved overtime worked by euploy in grades-P=2tor-iil.l L
....CAF=T ond-below-will be recorded “on Standard Form 1130, Time and
Attendance Report, covering tho pay period in which performed cnd
& duplicate conv of theo Form 32-3 bearing approval of the Chief,
| will bo attached thereto upon tronsmission - éSX1
to the | The triplicate copy ;
of Forfmrsz=9 may b6 rotaincd by Tho initiating officor,

25X1

de Compensation for approved overtime .worked will be made to
tho employcos in grades P-2, CAF-7 and bolow nt the ond of tho
28 day poy poriod immedlately following the 28 day pay period in
which the work was porformed.. : ‘ C

ee HOLIDAY PAY

&, i  Employees assigned to duty on holidays‘ designated by
Excoutive Ordor.per Section 11, Public Lew 390 will roceive -come
ponsation at double time rates for such duty. Howover, prior

1 approval mist be secured from the Chief of +the S - 25X1
25X1 ' ‘ ‘ ﬁon Form 32-3 in accordance with the procodure outlined Co

under 2(b) abovo,

&

_CONFIDENTIAL

T ST
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ez

25X1A

~

--thereof' in -order-that-they may not bedens lost nnd that scourity
" may not 'be- violated, el L k
ot 'be: violated .

* the "Lurip™Suri Paymétit Actf,

* ' CONFIDENTIAL

-3 -

4, DISTRIBUTION OF SALARY CHECKS.

o Salary checks will be picked up by a designated olark
of the Branch, Divigion, Seotion, or Unit on the lionday following
tho close of each 28 day pay period botween 1l aune and 4:30 DeMe
The designated clork will sign for all cheoks pgiven to him for
distribution. He may retain any undolivercd chooks for & mMox=
imum poriod of § days if it is lmown by him +that he will bo able
to doliver snid cheeks vithin that periods  Any chesks. - :
bo delivercd shall be roturnsd to tho 25X1
with a momorandum of oigplanatToms :

be It is undorstood that by virtuc of necossity, cortain .
special cascs may require individual hendling with regard to the
dolivery of individual pay checlise In such instancos tho dotails
of tho dolivory moy bo worked out by the individual cmployco and
the | |with tho knowledge and concurrence of
the Branch,” Division, Soction or Unit in which tho employca is
workinge ) . :

ce The designated clerk charged with the responsibility of
dolivery of checks must exercise oxtreme care in the ‘handling -

e b ey

,,,,, :

* 75, TERMINAL PAY

‘as - Employoes who are terminatod will b¢ paid in. adcordsnce with.:

be - No employeo paid-from who is terminating his
‘service with this organization—=mrr oo Tiven final clenrance and/or
finol salary payment until there is on filec with the
a final cloarance form indiocating that he has no liability

%o the organization for any proporty or oporational monies nssigned

to him during his employment,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

: Executive for Personnel
ATTACHMENTS: None . ‘and Administration

DISTRIBUTION: A

CONFIDENTIAL
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STATINTL

5X1

STATINTL

5>§1TATI NTL

- Section II, of Administrative Instructions

R P PR MY
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s ¥ . ¥
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| RK@’T“:%“JTT‘% 8 April 19).,;8‘

LEROIANDUL FOR  General Counscel

S
x
e, 4

'Ifhru: CAS
| orp : Ca | & ADiMISTRA TV E
TH wmv‘:‘n } 2 {
T'rom: CSFD ‘ JWETH 7" 2/
Subject: Overtime Payments - Reva.s:mn o:ﬁ‘ Admlm.otrdtlve
Instruc tlons

1. Section II, Paragraoph A, of Administrative Instructions

I:I states that;

. MA1l work in excess of L0 hours performed during one
week.willl be congidered overtime, if authorized in advance
by a responsible official of the Branch in which perforned.
Overtime up to and including the base pay of P-2 or CAF-7
may be compensated at time and one-half provided such over-
time is approved in advance by the Chief of

I:'_Tl For employees in prades above tlie basc pay of -2
- or CAF-7, compensatory time off may be allowed in accordance
with the provisions of Public Law 106-79th Congress.™

2. The cecond sentence stating that overtime pay of time and
one-half may be pald to employees in grades up to and including the
base pay of a CAF-7 or F-2 appears not to be in accordance with
Government pay regulations. It is our opinion that the time and
one-half rate of pay for overtime is onlJ authorized for empioyees
whose base salary is not in excess of §2,980,00 per annum. Eumploy-
ees whose base salary is in excess of ths amount are compensated

“at a lesser rate as authorized in GAO Salary Table No.26.

3. If the above is correct, it is sug#eé‘bed that Paragraph 4,
B e revised to the
extent that the second sentence will read:

"Imployees whose salaries are up to and including the
base.pay of a CAF-7 or P-2 may be compensated for overtime
in accordance with U,S, Government overtime pay rates; pro-
vided that such overtime is approved in advance by the Chief
of ! .

i

bEH L el

RE%- mﬁ
\
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. %3 I ~.~,“‘w' - } N ) ] ’MT(, L . J:
25X1A | { JNTRAL INTELLIGENCE AGENCY  +< "} % .
CONF DDEi\iTlAL T T
| ADMINISTRATIVE INSTRUCTION . 2L June 1948 ‘

25X1A 3 NUMBER _ o o I |

‘ SUBJECT: - Time, Leave and Pay o ' : o ///

SN i~ ‘ , o
2514 Recision 2.. Administrative. Instruction [::::::] dated 17 ecenb
' ber 1946, subject: Maternity Ieave.
25X1A

Administrative Instruction [:::::::::j»&at d Qh April

1947, subjects Leave Withou® Pay.

dministrative Instruction dated 15 July
i L7 and 19 lay 1947, subject: CIA Policy on Active
Duty Training of Military -and Nava)l Reserve Officers
Employed by CIis Military Leave wi'thout Pay for
Annu Tralnlng Duty. . )

Co.

<§Z’1:ﬁﬂj¢5{//,/2;1;f

N
($)]
X
>
g

25X1A

T e

-

d. Admlnlé,ratlve Instruction dated lB\Novem- ,
ber 194 Mﬁ::bject: Time, Ledve and pay Regulations. j

N
o«
%
>

e.. Administrative Instructio dated 21 March 197,
subject: TH e, Leave and Pay Regulations - Unvouch-
ered Funds.

1. Definitions .

‘ a. Permanent employees are tfiyse app01nted without 11m1tat10n as
to length of service, or for de }iﬁl e periods in excess. of one year,
or for the duration of the Joby and hose who, although paid only
when actually employed, are co tlnuous%y employed for a period of not
less than one month as disti ulghed fn%m part-time or intermittent
employees. Native and fore;ﬂn national’employees overseas are con-
sidered as permanent emplo ees for leave® %;rpOSes only.

s
D7

b Temporany emplo fes are those appo

oznts:

iggcd ior deflnlte perlods

b,

of tlme not to exceed ofe year,

» 2, Annual Leave ‘ jj

ae Permuncnt ﬂmployees are entltled to 26 ﬁh;klng days annual
leave with pay, fpr each calendar year of Governmént service. One -
day of annual leave per bi-weekly pay period is earggd by a permanent S
employee and cr'dlted to his account at the end of eheh pay. period. ‘
Tne minimum credlt of annual leave is 15 minutes and &gditional
credits are 1n ‘multiples of 15 minutes.. ‘Permanent enmfbyees who
enter on or separate from duty on other than the first oh last work
day of the bl-weekly pay period accrue. one-tenth of one déx's leave .
for each completc day of serv1ce rendered during that reportlng
perlod. PR i

e (ONFIDENTIAL
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b _Memporary employces earn two and one-li. £ days ¢ {;al leave
for each continuous full month of.service. However, no arinual
leave accrues for a fractional service month,

© co Not more than 60 days accumulated annual leave may be car-
ried forward into a new calendar year. e

d. An employee, howevei", who had on July 2k, 1947, over 60 days
annual leave to his credit may carry over his leave balance as of
that date up to a maximum of 90 days, provided he has consistently
maintained such balance on the first of each year after July 2, 1947.

I "'he minimum charge for annual leave is one hour, and addi-
tlonal leave will be charged in multiples of one hour.

f. ‘Annual leave must be taken at such time as will not inter-
fere with the work of the organizsation, and must be approved by the
appropriate superV1sor before the leave is taken.

3. Advanced jmnual Ieave - .

as - Permanent employees who have been in the Federal service for
one year or more may, in case of emergency, be granted advanced
annual leave equal to that which will accrue during the remainder of
the current calendar year, with the understanding that if it is not
earned during the calendar year they shall make a refund i‘or such
]cave

b. Application for advanced annual leave will be submitted to
the appropriate supérvisor for review and recommendation, and for-
warded to the Chief, Personnel Branch, A&M, for final approval.
The Assistant Director for Special Opcratlons may approve advanced
annual leave for his unvoucheréed mployec.s.

‘Ca Temporary a,mployce ‘will not be advancad annual leave,
L. Sick Ieave

ae Permanent employees accrue sick leave-at the rate of one and
“one-fourth days per month, or a total of 15 days a year. The mini-
mum credit for sick leave is one hour, ‘ :

: bs Temporary employees accrie sick leave at the rate of one and
one—fourth days for each full month of servme.

‘ Sle leave mey b(, accumulated and carried forward unt:.l 11;
totals not more than 90 days. Sick leave is available to permanent
employees -at the beginning of the month in which it accrues N and to
temporary. enmloyc,es only after it has‘been eamed._

d. The minimum charge for sick leave is one’ hour, and addltlonal
-1eave will be charged in multroles oi‘ one hour.

-
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(1) Sick leave will b ied to_employees: ‘
(a) When they are 1ncapac§£!ted Jér the performance

“of their duties by sickness, pregnancy and con-
finement, and injury.

(b) For medical, dental or optical examination or
" treatment, when leave is approved in’ advance,
by the supervisor.

(¢) When a member of the immediate femily of the -
employee is afflicted with a contagious disease
and requires the carée and attendance of the
employee, K

(a) When, through exposure to contagious disease,
the presence of the employee at his post of
duty would jeopardize the health of others.

(e) Sick leave must be supported by a medical
- certificate or other evidence administratively
accepteble if the absence is for more than
three working days. : '

5, Advanced Sick Leave.

-a. Permanent employees, in case of serious disability or ailments
lasting five days or more, ‘may be granted not to exceed 30 days advanced
sick leave, Such advances are charged against sick leave which will be
earned in the future. ©No advance sick léave will be granted to temporary
employees.,

‘ b. When an employee applies for more sick leave than he has accumu-
lated or than may properly be advanced, the excess leave may be: oharged
against accrued annual leave or to leave without pay. :

¢. An employee when terminatlng from service must, except in cases
of 'separation caused by death, retirement for disability, disability, or
-reduction in force, refund the amount poid him for the period of indebted
leave.

d.. Applications for advanced sick leave must be accompanied by a
certificate from the attending physicien certifying the nature of the
11lness and the estimated date that the employee will be able to ‘return
to duty. Applications will be processed in the same manner as those for
' advanced annuel leave,

6. Substitution of Sickifor Anﬁua1~Leave

When 51ckness occurs w1thin a perlod of annuel leave and lasts five -
 or mere consecutive workdays, sick leave may be granted to cover-the
‘period of illness and the deductions sgainst annual leave for this period
‘will be restored. Application for Such substitution must be mada w1thin

' (ONFIDENTIAI.
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two workdays after return to duty and Tust be supported by a medical cer=-

tificate, or other evidence administratively ac‘c‘aptnble.

7. Maternity_" Leave

a. Written applications for maternity leave, nccompanied by a doetor'vé‘

certificate, may be approved by the Chief, Personnel Branch, A&M, and the -
Assistant Direetor for Special Operations may approve such applicaticns for
‘his unvouchered employees. ‘

b. Normally maternity leave 'will not exceed six months including

(1)  Accumulated sick leave

(2) Accumulated annual leave ‘

(3) Meave without pay status" for any balance of the
six months. : R

¢, The Chief, Personnel Branch, A&M, may approve up to an additional
six months' period of maternity leave as "leave vithout pay" upon receipt
of written advice from the attending physician certifying to the necessity
for the additionsl leave. The Assistant Director for Specinl Operations
mey approve gsuch additional leave for his unvouchered employees.

d, Immediately prior to the effective date of maternity leave, the.
office to which the employee is ossigned shell submit Form Neo. 37-3, -
Personnel Action Request. Tho employee shall execute Form No. 34-30, Final
Payment Clearance Sheet. .

8. Leave Without Pay

v a. (1) Leave without pay not excee&ing 15 working days mey be granted
at the discretion of Staff Chiefs, Assistant Directors, ﬁ -

‘or Chiefs of Missions overseas,” to employees under
their jurisdiction. (2) Leave without pay in excess of 15 workdays must
in addition be approved by the Chief, Personnel Branch, A&M. The Assis-
tant Director for Speeial Operations may approve such leave without, pay
for his unvouchered employees., ' : . ) ‘

" b, ' Leave without pay will not be suthorized initially for any peried
~in excess of 12 months. e e '
-c; Form No. 37-3 will be initiated by of fices when LWQP for 60'or. :
more calendar days ‘is recommended for approval. A personnel action will
be issued when such leave or an extension or renewal thereof is approved.

" d,  Employees .who are granted -on extended period’ of LWOP will, prior

to the beginning ef such leave, execute Form No, 34=30,. "Final Payment.
Clearance Sheet', o ' :

9. Military Leave

R 1Y 7 Militéry leave for'traif.\i,ng ,purposés only, not' to ga)"cceed 15 calen-.
dar days in any one year, may be granted with psy without: cherge to. annual

-4 -
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léave to mex;lber‘a of any mili&QNleDENILALizatioﬁ‘éstablished by law

of the United States: Saturdsys ond Sundeys will be included in the 15
calendar days leave.period only when such leave includes the preceding
Friday and the following Monday. . .

LLEEN

L

- b. Members of the National Guard of the District of Columbis may be
granted Military leave with pay without charge to annual leave on all

. days of service which.they are ordered by competent authority to perform
and on all days during which they are engaged in field or coast defense

training, -
C. Applicatiohs for military leave will be pro&essed‘in the same
manner as applications for andvanced annual-leave, ' '

10. Court Leave

8. A permanent employee subpoensed to testify as a witness on behalf
of the United States or the Government of the District of Columbia, or
called for jury duty, in a State, District of Columbia, or Federal Court,
is entitled to his regular pay while absent from duty and no charge for
leave is made. Evidence of attendance at court and evidence of receipt
or non-receipt of fees is required. Applications for court or jury lesve
will be processed in the same manner; as spplications for advanced annual
leave, : : . . ce

b, fnnual leave or LWOP will be granted when an employee is subpoenaed

in private litigation or by some party other than the Federal or District

of Columbia Government.

¢. Employees may be regarded ns. in active duty status for ecourt serv-
ice and no leave charged if the value of the employee's testimony arises
from his official capacity and he is.subpoenaed ‘solely because of and to
testify in thet copacity. o P . o

d. -Temporary,fsubstituté or "when' actually employed" personnel are
not entitled to court or jury duty leave of absence with pay, ‘

e, Employeeé.who serve as witnesses or jurors;cnd are éranted court,
jury duty or official leave will surrender to the Budget and Finance Branch,
A&M, fees received from courts for days on which the employee normally '

‘would have worked. Federal employees called.for jury duty in the District

of Columbia are not paid usual’ jury feés. ..

f. An employee who‘appearsfin'any court os a-witness, plaintiff,fde- .

fendant or jurdr must report to the Executive for Inspection and Security .

for briefing on security regulrmtions prior to date of his appearance in
court. . - : - o

11, Unauthorized Absence

An employce detained by cdusesubeyond:his control 'and -unable to,réport

- for duty at ‘the opening hour,' should notify his supervisor as soon ns possi~

ble on the first:day of: abse'ch‘lfmfmiK[:duty for. any cause, without

..5-

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

prior permission, must be sutisfactorlly explained; otherwise leave will
be chorged as AWOL and~'the employee w1ll be subject to disclpllnnry ﬂction.

Emglozecs not FEligible for Leave
- Employees do not earn lenve if nppointed:

a, . For service limited to portions of each workday, week or
month,

b. For service under repedted appointments or employments
for periods of short durntion none of which extends for
a full month.

¢. For service on a "per hour" basis where employment is
not on a regulor snd continuous basis.

13, Leave Balances

Leave balsmces should be requested from' the [:;:::;:::;;::]Budget ond 25X1
| Finance Branch, or Special Funds Division, 0SO, only wheén 1s absolutely
i © . necessary thot an employee know his leave balances because of an entici-
pated vacatdon or a prolonged absence due 0 illness or some other speciel
reason and he is not certain whether sufficient leave is available:to cover
the absence, Such requests will be submitted 'in writing and forwarded
through appropriate Time & Attendance Clerks.

14.‘Qgert1me ‘
‘ a; Within the continental limits of the Uhifed States:

j (1) - Overtime for departmental employees must be approved
! - prior to overtime work in each case., Requests will

be submitted on Form No. 32-3, Request for Approval

of Overtime, as indicated below:

(a) . To Budget end Finance Branch, A&M, for all
L . employees except those of 0SO who are: paid
i o : from unvouchered funds. Such requests may
‘ ’ : be approved by the Chief, Budget Division.
and the Chief and Assistant Chief, Budget
and Flnance Branch,

(b) To Special Funds'Division, Administration
and Services, 050, for employees of 0SO
'who are peid from unvouchered funds. = Such -
requests may be spproved by the Chief and
Assistant Chief, Special Funds Div151on,~‘
0s0.

(2) . Cuarterly estimates of antlcipated overtime require-
ments will be submitted on Form No, 32-3 by Chiefs. .. -’
of | | to the officials in- R
dicated in a (1) above, who are authorized to spprove:
overtime psyments-for| ' L
TForms should be submitted:sufficiently in advance to RS R
insure receipt of approvael prior to the beginning of . o
the quarter covered by the estimate, -

25X1A

25X1A
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b. After approval as ix(QNmDEN;uAlme for employees. in the '
continental United Stotes may be»ordereq_bx_ﬁng_ggg;gggiﬂxg_Sjgﬁf_Qniafs, 25)({A

Assistant Directors, Chiefs of Branches

-~ ¢« Outside the continental limits of the United States, overtime may :
be ordered and epproved by Chiefs of Missions [ lor.their Deputies, - 25X1
They must, however, have evidence that sufficient funds are available for '
payment before authorizing overtime.. Native and foreign national employees

" outside the continental limits of the United States who ore paid in accord-

-ance with local prevailing wage rates are not entitled to overtime pay un-’
less local: custom requires, ' : E o

d, All work in excess of 40 hours performed during:one‘admihistrative .
work week will be considered overtime if authorized and approved -in advance ;
in accordance with. the above provisions, T : .

6. Approved overtime worked will be paid at authorized rates or com~
pensatory time off may be allowed, ‘ ' ‘

{ | 15, Holidays

Work to be performed on a holidey for which holiday pey will be granted
must be authorized and spproved in advance in the same way as for overtime
work and pay as shown in 14 above. An employee can only be excused or paid
holiday rates for that portion of his tour of duty which retually falls with-
in the 24-hour holiday period, and not to exceed 8 hours. T

16. Night.Differential

a. 4An additional 10 per cent of an employee's base pay will be allowed
for work performed between the hours of 6:00 PM and 6:00 AM, when such hours
fall within the employee's regularly scheduled tour of ‘duty. ¢'ght differen-
tiel ‘cannot be claimed for time used in obtaining meals.

b.  When computing night differential referénce should be made to the
attached Table which shows the maximum hours of ‘night differential that
cen be clesimed for various tours of duty.. ey :

17. Terminal Pay
, " 8. Annual leave must be liquidated by a lump sum puyment when an em=- IR
ployee is separated from the Federal service, or when traensferred between = &

positions which are under different leave systems, i.e., permanent-to tem-
- porary or vice versa, - =

18, Time end ‘Attendance Reports

&, Time and Attendance Reports will be submittedbto the?Budget and
Finance Branch, A&M, or the Special Funds Division, 030, &s appropriste -
in accordence with instructions from such offices. UG

b, Two copies ‘or extracts of military or naval ordets‘wiii Bé‘given i

to the appropriete Time mtmﬂwA}Lto be submitted with the first. v

-7 -
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report (Form No. 1130) showing military leave. If leave extends beyond
that reporting period, additional military leave should be réported on

- subsequent Forms No, 1130 énd & reference made to the first Form No.‘1130

reportlng the leave,

¢.. . Time ond Attendance clerks will ihclude undmr'"remnrké" on Form
No, 1130 inclusive hours of overtime worked by employees., For overtime
in the continental United States, a copy of Form No. 32-3 approved by the

‘appropriste supervisor and the Special Funds Division, 0SO, or Budget and

Finance Branch, A&M, will be attached to the applicsble Form No. 1130 when
transmitted to the approprlate paying office,:

d. When night differential is claimed, Form No. 1130 must indicate
the employees regular tour of ‘duty.

. e, Correspondence pertaining to unsuthorized absence must be furnished
the appropriate paying office to substantiste Form No, 1130 on which AWOL
is: reported,

f. When annual leave is converted to sick leave as shown in paragraph
6 above, a notation to that effect must be made on Form No. 1130 2nd a
mediecal oertlflcate or other ev1d0nce admlnlstratlvcly acceptable must
support Form No., 1130,

g. Assistant Directors and Steff Chiefs will submit in duplicate to

. the appropriate paying office a list of persons authorized to certify the

correctness of time and attendance reports, and will keep such lists cur-
rent at all times.

19. Ngtlve end Foreign National Employees

“This Instruction should be used for administering leave and payments
to native and foreign national employees at overseas installations insofar
as it is not inconsistent with locel laws and practices, Any deviations
required by local lew or practice must. be reported to the appropriate pay-
ing office in Washington aond approval obtained before payment is made,

- Such report must furnlsh recommendations and a copy of the applicable law

or regulation, -

./(,/LL——{/L«(_.( ol A u//h’Mﬂ
R. H. HILLENKCETTER s

“Reer Admiral, U.S.N..
Director of Central Intelligence

1 Attachment

" (Night Differential Table)

DISTRIBUTION: A .
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NIGHT DIFFERENTIAL

HRS. OF HRS. OF
“NIGHT DIF- . NIGHT DIF=-

TOUR OF'DUT'Y ‘ LLI_NCH PERIOD FERENTIAL ~TOUR OF DUTY LUNCH PERIOD = FERENTIAL

1000 - 1830 1400 - 1430 3 2000 - 0430 2400 - 0030 8
1030 = 1900 1430 - 1500 1 2030 - 0500 0030 - 0100 8
1100’ = 1930 1500 - 1530 1% 2100 = 0530 0100 - 0130 g8
1130 - 2000 1530 - 1600 © 2 2130 - 0600 0130 - 0200 8
1200 - 2030 1600 - 1630 2% 2200 - 0630 0200 - 0230 i
1230-- 2100 1630 - 1700 3 2230 = 0700 - 0230 - 0300, 7
1300 - 2130 1700.- 1730 3% 2300 - 0730 0300 =~ 0330 6%
1330 - 2200 1730 - 1800 4 2330 = 0800 0330 - 0400 6
1400 - 2230 1800 -~ 1830 4 2400 - 0830 0400 - 0430 5%
1430 - 2300 ~ 1830 - 1900 A . 0030 - 0900 0430 - 0500 5
1500 - 2330 1900 - 1930 .5 0100 - 0930 0500 - 0530 &
| 1530 = 2400 1930 - 2000 5% . . 0130 - 1000 0530 - 0600 4
{ 1600 - 0030 2000 - 2030 6 . 0200 = 1030 . 0600 - 0630 A
j 1630 - 0100 . 2030 - 2100 6% 0230 - 1100 0630 - 0700 3%
i 1700 - 0130 2100 ~ 2130 . 7 . 0300 - 1130 0700 = 0730 '3
! 1730 = 0200 2130 - 2200 74 0330 - 1200 0730 - 0BOO 2%
1800 - 0230 2200 - 2230 8 0400 = 1230 0800 - 0830 2
1830 - 0300 - 2230 -~ 2300 8 0430. = 1300 0830 - 0900 1%
1900 - 0330 2300 - 2330 .8 0500 < 1330 0900 = 0930 1
= 0400 2330 - 2400 8 0530 = 1400 1930 - 1000 4

1930

 CONFIDENTIAL
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STATINTL

o HES’WG’EED Y wqgla

Executive

THRY: General Counsel ‘ . ‘ 9 November 1949 W

STATI N.TL ; Budget Officer

Iy

Proposed Amendment to Adininist;rativé Instruction

STATINTL

1. The attached pmposed apmendment to paragraph 16f of
Administrative Instruction iz returned without the con=-
currence of this office for the reason that current advice has

b been received from officials of the General Accounting Office
indicatdng that it is their opinion that the Classifioation fct
of 1949 did not remove the previcus limitation of $10,330 per
annun with respect to additional compensation (including overtime)
which an employee could recelve, Consequently, the existing pro-
. vision limiting the rate of compens:tion which can be received

P should remain in ellect.

o : 2. Representatives of the Accounts Systems Division and the
" Legal Staff of the General Accounting Office nave informally
advised that the provision of Cection 603(b) of the Pay Act of
1945, as amended by the Pay Act of 1948, with respect to the Limi-
tatlon of §10,330 per amnum was not repealed by the Classification
fct of 1949 and that the latter Pay Act in effect only repealed
that portion of Section 603(b) of the Pay Act of 1945, as amended,
with respect to base compenaaw.on in the upper grades which provides
: Jor base pay rates at $10,330 or more per annum. Reference was made
; o by the GAQ reapreaen‘batives to the Legislative History of the original
Houge and Senate Bills pertaining to the 1949 Classification Act
which provided for limitations on additional compensation at rates
‘below the top of the upper grades and although the bill was {inally
passzed without any specific indication of a limitation, the $10,330
1imit must still apply.

4 ‘ 5. Until or unless the General Accounting 0ffice formally ex-
- presses an opinien which indicates that the $11,000 or other higher
STATINTL! ceiling may apply, the pertinent limitation set forth in idministra-
: tive Instruction[  |should be adhered to with respect to overtime
N or night differential work mcluding overtiae pexrfomed for compensa-
| tory leave purposes.

- %. R. SAUNDERS
Attachment .
KEW /v1b L o ' | SR

~ ces: - Acting Chief, Fa.scal Division
S " Acting Chief, Finance Division /

RESTRIGTED

>

%
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v CENTRAL INTELLICENCE ACEHCY :
.C\A'{‘\M{’ P‘;C«i‘*"% "“:ﬁ::‘:b Washington, D. C. See atd ach meh'h da&e& :
STATINTL B W DIRSW I ‘ ] 13,y 197
| %gl\-rimxsrmmvm INSTRUCTION | » 22 April 1949 ’
N, ' ' H
STATINTL ; ‘.SUBJ'ECT:‘ Time,. Leave and Pay. :

ROSCISSIONS: a. Administrative Instruction| | dated 24 June 1948,
subject: = Time, Leave and Pay. )

STATINTL : : ‘ be Administrative Instruction[ | dated 4 August
‘ 1948, subject: Absence for Registration and Voting.

STATINTL , , : .
¢, Adninistrative Instruction |:| dated 17 November

, " 1948, subject: Ilegal Holidays.,

STATINTL § ‘ | d. Administrative Insbruction I_d_‘,—_(_mldated 28 January
‘; S ‘ 1949, subject: ™ Time, Leave and Pay ficial Working o

STATINTL | Hours) . ' e '
e, Adninistrative Instruction'l_(TTL_l dated 15 February

, _ 1949, subject: - Annual leave (Time, Leave and Pay). . s
STATINTL = { :
1, _Offigial VorkinaBos

'6? - . : N IS '

. a1 of ing hours for all activities of the Agency t

STATINTL ¢ N \ 11

30 to 1700, Morday $urough Friday, For any tour of duty in excess
‘ i (4) hours/n_cﬁal or otherwise, a thirty minute Iunch period will be
Ttablished, .y

o e Yy N . THE R R T PR C A
be The hours o:l".“ c‘l%t? sho}rﬁ' oh Standard Form No, 1130, Time and Attend- Coy
ance Report, must be shown in terns of Stendard rather than- Daylight Saving R
Time for erployees wiose tours of duty are gther than the normal official -

working hours, 0830 ~ 1700,

2, Definitions (For Leave Purposes Only)

a. Permanent emnlovees are those appointed uvithout limitation as to
length of service, or for definite periods. in excess of one year, or for
the duration of the job (covering an indefinite period) and those who,
although paid only when actually employed, are. continuously employed for
a period of not less than one nonth as distinguished from part-time or.:
intermittent employees,. Native and foreign national employees overseas
are considered as permanent employees for leave purposes only,

b, Temporary employees are those appointed for definite neriods. of
~time not to exceed one year, . : o T

.
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3, Annual leave

: 8o Permanent employees are entitled to 26 work days of annual leave

with pay, for each calendar year of Government dervice, One day of dhnual

leave per biswebkly pay pericd is earned by a permanent employee and credited

to his account at the end of each pay period. The minimum credit of annual

leave is one hour and additional credits are in rultiples thereof, Perma—

nent employees who enter on or separate from duty on other than the first :
or last work day of the bi-weekly pay period accrue leave in accordance with K
the following schedule: : ‘ ;

! BASIC UORK DAYS HOURS CREDIT -
d 1 1
; 2 2
é 2 2
| 4 3
g 5 4

b, Temporary employees earn two and one~half days annual leave for
3 : each continuous full month of service, However, no annual leave accrues
1 for a fractional serviee month, :

ce.  Not more than 60 deys accleated annual leave may be carried
forvard into a new calendar year,

de An employee, however, who had on 24 July 1947 over 60 days annual
leave to his credit may carry over his leave balance as of that date up to
a maximm of 90 days, provided he has consistently r«amtalned such balance
on the first of each year after 1947, ‘ ‘

¢, The minimum: cherge for annual leave is one hour, and additional - |
e will be charged in multiples of one hour,
STATINTL & T \i
foL f,, Everyxsuper: a;o:f":nosponsible for approving leave w:.ll assure that
bbmployees are ,aé.‘fé'r{ded an'“opmortunlty to avall themselves of earned annual
1eave,, Ve . 4
o ‘?"' \,‘ _ g. " Ann gve programs will.be planned in advance and scheduled
(\80 as not to impair cff:.eiehcy of operations. Employees scheduled for
oy j‘ \, leave during periods net~desired by them may elect to refuse such leave
™ 1 periods, but refusul"’ may result~in forfeiture of that annual leave which
) is in excess of the maximum that can be-carried forward into the succeeding
,"’\\ years ' »

. N d_,A.ﬁ.ﬁMTNV,I;g; ]

, a, Permanent employees who have been in the Federal service for one S
year or more may, in case of emergency, be granted advanced annual lcave - Y EE
equal to'that which will accrue during the rcmainder of the current calen- ‘ .
dar year, with the understanding that if it is not earned dur:mg the calendar IR At

. year they shall make a rofund for such 1oave.

