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DEB\RTMENT OF THE NAVY 

Offi ce of t he Chief of Naval Oper ations 
Washington, D.C. 20350 

ONI NOTICE 5450 

From: Director of Naval Int elli gence 
To~ Distribution List 

SubJ: Naval Investigat ive Service 

Ref: (a) ONIINST 3820. 71 of 27 J o.n 1960 

ONINCJrE 5li 50 
Op- 921.X 
Ser 7113P92 
21 Febr uar:r 1966 

Encl: Copy SECNAV NorE 5450 of 4 Feb 1966 (Ser 200) 

(3) 

Copy organizational schemati c, Naval Invest i gati ve 
Service Headquarters (in dupl icat e) 
Draft P.D. - Staff Assi stant f or Plans. and Support 

1. Purpose. To provide gener al i nformati.on on the reorganization 
of the Navy investigative and counterintel ligence effort. 

2. Background. Enclosure (1) disestablishes the District Intelli
gence Offices, Counterintelligence Support Activities, etc. , and 
establishes the Naval Investigative Service organization. Enclosure 
(1) will require extensive organizatione.l, manpower, and other changes. 
These changes are to be accomplished in an orderly and uniform manner. 
A tremendous amount of staffing must be accomplished, both at ONI and 
in the field offices. It is imperative, however, that field offices 
take no initiative to implement any changes pending referral t o and 
approval by the Director of Naval Intelligence (or, in time, the 
Director of the Naval Investi gative Service). Det ai l s on various 
items are set forth below. 

3. Reassignment of non-investigati ve t a sks . Addressees will continue 
to perform all currently assigned tasks unti l formally relieved thereof. 
ONI will take . the initiative, in consultati on, where appropriate,. with 
addressees or other field commands (e. g., Naval Dist rict Commandants). 
It is contemplated that when f unctions are reassigned, specific billets 
and individuals will also be reassigned. Reassignees will be military 
personnel in most i nstances. Addressees should t o t he ext ent feasible 
progressively assign non-inve st i gat ive tasks to specific individuals , 
to insure avai labi lity of trai ned personnel t o accompany f unctions 
being transferred. 

4. Officers orders. Change in orders t o reflect the Commandi ng Of
ficer, etc., status will be requested by ONI. 
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5. NavPers 576 1 s. Changes thereto f or each component will be pre
scribed by ONI following discussion with each component, and following 
specific decisions concerning the non-invest igat ive tasks. 

6. Stationery and forms. A standard letterhead for stationery is 
being provided by separate notice. other forms will be redesigned 
in time. Addressees roay institute local procurement action for the 
stationery, but will not inaugurate use thereof until further notice. 
If stocks of current design need to be replenished, a maximum of two 
months' supply shculd be ordered. 

7. Fiscal and personnel matter~. Addressees wi ll continue utilizing 
current channels on fiscal and personnel matters until further notice. 

8. Geographic coverage. CUrrent areas of geographic responsibility 
will continue (e.g., the Naval Investigative Service Office, Boston, 
will continue to cover the First Naval District e.r~a). 

9. Internal organization, Headquarters. Enclosure (2) sets forth an 
unofficial schematic of the organization of the HeaQquarters, Naval 
Investigative Service. It is stressed that enclosure (2) as yet has 
no official status. The rank structure for the military leadership 
has not yet been approved, nor have the necessary changes in allow
s.nee. Enclosure (2) ,is provided solely to reflect the functional 
grouping that will be followed. Blocks in the enclosure that do not 
reflect a rank and designator code relate to elements that will be 
primarily civilian manned. In particular, the Head of the Investiga
tions Branch will be a Civil Service employee except under mobili~a
tion conditions. 

