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23+ Community Chest Drive : L Nov. L7
2l . ‘ First Annual Meet:mg of CIA Federal Credit 16 Jan. )8
Union ‘
25 v CIA Federal Credit Union ‘ 21 Jan. L8
26 Sustaining Fund Campaign for the Natlonal "9 Peb. U8
Symphony Orchestra Association
27 Volunteer Blood Donors . .. 11 Feb. U8
28 ¢ ~ Certification of Hembership in the U.S. July L8
Civil Service Retirement System
29 . Comnunity Chest 5 Octe 48
STATINTL3O Desifnation of Services Officcr, 074 3 Jan. 49
2 B - o
32 Second Annual Meeting of CIA Federal Credit 19 Jan. 49
. ' Union.
33 . Special Dividends on National Service Life 31 Aug. 49
Insurance. (Services Personnel)
© 34 ‘Government Umployeas luwalth Associstion 5. July 1949
35 ‘ Luneh Periods ' : 50 November 1549
36 Government kmployces Heelth fssocintion
Anmual Meeting, . . 2 Decomber 1949
S 7 Third fannul deetinf of CIA Federal Cre dit 20 Janmary 1890
STATINTL Pnion.
' 38 Letter from Admiral Hillenkoetter on his
departure from the Agency. , None
39 ‘ ranch Chiefs and Employees -frém : 29 Sept. 1950
MOnbleavinj_- the position of ‘
Chiei‘, Services Division ‘
L0 Christmas greeting, Dec, 1950, from Gen. © 21 Dec, 1950
‘ Smith to the Head and members of each '
CIA activity
i , il Unauthorized disclosure of classified material  12.Jan, 1951
‘ ke - Fourth Annﬁal lieeting of CIA Fed, Credit Union 24 Jar:i. 1951
= b3 T Instruction of all employees in Services ot

to have their personal mail sent to the agency.b 29 Jan. 1951
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. INDEX (CONT'D.)

MEMORANDUMS FOR ALI PERSONNFEL

i’ Nuriber ‘ | Subject ‘ ' Date
Ll : Fmergency Fvacuation Plan for ‘ 27 Tebruary 1951
: " Nerth Blde, ' i
: L5 Chauffeur's Code 16 May 1951 ‘ '
L6 : Re: Regulation mﬁequest 11 June 1951 :
for Unvouchered Foreign Trave ers STATlN;TL
L7 Movement of Machine Records Branch 9 October 1951
L8 Notice to keep all employees informed ‘ 3 August 1951
v of Agency's policies and procedures
L9 Fifth Annual Meeting of CTA Federal Credit Union 15 January 1952
50 Closing‘Credit Union Office on 30 April 1952 2L April 1952
s ‘ New location of Mach.Rec’ds Branch 10 April 1952
52 Sixth Annual Meeting of CIA Federal Credit
. Union. Election to fill vacancies on 21 January 1953
Board of Directors created by expiration
of terms, - v
53 Parting message from Walter B. Smith, Director
of CIA, to All Personnel. 9 February 1953
sl Christmas greeting for W.B. Smith : -
-5 Message' to all personnel from Allen W, Dulles, 26 Feb, 1953
’ on assuming his duties as Director of CIA -
56 - Message to all personnel from C.P. Cabell s
on assuming his duties as DDUI 23 Apr, 1953
57 v Adninistrative Supplies and Equipment 1 June 1953
(Economy ProgranS
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10 February 195l
MEMORANDUM FORs EACH EMPLOYEE OF THE GENERAL SERVICES.OFFICE

As most of you know, the decision has been made to
abolish the General Services Office and to divide its functions
between the Offices of Logistics and’ the Comptroller,

" I wish to express my most sincere appreciation for
the loyalty, energy, and support which each of you hag given me
in the performance of My responsibilities as Chief of the General
Services Office, I urge you to give your new superiors the same
loyalty and support which you have given me; and I am sure that
each of you will derive the utmost in satisfaction, friendly
personal relationships, and the opportunity to progress within
the scope of your capabilities and the opportunities that are
available, STATINTL

Since I will not be sble to ses each of'you personally,
I wish to extend, in spirit, a warm hand-shake, a pat on the
back, and a word of thanks for all that vou h

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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RESTRICTED
Seeurdty Information
1 June 1953

MEMORAGDUM T0R:  ALL Employees of Gensral Services Office

SUBTECT s Administratiw Supplies and Equipment

SX1A

1. -A program -is being initiated by the Logistics Office in accordance
with CIA Notice to effect greater efficiency and esconomy
in utilization of administrative supplics and cquipment.

2., A1l officos have becn asked to cooperate with the Logistics Office
in the accomplishment of this sbjective, and, in doing so, to attempt to
reduce the cost of offige supplies and equipmomt per person without handi- -
capping in any way thg productive effort, It has been requested that the
following points be brought to the atbention of all employces:

a, "Cost consciousness'" should be the upparmost thought of all
omployess in utilization of supplies and/or equipment,

be Administrative supplies are for your use in the performance
of your dutics,

. } .
¢, W#hon drawine supnlies ask for only what you noed and use
what you are issued. Do not hoard supplics,

d. A desk and office chack to return excuss supplies and
equipnont to supply crannels will be conductzd in the near future,
All employees are requested to cooperate fully with personnecl
assigned to this function,

3. - All Division Chiefs and suporvisors in the General Scrvices
Office are directed to nerindically inspect the practices of ewployeas
under their jurisdiction to assure that they do not accumulate or store
unnacessary or excessive quantities of supplies, The Building Supply
Officers are responsible for maintaining adequate stock levels of common-
use items to meet normal requirements.

Lo Genoral Services Office will cooperats fully in this conscrvation
program and the coopcration of all supl: i 25 Lo <

25X1A

Chief, General Scrvices Office

RESTRICTED
Security Information
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RESTRICTED
Bocurity Information ‘
1 June 1953

MEMORAUDUM WOR: - ALL Employees of General Services Office.

SUBJWOT v Administrative Supplics and Equipment E
| | |
26X1A i
! 1. A propgran is beine dinitiated by the Logistics Office in accordance
| with CIA Notice “ to effect greater efficiency and economy
: in utilization of administrative supplies and equipment. |
‘ 2, All officns have been asked to cooperate with the Logistics Office i
in the accomplishmant of this objective, and, in doing so, to attempt to ;
reduce the cost of offige supplies and equipment per person without handi-
capping in any way the productive ¢ffort, It has been requested that the
following points bo brought to the attention of all employzes:
a. "Cost conscinusness" should be the upparmost thought of all
empliyvess in utilization of suppliss and/or equipment,
b, Administrative supplics are for your use in the performance
of your dutics.
c. #Hhon drawing supnlies ask for only what you nced and use
| : what you are issued. Do not hoard supplics,
|
d. A desk and office check to return excess supplies and
equipment to supply ciannels will be conducted in the nszar futire,
All employces: are raquestod to cooperate fully with persouncl
' assigned to this function,
3. All Division Chiefs and supsrvisors in the General Scrvices
Officy are directed to periodically inspect the practices of employees
cunder their jurisdiction to assurs that they do not accumulate or store
unnceessary or excessive quantitics of supplies. The Building Supply
Officers are responsible for maintaining adequate stock levels of common-
v use items to mect normal requiremcnts,
‘ L. fGencral Services Office will cooperate fully in this conscrvation
‘ prozram and the cooperation of all cmployces is requasted, e i
(
1
25X1A
Chief, Ceneral Scrvices ice
i
g
. {
RESTRICTHED {
Seeurity Information :
: !
]
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RESTRICTRED

