SECURITY cﬁrmﬂ )

DISPOSITION FORM

FILE NO. SUBJECT

Data Sheets for Key Persomnel

10 FROM DATE COMMENT NO. 1
Chiefs of offices and PERS

Staff Divisions
All ACP's

1. NSA Regulation 30-L dated 18 May 1954 provides that "Data Sheets
for NSA Key Personnel® (NSA Form 1179) will be maintained ont

a. All militery persomnel in pay grade 0-5 or higher
b. All civilian personnel in pay grade 39S 1L or higher
c. All Office, Division and Branch chiefs, regardless «f grade

d. Certain other personnel as mey from time to time be selected
by the Director or the Chief of Staff.

2. In view of vised.-definition of "Key Personnel", 1 is
requested thet Il data sheéts and ghanges heretofore submitted be disre-
garded ari id & new NSA Form 1179 be prepared on each person includzd under
the rey 1Bed definition, and forweided in triplicate to Military or
Civ 1an~Pers el_Branch-{a8 appropriate} not later than 15 June 195k.

DvcanSosdnis

DUNCAN SINCLAIR
V Colonel, USA
Chief, Personnel Division
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NSA REGULATION
NUMBER  30-b 18 May 195k

EFFECTIVE UNTIL 1 MAY 1955 UNLESS SOCNER
RESCINDED OR SUPERSEDED

DATA SHEETS FOR NATIONAL SECURITY AGENCY KEY PERSONNEL
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Three volumes of "Data Sheets for NSA Key Personnel™ (NSA Form
No. 1179) will be maintained on a current basis in the offices of
the Chief of Staff, the Chief of Personnel Divislion, and the Chlefs
of the Military and Civilian Personnel Branches (as appropriste),
for reference purposes.

SECTION 1 - POLICY

SECTION II - GENERAL

1. Each volume of Date Sheets for NSA Key Perszonnel will'ine
clude an NSA Form 1179 on:

a. All NsA mili:ba.ry personuel in pay grade 05 and ubove.
b. All NSA civilian personnel in grede GS-14 and above.

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

d. Certain other personnel as may from time to time be
selected by the Director or the Chief of 8taff for incluslon in the
volumes.

' 2. All volumes will be brought up to dste at the end of each
celendar month to insure thelr accuracy at that time.

_ 3. Deta Sheets will be prepared, whenever possible, in such
manner that they will require no clessification; in no event may they
be classified higher then SECRET.




REF ID:AT].B%

NSA REGULATION NO. 30-k 18 May 195k
SECTION ITI - RESPONSIBILITIES

1. The (Ilhief, Military Personnel Branch, will be responsible
for the collection of Data Sheets for military personnel.

2. The Chief, Civilian Personnel Branch, will be responsible
for the collection of Data Sheets for civillan personnel.

3. The Chief, Personnel Division, will be responsible for the
consolidation of all new Data Sheets and the preparation and mainte-
nance of indices to the volumes, as prescribed in paragraph 3, Sec-
tion IV, below; and for the periodic review of the volume to insure
its accuracy.

SECTION IV - PROCEDURES

1. Military Personnel.

a. Initisl Dats Sheet. Data Sheets will be prepared in the
Military Personnel bBranch at the time of assigmment of all officers
in pay grade 05 or higher to duty with NSA.

b. Reassignment. Upon reassigmment of any 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 immediastely to the Chief, Military
Personnel Branch; when an officer is reassigned from one ACP to
another, the gaining ACP will have the form completed and forwarded
immediately to the Chief, Military Personnel Branch.

e. Promotion. Upon promotion of any officer to pay grede
05 the appropriste ACP will have the Data Sheet prepared and for-
warded imed...a.tely to the Chief, Military Personnel Branch.

a. Deta.chment. When an individual is detached from service
with NSA, the Data Sheet held by the Chief, Military Personnel Branch,
will be withdrawn and the Chief, Personnel Division, so notified.

2. Civilian Personnel.

a. Initial Data Sheet. The Chief, Civilian Personnel Bra.nch,
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 will result in his coming within the provisions of this
Regulation, 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, the gaining
ACP will have the Date Sheet completed and forwarded immediately To
the Chief, Civilian Personnel Branch.

-2




;. ' . REF ID:A71802 '

NSA REGULATION NO. 30-4 18 May, 195"

¢. Promotion. Upon promotion of any civilien employee to
grade GS-14, the appropriate ACP will have the Data Sheet prepared
and forwa.rded immediately to the Chief, Civilian Personnel Branch.

| d. BSeparation. When an individual is seporated frcm the
Agency, the Data Sheet held by the Chief, Civilian Peraonnel Branch,
will be withdrawn and the Chief, Personnel Division, so notifled.

3. Maintensnce of the Volumes. All Dats Sheets will be for-
warded by the Chief of the Military and Civilian Personnel Branches
to the Chief, Personnel Division, on the 30th dey of each morth,
accompanied by a summery of pen-and~ink changes required to bring
existing Data Sheets up to date, and a listing of those Dats Sheets
to be withdrawn from the volumes. The Sheets will be consolidated
in alphabetical order, and two 1ndices prepared for the voluxes ag
emended (one alphebetical by neme, and the second alphabetical by
name for each Off'ice and Staff Division). The originals of new
Data Sheets and the two Indices s together with a consolidated sum-~
mary of additions, corrections, and deletions to the volume will
then be forwarded to the Chief of Staff prior to the £ifth working
day of the succeeding month for inclugion in the volume held by him.

SECTION V - SUPERVISION

Supervision for the implementation of the policy established
herein is the responsibility of the Chlef, Personnel Division.

BY COMMAND OF LIEUTENANT GENERAL CANINE:

D. M. AGNEW
Captain, US Navy
Acting Chief of Steff

OFFICIAL:

B

Colonel,
Adjutant General
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