-2..
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- leave will be charged in multiples of one hour,.

6o Advaneced Siak Leave

...days, Such an advance is charged against sick leceve which will be carhned
~in the future, Mo advence sick leave will bo grantod to tomporary omploycos. P
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b. Application for advanced annual leave will be submittod to the
appropriate suporvisor for review and recommendation, and forwarded ta..
the Porsennel Officer, or his degignec, for approval,

0. Tomporary employces will not be advanced annual leavo, ‘
5. ~ Sick Leave

i ———

4y Pormanent employeos accruec sick leavo at the rate of one and
-one~fourth days per month, or a total of 15 days a yoar, The minimum
crcdit for sick leave is one hour.

b, Temporary employccs accruc sick loave at tho rate of one and

- one-fourth deys for each full month of service,

¢, Sick leave may be accumulated and earriod forward until it -

‘totals not more than 90 days, Sick leavo is available to pormenent

employocs at the boginning of the month in which it accrues s and to
tomporary_ employcos only after it has becn carned,

+ do Tho minimum charge for sick leave is one hour, and additional

(1) Sick leave will be grented to omploycos:

(a) When they arc incapacitated for the porformance of
their dutics by sickness, injury or pregnaney and confinerment,

(b) For medical, dental, optical oxamination er treatment,
. when leave is approved in advance by the supervisor,

(¢) Vhen a member of the immediate family of ‘the employce
is afflicted with a contagious discase and requires the care.
and attendance of the employee,.

(d) When, through exposurc to contagious discase; the
presonce of the employco at his post of duty would jeopardize
the health of others, ' : s

(¢) Sick leave must be supported by a 'medical certificate
or other evidence administrativoly acceptable  if the absonce is

for more than throc work days.

. ‘a.‘ Permanent employecs, in case of scrious disability or ailment
lasting five days or more, may bo advanced sick lcave not to oxcecd 30

-3 -
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b, Whon an employec applics for more sick loave than ho has accumu-
lated or moy properly bo advanced, the oxcess loave may be chorged against
"~ accrued annual loave or to leave without Payse :

¢. An employec whon torminating from service must, oxcept in cases
of separation caused by death, retircmont for disability, disability, or
roduction in force, rcfund tho amount paid-gim for thé unliguidated por-
tion of the advanced leave,

d. Applications for advanced sick leoave must be accompanied by a
certificato from the attending physician cortifying the naturo of the
11Incss and the ostimated date that the emploJoc will bo able to roturn
to duty, Applications will be procossod in the same mamncr as those for
advanced annual loave,

7. .Substitution of Sick for Annual Leave

When sicknoss occurs within a poriod of annual leave and lasts five.
“or more consccutive workdoys, sick leave may bo granted to cover the period
of ‘illness, in which ovont the deductions against annual leave for this
P poricd will be convorted, Application for such substitution must be made
? within two workdays aftor rcturn to duty and must be supportcd by a modical
cortificate, or other cvidonce administratively acceptable,

8. Natornitx Loave

Qe ertton applications for maternity loave, accompanled by a doctor? s
cortificate, may be approved by tho Porsonnel Offiecr, or his designco.

be Normally matcrnity leavo will not exceod six months inclﬁding:
(1) - Accumulated sick loave.
(2) Accumulated annual leavo,
(3) Loave without poy.

¢; The Personncl Officor, or his designce, may approve additional
moternity leave upon receipt of writton cdviee from the attending phy51c1m
certifying to tho noccossity for the loave, S -

de Immedn.atoly prior to the effcective datc of moternity: loavo, “the
off:.ce to which the employec is assigned shall submit Form No, 37-~3, Porson=-
‘nol Action Request, The employec shall exccute Form No, 34-30, Final Pay~
mont Clearance Shect, -

9. Loave Without Pay

~a. (1) Loave without pay not oxccodlng 15 work davs may bo granted
: . . to employces at the discrotion. of Steff Chiofs, Assistant Diroctors, : oo
ATINTL : | or Chiefs of lMissions I:l oversoass’ - STAT

e e SR
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arises from his official capacity.

~or official leave will surrender to the Budget Officer fees received from
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(2) Leave without pay in excess of 15 workdays must have the
additional approval of the Personnel Officer, or his designee.

bi Leave without pay will not be authorized initially for any period
in excess of 12 months. !

ce - Form No, 37-3 will be initiated by offices when IWOP for 60 or
more calendar days is recommended for approval.  Standard Form No. 50,
Notification of Personnel Action, will be issued when such leave or an
extension or renewal thereof is approved. ‘

- d. Employees who are granted an extended period of INOP (60 days or
more) will, prior to the beginning of such leave, execute Form No. 3)1=30,

10. Military Leave
-

a, Military leave for training purposes only, not to exceed 15
calendar days in any one year, will be granted vath pay without charge
to annual leave to members of reserve components of the Armed Services
of the United States. Saturdays and Sundays will be included in the 15
calendar days leave period only when such leave. includes the preceding
Friday and the following londay.

b.  lembers of the National Guard of the District of Columbia will
be granted military leave with pay without charge to annual: leave on all
days of service to which they are ordered by competent authority, '

Ce - Applicaﬁions for military leave will be processed in the same
manner as applications for advanced annual leave. .

- : . v e - . \) \.,\;; ﬂ-\-‘
11. Court Leave (I jpymw D& ® - % AN, AW
[N — : : ’

: a. A permanent employece who attends court as a witness on behalf of
the United States or the Government of the District of Columbia, or for. , i
Jury duty, in a State, District of Columbia, or Federal Court, is entitled i
to his regular pay while absent from duty, and no charge for leave is made. R

Evidence of attendance' at court and evidence of receipt or non-receipt of
fees are requireds Applications for court leave will be processed in the
same manner as applications. for advanced annual leave,

b, . Annual leave or INOP will be granted when an employee is absent
from duty because of private litigation, ' P

Ceo An employeé may be granted court lea\ie if the value of his testimony

“de . Temporary, part-tirhe or "whgn actually employed" personnel ‘are
not entitled to court or: Jury duty leave of absence with Pay. S

= ‘e.' Employees who serve as witnesses or jurors and ‘are, granted court
courts for days on which the employee normally would have workeds Federal
employees called for. jury duty in the District of Columbia are not paid ‘
usual jury feess - : T : R

......... S T N e SRR
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fo  An cmployoco who appears in any court in any capacity must report
to the Chiof, Inspoction and Security, for briefing on security rogulations
prior to datc of his appearonce in court, ‘

12, Absgnee for Rogistratjion nnd'Voting

a. Insofar as may be practicablo without interfering scriously with
production; employcos who dogirc to volo at communitics whoro thoy maintain
voting rosideneco, cxeopt where voting by absontco ballot is permittod, will
bo excuscd for that purpose, without charge to loave, for a roasonablo timo
on all election days, Further, cmployees who will bo votdng in jurisdictions
which require registration in person will be excused for that purposc, with-
out charge to leave, for a roasonablo tinc during the rogistration poriods
spocified by the jurisdiction in which they will votcs  Such authorized
absenee should not exceed the time actually required to vote or register,
as tho case may bey and in no event should it oxeood one working day for
oach olection or registration period. ‘ :

b, In these cascs when an employce roquests additional leave for
voting or rcgistration which will roquirc longcr than one day in order to
- enable him to go to his legal rcsidence to vote or register, permission will
be granted whenever practicable and the period of absemce in excess of' one
day will be charged to annual leave or, if annual loave is exhausted, to
leavo' without pay,

: 13y Unguthorized Abscnce

An employce detained by causes beyond his control and unable to report
for duty at the opening hour, should notify his supervisor as soon as possi-
ble on the first day of aobsence, - Absonce from duty for any cause, without
prior permission, must be satisfactorily explained; othcrwise leave will be
chargod as AWOL and the employec will be subject to diseiplinary action,

14, Employccs not Eligible for Leave "\{\\. e bED T W DY
B 8 TUPAE ) R S AT

W‘Employeos do not carn leave if ,appt':sihtcd: o ' 21 OcT. w4
2. For servico limited to portions of ozch wbrkday, weck or month,

b, For service under repeated appointmente or cmployments for periods
of short duration, nono of which extonds for a full month, .- ‘

" ¢. - For service on a por hour or per diem basis where employment is not
on a regnlar znd contirmous basis. ' :

- 15, Loave: Balances

leave balances should bo requestod from. the Budget Officer only when it
is absolutcly necessary that an cmployoe know his lcave balences beoause of .
an anticipatod vacation or a prolonged absence duc to illness or some othor
spoeinl recason, and he is not certain whether sufficient leave is available
to cover the abscnce, Such roquests will be submitted in writing and for-
warded. through appropriate Time and ‘Attendance Clerks. "Leavo balances will -
be furnished to employocs once a year, - S ' : ' o

-b o
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- Election by the omployco to toke loave in 1lieu of ovortine compensa-
tion (conponsatory loave) shall be subject to the rostrictions govorning
ovortime and the provm.nons of this section, -

D *Overtime shall bo kept to an o.bsoluto minimum throughout the Agency
with omphasis bcing placod upon: the full utilization of the normal offieial
work:.ng hours of coch employco, ,

‘¢e Ovortimo work will not bo TOC Lzo.,tod or authorizod ocxcept in thosc
eascs ossontial to moct omergency rucuiromcnts not posgsible to meet by full
utilization of employco!s norral working hours, = Assistont Dircctors and
Stoff Chiofs arc charged with the porsonal rosponsibility for control ond
continuod oxamination of ovortime roquircments to insure the offcctive appli-

eabion of tnls policys

d. H:Lthm tho Bontinontal limits of tho United Statos:

(1) ‘Approval of the Executivo, his deputy, tho Budgot Officor,
or his doputy, must be obtained prior to ordering compénsatory timo
or ovortimo, -A roquest will bo subnittod on Form No, 32-3, Roquest
for Approval of Ovortimc, in accordaneo with instructions issucd by
tho Budget Officor, -Forms should be subnitted sufficiently in advance
to insurc roecint of approval prior to the beginning of the poriod
covered by the request,

(2) Form No, 32-3, approved by the Budget Officor or h:Ls dcputy,
will be transmittod to tho paying offico no later than the closc of the
Py norlod in which work is porformed,

Cs Outsido the continontal limits of tho Unltod Stﬂtes , overtime must
be approved by Chiofs of Missions mor their doputics, Thoy must,
however, have cvidonec that sufficion® funds
authorizing overtime, Native and forcign notionel employccs - outside: the con-
tinental limits of the United States who are peid in accordance with local
“x provailing wogo rotes orc not o 5tiulod to overtime pay unloss roquired by
-+ local custor,

f, .No offiecr or omployco shall be paid, with rospect to any -pay perioed,

. compensation gt g ratc in oxcess of $10,330,00 por aonnum. Accordingly, com-
ponsatory leuve ‘cannot bc grantod in those instanees whorc an employee is

not entitled to overtine conponsg.tlon. ;

ge Admnistmtivc controls govorning conpensatory loave will be ostab-.
iished by c’tch Ass:Lstant Director and Staff Chief based on policies st'xted
belows , . .

(1) It"nust bo taken within the two pay pdrléds ‘modpt'o'ly'
following tho pcr:.od in whlch oorned, or. forfe:.turo will rosult. R

‘ % o (2) Entrics will be “w.de on offlcinl T:mo and Atucndunce Roports T
TN © of all ovortine or eomponsatory loave c-mrned. Such: entrics must be
\‘\ dnitigled by the .).Qpllcﬂ,blo erlgloxeg.; ‘ T e,

=T

arc available for paynont beforc
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(3) An adequate check system will be established to insure that
overtime was actually worked. An inspection will include checking
guard registers and reviewing work accomplished during periods when
compensatory time or overtime is claimed, .

h, Compensatory leave to the credit of employees at the date of
issuance of this Instruction will be used within 90 calendar days from this
date ar be forfeited, Such leave will not be reported as required above,
but will be ha.ndled as heretofore,

’ 17. _ ,Ijol_idgxg :

ay b!ork to be porformed on a holiday for which holiday pay will be
granted must be authorized and approved in advance in the same way as over-—

. time, An employee can be excused or paid holiday rates only for that portion
of his tour of duty which actually falls within the 24~hour holiday peried,
not to exceed 8 hours, Compensatory leave cannot be granted in lieu of holi-

 day pey. .

be (1) The following days are established by law as Legal Holidays:

1 January =~ New Year!s Day
._ 22 February ‘ - Washington's Birthday
f ‘ 30 May h ~ Memorial Day |
| | 4 July ‘ ‘ ‘ - independence Day
E First Monday of Séptember - Labor Day
; 11 November = Armistice Day

Thanks giving Day

Fourth Thursday of November
: 25 December ‘ ~ Christmas
‘(2) Vhenever any of the above holidays falls on Sunday:

(a) The following Monday will be officially observed as
the holiday by employees whose regular work week is Monday
. through Friday.

(b) Sunday will be officiany'observed as the holiday by
_employees whose rogular work week includes Sunday. ; v

(3) When a Legal Holiday falls on other than Sunday, there will
be no gddlplonal non-work day unless proclaimed by the Pres:.dent as
indicated in (4) below. . » ,

' (4) Holiday provisions other than ‘those specified by law are
announced by Presidential Procla.mation, and employees will be officially
“notified,

-8 -
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f‘«*"“-ié; Might Differentisl ™ 7

S ‘ ae An additional 10 per cent of an employee's base pay will be allowed
for work performed between the hours of 6:00 PM and 6:00 AM Standard Time
when such hours fall within the employec!s regularly scheduled tour of duty.
Night differentiel cannot be claimed for time used in obtaining meals. When
domputing night differential reference should be umade to the gttached table
which shows the maximum hours of night differential that can be claimed for
various tours of duty, ‘

LR
o

be Payment of night differential may be authorized for night work
performed when an employee is temporarily assigned to a regularly scheduled
tour of dubty other than his own, Proper notations, in support of such pay-
ments, must appear on the Time and Attendance Report., ‘

19, ZIerminal Pay

as Annuel leave must be ligquidated by & lump sum payment when an employoc
is separated from the Federal sorvice, or when transferred botween positions
which arec under differont leave systoms, i.c., permancnt to temporary or vice
versa, :

20, Iimo and Attendance Reports (Standard Form No, 1130)

a, Timc and Attendance Roports will bo submitted in accordance with
instructions issued by the Budget Officor, '

b, Two copies or extracts of the Armed Serviccs orders will bo givon
to the appropriate Time and Attendance Clerk to bo submitted with the first
Report showing military leave, If loave oxtends boyond that reporting period,
additional military loave should bo reported on subsequent Forms No, 1130 and
a reference made to the first Report submitted,

¢ Time and Attendance Clerks will include under "Remarks" on Form No,
1130 inclusive hours of ovortime and/or compensatory time worked by cach
ocmployoc, ’

d, When night differontial is claimed; Form No, 1130 must indicate
the employco's tour of duty.

G, Gorrosmndenée pertaining to unauthorized absencc must be furnished
tho Budget Officor in support of Form No, 1130 on which AWOL is reported.

21, Dosigmations. | o ;

. ae, Assistant Directors and Staff Chiofs will submit in duplicate to
the Budget Officer separate lists of persons authorized to:

(1) Recedive and distribute salary chocks,

(2) Cortify the correctness of-, and submit Tim. and Attondance )
Reports, L S : IR .

(3) k Request. approv;al yof, éompenis‘atory ﬁimg or overtime to be werked. -

- 9 .
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‘bo The above lists must be kept current at all times, and should be
provided as indicated by the appropriate attachment, a

22, Niativo end Foreign National Employoes

This Instruction should be used for administering leave and payments
to native and foreign national employecs at overseas instollations insofar
as it is not inconsistent with local laws and practices, Any deviations ‘
required by loeal law or. practice must be reported to the Budget Officer,
and approval obtained before action is taken, Such report must furnish :
recommendations and a copy of the applicable law or regulation,

FOR THE DIREGTOR OF GENTRM; INTELLIGENCE:

Acting Lxecutive

2 ATTACHMENTS:
1, Night Differential Table
-2,» Form Letter of Dosignations

DISTRIBUTION: = A

10 -
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TOUR_CF_DUTY LUNCH. PERIOD

1000 ~ 1830
1030 - 1900
1100 ~ 1930
1130 = 2000
1200 = 2030
1230 - 2100
1300 =~ 2130
1330 « 2200
1400 - 2230
1430 ~ 2300
1500 = 2330°
1530 = 2400
1600 = 0030
1630 .= 0100
1700 ~ 0130
1730 - 0200
1800 - 0230
1830 - 0300
1900 = 0330
1930 - 0400

it

S | b el

NIGHT DIFFMRMN_IQL

HOURS OF
NIGHT DIF-" .
FETENTIAL . TOUR.OF DUTY.
1400 =.1430 g 2000 - 0430 2400
1430 = 1500 1; 2030 - 0500 0030
1500 ~-1530 1 2100 - 0530 0100
1530, = 1600 2 2130 - 0600 - 0130
1600 = 1630 2k 2200 - 0630 0200
1630 = 1700 3! 2230 - 0700 0230 &
1700 = 1730 3% 2300 - 0730 0300
1730.= 1800 4! 2330 - 0800 0330 «
1800 ~ 1830 4/ 2400 = 0330 0400 -
1830 - 1900 i © 0030 - 0900 0430 :
1900 - 1930 5] 0100 - 0930 0500
1930 - 2000 5% 0130 - 1000 0530
2000 ~ 2030 6) 0200 - 1030 - 0600
2030 = 2100 6k 0230 - 1100 0630 w
2100 = 2130 7 0300 - 1130 0700
2130 - 2200 T 0330 -~ 1200 0730 =
2200 ~ 2230 8 0400 - 1230 - 0800
2230 <2300 8 0430~ 1300 0830
2300 = 2330 8 0500 - 1330 . 0900 :
2330 ~ 2400 8 0530 - 1400 0930
[4 a tterd
foooje

-
-
-

-
-
=

-
-

-

-
-
-
-
=
-
S
-

0030
0100
0130
0200
0230
0300
0330
0400
0430
0500

- 0530

0600
0630
0700

0730

0800
0830
0900
0930
1000
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MEMORANDUM ‘ : : DATE
TO : Budget Officer
FROM '
SUBJECT . : Designation of: (check . 1o only)
' () Poyment Clerkse - ,
() Authorization to Sign Time ond Attendance Reportse
() Aubhorization to.Request Approvo.l of Compensatory
T:Lme or Overtimeq
lo The following employees are authorized to perférm the gSubject
dutye .

EMPLOYED SECTIOE SIGNATURE OF EMPLOYEE

2¢ In the event this desi gnablon is revoked, :E‘ully or purtlally,
-.you ‘will be so notified, The names and specimen. suna'bure,s of replacemsn‘ts
will be submitted cs requireds

‘ Signa?ui‘e

Title

‘ : ~OTTIcs
: (Supply of" this Form may be secured ‘ -
’ from the Budget Off‘lcer)
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1% May 1949 B t/ I

SUBJECT: Svbmission of Time and Attendance Report Baged on Stundard
Time When Irregular Tours of Duty are Involved

WEMORANDUR FOR THE RECORD

1. Sinoce some guosbions have boen raised zmbsequo% to tho iss mmce
of Administrative Instruction doted 22 April 1949, it appears

‘dosirable that thoro be outling r informational and record purposes

the basic roasons why it was ccnsidorcd ngoensary to require 21l reporting
on Forms 1130 covering irregular dours of duty on & Standard Time basis.
The primary reasons {or such a conclusion end the issuance of mppropria‘ta
instructions are as follows:

8, ‘The Comptroller Gonoral of the U, 8. in & decision rendered
on 3 Jenuary 1949 (B=75819) ruled that it would be &
roquirement for all computations inwelving night
differential to be based on Standard Time even though
"Raylight” Time was boing used in the ares concerned.
The Compireller Gomeral further indicated that it was
dosirable to unse "Standard Time™ in roporting on
Form 1130 since such meens of reporting would ™lossen
conifusion™, This viewpoint has bean taken by the
General Accounting Office site auditors who are
performing current examinations of CIA vouchered ru.nd
accounte.

b, Various time zones and different situstions are involved
-~ in the preparation and processing of payrolls., In some

easas varied conditions are reflected on one payrell such
as the| which iacludes employoes locsited in

and the metropolitan srea of the

Distriot of Columbla. The complexities with which a

payrell awlitoy is confronbed in o c¢ase of this kind

are considornbly sggravated if the reperting on Form

1130 is done on other than & Stendard Time basis,

6. Travel and trensportation is, as a goneral rule, in
accordance with ruling made by the Comptroller Genoral
of the U. 5. based on Standard Tims and computntions
including a delermination mo to t6 tho Leave status of
an individusl while at a temporary post of duby must
be comparsd with the information showm on the Time

ﬁﬁmm’ l’mn,«‘ g
"a&.ﬁmwg ﬂul‘w § il
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~and Attendaner reports and consequeantly individual
analyses and deteorminations would have to bo wede in
each cass by tho Payroll and/or Prave) Auditor.

de. The reguiremont that reporting be made on a Standard
‘Time bosis for all irregular tours of duty us net
forth in Administrative Instruction]  |meens thet
all Forms 1130 covering employses who have rogular
tours of duty will actunlly be considered during the
"Deylight” soason on the basis of 7:30 A.M. to
4300 Pol. for sll purpesss of payrell computations,
Leave, Travel, otc. This means timt from the stand=-
point of the Tims and Attendance Clerks whe are
reporting for the variouc officses and locations ss
well ag the Payroll aud Travel Auditors in the Budget
Orfice, only o relatively fow indiwidunls who are
perforning irregulsr tours will have to be taken
inte consideration when Forms 1130's are prepered
since for the regular tour of duby no showing of
aotual time that work is commonced o ended is
required.

8. The properation and sudlt of payrolls on e Daylight
Time basis would be most difficult and tiue consuning
since the complexities of the sopurate requirements
vacasioned by wericus tours, locations, activities urd
accounts would be considerably greater, 4s an oxample
of Uhe complexities which wowld be involved in the :
‘use of Daylight Time 1o the faot that all compubations
ond reporting would acturlly bmve o be considered
onr. the basis of 7:00 0. Yo 7:00 A0, for the purpose
of cowpubing night differentisl simes such #Aflorential
is required to be figured om a Standard Time basis
and involves the 12 ours from 6:00 P, to 6:00 A,

' 2. In awalysing this entire problem it should be borme in mind that
the original basis for paying a night differontinl wes bused on conclusious
that additional pay should be nade to those employoes who wore reguired

o work during periode of darkness and non-husiness hours ag distinguighed

from doylight and regular hours. The reporting on & Stendard Time basis
thus affords cousistency throughout, not only from a standpoint of
mechanics involved, but also from the viewpoint of the basic reasons
way night dilfferontisl is paid ip accordance with "Heridian® Tiue during
the hours f 6100 P, to 8:00 AJdd. :

3. There sro many other individual and detailed items which could

‘bo snuworated in addition to those suilined above which would reflsct

Fuiens £ ivis,
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[ | +tho teed for the Standsrd’ orting requiremont as sot forth in
STATINTL =~ Adninistretive Isstruction However, it appears fairly obvious,
: P © of thé basis of the information new ot head, that & general requiredent
should be adhered te for umiformity and consistenoy purposes and that
i o 4he uts of tho Standard Timo bzsis will assist greetly im effecting
| : sinplification and eliminating coufusion as compared with the mechanies
of reporting om & Daylight Saving Tine brele.
STATINTL
' |
‘ Peputy Budget Ofiicer
STATINTL | ,
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N L | ‘ STAT

MAY 24 1949

MEHORANDUN T0O: ALL ADMIWISTRATIVE OFFICERS AND.TTIE AD ATTENDANCE CLERKS

SUBJECT : ‘Preparation of Forms v1150, Time and Attendance Iéeport, :
‘ and Related Datea . : i ' :

‘ . |
REFERENCE -~ : Administrative Instruction |:| "Pime, Leave and Pay"

-l. It seems appropriate to request that personnel for whom you
maintain Time and Attendance Reports be advised to refer their questions
to you first for answer. This will eliminate, to a large extent, some
of the many routine calls to the Pay Roll Division, Fiscal Branch. If
possible, it is desired that you answer the employee's question, based

- on the general information that has been furnished you; however, if you . %

are not certain of the correct answer, and desire to contact the Pay i
Roll Division for clarification, this memorandum is in no way to be ‘ '
interpreted as an objection to your calling that Division for assistance

in obtaining the appropriate answer for the employse,

2. Leave transcripts from other agencies do not nlways reach this .
office as rapidly as thoy should., Until such time as a transcript is : ;
received in the Pay Roll Division, the leave records reflect only the
amount of lsuve to the employse's credit since his date of ontrance
on duty with this organization. In ordsr not'to inconvonience the
employco, and becausc of insufficiant time to trace the leavs transcript,
up to ten actual working days of sick nnd/dr annial leave will be honored
for those smployses in whose cusos it has bosn estrblishad that leave is
to Yo, transfarrad from another agsncy. In such casss, a statement, in
writing, must bs submitted by the omployce attoesting that he has a
sufficlont amount of le=ave availabls and the name of the Govornment

. agoncy, with address, from wnich the laave will be transferred. - Such

statements must be approvad by branch or offics chinfs, or thoir

designated roprossntitives, and attached o the Form 1130, Timoe and
Attendance Report, on which the leave is reported. - R

3. Your attontion is invited to the nncassity of cooparating in
mooting the deadline for the recsipt of the Forms 1130, Time and
Attendunce Report. It is mundatory thut all reports be prepared with
the utmost prscaution and deliv:red by hund to Room 207, Central:
Building, to insure their arrival in the Pay Roll Division. for audit
not later than 4;00 P.M. on the HMonday following the closc of tha :
reoporting period. Upon rocsipt of .n written request, special arrange-
ments to sxbtond the devadline date will be made for thosg offices ’
locnted « considerable distunce from Washington,. D.Cs

%
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4, TFor omploycos depurting for ovsrsszas assignmonts, Form 1130 shall
b: forwarded to the Pay Roll Division not luter than 4:00 P.M. on tho.day
following  the depnrturo of the individuul, with a notution therson showing
dnte and timo that the employce depurted.

5. Regulations roquire thut Forms 1130 be posted dnily. Experisance
has revenlsod it is advisuble to prepure the Forms 1150, for sach omployes,
ut thoe boginning of such puy period. The "Regular" column may be complotad
ut the beginning of the pny period to reflsct the full 80 hours in a pay
stoatus, unlsss thore is o possibility the smployee will be carried in o
Loava Without Py stutus during the psriod. The daily posting will bg
nocogsnry only for thoss omployses who tuke loave, perform night duty,
or who work compunsatory time, ovortims, or on a holiday. In this wuy,
the Time and Attendance Raport will reflect at nll times tha status of
the smploy:c on nny day during the pay poriod. Inspoctions will be
rnnds to determine that these rocords are maintained on a daily basis,

6.  As the orgunizntion grows, it becormss more and more difficult
to meet the pay roll dendline estublished by the Treasury Dspartment,
and requiremonts cun be complied with only if the Time and Attendincs
Report for cach individual is rocoivad by the Pay Roll Division within
the time limit sot forth in Parngraphs 3 und 4. A log is maintained
in the Pay Roll Division, showing the hour und date Time and Attondance
Roports are received from such roporting unit, Whenover such réports
aro not delivsrod within the speeifisd time it muy bs necessury. to
stop salary puynents to the employess. for whon no rsports have been
receivad. The oxtreme inportance of obsorving the tine limitations ‘
of huving Timoe und Atbtendance Reports in the Puy Roll Division by.4:00 P.lis
on the lMonday following the close of the fourtesneday reporting p@ara.od
rust bo strossed.