Jecurity Information o ,
‘ ‘ 1 June 1953

MEMORANDUM FOf: -~ ALL Employess of General Services Office

SUBJECT 5 Administrative Supplies and Equipment
25X1A L. A oropran is being initiated by the Logistics Office in accordance

with CIA Notice mo effect greater efficiency and economy
in utilization ol administrative supplies and cquipment,

2. All offices have been asked to cooperate with the Logistics Office
in the accomplishment of this objective, and, in doiny so, to attempt to
réduce thie cost of 2ffige supplies and equipment per person without handi~
capping in auy way the productive cffort, It has bsen requested that the ;
following points be brought to the attwntion of all employcoss o

a. "Cost conscisusnsss" should be the upparmost thought of all
employens in utilization of supplies and/or cqulpmmt.

b, . Administrative qupplw s are for your usz in tho performance
of your dutics,

Ay 3 b .
c. lhon drawing suppliss ask for only what you need and use
what you are lssu.d., Do not hoard supplies,

d. A desk and office checlt to return cxcess supplies and
equipmont to supply cuanuels will be conductzd in the near futurce,
All employces are requested to cooperatc fully with personnsl
assigned to this function.

‘3. ALl Division Chiefs and supsrvisors in the General Scrvices
Office are directed to periodically inspect the practices of employees
under their jurisdiction. to assure that they do not accumulate. or store
unnccessary or uxcessive quantitics of supplies, The Building Supply
. Officers are responsible if)r maintaining adcquate stock lavels of common-
N use items o meet normal requirements,

L. - Genoral Services Office will cooperate fully in this conservation
I

program aud the cooperation of all employees is requested,

25X1A | |
; : Chie ’

RESTRICTED
Scenrity Information

S Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3




25X1A

25X1A

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3

RESTRICTED

Sceurity Infommation
1 June 1953

MEMORASDUM WORs  ALL Wmployees of General Services Office

- SUBJTRCT ¢ Administrative Supplies and Equipment

‘1, A nropram is being initiated by the Logistics Office in accordance
with CIA Notice I o offcct greater efficiency and sconomy
in utilization of administrative supplies and cquipment,

2, All officss have been asked to cooperate with the Logistics Office
in the accomplishment of this objective, and, in doing so, 1o attempt to
reduce the cost of offige supplies and equipment per person without handi-
capping in any way the productive effort, I+t has been requested that the
£ollowlng points be brought to the attention of all employees:

a, ~ "Cost consciosusnoss" should be the uppermost thoiught of all
employees in utilization of supplies and/or enuipment,

b,  Adninistrative supplies are for your use in the performance
of your duticg.

co When drawi ng sup nlies ask for only what you nced and use
vhat you arc issued. Do not hoard supplics,

d.s A desk and office check to return excess supplies and
equipment to supply coannels will be conducted in the near futurc.
‘All employces are requested to cooperate fully with personnel

_ assigned to this function,

3.. All Division Chief's and supervisors in the General Scrvices
Office are directed to periodically inspect the practices of eaployees
under their jurisdiction to assure that they do not accumulate or store
unnecessary or- cxcessive guantitics of supplies, The Building Supply
Officars are responsible for maintaining adecquate stock levels of common-
use items to meet normel requiremonts, i

L. Gencral Services Office will cooperats Tully in this conscrvation
i

programn and the cooperation of all amploywes is requasted,

Chief, Gencral Scrvices Office

RESTRICTED
Seeurity Information
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UL U0 CONFDENTIAL
Securlty Information
| 10 April 1952

MEMOR * MDUM FOR{ All Administrative Officers

FROM ¢ Chief, Administrative Scrvice

1, This is to advise that the Machine Records Branch,
Administrntive Service, formerly located in "J" Building has
been moved to Wing 7 of "IN Building,

2, - Mail addressed to this Branch should be forwarded to R
"Room 1701 "I" Building. The teleaphone extension remmins the ;
same, 3756,

Distribution:
Office of the Diractor
Director of Training chrono
Inspector General ' Mach,Rec'ds. file
Deputy Director (Intelligence) Memoes to all pers,/
Office of National Estimates
Offine. of Current Intelligence copy to all Div. Chiefs

0ffice of Research & Reports

Office of Scientific Intellirence
O0ffice of Operations

Office of Collection & Dirsemination
0ffice of Intelligence Coordination

Deputy Virector (Plans)

Communi cations

0ffice of Policy Coord:nation

Cffice of Special Operations
Technical Services Staff

Deputy Director (Administraticn)

Inspection & Security

General Counsel : i

Audit Office ]
Personnel : ‘

Comptroller

Medieal Staff ‘ i
Procurement & Supply : ; |
fencral Services Office :
Administrative Service: ;

Organization & Medhods Service

 CONFIDENTIAL

Security Information

Approved‘ For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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6 May 1952

VEMORAYTI™ FCR; ALl Administrative Officers

TROM : Chief, Administrative Service - | ’
RITFRENGT :  VMemorandum dated 10 April 1952 to All Administrative
, nffdcers from Chief, Administrative Service, reperding
location of Machine Records Branch.
|
E Tt is8 reaquested that subject memorandum previoxxsiy unclassi-
! fied, be classified NONPTIIWNTIAL,
. STATINTL
|
Distribution: Same as oriinal
: o - memorandum dated
; 10, April 1952,
!
ohrone T
| Mash Reo'ds file
¥amoss to a1l pers,
Original meme
' slasrifiod ar stove,

e i B e e
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(¥ ‘ RESTRICTLD

P ~ CIA FEDERAL CREDIT UNION

Washingten, D, C,
2h April 1952
‘ , " SUBJECT; Closing Oredit Unlon Qffice on 30 April 1952,
1. Fer the burpose of making an auvdit, the tws Credit Undon
Offices (Room 200 Central Bu.lding and Room 2201 I Building) will bve
; closed on 30 bpeil 1052,
2. Deposits plemned for tho dast day of April should be presented ‘
! on 29 Aprll. Credit Union Cfi'icws will Da prepured to accept thow, as
well as tronsact any cther business, netween 10uC honws und 130G hours.,.
3¢ ALl members of the Credit Union who have not picked up iheir
new pussbooks should do so prior to the date of the audit, i
i . ) . . ,
r k. The Credit Unien Offfice preseatly Lo Roon 2201 T Building willd
be lecated in Room 10LO I Budliding, effective 1 May 1952,
|
§ LDWARD R." SaUMILKG
; President .
E DISTRIBUTION NO, 5 -
It
I
L
‘ .
' RESTRICTED
: Security Information
i fee. 304
: ”
; ﬁ«o‘. ¥-38- Sy
! : -
Lev eco - )
Bmvvp - 27
J&M—M,. - 7"’
2‘ il .~ 7 V
A,‘_/AW: -~ /
?‘Wﬁw- 25
 Falke - (g

25X1A

25X1A
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STATINTL CLL FREDWRAL CHIDIT \TLON '

Veshington, . C.

S

15 Jenuary 1952

i
5
i
[
fe
!
b
¥

¥

i

¢
i

SUBINCT:  IMfth Anmual Meetrng of CIA Federal Credit Union

1, fhe Fifth fnnuel Mueting of the OLA Federal Credit Union
villl be held Vednesdoy, 30 J envary 1952 at 2:30 p.m. in the Inrectors
Conference loow of the Adminisbtration Building.