10.. Internal organization, Field Offices. 

a. An internal organization for field offices will be prescribed 
, by Headquarters and will be generally uniform, while allowing for 

unique local situations. Certain departures from past precepts will 
occur. Most significant of these will be the reorientation of the 
duties of the -civilian position usually referred to as the Security 
Analyst position. The increased emphasis on professional investiga
tive and counterintelligence tasks and on timely completion of those 
tasks require increased attention by Supervising Agents on investiga
tive "case" management, more emphasis by Intelligence Analysts (who 
will probably beccme Counterintelligence Analysts) on operational 
counterintelligence tasks, and more precise planning and programing 
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information, of both a short and long-range nature than has been 
available in the past. At the snme time, the narrowing of the mio ai on 
lessens the need for a civilian continuity billet covering a.11 aspt!cts 
of the office. The professional expertise and continuity is to be 
available from the Supervising Agent and the CoWlterintelligence 
Analyst. 

b. The Security Analyst position will be eliminated, and there 
will be created a position essentially concerned with requirements 
planning, management systems, and administrative ma.ttern. Enclosure 
(3) -is a dra.ft de scription of the duties of the successor position 
where such may be established. District Intelligence Offices now 
having an incumbent in the Security Analyst position are automatically 
allowed the posit ion . District Offices now having eith~r:-n vacancy 
in the position or no allowance therefor are invited to submit rec
onmendations as to need for the position. The new position description 
is now being refined and considered for grade level classification. 
Every effort will be made to avoid any immediate reduction of the 
salaries of Security Analyst incumbents, if current •grade levels 
cannot be sustained, through the "save-pay" procedure. 

c. In considering the need for the pusition, addressees' atten
tion is invited to the current duty statements of the Supervising 
Agents in Section 3oo6 of reference (a). While this Section is due 
for revision, it is not intended that the managerial and planning 
duties of the new position (titled for ready reference as Staff 
Assistant for Plans and Support) will be performed by the Supervising 
Agent. The latter's primary respon~ibility will relate to quality 
and timeliness of the investigative product. He should not under 
normal circumstances be distracted by what are essentially admin
istrative and programing duties. 

ll. Field Intelligence Offices. These are being disestablished as 
separate activities. Field representation will be in the form of 
Resident Agencies and Naval Investigative Service Office Representa-

•tives. The latter category of representation will be used when of
ficers are assigned. These assignments will be made via allowances 
(576 1 s), orders, etc., thus allowing more flexibility than has existed 
with formally established Field Offices. Addressees are invited to 
submit recommendations as to locations in which they consider officer 
representation necessary, but no formal proposals for changes to 5761 s 
should be presented at this time. 

12. Action. Planning action looking towards the eventual reorienta
tion of addressee offices in accordance with the foregoing concepts 
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is jndicnted. No definitive acti on io to be undertaken pcn<ll ng 
specific directions from the Director of Naval Intelligence or the 
Director, Naval Investigative Service. 

13. Cancellation. This Notice is cancelled when npproprlntc action 

is taken and, for record purposes, on 30 June 1966. 

~ ~=t~·-
M. H. RINDSKOPF 

CAPTAIN, U. S. NA fY 
ACTING oin,.r:ToR or- N1wA1 ,,.rri:-1 , . ---~:c~ 

Distribution: 
F28 (Intelligence orr, Naval Districts) 
F62 (Counterintelligence Support Activities) 
ACOO(I), CINCUSNAVEUR 

Stocked: 
Office of Naval Intelligence 
Navy Department 
Washington, D.C. 20350 
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, -;,, • DEPARTMENT OF THE NAVY 
OFFICE OF TH£ SECRETARY 

WASHINGTON, 0 . C . 203~0 

ON INCYI'E 51i )O 

2l February 1966 

ssc;·'.:\Vl:OTE 5h50 
Op-OYU2JC 
Ser 200 

SF,CtJAV HOTICE .5450 . 4 February 1966 

From: Secretary of the Navy 
To: All Ships and Stations 

Subj: Naval Investigative Service; establishr.lent of 

l. Purpose. The purpose of ti'..is Notice is to establish the Naval 
Invostir.ati ve Service nnd concurrently dise:;t.:ibli!Jh tho JJav.:il Cou:-1 t or 
intelligence Support Center, all District Ir.tclliBence Offices, all 
Counterintelligence Support Activities and Support Units , b.nd seven 
Field Intelligence Offices. 

