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APPENDIX T

Office of the Chief of Naval Operations

Op=16-A=l,
A3=1/EN3-10(9-L)

i
Serial 4o, 2343916 1 October 141

Prals The Director of Naval Intelligence.

To: The Office of the Secreta
f ry of the Navy.
(Adminis trative Branch) . 4

Subject: Survey of the Office of Naval Intelligence wade by the

firm of Boos, Fry, Allen & Hmilton f or improving the
effectiveness of the organization.

Reference: (a) Seclav lir. d.at.ed i Septesber 15L1.

) In compliance with tm requiresents of reference (a) tle
following report is made, item by item, on recormendations m e

Boos, Fry, Allen & Hamilton for improverment in arganization ard
methods in this Divisions

M s i i Dy, L

I.  DEFINS THE FUNCTIONS OF THE ADMINISTRATIVE ERANCH AND SIOr IFY
GANIZATI! WORK (Accomplished -~ July 30, 191 I)

e D S

This recozmendation has been accepted and the necessary
work accomplished.

l. It has the advantage of mare clearly defining the work
laid out for the various sectionse.

2. Disadvantages - None.
- 3. No variations from the plan is recommended.

N DUPLICATE ALL sm AND r*ourmmi‘m. A TERIAL BAVING Di-

It is considered that the effect of carrying out this recon-
mendation would not be beneficial to the efficiency of ONI.

1. The duplicating section of ONI was set up so that
- material originating in the Office would receive
{immedizte attention. If the suggestions mmde by the
Booz firm were carried out, the question of priority
would often came up.
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be Fo variation from the Booz

plan is suggested.
BLIMINATE THE LOQSE LEAF BOOKS FOR FPILING OF MONOGRAPH

METERTAL AND SUBSTITUTE FIIE CABINGTS  —

There is some doubt as to the desirability of carryin
' . o i E‘F I'I‘E 34
out this suggestion, Vg

1. Much of the meterisl assembled in loose leaf books
is of a secret and confilaential nature. Foar this
reason it is more practical to file this mterisl
in loose leaf books and secure it in safes rather
than using file cabinets.

2. "F* Branch is considering the recommendation of the
Booz firm with the idea of possibly adopting parts
of the recommendation, should this seem desirable.

ESTABLISH A CENTRAL FILE OF ALL SUSPECTS' RECORDS AND ROUTE
DUPLICATE RECORDS TO THE DIFFERENT SECTLONC AS GCOGNIZANCE

HE SUSPECT CHANGES

This recommendation is largely in operation and of obvious
benefit to office efficiency.

1. A survey of suspect files is now being carried on to
further improve and mmke more effective the central
filing system now in effect.

2. Due to the large number of suspects on file, any
change in the system will take a considerable amount
of time to accomplish. |

3. Bo diuﬂmt;aw are contemplated in making the filing

system more effective, other than the large amount of
work which must be done to make these changes.
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UMINA » LOOSE LEAF BOOKS FOR FILING OF MONOGRA PH
ﬁETITUTE Fils CABINETS

There is some doubt as to the desirability of ecarrying
mt thiﬂ aug TOE tion. X »

1. Much of the meterisl assembled in loose lez? books
is of a secret and confidential matare. For ihis
reason it is more practical to file this mterial
in loose leaf books and secure it in safes ratler
than using file cabinets.

2. "F" Branch is considering the recommendation of iLhe
Booz firm with the idea of possibly adopting parts
of the recommendation, should this seem desirable,

mm A CENTB&L‘FILE. OF ALL BUSP"CT::' RECORDS AND K ‘3U.._.‘-

— fice sy

1. A survey of suspect files is now being carried on 1o
further improve and mke more effective the central

filing system now in effect.

2, Due to the large number of suspects on file, any
change in the system vill take a considerable amount

of time to accomplish.

3. Bo dhaﬂmﬂm are contemplated in making the filing
system more effective, other than the large amount of
work which must be done to make these changes.
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ITE POLICY Op PERSONNEL PROCUREMENT

R A A S i i

it is comsidered that the
mendation would be bemfic?.&i{e(m of carrying out this Ire com-
Lo It is PrOpos ad to continue w
sation for handling
changes in policy

. ith the present organi-
persone l with such minor
45 condlitions may require.

2e The prasent Plan is considered effective,

3e Tiihorganizi:tion has been expanded in the past few
1 8 and is betier prepared to handle its wor
than heretofore, )

bhe The present system has not devel ‘ 13 '
| | Oped any disadvantages
that camot be overcome.

5¢ The representatives of the Boosz firm have agreed that
the work of the present organization is satis factory,
and no variation therefrom has been sugrested.