2. Ab thie time the officors will sulmit reports covering the
activities of the Credit Uaion for the calender year 1951. fn elece
tion 11l Be held to Fill the vacancies creeted by the expiration
of the tewms of the folloving: :

Foord of Dircctors

STATINTL

Idvard R. Saunders

3. Ml members of the Credit Union are especially urged to Dbe
present. Other interested eivilian employees may also atiend. How-
ever, only Credit Union members are allowed +to vote.

STATINTL

EDVARD R. SAUHDERS
President

 DISTRIBUTTON: A1l CIA Imployees
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CONFIDENTTIAL

MEMORANDUM
3 August 1951

1. Reports have been received from various parts of the Agency
‘that in many instances personnel who should be informed are not aware
of changes and additions to CIA Regulations.

2. While it is not intended that a complete CIA Manual be main-~-
tained by each segment of every Office, it is intended that all personnel
who need to know be kept adequately informed of the Agency's policiecs
and procedures.

3. To accomplish this, & method already employed by some Offices
is suggested, namely, route copies of revisions and changes in CIA
Regulations through various segments of the Office before they are
placed in the CIA Manual. )

h, If additional copies of CIA Regulations are desired to im-

plement the above, the Management Analysis Office, Extension 792, should

be contacted.

s
1 Cple B reenn o Zo ZHL

)} T ypngy T "{:i"wr\w //&f‘roz‘a;’f%wrl.ﬁ{ <.

CONFIDENTIAL /

Approved For Release 2001/03/30 : CIA-RDP81;00728R000100040034-3
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9 October 1951

MEMORANDUM FORs ALl Administrative Officers
FROY ¢+ Chief, hduinistrative Services

1. This is to advise that the iMachine Records Branch,

Adninistrative Services Office, formerly located in L Building
L has besn moved to Wing 6 of Temporary J Building.
STATINTL : .

5 2, 4all addressed to this Branch should be forwarded

' to Room 1601, Temporary J Building, The Chief, Machine

fiscords Branch, may be reached temporarily on telaphone
extension 3120 pending inatallation of permsnent telephone
service. His psrmanent telephone extension will be 3756,

Diatribution:

0ffice of Director

Deputy Director (Plans)

Deputy Director (Administration)
Advisor for Henagemant

Office of Epecial Operations
Office of Folicy Coordination

Office of Operations MEWslrv
Comaunications ces Chrono
g::mﬁ:“mlsmmzy Naehing Reoords wile
Chief, Machine Re '
Office of Colleotion & Disseaination el fayciifadseiv i ripy s

0ffice of Hesearsh and Raports
Office of National fstimates
0ffice of Intelligence Coordination
Office of Gurrent Intelligence
0ffice of Scientific Intelligence
Training Office

Comptroller

lindical Staff

Personnel

Procurenent

Administrative Services

e

e , ‘Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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= Oﬁicef]mmorzmdum o UNITED STATES GOVERNMENT %

10 1 Administrative Officer DATR: 11 June 1951

FPROM .: Chief, Administrative Services

: SUBJECT: . Requast for Unvouchered Forelgn Travel Orders
STATINTL  ggp ; c1a Regulation [ : .

1. Upon receipt of this memorandum requests for unvouchsred E
foreign travel orders or amendments thereto will be submlitted on Form i
36-207,. approved March 1951, "Request for Unvouchered Forelgn Travel
Orders." : ‘

2. This form muet be filled out completely in accordance with :
the nature of the travel, in triplicate, and routed to the Transportation {
Division through Covert Personnel ’Division after necessary approval. 3

STATINTL

[ » Attachment:
; Form 36-207

~©° . Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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SECRET
DATE
REQUEST FOR UNVGUCHERED FOREIGN TRAVEL ORDER
NAME TRADE AND SALARY ] TITLE OR RANK AND SERIAL NO. CHARGEABLE PROJECT
[——] STAFF EMPLOYEE |[OFFICE OFFICIAL STATION OFFICE TELEPHONE
[ STAFF AGENT
RESIDENGE ADDRESS (IF STATIONED IN WASHINGTON) RES. TELEPHONE

ITINERARY: (ALL TEMPORARY DUTY POINTS MUST BE SPECIFICALLY INDICATED. ]

JUSTIFICATION IN DETAIL: GENERAL STATEMENTS SUCH AS MOFFICIAL BUSINESS" OR WCONFIDENTIAL PURPOSES", ETC., WiLL NOT BE
ACCEPTED.. |F PERMANENT CHANGE OF STATION SHOW NAME, AGE, AND RELATIONSHIP OF IMMEDIATE FAMILY AND SHIPMENT OF
AUTOMOBILE, HOUSEHOLD AND PERSONAL EFFECTS.

DURATION OF TRAVEL:

FROM °. 0 . |noME - LEAVE [TJ PERMANENT CHANGE [__] TEMPORARY outY [ ]
CHECK ONE FOR STAFF EMPLOYEE®

Transportation to be procured

fransportation to be procured by Transportation DIv. —] by Individual [ Justify:
MODE OF TRAVEL: . COMMON CARRIER —1 GOVERNMENT TRANSPORTATION - [
Alrplane — Alrplane —
Vessel —/ Vessel —
PRIVATELY OWNED AuTOMoBiLE [ Motor Vehicle [_J
ALLOWANCE FOR PRIVATELY OWNED AUTOMOB | LE RECOMMENDED ON FOLLOWING BASIS®
al _____ cents per mlle, not to -exceed cost by common carrier. Ej
(bl -+ cents per mile, as being more advantageous to the Government. [::::] JUSTIFY:

SPECIAL PROVISIONS: (1.E., EXCESS BAGGAGE, EXTRA FARE TRAIN OR PLANE, OFFICIAL COURTER DESIGNATION, ADVANCE OF FUNDS,

etc. !
DEFINE AND JUSTIFY:
PER DIEM RECOMMENDED:
HOME LEAVE ONLY .
DAY'S ACCUM. ANN. LV. |AS OF (DATE! 1. Employee (Is, is not) to report to Hdqrs. for days prior to home. leave.
. ) ’ 2. pate of arrival at overseas stationd
APPROVAL (FOR CASES INDICATED) j APPROVALS  (ALL CASES)

[ ] PERMANENT CHANGE OF STATION
SIGNATURE OF INITIATING OFFICIAL

[] TRAVEL TO FIRST POST OF DUTY ABROAD

TITLE DATE
] l RETURN FROM POST OF DUTY ABROAD

STGNATURE OF CONCURRING OFFICIAL

SIGNATURE OF CHIEF, CPD - DATE TITLE . - DATE
: i FORWARD IN TRIPLICATE AFTER APPROVALS ARE COMPLETED -

FoR 391 36-207 SECRET — , —
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CIITRAL IUENTLLIGEICE AGIICY
Trashington,  D. Ce

16 jiay 1951

OTORALIUE POR: ALl Chauffeurs . 1

Aty W
GURGICT: Chauffeurst Corps i

‘ 1. “e all worl for one of the nost important '
agencies in Covernfient. It do 1wy telief that we should '
have the smertest Chauffeurs! Corps in “fashington - a
Corps to which you will be prond to belong. . In order
for ug to achiceve thot ambition each uan muet do his
Juty faithfully.

2. Thevefore, I erpect each of you to live up to
the folloving code of & zood chawffeur:

. 2, Drive carefully,
" : , e Do courbeous.
' Co He neat i appearaice,
¢o 5it din the driverts scal eg a uastor,.
Don't lownge.