2. Establishment. The Naval Investigative Service, under a Director, 
is hereby established.· The following shore (field) activities, each 
under a Commanding Officer, are established as activities of the daval 
InvestiGntive Service: 

• 

Naval Investigative Service Headquarters 3710 100 
Fairmont Building 
4420 North Fairfax Drive 
Arlington, Virginia 2220.3 

Area Coordination, Commandant, Naval District Wasmnetor., D. c. 
(SNDL F27) 

Naval Investigative Service Office 3715 124 
Boston 

NaVLBuilding 
495 Summer Street. 
Boston, Massachusetts 02210 

Area Coordination, Commandant, FIRST Naval District 

Naval Investigative Service Office 3715 300 
Charleston 

Naval Base 
Charleston, South Carolina 29408 

Area Coordination2 Canrnandant, SIXTH Naval District 

Naval Investigative Service Office 3715 310 
Chicaeo 

Custom HoUBe 
610 s. Canal Street 
Chicago, Ulinois 6o6-07 

Area Coordination: Commandant,, NINTH Naval District 

Enclosure (1) 
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U.S. Naval Investigative 
/ Dlrope 

Mail Addrooo 
U.S. Naval Investigative 
Box 11 

• 
Service Office 3715 345 

Service Office 

FPO Nev York 09501 
Area Coordination: Commander in Chief, U.S. l'iavn.l i'orcoo, 

furope 

U.S. Naval Invootigative 
...-...Yort Amador 

Mail Addresa 
u.s. Naval Investigative 
Box 109 
Fro Nev York 09.580 

* 
Area CoorcliDationi 

Service Office 

Ser-vice OJ.'fico 

Com.Dandant, FIFrEENTH Naval District 

U.S. Naval Investigative Service Office 
/4 Honolulu 

Mail Addresa 
U.S. Naval. Invoatiptivo Service Office 3715 370 Box 110 
FPO San irancisco 96610 

Area CoordiDations Colwlanda:at, FOURl'EEN·l'H Naval Diotrict 

U.S. Naval InYastigative Service Office 3715 380 
Iceland 

/I Mail Addresa 
U.S. Naval Investigative Service · Office 
FPO New Yorlt 09571 

Area Coordillation: Commander in Chief, U.S. Atlantic 
Fleet 

u.s. Naval ~estigative Service Office 3715 390 
/Japan 

Mail Address 
U.S. Naval Investigative Service Office 
Dox 76 
FPO San Jranoisoo 96662 

Area Coordillatioiu Cocmander in Chief, U.S. Pacific 
Fleet 

u.s. Naval InveatigatiTe Service Office 3715 4oo 
Kodiak 

/ Kail Addre88 
v.s. Naval InvostigatiTe Serrlce Office 
JllO Seattle 98?90 

Al-•a Coordination, Commandant, .SEVENTEmTH Naval 
District 

2 Enclosure (1) 
*Formal Notice that will. be distributed will include u. s. Naval Inve1tigative Service Office, Guantanamo 

~~ _ :;:_"';(~;:;;::;: ~;:: -.,, .. 'J-~··»ff4tr.;;~ ..lb,~ ~, ,.:, t• •. . . ' ~ "7. --:- -·--, .. - ,- ..,. ~-·-,µ~_lW,~~ )\ __ . ~ ,~t · ·.· 1v'\'.~, .• , .;i1;-,f , _;;iln . .:1~·:~~z~,:\1ui,~~~1~--~·~w . ·~11 .. · .,,. ,..1 i:--, bl .,. .-. ~~"">.!...l .. il'tClll:li ..... , r.\.~<lf1!l.~ti !'!., II ' tA~ ,o. lll • • •• •' 