ORGANIZE é. THO WED

KS_TRAINING SCHOOL FOR (FFICHRS ASSIGNED TO
NAVAL INTELLIGENGE .

There would be a distinct advantage to have this recom-
mendation carried out. '

l. It is proposed that pew officers now atiached to the
Division of Naval Intelligence and all officers at-
tached to OHI in the futwre, shall be given & course
of general instructions covering the function of the

Office.
2. This recommendation can be put into efiect without
difficuliy.

3. This recommendation has the advantage of familiarizing
of ficers with all activities in ONI which should help
them carry on the particular duties to which they are
‘assigned more intelligently. |

L. HNo disadvantages are foreseen.

5. No variation from the Booz recommendation is propesed.
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2« This procedure has been put into effect.

.-
3 1:,1::;-; i’:paort. has ﬂ?.e advantage of keeping all
E— persons informed of personnel étwchsd
© the VUffice of Nagval Intelligence. |

Se No variation from the Booz recomrendation is suggested.

INCREASE THE STAFF IN THE MATL AND FILE SECTION AF
r = - A3 .  FILE SECTION AFTER YOPORE R
TO TAKE CARE OF THE TNCREASHNG LOKD —— i Ly

It is considered that the effect of C - . .
- arrying out this rocom=
mendation would be beneficisl. £ -

R . It is antieipated that additional space will bc :ore
available sometime after October 1, and will allow for
increase in the mail room staff.

2e BSteps have been taken to procure the necessary
personnel.

3. The advantage is obvious.
L. No disadvantages are foreseen.
5. HNo variation from the Booz recommendation is suggested.

MAK? 4 COMPLETE REVIEW OF CIVIL SBAVICE JOB CLASSIFICATIONS

“out this recommendation would help

efficiency in the Mail Room |

1. It is proposed that a survey of the Civil Service

" employees in the Mail and File Section be made for

the purpose of comparing their classifications and
salaries with personnel handling similar responsi-
bilities in the Post Office Departments with the idea
of making necessary adjustments.

i"'
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2e The personne) wils
"‘"L h‘«' m o -
be dm’ and their ol Ste

Htted for the wark to

- | -.3;;411:10!11210!15 Md sal;
Gmnensurate vith their respons ;E.bil‘;tg::a

3« The review will start at once,

Qe N0 ﬂlsadmtama can be fﬂ'ﬂ.aeenc

S. l‘;u vm'muurl fI'Qm t;h;* }_:,
‘¥ Do0& recommerdation 4
gasted. Ol ation is sug-

IS THAT MAY BECOME HIGHLY

It is questions e
Juestionable whether tLe agvant ages, which night accrue

fro & h3 ‘ | "
m;. the dcp'l':ian of t.x?s plan, would compensate for the
extra work and expense involved,
1. Hail so handled would be del: yed in delivery to desks
concernsd.,

2« A trial method would not be practicable s a cone-
siderable amount of equipment would have to be purche sed
and installed. It is known however, that business
concerns anc Uoverument Depertments use this method,
and a study of their practices will be made.

IVI. SET UP FULL SUB-STATION CROGANIZATIONS IN THE DOMESTIC AND
CEBICH BRANCIE S

This sugpestion has been of help to office efficiency.

1. Branch "B" is now using a variation of the plan sug-
gested by the Boos organisation.

- 2, With #A" and "P" Branches in one wing and on the
- gare floor sub-stetions will not be necessary, as
the Hail Room will be centrally located.

The problem of mail distribution will be considerably
e red in;d as soon as the ONI moves into comsolidated

ST G N Iy b & SN TR v AL 5 AN THLAT
ETNOHES AND SECT . NS OF THE VHOLE OFCANJZATION AND THE:

XVIII. DEVELOP AN OFFICE LAY~OUT THAT COREELATES THE ACTIVITIES O
SOF THE BEST OPERATIONS AND USE OF SPACE TO PRODIE
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le

sxcept for Bra. ol { ah
| e "0% which has fecantly moved int

the 2nd Floar of the 2 e
it is CXpected
' HBde avallable af
Arlington has be e
‘ 0 the Chief
atians for 70 rooms, in one block
2nd floor, 9th wing of the

Lar
0 completed.
of Naval Oper-

» Preferably on the
“avy bullding ,

Such a move can be

effected Lo
made available.

diately when s pace is

ihe advantage of } ving adequate space is obvious,
Possible dis advantages - None.

Variation from the Booz report - None.

A. K. Kirk :
Capt. USH, Director of Haval
Intel ligence.

wm—

——

—

-'—#

————

N ~ o} i L‘\f
Authority D (19

w—

SECRET SECRET



	IMG_0210
	IMG_0213
	IMG_0214
	IMG_0215
	IMG_0216
	IMG_0217
	IMG_0218