Co 1)0':1'1; snoke; don't chev g - vihen driving }
: VRCHeN;UTe :
| fo M vy mwr ints conversation twith STATINTL
< pas "o i
e, li'ill oub sour Eronffouwr's Record cerciully STATINTL
and acewrabaly. H

Coa - w\/&&\(—vo
n ’, :;v
‘:'Z— Rt /—( Ag

«6’4/ ey U/‘Vc'/{"' ((
Cornmsy LE &Af( (fu'—/\/?./w. . MLelyn o :
3‘) 1o rdministrative Services |

% &,
,_4_,1.,'“-1./«”&...@_0‘1%

Approved For Rélea59,200110,3 30 :
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ST)ZATINTL . . S EJ‘)&

27 February 1951

MEMORANDUM FOR: All Personnel, Horth Building

{
|
%
i
i
!
l
i
b
i
i

SUBJECT & ' Emefgcncy Lvacuation Plan for North Building

In the event of an emergency during working hours, North
Building will be evacuated in accordance with the following plan:

1. Imployees

a.  Upon sounding of alarm, proceed at once to secure all
classified material in safes and vaults. Lock all safekeeping
containers and vaults.

b. Close and lock windows.,

c. Collect personal belongings such as hats, coats, purses,
wallets, etc., and take them with you. DO NOT FORGET YOUR BADGE.

d.. Proceed from building, using stairways and exits described
below, as instructed by your Assistant fvacuation Officer,

e. After leaving building, proceed to the area designated by
your hvacuation Officer. Do ot congregate around exits, adjacent
sidewalks, and driveways which may interfere with the activities
of firemen and their apparatus. :

f. Employees will proceed via the routes and exits described
below: : i

FIRST FLOOR. Rooms 100-110. Employees will proceed to and
exit through the main (east) entrance of North Building.

Rooms 11-119. Employees will proceed to and out through
. i the emergency (west) exit in front of the elevator. Employees
) gf _ in Room 115 will leave by the emergency woor located at the
i east side of building and so degignated as lmergency Exit.

SECOND FLOCR. Rooms‘200-207. Employees will proceed down
the stairway at the east end of the building and exit through
the main entrance,

Rooms 208-215. INmployees will proceed dowﬁ the stairway
at the west end of the building and out through the emergency
exit.,  The elevator will not be used for evacuation pmrposes,

Employees evacuatihg through the two front entrances of
North Building will proceed immediately across the driveway
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and will assemble in the area begrond the flag pole but will not ‘
cross "E' street because of possible interference with fire
equipment., : , ;

BASEMENT.  All employees working irn thc cast end of the
basemcnt will exit through the emergency door at the foot of the
sbairway eand procced around the ecast end of North Building and o
into the area between the driveway ard the Naval Hospital grounds !
fence. All other employces working in the bascment will proceed o
to the tumnel corridor and exit through the basement entrance to i
_Central Building and thence to the quadriangle between Central '
and South Building, ‘

2, Supcrvisors, A supervisor is defined as being the senior indivi-
dual present in any particular office at the time the alarm is sounded.

a. Upon sounding of alarm, instruct a co-worker to secure your
classified material and safes.

b. Supervisor to take pre-determined stations and direct flow
k : of traffic from your assigned area, wing, or floor and preserve
L : order., ’
! c. Supervise the securing of classified material by the
[

personnel under your jurisdiction.

d. Dlake a visual check of the offices under your jurisdiction
to determine that classified material has not been left exposed and
that safes, vaults and windows have been closed,

e. When the area for which you are responsible has been '
evacuated, report to the Ivacuation Officer for further orders, if
any.

3.  Assistant Lvacuation Officers.

a. Upon sound of alarm, instruct a co~worker to secure your
classified material and safes.,

b. Proceed at oncc to your pre-determined evacuation post. If
it is an emergency cxit door, remove the bar from the door and direct
employees in evacuation. Do not permit unauthorized persons to re-
enter the building. :

‘ce When the all-clear signal is sounded, pcrqit only properly - » :
badged persons to enter the building. ‘ :

‘d. ' When personnel have re-entered the building, secﬁre the ‘ ?
assigned door by replacing the bar and metal pins. ‘ . i

"eé. In the event of an evacuation the guard at Post 3, Basement, :
North Building will be responsible for escorting the blind man to the S i
nearest exit to safety.

e ¢ e
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i as indicated below:

| ‘ First Fleor

; :
STATINTL Post No. 1

) North Building)

Post No. 2
(Emcrgency exit
cast end of
building)

Second  Floor

Post No. 3
(Head of stair-
way in front
of Reom 201)

Post No. 4
(In frent of -
Room 2-312

Basement

Post No. 5
(At the head of
the tunnel
corridor)

Post-no. 6 v
(Emergency exit
at east end of
building)

STATINTL

{Main entrance to.

‘arc¢as in the use of this planj

fv The following named individuals are herLby appointcd
4 : Assistant Evacuation Officers, assigned to the cmergency posts

Direct personnel
from Neorth Bldg.
through the main
entrance,

Direct personnel
through the emer-
gency exit,

Direct personnel
to proceed by
stairway to first
floor through
main entrance.

Dircet personnel
to proceed down
stairway to first
floor through the
emergency exit.

Direct all per-
sonnel from the
west end of base-
ment area.

Direce all per-
sonnel through the
emergency exit and

to clear the park-

ing area in rear
of North Bldg.

: L. = Assistant Evacuation Officers arc responsible for: reporting
; to the Principesl Bvacuation Officer their transfer, rclocation or any
extended leave of absence; the instruction of personncl within their
and the display of appropriate .signs
and litcraturc that may be issued in connection with this plan.

Principal Evacuation Officer
North Building
(Extension 611)

Approved For Release 2001/0
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Division Chiefs, Administrative Services Office 29 Jamary 1951
Chief, Administrative Services
Personal Mail

1 It is requested that all employees under your jurisdiction

again be instructed to comply with the agency regulation that they
will not have personal mail addressed to them at the office,

STATINTL

2. Any employee who may not now be complying with the above
will take action immediately to notify his correspondents to address

MEW 1w

ce: Asst, to the Chief, Admin. Ser,
Chief, Bldg, Main, & Utilities
Chief, Real Estate & Const,
Chief, Reproduction .
Chief, Transportatiocn
Acting Chief, Machine Records Br,
Chief, Admin, Files Section
Acting Chief, Records Ucatrol Sec,
Chief, Mail & Courier Section -

Chrono .
Directives file
Memos to all pers,
Mt ¥ & Courier file

Freoredcne fel,

_ Approved For Release 2001/03/30 : CIA-RDP81-00728ROOQ100040034-3
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STATINTL
| CIA FEDERAL CREDIT UNION
!
! Washington, D, C.
24 Januvary 1951
SUBJAECT: Fourth Annual Meeting of CIA Federal Credit Union

1. The Fourth Annual Meeting of the CIA Federal Credit Union
will be held Wednesday, 31 January 1951, at 4:00 p,m, in the
Projection Room of the Administration Building.

2. At this time the officers will submit reports covering
the activities of the Credit Union for the calendar year 1950, An
election will be held to fill the vacancies created by the expira-
tion of the terms of the following:

STATINTL

I

é 3. All members of the Credit Union are especially urged to
{ be present, .Other interested civilian employees may also attend,
; However, only Credit Union members are allowed +to vote,

President

FATINTL .

DISTRIBUTION: ALl CIA Employoes
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CENTRAL. INTELLIGENCE AGENCY
WASHINGTON 25, D. C.

OFFICE OF THE DIRECTOR

To the Head of Each CIA Activity:

I want to extend to you and to the members
of your organization my sincere wishes fér a very
MERRY CHRISTMAS and a HAPPY and SUCCESSFUL NEW YEAR.
With these go my sincere thanks to all of you for

your assistance and support.