7. ‘Sanlary checks will be distributed by the Puy Roll Division to
the Payment. Clerks of the brunch or offics in which employscs are
assigned. A pay roll list containing 'vhe nomes of cmployces, with spaces
designnted for signatures, will uccompany oach group of checks. ' The
signed puy roll lists ovidencing receipt of the chocks by the employcos
rust be returnod to the Pny Roll Division by the closse of busingss the.
sacond workdny following delivery of the chscks to the Payment Clerk,
Undelivered checks nccompanied by a memorundun stuting the reason f‘or
non-dellvery rust bo raturned at the same tlmc.

.

8. It is undorstood that, by wirtue of nscessity, coertain cuses
nay require special handling with ragard to the delivory of an individual

‘ . ApprO\)ed For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 -
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pny chock. In such instancus, the detuils of the dnlivery mny be worked

out. by the employce involvod and the Pay Roll Division with the knowledgn

und concurrence of the branch or offics in which tho omployos is working,

9+ The Puyment Clork rust oxorecisa oxtrems care in tho hnhdling
of chocks in order that they may not boscome lost and to insure that
socurity is not violuted. ) :

10.  In the event an employee will be absent from duty on pay day
and is unablo to pick up his chock,, he may, if ho desiros, have the
chock muiled to him. A memorandum must be submittod through upproprinto
channels to tho Pay Roll Division requosting thut the. check bo mailed,
including muiling instructions to bs followed. Should tho onployee

.dosire to have his check forwarded vii othor thun ordinary postal

dolivery (i.c., by air mail or spocinl delivery), tho requirsd postage
should bs forwarded with ths rionorandun. Enployecs should discontinus
sending stampod, solf-addrossed envealopss sinde chocks urs mailed in
Ironsury Departmont onvolopes. ‘ : :

11. To aid in tho oxecution of Tinc and Attondance Rsports and to

facilitats your work in connection with this function, thore are attached

instructions for tho "Preparation of Standurd Form 1130, Tims and

Attondance Report". For further infornntion with raspsct to Agency

policios and instructions concernin Ting, Loave and Pny, refor to
|j| nted 22 April 1949.

%e Ke SARUNDERS
Budget Officer
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PREPARATION OF STANDARD FORI 1130, TIME AND ATTENDANCE REPORT

In order to mainbain uniformity throughout the Agency and to
conform to existing rules and regulﬁtions. an audit’willvbe made of the
‘Time and Attendence Reports currently submitted. Therefore, to permit

‘ the Pay Roll Division, Fiscal Branch, to perform this function satise
frotorily, all Forms 1130 must be uniformly and uccurntaly completed.
~dttached 1s o semple Form 1130, bearing numbers, in parentheses,

to which the following nﬁplies:

| (1) Nome of employee (typewritten = or printed in ink - last

name first). Arrange‘in alphobetical order before forwarding to

the Pay Roll Division.

‘(2) Neme of" Branch or Office, shbwing Division, Section or oﬁher
roporting Unit,. |

(3) .Agency.

(4) .Reporting‘beriod;

(5) The colurm hended "Total Hours" will be 1éft blank if the
enployee is perforﬁing o regulor ostablished tour of duty.  If
duty is performed on an irregular basis, or if an omployeevéoes
‘on 1aqva;.the;"Total Hours" block is té be completed. Do not
‘use‘tha'spaqes'provided uftor the captions "First Week Totnl",.

and "Second Week Total",

After the baption "Pay Paridd Total", insert the totals applicable

“to ths period, i.e., total the colunn headed "Regular", "O/T", etoc.

" Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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(6) Timo worked - under the column headed "Regular" insert the
number of hours of regular time in a pay status. Hours in a

pay status must niwnys be shown as 80 hours for o -two week

“period if ths employee is to receive a full two weeks pay.

Tharefore; when an employee, is in an annual, sick, or compensatory

lenve status; thé édlumn‘headed "Regul&r"'I will show 8 hours for
thot dny and the tybe of leave ‘taken ﬁili‘be recorded in the.
pertinent "Compensatory" or "Sick" or ﬁAnnuai" column,

The column headed "Regular" w111 show less than 80 hours for a

two WBPL period when an employes is dbsent without leave or in

a Leave Without Pay status, in which case appropriate information

will bs recordéd in the applicable column. Under the column
headed "N/D" insert thP nunber of hours of nlght duty worked.‘

‘Whonosver an‘employoe psrforms a regulerly scheduled ﬁour of

and 6:00 AM., Standard Time, an additional 10% of his buse pay

will be allowed for services rendered during said hours,

‘ duty which falls paftially<or fully betweeﬁ the hours of 6:00 P.M,

" The Tine ond Attendnnce Roport must: 1nd1cnte the employee's tour

of duty in +erms of Standard Tirme whenover o nlg dlfferentlal

s clalmad.< Night dlfforontlal cannot be clalned for tine used

Cin’ obtalnlng nmeals,

"Undnr the: oolunn headed "O/T" 1nsert the nunber of hours. of

 Approved For Release 2003/01/17 : CIA-RDP81-00728R00010001 0043-6




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

-3

ovortime worked and in the remarks column show the inclusive

hours of such overtime. The employes performing overtime must

{nitinl in the prqpsr spudo‘for'all overtine worl.

When on nﬁployea works on a holiday and is ontitled to holiday
pﬁy, the c&lumn batween "O/Tﬁ and "Compensatory" should be
headsdv"Hbliduy" and the number of houfs the omployee actually
M shown.

Under the first colurm‘haadedk"Compensatory", insert. the number
of hour; of compensutory lenve oarneds Ths "Remarks" column

must roflect the inclusive hours of nll compensatory work. The

employac Eggp'initialkall_such time workéd since his initials

are the Qniy moané of defermining that an election'tovtaks
conpensatory timmjoff.in lieu of overtime compensation has been
nmdc. An clection may not be subéequently changed. |

'(7) TL.@ absent - Under the colunns hended "Compensatory"
"0LY, "Lwop", "S*ck" nnd"Annuul", 1nscrt ths number of hours
thﬁ smployee is ubsant.‘

The colunn headed "aWOL" nust show the numbur of hours an emploype
was’ on unauthorized leave and the "Ronarks"’ colunn rust reflect
disclpllnary uctlon to be token.  In case of dlsclpllnary uctloﬁ,
coo:ms of ull cor*qsponuonce pértalnlng to 'bho case nust be

furnlshed thc Pay Roll D1v1s1on in support of the Form 1130,

-Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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Under the colum hended "Other" 1nsert the number of -hours an
‘erployes is an court or nllltary leuve or leave for olection
purposes, naking ‘the proper notation at tha top of the column.
(8) Under the column honded "Initials", the employoe' must
plaos his initials opposite the day(s) involved, certifying
to. overtims or éompénsatOry tine worked and ‘any absonce during

‘the pay period. An internal sysﬁgm'should be installed in each

overtine or compensatory duty to report promptly to the desig-
noted Tine;uud Atteﬁdanca Clerk for the purpose of initialing or
signing Standard Form 1180, . In cese of absence dus to illness,
the "Certific&tion for Sick Lenve" must be signed by thé employée
as his ngmejdppsars‘on ﬂhe‘pay‘rollf When sick ieqve is in
excesé_of'thréo‘dayé, the certificate on the-revefse of Standard
Form 71, "Applicution for‘Leavéﬂ nust be oxecuted by ‘a physician ‘
5? prdctition@r. Wﬁen a bertifiénté is not obtained, an explun-‘:
5§ory statement must'bé inserted under "Remarks" o show tﬁe‘
reason for failure to'securé a'éerﬁificato. When‘Form 71 has
bzen properlj axecuted, 1t should he attached to the appllcable
‘Tlme and utfcndanca Report for transm;ttal to the Pay Roll
D1v131on. Annunl leavo hould be applled for : in udvance.

jnttontlon is dlrected to the 1nportanca of hnv1ng employees
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initial, or sign name in full, as required, f‘or all leave taken,
Imtmls or s1g,natures are the only means by which it can be

ver‘lfled that an employee has taken leave, should he at some

future time dispute leave charged aglenst his leave accpun#.

" In the absénce of initials or sig‘nuture, the Pay Roll D1v1 sioh
will hold that the chorge must stand as reported and information
will bo given as o tho name of bhe Time and Abbendance Clork

“who reported the charge, If an employoe is unz:\ble to s:.g;n or

5 : mltlal the Time and Attondance Report prlor to forwnrdlng it

‘uo the Pay Roll D1v1s:.on, the Tlmo and Attendance Clerk shouldv
'plmc’é a nofqtion "Form 71 to follow" in the "Remarks" column -

! qf Forn 1130 énd secure a Fdrm 71,‘ properiy compigted by the
individual involved, showing typé of 1e:.1vé, with applicablek ' ;
h_qurs and dates. Tbo Fo’rﬁ 71 shoulcvi‘ be abproved' by a responsible |
;fficial of the brancﬁ or office and forwarded to the Pay ‘Roll
Diviéion where it will be‘ attached to the 'appiicsnble qumu 1130; ¥ S
_Pri’oi‘ to the réquifed date for forwarding Forms 1130 to kthe' Payyv
f'Ro'l‘l Divisic‘)ﬁ s thev Time and vAttendunce Clerk should make a :

: thorough review of euch document.‘ . _ .

| (9) Tho of‘flclnlly des:.gnated Time and Attendcmce Clerk must

cert;fy ‘t:o vth_e corregtness of the Tlmra and Attendance Report,
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shoWing his_telepﬁone extension above his signaturé.

(10) - In thiS‘colﬁmn récord‘ﬁhe émployee's tour of duty if
othér‘than‘OBSO to 1700. |

(11) Record iﬁ this cpluﬁnvany expldnation§, unusual adjustments,

or uncormon tours of - duty,

"' hpproved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 . _ "
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l Popartig - et ( 2 ) v : E .| Lenvo balances brought forward from prior poriod-~. : I — ;:‘o:::':'?:mm
“ hewa - - (3) Lk Loavyo acerued durlng thls roporting porlodacees. . fooero. ( |°) ‘
o Py Pwiod B ' (4) . o Aggronto of loao dvallablo during this porlod..... :
“TIME AND ATTENDANCE TOTAL HouRs oate L TIME WORKED R
: . stan dhn!%rg No 1180 N our REGULAR | N/D ofr Sy l| Somees | awo | rwop | stcx | anwuaL | ormem
Genera! Regulations No, 103—Rev.) . K
‘orm p: by Corup.Gen, U.8. . Bun, —_
; May 17, 1046 . Mon, ; ; ) :
REMARKS | Tue. :
' ) |wal| ¢—15H) > | < (7)) y - (&)
. Thu,
Fri.
i Sat. .
(H) FIRST WEEK TOTAL ._...ocool. - XXx|xxx
; 8un, )
Mon,
The.
l Wed.
Thu,
i Fri.
. Eat, :
SECOND WEEK TOTAL XXX | Xxx
: PAY PERIOD TOTAL....
.COMPENSATORY TIME . AR . . .
Brought forward Bolances at_close of this perlod xxx Tel.
Worked this pay perlod.... . ] _. [:W. 0. P. total for calendar yoar to end of prior poriod:...... : o oﬂlllod ‘sorrect
Total for this pay period.. W. O. P. total for calondar year to ond of this perlod. oo :
Usod this pay perlod.... : : *Cortification for SiCR ‘LEAVE. o : c (q )
Ifnld this pay poriod-..;. v —_—— null ;crrm lflml his ab'@u was due lo ﬂlwﬂ:&f _ﬂ(nfcmwkd (Bupervisor or timokoepot)
—Balance at end of this pay period. . .
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J ... RESTRICTED
CENTRAL " INTHELLIGENCE AGDVCY
Vlashington 25, D.Cs '

18 Hay-19A9‘

T0: . . ‘ o o : : %
FROM: Budget Officer W

SUBJECT: Preparation and subm1331on of "Request for Approval of Overhlme"
CIi Form 32-3 (Continental U.S. only). . ,

1. GBNERAL: hdninistrative Instruction [ | covers the authority and basic
information relabing to the approval of overtime, This statement covers prepara-
tion: and use of the forms required. :

2.  APPLICATION: Mlequest for Approval of Overtime!, Form 42-3, is the form
prescribed to be used in transacting covuruge for overtlme wozl (whether to
be liquidated by payment or compensatory time off) as required by all activities

of this Agency.

'3, PREPARATION OF "RL“UE:T FoR APP?OVAL OF OVLRTIM " FORN 32=3: A copy of

Form 32-3 is attached to this release for refereace in view of the follow1ng

-nreparatlon requirements:

A, Identification Infor mahion

(1) To: If overtime is to be worked by vouchered personnel,
" ‘the overtine request will be directed to the Budget Branch,

If overtime is to be worked by unvouchered personnel, the over=-
“time request wzll be forwardcd to the Conflaentlal Funds Branch.

"(2) Date uquggghg. Thc date the overtlme form is prepared.,

(3) Erbm: The office and narie of allotment account for which'
overtime work is requested.

(4) Room snd Building: The office to which the requestp, sub=
gequont ‘o approval action, 1ill: be returneu.

(5), Allotment ngbo : The account symbol of thé allotment
eccount to which overtime requested is to be charged and which
will correspond with that agnmnst vihich regular personnel ser=
vices are charged . :

B.: "Authorlzatlon for Ovcrtlnc IorL as Indiéated is .iequested": NI ;

- (1) Date: Speclflcs the pcrlod for which ovortime. is feguesté i

5, Approval in Advance of Time Worked: -Administrative -
Instructlod equirves that overtime approval " . . .
must be .obtained"prior to ordor:ng compensatory time or
»ovcrnlmo" ©- Bince some time 'is required for exchange of

RESTR!CTFD
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papor, 1t is advisable to anticipate overtime required
by referral of the requests four to five days in advance
of necd, Umergency overtime requirements vhich cannot bo
anticipated in sufficiont timo for formal approval may be
clearcd by telephoncwith the Budget Branch (oxtonsiong;::}
In such casos and if approved, a citation covering suc
approval should be shown within the "Justification" bosx
including datc and name of ‘the person from whom clearance
was obtained, :

b, Requests Propared Aecordine to Payroll Poriods: "Time
and Attendance Reports', 8,7, 1130's, arc roceived, computod
and paid according to cstablished payroll periods, llequests
prepared for short periods not in excess of a payroll period
should be confined to a specific psyroll poriod., Thus if a
payroll period onds on a given date, cdre. should be taken so
that the pericd for which ovortime is requested does not
"lap ovor! into tho next payroll period, - Some opcrations,
boczuse of unusual factors relating to the respective
activity, may forcsce the nced for overtime work for
extended periods, - In such cascs, Formg 32-3 arc to bo
prepered anticipating roquirements for two payroll periods
and eccording to the intervals shown on the schedulo of pay=-
roll poriods which is attached to this statoment,

(2)  "umbor of imploycos's "Clessification Titlo!; "Grade!s and
‘UEstimated Number of Hours": Theso colurns arc for citation of

the personnel to be covercd. in tho rogquest,  For unusually large
nunber of cmployces, this information can be summarizod as follows:

2 Editor | P-5 A
10 Information Speeialist P=2 to P=5 160
5 Clerk-stenographer CAF=2 to CAF=4 64,

Although the colurm cntitled "Estimated No. of Hours" should -
‘refloet the closest approximetion for cach category of work, th
request, if approved, will be controlled to the total hours for

all catcgorics rather than by the limitation for cach scparato
listing, Ovortime hours roquested should be cstimated as closcly
ag possible to actual requircmonts. If, during a given period and
subsequont o tiwe approval of g request, circumstonces asrc such as
to justify a greator nmubor of lours than originally anticipated, a
supplomental request may be submiticod, Supplemental requests should.
be elecarly marked "Supplemental®, showing roference o Lho approved
request’ being supplomonted and thoroughly justifying the additional
~umber of hours roquested,

Co  Mustification!: Approving officials arc in a position to authorize
overtime end to protoet the adgoney in its utilization of the overtbime
privilege onlv vhon individual requests .are sufficiontly . justifiod.
Accordingly, justbifications must be very clear as to the purposc’ for which
overtime is to be used and the reason vhy the work camnot be completod |
during normal working hours, Statoments such as "required overtime! or

-reforence to matters which nocessitato a high degrec of sceurity, special
~arrangements may bo made: so that tho information nced not be showm upon
- - documents in movoment,  RESTRICTED S v
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'D. MAction Takon": Loave blanlk -

I, b_'ﬂm_o_s_s.‘ of Porsons Performing Above Overtime! and "Actl;gj.v No, of
Hours orked": Completion of thesc boxes is oxplained ¢n tho faco
of the form,  Moto that this information is not %o bo completcd

until "Aftor authorized overtime has beea performed",

4o PEESCUS _REQUESTING OVERTIME APPROVAL: Tho original copy of tho request

o . ‘ st be manmually signed by the person authorized to roquest overtime aceord-
STATINTL ing to Administrative Instruction[  Jdated 22 April 19/9. (It is oxpceted
that dosignations will pot be made below the level of office or staff scction:
keads, administrative officors of the lirgor operations s ox their immediate
asgistants.) The remaining copics of the form may bo signcd menually, stamped
by fresimile or dypetritten, The typewrition title of the requesting official
should show on oll copics of the request. ~ '

5« COPIES TEQUINED FOR SUBMISSIOlN: Roquests for Approval of Overtime, Forms
32-3, wre to be forverded in triplicate if tho request falls within onc
payroll pericd and in quadruplicote if the request covers bwo payroll periods,
Upon approval, the disposition of thc copiecs will be as follows:

4+ Original, signod by requosting officicl and approved by
Budget Officor or his deputy, will be roturnod to the  roguest-
ing office for attochment o S,I's 1130 cond forwarding to the

Puyroll Division upon completion of the payroll peried.

Bs If the request has been submitted in quadruplicate, tho . ;
- sccond copy will be roturned to the reeussting office for - o |
attochment to S, 1130 and forvarding to Peyroll Division upon '
complotion of the gocond vayroll period,’ : o

'C.  The other tio copics are for file reforcnco==onc being

' » rotained in the Budget Bronch as o roecord copy and the other
STATINTLI - , returned to the reguesting office for retention in its filos,

'BUDGET OFFICIR .

- Attachment

CRESTRICTER

i
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RESTRICTED B

SCHEDUILS OF PAYAOLL PIRIODS

The following scncdule is for assistancc in constructing Roquests for

Approval of Overtime, Forms 32-3, according to preseribed payroll poriods,

In prepering infrequent or occasional requests involving roquiroments for
“ona or soveral days, ‘core should be takon so that the period for which .
ovortine is rogquested is conbained vithin one of the various 14-day Beriods.,
Jhenover unusual factors justify overtime for cxtondod periods, requests
should be preparcd on the basis of full 28=day poriods showm bolov,

JUNC 260 4 v ennnnns coeduly 9
July 10.eavevias.a. July 23

JULF 2everennnnn. JJAugust 6
Avgust Toverinnns JAugust 20

August 21.......Scptombor 3
Scptombor 4....Scptomber 17

Septembor 18.....,.0ctobor 1
- October 2........0ctober 15

Octobor 16.......0ctobor 29
Cetober 30......lovenber 12

Hovember 13... . .Hovember 26
. Hovember 27.....December 10

December 11... «.Docombor 24
Deeomber 2544000, Jamazry 7

January 8........January 21
Jonwary 22... oo February 4, .

Fobruary 5......Fobruary 18
February 19...4.. .. Jarch 4

. March 5.440.cdve.. . doreh 18
[iarch 1900 ieinddpril 1

April 24,0400 April 15
April 104eieaevaas April 29
April 300,400 Wiy 13
May 14'"",""-""'”413’ 27

2y 28ueiinaasiina.. dinc 10
June 11eseeeines s <o odune 2/

. —-
. ﬁ?‘“"”\’p_‘\;D,
e ‘
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3. Annual Leave

a. Permanent employees are entitled to 26 work days of annual leave
with pay, for each calendar year of Government service. One day of annual
leave per bi-weekly pay period is eerned by a permanent employee and credited
to his account at the end of each pay period. The minimum credit of annual
leave .1s one hour and additional credits are in multiples thereof, Perma=-
nent employees who enter on or separate from duty on other than the first
or last work day of the bl-weekly pay period accrue leave in accordance with
the following cchedule: ‘ ‘

BASIC WORK DAYS HOURS CREDIT
1 1
2 2
3 2
4 3
5 b

'b. Temporary employees uern two and one-half days annual leeve for
each continuous full month of service. However, no annual leave accrues
for a fractional service wsonth.

¢, Not more then 60 days accumulated annuel loave uway be cerried
forwerd into a new calsundar year.

 d. An employee, however, who had on 24 July 1947 over 60 days annual
leave to his creddt may ¢y over his leave balance as of that date up to
a maximum of 90 deys, provided he has consistently maintained such balance
on the firat of eech year after 1947. :

e. The mihimum charge for annual lqave is one hour, and additional
leave will be charged in multiples of one hour.

- f. - Every supeérviscr responsible for approving leave will assure that
employees are afforded an opportunity to avell themselvea of earned annual
leave. :

) g, Annual leave programs will be plamnned in advance and scheduled
80 as not to impair the efficiency. of operations. Employees scheduled for
leave during periods not desired by them may elect to refuto such leave
periods, but refusal may result in forfelture of that annual leave which
1s in. excess of the maximum that cean be carried forward into the succeeding

. year.

4, Advanced Annual Leave

‘ &. Permenent employees who have been in the Federal service for one
year or.more way, in case of emergency, be granted advanced annual leave

~ equal to thet which will accrue during the remainder of the current calen-

dar year; with the understanding that if it is not earned during the calendar '
year they shall make a refund for such leave. B . ‘

-2 -
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b. Application for advanced annual leave will be submitted to the
' appropriate supervisor for review and recommendation, and forwarded to
the Personnel Officer, or hie designee, for approval, '

c.  Temporary employees will not be advanced annual leave.
‘5. Sick Leeve

- &, Permanent employees accrue sick leave at the rate of one and
one-fourth days per month, or a total of 15 days a year. The minimum
credit for sick leave is one hour. .

b. Temporary employees accrue sick leave at the rate of one and
one-fourth days for each full month of service.

c, Sick leave may be accumulated and carried forward until it
totals not more than Y0 days. Sick leave is available to permanent,
employees at the beginning of the month in which it accrues , and to
temporary employees only after it has been earned.

d. The minimum charge for sick leave is one hour, end additional
leave will be charged in multiples of one hour.

(1) sicik leave will be granted to employees:

(a) When they ave incapacitated for the performance of
their duties by sickness, inJury or pregnancy and confinement.

(b) TFor medicael, dental ; optical examination or treatment,
when leave is approved in advance by the supervisor.

‘ (c) When a member of the immediate family of the employes
is afflicted wlth a contagious disease and requires the cere
and attendance of the employee.

(d) When, through exposure tn contagious disease, the
presence of the employee at his post of duty would Jeopardize
the health of others.

(e) - sick leave must be supported bya medical certificate
c.* other evidence administratively acceptable 1f the absence is
. for more than three work days. ‘ o

6. - Advanced Sick Leave

&. Permanent employees, in case of serious’ disablility or ailment
lasting five days or more, may be advanced sick lesve not to exceed 30
days. Such an advance is charged against sick leave which will be earned

in the future.. No advance sick leave will be granted to temporary employees.
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b. When an employee a.puiiee for more sick leave than he has accum-
lated or may properly be advanced, the excess leave may be che.rged against
accrued annual leave or to ]ea.ve without PaY..

¢, An employee when terminating from service must. except in cases
of separation caused by death, retirement for disability, disability, or
reductlon in force, refund the emount peid him for the unliquidated por=-
tion of the advanced leave, ‘

d. Applications for advanced sick leave must be accompanied by a
certificate from the attending physician certifying the nature of the
illness and the estimated date that the employee will be able to return
to duty. Applications will be processed in the same manner as those for
advanced annual leave,

T+ Substitution of Sick for Annual Leave

When sickness occurs within a period of annual leave and lasts five
or more consecutlve worrl:days, sick leave may be granted to cover the period
of 1llness, in which event the deductions against anmuel leave for this
period will be converted. Application for such substitution must be made
within two workdays after return %o duty and must be supported by a medical
certificate, or other evidence administratively acceptable.

8. Matornity Leave

a. Written applications for maternity leave, accompanied by a doctor's
certificate, may be approved by the Personnel Officer, or his designes.

| b. Normally maternity leave will not exceed six months including:
(1) Accumulatéd sick leave.
(2) Accumulated annual l‘eave.
(3)  Leave without pay. »

c. ' The Personnel Officer, or his designee, may approve additional
meternity leave upon receipt of written advice from the attending physician

certifying to the necessity for the leave.

d. Immedlately prior to the effective date of maternity leave, the
office to whiclithe employee 1s assigned shall submit Form No. 37-3, Person-
nel Action Request. The employee shall. execute Form No. 34-30, Final Pay-
ment Clearance Sheet. " c :

9 Lea.ve Without Pay

a. (1) Leave without pay not exceeding 15 work days may be granted
to employees at the discretion of Staff Chiefs, Assistant Directors;

| |or Chiefs of Miseions I:lovereeae.

L
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(2) Leave without pay 1in excess of 15 workdays must have the
additionel epproval of the Personnel Officer, or his designee..

b. Leave without :pay will not be authorized initially for any period
in excess of 12 months. :

¢. Form No, 37-3 will be initiated by offices when LWOP for 60 or
more calender days is recommended for approval. Standard Form No. 50,
Notification of Personnel Action, will be issued when such leave or an
" extension or renewel theveof is approved.

d¢. Employees who are granted an extended period of INOP (60 days or
more) will, prior to the beglnning of such leave, execute.Form No. 34-30,

10, Military Leave

a. Military leave for training purposes only, not to exceed 15
calendar daye in any one year, will be granfed with pay without charge
to annuel leave Lo membeis of reserve components of the Armed Services
of the Unilel States. Saturdays and Sundays will be included in the 15
calendor days leavo period oaly when such leave includes the preceding
Fridey and the Following Monday.

b. Members of the Netional Guard of the District of Columbia will
be granted miliitary Lleave with pay without charge to annual leave on all
days of service to which they are ordered by competent authority,

¢. Applications for military leave will be processed in the same
menner 88 applicationa for advanced annual leave.

11. Court Leave

: &, A permanent employee who attends court es & witness on behalf of ,
the United States or the Government of the District of Columbia , or for : o } ;
Jury duty, in a State, District of Columbiae, or Federal Court, is entitled ; :
to his regular pay while absent from duty, and no charge for leave is made.,

Evidence of attendance at court and evidence of recoelpt or non-receipt of
fees are required. Applicaticne for court leave will be processed in the
same manner as applications for advarced annual leave, ) .

b. - Annual leave or LWOP will be granted when an employee 1is: absent
from duty because of private litigation. s

‘ c. An employee may be granted court leave if the value of hie testimony .
arises from his official capacity. ' o i :

] ~d.  Tewmporary, part-time or "when actually employed" personnel are
not entitled to court or Jury duty leave of ebsence with ray.

8. FEmployees who serve as witnesses or Jurors and are granted court’ :

or officlal leave will surrender to the Budget Officer fees received from . i
courts for days on which the employee normally would have worked. -Federal : S
‘employees called for Jjury duty in the District of Columbia are not paid PR , G
usual jury fees. e ! e Co L By
i . -5 .
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: f. An employee who appeers in eny court in any capacity must report
‘.%o the Chief, Inspection and Security, for briefing on security regulations
prior to date of his appearance in court,

12, Absence for Reglstration and Voting

a. Insofar es may be practicable without interfering seriously with
production, employees who desire to vote at communities where they maintain
-voting residence, except where voting by abaentee ballot is permitted , will
be ‘excused for that purpose, without charge toc leave, for a reasonable time
on all election days., Further, employees who will be voting in Jurisdictions
.which require registration in person will be excused for that purpoee, with-
out charge to leave, for a reasonable time during the registration ‘periods
specified by the Jurisdiction in which they wiil vote. Such authorized
absence should not exceed the time actually required to vote or register,
as the .ase mey be, and in no event should it exceed one working day for
each electlion or reglatration period,

. b. In these cases when an employee requests additional leave for
voting or registration which will require longer then one day in order to
enable him to go to hiw legal residence to vote or register , permigsion vill
be granted wheusver practicable and the period of absence in excess of cne
day will be charged to amnual leave or, if annual leave is exhausted , to
leave without pay. ‘

13. Unauthorized Absence

An employee detainod by causes beyond his control and unable to report
for duty at the opening hour, should notify his supervisor as soon e&s possi-
ble on the first day of absence. Absence from duty.for eny cause, without
prior permission, mugt be satisfactorily explained; otherwlse leave will be
charged as AWOL and the employee will be subject to disciplinary action,

1k, Employees not Eligible for Leave

Fmployees do not.earn leave if appointed: '
a. For service limited to portions qf each workday_, week or month. .

b.. For service under repsated appointments or employments for periods
of short duration, none of which extends for a full wmonth. ‘ :

. ‘c.  For service on a per hour or per diem basis where employment is not
on a regular and continuous basis. : ) .

