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1. Attached are two coples of Position Survey List (DA-AGO Form 279) showing
the proper evalustion and Job mmber of :positions in NSA-SPECIAL ASSISTART. This list
will serve as a besis, in lieu of individusl personnel ection requests (8F-52), for the
yrocessing of personnel actions (8F-50) by Civilian Personnel Branch in effecting
necessary changes in designatiom and grade, and in cancelling obsolete positiouns, ss a
result of this survey. The liat will aleo be used by the Operating Office to post to
Employees Record Card (WD-80) all actions not affeciing title and grede of perschnel,
effective as of the dete the Position Survey Iist is approved and sighed.

2, Copy #L of the Position Survey Iist will be completed ani returned not lster
; -9 1953 Cencurrence as to the sccuracy of ‘the attached job descripticns
and asaligments indicated on the survey list will pe indicated by signing the
apece provided. In the event thst you desire to take sction other than that specified,
it is reguested that the exceptions be marked with an X, snd initialed.

§. Individual persconel actlops, Form 8F-52, must be submitbted for sll exceptions
not later then JUN 38 1953 » indicating the action proposed and the reasons for
the action.

4. Coples of job descriptions are also transmitted berewith. These descriptions
have been concurred in by an authorized representative of your orgenization as being
factually accurate and complete. It 18 suggeated that these Job descriptions be mein-
tailped ¢on file by the supervisor immedistely responsible for sctivities described.
Bach employce will read his job description and effix his initlals and date of such
sction. For reagons of security, the employee cannot have & copy of the job descrip-
tion. No edditicnal copies will be made, gther than those prepared by NSA-153.

5. In accordance with United States Civil Service Commission and Department of
the Army reguiations, it 1s mandatory to effect such changes In designation and grade
as are required to bxring the incunbent's atatus in line with the current evaluation
of the job. Department of the Army procedures require that this office submit to the
Director, National SBecurity Agency, a report of misclassifications on which corrective
action has not been initiated within 30 days.
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