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FILE NO. SUBJECT 

TO 

Data Sheets for Peraomel 
FROM DATE COMMENT NO. 1 

Chiefs of offices and PERS 
Staff Divisions 

All ACP's 

1. NSA Regulation 30-4 dated 18 May 1954 provides that "Data Sheets 
for NSA Ke,- Personnel" (NSA Form 1179) will be maint.sined ont 

a. All militar,- personnel in pay grade o-5 or higher 

b. All civiliani personnel in pay grade as 14 or higher 

o. All Office, Division and Branch chiefs, regardless c•f grade 

d. Certain other personnel as rre.y from tilnB to time be aeleote<l 
by the Director ar the Chief of Staff. 
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SECTIOif I - POLICY 

Three volumes of "Data Sheets for NSA Key Personnel" (RSA. Form 
No. 1179) will be maintained on a current basis in the offices of 
the Chief of Staff, the Chief of Personnel Division, and the Chiefs 
ot the Military and Civilian Personnel Branchea (ao appropriate), 
tor reference purposes. 

SECTION II - GENERAL 

1. Each volume ot Data Sheets for NSA Key Personnel wiJ~ 'in• 
clude an NSA Form 1179 on: 

-
a. All HSA military personnel in pay grade 05 and ubove. 

b. All NSA civilian personnel in grade GS-14 and al,ove. 

c. All Office, Division, and Branch Chiefs, regardless of 
grade. 

d. Certain other personnel as may fran time to tim·!! be 
selected by the Director or the Chief of Btatr tor inclusion in the 
volumes. 

2. All volumes will be brought up to date at the ertd ot each 
calendar month to insure their accuracy at that time. 

3. Data Sheets will be prepared, whenever possible, "!n such 
·-ininiier that they will require no class1f'icat1on; in no. event -may-they 

be classified higher than SECRlln'. 
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Sl!X'!TION III - 'RESPONSIBILITIES 
I 

1. The Chie:r 1 Military Personnel B\"'anch, will be responsible 
tor the collection of Data Sheets for military personnel. 

2. The Chie:r, Civilian Personnel Branch, will be responsible 
for the collection of Data Sheets for civilian personnel. 

3. The Chief', Personnel Division, will be responsible f'or the 
consolidation o't all new Data Sheets and the preparation and mainte
nance of indic~s to _the volumes, as prescribed in paragraph 31 Sec
tion IV, below; and for the periodic review of the volume to insure 
its accuracy. 

SECTION IV - PROCEDURES 

1. Military Personnel. 

a. initial Data Sheet. Data Sheets will be prepared in the 
Military Personnel Branch at the time of assignment of all officers 
in pay grade 05 or higher to duty w1 th NSA. 

b. R~assignment. Upon reassignment of aey officer to a 
duty which will result in his coming Within the prOVisions of this 
Regulation, a Data Sheet will be prepared in triplicate at the ap
propriate ACP and forwarded immediately to the Chief 1 M1li tary 
Personnel Branch; when an officer is reassigned fran one .ACP to 
another, the gaining ACP will have the form completed and forwarded 
immediately to the Chief, Military Personnel Branch. 

c. ~remotion. Upon promotion of any ot:f'icer to pay grade 
05 the appropriate ACP will have the Data Sheet prepared and 'tor
warded immediately to the Chief 1 Military Personnel Branch. 

d. Detachment. When an individual is detached from service 
with BSA, the pata Sheet held by the Chief, Military Personnel Branch, 
will be withdrawn and the Chief, Personnel Division, so notified. 

2. Civilian Personnel. 
I I 

a. Initial Data Sheet. The Chief, Civilian Personnel Brancb., 
will have Data Sheets prepared for all civilian appointees, as required, 
at the time of their entrance on duty. -

b. Reassignment. Upon reassignment of any employee to a po
sition which ~ll result in his coming within the provisions of this 
Regul.ation, a Data Sheet will be prepared in triplicate at the appro
priate ACP and forwarded immediately to the Chief, Civilian Personnel 
Branch; when the reassignment is from one ACP to another 1 the gainins 
ACP will have the Data Sheet completed and forwe.rded immediately "CO 

the Chief', C:!;v;Llian Personnel Branch. 
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c. Pranotion. Upon promotion of any civilian empic•yee to 
grade 00-14, the appropriate ACP Will have the Data Sheet prt=·pared 
and ~~rwarded 1nwediately to the Chief' 1 Civilian Personne:J. Bt·anch. 

d. SeE!,re.tion. When an individual is sepo.re.ted frcm the 
Agency, the Da~Slieetheld by the Chief', Civilian Personnel Branch, 
will be -~tbd.re.wu_ and the Chief, Personnel Division, so not~fied. 

, 3. Maintenance of the Volumes. All Data Sheets will be for
warded by the cii:i'et of the l-1111 tary and Civilian Personnel. Bx e.nches 
to t~~ Chief, Personnel Division, on the 3oth de.y ot each mo'[·th, 
accc:mPanied by a summary of pen-and-ink changes required to bring 
existing Data Sheets up to date, a.nd a listing of those Data Sheets 
to be vi thdre.wn from the volumes. The Sheets will be consol:l dated 
in alphabetical order, and two indices prepared for the vol~es as 
amended (one alphabet1.cal by name, and the second alphabetical by 
name fpr each Office and Staff Division). 'rhe origi1lals of' new 
Data Sheets and the ·two Indices, together with a consolidated sum
mary of add! tiona, corrections, end deletions to the volume will 
then be forwarded to the Chief ot Starr prior to the fifth working 
day ot the succeeding month for inclusion in the volume held by him. 

SECTION V • SUPERVISION 

,Supervision tor the implementation of the policy established 
herein is the responsibility of the Chief, Personnel Dtvision. 

BY COMMA:tm OF LIEUTENANT GENERAL C./UfiNE: 

' 

OFFIC~: 

Colonel, AGC 
AdJutaJl'l; General 

DISTR'Il3tm:ON III 

D. M. AGNEW . 
Captain, US :Navy 

Acting Chief of Statt 
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