.15. Leave Balances

‘ Leave balances should be requested from the Budget Officer only when it
1s ebsolutely necessary that an employee know his leave balaences because of
an antlcipated vacation or a prolonged absence due to illness or some other
special reason, and he is not certain whether sufficlent leave is available
to cover the absence. Such requests will be submitted in vriting and for-

- warded through appropriate Time and Attendance Clerks. Leave balances will
‘be. furnished to employees once a year. :
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16,  Overtime and Compensatory Leave

a. Election by the employee to take leave in lieu of overtime compensa-
tion (compensatory leave) shall be subJect to the restrictions governing
overtime and the provisions of this section.

b.. Overtime shall be kept fma an absolute minimum throughout the Agency
vwith emphasis being placed upon the full utilization of the normal official
working hours of each employes. .

¢. . Overtime work will not bie requested or authorized except in those
cages easential to meet emergency requirements not possible to meet by full
utillzation of employee's normal working hours., Assistant Directors and
Staff Chiefs are chairged with the pergonal responsibility for control and
‘continued examination of overtime requirements to insure the effective appli-
cation of this policy. :

d. Within the continental limits of the United States:

(1) Approval of the Executive, his deputy, the Budget Officer,
or his deputy, must be obtained prior to ordering compenseatory time
or overtims. A request will be submitted on Form No. 32-3, Request
for Approval of Overtime, in accordance with instructions issued by
the Budget Officer., Forms should be submitted sufficlently in advance
to insure receipt of epproval prior to the beginning of the period
coverad by the request,

~ (2) Form No, 32-3, approved by the Budget Officer or his deputy,
will be transuitiisd to the paying office no later than the close of the
pay -period in vhiclh work 1s performed. ‘

e. Outside the continental limits of the United States, overtime must

- be approved by Chiefs of Missions[ | or their deputies. They must, - STAT

however, have evidence that sufficient funds are available. for payment before
authorizing overtime. Native and foreign national employees outside the con-
tinental limits of the United States who are paid in accordance with local
prevalling wege rates are not entitled to overtime pay unless required by
local custom. - = . : . :

f. No officer or employee shall be paild, with respect to any pay period,
compensation at a rate in excess of $10,330.00 per annum. Accordingly, com-
pensatory leave camnot be granted in those instances where an employee 1s
not entitled to overtime compensation. o o

g. ‘Administrative controls governing' compensatory leave ﬁill-'be estab-
below:

(1) It must be taken within the two pay periods tnmediately o ,

- following the period in which earned, or forfeiture will result. RS i

-~ (2) Entries will be made on official Time and Attendance Reports
of all overtime or compensatory leave earned. - Such entries must be o
initiated by the applicable employee. T .

7
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(3) An adequate check system will be established to insure that
overtime was actually worked. An inspectlon will include checking -
guard registers and reviewing work accomplished du'ring periods when
compensatory time or overtime is claimed. '

ks Cémpensatory leave to the credit of employees at the date of
issuance of this Instruction will be used within 90 calendar deye from this :
date or be forfeited. Such leave will not be reported as required above, . j’
but will be handled as heretofore. ‘ oo

17. Holidays

&, Vork to be performed on a hollday for which holiday pay will be
granted wiet be suthorized and approved in advance in the same way ag overs-
time. An employee can be excused or paid holiday rates only for that portion
: of his tour uf duty which actually falls within the 2k-hour holiday period,

i not to exceed 8 hours. Compengatory leave carnot be granted in lieu of holi-

day pay-
b, (1) The following deys are established by law as Legal Holidaye:

1 Janvary - New Year's Day
7 22 February - Washington's Birthdey .
30 May - Memorial Day :

b Fuiy ‘ - Independence Day

Labor Day

‘Firat Mond.a.jr of -September

11 Novém'ber

Armistice Day
Fourth Thursday of November - Thanksgiving Day o :
25 December ’ . = Christmas
‘ (2)‘ Whenever any of the above holidays falls on Sunday:
. (a) The following Monday will be officially cbserved as
the holiday by employees whose regular work week is Monday
through Friday. , ‘ ‘

~(b) Sunday will be officially observed &s the holiday by o
employees whose regular work wesk includes Sunday, - B i

(3) Then a Legel Holiday falls on other then Sunday, ‘there'will ‘ :
be no additional non-work day unless proclaimed by the President as : 4
indicated in ) below, . : v ' ’

(4) Holiday prdvisionsvother‘thavn those specified by law ere - :
‘anuounced by Presidential Proclamation, and employees will be officlally
notified, R N L

-8 -
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18, Night Differentisl - , ' |

: a. An additional. 10 per cent of an employee 8 base pay will be allowed
‘for work performed between the hours of 6:00 PM and 6:00 AM Standard Time
when such hours fall within the employee's regularly scheduled tour of duty,
Night differsntial cennot be claimud for time used in obtaining meals. When ;
computing night differentlal vcference should be made to the attached table o

. which shows the maximum hours of night ¢ifferential thet can be claimed o
for various tours of duty.

b. Payment of night differential may be authorized for night work
‘'performed when an employee is temporarily aseigned to a regularly scheduled
tour of duty other than his own. Proper notations, in support of such pay-
ments, must appear on the Time and Attendance Report.

19. Terminal Pay

a. Armial leave must be lliguidated by a lump sum payment when an employee
is separated from the Federal service, or when transferred betiween positions
which are uncor different leave systems, 1.e., permanent to temporary or vice
versa. . ‘

20, Time and Attencance Reports (Standerd Form No, 1130)

8. Time and Attendance Reports will be submitted in accordance with
"instructions igsued by the Budiget O0fficer.

be Two coplew or ex tracts of the Armed Services orders will be given .
to the appropriate Tiwe and Attendance Clerk to be subumitted with the first
Report showing mllitary leave. If leave extends beyond that reporting period,
additional military leave should be reported on subsequent Forms, No., 1130 and
& reference macle to the first Report eu'bmitted.‘

c. Time and Attendance Clerks will include under "Remerks" on Form No.
1130 inclueive hours of overtime and/or compensatory time worked by each
employee.

d. Vhen night differential is claimed Form No. 1130 must indicate
the employee s tour of duty.

e. Correspondence pertaining to unauthorized absence must be furriiehed
the Budget Officer in support of Form No. 1130 on which AWOL is reported.

21. Deslgnations -

a. - Assigtant Directors and Staff Chiefs will submit in duplicate to
the Budget Officer separate lists of persons authorized to:

(1) Recelve and distribute salary checks,

(2) Certify the correctness of, and submit Time and Attendance
Reports. oo o ‘ ‘

(3) Request approval of comi)eneatory time or overtime to be bworked.
: ‘ gL ‘

* Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

. " b. The above lists must be kept current at all times, a.nd should be
provided as indicated by ths appropria.te attachment.

22. Native and Foreign National Employees

This Instruction should be uweed foir administering leeve and rayments
to native and foreign netional euployees at overseas installations insofar
as 1t is not inconsistent with locel laws and prectices. Any deviations
required by local law or practice must be reported to the Budget Officer,
and approval obteined before action is taken, Such report must furnish
recommendations and a copy of the applicable law or regulation.

FOR THE DIRECTOR OF CUNTRAL INTELLIGENCE:

STATINTL ,'i

Acting Executive

2 ATTACHMENTS:
1, Night Differenfial Tab]e
2, .Form Letter of Designations

DISTRIBUTION: - A .

.‘.l]_O".
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- CENTRAL INTELLIGENCE AGENCY
Washington, D, C,

: ADMINISTRA’I‘IV’E INSTRUCTION : ' 22 April 1949

NO.

SUBJECT: Time, Leeve and Pay,

RESCISSIONS: a. Aduinistrative Iastruction dated 24 June 1948,
. © subJeut: Time, Leave and twy :

b. Administrative Instruction No. dated 4 Auguet
1948, subject; Absence for Registration and Voting,.

¢. Aduinistrative Instruction No.|:| dated 17 November
1948, subject: Legal Holidays.

‘d. Advinietrative Ingtruction No. dated 28 January
1949 ; subject: Time, Leave and Pay (Orficial Working
Jouirs),

e. Administrative Instruction No, |:|dated 15 February
1949, subJect: Annuel Leave (Time, Leave and Pay).

1. 0fficial WOrkinﬁ Hours

8.. The nermel official worklng hours for all activities of the Agency
are from 0830 to L7000, livnday thiough Friday, For eny tour of duty in excess

of four (4) hours, :xormal or otherwise , a thirty minute lunch period will be
eetab'l ished . :

R-IE 'l'he ‘hours of duty shown on Standard Form No. 1130 Time and Attend-

ance Report, must be shown in terms of Standard rether than Daylight Saving =

Time for employees whose tours of duty are other than the normal official
working hours, 0830 - 1700. - :

12." Definitions (For Leave Purposes Only)

a, Pormanent emplo yees are those appointed without limita.tion as to

-length of service, or for definite periods in excess of one year, or for

the duration of “he job (covering an indefinite period) and those who,
although paid only when actually employed, ere contlnuouely employed for
a period of not less than one month as distinguished from part-time or
intermittent employees.  Native and foreign nationel employees overeeae

are considered as" permanent employees for loave purpoeee only. .

b. Temporary employees e.re ‘ahose appointed for definite periods of
time not to exceed one yee.r.
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3. Annual Leave

a. Permanent employees are entitled to 26 work deys of annual J.eave' :

~with pay, for each calendaxr year of Government service., One day of annual

leave per bi-weekly pey period is earned by a permanent employee and credited
to his account at the end of each pay pericd. The minimum credit of annual
leave is one hour and additional credits are-in multiples thereof.. Perma=-
nent employees who enter on or seperate from duty on other than the firet

or last work dey of the bi-weekly pay period accrue leave in accordance with
the following ¢chedule: : : . :

BASIC WORK DAYS HOURS CREDIT
1 1
2 2
3 2
L 3
5 b

b. Temporamy employees uern two and one-hq.l_f days annual leave for
each continuous full month of service. However, no annual le&ve accrues.
for a fractional service .conth,

¢. Not more than 60 days accumulated annual leeve mway be carried
forwazjd into a new calsudar year.

, ds An employee, hovever, who had on 24 July 1947 over 60 days annual '
leave to his credit may ca-wy over his leave balance as of that date up to
a meximum of 90 deys, provided he has consistently maintained such belance

1 on the first of each year after 1947.

e. The mininium charge for annuval leave is oné hour, and additional’

. leave will be charged in multiples of one hour. oo

f.. Every supervisor responsible for approving leave will assure that
employees are afforded an opportunity to avail themselves of earned annual

g. Annual leave programs will be planned in advance and scheduled )
so as not to lmpair the efficiency of operations. Employees scheduled for
leeve during periods not desired by them may elect to refuso such leave
periods, but refusal may result in forfelture of that annual leave which _
is in excess of. the maximum that can be carried forward into the succeeding

 year.

4.  Advanced Annual Leave

&. Permanent employees who have been in the Federal gervice for one
year or more may, in case of ‘emergency, be granted advanced annual. leave
equal to thet which will accrue during the remainder of the current calen- L
dar yeer, with the understanding thet if 1t 1s not earned during the calendar - .

. year they shall meke a refund for such leave.

‘-‘2 = "
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b. Application for edvanced annual leave will be submitted to the
appropriate supervisor for review and recommendation, and forvarded to
"the Personnel Officer, or his designee , for approvel,

c. Temporary employeee will not be advanced annual leave.

5. Sick Leave

. a, Pevma'nent employees accrue sick leave at the rete of one and
one-fourth days per month. or & total of 15 days a year, The minimum
credit for sick leave is one hour.

b. Temporary employees accrue sick leave at the rate of one and
one- -fourth days for each full month of service,

. Ce Sick leave may be accumulated and carried forward until it
totals not more than Y0 days. Sick leave is available to permanent
employees at the beginning of the month in which 1t accrues , and to
temporery employees only after it has been earned.

d, The minimvm chaxrge for sick leave is one hour, and additional
leave will be charged in multiples -of" one hour,

(1) Sick leave will be granted to employees:

: (a) When they ave incapacitated for the performance of
L : their duties by sickness, injury or pregnancy and confinenent.

(b) For medical, dental, opticel examination or treatmant
when leave 1s approved ‘in advance by the supervisor. .

‘ ( c) When a member of the immediate family of the smployee
is efflicted with a contaglous disease a.nd requires the care
a.nd attendance. of the employee.

(d) Wnen, through ‘exposure tn contagious dieeaee the
presence of the employee at his post of duty would Jeopa.rdize
the health of others.

(e) Sick leave must be supported byamedical certificate
¢ other evidence administratively accepta.ble if‘ the absence is
for more than three work daye. .

6. Advanced Sick Leave

‘ " Perma.nent employees , in cage of gerious disability or ailment
lasting five days or more, ‘may be advanced sick leave not to exceed 30

days. - Such-an. advance i1s charged against sick leave which will be earned

in the future. No adva.nce sick leave will be granted to tempora.ry employeea.
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of separation caused by death, retirement for dieability, disabllity, or

T. Subgtitution of Sick for Annual lLeave

certificate, may be approved by the Personnel Officer, or hie designee,

: certifying to the necessity for the leave.

mnel Action Request. The emcloyee shall execute Form No. 3!4--30 Final Pay-
- ment Clearance Sheet. .

: 9. Leave Without Pay

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

b. When an employee a.polles for more sick leave than he hes accumu-
lated or may properly be advanced s the excess leave may be cherged against -
accrued an.nual leave or to leave without Pays.. .

cs An employee when terminating from service must., except in cases

reduction in force, refund. the amount paid him for the unliquideted por- . )
tion of the advanced leave.

: d. Applications for advanced sick leave must 'be accompanied by a
certificate from the attending physician certifying the nature of the
illness and the estimated date that the employee will be able to return
to duty. Applications will be processed in the same manner as those for
advanced anmal leave, :

When sickness occuirs within a period of annual leave and lasts five
or more consecutive worldays, sick leave may be. granted to cover the period
of 1llness, in which event the deductions against annuel leave for this
period will be converted. Application for such substitution must be made
within two workdeys efter return o duty and must be supported by a medical
certificate, or other evidence admlnietratively acceptable,

8. Maternitx Leave

a, Written applications for maternity leave, accompanied by a doctor's

b. Normally maternity leave will not exceed sir months including:
(1) Accumulated sick leave.
‘ (‘2) Accumulateci annual leave.
‘ {3) ' Leave witlout pay.
c. The Personnel Officer, or his designee, may‘approve additional

meternity leave upon receipt of written advice from the attending phyeicie.n

d.- Immediately prior to the effective date of met"erriity leave, the
office to whiclithe employes is assigned shall submit Form No, 37-3, Person-

a. (1) Leave without pay not exceeding 15 work days may be granted

to employees &t the discretion of Staff Chiefs, Asslstant Directors, - |
| or Chiefs of Mieeione_|:|overeeae. - o STAT
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(2) Leave without pay in excess of 15 workdays must have the
additlional approval of the Persomnel Officer, or his designee..

b. Leave.without pay will not be authorized initially for any period -
‘1n excess of 12 months, , :

¢. Form No. 37-3 will be initiated by offices when IWOP for 60 or
more calendar days is recommended for approval. Standard Form No. 50,
Notification of Personnel Action, will be issued when such leave or an -
extension or renewal theveof is approved.

d. Employees who are granted an extended period of IWOP (60 days or
more) will, prior to the beginning of such leave , execute Form No. 34-30,

10. Military Leave

a. Military leave for training purposes only, not to exceed 15
celendar days in any one year, will be gvanted with pay without charge
to annual leave Lo members of reserve components of the Armed Services
of the Unitel States. Saturdays and Sundays will be included in the 15
celender days leavo period oaly when such leave includes the preceding
Friday and the Following Monday. ‘

b. Members of the Netional Guard of the District of Columbia will
be granted miliitary leave with pay without charge to annual leave on all
days of service to which they are ordered by competent authority,

c. Applications for militery leave will be proce‘ssed} in the same

- menner as applications for advanced annual leave. tr :
11. Court Leave :

" 'as A permenent employee who attends court es a witness on behalf of - L

the United States or the Government of the District of Columbie , or for Sy
. Jury duty, in a State, District of Columbia, or Federal Court, is entitled . - s
 to his regular pay while absent from duty, and no charge for leave is made.

~Evidence of attendance at court and evidence of receipt or non-receipt of
fees are required. Applications for court leave will be proceseed in the

same manner as applications for_ advariced annual leave,

- b, Annual leave or IWOP will be granté,d when an employee is abgent .
from duty because of private ,lit_igation._ ) o : o e

c. An employee may be granted court leave if the value of his testiinbr_xy b : y
arises from his official capacity. ' ‘ : R .

d. 'I'einporary, part-time or "when actually employed"' personnel are
not ehtitled to court or Jury duty leave.of absence with pay.

‘ 6. Employees who serve as witiiesses or Jurors and are granted court

" or official leave will surrender to the Budget Officer fees received from .
courts for daye on which the employee normally would have worked, Federal .
employees called for jury duty in the District of Columbie are not paid

‘usuel Jury fees. ‘
. -5 .
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: f. An employee who appears in any court in any capacity must report.
* to:the Chief, Inspection and Security, for briefing on security regulations
prior to date of his appearance in court,

12. Absence for Reglstration and Voting

@+ Insofar es may be practicable without interfering seriously with
production, employees who desire to vote at communities where they maintain
voting residence, except where voting by absentee ballot is permitted , will
be excused fox that purpoge, without charge to leave, for ‘a reasoneble tima
on all election days. Further, employees who will be voting in . jurisdictions
which require registration in person will be excused for that purpose, with-
out charge to leave, for a reasonable time during the registration periods
specified by the Jurisdiction in which they wiil vote, Such authorized
absence -should not eXceed the time actually required to vote or register,
as *the vase mey be, and in no event should it exceed one wvorking day for
each election or registration period.

, b. In these cames when an employee requests additional leave for
voting or registration which will require longer than one day in order to
enable him to go to his legal resicdence to vote or reglster, permission will
be granted whenever practicable and. the period of absence in excess of one
day will be charged to amnnual leave or, if annual leave 1is exhausted , to
leave without pay. : :

13. Unauthorized Abgence

- .An employee detained by causes beyond his control and unaeble to report
for duty at the opening hour, should notify his supervisor as soon as possi- .
ble on the first day of absence, . Absence from duty for any cause, without
prior permission, must be satisfactorily explained; otherwise leave will be
charged as AWOL and the employee will be subject to disciplinary action.

14. Employees not Eligible for. Leave

Employees do not qai'n J.eai'e» 1f appointed:
a; fFor‘sevaice limi_ted to portions of each workday, week or month.

b. For service under repeated appolntments or employmehts., for peﬂods‘
of short duration, none of which extends for a full month. ‘

: c.' For service on a per hour or per dism baeis where employment is not
‘on a regular and continuous basis. ' : . )

15. Leave Belances

Leave balaences should be requested from the Budget Officer only when 1t
is absolutely necessary that an employee know his leave balances because of
an anticipated vacation or a:prolonged absence due to illness or some other
- 8pecial reason, and he.is not certain whether sufficlent leave is avallable
- %o cover the absence. Such requests will be submitted in writing and for-
warded through appropriate Time and Attendance Clerks. Leeve balances will

be furnished to employees once'a year.
. : , L6 -
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6. Overtime and Compensatory Leave

a. Election by the employee to take leave in lieu of overtime compensa-
tion (compensatory leave) shall be subJect to the restrictions governing '
overtime and the provisions of this section. '

b. Overtime shall be kept tm an absolute minimum throughout the Agency
; with emphasis being placed upon the full utilization of the normsl official
| working hours of each employes. : : :

¢+ Overtime work will not be requested or authorized except 1n those
cases -egsential to meet emergency requirements not possible to meet by full
utilization of employee's normal working hours. Assistant Directors and
Staff Chiefs are cherged with the pergonal ‘responsibility for control and ,
continued examinetion of overtime requirements to insure the effective appli-
cation of this policy. : ‘ ‘

~d. Within the continental limits of the United States:

(1) Approval of the Executive, his deputy, the Budget Officer,
or his deputy, must be obtailned prior to ordering compensatory time
or overtims. A request will be submitted on Form No. 32-3, Request

~for Approval of Overtime, in accordance with instructions issued by
the Budget Officer. Forme should be submitted sufficiently in advance
to Insure receipt of approval prior to the beginning of the period
covered by the request. ‘ s ‘

(2) Form No, 32-3, approved by the Budget Officer or his deputy,
| : will be transmittsd to the paying office no later than the close of the
- pay period in whick work is perforumed.
i .

‘ 6. Outside the continental Jimits of the United States, overtime must cod

be approved by Chiefs of Migsions or their deputiss. They must, . "STAT
" however, have evidence that sufficlent funds are available for payment before :
-authorizing overtime. Native and foreign national employees outside the con-
tinental limits of the United States who ere pald in accordance with local
prevailing wage rates are not entitled to overtime pay unless required by
local custom. ' R ' R

'f. No officer or employee. shall be paid, with respect to any pay period,
compensation at_a rate in excess of $10,330.00 per annum, “Accordingly, com-
pensatory leave cannot be granled in those instances where an employee is
_not entitled to overtime compensation. ‘ S

o 2, Administrative controls governing compensatory leave will be esteb- -
R lished by each Assistant Director and Staff Chief based on policies stated C _ R
below: SR ‘ Lo : : |

(1) It must be taken within the two pay periods lmmediately L

following the pericd in which earned, or forfelture will result. o -

SR ~ (2) Entries will be made on official Time and Attendance ‘Reports

of ‘all overtime or compensatory leave earned. Such entries muat be - , R

initiated by the applicable employee. L R e -
‘ - L ' - Tie : : '

>
{
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(3) An adequate check system will be eetdblished to insure that
overtime was actually worked. An inspection will include checking -
‘guard registers and reviewing work accomplished during periods when

compensatory time or overtime is claimed.’

hi: Céﬁpehsétory’ leave to the credlt of employees at the ‘de.te of

~ issuance of this Instruction will be used within 90 calender deys from this

date or be forfelted. ' Such leave will not be reported as required above,

‘but will be handled as heretofore.

17. Holidays

a., ‘Vork to be performed on a hollday for which holidey pay will be
granted -must be suthorized and approved in advance in the same way as over-

. time. An employee can be excused or paid holiday rates orily for that pprtion”
of his tour uf duty which actually falls within the 2k-hour holiday period,

not to exceed 8 hours. Compensatory leeve cannot be granted in 1lieu of holl-

day pag.

§

b.k (1) The following days are established by lew as Legal Holidays:

: 1 Jenuary ‘ - New Year's Day
7 22 February = Washington's Birthday
30 M&yv . - Memorial Day
4 Juiy | - Independence Déy
First Mondey of September - Labor Day ;
11 November | = Armistice Day

Fourth Thursdey of November - Thenksgiving Dé.y
25 December o - Christmas
(2) . Whenever ény of the above holideys falls on Sunday:
- (a) The following Monday will be officially obeerved as
-the holiday by employees whose regular work week is Monday -
through Friday. _ : : s o .

(b) Sunday will be officially observed as the holiday by
employees whose regulexr work week includes Sunday. e
(3) Then a Legal Holiday falls on other than Suhday, there will
' be no additional non-work day unless proclaimed by the President as
indicated in (%) below, ‘ ‘ ' .

(¥) Holiday provisione other than those specified by law ere

. anuounced by Presidentlal Proclametion, and employees will be officially

r}otified.
: 28 .
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18, Night Differential

; a. An additional 10 per cent of ‘an employee 8 base pey will be allowed
'for work performed between the hours of 6:00 PM and 6:00 AM Standerd Time
when. such hours fall within the employee's regularly scheduled tour of duty,
Night differsntial cannot be claimud for -time used in obtaining meals, When :

. computing night differential vcTerence should be made to the atteched table ’ Sl
. which shows the meximum hours of night ¢ifferential that can be claimed

! for various tours of duty. '

b. Payment of night differential may be authorized for night work . ‘ ;
'performed when an employee 1s temporerily eassigned to a regularly scheduled o
tour of duty other then his own. Proper motations, in support of such pay-
ments,  muat e.ppear on the Time and Attendance Report.

19. Terminal Paz
a. Annual leave mugt be llguidated by & lump sum payment when an employee
is separated from the Federal service, or when transferred between positions

which are unCor different leave syotems, 1.e., permenent to temporary or vice
versa. . '

20. Time and Attencance Reports (Standerd Form No. 1130)

a. Time and Atbtendance Reports will be submitted in accordance with
ingtructicns issued by the Buc‘ige’b Officer.

be. Two coples or ex tracts of the Armed Services orders will dbe given
to the appropriate Tiue and Attendance Clerk to be submitted with the firast
Report showing military leave.  If leave extends beyond that reporting period,
additional military leave should be reported on subsequent Forms. No, ll30 and
a reference made to the first Report submitted,

¢+ Time and Attendance Clerks will include under "Remerks" on Form No.
1130 inclusive hourse of overtime and/or compensatory time worked by each :
employee. ‘ : . : ‘ :

. - When night differential is claimed, Form No. 1130 must indicate
the employee 8 tour of duty.»

. ... e.  Correspondence pertaining to unauthorized absence must be furnished
the Budget Officer in eupport of Form No. 1130 on which AWOL 18 reported. .

21, Desig&tiona

" 'a. . Assistant Directors and Sta.ff Chiefs will submit in’ duplicate to
the Budget Officer separate liste of persons authorized to:

(1) Receive and distribute salary checks. -

R ' (2 Certify the correctness of, and eubmi-t Time and Attendance
: . Reports., - o o ‘

- (3) Reqﬁeet approval of compeﬁeatory time or overtime to be ‘worked.
s -9 -
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; b, The above 1iets ‘must be kept current at a.ll times, and should be
provided as indicated by the appropriate attachment

22. Native and Foreign National Emplozees '
This Instruction should be used foir administering leave and paymente

“to native and foreign netional euployees at overseas instellations insofar

as it 18 not inconsistent with locel laws and prectices.  Any deviations
required by local law or practice must dbe reported to the Budget Officer,
and approval obtained before action 1s taken, Such report must furnish
recoumendations and a copy of the applicable law or regulation.’

FOR THE DIRECTOR OF CINTRAL D‘ITELLIGENCE:

~ STATINTL

Acting Execui_:ive

2 ATI‘ACHMENTS-'
1. Night Differential Table
2. Form Letter of Designations

'DISTRIBUTION: A
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02,00

© CONFIDENTIAL

-

yfggh .JJ%&LNLlL%&L'

HRS. OF

NIGHT DIF~
TQUR_CF_DUTY LUNCH PERIOD FERENTIAL  TOUR OF DUTY
1000 ~ 1830 1400 - 1430 3 2000 - 0430
1030 = 1900 1430 = 1500 1 2030 - 0500
1100 = 1930 1500 ~ 1530 1 2100 - 0530
1130 - 2000 1530 - 1600 2 2130 - 0600
1200 - 2030 1600 - 1630 23 2200 - 0630
1230 - 2100 1630 - 1700 3 2230 ~ 0700
1300 - 2130 1700 - 1730 3% 2300 - 0730
1330 - 2200 . 1730.- 1800 4 2330 - 0800
1400 - 2230 1800 - 1830 A 2400 - 0830
1430 - 2300 1830 - 1900 & 0030 -~ 0900
1500 - 2330 ~ 1900 - 1930 5 0100 - 0930
1530 - 2400 1930 - 2000 5% 0130 - 1000
1600 - 0030 2000 - 2030 6 0200 ~ 1030
1630 - 0100 2030 - 2100 6k 0230 - 1100
1700 - 0130. 2100 - 2130 7 0300 ~ 1130
1730 - 0200 = 2130 - 2200 7% 0330 - 1200
1800 - 0230 2200 - 2230 8 0400 - 1230
1830 - 0300 2230 - 2300 8 G430 - 1300
1900 - 0330 . 2300 - 2330 8 0500 = 1330
1930 - 2330 - 2400 8 0530 - 1400

2400
0030
0100
0130
0200
0230
0300
0330
0400
0430
0500
0530
0600
0630
0700
0730
0800
0830
0900

1930

LUNCH_PERIOD

0030

0100
0130
0200
0230
0300
0330
0400
0430
0500
0530
0600
0630
0700
0730
0800
0830

0900 :

0930
1000
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STATINTL

| CRMRAL MITELLIORICE Orow
“‘ashington, De Co -

1monang Sl prar ey / a' V/
HR R AR R U .
s BT Leava tithout iny (M’) fin

mm-rm WL 30 m 19h WiLis8 oo™ :msr-r'nr.n
1. RL os:

: Tha purpoao of thia mmrandm 10 0.0 Gt rorth and atandnrdtm L
thoe procadue to b roll.owod in'the’ crnnunc of- Luavu a!.t.hout lqy. R

TioH . :
Lie v “ithout Fay (L OF) 48 defincd by the Civil Sorvico : R
Comdidisr as "Tonpornry nonenay status nnd abacnoc fron: duty nranted
upon v blereu's requust®,” This 4m not to hu confuscd with. aunpcnnion, 0
!’urIoutH or thi sp.nt In military m.rvicc, .rhich arc covered unuor e
ather rogulations, AR

2, DEVINI

3o - AUTHOLIZ. '.'.‘ION

The uuthorimtirm of L.OF u a mzter o! udnlnucrnuw A
discrotion and therefore may not bo domandod ns a right of wployooa
or Lmposod as a penalty.. AL LJOF in oxcuss of 60 dl\yn, nul'. ho o
approvod by tho Gh:lcf. l’uruonnol mvtaion. R ‘

lte . CONDITIONS FOR- IJR sNTIl\G L.or

a, A basic condition for ap roval of oxtonded L.0) should be E
reasonably oxpoctation thet tho omploycs will return at the cnd of the
approved poriods  In additién, at least.onu of the following bonctits
should rasult from such abstnco.

