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MARERIAL REQUIRED AS PRELIMINARY TO BURVEY

Space allocation ~ to be prepared by Contreol Office.

¥ork flow chart - on 1 above, draw in the flow of work.

Organization chart of unit - see enclosure 2,

Data on assigned personnel:

b.

-

Number of officers

Number of snlisted personnel

Number of civillans

Total

Male 2
WAC Nons

Male 1
WAC 3

71
17
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le The following questions are to be answered as blefly as
poseidle:

. Uission =~ 3tateaent of Mission (general) by subseetions:

(1) 3F3IR~6 B3 cal snd ressarsh
(3 30 Mot st ggmpaim

(a)e To supply opsrational, dagiground
aml doo information to sts
i trensiavers. ey

\ .
'X ﬁy (b}« Ia cooperation with the Ulw's Uho Aranch
' Of B.1.9 0 affeot an exchanze of processsd
\ inforastion vhioh snables sach Lo have
avalladle aore wanted inforsation than
sisher could provide alone,

: (2). 5291R-8 Topiloal Imdex unit ~ to provide an
findex of inforaation (exoluaive of that
~  relating %o ¢ertain egonomic toplos)
! SpLeARring 1n the 584 bulletin,

{3)e SPSIRT = L0 recelve, record and to distribdute
throughout 33A olasalifled doguments and
W\ :mhalr asterials of valus to the operating
[ ]

(A)e 33A Librwry - $0 aoguire, catalog, 4istridbute
care for unclassified bdooks and other
-V reforenae asatoriasls of value Lo S3A.

b Operations:

(1), #hat units work in close lialson with your
segtion?

{a)s AL Dranches of Intellizende Division
for information helpful in oryptanalysis
and trenslation,

(b}s ALL operating units of 53A as cceasion
ariaes for thes 10 obtain books, classified
. W& of inforsation on special
] .

(2)e If appllcadle, state volums of work handled,
indicating Af it is inareasing er decressing,
by subssction - ses enslosure J,.

0s Personnel s

LY
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4« Space:
(1)s I8 SpNes BANquUEte? JO. Requiresmtss
{(a)s Space for muoh-nesded file umnb.muh

- o~

.7 -(%)s Spase to sllew more effisieid arramgemeny, |

{(1). How many suifts and nuader of personnsl on eash?

(2),

(3)e

(&)e

.'*I'n1 ! - 1
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(a)s Day sbift (normal) < 63,
(b)e Bwing shift (norsal) - 6,

{0)s Araveyasd shift (initiated because of
the URCIO and to be disgontinued at
6lose of the sonfarence) - 3,

Iz personnel adequste for sissiont « The
greatest difficulty of the assotion in this
respect has been 40 seoure eaployees with
the right cosbination of interest, inmtelli-
and alertness. The seotion requires ,
or propor sffisciency, individuals whe
are Xeon, adaptable and cspable~
in a sajority of its jodbs = of exsreising
considerable independant diseretiocn in ths
progessing of wark assigned to thea,

Have pequirements been requisitionsd? « les,
a9 needs arise,

DAffiaulties arising pertalining to psrsonnsl.
(s)e Promotion.

{(1))e Srades of enlisted personnel ef
the sestion are o0 low, and the
tins~in=grades regquireasnte sake
promotiona unduly slow, WiCs
and the one £ in the section are
perforsing in capable fashion
0ork siatlar to that of oivilians
entitled L0 71 and P-2 ratings.

({2))e Aumm :..:;u o:lcgnum ga::.
gone satisfaoctory
Cir=A's and most of tho.c.u-a'l
are unbappy about Ahoir ratings;
tut not unusually so.

(%)e Dissatisfaction ~ none has been notiesd
recently except ascng the shromle
00aplainers and azong soas of the less
produstive persomnsl, -

(e); Others « none Lo knovledgs of seotion,

are in thewselves difficuly to obis

4
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(2). Is location convenient for contact with other: -
seotions with whom you work?

(a). The dletance from the sections of B~III
.now in A dbulilding oreates nany problems.

(b). The remoteness from other ssctions of
I & L 3ranch has froa time to tinme
been & yreat inconvenience,

e. Lighting - sdequate.
f. Flles:
(1). What files are maintained? - see englosurs &,

(2). How long is material kept? - processed inforas-
tion and signifloant documents, books and
sinilar refersnce materials are kept perma-
nentiy. .

{(3). Obsclete files ~ none hays yet been labelled
. os definitely obsolete, 3ince the seqgtion
- . perforns & servioe for other units, itomnnot
‘ be the sole judge as to value - or lack of it -
of its files. The seotion endeavors constantly
to follow trends and to emphasize the phases of
its work likely to be of most value,

{(4). Discontinued funotions and records in last six
month - none.

g« Correspondence - what type 1s carried on?

(1), SESIR=-6 - normal offige gorrespondence and
orders for SSA Library materials.

(2). SPSIR-T = cover-letters, requests and radio-
grana for classified documents.

h. Reports:

(1). 8P3IR~6 %ho's Who In Diplomacy <« monthly
supplement dlatributed in 354 and outside.

(2). 8pecial reports, as reguired, like list of
UNCIO personnel and documents, distributed
a8 in oase of {1).

. (3). Reports compiled from materials on file,
which remalns in the files for reference and
additions.

(4). No sugsestions as to discontinuilng reports.




1 agenerBEE B &kl Pohd %as timpteps poasiole for
Amp nt in epersation of your 7 =« None,

Enclosures:
1., wescription of operatlion and orgmnlzastlon of secsion.
2+  Organization churt o section.
Je heport on fliles and use prepared for the Intelllsience
Jirvislon. This adaquetely describes f£:lss maintained
by 3.0l=h. Tre Liles of & .Te=F, ¥ wch 8¢ somewhat

different,ares adeguntely described in the materiel
in enelosurs 1.

9 June 1345,



