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26 Decomber 1544,
A Summary of Mesting 26 Dee 1934 ‘

1. 1In revieving D Branch activities in the light of
the prepared flow eharts, not much vas gained by a physicsl
inspection of the Bramch. A floor plan should be used to

shov the operstions rather than the operations drawings
presetted.

?. Rot much can.be learned from the study to date te
determine whether personnel and equipment are used %o the
mximam extent. To properly effect this phase, an extended
tour of living in the Branch for perhaps several weeks or &
nonth might be necessary. Should thls be done, or are ve to
assume that the Branch Chief has made the proper dizpositions

to effect this phase, and study lnterbrengh problems only?

J. In trying %o establish a unit of measure, it wvas
agreed that unless similar estsblishments could be ratad, no
comparisons ceuld be made. Hence sach prosedure vonld have te
be studied within itself to arrive at a ysrdstick.

4. Some definite conclusions of a gousr:l nature may
be dravn from the study of D Branch:

&. Branch vorks on tvo-shift basis; a three-shift
basis would inorease output 50%.

b. A)l wvork passes through the Branch within a
mzximum of 36 hours at pressnt, and eeuld be shortened if
three shifts vere utilized.

¢. All military perscnnel now used; & shift %o
partial civilian utilization could be effected provided proper
Job descriptions vere made and if snough time vere alloved in
on-the-job treining. If job descriptions were vrittsm properly,
a promotion system could be vorked ocut based on sxpsrienae.

§. All reproduction personnsl are trained in all jobs.

5. Relationship and control over possible duplication of

phvtographie reproductions elsevhere in Sigral Recurity Ageney
is not clearly defined.
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6. Personnel number is not exaessive. Admittedly some
cut could ba made but anly at the expense of the quality of
the vork performed.

7. Equipment layeut and utilization seem adequate and
the best in the ecireumstances.

8. Vsterproofing of floors is indicated,

. 9. If & sounterveight attachment costing $250. eould
be obtained for one of the machines, a WAC eould operate it,
othervise 1t takes a man,

10. If a new photostatic equipment costing between $5000
and $10,000 vere inztalled, the services of one operator could
be dispensed with.
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