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Subject: Work Simplification, SPSIDe4

1. The study of SPSIDe reaclved into the followins three categorisst
a, Persomel

be EZmipment
Ce Space

2. IDersoupel

s STSID=4 works on a two-shift heeis; a three-shift bLasis
would inereese cutput 50%. The guestion of alimination of amy persommal
wag discussed and it was found that the organisation of SPSID-4, based
on the existing Talle of Organization (8 Hovember 1944), was such a8 to
prociude the slimination of any persomnel. (It iz unjerstood that feur
(4) of the present personnsl have been declared available for overssas

ghipmant.)

be. This is essentially a repstitive oporation and at the
sans tise cannot be considered muss production bacause of the necessity
for juality work. Anmy 4pnreciable sacrifics in the juality of work
done for sdditional uantity or ai the expense of perscnnel would be
reflected in jobs being done over, which would, in fturn, raise the
unit costs and add umnscessary man hours of work.

co 413 military persommel sre now used, a shift to partial
civilian utilization could be effected provided proper job descriptions
were made and 1f enough time wore allowed in on-the-job training, If
job deserintions were writien properly, a promotion cystem oould be
worked out based on cxperiencs,

de All work passes through the Ixaench :ithin r maxisum of
thirty-six {36) hours st present, and could be ghortensd if three
shifts were utilised,

8. All reproduction personnel are trazined in all jobs.

3. Zauloment

8. The equipment utilized by SP5IDe4 is situzted in the best
possitle nanner consistent with the floor load and the wvorlety of work
to be undertaken,

b. The equipment serves the present and anticipated needa.
All ep.ipment 1s In sufficiently frequent use tc indieate its necessity.
Under certain conditioms of work load, the output of tha section could
e limited by prosent equipmeni, speeifically, the weshing and drying
equimment,
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4e gpace

a, Persommel and egquipment cmployed makes maximum use of
available space. The arrangement 1a such that there is s contimous
flow of work through the various stages.

5. Trom the above observations, it is determined that SPSID«g
18 u well organized, efficlently operating sectioh.

HOTES

1, Fire hasard, consisting of exposed wiring in the ceiling of
the film developing room, was noted and correeted.

2. Newly establiched drying room for film was confronted with
the problem of possible drainage of water from films drying. Suggested
renedy was coating of floors with bakelite base coat., This was
lnvestigated and found to be practical.

3. Upon investigation of the photographie requisition form
used by LPSID=4, it was determined that this form requires coordinatiom
and standardization. This has been accomplished. (See Form SIS~-SC 601,
Rev. = 1 Jan 45)

" 4e The fact was determined that no reeord was found in the
files astablishing a procedure for photogrephis reproduction for the
agency. A procedure iz being written by SPSIDe4 and will be published.

5. It was inlicated that certain photographic processes are
bein: accomplished in the Military Cryptanalytic Branch and Develop-
nent Branch, The Contyol Office will coordinate these activities when
studies are conducted of the imdicated Branches,

6. If a counterwaight attachment costing $250. could be obtained
for ane of the machinea, it is belicved a could operate the machine,
otherwise it requires enlisted men. The coumterweight attachment is heing
investigated.

7, To properly complets a detalled study, an extended tour of "liv-
ing® in the Brapch for perhaps several wesks or a month might be
noecHABATY »

E Incls,
Inel 1 = Draft of Procedures, W/Z n./s
Juel=—2—=-Revised-Fourn
Incl 2 - Charts
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Subject: Betiter-oAiidaativn o 1, SP8Ib=4
1. The study of 5P51D=4 developed the followir~ three-catagoriess
s, Personmel
b, FBquipment
' € Space

2. DPersonnel:
a., The quastion of elinmination of mny perzcmwl was discussed
end it =as found thet the orgenisation of 2PIiD«L, besed on the sxisting
personnel, was suchk £8 to preclude the elinination of any perscmmel, (It

is undcratcod that four of the nressnt >ersomnel ara on shipment orders.)
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§., TIroam the sbove cbservations it is determined tnt EP3IDe4 45 &

well u-culud': @::ﬂ;%pu‘nu section,

lotes

1. Fire hasard, consisting ef exposed wiring in the ceiling of the
fils developing room, was ncted and corrected,

2. Fewly established drying room for fila was confronted with the
problem of possidle drainpage of water froa filas drylpg. Suggested reassdy
was coating of floors with bakelite base cost, 7Thia was investigated and
found to be practical,

3. Upon iavestigation of the photogrepbic requisition foram uui
b’{ 213:3:: .,,:t x ;o:c:m:d”?t m- forn is not .w‘:%h _fz-m-
found ‘Ahat existing steck was W unoi nd 'hen these stocks were exausted
subaission of this fors for reprodustien to Forms Standardisation Unit,
Control Otrif-. will require a reviev of this fora tu& the exd of

R s g ")

revision an! standardiseticn, v o ot fildian
A%

LY Pttt
he The = found in the flles

e v ﬁﬂfhp&t&d’M
MM a procedure for photographic repreductions for the

g;-oodm 1s being written by SPSIDeds “ed [4 W
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ﬁE(,iltlng done with samll portable e
equipment which may be placed -
vhere space permits
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&
Editing done “iith small portanle
equipnent which may be placed

where space perm.ts
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