STATINTL

Director -

Aﬂai’ 2¢ Lec.52
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27 tegtowder 1950

T Chiafs of frondies acd 431 Seploywos
Pervices Liviaios, sdadsdstrative Siefl

rowliah e sapeens ay sintare sppresiutien Lor the
Lovak pappert aud sbesdence i sffork whick the dreach
Chlofs cod oll porssenal of ke Services Tivislon bawe gt
foptdt fi suhleving & susgwssful progras fur the DHivision,

iy Que oo wost pert be yowr olforly that T have
boen sossidured Lor i prosation to Chisf, Sdefndetestive
Balfe o oy vew sapagslty & will, of covess, Lo ageally
tnteryated Sa the sfficleney sud toe mavenosful feliillseat
el e Sorwicun fasoblung, i 1 s@ save that yoer offcrts,
42 An the punit, will wuntiless,

Baglandne on Boadsy, & oieher 1050, Wre iuvward Je
Freptoa, Uhief, Seryices Mivisiuz, Additistrative $iadl,
et report o iy oew seriznwasb. T odlicdd for biw Sbe
spon Lovalty eod suppart shdeh tave been Jlves %o e ds (e
PREE.

Againg, 1 want to say “Theok S’m'* i*a-r yeur afforts.

STATINTL
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y / CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D. C,

On 7 October 1950 I will relinquish the position of Director of

Central Intelligence to Lieutenant General Walter B. Smith, United States
Army.

I cannot depart without expressing to each individual member of
this Agency my heartfelt appreciation and gratitude for the fine and loy-
al support which I have received during the more than three years I have
held my present office.

We have experienced together the hard knocks, the real difficul-
ties, and the successes involved in our mutual responsibilities, and I
can say honestly that we have made very considerable progress together in
a field beset by complexities and problems always inherent in pioneering
a new field.

I am sure that each of you will give to your new Director, General
Smith, the same loyal and vigorous support which I have received, and
that the Central Intelligence Agency will continue to grow in capability
and stature under his leadership.

I wish continued success and happiness for each of you, and ydu
may be sure that I will miss our association when I have gone.

R. H.. HILLENKOETTER

Rear Admiral, USN
Director of Central Intelligence

T Approvéd For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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Y GIA FEDERAL CREDIT UNION

! , ~ Washington, D.C. '
; //“b ' o | ; ‘ ?

20 January 1950

STATINTL ‘
: 1)

SUBJECT: Third Annual Meeting of GIA Federsl Gredit Union

1. The Third Annual Meeting of the CIA Federal Credit Union (
will be held Tuesday, 31l January 1950 at };:00 p.m. in the Projection
Room of the Administration Building, ‘

2. At this time the officers will submit reports covering the
activities of the Credit Union for the calendar year 1949, An

election will be held to fill the vacancies created by the expiration
o of the terms of the following:

Board of Directors :

Edward R, Sziunders

~ STATINTL'

= STATINTL

3, All.menbers of the Credit Union are especially urged to be
present. Other interested civilian employees may also attend.
However, only Credit Union members are allowed to vote.,

T ) .
Pos . :

EDWARD R. SAUNDERS
President

DISTRIBUTION: All CIA Employees

; o

e A
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DiEC 21949

MERORAMDUN FOR:  Assistant Uireotor for Reports and =ytimetes
dssistant Divestor for Sollection sand Dissemination
fdssidtant Director for Sciontilic Intelligence ‘
Assistant Director for Uperations
dssistent Lirector for FPoliey Coordinntion
Assistont Uiresctor for Special Oporetions
Chief, Coordinaticn, Unerantiors and Folicy btaff
Uhiet, advisory Uouneil
teneral Counsel, Logal Staff
Chiol, Inspection and Security Staff
Chief, Administrative Stulf
Uhief, Special Support Stafll
Budget Ulficor
Personnel Director
Hanagement Ul {icer

{ B SUBJECT: Government luployees foelth Associantion Annual Meeting.

1o The bylaws of' the Govermment uployees iealth Association jhro-
vide for an annual meeting of its members Lo be held on the first Monday
in Januery of each year at 10 AN. '

2. The first Honday in January 1950 is an official holiday, therc¢-
Tore, this anmal meeting will be hald in the Frojection itoom of the
Administretion uilding. at 10 MM, Tuesday, & Jenuery 1950,

8. It is requested that all persounel who sre members of this
Association be invited to alttend this moeting,

/s/
Ot st g Ohy] o S, = 17

a /. I.;f@';c—a/( M
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30 November 1949

MEMORANDUM FOR; Audit Staff
, Chief, General Servioes Braneh
Chief, Reproduotion Branch
Chief, Transportation Branch
Aoting Chief, Supply Branch

FROM Chief, Services Division
SUBJECT, Lunoh Perieds

Confirming the meeting held in my office this morning,
' oach Branch Chief ig instruoted, insofar as possible, tov have
key personnel on duty at all times in the various offices of
his partioular Branch. Liunoh periods will be staggered so that
all key personnel in an office will not be out during the same
times This will eliminate pPossible delays in transaoting business
and handling problems or questions aris

STATINTL

m‘r' - .
cos Chief, Administrative Stafe
MIN Chrone .
MIM Prooedure file _
. MIM Notioes to 211 Personnel l/
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30 Novembar 1949

MEMORANDUM FORs  Chief, Services Division
- Chief, lodical pivision
Acting Chlef, Porsonnel Division
Acting Chief, Fiseal Divigion

-FROM t Chief, Administrative stafr

SUBJECT Linch Periods

It has been brought to ny attention that in
some offices all key personnel are out during the .
luncheon period at the same time. This has cauged
song inconvonience to individuals attempting to
transact business with these officess It is desired
that you tuke action to stagger the lunch hours of
koy personnel in the various offices of your branches
to allsviate this condition.

i~

STATINTL

AVEtpon /
cc? Chief, Services
Chief, Medical
Act Chisf, Fersonnel
Act Chief, Fiscal

Approvéd For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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STATINTL \

i
I
i
’ B o 5 July 1949

MENORANDUM FOR ALL EMPLOYEES OF THE SERVICES OFFICE, OVERT BRANCH

The Government Employees Health Association, which was
organized within CIA on 15 July 1948, nakos available a gro up
plan of hospitalization to employees who are not eligible Lol
- the other group plans within the Agenocy., This plan is under=
1 7 written by the Mutual Benefit Health & Acoident Association of
Omahoe .

The rates are as follows:

Monthly
I. Single member only Y]
II. lMarried membe? and spouse 44,75

III. Married member, spouse and all children 6600
IV, Member and all children, where there is
no adult dependent 4475

The Assoociation requires payment of a membership fee of
#1400 and payment of two months' premiums at the time application
is made for membership,

If you are intefested in joining the Government Employses
; Health Association you must ach ‘promptly as the membership will
:"STATINTL be closed as of 31 July 1949, '

/
For further information and appliocation see _

Room 201, North Building, Extension 785.