ONINOTE 5450 

U.S. Naval Invo8tigative Service Office 3715 450 
~ariana.a 

Mail Address 
U.S. Naval Investigativo Sclw~co Office 
FPO SM Franciaoo 96630 

Area Coordination. Co::unOJ1der in Chief , U .s . Paci · :::.. c 
Fleet 

Naval InveotigatiTo Servico Offico :-:i7l5 :.')0 
./4 Nev Orleana 

New Orleans, I.ouisiana 70140 
Area Coordination: Commandant, EIGHTH Naval District 

Naval Investigative Service O!fi.ce 3715 560 
Nev York 

P.O. Box 413 
Federal Office Euilding 
90 Church Street 

/ Nev York, now York 10007 
Area Coordillation, Commandant, THIRD Naval Di.strict 

Naval Investigative Service 0ffio• 37l5 620 
Norfolk 

/ Norfolk, Virginia 235ll 
_ . ./ Area Coordination: Commandant, FIFrH ifavaJ. Dict:..~ict 

u.s. Naval InTestigatiTe Service Office 3715 670 
/ Paci!io Fleet Area 

Mail Add.resa 
U.S. Naval Inveatigative Service Office 
Box 76 

/ FPO San Francisco 96610 
- Area Coordination: Commandant, FOURTEEN'l'H Naval District 

Naval InTostigativ• Service O!fice 3715 682 
Philadelphia 

/ Philadelphia, Pemi.aylvania 19112 
Area Coordination: Cominandaot, FOURTH Naval D:istric~ 

U.S. Naval Invoatigative Service O!fioe 37l5 695 

/ 
Pbil1ppines 

Mo.il Addrosa 
u.s. Naval Investigative Service Office 
Box 48 
Jro SJ\11 lranoieco 96652 

Area Coordill&tioni C-ommalld.or in Chier, u.s. P~.cifio 
Fleet 
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Naval Investigative Service Office 3715 744 

San Diego 
3250 Fordha!n Street 

~ San Diogo, California. 92110 
Area Coordination, Coc:Jandant , ELEVJ::i{i'H ~avnl DiGL·:.~t 

Naval. Invosti5ativo Service Offico 3715 805 
- Ban Francisco 
Federal Ot!ico Building 
50 lulton Street 

,,.,,. San Francieco, California 94102 
Arca Coord.i.w.ltion: Co:unandunt, ·r~-JELFl'H Naval ~- . .,~::-i.ct 

u.s. Naval Investigative Service Offico 3715 040 
_,,.,..San Juan 

Mail Add.roes 
u.s. Naval Investigative Service Office 
o.s. Naval Station 
Box 32 
FPO Nev York 09550 

Area Coordinatio11: Co.:lma.ndact, TENTH Naval Diatl·ict 

Naval Investigativo Servico Office 3715 863 
_.-Soattl.e 
· Seattle, Washington 98115 

Aroa Coordination, Commandant, T~H Naval Dist-ict 

Naval Investigative Service Office · 
Wasbicgton, D.C. 

Washington NaV7 Yard 
Waabington, D.C. 20390 

Area Coordination, Commandant, Naval District 
Washington, D.C. 

~NDL F28) 

3715 930 

3. Diaostn.blii:-h:,ent. Concurrent with the nbovo establishme:it.3, tho 

t~llowing shoro (!ield) activities _are diseatablil±ed; 

Naval Counterintolligenco Support Center 
Arlington, Virginia 22203 

U.S. No.Yal. Cou.nterintelligenoe Support Unit 
Ataugi, Japan 

U.S. Naval Countorintolligence Support 
Activit1 Marienaa 
~, MariaDa IalaDd• 

4 

3705 050 

37v5 0?5 

3705- 4.50 
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U.S. NQval Counterintolligonoo Support Activity 
Guantanamo Bay, Cuba 

U.~. Naval Countorintelligence Support Unit 
Iwakunit Japan 

... 