. b. rrowction or inprovcmant of crployca'a nealth (matornity
loave, convaluscunt luave, otee). - Daternity luave must Lu grantod une
-luse the cmployce has no 1nt.ontion of‘-r«.tumim; to duty..

e, fwtention of a dqsirabla mployuo.

: de Incronscd ability to pc.r.l'cm tho: dut.ica of tho position.

i Ono year's L.Oi will be granted to an mployoo vho wishous to roturn

! to n collcgo or university to continuc his oducation providing that

‘ ‘ the subjucts hu intinds to pursuc -arc such that; t.huy could ba

expucted to dncronno tho crployca's: worth teihia nosition, ‘and. CIG
fono\.dng the completion of this onasycar porlod ofadditional o
training. In each case the ciployco will: b roquirod to”submit t.o R
hie Suparvisor a list of tho subjcets to b takem: vm.h hia r&.qnoat
for guch l.ave without pays .

(779)
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- NIGHT. DIFFERCNTIAL

" HOURS OF - : " HORS OF
| A L NIGHT DIF- NIGHT DIF-
-TQUR CF DUTY LUNCH PERIOD  FERENTTAL TOUR _OF DUTY LUNCH PDR_]_:_O_Q EEIiEIﬁTIAL

1000 = 1830  1400°= 1430 ¥ 2000 = 0430 2400 - 0030 8 .
1030 - 1900 1430 -'1500 1 2030 = 0500 © 0030 - 0100 8
1100 - 1930 1500 - 1530 13 2100 '~ 0530 0100 =~ 0130 8
1130 - 2000 = 1530 - 1600 = - 2 2130 = 0600 .~ 0130 — 0200 8
1200 = 2030 1600 - 1630 2 2200 ~-0630 0200 = 0230 %
1230 - 2100 1630 - 1700 . 3 2230 - 0700 © 0230 - 0300 7
1300 ~ 2130 1700 = 1730 3 2300 - 0730 0300 - 0330 6
: 1330 - 2200 1730 - 1800 4 2330 -~ 0800 . 0330 =~ 0400 6
! 1400 - 2230 1800 - 1830 4 2400 = 0830 0400 - 0430 5%
[ 1430 = 2300 1830 < 1900 L 0030 - 0900 ~ 0430 - 0500 5
: 1500 = 2330 1900 - 1930 5 0100 - 0930 0500 - 0530 - 4%
1530 = 2400 1930 - 2000 5% © 0130 = 1000 0530 - 0600 A
1600 = 0030 2000 - 2030 6 0200 - 1030 0600 - 0630 4
1630 = 0100 2030 - 2100 . 6k 0230 -~ 1100 = 0630 = 0700 3%
Lo 1700 ~ 0130 2100 - 2130 7 0300 =~ 1130 0700 - 0730 3
i 1730 = 0200 . 2130 .-.2200. ' 7% 0330'= 1200 0730 - 0800 2F
| 1800 ~ 0230 . 2200 = 2230 8 0400 - 1230 0800 -~ 0830 2
1830 - 0300 2230 - 2300 . 8. 0430 - 1300 0830 - 0900 1%
1900 - 0330 2300 - 2330 g . 0500 ='1330 . 0900 - 0930 1
8 0530 - 1400 0930 - 1000 %

1930 - 0400 2330 - 2400
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- MEMORANDUM | | DATE
T0O - : Budget Officer |

FROM ‘ !

'SUBJECT = : Designation of':‘ (Mf_rf__g_n_l_y)

( ) Payment Clerks,
() Authorization to Sign Time and Attendance Reportse

() Authorization to Request Approval of Compensatbry
o . Time or Overtime, .

C 1, The following employees are suthorizzd to perform the Subject
duty, v

EMPLOYEE  SECTION SIGNATURE OF EMPLOYER

.24 In the event'this designation is revoked, fully or purtihlly; o
you will»be.so.notified. The names ‘and specimen signatures of replacements
will be submitted ns required. :

Slgnafurp

Title

“ Office .

. from the Budget Officer) .
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cmmcl%ﬂ%ﬁ AAIG'CY s N
- Washington, D. C. N | - a//;}/‘/‘f

ADMINISTRATIVE INSTRUCTION = . ‘ 2l June 1948 -
NUMBER | ' : : L ‘

SUBJECT: ' Time, Leave and pay

Recisions: a. Administrative Instruction |déted 17 Decem- v
ber 1946, subject: laternity Ieave. «

b Administrative Instruction | |dated 2l april,~
1947, subject: Leave Without Pay. ‘

Co Administrative Instruction |:| dated 15 July / '
- 19L7 and 19 iay 1947, subject: CIA Policy on fctive
- Duty Training of Military end Naval Reserve Officers
Employed by CIA; Military Leave Without Pay. for.
Annual Training Duty. s : ‘

-d. ‘Administrafive Instruction: dated 13 Novem-,—~
ber 1946, subject: Time, Leave and Pay Regulations.

e. Adninistrative Instruction|  |dated 21 yerch 1947~
subjects . Time, Leave and pay Regulations - Unvouch-
ered Funds, o

1.  Definitions

8. Permanent employees are those appointed without limitation as
to length of service, or for definite periods in excess of one year, -
or for the duration of the job, and those who s although paid. only -
when actually employed, are continuously employed for a pericd of not -
less than one month as distinguished from part-time or.intermittent
employees. Native and foreign national employees overseas are con-

~ ‘sidered. as rermanent employees for leave purposes only. :

be  Temporary employees are those appointed for definite périods
of time not to exceed one year. o ; o :

- 2+ Annual ILeave

&8s Permanent employees are entitled to 26 working. days ‘annual
leave with pay, for each calendar year of Government service.” One '

“day of annual leavé per bi-weekly pay period is earned by a permanent
employee and credited to his account at the end of each pay period.:

" ‘Tne minimum credit of annual leave is ‘15 minutes and additional
credits are in multiples of 15 minutes. Permanent enployees who
enter on or separate from duty on other than the first or last work
day of the bi-weekly pay period-acerue one-tenth of one day's leave:

ach complete day - . i ha i
;Z;iidc.:h : pl.#? day {GN%E‘N]‘NRE during ‘t’ t‘.rcépor@l?g
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/ . )
be- Tampofal"y; employces earn two and one-half days annual leave
for each continuous. full month of service. However, no annual
loave accrues for a fractional service month,

co Not more than 60 days accumulated annual Loave pay be car-
ried forward into a new calendar year, - .

d. An employee, however, who had ‘on July 2L, 1947, over 60 days
annual leave to his credit may carry over his leave balance as of

that date up to a maximum of 90 days, provided he has consistently
maintained such balance on the first of each year after July 2k, 1947.

: €. The minimum charge for annual leave is one hour, and ,a’ddvi-
tional leave will ‘be charged in multiples of one hours ‘
f. Annual leave must be taken at such time as will not inter—
fere with the work of the organization, and must be approved by the
appropriate supervisor before the leave is taken. , :

3. Advanced /nnual Leave

a. -~ Permanent employees who have been in the Federal service for
one year or more may, in case of emergency, be granted advanced -

, cannual leave equal to that which will accrue during the remainder of

the current calendar year, with the understanding that if it is not,

_earned-during- the calendar year they shall make a refund for such

leave, :

be Application for advanced annual leave will be submitted to
the appropriate supsrvisor for review and recommendation, -and' for-
warded to the Chief, Personnel Branch, J&M, for final approval,.’
The Assistant Director for Special Operations may approve advanced

-annual leave for his' unvouchered enployees,

o Temporary employees will not be advanced annual leave.

‘Lo Bick Leave : '

a. Permanent employees accrue sick leave at the rate of one. and

~ one-fourth days per month, or a total of 15 days a year. The mini-

mum credit for sick leave is one hour.

b. 'Tempora’ry e’mpldyees accrue sick leave at the rate of one and
one-fourth days for each full month of service. ' ‘

. Cv - Sick leave may be accurmilatéd and carried forward until it

j totals not more than 90 days. = Sick leave is available to permanent:
- employees at the beginning of the month in which it accrues, and to
temporary employee_s only after it has been earned, - ’ '

d. The minimum charge for sick leave is one hour, and additional

2

-
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(a) When they are incapacitated for the performance
of their duties by sickness, pregnancy and con=- -
finement, and injury.

(b) For medical, dental or optical examination or
treatment, when leave is approved in advance
by the supervisor.

(¢) When a member of the immediate famlly of the
employee is afflicted with & contagious disease
and requires the care and attendance of the
employee,

(d) When, through exposure to contagious disease,
the presence of the employee at his post of
duty would jeopardize the heslth of others.

(e) ‘Sick leave must be supported by & medical

certificate er other evidence adminlstratively

acceptable if the absence is for more than

three working days, - . : Sy
5. Advanced Sick Leave

a. Permanent emplovees, in case of serious disability or ailments

lasting five days or more, may.be granted net to exceed 30 days advanced
sick leave. Such advances are charged against sick leave which will be
earned in the future.; No advance sick leave will be granted to ‘temporary
employees. .

b, When an employee applies for more sick leave than he has accumu~-
lated or than may properly be advanced, the excess leave may be charged
against accrued annual leave or to leave W1thout pay. .

C.. An omployee when terminating from service must, ‘except in cases e
of separation caused by death, retirement for: disabllity, disability, or

reduction in ferce, refund the amount paid him for the- period of indebted
leave, S v ‘ ‘ ‘ -

d. Applications for advanced sick leave must be accompanled by a»
certificate from the attending physician certifying the nsture of the
illness and the estimated date that the employee will be able to return
to duty. Applicatlons will bo -processed in the same monner as those for'

. advanced annual leave.

6; Substitution of Sick fer Annual Leave

When sxckness oceurs wlthin a period of annual leave and lasts five

_or mere consecutive workdays, sick leave may be granted to cover the ,

peried of illness and the deductions egainst annual leave fer this period

o will be restored.: ApplicattDNaFlﬂgwafttutlon must be ‘made’ within

1

-3
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o .
dar days in any one year, rr(ONé

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

v

: ) - : ; ; el

NFIDENTIAL

two workdays after" return t§C thy and must ‘be” supported by n medical cer-
- tificate, or other evidence administratively dcceptable, ‘ ‘

‘7. Maternity Leave

a., Written applications for maternity leave; n,'cconipanied by o db‘ctor's‘ o

certificate, mey be approved by the Chief, Personnel Branch, AM, and the
Assistant Director for Specinl -Opera)tions may approve such applications for

" his unvouchered employeces,

b. Normally'maternity leave will not éxceed six months including .

(1) Accumulated sick leave

(2)  Accumulated annual lesve

(3) "eave without pay status" for any balance of the
six months. ‘ ‘

c. The Chief, Personnel Branch, A&M, may approve up to an additional
six months' period of maternity leave ag "leave without pay™ upon receipt
of written advice from the attending physician certifying to the necessity
for the additionanl leave, The Assistant Director for Special Operations
meay approve auch additional leave for his unvoushered employees.

d.‘ : Immediately prior to the effective date of maternity leave, the
office to which the employee is sssigned shnll submit Form Ne., 37-3,

- Persennel Action Request., The employee shall execute Form No, 34-30, Final

Payment Clearance Sheet,

8. leave Witheut Pay

a. (1) Leave witheut pay net exceeding 15 working days mey be granted

~or Chiefs ef Missions or Bureaus oversess, t’q employees under
their jurisdiction, (2) Leave without pay in excess of 15 workdays' must

in addition be approved by the Chief, ‘Personnel Branch, A%M, .The Assis-

tant Director for Special Operations may. approve. such ‘leave without pay

- for his unvouchered employees,

b, Leave without pay will net be authoriéed im‘.‘ti’ally for any peried

c. Form No. 37-3 will be initisted by offices when IHOP for 60 or
more calendsr days is recommended for approval. A personnel action will

‘be issued when such leave or an extension or renewnl thereof is approved,

d. vEmployée»s‘ who are granted an extended period of LWOP will, prior
to the beginning ef such:leave, execute Form No. 34-30, "Final Pvayment‘ )

i Glearance Sheet!",

9. Military Leave
a, Miiitary leave for train purposes o_hly, net to exceed 15 calen=-
NT\IAL pay without charge to’ annual

i

._‘4‘_‘ :
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leave to members of any milig.Q‘yNﬂ Degmué!mization,esthblished by 'vlaw

of the United States, Saturdays and Sundeys will be included in the 15

calendar days leawe.period only when such leave includes the preceding.
Friday and the following Monday. . :

b, - Members of the National Guard of the District of Columbia may be
granted Military leeve with pay without charge to annual lsave on all
days of service which they are “ordered by competent authority to perform
and on all days during which they are engaged in field or coast defense

. training,

c. .Applicstions for military lehve will be processed in the same
manner as applications for advanced annual leave,

10, Court lLeave

a, 4 permanent employee subpoenaed to testify as a witness on behself
of the United States or the Government of the District of Columbia, or
called for jury duty, in a State, District of Columbia, or Federal Court,
is entitled to his regulor pay while sbsent from duty and no charge for
leave is made. Evidence of attendance at court and evidence of receipt
or non-receipt of feeg is required, Applications for court or jury leave
will be processed in the same manner as applications for advanced annunl
leave, ' ' ’ ‘

b. fAnnual leave or LWOP will be granted when an employee is subpoenaed
in private litigation or by some party other than the Federal or District
of Columbia Government. Lo ' .

c.. Employees may be regarded ns in active duty status for court serv-
ice and no leave charged if the velue of the employee's testimony arises
from his offiecial copacity and he is subpoenaed solely becouse of and to
testify in that eapacity. - ‘ ’ )

d. Tempqrary,’substitute_or-"whén actually employed" peréonnel are
not entitled to court or jury duty leave of absence with pay. EER

e, Employeés who serve as witnesses or jurors ond are granted court,
Jury duty or official leave will surrender to the Budget and Finance Branch, .
&M, fees received from courts for doys.on which the employee normally
would have worked. Federal employecs enlled for Jury duty in the Distriect

“of Columbia are not peid usual jury feeés.

R An’employeebﬁho appears in any court as a witnéss,‘plaintiff, de=
fendant or juror: must report to the Executive for Inspection and Security
for briefing on security regulntbions prior to date of his eppearance in’
court, ‘ ) v R Lo e

LA 4 T4

li. ﬁnauthorized Absence' v

Ln- employee detained by causes beyond his control and unsble to report

for duty, at the opening hour, "should notify his supervisor as soon as possi-

ble on the first dayj‘ of abse{@NF&fﬁEN‘Hﬁt duﬁy forkany ’cause’,,’ without

i

_f54-
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! N ~: . “ ’. i . ' .
prior permission, "muyst, be,sagg‘MLQE_Nlijaned; otherwise leave will i

"~ be charged as AWOL and the employes will be subject to-disciplinary action,
12, Emploxees'nét Eligible for Leave »

Employees do not éarn lenve if mppointedé

a. : For service limited to portiens of esch workday, ‘week or
month, -
b. For service under repeated appointments or employments
for periods of .short durntion none of which extends for
. 8 full month. '
¢. For service on a "per hour" basis where employment is
not on a regulor and continuous basis. - S )

13. Legve Balances

Leave balmces should be requested from thel | Budget and’ . 25X1
Finance Branch, or Special Funds Division, 0S80, only when it is sbsolutely .
necessary that on’employee know his leave balances because of an entici-
pated vacation or a prolonged absence due to illness. or some other special
; reason and he is not certain whether sufficient leave is available to cever
‘the absence. Such requests will be submitted in writing and forwarded
through sppropriate Time & Attendance Clerks. _ '

14. Overtime
a,. within the continental limits of the United Stateéﬁ

(1) Overtime for departmental employess must be .approved
prior to overtime work in each case. Requests will
be submitted on Form No, 32-3, Request for Approval
of Overtime, as indicated below: C

(a)  To Budget and Finance Branch, A&M, for all
L em»loyees except those of 080 who are paid
from unvouchered funds, Such requests moy
be approved by the Chief, Budget Division
and the Chief and Assistent Chief, Budget
.and Finance Branch, - Lo

(b) To Special Funds Division, Administration
-and Services, 0S80, for employees of -0SO
- who are ‘paid from unvouchered funds. = Such
. requests may be spproved by the Chief and
- Assistant Chief, Special Funds Division,

- oso, : _ o »
. S (2) Quarterly estimates of anticipated. overtime require-
“25X1A . ~ments will be submitte No, 32-3 by Chiefs
s g S of to.the officials in~- .
f25X1A',.. .- . dicoted Im a (1) above, who ar i e

;vertim;vbigmgnts for s - e
‘orms: shou e b ently in advance.to. = 7 .
insure: receipt (Mr%hgﬁﬁho the beginning of . -

_ the quarter covercd by the estimate,

-6 -
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"b. After approval as i a" LDVENIJALme for employees in the

continental United Stotes may be orde‘red by the appropricte Staff Chiefs, ‘ !
Assistant Directors, Chiefs. of Branches | . 25X1A

‘¢. Outside the continental limits of the United States, overtime may

bev ordered and approvéd by Chiefs of Missions or their Deputies, \ 25X1

They must, however, have evidence that sufficient funds are available for

payment before suthorizing overtime. Native and foreign national employees
outside the continental limits of the United States who ore paid in accord-
ance with locel prevailing wage rates are not entitled’ to overtme pay un-.

less local custom requires.
¥

d. All work in excess of 40 hours porformed during one administrotive
work week will be considered overtime if, suthorized and approved in advance
in accordance with hhe above -provisions,

e. Approved overtime worked will be paid at authorized rates or com=-
pensatory time off may be allowed. : ‘

15 . H_ Olldu‘!

Work to be performed on’a holiday for which holiday pey will be granted
must be authorized and éspproved in ndvance in the same. way as for overtime
work and pay as shown in 14 above, An employee can only be excused or paid
holiday rates for that portion of his tour of: duty which actually falls with- |
in the 24-hour holiday perlod, and not to exceed 8 hours. :

16. nght Differentlal

a. An additional 10 per cent of an employee's base pay will be nllowed o
- for work performed between the hours of 6:00 PM and 6:00 AM, when such hours

fall within the employece's regularly scheduled tour of duty. Night differen- !
tial cannot be claimed for time used . in obtaimng meals. : ~

b. When computing night differential reference should be made tc the
attached Table which shows the maximum hours of night differential that
can be cloimed for various tours of duty. ‘

17. Termmal Pax

a, Anmml leave must be llquldated by a 1ump sum payment when an em=
ployee is separated from the Federal service, or when trensferred between
positions which are under different leave systems y 1ee., permrment to tem="
_poraryor vice verse, o
18 Time pnd Attendance Report “ B
o, 8. Time and Attendance Reports will be submitted to the Budget and. Lo d
Finance Branch, A&M, or the Special Funds Division, OSO, as approprmte IS 1
in accordl\nce with 1nstructlons from such offices. . - ‘ S

Cbe Two copies or extracts of.militar or naval orders w1ll be given i S
" to the appropriste Time an FMto be ‘submitted with the first .~ .
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report (Fdrﬁ No. 1130) showing military leave, If leave extends beyocnd
that reporting period, additional military leave should be reported on
subsequent Forms No. 1130 and o referenco made to the first Form No. 1130

reporting the leave.,

¢.  Time snd Attendance clerks will include under "remarks" on Form o
Ne. 1130 inclusive hours of overtime worked by employees. For overtime ;
in the continental United States, a copy of Form Ne. 32-3 approved by the
appropriete supervisor and the Special Funds Division, 0SO, or Budget and
_Finance Branch, A&M, will be attached to the applicable Form No. 1130 when
_trnnsmittod to the spprOpriute paylng office,

d, When njght differentiel is clalmed Form No, 1130 must indicate
the employees regul'r tour of duty.

? e, Correspondence pertaznlng to unauthoriz»d absence must be furnished
i the gppropriate pnving office to substantiste Form No, 1130 on whlch AWOL
is' reported.

: f. When annual leave is eonverted to sick leave as shown in paragroph
. - 6 above, a notation to thet effect must be mnde on Form No, 1130 end a

‘ . medical certificate or other evldcnce administratively acceptable must
support Form No, 1130 ‘

g Assistant Diractors and Staff Chiefs will submit in duplicate to
the appropriate paying office a list of persons authorized to certify the
correctness of time and attendance reports,  and will keep such lists cur-
rent-at 211 times.,

i 19, ativc and Foreign National Emploz ees

This Inqtructlon should be used for pdm1n1stering leave and payments
to native and foreign national employees at oversens instellations insofar
as it is ‘not inconsistent with locel laws and practices, ' Any deviations
" required by local law .or practice rust be reported to the appropriate pay-
_ing office in Washington and approval obtained before paymsnt is made.
" Such report must furnish rccommendations and a copy of the applicable law
or regulation. '

/L/LL, e ,“&}QL,/gr o
-H. HILIENKOETTER B

Rear Admiral, U.S.N..
Director of Central Intelligence

1 Attachment
(nght Differential Table)

;'DISTRIBUTION A

CONFIDENTIAL
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TOUR

1000
1030

1100
‘1130

1200
1230

1300

1330
1400
1430
1500
1530
1600
1630

1700

1730
1800
1830
1900

.-1930
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HRS. CF RO I HRS. OF

B SN NIGHT DIF- Lo o . NIGHT DIF- .
OF DUTY  LUNCH PERIOD ' FERENTIAL ~ TOUR OF DUTY LUNCH PERIOD FERENTIAL '
~ 1830 1400 - 1430 - 2000 - 0430 2400 - 0030 8
-~ 1900 1430 - 1500 1 " 2030 - 0500 ° 0030 - 0100 8
~ 1930 1500 - 1530 1% 2100 - 0530 = 0100 - 0130 8
- 2000 1530 - 1600 2. 2130 - 0600 0130 = 0200 -8
- 2030 1600 - 1630 2% . 2200 - 0630 - 0200 - 0230 %
~'2100° 1630 - 1700 3 " 2230 - 0700 " 0230 - 0300 Ry
- 2130 1700 = 1730 3% 2300 - 0730 0300 - 0330 6k
- 2200 © 1730 - 1800 yA .2330 - 0800 0330 - 0400 6
- 2230 1800 - 1830 A 2400 - 0830 0400 - 0430 5%
- 2300 1830 - 1900 e 0030 - 0900 0430 - -0500 5
- 2330 1900 - 1930 5 ' 0100 = 0930 - 0500 = 0530 s
= 2400 1930 - 2000 5% 0130 - 1000 0530 - 0600 4,

- 0030 2000 - 2030 6 0200 - 1030 0600 - 0630 4
- 0100 2030 - 2100 &% 0230 - 1100 0630 ~- 0700 Co3k
- 0130 2100 - 2130 7 0300 - 1130 0700 - 0730 3«
- 0200 2130 - 2200 % 0330 - 1200 - 0730 - 0800 - 2%
- 0230 2200 - 2230 8 ‘0400 - 1230 0800 - 0830 - 2

- 0300 ~ 2230 - 2300 8 6430 - 1300 0830 - 0900 1%
~ 0330 2300 - 2330 8 0500 = 1330 0900 = 0930 .. 1

- 8 0530 - 1400 1930.- 1000 4

0200 - 2330 -:2400

- e o

 CONFIDENTIAL
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‘ HW!}M
.SUNBCTI Loava .M.hout K‘w u.'m

1. lmuoa

Comdauis an "Tanporary pon=nay status and- ‘abscnoe from duty cranted

s approvad by the chur, Parsonnal muuion. =

‘approved poriod. - In addi tién, at least onu of the full.ming bonctits
- should rﬂulc fron guch nbstnecas

.‘lunvg, convaluscent leave, ctee)s: llaternity luave mist b grnnbcd une’

folla.nlny tho complotion of this onueycar: noridd of-additional -

719)
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cm’mx. mmuom unou
.uhincton, D, O. Bely

B oRAN

o .\pﬁi’lsm? .
. B Y

‘rm'rm mn_t, 2 gm 19!.1 um.ms SooMm 1ESTTY: nw . STATINTL

'rhc purpouo nr t.hia mmrlndm 1n w ot fort.h and at.nndnrdllo ‘
the procaduio to bo followed: 1n ‘the crnnunc o!‘ l.c.avc “idthout l‘w. BT

2, DEVINITION

T ,;u.hout. lw (L 0)) ts .tcrlnod Yy t.hc. Ccivil Servico
upon c:plircu’ s requust®,’  This' s not to hu confuscd with sunpomton,
Turlcu k or thi sp.nt In nilitary u..rvioo, w’hich arc covc.rod unwr
nthcr rn[;ulutions. ; .
3e '\U'“lthI...-IOII

The iuthorization of Loy 1n a mtwr or ndnlnutrauvo

diuurouon ang thoreforo may not bo donmandad ns a right of wployooi '
or imposed as a ponnlty. A1)l LUOF in oxccyo of 60 dt\yn, mﬂ. bo

le  CONDI 'IOHS FOR th ANTIKG: L.OI

as A basic condition ror np roval or oxtonded L P should bo
reasonablu oxpoctation that tho omployca vill return at the end of the

be lrotuot.ion or 1nprovunont of on*ployco'o nealth (o ﬂtumity
long the cnplayuo has no 1ntontion 01‘ mtuminr; to duty.
. c. uut.ontion of a’ dqairablu mployoo. '

cle Incrunnod ability to pcrforn thu lmuoa of tho position.
Onc yoar's L.0i" will be granted to crployoe who wishos to roturn
to r collego or university to continuc his oducation providing that
tho subjocts ho intends: to pursuc are such thrt they could be o
expucted to incronse tho crployoaels worth te:his position, and c1a .

training. In each case tha cuployce will b roquirod to submit’ t.o
his Suporvisor: a list of the auhh.cta to by takom' vd.th hia ruqu.mt
for such l.ave "ithout; pt\y., :

" - Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

© STATINTL




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

o« Iroviding ncans for an ovorsaa
country for porsonal r.ascns, such as family

£, 'l‘oipr‘unur'vo“oov\:qndiyiy of a‘dr"vlco;;n 280 of: injury
- ness incurrvd in linc of duty, whore. nn’ omployvo” 48 srantud 'L
conncetion with such injury or siclnoss,

S+ LROCEDULE

L.l w111 not ba ‘d\ithqrilud miﬁnhy:; .!'qr ony poriod 4n
oxcuas of twelve (12) menthse  Roquosts for any 1ike of shortor
porisl sh:ulil adhere to the conditions statod above, i

B The uployue should roqucst L.or fﬁm" nis luf)éi'vtiblf
rivins trener Justifioation, o o s o TR

bt perdode lose urxdn'a‘ixty‘ (60) dnys, not;jc’fo of hn}:"tton
w1l cwt b leaued, and amloyucs will continue to be reportod on.

1
Forni: 1130,

. For extendad LI, sixty (40) dags or longor, Iirsonnel: .
action notiee will ba issued, The Office coneorncd vill subnit-
Cl10 Fom 17-3 "orsonncl “ction koquust® to the Verscnnel Division -
at least one weok in advance of the effuctive dato of tho erployects
roloasc from active duty, . o Rl e

de. 'I‘hel |s crsonnol Division, ‘STAETINTL
vill give the "ONCUINGaadvancu notlcu of the cxpiration i
of L.OI' so that ths caployue can bo contacted and tho Form 31=), '
requustang rotum tn Juty, can bg properly ‘submitted,

_ Ce. In the cvent an i:mploycc docs not return from L'0i* at the ;
deaipnatod tine, hes not had an oxtension grantud o has not indicated
that he will roturn, 1t 1113 bo hoeussary to torndnav tho coployeu's o -

© - survicos duc to Wibandonment of vocitden®, - :

< fe A uxf.unuion or sronewal of cxtended Lol will also ruqu:li'o

- a porsonncl actlons The uffice concurnud will, therifore, submit

Form 373 raquustinf: "Extunsion of L'0s" 4n accordence vilth the above
conditincna, ‘ . : ‘

8. REVIZ. OF RisJUESS

The offiee coacern.d vill be mspogmsiblo for proliminary
roviow ‘and aprroval of all’ mquesta for L'OI" for confermance with .
CI0 policy, In cascs where Justification for L. s nucstionadble,
the Terdonnol Division should be contacted for tochnical ‘advices
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Te FILLILG L.0} i0SITION

) - position occupicd by an onployco on uxtonded L Ol nay bo -
fillad by a teiporary apnointnent.. In such, instance, the offico -
shaull subsit a soparato Fors 31=3 roquocting "Zatablishnont of a I
Tenperary Identical Additional insiticn®, stating tho reasons undor
"Renarks®s  The 4 ursomnvl Division will takc apyrropriato action to .
£111 tho terporary position. The touporary incurbont of the' position
fwst be renoved by reassipnnint op tormdnaticn by tho affoctive ratc .
of thd ruturn to Juty of tho repular iacumbent of tho positinn,

B¢ CEILLNCS

~n individunl on oxtondcd L.0OI, sixty (60) days or.over, will
not bu chrzed apainst the Icraonnol Cciling of the offico concernedy
Hovevor, rn irologee torporartly f111ing tho position of on omloyce. v
3 on exhur i V00 w1l bo charged apainat tho ceiling, L

TOR THE DIRECTOR OF CENTAML TTELLIGENCEs

o _ arcutive for icrsonncl o
P R ' o S and” Adritnistrati@TATINTL

ATTACHIITSS Nome
 DISTRIRUTIONs A

)@-w”"“«_j"’ o

e

s
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STATINTL
L ' s o0 |
CENTRAL INTELLIGENCE GROUP [ sl LA et

Washington, D. C. // L ctndiddis éJ s |

 LELORANDIIL , ' 15 July 1947 L
| ‘ mmm’ﬁ‘ | ‘ . | STATINT

i

SUBJECT: CIG Policy on icbive Duty Training of Liilibary
and Naval Resorve Officors Dmployod by CIG

DFFECTIVE UNTIL_CANCTLLED OR SUPERSEDED STATINTL

le Tho attention cll CIG omp‘]y.koyoos is dircetod to CIG
lHenorendun Numbor issucd 19 ifay 1947,

2, It is the policy of CIG %o onecourage in cvery practicable
vay vhe detive duty training of rosorve officors. prosently
omployod by CIC. /nnouncomcnts of the troining available are
made through all roservo organizations, and arc wsually indicated
in the metropolitun pross. . :

3e  Vhon practicable the leave poriod of resorve officdr omployces
will be arranged to enable their taking advantage of netive duty
training periods. ' o

o 4. Active Aduty training at pldacos other than local will ‘be
i encouragcde '

' o STATINTL
FOR THE DIRECTOR OF C'NTRL INTELLIGENCE: ‘

) ExXooutive for
Administration and lanagement

ATTACIIIENTS: - Hono

DISTRIBUTION: All CIG Employces
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CENTRAL INTELLIGENGE GROUP AL
. Washington, D. O, ‘

T4

NUMDER STATINTL:

. SUBJECT: Hilitary Loave With Pa;} for Anmual Training Duty. .