Approvéd For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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1 August 1949 ff
TO: All Sorvices Personncl
SUBJICT: peeinl Dividends on Nationtl Scrvice Lifo Insuranco
|
Reforenco is rade to the speeial dividonds puyablo
! b ' to votorans and sorvicomon on lintionul Serviec Lifc Insuranec
{ i policins issucd after & Ootobor 1940. Tho dividends crc not
! payeblo on insurance -issucd aftor &1 Docombor 1947, or insurnnce
| ; which was in forec lcsgs thoan 3 monthse
STATINTL anyono clipible for such dividends in the Sorvices
Qfficc who has not filed application for samc and wishes to do
so moy obtain application forms from
¢ Extrnsion 651, Room 200 Horth Buildinge ;
: | ;
: STATINTL
] Sorvicos Officer

" Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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CIA FEDERAL CREDIT UNION ‘ ‘ :
Washington, D.C. .

19 January 1949

kSﬁBJECT: Second Annual lleeting of CIA Federal Credit Union

1, The Second Annual llseting of the CIA Federal Credit Union
will be held Monday, 51 January 1949 at 4:00 p, m, in the Projection
Room of the Administration Building, )

2, At this time the officers will submit reports covering the

activities of the Credit Union for the calendar year 1948, An
election will be held to fill the vacancies creatsd by the expiration

of the terms of the following:

Board‘of Directors

STATINTL
ST ATINTL Credit Committee

5 Supervisory Committee
STATINTL I

3, All members of the Credit Union are especially urged to be
present, Other interested civilian employoces may also attend.
However, only Credit Union members are allowed to vote.

STATINTL » _ |

" EDWARD R. SAUNDERS
President

DISTRIBUTION: All CIA Employees
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3 January 1949

METONARTDU . FOi: ALL SIKVICES OFFICE LIPLOYEES

STATINTL STATINTL As contomplated by Goneral Order [ ona ‘ C
I have been desipnatod the o
Scervices Officor, CIA.

I wish to . talie this opnortunity to lect all
crployces of the Services Off'icc kroiv that I plan;to
visit the various sections and have the pleasurc of
mcoting cach individual personully. It is a pleasure
to be uwble to work with a group thot hes enjoyed such
outstanding commcndations from cll of CIA. I cxpoct
that overyone will continue to ronder cexccllent and
cfficiont service to cll CIA mctivitics. I do not
contemplate uny chinges in personnol or ussipmments
tt this timo. ‘ : ‘

Should any individual have tny problems,
personal or othorwiso, that their immedicte super-
visors cannot holp thom with, I wish to ndvisc that
the door to ny office is always opcn.

At this time I should like fo extend best
wishes for the Mew Yoar to all Serwvicecs Office om-
vloyecess,

STATINTL

crvicces Leer,

LR

Approved For Release 2001/03/30




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3

STATINTL

5 Qctober 1948

MEE'ORANDUM TO ALL CIA EJPLOYEES:

SUBJECT: Community Chest.

1. Kost people will help a stranger who is in trouble, but all
of us will come to the aid of our own people, It is for this rca-

son that I am calling your special attention to the Red Feathier Caa-

paign of the Community Chest Federation now urder Waye

2, The National Capital Comminity is our community. Government
workers and their families make up about one-half of its population,
They need and use the same social and recreational services, the
same insurance against privation and juvenile delinquency, the same
hospitalization privilcges as do the rest of the people here.,

3. Government employses this year are bezing asked to give about
wne~third of the total increased goal needed to mect the minimum com-
munity needs, including the reorganized USO.

be Surveys show that in the programs of the 104 agencies
financed through the Community Chest F.deration » Government workers
and their ramilies make up about onc-half of the total persons
serveds One-third of the GIVE for the cne-=half of the TAlE is a
good deal, , T

5. Inflated prices are hitting all of us hard these days, I
know you will realize tnat tic many low-income groups amcng the
Government workers are emdng those who will suffer the cconomic and
physical hardships that the Chest agencies help to alleviate.

6. The need is greater than before. You are teing asked to be
more generous. Instead of an imrediate cash donation, you are urged
to take the easier way of making a larger contribution by paying it
each pay dey or in monthly or qQuarterly installuents, -Cur goal this
Yyear is the contribution ‘of one day's pay per cmployce,

7« The President of the United States regards this community
effort as a major duty and responsibility of us all., As Chairman
for the drive in CIA, the Director rersonally heartily endorses the
purposes of this drive which merits the full support of all of us,

E. K. WRIGHT '

‘ Brigadier General, USA
Acting Director of Central Intelligence

. Approved For-ReIease 2001/03/30 : CIA‘-RDP81-00728R000100040034-3
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CENTRAL - INTELLIGLNCE AGENCY
Waghington, D, ©.

MEMORANDUM FOR ALL CIA ELPLOYEES

SUBJECT:  Cortification of Momborghip in the U. 8. Civil Scrvico
' Retiremont Syatom ‘

1. Your Certificato of Mombership in tho U, 8, Civil Sorvicec
Rotiroment Systom ig attacheds Thiz Corbifionte dogcribos the
bonefits and privileges you onjoy oo a membor of the U, S, Civil
Service Retircment Plan, ag well ag your obligations for sccuring
guch bonofits, It should he kept in ¢ safe plooc, along with other
valuable papers for the usc of your'family or bencficiary in an
emorgency,

2., This Cortificnto has ¢ placo on tho baok For rocording
your scrvice. Unfortunntely, complete service records for nll
c¢mployces are not readily available and ‘it is not pogsible to
complete  this record for you. You should roocord thig scrvice as
acourately ag you con from rccords in your posscseion, Hereafter,
you should entor every personnel action you recceive,

3. It iz ginccroly hoped that this Certiricate will be of
real nssistance %o you in understonding the Civil Serviec Rotirement
Syatem, , ‘

-~ Loy
Chief, Personnel Branch

Attachmont

Approved For Release 2001/03/30 : C_IA-RDP81-00728R000100040034-3 ‘
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ST}}\TINTL ' ; 11 February 19L48
MEMORANDUM
TO: All Bmployees of Services Branch
FROM: - Chief, Services Branch

" SUBJECT: Volunteer Blood Donors

1. The American Red Cross is sponsoring a drive for volunteer
blood doners and have set their goal for 30,000 donors, .

2. The American Red Cross will establish a blood donors bank
for use by various hospitals in this area, The blood will first be
donated to various véieran hospitals and the remainder will be for
use by civilian hospitals and 1nd1v1duals who- may request donations
from the Red Cross.

3. Individuals donating blood are required to be over 21
years of age and are advised that donations should not he made more

than five times in one year.

STATINTL ‘ ﬂoyee interested in making a donation should contact
R , Room 200, North Building, Extension 785, not :
P later than February 18, 1948,

 STATINTL

Chief, Services Brarch

. ~ ~"Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3
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CENTRAL INTELLIGENCE AGENCY
Waahihgton, D. C.

: ' 9 February 1948
MEMORADUM FOR ALL EMPLOYEES

SUBJECT: Sustaining Fund Cempaign for the National Symphony Orchestra
Assoclation.

1., The Sustaining Fund Campalgn for -the National Symphony Orches-
tra Association 1s now being conducted by that Assoclation and will con-
tinue through 20 February 1948. The Heads of all Executive Departments
and Agencles have been requested to participate in this Campaign and the
following letter has been received from the Government Committee of the
Orchestre Assoclation: ' '

", . . and the nights shall be f1lled with music."

"That Washington's nights -- and days and summer evenings --
are 5o well filled with Lhe world's finest music is to the credit of its
National Symphony Orchestra.

"It brings us pleasure through its summer Watergate series, its
winter concerts, radio broadcests end special neighborhood concerts. It
plays an important part in the education of our children through its work
in the schools., Its corps of finest musiclansg are available for ballet .
‘performances, for concerts at the art gellerles and for special music pro-
grams in the churches.