U.S. Naval Countorintelligenoe Support Activity 
Iceland 
Keflavikt Iooland 
-
U.S. Naval Count,rintelligen~• s~~port Unit 
Naho.t Old.nava 

U.S. Nuvo.l Countorintelligonce Support Group 
Pacific 
Pearl Harbor, Havaii 

U.S. Naval Counterintolligonce Support Uo.it 
Saigon, Republi_o of Vietnam 

U.S. Nnvo.l Counterintelligence Support Activity 
Philippinoa 
Sangloy Point, Luzon, Republic of the Philippinoo 

U.S. Naval Counterintelligence Support Unit 
Saaebo, Japan 

u.s. Naval Counterintelligence Support Unit 
Subic Bay, Luzon, Republic of the Philippinea 

U.S. Naval Counterintelligenoe Support Unit 
Taipei, Republic o! China 

U.S. Naval Counterintelligence Support Unit 
Yokohama• Japan 

u.s. Naval Counterintelligence· Support Activity 
Japan 
Yokoouka, Japan 

(SNDL F62) . 

D:1.Btrict Intellieonce Office 
lat Naval District 
Bostoa, MassachU6otta 

Dieti1,ot Jntolligonoe Office 
6th N&Yal District 
CharloatoDt South Carol.iDa 

.5 
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37c5 455 

3705 ~~o 

3705 500 

3705 515 

3705 780 

3705 7,: ::> 

3705 eoo 

3705 810 

3705 <;.l: J 

3705 950 

3682 300 
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District Intelligonc$ Offic~ 
9th NaTa.l Dlctrict 
Chio~o, Illinoia 

Dietriot Intolligonco Offioo 
15th Navo..l Dictrict 
Fort Amador, Canal Zone 

Diotrict Intolligenco O!fice 
17th Naval Diotrict 
Kodiak, Alaaka 

District Intelligence Office 
8th Nnval Diatrict 
New Orlearu.,, Louisiana 

District Intolligenco Offico 
3rd Naval Diatrict 
New York, New lork 

Diatriot Intelligence Otfico 
5th Naval District 
Norfolk, Virginia 

Di.strict Intelligence O!!ice 
14th Navo..l District 
Pearl Harbor, Hawaii 

Di5triot Intelligence Office 
4th Naval Diotrict 
Philadolphia, Pennsylvania 

District Intelligenco Office 
ll th Naval District 
San Diego, California 

Dictrict Intelligence O!fic8 
12th Naval District 
San F.rancieoo, Ca.li!ornia 

District Intelligonoe Office 
10th Naval Diotrict 
San Juan, Puerto Rico 

Diatrict Intelligence Office 
13th Naval District 
Seattle, Waehjngton 

6 

3552 310 

3682 360 

3682 1:00 

3682 496 

;;682 560 

'. 

;;582 620 

,36<52 682 

3682 744 

3682 305 

3682 84o 
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District Intelligence Office 
Naval DiBtriot WaBhington, D.C. 
Washington, D.C. 

(SNDL F28) 

Navy Field Intelligence Office 
Baltimoro. Maryland 

Navy Field Intolligonce Office 
Jacksonville, :~orida 

Navy Field Intelligence Office 
Long Deoch , California 

Navy Field Intelligence Office 
Los Angeles, California 

Navy Field Intelligence Office 
Hiami t Florida 

Navy }"'ield Intelligence Office 
Newport, Rhode Island 

Navy Field Intelligence Office 
Pensacola, Florida 

(SNDL F29) 

ONINarE 5450 

.sec !, v a 'E 5450 

;,632 930 

3693 250 

3693 415 

3693 426 

3693 500 

3693 575 

4. Information. The Director, Naval Inve s tigntivo Service is ~~signed 
additional duty aa Commanding Officer, Naval Investigative Service Haad
quarters • . 