IEL‘:ORANTI ‘ : 19 May 1947

EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED
1. DEFINLTION A | |
‘ Military leave is dofined os the poriod of loavo with poy fromn offie
cial cuty authoérized for thosc eivilian onployccs who aro rwnbors of the

Notional Guard, Officors Rosorve Corps, Coast Guard Roservo, or Navol
ond Harine Resorvo, on days on which thoy arc ongagod in tralning duty.

2. CONDITIONS FOR GRANTING 1iILITARY LTAVE

e lilltary leave is grentod only to "ropular" crployoos of tho
Unitcd Statos and of the Distriot of Colurbin, ns distinpuishcd from
torporary, substitute, and when aetunlly cmployod porsomncl,

: be - liilitary leave is granted for the purposc of training prospoo-
S s . -tive ncmbors of tho arnod. forcos of tho U.S. for notivo duty as outlincd
s in Chaptor L1-21 of thc Fcdoral Personncl llonual.

3, LURATION OF MILITARY LEAVE

as In genorsl, o maxirmn of fifteon (15) cdlondar deys military

leave "without loss of pay, tinc or officicney rating" roy bo grented
i . in ony ono calendar.ycar for sorvico with the organizations nontioncd
}  : abovos : o . ' .
‘ bs Vhon it is noocssary for an individual to seorve for o longor.
reriod, any timc in oxeoss of tho fiftoon' (15) days maxirun will bo
chargod os ammual leave or loave without pay, 6s detornined by tho
cnployce concorncds ‘ '

4. PROCEDURE

An crployco desiring nilitary leave should subnit o request to his
irmcdiato superior ‘on. Standard Forn No. 71, Appl:leutian for Lecava,
aodorpanicd by two (2) copics of his nilitary -erders. . Tho Forn No. 71 .

B togethor with tho nilitary orders will be forwarded through propor
TATINTL &+ chonnols to thel |and the leave will bo ro-
e ported on the TImE ana Attondanoo Roport, Form 1130, in the colurm narkod
"Othor" with tho notation "filitary Loave" plaeod in tho "Romarks" blocke

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: - STATINTL

ixccutivo for Forsonncl : SR
ond Adninistrdtion SRR

ATTACHUENTS: Nono

- DISTRIBUTION: A~ L - )
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STATINTL

ATINTL o ‘ : ‘ hot, later than 4130 pum. on the londay roumm '.h-

b B ‘ ' " oleau of each 1h day pay pa r.\ud.
b, Forn 71. Application for loave, must be socured and t.nmmuud wm.

Time and At.wnd.mua Roports for a1l dnnual leave in access of 12 duya or whon’
the leave oxtends from ono rnporu.ng reriod to e m:'t.. When siok Iuve i' :
covern a period in excess of three (ln.ya, a certificate of s phyaiehn or prlu~ ;
titicner will bo ruminhnd. Whon sick leavo covers a vislt tc [y phyaiei.nn,
dontiot, ocul.lut, tbn., thn timo of the visit and Lhn name and addreas of tha
dootor should b9 furnishad by the employee on Fom 71 or ina awwmont to Lo . ;
attached to Fom 1130, Tho lenve olork in the| | ri ATINTL

will poat w tho Tho and Attondanco Roports the annual and sick leave accum-.’

lated by vach or{:l;)yno in ncéoxdnnéo with "Regulations Rolating to Annual and ‘
8ick Loave of wa’nmnt. Smaloyoos (az amonded. Juns 26, 191.6,‘ offoctive Juiy 1,
1946 1L F. Re 7257)0, ‘

2, OQVERTINE

8. A1l work in excess of LO hours purforrwd during nno laak i1l be cone

slderad nv:rt..hm » if authorizod in advance by a raanonaiblo oﬂ‘lolnl of - the

Yeenah tn which pur!’omad. Ovnrumu for omployeos in urodun np Q.o and in-
© sluding tha baas pay of P=2 or. CAF=7 will ‘Lo uompensuwd at time And [} hnll‘ h :

providod such ovartime is approved in advance by tho Chiox‘l:| STAT|NTL
‘ ‘ Financo mvinlon. For enployuon 1n grades nbovo cho batie ‘pay of P-2.or CM‘-?.
H . S ! ’ " compunantory time off may be t\llowod in aooordnnco uuh the provls‘lona of

Publio Law 106-79!,)1 congman.

. Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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‘et porformod by urployeos in grados above P-2 or W-'h :
2+ Approved ovortimo worked by anployuos in ornden P2, W-'r mﬂ bolov "-' &
#i11 bo racordod on Standard Form 1130, Tino snd Amndnnu nopon, covering.
the pay parded ‘4n wideh purromod and tho dupuuw copy of Form 32-3 bclrln(
[ tha rpproval’of tho Chiuf[ | will'be attachod thareto for: Arans=
mittal to tho | ™o triplicate copy of Form 3243
may bo rotalnod by tho initiating office, - : '
3. NIZ:T DIFFCRENTIAL -

STATINTL
i STATINTL

; ‘ Yhonsvor ‘an omployuo porfoims a tour of duty botwoon tho hours of 6100 p.n.
) und 6:00 G, an addition of ).O% o!‘ hia base pay will W uumd. Tho ‘Hm i
: ‘ .md Attondanco Raport, 3tandard Form 1130, must. indicate the umployoa'n tonr .
! i 2L duty whonovor a night dll'foruptinl i claimod, g

L » i HOLIDAY MAY L

‘ Terde p:;rrormd on lwndnyu will bo cm.pox.anwd for ab dovblo umo How=
: . nvor, in viow of budgot nnlmuonn, prior approval sust bo cocurnd l‘m the -
ATINTL ‘ ‘ T Mdes l:loq Form -32::3, boforu any vitploy.a is roquonted tovrondor :
‘ v " rervicos on-a hol Wy : S ‘ )

5. DISTRIBUTION OF SALARY CIFCKS

u, - ¥alary ehunka will bo diut.rlbutad by tho ] -

ASTATINTL

-6 tho payment a.nd lonvu clorks’ of the branch, divilion, or otﬂco in whlch
|.lo individual ‘1s u.nployod. 4 list containing tho namos of tha omployaes and -

. ‘mvlm; apason donlumwd tor ntamtumn wlll accompany oach group of chocks.

: : ' I‘ho aigncd 1ists ovidanol.ng rucoipt of tho elwuka by tho omploycos muat bo ro=

e - ' b burned to thu: tamodiatoly upon doldvory of tho “chooks. - lmdnnvomd ';

' Ch chaks uccompnniod by a memorcndum stating tho Tuason for non-dolivery uult bo .

STATINTL

: rutumad at. tho eum umn. In t.hono tn-t.aneol mro un ouploy\u s nmm.

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

S DTS‘P“T'\J“"I: ON (F SAlRY C_m 00'\!-“
Do Bxtroma care mmst bo oxerotved hyp’lynn@]lnd‘l

3
o
-

\'!clntcd.

8, L“‘L"’!‘.ﬂ'}l.‘.!. ..'.\' :
Brplaywos wha an tormdnated wl\l do plld in IWBM wi

RS l*'w\nt Act™ Tha mo\mt of ﬂml pa,mm. wm
S imforation Togarding tha 1Mt wm'\thu &ly and ‘l.hm A00rUGA Annual JoRw0 ‘B
< on tho porsonnal action Q,nmlmkw l.ho omlw‘

b, No omplovce t.mnsx‘arrhu 6ut.‘ot.'o’l-"holn.g‘ iaﬁlmha' Tl this agen
#hall ba glvon final oloaranca lnd/or fina): nlm pwwt \ml\ 11 mondo

must o inltiated Ly the c:plc:;im office, eloamd vith t:n amno

| . : in advance, auch as huol\ml. aecurlw,| )
Ry P B S T — T
ATINTL ‘ |:|mrom final pmmn\. 1s mados PR

Colonol, CAU .
hacuuw for Pavrsonwl -
. dmlnlnmuon
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1 CONFIDENTIAL . oopy no, 102
, : ) L
) x/({,_,f)‘.-v'}-"’/‘,.Ar‘u(w'm:ut . ot
CENTRAL INTELLIGENCE GROUP A
Washington, D. C. T -
HEMORANDUM _ ’ 21 March 1947

NUMBER '
- SUBJECT: Time, Leave and Pay'Reg\ilatio_ns‘ - Unvouchered Funds

EFFECTIVE UNTIL 30 JUNE 1947 Ul‘iLESS SOONER. RESCINDED

1, TIME AND ATTENDANCE REPORTS

8+ It is required that Time and Attendance Renorts for each
regular ‘civilien employee paid from unvouchered funds be main=
tained by emch Branch, Division or Section, on.Standard Form
_ No. 1130, in duplicate, while such employees are located in the
Continental U.S.i. There must be entered upon Stendard Form 1130
the number of hours in pay stetus, the annual leave, sick leave,
or leave without pay chargeable for each 28 day pay period. The
original copy of these revorts rust be forwarded to the
UT not later than 4:30 peme on v
Llonday following the close of each 28 day pay period. The dupli-
cate copy will be retained by the orlgmating offlce.

be  Form 71, Application for Leave, must be secured' and trans~
mitted with the Time and Attendance Reports for all annual leave
in excess of 12 days or when the leave extends from one reporting -
. period to the next. Vhen sick leave covers a period in excess of
three days, a certificate of a physician or practitioner. will be
furnisheds Then sick leave covers.a visit to a physician, dentlst
‘oculist, etcs, the time of the visit and the name and address of
the doctor should be furnished as an . attachment ‘to Form 1130,

ce For envaloyeas devartmg for overseas o.ss:.gnments, Form 1130,
Time ond Attendance Report, shall be forwarded to the|
| |not later than 4:30 on'the day Tollowing the
- “departure of the individual from "mqhmgton, with a notation thereon
that the employee has ‘departeds Time and Attendance reocords Ffor.
employees outside the continéntal limits of the U.S.fi. will be
governed by the procedure set forth in |
Account:.nb Procedures" dated . October 19464

ds. The Leave Clerl in the | )
~will post to the Time and Attendsmcc Reports, the annual and sick
leave accumulated by each employee in accordance with "Regulations
. Relating to Annual and Sick Leave of Government ‘Employees (as

anended Juno 26, 1946, effective July 1, 1946 - | | 25X1A
(b8) . CONFIDENTIAL

25X1

25X

- 25X1

95X1

i
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o CONFIDEN TTAL

‘-2 -

2. OVERTIME

ne  All work . in excess of 40 hours performed during one
weel’ will be considered vortime, if authorized in advance by .
a responsible official of "the branch in which performed. . Over=-
time for employees in grades up to nd including. the base pay
of P-2 or CAP-7 may be compensated at time and one-half, pro-
. vided such overti j roved in advance by the Chief of
1 ‘ S the ' :For employees in grades above the

: base pay of P-2 or CAF-7, compensatory time off may be allowed

in accordance with the provisions of Public Law 106 - 79th ‘
~Congress. . SR

be . Requests for the approval of overtime in grades P-2 and '
, CAF-7 ond bolow will be submitted to the Chief ] | - 25X1
1 . _ o in detail and in triplicate on Form 32=3; beoring the ‘

Te of the Chief or the Administrative Opficer of tho

Branch, Bivision or Seetion initinting the request. . Upon re- ' . )
ceipt of Form 32-3, the Chief of the | [wili, 25X1
if appropriate; enter his approval on all three copies and return - :
the duplicate nnd triplicate conies to the initiatinr officer.

_ s . the original copy being forwarded to the | | -+ 25X1
1 : . | | No reguests should be submitted %o the Chief of »
1 . : the | for approval for overtime to be per- :

formed by employees in grades above the base pey of P-2 or CAF=T7.

ce ' lpproved overtime worked by employees -in' grades P-2 or
CAF-7 ond below will be recorded on Standard  Form 1130, Time and
Attendance Report, covering tho poy period in which performed and
o duplicate copy of the Form 32-3 bearing approval of the Chief, .
1 I - [ |will be attached thereto. upon transmission

To _‘thol | Tho triplicate copy ‘ 25X1
of For: -5 may be rotained by the Initlating officer, = o o '

: d. Compensation for approved ovortime worked will be made to =« .|
tho employces in grados P-2, CAF=7.and bolow at the cnd of theo:
28 day poy poriod immediately following the 28. day pay period in

- which the work was porformed. .. : :

es HOLIDAY PAY
Employees assigned to -duty on holidays designated by

Exccutivo Ordor por Scetion 11, Public Law 390 will receive come
pensation at double time rates for such duty, However, prior

SRNTER f O approval must be secured from the Chief of thd | 25X1-
1 : [ :I"nflﬂorm 32-3 in nccordance with the procedure outlined R .

under 2(b) above,

L . S}

 CONFIDENTIAL =~ S
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Ry CONFIDENTIAL

-3 -

4, DISTRIBUTTON OF SALARY CHECKS.

. Be  Snlary checks will be picked up by o designated clerk
of the Branch, Division, Section, or Unit on the londay following
the close of each 28 day pay period botwéen 11 aume and 4:30 Pemms
The designated clerk will sign for all ‘chocks given to him for
distribution. .IHi¢ may retain any undolivercd cheocks -for s maxe
irum poriod of 5 days if it is known by him that he will be able
to deliver said chocks within that period.- Any cheoks that oconnot
. o delivercd shall be roturnod o tho| | 25X1
! : with a memorandum of oxplanation, ‘ 1

be: It is understood that by virtuo of necessity, cortain :
special casos may requirc individual handling with regard to the
dolivery of individual pay chocks. In such instances thc dotails
of . the dolivory may be worked out by the individual employce and

H : ' L thc| |with the Jnowledge and - conourrence of
the Branch, Division, Soction or Unit in which tho cmployco is
working. . ‘ . : : L s

ce The designated clerk chargod with the responsibility of
dolivery of checks must exercise extrome care in the handling
thereof in order that they may not become lost and thot seocurity
mnay not be violated, ‘ .

. P | 5. TERMINAL PAY °

fe’ Empldyoes who are terminated will be paid in accordance with
the "Lump Sum Payment Lot", L

bs Mo employeo paid from Spocial Funds who is terminating his
" service with this organization shall be given final clearance sndfor . = e
. final salary payment until therc is on file with the| [ - 25X1
1 g : - final clearance form indieating that he has no. liability ...
' to the organization for any proporty or oporational monies assigned T -
to him during his employment, P , o

25X1A.

- FOR . TIE ‘D‘IREGTOR' OF CENTRAL INTELLIGENCE: .

v

‘ . k Bxecutive for Personnel L
ATTACHKENTS: Nome -~ ond Administration - i

" DISTRIBUTION:" A

. CONFIDEWTIAL ~~ = = R

" Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




%fk/ W//a‘i_ de/

@Q/V?JM

A
/a,efc, '

o—

m s

Fr

e

D7D

Z

z=

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

CE‘\I"RJL INTELLIGENCE AGENCY
. Washington, D. Ce

/DUTNISTRATIVE THSTRIGTION - Sl fugest 1908
NUKBER v ST P :

SUBJECT:V .&bsence‘""for:regis‘tration‘and voting. - s
: - 1le  The f.‘oilovn.ng a'nﬁéunce'llcnt from 'th’ﬁKgl be House is gnoted

for Lhe 1niormatfe§ and ;,ul\lc-nce of all coffcerneds

STATINTL

2. "In so. iar\as may be ora("‘bj cablg without 1nuerher1ng ser:.ouslv
with production, Pmpl\eye.as who desire t¢p vole at communitiss where they
maintain voting residenge, except wherd voting by absenteg ballot is
permitted, will be excused for that pyrpose without charge to lweve
for a reasonable time on all election. days. I"ur’chbr, empleyess who |
will ou voting in ,jurisdi??"tq\ons which require registration in person
Cwill be excused. for that purppse withont charge tw leave for a ruason—
able time during the registration geriods specified by the jurisdiction
in which they will vote. Such a.u thorized abserice should not exceed
‘the time actnally reguired to vole or register, as the case may be,
and in no event should it exceedfone working day for each elestion -
or registration period. N, s
. . %
. . kY
‘"In these cases when urmlofy*ee r'e,qur:sts '1dditlonal leave
~for voting or registration \;I}Zch will r‘aquuc ionger than one' day.

in-order to enable him to gofte his lcgal residence to vote or
register, psrmission will by granted wm'nwcr practicable and the
‘period of absence. in xwmss}iof one day willy L be cinarged to annual
~leave or, if annual leave fs eyh ustrm, to 1eave without pay..

"This lc.tt!-'r supgi'sedes “that on the s;‘rrf, subject addressed -
- “to the Heads of Executlv Departments and Agenches by William He
" McReynolds, “ummlstratwe assistant to the Pr‘“s1ue*‘t, October 12, 19}4h. :

«

'y,

"

/s/ DONAID.S. mwscw
Administrative \Sa.LSf- nt

X g
Sy,

S ‘;;F‘ » N ; ~to Tht Pres:z.dc,nt“ : ) o STATINTL
“OP 'IhE DI:“LFC’R‘RAQF CENTRAL I luuL.LGENCE I N P '

g

/

8

: Executive for
Administration and. ;\mna{re.nent

]
. I3
DIS IRTE TLON: ; A11 CTa wnployu,s
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CENTRAL INTELLIGENCE AGENCY
. Yashington, D. C. P{/q
v i !

ADMINISTRATIVE INST] July 1949 ‘
0. e goﬂ Rl Th STATINTL
- o S e STATINTL
SUBJECT: Holiday,\xpvertime and Night Differential Compensétion; ‘ l
Compensatory Leave, : S :
Y

s
o
A
rd
Y

1, Autherization‘and approval of holiday and overtime work shall
be made and granted on én hourly basis, Accordingly, payments for holi-
day and overtime work or'the recording of leate teken in lieu of overtime
compensation will be made “ijbr each full hout of servide actually rendered,
Leave may not be taken in lgieu of hol_idg.y’ compensation,
. % . e v ' Lo

2e Payment of night differentipl will be made for each full hour of
service rendered between the Hpurs/d’f 6:00 PM and 6:00 AM (Standard Time),
and no payment will be made fo:"‘tya/fractional portion of an hour, .

3. The intent of this I:sftfli;.ction is to establish uniformity in the
authorization of and payment'for work performed., It shall be the respon-
sibility of officials within the bg\spches and offices to insure that their ‘
employces work full héuzl}s" of duty iri%«?rder that compensation due may be “S'i'ATINTTL

granted, ‘ \
ke Sections 16%7@1«1 18, AdminisStrative Instruction|  |dated
22 April 1949, and Ahe Night Differential“Table attached theroto, are here- v
by- amended to:the fextent of compliance witliﬂ:&phe foregoing,. - R
-5,  This s'truction‘shan become effective 2L July 1949, , .
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ) . STATINTL
T iExecutive - s S0 " ‘
SN STATINTL

Approved F_pr 'Rélease“2003/01l1‘7v : 6|A-RDP81-00728R000100010043-6'




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

e : CENTRAL INTELLIGENCE AGENCY ‘ P
- Vi ' . . " Washington, D, C. : C :
- ADMINISTRATIVE INSTRUCTIO! ‘ ' 30 September 1949 °
- NO. o ‘ i
STATINTL
SUBJECT: Holiday, Overtime, and Night Differential Pay and ; P
. ) Conpensatory Leave . ‘ STATII\‘;ITL
RESCISSION: Administrative Instruction No dated 14 July 1949 ‘
STATINTL

‘ 1, Paragraph 1b, of Adninistrative Instruction I:Idated )
22 April 1949, is amended to read as follows:

"Entries on Standard Form No, 1130, Time and Attendance
Report, indicating the time of day en employee worked, shall
be Standard, Daylight Saving, or other, depending upon the time
observed locally when the work is performed."

2, Holidey and overtime work shall be authorized and approved
for whole hours, Payment for holiday or overtime work will be computed
for each whole hour of work. Leave in lieu of overtime compensation
will be recorded for ‘each whole hour of work. Leave may not be. taken
in lieu of holiday conpensation,

, 3. Night differential pay is authorized for each whole hour of .

" work between 6:00 PM and 6:00 AM (Standard, Daylight Saving, or other,

. depending upon the time observed locelly when the work is performed).
This provision shall be retroactive to 7 Septenber 1949 in compliance :
with Public Law 288, 8lst Congress. : STATIN{'TL

v b Thosc f paragraphs 16, 17, and 18 of Administrative
Instruction Ng dated 22 April 1949, and the Night Differential
er

Tabla attachcd eto in conflict with this revision are rescinded...

FOR THE DIRECTOR oF CENTRAL INTELLIGENCE ‘ .
| | 'STATINTL

Executive S S

© DISTRIBUTION: 4.
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..........

CENTRAL INTELLIGENCE AGENCY
-Washington, D. C.

ADMINISTRATIVE INSTR 30 September 1949
No. o STATINTL
SUBJECT: Holiday, Overtime, and Night Differential Pay and STATINTL

Compensatory Leave

RESCISSION: Administrative Instruction No. : dated 14 July 1949
C , STATINTL

1. Paragraph lb, of Administrafive Instruction\:’ dated
22 April 1949, is amended to read as follows:

P " - . MEntries on Standerd Form No. 1130, Time and Attendance

! ' Report, indicating the time of day an employee worked, shall
be Smndurd Daylight Saving, or other, depending upon the tine
observed locgl]y when the work is performed,"

2, Holidey and overtime work shall be authorized and approved
for whole hours., Payment for holiday or overtime work will bé computed
for each whole hour of work., Leave in lieu of overtime compensation

: - will be reecorded for ecch whole hour of work. Leave may not be taken
i in lieu of ‘holiday compensation. R :

3. Night differential pay is authorized for each whole hour of
work between 6:00 PM and 6:00 AM. (Standard, Daylight Saving, or other,
depending upon the tine observed locally when the work 1is performed).
This provision shall be retroactive to 7 September 1949 in compliance
with Public Law 288, 8lst Congress. STATINTL

be Those of paragraphs 16, 17, and 18 of Adrinistrative
Instruction Nod dated 22 4pril 1949, and the Night Differcntial
Table attached thereto in conflict with this revision arec rescinded.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE ¢ Yo STATINTL

Executive

DISTRIBUTION: A,
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; ¢ -
CENTRAL INTELLJLGENCE AGENCY
Washington, D. C.
* ADMINISTRATIVE INST& B : 1 July 1949 STATI‘NTL'
R[N : . ‘
SUBJECT:  Holiday, Overtime and Night Differential Compensation;
Compensatory Leave.

‘ "1, Authorization and approval of holiday and overtime work shall
be made and granted on an hourly basis, Accordingly, payments for holi-:
; day and overtime work or the recording of leave taken in lieu of overtime
: compensation will be made for each full hour of Service actually rendered,
, " Leave may not be taken in lieu of holiday compensation, ‘ '

-+ 2. Payment of night differential will be made for oach full hour of
service rendered between the hours of 6:00 FM and 6:00 AM (Standard Time),
and no payment will be made for a fractional portion of an hour,

3o The intent of this Instruction is %o establish uniformity in the -
authorization of and payment for work performed, It shall be the respon=
sibility of officials within the branches and offices to insure that their _
employces work full hours of duty in order that compensation due may be :
granted, Co ‘ ‘ STATINTL .

' 4e Sections 16, 17-end 18, Administrative Instruction :| dated
22 April 1949, and the Night Differential. Table attached thercto, are here=
by amended to the extent of compliance with the foregoing, :

5. This Instrucﬁioh shall become effective 2k July 199,

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:‘

STATINTL

‘Bxecutive

DISTRIBUTIQN s A,
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CENTRLL INTELLIGENCE ,GENCY
Vashington, D¢ Co =~

/DMINISTRATIVE INSTRUGTION

) Lwgust 1948
NUMBER. : - ’
: — | STATINTL
SUBJECT: = absence for registration and voting.
: 1.  The fallowing announcement from the White House is quoted. R b
for the information and guidance of all concerned: '

. 2. "In so far as may be practicable without interfering seriously
with production, employees who desire to vote at communities where. they
maintain voting residence, except where voting by absentee ballot is
- permitted, will be excused for that purpose withoub charge to leave

Lor a reasonable time on all election days. Furtherj employees who

will be voting in jurisdicticns which require registration in person

- will be excused for that purposé without charge to leave for -a reason-
able time during the registration periods specified by the jurisdiction
in which they will vote. Such authorized absence should not wxceed
the tine actually requirsd to wote or register, as the case may be,
and in no event sheuld it ,exceed one working day for each wlection
or registration period, ‘

"In these cases when an cmployes: requests additional leave
For voting or registration wbich will reguire longer than one day
in crder to ¢nable him to go to his legal residence to vote or
register, permiszsion will be granted whernever practiceble and the

o period of absence in excess of ons day will be charged to annual .
L ‘ Jleave or, if ennual leave is exhaugted,  to leave without pay.

o

"This letter supersedes that on the same subject addressed
to the Heads of Executive Departments and Agencies by William H. N
. McReynolds, Administrative .ssistant to the President, October 12, 19k,

* /s/ DONALD S. DAWSON
Administrative issistant PP
& oad " L
Do to the President  STATINTL
FOR ME DIRECTOR OF CENTRAL INISLLIGENCE s :

LXECUTIVE I0T .
«dministration and Management

'DISTRIBUTION: A1l CTA employecs

TR T T T e LU

e S
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STATINTL

. S - o Rt o .’z}f*i(‘lﬂfj
" CENTRLL INTELLIGENCE .AGENCY b . ‘
Washington, D. C. :

- ADMINISTRATIVE THS TRUGTION : - ‘)4 wgadt 1948 e “

- MUMBER:
‘ STAT [ NTL

i : SUBJECY’EI‘:_ absc,nco for reglst‘catlon and: votlng.

1. The lelowmg announcement from the White ‘{ouae is quoted
{or thz, information and g,uldance of all concerned:

2, "Inso far as m? r bo urar'blcablc vithout 1ntenering smrlouslv
fw:.th production, employess who desire to vote at communities where they
" maintain voting residence; except where voting by absentee ballot is
_ permltted, will be excused for that purpvse without charge to leave
for a reasonable time on all election dw S Further, empleyegs who
~will be voting in Juri.»dlctmns which r(aqulre registration in person
‘will be excused for that purpose “without charge to leave for d ruasons
"*blc= time during the registration periods specified by the jurisdiction
in which they will vote. Such authorized absence 5hould not exceed
‘the time actnally req dirsd to wote or register, as the case may be,
and in no event sheuld it exceed one worlrlng day for each (*l(."'thl’l
or: Yegistration pamod. :

i -
!

"In these cases when an emnpldyee. reques ts addtional leave
for voting or registration which will require ionger than one day
in crder to enable him to ge to his legal residence. to vote or

‘ - register, permission will b:- granted whenever practicable and the
o U period of absence in uxcess of one day will be charged to annual:
ST ‘leave or, if ‘annual lpavu is exhausted, to leave withoub pay.

Ll Phls 1c,tte=r ‘%hp(‘l"‘f’de that on the same subject addressed .

b 0 o to the Hea ds of Executive Departments and Agencies by William H.
e “"McReynolds, idministrative 4&55",St"rlt Lo the Pmsuze’m, October 12, 19.411.