- ."To finance a great Symphony Orchestra entlrely from ticket sales
would make the price of admission so high few could afford it. Public
subscription to a Sustaining Fund absorbs this extra cost and keeps the
price of tickets down to the level we pay for theater seats.

3 "Because the Public Servents of Washington ~-- members and employees
aE of the Internationel, the Federal and the District of Columbia government
: offices -- constitute the largest single group of those who enJoy the Orches-
tra, the National Symphony Orchestre Association turns to us for help in
its Annual Sustaining Fund Drives. ‘

" Bach of you who enjoys good music, or 1s interested in the educa-
tion of your children -- each of you who belleves as we do that the National
Symphony Orchestra is one of our greatest cultural assets -- is urged to
help support this campaign between February 3 and February 206.

"Key workers have been designated in each agency. Go to yours
today ---go now, while you have this letter in your hand -- and lend
your support for good music in Washington by adding your contribution
small or large. , !

"Together we cen do what no man can do alone; make certain that
in the future, as in the past, Washington shall have great music."

- Approvéd For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3




 Approved For Release 2001/03/30 CIA-RDP81-00728R000100040034-3

gt e

2, ‘The goal in the Campaign hes been set at $165,000, The Board
of Directors of the Orchestra Association has announced that if this
amount is not rdised the Orchestra will be disbgnded and the money .
returned to the individual contributors., Therefors, ‘any sum vhich you
desire to give will be gratefully deccepted. The folloving volunteer
% key workers in the various offices of CIA ere prepared to accept contrif'
S butions from anyone desiring to aid in this’ Gampaign

STATINTL

FOR THE DIRECTOR OF CENTRAL IKTELLIGENCE:
STATINTL

Executive for
Adrinistration and lManagerent

DISTRIBUTION: - To All CIA Triployees
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: } W/ ANOUNT CF INTFREST (HARGED BY THE CIA-FEDERAL CREDIT UNION O A $1co,
LOAYN REPATD IN TEN EQUAL MONTHLY INSTALLMENTS AS CONMPARED WITH CHARGES
; EADE BY SOME BAVKS AND FINANCE CORPORATIONS FOR A SINILAR ITOAW
4 $16.2C
b : FOTICEIS
= 15,00 Are you seriously thinking of
i 1,00 borrowing money?
If you must borrow, see your
! 13.00 CREDIT UWNION.
12.00 There you will find it simpler
- to borrow, and a wholé lot
- 11.00 easier to pay it back, because
10.00 it costs you LESS.
| CREDIT UNION SERVICE is handy,
9.00 speedy, confidential and
8.00 friendly.
s Tl
] 6.00
5.00
L..0o0 .
h 3.00
: 2,00
| © 1.00
£00.00 » -
TOTAL CHARGE CREDIT UFION "7 TSCME BAUES " SOME FINATCE TOTFER FINANCE
CORFORATIONS CORPCRATICES
s v oo Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3 s
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oo CIA FEDERAL CREDIT UNION .2
¢ STATINTL Washington, D, ¢. :

o7, C'fm:

2l January 1948 |

!

S : {

SUBJECT: CIA Federal Credit Union ;

1. Establishment
Prebidhdatetutobla it
The CIA Federal Credit Union was organized 5 December 1947

under the provisions of the Federal Credit Union Act, as.amended. The
Credit Unien is g cooperative association organized for the purpose of

provident or productive purposes,

2. Federal Supervision

‘ v The Federal Deposit Insurance Corporution has the responsibility
of carrying out the provisions of the Federsl Credit Union Act and the '
supervision of the activities of all Federal Credit Unions. The books and
records of the CIA Federal Credit Union are examirned each year by a Federal
Deposit Insurance Corporation examiner,

3. Management
T e————— \

The affairs of the -Credit Union are‘managed by:

a. Board of Directors, consisting of five (5) members,
who shall: :

(1) Act upon all applications for membership;

(8) From time to time fix the amount and character of’, ;
and approve surety bonds required of any persons i
handling or having custody of funds, and may
authorize the. payment of the premium or premiums
therefor; '

(3) Recommend the declaration of dividends;

(4) Fill vacancies in the Board of Directors and in

o the Credit Cemmittee; : -

(5) Employ, fix the compensution and prescribe the
duties of such employees as may, in the discretion
of the Board of Directors, be necessary;

: (6) Determine from time to time the maximum number of

- shares that may be held by any member;

‘ (7) Determine from time to time the interest rate on ?
loans and the meximum amount that mey be loaned,
with or without security, to any member within the
limitations prescribed by law;

(8) Authorize and supervise investments other than
loans to members;

(9) Designate the* depository or depositories for the

- funds of the Credit Union;
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(10) Authorize borrowings end discounting operations 3
within the limitations prescribed by the Federal i
Credit Union Act und regulations issued thereunder
by the Federal Deposit Insurunce Corporation;

(11) Authorize the chargesofl of uncollectible loans;

b.  Credit Committee, consisting of three (3) membors, whose
~duty 1is to approve or disupprove applications for louans
and to determine the security, if any, which shall be
required for each loan and the terms upon which it shall
be repaid.

c., Supervisory Committee, consisting of three (3) members,
whose duty is to make, as of the end of e¢ach quarter,
an examination of the affairs of the Credit Union
(including an audit of the books), and to make a written
report thereof to the Board of Directors; to prepare
and submit to the members .t each annual meeting a written
report on the condition and affairs of the Credit lmnion
and to prepure and submit such reports as the Federal
Deposit Insurance Corporation mey require.

4. Elections

The Board end Committee Members are elected by the members
of the Credit Union at the annual meeting held during the month of Jaruary
each year. The first annual meeting of the CIA Federal Credit Union will
be held in the Projection Room, Administration Building, at 4:00 p. mw. on
Friday, 30 January 1943.

The officers of the Credit Union are: a President, a Vice= .
President, a Treasurer and a Clerk, all of whom are elected by the members
of the Board of Directors and from their number.

8. Vembership

Membership is limited to civilian employees of the Centrsl
Intelligence Agency in Washington, D. C. and adjoining counties in Maryland-
and Virginia; members of their immediate fumilies; and organizations of
such persons.

An epplicent may be admitted to membership by executing an
Application for Membership Card and paying an entrance fee of 25¢ together
with a payment of 25¢ toward the purchuse of a %5,00 share. .

6. Shares

“he value of .a share is $5,00. Any member may pay into.the
Credit Union any sum- from 25¢ to $500.00, provided such payment does not
make the share balance in excess of $500.00., A member with a share balance
of %500,00 or more may deposit at the rate of %20.00 per month thercafter.
Withdrawal of shares may be made at any time previded the member does not

PR
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have an outstanding loan balance in excess of his share balance. However, .
the Bourd of Directors-has the right, if deemod necessary by them, to
require members to give gixty (60) duys notice of intention to withdruw
the whole or any purt of the amounts so paid in by thom,

7. Loans

Upon proper appliceation loans may be made to members for ..yl
provident or productive purposes sudh as, medical and hospital expenses,
vacations, liquidation of accumulated Lills, house and car repairs, femily )
expenses, etc. lMombers are required to have a share balunce of at least

$5.,00 in order to make an upplication for & loan. A loan limit of 100,00 ‘
has been estoblished by the Board of Directors. ERE

All applications for loans are referred to the Credit Committee .
which meets on Thursday afternoon of each week. Action will be taken by B
the Credit Committee on all loan applications received by poon on Wednesday
of each week. The Committee in reviewing loan applications takes into
considerution the purpose of the loan, length of applicant's service with
CI4, previous loun record, if any, applicant's salary und his outstunding
obligations. The Committee, in considering the purpose of the loan, determines
whetiher the loan sought is for a provident or productive purpose and also
whetl.er the loan will be of a probable benefit to the borrower,

Each application for a loan must be approved by a majority of
the entire Committee and by all members of the Committee who ure present at
the meeting at which the loan apsalication is considered.

