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E— 25X1A

UFFICE CF THE CHIBP

Adminiaters the budget progrmm of the .gencys
directs and supervises the preparstion of the
apnval budgets; eonsults and odvises operating
officials in ths development of finsneial
programs to insure proper utilizetion of man-
i power and funds; supervises control over
personnel positions) supervises the lssuence
of all forms; directs the preparetion and
installatio: of new proosdures.

25X1A | I 25X1A
Frepares snnusl budget estimstes; coztrols ' Weintains control over persoanel ceilings
approprintions, spportionments, snd alilote { vouchersd, unve chered, nsval and
ments of funds, prepsres finsncial and military); prepares personnel reports as
statistical reports required by the far required by the Director's Offlce, Chief of
Lepartssnt, Congressionsl Committess, sand Persczme]l and Administration, ¥ar Dept,
the Buresu of the Budget; revisss procure- Congressional Commitiees, etc,
{mnt dosugpsnts.

I 25X1A

Studies snd analyses the sffectivenesa of
prosect procedures; prepares perpenent ,
procedures for current and future spplicutiong
approves and supervises the installation of
pew procedures, forms and business systoms.
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