GO ey /s/ TONALD S. DANSON
N : Administrative uassistant ‘ e
. to the President" b e

T L ‘ s . STATINTL

I‘OP THE DI'%EC'IY"R OF CF‘NT&LL IN'lhILIuENCE

Executive for —
Ldministra LJ on and Management

' DISTRIBUTION: 411 CIi employecs
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& - G DRAFT PRLI’ARLD BY BUDGET OFFICE
k 3 } . L S } . 9 5

% ADKTNISTRATIVE INST ) ' ‘ '
sy o "
. M o,
o ‘ STAfINTL

SUBJECT: ,Time, Leave, and Pay

; Recis‘s'ion:" Paragraphss.‘f and /lé’ Arhninistratiwfe Instruction Zo

= 2y, 'STATINTL-: ‘
" ‘ |:|dated 22 April 1949, ' '

//.’/ In accords.nce with Deczsu.on of ‘the Comptroller General,

: NO B~83881 da.l:ed 17 March 1949, the ragulatlons contained 1n-&e¢tﬂ:ean(
and

)ng, Administrative Instructlon dated 22 April STATINTL

1949, are resclnded and ‘bhe following substituted::
"f. Annual leave programs will be planned in advancse

and scheduled 50 as not to impair the efficiency of operations,

Supervisors. responsible for approving leave will assure that
employees are afforded an opporﬁunity to avail themselves of
earned annual leave, An employee may be pl‘aced on annual leave

in any case in which the supervisor responsible for approving

‘ leave cons:Lders it des:Lrable from an ofi‘lclal sbandpomt

| Emnlovee.a scheduled for 1eave durn.ng; periods not desired by
‘them may slect %o refuse such leave perlods, but refusal may :
result in forfeltura oi‘ that amount of annual lea.ve whlch is in ,v

’ excess of the maxmum that can be carr:.ed forward into the
succeedn.ng yea.r." v | |

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

| STATINTL -

. Executive

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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Administrative Instruction ' : ’ DRAFT
No. ' ‘ ‘

' CONCURRENCES s

‘ Perﬁonnel Officer_ / L/C?,

General Counsel | 7 2f 7 ?

25X1A

Budget Officer |
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. . ; : : Py /Execuhvo Roglstry

W X .
o -5_3‘..‘\. H

7 July 1949

MEMORANDUM FOR: THE EXECUTIVE
SUBJECT: . ANNUAL LEAVE

‘ l. If it has not already come to your
attention, & recent Decision of the Comptroller
General, No, B-83881 of 17 March 1949 (28 c.a.
526), is of interest in comnection with the
published CIA annual leave policy.

2+ In effect, the Decision states that

an employee may be placed on annual leave in any

case 1n which the administrative office considers
. it desirable from an official standpoint. A
“.specific instance is the case in which an employee

mey be placed on annual leave without his consent
- when work is slack in his particular activity,
~but which is not sufficiently so as to warrant

complete suspension of those operations,

LAWRENCE R.. HOUSTON
. Genersal Counsel

, cc: ,Personnel Officer

N e crrms srere s
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4\@ iy - o \ ] ‘“""‘:{} . . ’
b . CENTRAL INTEILIGRNCE ACENCY, . . . ..

" Washingtony D. O,

ADMINISTRATIVE INCM :

. NUMBER

S 17 November 1948
. / i STATINTL
S - STATINTL

, \
JBJECT: 'Leoal Holmays -
Paragraph 15, Adm: nlstrntlve Instruction I_’__Ll dated 2/, June 1948
changed to read: as, follow S F,
o ’ ‘ ) o g v
154 Holldaxs : \\ S : A
; : - “u' i Loy

as: WOrk t.o be performed ona hol:.day for which hollday pay will
be granted nust be autﬁ‘orlzed end approved in advance in the .szme. way
"as for overtime work andypay as showm in 14 above, An employee can

only be excused or paid h’olldfty rates for that portion of his tour of
duty which actually falls W1th1n the 2/,-hour heliday period, and not

to exceed 8 hours. N .

D72-22 fpge fce

N

b,
Holldays :

1 Januery
: 22 February ; .
30 May P -

4 July fooy

. Firgt Monday, of; September
11 Noverber
Fourth Thursday

25 December /

t-’

of Novem ber
R

5,

By

DRI T 4,

@
(a)

(1) The followmy days nro establlshed by law as Legal'

- STATINTL

New Year's Day
Washington's Blrthday :
Memorial Day
Independence Day

Labor Day

Armistice Day

-~ Thanksgiving Day v ;
- Christmas. ST S e

N The %ollow:mg M\nday w11
‘as the hol:.dav; and non-work day. by’the employees whose

4
H regular work - week is Monday through ‘E\'mday :

‘ A
Whenevor any of the above Holidays fall on Sunday -

e offlcmlly observod

Y

s i,
i e ini .

f’ .

e (b) Sunday will be officially oBscrved as the hollday R b

i and non—work day by employees whose rogular worlf week :mcludes R

: o Sunday. . . : ‘3, .

. (3) Wben 8 Legal Holiday falls on Saturddy, there will be no
additional non-work day unless proclaimed by the President as -
1nd1cated in (4) below. FERSRT G B, L IEEIE TR
2 (4) Hollday provis:Lons other than those spe01f1ed by law J

are’ announced by Presidentlal Proclamatlon. Employeu.s will be

. 'Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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Ber
el

officinlly notified of holidays proclaimed by the President
immediately upon receipt of the official announcement. ’

'FOR THE DIRECTOR OF CENTRAL INTELLIGEWCE:  STATINTL

Executive for. =
-Administration and Menagement:

DISTRIBUTION: 411 CIA employees

g8 9L sLANws
HONVYE SONN4 VI03dS
QAERY

2

o _a_w'_.;;wﬂzmrﬁ!uﬂf-m !
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CEWTRAL INTELLIGENCE AGENCY
Washington, D.C.

ADNINTSTRATIVE INS'% e 9 August 1949 STATINTL -
- NO. : BRI ’;

SUBJECT: = Time, Leave, and Pay
S , — ’ : o . - STATINTL

RECISSION: Par 8 3. £ and 3, g, Administrative Instruction o
No dated 22 April 1949.

. £ th relle : - '
In accordance with Decision of the Comptreller General, No STATINTL .

B-83881L dated 17 March 1949, the regulati in paragraphs
3. £, and 3, g, Administrative Instructio ated 22 April
1949, are rescinded and the following substituted:

"f,” Annusl leave programs will be planned in advance and
.scheduled so as not to impair the efficiency of operations.
Supervisors responsible for approving leave will assure that
employess are afforded an opportunity to aveil themselves of
earned annuel leave, An employee may be placed on annual
leave in any case in which the supervisor responsible for
approving leave considers it desirable from an officiasl stand=-
point. Employees scheduled for leave during perieds not
‘desired by them mey eleet to refuse such leave perioeds, but ‘
refussl may result in forfeiture of that amount of annual leave
which is in excess of the maximum that can be carried forward
into the succeeding yesar." ' v

~FCR THE DIRECTCR OF CENTRAL INTELLIGENCE:

STATINTL

Executlve

DISTRIBUTION: A'° € . .
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 STATINTL
v Sy : ‘
- . CcENTRAL II\:’IEuLIGFNCE AGENCY AT
-7 ool L ~ Washington, D. C. - SRR R .

_ ; v S YRR
ADMINISTRATIVE INS@ o R 17 November 1948 "{/ . / ¥
NUMBER. s STATINTL
SUBJEGT' Legal Holldays ‘ R ‘ o » “STAT1NTL

Paragraph ‘15, Adm:nlstratlve Instructlon [::::::] dated 24 June 1948,
is;Ch&nged to read as: follows: C

15. Holidays
a. Work to be performed on & holiday for which holiday pay will
be granted must be authorized and approved in advance in the. same way
as for overtime work and pay as shown in 14 above,  An employée can
- only be excused or poid holiday rctes for thet portion of his tour of:
duty which actually falls within the 24-hour holiday period, and not
to exceed 8 hours. TR

b, (1) The following da"s cre established by lav as Lopal o

Holndays"
1 Januﬂry - New Year's Day
o , : 22 February - Washington's Blrthdny
.. : , 30 May - ‘ - Memorial Day
' ‘ 4 July - Irdependence Day
First Monday ‘of September - Labor Day,
11 November: - . - Armistice Day:
Fourth Thursday of November - Thanksgiving Day -
25 Decombor S Christmas-

A (2):'Wh9never any of the above holldnys fall on Stunday =-

(a) * “The followmng Mowday will be offlclally observed :
as the holiday and non-work day by the cmployees whose
'regular work week is Monday through Fr;day

(b) = Sunday will be offlcially observed as ‘the holiday
and non~work day by employocs whose regular work wnek 1ncludes
Sunday._ .

(3) When a Legal Holiday falls on ‘Saturday, thore‘w1ll be no
* additional non-work day unless proclalmed by thc President as :
indlcated in (4) below, . ,

"~ (4) . Holiday provisions other then truse spec1f ed by law
are announced by Presidential Proclamation, Employees will be - - .-

Approved For Release 2003/01/17 :-CIA-RDP81-00728R000100010043-6 -
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BT of ficially notified of .ﬁqlidays;vp';‘rdciaime& by the President o 3 ’
' :Urmdmtely upén receipp' of ‘the off_"lcial'an.."iou,‘rzl‘cevment.- b S'Il' ATINTL.
"FOR THE DIRECTOR oF CEN’I'RAL INTELLIGENCE: ) ' i
b L . Ixecutive for .
i . Administration and Management
? DISTRIBUTION: 411'CIA employees
| e
|
|
, )
| \ ‘
3
A o
j
’ -2
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' CENTRAL INTELLIGENCE AGENCY
Weshington, D.C.

ADMINISTRATIVE INSWT| o 9 August 1949
No. .

STATINTL
SUBJECT: - Time, Leave, and Pay ‘ '

RECISSION: Pﬂreﬂﬂlf £ and 3. g, Adninistrative Instruction STATINTL

No. ated 22 April 1949.

STATINTL
‘ In accordance with Decision of the Comptreller Generel, No, = S
B-83881 dated 17 March 1949, the reguldationg c led in paragraphs

3. f, and 3. g, Administrative Instruction ‘dated 22 April

1949‘, are rescinded and the following substituted: : .

"f,  Annual leave programs will be planned in advance and
scheduled so as not to impair the efficiency of operations,
Supervisors responsible for approving leave will assure that
employess are afforded. an opportunity to avail themselves of
earned annuel leave. . An employee may be vplaced on annual
leave in any case in which the supervisor responsible for
approving leave considers it desirable from an officigl stend-
point, Employees scheduled for leave during periods not
desired by them may elect to refuse such leave periods, but
refusal mey result in forfeiture of that amount of annual leave
which is in excess of the maximum that can be carried forward
into the succeeding year.“

'FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

STATINTL

kxecutive

DISTRIBUTION: A -

T
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L SUBJEGT: Legal Holidays

g changed bo.reed as: follows: T,

15, HQ; da; rs'“;

to exceed 8 hours.

Holidays:

) 1 Januery
L _ . i 22 Februnly
! . 30 May
b ‘ ‘ 4 July
First Monday of September
11 Novenber
Fourth Thursday of November
25 Decembcr

Sundayu

1nd¢cnted 1n»(4) below,

@lm ,;vw'/&‘

e

ADMINISTRA'[‘IVE INSI‘RUu e e
NOMBER o T

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

.17 November 1948

Paragraph 15, AdmznlstratLVe Instructlon No.[::::]dated 24 June 1948

- Work® 6 ‘b’ performed on a hollday for which hollday pay will
be gran ted must be authorized and approved in advance in the. same:yay
as for overtime work and pay as shown in“1/ ‘above, An employee can
only be excused or paid holiday rates for that portion of his tour of -
duty which actually falls W1th1n the 24~hour holldav period, and not

b, (1) The following days sre established by law as»chal o

- New.Year's Day

- Washington's Birthday
~ Memorial Day

-~ Independence Day

- Labor Day -

- Armistice Day

~ Thanksgiving Day
Christmas

i

(2) Whﬂnevcr any of the above holidays fall on Sundav -

(a) .The followwng Monday will be offlclally observed -
. as the holiday and non-work day by the employees whose e
regular work weeP .is Monday through Fr;daJor

(b) Sunduy w1ll be offlcially observed as the holidayf

;}t;f' : _,'-"f _' and non-work day by~employees whose. regular work week ineludes

ol s Rt (3) When a Legal Hollday falls on Saturday, there will be no
. : - additional non-work day-unless proclaimed by the President as

(4) .Holiday provis1ons other then thove specifiéd'by’law
are announced by Pre51dent1al Proclamatlon. Employees will be.

STATINTL |
STATINTL |

“STATINTL.

1
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) I A .

officially notified of holidays proclaimed by the President PEE

: .7 Jrmediately upon receipt of the official announcement. : SRR

. FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: - =

. —_ ZXscutive ror : !

i : B : , - Administration and Menagement : :

LR T i S e STATINTL :

DISTRIBUTION: . All CIA employess ;
2= '
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STATINTL Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6



Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

CENTRAL INTELLIGENCE AGENCY
[ _ Weshington, D. C.
. p /”} L N ‘w“\\; ‘ - o
. ? A
‘  ADUINISTRATIVE 'Ipr/srz ! 27 October 1949 .
: No. /] [ : - STATINTL
B SUBJECTs Inn:to\for ParteTine Mploybu. '
le In aoaoirdgggg,_mitﬂ Publio Inw 516, 81st Congress;, effeoti.ve
| 5 October 1949, ‘part<time employees, for wham there has been estabe
‘ 11 shed o regul&r tour of duby oovering not leas than five days in ’
; any administrative workweek, will asorue one hour ‘aanuel leave for
' every 10 houra of duhy. and one hour of aslek leave for every 17 hours
of dutye STATINTL
© e Paragraph l4a of Administrative Instruction I:I dated
22 April 1949. is resoiudeds
: FOR THE DIREGTOR OF CENTRAL‘ INTELLIGENGE: . :
i ‘ STATINTL
( EXeoutIve
DISTRIBUTIONs A
A M %

' Approved ForReléase'zooslm‘/w:clA-RDP81j-oo,728Rooo10’0010043-6" R L
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)f}u L him : v ! ,w;‘.?“ ) ; . ’v S e e o e N
CENTRAL INTELLIGENCE AGENCY o
v o ‘ Washington, D. C.
* ADMINISTR.ATIVE\INSTRUCTION . s 28 Jenuary 1949 :
NO. . : B P : ‘ o
- : R | 5 e ‘ . STATINTL
SUBJECT: Time, Lesve and Fay (Officinl Working Hours) ‘ 3

i . : ‘

The officianl woi-kir‘i‘g\ hours for r.a.ﬁllﬂ activities of the Central Intelli~

- gence agency. are from 0830 "t,.,o\ 'l"/‘QQv.-"l:x’ours , Mondsy through Friday of each

iy g

weck, These hours provide fort\,,".""thirty minute luncheon period; STATINTL
. : ,.ff N, - e ' ‘ . e
FOR THE DIRECTOR OF CEN;TRAL TN\TELLIGENCE:
S . ~ Acting Executive
;"‘iv '
T OM . V } ‘ o o ,‘ :
.DISTRIBUTICR: Aj.l 014 Employees, ‘ R »STATlNHTL'

VoA

e /_:\S“Gf/y// Z*[:‘ Fue

i A |
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STATINTL
L"‘-, ' :}-‘Tl : : . : VI' o ) .
N | 0CT311949 < )
- CENTRAL INTELLIGENCE AGENCY
: : . : Weshington, Ds Ce
- ADMINISTRATIVE INSTRUCTION ‘ . 27 October 1949
 WOe' - ~ = AN ‘
i ‘ - L STATINTL
4 SUBJECT: Leave for Part=Timo Employces. , ‘
. I ,

1., TIh accordance with Public Law 316, 8lst Congrossy effective
5 Qctober 1949, partetime empléyees, for whom there has been esbab=
lished a reguler tour of dubty covering not less than five days in
any administrative workweek, will accrue one hour ennual leuve for
avery 10 hours of duby, and one hour of sick leave for every 17 hours
of dutye : ‘

22 April 1949, ig rescindede
: . : : STATINTL
'FOR THE DIRECTOR OF CENTRAL INTELLI GENCE:

BExecubive

DISTRIBUTION: A

2. Paragraph 14o of Administrative Instruction I:I dated

STATINTL
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CENTRAL INTELLIGENCE AGENCY - | s
Washington, D. G,- . L |

- [ . ADIINISTRATIVE INSTYTI o : © 27 October 1949 -
R 10a _ o o : .

STATINTL

SUBJECT: Leave for Part=Time Zmployces.

le 1In actordence with Fublic Law 316, 8lst Congressy effective
5 October 1949, parte-time employees, for whom there has been estab=
lished a regular tour of duty covering not less than five days in
any administrative workweek, will accrue one hour annual leave for
every 10 hours of duty, and one hour of sick leave for every 17 hours

of duty. - STATINTL

2+ Paragraph 14a of Administrotive Instruction No dated
22 'April 1949, is réscindede ‘ ’

FOR THE DIRECTOR OF CENTRAL INTELLIGEMCE:

STATINTL

Executive - :

DISTRIBUTION: A




STATINTL
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- STATINTL

3 : . i . -

R

Y

CERTRAL INTELLIGENCE AGENCY | of [ ,;,/t/f

Washington, D. C.

ADMINISTRLATIVE INSTRU ' o — 28 Jenuary 1949
NO. | o | STATINTL

. SUBJECT: . Time, Leave and Pay (Official Working Hours)

The official working hours for ell activities of the Central Intelli-

: gence ugoncy are from 0830 to 1700 hours, Monduy through Friday of each

- week, 'These hours provide for o thirty minutc luncheon period, STATINTL

FOR THE DIRECTOR OF CENTRAL INTELLIGEKGE:

Acting Executive

DISTRIBUTION: A1l CIA Employeés.
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© SUBJECT: Jury Duty

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

ADMINISTRATIVE THSTRUCTION:

NO. ‘ }

1. Paragraph 11 a. Administrative Inatruct:.onl:lis amended
by add:mg the J:ol] ow:Lng

11l.a.(1). It is Agency policy to encourage jUry gervice where
evef possible ﬁ‘it‘ho’uﬁ serious interference with Agency operations.

An ‘official Agency request for an excuse from Jjury duty will be

' made only on the basis of unusual pressure of work, security of

operations or otheradsquate official reasons. - Except for security
\
of operations, normelly a postponement rather than an excuse from -

du‘ty will be nade. Requesbs for excuse from Jury duty or postponement

) ‘Guﬂ'ﬁ‘\ L W N PN r IR | M ,,(;KW ‘:"'(W :
'w:LlJ be forwardedhto the Legal Staff for ac L:Lon. " :

FOR THE: DIRECTOR 01" CEHTRAL II\TL‘ELLIG SHCE

Executlve :

CONCURRENCE 3 — — [ i
Legal Staff ..(DATE) 2 /7 717

RESTRICTED

* Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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STATINTL ..

S NI Ty ' i T -‘-. T o
LT T S N o
R ' RESTRICTED: R S

"‘ hi‘»’ T N . ' . ) . . S . N . i
i/ R -+ CENTRAL INTELLIGENCE AGENCY . ° o .
. v ‘ Washington, D, C,

X ) -ADIviINISTRATIVE INSTRUCTION i : » 8 'November 1949'1 '
STATINTL \ NO, |:| _ :

SUBJECT: Jury Dutye.

STATINTL- v . o Beregraph 1lg Administrative Instruction |:|is amonded
‘ by adding the followings

"1leas(l)s It is Agency policy to encourage jury service
wherever. possible without serious. interference with Agency-
operations. 4n official Agency request for an excuse from
Jury duty will be made only on the basis of unusual pressure
of work, seccurity of operations, or other adequate officisl -

~ roasonse Except for security of operations, normally a poste
: ponement rather than an excuse from duty will be madee “Ro=
~quests for excuse from jury duty or postponement will be for=- e
warded through the Assistant Dirwctor or Staff Chiof concrrned. SI o
to the Logal Staff for actiom" R

FOR ’.[‘I'IE’ DiRECTOR OF CEJTRAL IHNTELLIGENCE:

STATINTL
Executive . o ‘ - AR ‘
‘ 4
=
DISTRIBUTION: A !
/7
. - RESTRICTED
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CENTRAL INTELLIGENCE AGENCY
: Washington, D. Cs. .

ADMINTSTRATIVE INSTRUCTION Ll 8 November 1949
NO. = R : B

SUBJECT: Jury Duby.

STATINTL ‘ Baragraph 1llg, Administrative Instruction v|:|is amended o
[ by adding the followings ’ '

"1leas(l)s It is Agency policy ‘o encourage jury service
wherever possible without serious interference with Agency
operations. An official Agency request for an excuse from
jury ‘duty will bo made only om tho basis of unusual pressure
of work, security of operationsg, or other ndequate officiol
reasons. Dxcept for security of operations, normally a post- ]
ponement rather then en excuse from duty will be madss Re- '
quosts for excuse Prom jury duty or postponement will be for=
werded through the Assistent Dirsctor or Staff Chief concorned
to the Logal Staff for actiome" '

i FOR TiHE DIRECTOR. OF CE’.TTRAL INTEZLLIGENCE: ’ ’ :
STATINTL} - . , .

Exccutive

B
k)
1
g.
@
El
)

DISTRIBUTION: A
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g it “ ety . &
CLI TRal IHITLIIGINCL AGETCY : , '
Aashirgton, D. C. c :
ADUINISTR,TIV. THSTAUCTTON ‘ ‘15 February 1949
170, ‘ R :
SUBJiGT; innuel Leave, (Time, Leave and Pay) ‘ ‘ o

Paragraph 52;~Admiwistrative~Instructicn[:::::::]datcd 24 June 1948,
is chznged by substituting sub-paragraph "f" and ‘adding sub-paragraph "g"
as follows: ‘

2. Avnugl Leave

f. Every supervicor responsible for approving leave will assure
“thut employces arc afforded an equitzble opportunity to avail
themselves of earned annual leave, Mo employec will be denied
lecve to the oxtent thet he will suffer a loss of eecrued
annual leave.

Lnhgal leave vrogrems will be planred in advance and scheduled
s0 as rct to l.pair the efficieney of oncrations. Lmiloyecs
scheduled for leave durinz periods not desircd by them mey.
elect to refuse such leave neriods, but rofusel nill constis :
tute voluntory forfeiturc of anmual lesve which is In exccss S
of the maxirum that ray be aecrued, . : , g

o
L3

CFCR THE DINELCTOR OF €% YR4L IKTTLT IGRHCE:

LCTIng Lxecutive BN

‘DISTRIBUTICH: 4ALL CIa EE:.E"LO‘.ZE;;IE}..
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i . - 4 . . ) .v
| ; v . ‘ v S

STATINTL | | C {0
f At oAyt 5’,f»n~'f*L !
ETR c CCEPTRAL TMITLIIGUHCE AGEICY R ’D/I T
' : v ' i.ashirgton, D. C. ' 4/)‘)/¢7
STATINTL , ‘ _ ' ‘ . f :
i ©AD:T ISTR. TV THSTRUCTION ' 15 Februery 1949 ;
i 704 , ‘ o |
Yi SUBJLOT: “innuel Leave,  (Time,  Leave and Pay)
STATINTL Lo '

Perszreph (2, Admiwisirative In‘s'truction.l |dated 24 June 1948,
is chenged by subs tituting sub-paragraph "£" and adding snb-paragraph Mg
as follows: ‘

2, Anpual Leave

f, Lvery supervicor responsible for approving leave +111 assure
that employces are afforded an equitable opporiunity to avail
themselves of eamrned annual leave, o erployec 1111 be denied
lesve to the extent that he =il) suffer a losz of accrued
annual leaves . .

C ge Annusl ledve progrems w111 be plarred in advance end seheduled
‘ R so &s rct to lupeir the sfficizncy of oporations. im-loyecs

! ‘ . scheduled for leave during periods not deuirced by therm mey
clect to refuse such lezve nerieds, but rcfusel 0ill constis
tute voluntary forfelturc of annual loave vihich is in excess
of the maxirum that ray be accrued, : :

POR: THE DLIECTOR OF C TaAL IETELT IGEICES - .

STATINTL

Acting Ixeeutive

DISTAIBUTIONs ALL CIi BI0LOYE:S,
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B Q CENTRAL INTELLIGENCE AGENCY Y TATINTL
‘ My Weashington, De Ce 4’ i

ADMINISTRATIVE INSTRUCT > X
| A | ,

SUBJECT: Time, Leave. and Paye N N— '

: _ 7 Administrative Instruetion Nos I;Idda.ﬁod 22 ‘April 1949, is hereby :

“amended. Paregraph Number 8 is remumoere number -9, and subsequent STATINTL
paragraphs secordinglys ’ STATINTL

ng, Leeve in the United States from Overseas Posts

"%, Bligibility for Home Leave
Heme leave will beé granted an employee who wos 8
resident of the United ‘States, or its Territories and
y _-Ejssouibn's. ‘st the time of empleyment by the govern=
W,JJ’ " lont, atter twe yoars combimueus service abroad, or &8
soen therenfter &s pessible, provided that he ‘ha.s se=
erued te his credit at the time ‘of such erder annuel
leave sufficient to ¢arry him in a pay status while in
the United States for at lenst 30 onlendar dayse
; ~"wy, Txemptien ef Nesesssry Trevel Timo on Heme Leave
" " 1psve ef sbsence granted for home leave shall be ex~
olusive of the time ‘aetually snd-necessarily océupied in
‘geing te or frem residence in the United. Statem,. er its
essessies, and such time a5 may be

' Torriteries and :
/P9~ meesasarily eseupied in awaiting transperteticd
N .
_ , 7 ne, Nen-availability fer Werk — — .
Mhile ‘e Hieme léive Lm the Centinental Unitoed States,
the eiipleyse shall net be “svailable fer werk er duties
éxespt in the Agency, or Per trainming er reerientatien fer
werk, er fer military lesve when autherized, snd the time
for sueh werk er duty er military leave shell net be esunted
as leave. ' '
Twe Yoars® Centinueus Apomay Service Abread
%(1) The twe yoara! Gentinueus Mewss servies abread o
shall begin upen offieinlly reperting fer duty at his per= {
mgnt- duty lt-.tim‘_. L . i S

ne ‘ . ‘
"(2) The fellowing types ef leave shall net eemstitute
- brglk’in ‘centinueus Amewep sorvice abread: RECEE Lk
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"(a) Anmual er siek leave granted an empleyee while.
temperarily in the United States for purpeses ef effieisl
¢ L ~ eesultatim,

K "(b) A peried of ammusl lesve
fo return te the United States, er its
i e © 8essiens, at his persenal exp
meo},;ing & persenal emergezoy,
o A -

o

granted su empleyes te w")?'b
Torriteries sud §s-
enge fer the s ele purpels ef

‘ ""(e) A peried ef gick leave granted an empleyse te

» . return te the United Stotes, or its Territeries and ‘
, W \5, - riibiu’imu, under preper autherization st gevernment
‘ xp.nﬂ,c _ '

Lo ” "(3) Altheugh the types of leave set ferth under da(2)(a),
o (b), and (s), abeve, o net cenmtitute a ‘bresk in 'oentinmueus

i oy gervice abroad?, ‘they de net éount as Ygervice abread's
Thiis, the peried ef ¢

i © poried ef Yoontinueus ASKSY ssrvice obread' mst be
: S ~extended beyend the original twe years for a peried equal te

i ‘ - 1;1_19 amount .ef gush leave, ) '
_; W<, p '
‘ )(lg LY

» Nem-oxomptien of Travel Tie

7 Aunuel er sick leave “granted under the oircumstances set
ferth in a(2)(b) and (),

rth )(b) and 8beve, shall be calculated frem the
bime ‘of departire fram the assigmed pest of duby and will ine
slude all the elapsed nermal werking time sway frem the pest, "

v

Re H. HILLENKOETTER
" Rear Aduiral,USN

Direster of Contral Inte 1ligexnee
DISTRIBUTION: A
i
¢
}
%-
‘e
1
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STANDARD FORM NO. 84

— w K |
. Office Memorandum + uNiTeD STATES GOVERNMENT

T Maﬁagement dfficér’ SR - pate:  JUL 31 1950

FROM : Assistant Dii-ec‘bor for‘ Operations o | '

SUBJECT: Tempérary Duty E‘nroute' to Overseas Posts . STATINTL
_ Re:‘t‘erénces.:‘ a. Adninistrative Instruction date'd‘zo June 1950 | ‘

b, Our concurrence sheet (provrszomed upon suggested changes)
dated 14 April 1956 to 31 March draft of seme Administra-
tive Instruction ‘ ‘ ‘ ; :

¢. Draft of same Administrative Instruction, dated 11 May 1950
" (concurred in by this officé on 19 May without comment

1. With regard to our recent conversation on this subject, the
following statement is submitted merely for your convenience and for
inclusion in the relevant files, You will note that the change which

"'we requested in the 31 March draft was incorporated into the 11 May
draft as Paragraph F 2, (reference ¢). It took care of this problem
and we concurred in the draft. The necessary paragraph was, however,
omitted from the instruction as issued.

2. Paragraph 8d (1) of reference 8. now ys'tates,' "Tyo years' con—

timous service abroad shall beg ) report for dut . - .‘
L hi it duty station," STATSPEC

STATSPEC

y

‘ 3. It {s therefore recommended that reference regulation be \/é‘y’v‘ 30
amended to permit "temporary duty served at overseas f£1eld stations: + AL
while en route to an assigned station!'to be counted as continuous: serv- o
ice abroad, . ‘ : S AT .