The Committee also determines the security, if any, which
shall be required for each loan and the terms upon which it shull be ropuid,
The terms are usually #5.00 or %1C.00 per payday, plus interest, with the
requireent that at 1east 25¢ shall be paid on shares with each loun repuyment.
The compulsory saving requirement was instituted by the Board of Diréctors
with the idea of encouraging the habit of thrift through systemutic sovings.

8. Reserve for Bad Loans

The Credit Union is required vy the Credit Union Act and the
Bylaws to sct aside all entrance feesSand fines (the Boord of Directors has
waived the assessment of fines) and twenty (20) percent of the net earnings
of each yeur (before declaration of any dividend) as a reserve against possible
bad louns.,

9. Interest

The rate of interest on loans -iB¥ 1% per mouth on the unpuid
balance, which includes all charges incidental to making the loan. at this
rate a loan of $100.00 repaid in monthly installments of $10.00 will cost
a total of 45.50 in interest. The rute charged by the Credit Union is from
1 to 2% lower than the rate charged by the various small loan compenies.
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10, Location y
The Office .of the Credit Union is located temporarily in
Koom 203, Central Buildings: Further information may be obtained by calling

the Assistant Treasurer, T o- Bxtension 723,

e

r

EDWARD R. SAUNDERS
President

Appro"ve(.i For Release 2001/03[30 4 CIA-RDP81-00728R000100040034-3 .



Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040034-3

b - ' ¢IA FEDFRAL CKRRDIT UNION
Washingten, De C.

SURJECT:» First Annual Meeting of CIA Federal Credit Union

1.
will be held Friday, %0 January 1948 at 4:00 p. m. in %}
Room of the Administration Building.

%
activities of the Credit Union since organization.

elected for the coming year.

3.

present.

Other interested civilisn emploveas may alsn attend.
only Credit Union Members are allowed to vote.

~ STATINTL

Precident

DISTRIBUTION: All CIA Employees

g i

16 Junuary 1948

The ‘First Annual Mectihg of the CIA Foderal Credit Union
he Projection

At this time the officers will submit reports covering the
of ficers will be

All members of the (redit Union are especially urged to be

BD™ARD R, SAUNDERS
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Sl : CENTRAL INTELLIGENCE AGENCY =P

e e VWashington, D.C. ’
Memorandunm_te Fach Employee of CIA | 4, Noevember 1947

P L
T - ~ .

- T .o . L “"“‘HI....IV'-,..::.."A-‘ s et S e ‘ ‘1.".»

- TH®¥time has again comé ‘for the. Gemtral Intelligenge Agency to do |,
its.part in'the Commimity, Chest Drivei  Itihas'been'my privilegé to be.
designated as'chairman for the drive in. the CIA, I know of no better
'\tf‘l.‘f ta. serve your community than to & ibitte parg gf your earnings

~ 15 -

T totRTWWBuse. It is my sincere hope that each of you feel. the same

woy end will give as much ag you can afford.-

I havé appointed Mr, L, T. ‘Shannon as'Vice Chairman of the CIA
Drive and am asking each Assistant Director, the Executive for I&S,
the Ixecutive for A&l, and the Chief, ICAPS to appoint Division Chair=-
men for their respective offices and staffs. Each Division Chairman
will appoint a keyman for each 15-25 employees in his office or staff
to assist him in accepting contributions and in the necessary book- .
keeping,

The Community Chest Federation - National Capltel Area, was
founded 'in 1928 and this camphign will merk the twentieth year in
which Government employees and other residents have been osked for
support, The Federation is an organization composed of the six Com=
munity Chests in the Hetropolitan Area, comprising welfare agencies
which are united for better community service and for the purpose of
raising the necessary funds through one single campaign rather than
“through many. appeals by individual agencies., You will be given a
list of these agencies before you are asked for your contribution,
which may be designated for any -agency on the list,

For many of you, the big question will be: "How much should I
-give?"" "You alone can answer this question. As you are making your
decisisny please remember that your gift-is utilized: to finance the
,work and programs of the one hundred and twenty agencies comprising
the Community Chest Federation, including the Community Chest of Arling-
ton, Fairfax, Hontgomery, and Prince Georges Counties, and the cities -

e oil-»A-k*dria and Waghington, The scaiebulow hag<wesmsuggested by
a representative committee, It is predicated on the overall campaign
quota of $3,900,000 and has been estimated for the average person with
two dependents, Please remember that these figures are only a sug-
gested guide and you should feel in no way obligated to give according

. to this scale if you cannot afford it.’ :

Aprroximate % of

~ Annual Salary Suggested
Annual Salary Contributed » Contribution
$2000 -~ $4000 - 3/10 to 4/10 of 1% $6,00 to $12.00
$3000 - $4000 4/10 to 5/10 of 1% $12,00 to $20,00
84000 = #5000 5/10 to 7/10 of 1% ° $20,00 to $35,00
$5000 = $6000 7/10 to 9/10 of 1%: © $35,00 to $54.00
£6000 = #7000 9/10 of 1% to 1% © - $54,00 to $70.00
$7000 = $8000 1% t0-11/10 of 1% #70.00 to $90,00

$8100 and above 1,25% and up _ $100.00 to $250,C0

3w
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. It is mv underntanding tha,*, residdhce drives commence on 6 Novem— :
ber 1947,  Our, drive wild-mot b6 underway. until a Pov days later, It
il e appmpiated 1f you, will welt until our Community - Chest- organi= -
setion is established dnd then meke your contribution te the. designated’
keyman in your organization.in-order that the CIA may moet 4ts quota. ’
This will not prevent you in designeting your contribution for any

agency you desire in your arce of residence,

; : Yoy I ask that'you let your standar‘, oi‘ iving be your guide
’ ) “or "iving to this worthy cause, = ) ‘ 3

| | SR e ‘ BORREEE STATINTL
| I | *Rear Admiral, USN:
e " Director of Central Intelligence .
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‘ RESIRICTED TiR~1m (62

CENTRAL INIELLIGENCE AGERCY W Q. - @@

Washingbon, D.. C,

e

12 January 1951 ; : e
SRORATUN POR:  Bach Wmployee of CIA
SUBJIFRCT - ¢ Unaubherined disclosure of classified information

L. It ds o matter of particular concern that cvery CIA employee
having accecs to classified information realize his personal rasponsi-
bility to hiz cowsbry for ppreventing the unauthorized disclosure of
such information in any mam-r, ‘

2¢ Each of you hins recedved securilty indoctrination on this mat-
ter and eoch of you should be familisr with the provisions of our se—
curity regulations guotced bolow:

"Any person on duty with CIA who, with deliberate in-
tent or through gross negligence, causes classified in-
formation affecting the national security to be conveyed
to wrnthorized prrsons is subject Lo the penaltics pro-
vided for by. the Zonionage Act, Public or privste dis-
cussion of classified data with, or in thé presence or
hoaring of, ony person not authorized to have kmowledge
thoreof is strictly rorbidden, CIA membors will refrain
from siving wnauthorized persons any information about
their work,"

n

3o I am sure that I can count on your full cooperstion and come
pliance,

WALTIR B, SHITH
Diractor

 DISTRIBUTION: No. &

RESTRICTED
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