5. -command and Support Responsibility. The Chief of Naval Op~rations 
is assigned command and primary support responsibility of the subject 

• shore (field) activities. 

6. Deleeation of Command. The Chief of N~val Operations h~::.; dcl~cated 
command of the subject shore (field) activities to the Dir~ctor, H~v~ 
Investigative ~ervice. Comr.iand of the U.S. ::,1val Invc::.;tic.:itiv~ Service 
Offices, Marianaa, Philippines, and Japan shall be exercised throu0h the 
Commanding Officer, Naval Investigative Service Office, Paci fic Fleet 
Area. 

7. Area Coordination Responsibility. The Chief of Naval Cper tions 
asaig.na area coordination responsibility to the cojunands indic~t~d. 

7 Enclosure (1) 
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8. Mis sion. The mission of the subject sho!"e (field) ~ctivi ·~i.c~ ic 

as follows: 

a. Nnvnl Investirmtivo S:--:.....,,·:ic'1 . Unc2e:r the Dir.:.·ctor of N.r..::l Intc,lll 

gence, to maintain, colllQand, and o vc:::-.:d;c .:i. ;.:o.,·lj - \/ic.o orE;ani:..J.·,; io!'1 to .f\.ll

fill the investigative and countcrintellic~nce rc s?onoibiliticc o: the 

DeparUDont of the Navy (le6s thoco cowb.:i.t r ~latcG c0w1t0rin~c1J..i~~uco 

mattere within the functional reoponsibilitic3 of t ho M.:i.:.·i~o Cc~~~). 

b. Naval Investir:.:it ivo .Sc·cv:i.~') Hr.~ ~0-~1 ;--rt"'t'_~ · Under the coS,~t>.nd, 

dir~ction, and control of tho lJir0cto:::-, N.:.v::l r.-,·; c:.., ti::;.:itivc S-:::..·vi.:;..: , lo 

provide the necessnry headquarters Gt.:..ff ~d 01;cr .::.tiooc.l s u9port to nssiat 

in tho execution of tho miseion of tlle lbv.::u Ir.vcct.::..c~tivo .S :.-::vicr; . 

c. Navnl Invosti~.,tive Servi.co Officen (le::;r, P.,c:ifi •-; _::1 .:--.: ·~ ."...·,:: :1) . 

Under the coi::!lland, direction, n.nd control of thv Di.r~ctor, !l~v~ I~vcati

gative Service, to fUlfiLl Deportment of tho Na_....J iuv~0tic~tiv~ .md counter

intelligenco rcquire:tcnts in the as.sisnc.- d ~cocrui.~;1ic o.rc.::., ~-- ~ r,:-.:--:r :.clo 

direct investigative o.nd counterintelligence suppvrt to n~v!ll. cGj..ilando in 
l 

the assigned ecographio area. · 

d. Nr.vf\l Tn'r(}c.t?:rrt1.Uv0. S,::..r~ ~-::<'! Off:i_:c:.9...LP.~1c:i.fi_._r. .:-J .. ~" ·:-: ~-:_,-~:,. Ur.~c:.~ tho 

command, direction, and conti~ol of tho Di.rec~;;,.:-, 1ia7cll I:lv0 :-.,~:.. ::::-::.:::.. -Jc ~.J.rvico, 

to direct and coord.iuato the invc:;;tic;ath·c and counte:rint~lli~ ·.:-· :-. .:. ~ ~c~ivi

tiee of all Naval Investic.1tivo Service cocponcnts in th~ ?ac~:~ ~ Fleet 

Command Arca, loaa the field Ir.vcctie;.:i.t L ·.:: Servi ... u Oi'fico, r:.:-:.::,1-...;:u ; arld 

to provide direct inveatigutive and countc1·intellig0nco ::;:::) ~;:.:..~t -~o C-::::.uo.nder 

in Chiet, u.s. Pacific Fleet. · 

e. Nnve.l Investi5ntivo Service Officoc~.J!0r-?-nn'-'.3• Pi::i.l~.,~~~~y ~_::t_!.· r,i_ 