STATINTL

T GEOGE G, OREY 7
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STATINTL

¢ B

. CENTRAL INTELLIGENCE AGENCY
Washington, D. C. s

ADMINISTRATIVE INSTRUCTION = ' o 15 June 1950
0. : | ‘

SUBJECT: Time, lLeave, and Pay.

Administrative Instruction %«m 22 April 1949, is hereby
anended. Paragraph number 8 is Tenumbe number 9, and subsequent para-
graphe accordingly! S '

"o ' ‘
8. Ileave in the United Stetes from Overseas Posts
»
o / Eligibility for Home Leave

i , Home leave will be granted sn employee who was &
"regldent of the United States, or its Territories and

Possessions, at the time of employment by the govern-
& ment, after two years continuous service abroad,
b or ns soon thereafter as possible, provided that he
has accrued to his credit at the time of such order
annual leave sufficient to carry him in a pay status
while in the United States for at least 30 calendar
days.

-

‘ ' o A /l( Exemption of Necessary Trsvel Time on Home Leave

< ' Leave of absence granted for home leave sh:ll be

‘ exclusive of the time actuslly and necessarily occupied
in going to or from residence in the United States, or

‘its Territories and sessions, and auch time as may
be neceunrily occup ed in miting transportation.

—(‘, Nomvnihbil:lty for Work Ly
twe Coutimontsl United States
While on home lea.ve ‘the employee shall not be avail-
(A . able for: work or duties: except in the Agency, or for

S fleavevhenuuthorized.ndthetinefarluchworkor ,
: // - ' duty or milittry leave shall not be caunted as lenve.

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6'

Gl training or reorientation for work, or for military A
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ncy ovexrseas shall
geas contract", Fo:
the time‘of his employment by\the Agency.

; Two Years' Continuous rvice Abroad
APy o e —

(1) The two years'continuocu ervice abroad
shall begin upon officially re duty at his
pernanent duty station. i .

(2) The following types of leave shall not con-
stitute a break in continuous|[  Jervice abroad:

(a) Annual or sick leave granted an
employee while temporarily in the United
States for purposes of official consultation.

(b) A period of annual leave granted an
employee to return to the United States, or its
Territories and Possessions, at his personal
expense for the sole purpose of meeting a personal
energency. ‘ :

(c) A period of sick leave granted an
employee to return to the United States , Or its
Territories and Possessions, under proper authori-
zation at government expense.

. (3) Although the types of leave set forth under
72¥2)(a), (b), and (c : -do not constitute a

* break in. "continuous ervice abroad", they do
not. count ag." CE WOTORT ', Thus, the period of
'tontinuous ervice abroad” must be extended
beyond the -two yeare for a period equal to

- the amount of such leave. v
;@, %\ . »None'iuptibm;dzﬂ'ﬂwflf Tring:

Annual or sick'legfe granted under the cireum-
stances set forth in J(2)(b) and (c), above, shall
be calculated from the time of depsrture from the
assigned post of duty and will include all the elapsed

" normal working time away from the post. i

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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‘ Iixecutive : _ . 21 June 1950

 Legal Staff R - STATINTL -
Revision of Admiuistrative Ingtruction ‘ » STATINTL. |
1. Adpinistrative Instruction reparding leave in the
Inited Statos from overseas post, en-reviewed by this off‘icc,

and we should like to make the i‘ollmrmg cmments.

2. It is nobted under paregraph 8 a. um hone lewe will bo
gratted only Yafter two years! continuous Agency service abroade®
Weo do nob know if this was intentionel, bub the effect is to doeny
enployees recruited abroad fron other Governnent ngcncma the bune-

4t of any sorvices prior to thelr employment by this Agency.

he It is noted in regard to par.graph 8 c.s the act provides
for aployess on home leave "in tho condinental Unlted Stategh mtlzer

 than eimply thosc "on home leave.

- STAT

e In answer to your quest:.o:, ‘uhem is no provieion in HL.
110, or subsequent dclegations thereander, whcreby the l:.cecut:lve

‘ has authority to sien this instruction,

_ STATINTL

h
‘ Ig‘; e‘:t \/

Chrono '

Attachs :
2 Steneils
Background {1lee
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CENTRAL INTELLIGENCE AGENCY
) : : , Washingbon, De C.

ADMINISTRATIVE INSTRUCTION . 30 June 1950
(o . i : ‘ -

SUBJECT: “Time, Leave and Pay

Administrative Instruction No.l;l dated 22 April 1549, is hereby
amended.  Paragraph Number 8 is renumbered number 9, and subsequent
paragraphs accordingly:

ng, Leave in the United States from Overseas Posts
"a, Eligibility for Home Leave

Home leave will be granted an employee who was a
resident of the United States, or its Territories and
possessions, at the time of employment by the govern=
ment, after two years continuous service abroad, or as
soon thereafter as possible, provided that he has ac=
crued to his credit at the time of such order ammual
leave sufficient to carry him in & pay status while in
the United States for at least 30 calendar days.

"y, Exemption of Necessary Travel Time on Home Leave

Leave of absence granted for home leave shall be ex-
clusive of the time actually and necessarily occupied in
going to or from residence in the United States, or its

. Territories and possessions, and such time as may be:
necessarily occupied in awaiting transportatione

"o, Non-availability for Work

While on home leave in the Continental United States,
the employee shall not be available for work or duties
except in the Agency, or for treining or reorientation for
work, or for military leave when authorized, and the time
for such work or duty or military leave shall not be counted
as leaves ; R '

g4, Two Years! Continﬁous Service Abroad

"(1) The two years' continuous service abroad »
shall begin upon officially weporting for duty atb his per=

“manent duty station..]

s i — o EETe

" Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6
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®(2) The following types of leave shall not constitute
a break in continuous service abroads

n(a) Annual or sick leave granted an employee while
temporarily in the United States for purposes of official
consultatione - '

n(b) A period of amnual leave granted an employee to
return to the United States, or its Territories and pos-
sessions, at his personal expense for the sole purpose of
meeting a personil emergency.

U(c) A period of sick leave granted an employee to
return to the United States, or its Territories and
possessions, under proper amwthorization at government
expense.,

o e Rt T

"(3) Although the types of leave set forth under d(2)(a),
(b), .and (c), above, do not constitute a break in 'continuous
service abroad!, they do not count as 'service abroad!, Thus,
the period of 'continuous service abroad! must be extended

of such leave,
g, Non=exemption of Travel Time

Annual or sick leave granted under the circumstances setb
forth in d(2)(b) and (c), above, shall be calculated from the

time "of departure from the assigned post of duty and will in-
clude all +the elapsed normal working time away from the post."

. R H, HILLENKOETTER
, o Rear Admiral, USN
Director of Central Intelligence

DISTRIBUTION: A
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~ MEIORANDUM IO

TROIs

SURTICT:
and Puy. 43

S : :
B 1. . Thoro Wolw o ro- dr" of o proposod Adminis- . ;
\ ke TS FUSE L5t CRE O PRI TE tirroy—Leave,..ond paye L provisus - 4
\ draft wes circulw on 31 March 1950. -The suggost{ ¥Fuvisions have '
~“heon. incaspors inkawthireepowdroftr

vy

N \ N N s
FET=titrtyrra e desiais. "2}11_%8 T RrEancNrrines to ‘ /

S by 22 oy 1950. /«4

26
this £}

25X1A

N

: LY INTSTRATIVE INS‘TRUCTION
25X1A | oy B0,
' SUBJECT: Time, Loavo, mn;l'P&y.

25X1A _ o CAduinistrative Instructisa I:'dutod 22 April 1949, is Lok
. ) : heroby cmended.  Paragreph number 8 is renumbored nuwaber 9, and i
subvoquont pwragraphs acc'*rdlngly.

.8. Loavo in bhc U"ll‘bOd S'lntus I‘r:m Ovorsnas Posts
. A. Lllglblllty f"r H)’lO Loave -

Jmo 1omo will bo grnnuod an cnployoe who was &
“resident of the Unitod Statos, or 11&'(1', orics and
?ossossi ms,at tho tiue of unplvyncnt%ﬁcr
continuous Agoncy servico ‘abroad, or ¥ . soqf/thoreafter
as ‘passible, providod thot he has ceerued to his ecrodit
.ot the time of such order wmunl loave sufficiont £> carry
him in o pay status while in.the Unitod Stu.to., for ot o
leas t 30 calender dayss i

B.. Exomption of Nccossary"’l,'ravcl Tine on Homo Loavo

‘Leave of obsoneo grantsd for hono leavo shall bo
oxclusive of tho time nctually and nccessarily occupicd - !
in gojng to or from gesidonco in the Unitcd States,or i R |
its Aerritoricos dnd Wossessions, and such tine as may be :
nocossarily sccupied in’ cwniting transportotione

CONFIDUATILL
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iy )

. COFFIIENTIAL i P\

| G «
’ ‘ : . . }m o
‘ | | L W juﬂ 25X1A
{ Ce—PomaBigne : : T$§% ) 3

. \ A i

i

4
4

st POT = DEOM AR NG REEERGL, travol will bo paid in )<Q s
N N . o o I iy o R A YA s Y
) nceordance with, H&&ﬁ%@%@ ;orclénm_ FEEETRogULE 1o
vﬁﬂﬁnnp%“fﬁﬁﬁﬁéz‘gxgw BRSOl AU Buts™ Ny \
‘ @mggﬂﬂﬁgmjugglficd_in 3 e
X o gy

riting, . .o » R
) y g i ) i W!M‘,\wmnumw-‘g. i . ) l\
7@7  Won Availobility for iork - R \u :

} While on hamo leave tho ompleyce shall nat bo available
for work or dutios oxcopt in tho Agency,or for troining or
rorriontation for work, or for nilitary leave whon authsrizod
and the tine for such work or duty or military loavo shall

not-be countod «s lecavo,

ﬂL Two Yeucr Contract

(1) Ln employoo ossigned from hzadquartors to an
oversons pornanens duty statiosn shall exocute o Muwo yoor
overscas contract", Forms No. 51-104, or 55-104 boforo
lerwing the United Stotes.

(2) A porson who is o rosidont of the U. S, or its
orritorics andymssossims, and is enployoed by the Agoncy
ovorsoas sholl be required to exccute a ™wo year ovorscos
cantract", Form No. 51-104 or 55-104 at the time »f his
cploynent by the hgoney.

E. Two ycars Continuous Lgeney Sorviee Lbroad

(1) Tho tw> yoars cumbinuous hAgoney. service abroad
shall bo%in upom officially roporting for duty at his
permoncent. duty statione o :

B TR i 2 s ST e AL T R S : z
] s - Widdebemreradited
Tounrdetromyee T ot inuous-igen oy-TFe rico~abresdepravidod
—aebreol in cagtinyous Lees servi abroodd3
@) Tho following types >f leeve shall not constituto
a brenk in. continucus Lgeney: sorvice abroads o : é‘&_@
‘ (n)  Amnuel or sick lonve grauted an’ omployoc:
while tomporarily in the United Statos far purpeses
“of official consultations.
(b) 4 piriod of anmuel leave granted an omplayce
to raturn to the United States, »r its’fgg;itorics
“and Ckwscssions, at his personal oxpensc for tho sole
‘purpose of meoting & porsomal Criorgency s : :
(c) 4 poriod of sick leave grantod an omployoo
to rgpurn to the United -Statos, or its‘ﬁGiritorios
" and Wosseossiong, under propor outhorization ot govern-
rent expenso. L T I
(4) Although the typos.of loove sot forth undor
E(Q) (a){(b), =nd (c), abave, do not constitute o break.in
"continuous Agoncy sérvice abraing", they dv'count :
as "scervice abrond". Thus, tho porind of A contimuous
Lgonecy sorvice abroad" :ust be oxtended boyond tho originecl
two yoors for o poriod equal to tho amount of. such leavos

Py

~ CONFINIWTIAL
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ShS S L) Qo CONFIDENTIAL |

» ‘ Ge - Non=Exenption of Travol -Tino

e x ‘ Annuel oy giclk v gronted under tho' circumstancos = !
LEGIB . ' sot forth i b), and (c¢), abovo, shall bo ‘ ‘ !
) ’ o . onlculatod from the time of doparturc from the assigned ™ : o

post of duty and will include ©ll tho clapsod normal - !
{ working tine away from tho posta. '

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: . ST P =

25X1A | B L | Q
’ S ' ‘ SR k ‘ ‘ Acting Executive

. DISTRIBUTION: A.

| COWFIPGNTIAL

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

~emended, Paragraph Number 8 is renumbered number 9, and subsequent
paragraphs accordingly:

"8, Leave in the United States from Overseas Posts
"a, Eligibility for Home Leave

Home leave will be granted an employee who was a
‘osident of the United States, or its Territories and
‘possessions, at the time of employment by the govern-
“ment, after - two years! continuous service abroad, or as

soon thereafter as possible, provided that he has ac=

crued to his credit at the time of such order annual -
leave sufficient to carry him in a pay sbtatus while in
the United States for atb lecast 30 calendaxr dayse

"o Exemption of Necessary Travel Time on Home - Leave

Leave of absonce granted: for home leave shall be cx=
TN ‘clusive of the time actually and necessarily occupied in
going to or from residence in the United States, or its
Territorics and possessions, and such time as may be
necessarily. occupicd in awaiting transportations

Mo o Non=availabllity for Work
While on home leave in the Continental United States,

the employce shall not be aveilable for work or duties

xcept in the Ageney, or for training or reorientation for

work, or for military lecave when authorized, and the time

for . such work or duty or military leave shall not be counted

as leavee S o o :

", Two Years! Continuous Service Abroad
"(1)" Two years! continuous service abroad shall

begin upon officially reporting for duty at his permanent
" duty statione ST : ‘

.1-«,’41:1;: » «.i o | . ;- [ STAT'NTL
i R b AT Tigeg
N B . ., . . N . ‘{i L4
CulPRAL INTELLIGENCE AGENCY R
Vrashingtony De Ce '
’ ADYINISTRATIVE INSTRUCTION o - 30 June 1950
104 5 ' \

: : : STATINTL
SUBJECT : Time ; - A
SUBJECT : Time, Leave and Pay “ ‘  STATINTL

Administrative Instruction Hodl dated 22 April 1949, is hereby
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ey

"(2) The followmg typos-of loove qhull not CQn.u'Ll'bu.'bG«
a breck in conb:.nuou sorvw abroads

. "(2) Anmual or Sick leave granted.arn cmployec while
temporarily in the United States  for purposes of off:.c:.
cons sulbatilone

" (b) A period of ammual leave granted an enployce
bo return to the United States, or ite Territories and
posses sl ons, ‘ot his personal. oxpense for “bhe’ oOlO purpose

i of meebing a personal omergency .

M(ec) A period of sick’ lcavc granted an orployee to
rotizn to the United Sbatosy or dts Territories and
posgessions, under:propor *ui.hor:.zat:.on at rrovemmwm
CYPENSCe

"(3)  Although the types of leave .,ct forgh undor d.(e)(a),
(b), and (o), above, do not constitute a break in 'continuous:
service abroad, ¢ thcy do not cownt.as Yservice abroadyd Thus,
the period of 700111.muouu service obroad! nust o, om,n,ndocl
boyond: the original’ two ‘Yoars for o period cqual to the anou.n’o
of such loavc. S

“e. Non-oxemp'b:.bn of Trovel Time

] .

. Annuel or sick lecve gronted under the circumstances setb
forth in d(2)(b) and (e), above, shell bo cnlculated from tho
time of departure from the agsigned post of duby ond will in-
clude” ﬁl] “the ela.pocd nornal worl':l.n;: tine away from the poste!

\ /9( I/--l '»/ -//0 ‘W*—:
R. He HILLENKOTTTER .
Rear Admiral, USN
Diréctor of Central-Intellipgence

DIST IBUTION s A
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amendede

g,

GBiTL‘RAL INTELLIGTNCE AGENCY
Vashingbon, De Ce

ADLINTSTRATIVE INSTR ' ' ‘ 30 June 1950 ;
ADINIS ATIVE INS .m;ml ,} - § .30 June 1% STATINTL
. SUBJHCT :

Time, Leave and Pay | SRR | STATINTL |

- Ar.hniriis‘trétivo Instruction No.| dated 22 Apfil 1949, is hei‘eby‘

Paragraph Numbor 8 is pyleiei d number 9, and subsequent

paragrephs accordingly :

Leave in the United States from Overseas Posts:
"o, Bligibility for Home Leave
Home leawve will be granbed an employee who was a

vrosidont of the United States, or its Territories and
possessions, ab the time of employment by the govern=-

‘ment, after two years! continuous service abroad, or as
_soon thereafter as possible, provided that he has ac-

crued 4o his credit at the time of such order annual
leave sufficient to carry him in a pay status while in
the United States for at Lléast 30 calendar dayse

"be Exemption of Necessary Travel Time on Home Leave

‘ Leave of absonce gfanthl for home leave shall be ex=

clusive of the time actually and necosserily occupicd in

going to or from residence in the United States, or its
Territorics and possessions, and such time as may be

‘necessarily occupied in awaiting transportations

"o . Nonmavailability for Work

Thilo on home leave in the Continental United States,
the employoe shall not be aveilable for work or dubies
oxcepb in the Agency, or for training or reoricntation for
work, or for militery leave whon authorized, and the time
for such work or duty or military leave shall not be counted

.as leaves

"d, Two Years! Continuous Service Abroad

w(1) Two years? continuous service abroad shall
begin upon officially reporting for duty at his permanent
duty stbatione R ' :

. - Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-_6 3
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"(2) The follovring typos. of loavo’ shall not constitutoe.
a.brock in oontlnuou gorvice abroads

"(a) Annual or sick leavo granted an umployeu vhile
bemporarily in the United States for purposes. of of.[':l.bl"l
censultoblone

"(b) A period of armual 1cewe gr-an'bed an employoe
Lo roturn to the United Stotbes, or its Torritories. and
possessions, ot his porsonal expense for th sole purpose
of neoting a pers onvl CHICI' gCNCYs

(e) A pn,r:;od of sick:loave g g,r‘_ntcd an erploycoe o
rotarn to the United States, or ibs Territories and
posscssions, under promr *uLhor:.zaL:x.on ab gover'nn“nt
CXPUNSC e

(3) A"thoum the types of lc e sot forth undor d(2)(a),
(b), and (e), cbove, do not constitute a break in 'eontinuocus
scrvice abroad,t thay do nob count as Ysorvice abroady,! Thus,
the period of. icont:m.ucm service obroad! fmst Lo cntondcd
beyond the original two years for a period cqual to the amount
.of such doavce . :

e, Non—cxc:np-blon» of Travel Time

Annual or sick leave geented under the circumstances set
Torth in d(2)(b) and (c), above, shall bo enleulated from the
time of departurc from the assigned post of duty and will in-
clude 21l the elapsed normal vrorking time away from the poste!

Nttt o

Re He HILLENKOETTER

- Rear Admiral, USN
Director of Central Intolllg,once

DISTRIBUTION : A
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n)‘;‘m'x p

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

. ki p 4 b
RESTRICTED Y/ /}J ﬂbb S
(/e

ﬁgMINIQI’RA‘I‘IVE INS!IRIM—IQﬂ_l ‘ _ 19 December 1950

SUBJECT: Time,; Leave and Pay

1. Paragraph le, Administretive Instruction! dated
- 22 April 1949, is hereby rescinded and the follow ng substltuted

therefors -

"la(l)  The normal official working hours for all activities
of the Agency are from 0830 howrs to 1700 hours Monday through
. Saturdey. Office heads will arrange Saturdey schedules so that
- dndividual employees wili normally be required to work only L4h
hours per week. In addition each activity will maintain a

skeleton staff on duty from 0830 hours to 1700 hours on Sundays
and Holideys. )

(2) The requirement for requests for overti prescribed
by peragraph 17, Administrative Instruction ﬂdoes not

apply in comnection with this Imstruction."
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

MURRAY McCONNEL
Deputy Director for Administration

Distribution: No. 3 -

{?W/ 7o

. EESTRICTED
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RESTRICTED

o o CENTRAL INTELLIGENCE AGENCY
STATINTL : ‘ Washington, D. c. =~

’ , ADMINISTRATIVE INSTRUCTION 2 February 1951
: . NO. :

SUBJECT: Time, Leave and Pay.

, i
STATINTL . : : ‘

- P Administrative Instruction mutea 19 December 1950, 18
P hereby rescinded and the following substituted therefor: ‘

‘ "jg(1) The normel official working hours for all
activities of the Agency are from 0830 hours to 1700 hours,
Monday through Seturday, unless otherwise specifically
provided by Agency directives. .

"(2) Normally no individusl will be required to work
more than 88 hours in any single pay period. It is suggested
that one method of achieving this is to utilize one-half of
a Steff or Office for a full day on alternative Saturdays.
- However, Assistant Directors ‘and Office Heads have the dis-
cretion as to the number of employees necessary to accomplish
the Saturday workload. ' /

u(3) Each activity will meintain a skeleton staff on
Sundays and holidays from 0900 hours through 1630 hours to the
extent mecessary to cover urgent and unexpected problems -
adequately: Each Assistant Director or Office Chief concerned
ghall determine the staff necessary to provide the Director's
Office with such service. - : ’

"(4) The Deputy Director (Administration) or the
Assistant Deputy Directors: (Administration) will be on duty
* on Sundays and holidays and all emergency administrative
matters will be referred directly to that Office on those
days. ’ :

‘ STAT|NT|—§_ ' o - "(5) The requirement for requests for overtime pre- T :
' ; ’ bed by paragraph 17, Adnministrative Instruction No.' ‘
does not apply in connection vith this Instruction.”

i
i

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STA‘TINT‘L."

Assistant Deputy Director \
 (Administration) oD

~ DISTRIBUTION: 42 ’
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STATINTIJ‘:\}: S b o bR [ | February 1951 :
. RESTRICTED ]

ADMINISTRATIVE INSTRUCTION ' Ry
NO. ' ‘

) . . SUBJECT: Time, Leave and P'ay
STAT|NTL§§ ’

STATINTL

: Administra‘tvive' Instruction |:| dated 19 December 1950, is herebJ
resc1nc1ed and the following subsL.LLuLecl ther@for

"la{l). The normal official working hours for all activities of the

Agency are from 0830 hours to 1700 hours Monday through Saturday,
unless otherx-rise specifically ﬁl*OVidéd by Agency directives.

| "(2) Normally no individual will be .required to work more than
88 hours in any single pay period. It lb suggested that one method : )
of ‘achieving this is to utviiivze one~half of a Staff or Office :f‘cr |
a full day on alternative Saturdays. H‘o.x‘rever, Assistant D‘iréctorsb
and Office Heads have the discretion as to the numi)er of employees
necessary to accomplisﬁ the Saturday Workloa.d;

”(3) Each actlvn.ty mll maintain a skeleton staff on Sundays

and hol.Ld.ays from 0900. hours through 1630 hours to 'bhe extent
necessary to cover urgent a.nd une@ected problems adeq_uately. ‘

Bach Assistant Director or Staff Chief concerned shall determine =
. AR . :
Wha.‘t‘..sé?sit—eé'-staff shamed to prov:Lde the Director's

) Offlce vllth such remnubi:em service.

()-l-) The  Deputy Director (Adm:.nlstratlon) or the Assistant
Deputy Dlrecbors (Admlnistramon) w;l_l be on duty on Sundays and |
holidays andk _al‘l emergency adminis’cra.tiwfe matters willl bé referredv
directly to that office on thcse days. -

: L "(5) The requlremen’c for requests for overtime prescribed by
STATlNT‘L paragra.ph 17, Admmlstratlve Instruct:.onl:| does not apply

in connec’b:.on with th:.s Instructlon

FOR THII DIRLCTOR OF .CENTRAT, IN‘I‘ELLIGBNCE - MURRAY McCONm

. Dis’cr N03 b R[ST? (.ﬂ‘n HDepu’Ey D;réctor

 Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 - -
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RESTRICTED

CENTRAL INTELLIGENCE AGENCY
‘Washington, D. C.

'ifv\DMINISTRATIV.Ts' ;mm% : 19 December 1950
SUBJECT: Time, Leave and Pay

: 1. Paragraph la, Admi istrative'Instructipﬂ [::::;;:;] dated
22 April 1949, is hereby resdinded and the. following substituted
therefor: : B

"la(l) The normal offiial working hours for all activities
of' the Agency are from 0830 Yours to 1700 hours Monday through
Saturday. Office heads will wrrange‘'Saturday schedules so that
individual employees will normilly be required to work only 4l
hours per week. In addition eadh activity will maintain a

© skeleton staff on duty from 0830\hours to 1700 hours on sundays
and Holidays. P ‘
(2) " The requirement for requests for overtime prescribed
by paragraph 17, Administrative InstﬁQStion does not
- apply in connection with this Inatructgen."

. r
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

- MURRAY McCONNEL

Deputy‘Director for Administration i

Distribution: No. 3

' RESTRICTED
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RESTRICTED

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE INSTRUCTION
NO.

SUBJECT : Time, Leave and Pay.

: . Admlnlsbtatlvé Inst1urt10n[:::::;:;:;] dated l) December 1950 is
hereby rescinded and the following substi uted therefor:

"1a(1l) The normal official working hourg for all v
sctivities of the Agency are from 0830 hours to 1700 hours,
Monday through Saturday, unless otherwise specitically
provided by Agency directives.

"(2) Normally no individual will be required to work
more than 88 hours in any single pay period. It is suggested
that one method of achieving this is to utilize one-half of

" a Staff or Office for a full day on alternative Saturdays.
However, Assistant Directors and Office Heads have the dis-
cretion as to the number of employees necessary to accomplish
the Saturday workload.

. "(3) Each activity will maintain a skeleton staff on
Sundays. and holidays from 0900 hours through 1630 hours to the
extent necessary to cover urgent and unexpected prcblems !
adequately. = Bach Assistant Dirvector orOffice Chief concerned
shall determine the staff neccssary to provide ‘the Dlrector s
Office with such service.

"(4)  The Deputy Director (Administration) or the
Assistant Deputy Directors (Administration) will be on duty"
on Sundays and holidays and all emergency administrative
matters will be rcferred directly to that Office on those -

days.
"(5) The requiremént for requests for overtime pre=-

_scribed by parsgraph 17, Administrative Instruction [ |
does not apply in connection with thig.Instruction{"

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

2 February 1951

“Assistant Deputy Director
(Admlnlstratxon)

RD@TRICTLD
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' RESTRICTED : ' S i

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE INSTRUCTION . ‘ 2 February 1951
NO. ‘ ‘ :

SUBJECT: Time, Leave and Pay. ‘ : ‘ '

‘ STATINTL & ‘ ' Administrative Ins’cructionl dated 19 Decenber 1950, is
' ‘ hereby rescinded and the following substituted therefor:

"1a(l) The normal official working hours for all v
activities of the Agency are from 0830 “hours to 1700 hours,
Monday through Saturdsy, unless otherwise specifically
provided by Agency directives.. )

"(2) Normally no individual will be required to work
more than 88 hours in any single pay period. It is suggested .
thet one method of achieving this is to utilize one-half of
5 Staff or Office for a full day on alternative Saturdays.
However, Assistant Directors and Office Heads have the dis-
cretion as to the number - of employees necessary to accomplish
the Saturdey workload. :

"(3) Each activity will maintain a skeleton staff on
Sundays and holidays from 0900 hours through 1630 hours to the
extent necessary to cover urgent and unexpected problems
adequately. Bach Assistant Director or Office Chief concerned
shall determine the staff neceéssary to provide the Director's
. .Office with such service. :

"(4) The Deputy Director (Administration) or the
Assistant Deputy Directors (Administration) will be on dubty
on Sundays and holidays and all emergency administrative

-~ matters will be referred directly to that Office on those
Cdays. oo o ¥

. "(5) -The requirement for requests for overtime pre-.
cribed by paragraph .17, Administrative Instruction No.
: does not apply in connection with this Instruction."”

STATINTL

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTLE

Assistant Depuly DiTector — o
v SRS . (Administration) : o o |
DISTRIBUTION: #;2@ . . ,

" RESTRICTED

. Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6




STATINTL

STATINTL -

STATINTY

STATINTL

‘Distribution: No. 3

Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6

'RESTRICTED

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE, INST,% ’ 19 December 1950
MO.
SUBJECT: Time, Leave and Pay b ‘ o '

. 1. Paragraph la, Administrative Instruction I:EI' dated
22 April 1949, is hereby rescinded and the following substltuted
therefor: » ,

"la(1l) The normal official working hours for all activities
of thelAgency are from 0830 hours to 1700 hours Monday through
Saturday. Office heads will arrange'Saturday schedules so that
individual employees will normally be required to work only kil
hours per week. In addition each activity will maintain a
skeleton staff' on duty from 0830 hours to 1700 hours on Sundays
and Holidays.

(2) The requirement for reques‘ts'i‘or overtime prescribed
by paragraph 17, Administrative Instruction :'does not
epply in connection with this Instruction.”

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

— MURRAY McCONNEL :
Deputy Director for Administration : L
‘ : { - STATINTL:
g

'

“ 1 STATINTL

3

' RESIRICTED
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