Japan. Under the ccr.llTlnnd, direction, anJ con~ol of tho Co:::. ·.::1:.:i.: .::; O:.::ficer, 

Naval Investi5utivo Service Office, Pncific Fleet /.rea, to fuli'ill ~p.:.rtment 

ot the Navy investigative and counterintellic;cncc requirciL!:.:.ts ::.n tho ..:IB3ign

ed -seogro.pW.c area~ and provide direct iuvocti.::;~tivo and c -a.i:.t~:.·:i.utolilgonco 

support to naval co:x:mands in the asaii;ncd geographic areu. 

9. Implocontation. Offices, bureauo, and cc::.r.iands concci·ncd. t.::2c'3 nccos :.;n:,:y 

action. 

10. Co.nccllation. Thia Notice c.ay be retni.nod for reference p-.1r9.0s::3 ~ 

canceled when no lon~r nc~dod. 

DISTRIBUTION: 
SNDL Parta l o..nd 2 
Marino Corps Ll.ota Hand r 
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Draft Position Description - Staff Assistant for Plans and Support, 

Naval Investigative Serviee Office, (location) 

A. General Statement of Duties. 

The Naval Investigative Service Office _________ (location) 

(hereinafter referred to as the ''Office" , is a field component of the 
U. s. Naval Investigative Service. Ba.sic to the effective and economical 
performance of the Investigative Service ia the application of ndvo.nced 

management principles to workload forecasting, perfo~ce measurement 

and a.nalysis, and planning for contingency and mobil.ization situations. 

Subject to the general policies of the C.O., this is the incumbent's 
primary responsibility. (The term c.o. also embraces the Executive 
Officer in the co~text of this position description.) 

B. Specific Duties. Incumbent 

1. Maintains & current lmowledge of the short, medium, and long
range planning of a.1l Naval and Marine activities in h.is assigned geo

graphical are~, in order to forecast workload, by volume and by geo
graphic sub-location. 

2. Develops productivity and other measurement factors which can 
be applied to the planning in 1. preceding t o determine personnel, 
logistics, and specialized resources requ.irements of the Office. 

3. Develops or supervises the developnent of annual budgetary 
sl]J)m.issions and justifications. 

4. Develops mobilization and contingency plans for the Office as 

an adjunct to the system-wide planning of the Investigative Service 

Headquarters. 

5. Continuously reviews and introduces, as practical, modern 
management techniques and pract i.ces in order to insure maximum ef
ficiency and economy in utilization of material, personnel, and fiscal 

resource s . 

6. Represents the Commanding Officer at conferences regarding 
fiscal and management control matters and maintains liaison with 

appropriate commands in order to insure the procurement and maintenance 
of necessary space, equipnent, and other support for the Office and 

its sub-components. 

E~closure (3) 
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7. Maintains a continuous review of Office resource s status to 

avoid over expenditures, under utilization, etc. 

8. Maintains general cognizance of all administrative and support 

functions, and provides guidance to the adminis t rative stai'f as needed. 

9. Maintains a current or ganizational ma.nunl prescribing in optimum 

detail duties, procedures, and office systems. 

10. Supervises the recruitment, training, and administration or' 

Office Civil Service personnel; ndvises the C.O. on nny civilinn 

disciplinary actions required. 

ll. Maintains liaison with all loca.l commands to keep them ap

praised of security and other investigative requirements in order that 

such conma.nds can keep the Comna.nding Officer advised of their short 

and long-range need for investigative and counterintelligence services. 

12. Participates in special. projects, as directed, which, while 

they will usually be related to the general responsibilities cited 

above, may also include other assignments of a specialized nature. 

2 Enclosure {3) 
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