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Executive Office (S/S-EX)

Although organizationally a component of the Executive Secretariat, S/S-EX
has operational responsibilities that extend well beyond providing

" administrative support to the Executive Secretanat (S/S). It is the Executive
Office for all of the autonomous and semi-autonomous offices, staffs, special
units, etc., which make up the S area, as well as the Bureau of Public Affairs
(PA); Bureau of Legislative Affairs (H); Office of the Under Secretary for
Management (M); and the Office of Management Planning (M/P).

S/S-EX’s responsibilities are similar to those of executive offices for the
“Functional Bureaus™ - handling the traditional range of administrative and
logistical matters, however, the daily routine in S/S-EX includes numerous and
varied other activities peculiar to the “7th floor” and its inhabitants, which add
special problems and, more often than not, the element of urgency to the work.

S/S-EX is made up of three basic operational units (budget and fiscal,
personnel, and general services), plus one special program, the Secretary’s
travel arrangements. Brief statements for each unit follows.
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Budget and Fiscal

The Budget section performs the customary functions in connection with the
formulation and submission of the Congressional budget and the financial plan
for the S area offices. This unit is responsible for the administration of all
budgetary and funding issues for the S areas, and M, PA and H. A travel unit
for the S area operates under the supervision of the Budget Officer. This unit
issues travel orders, administers the American Express government charge card
program for travelers, authorizes travel advances and calculates per diem and
mileage rates, assists in obtaining tickets, visas and passports, and reviews
travel reimbursement vouchers for all S area travelers.
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Personnel Services

Personnel administration accounts for a large part of the S/S-EX endeavor, due
to the constant personnel shifts, and the mix of employees;i.e., Foreign Service
(FS), Civil Service (GS, both career and non-career), Schedule A, B, and C
appointees, consultants, experts, temporary and part-time employees and
details from other agencies. More than 595 employees are serviced by the
Personnel staff in a typical year covering the full range of personnel issues.
Responsibilities also include management of personnel resources/FTE, Civil

Service and Foreign Service staffing, employee relations and the administration
of awards and benefits programs.
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General Services

The General Services unit is a logistics clearing house which both
independently and through the General Services Admimstration (GSA), and the
Bureau of Administration’s Procurement Officer (A/OPR), supports all of the S
area including PA, H, and M, with procurement of supplies, services and
equipment; building alterations; telephone services; office space and
renovations; contracting authority, property control, and transportation logistics
for Secretary and Deputy Secretary travel.
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Executive Travel

. S/S-EX makes all transportation and related arrangements for the Secretary’s
overseas and domestic trips. The Executive Director obtains the use of the
aircraft from the Air Force, works out the appropriate routing with the crew,
compiles the passenger list in conjunction with the Deputy Executive Secretary
responsible for the trip, and ensures that visited overseas posts receive proper
instructions on all administrative and logistical requirements for the Secretary
and the traveling party, including accommodations, funding, ground
transportation, baggage arrangements, etc. On overseas and domestic trips the
Executive Director or Deputy Director travels aboard the Secretary’s aircraft
and coordinates administrative arrangements for the Secretary and official
party, supporting staffs, security, communications, and the traveling press.

6
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Secretarial Travel

Past secretaries have found it necessary to travel overseas frequently in
furtherance of the President’s foreign policy. Such trips have invariably been
formally designated Presidential missions and DOD/USAF Special Air
Missions aircraft (707 type) from the 89th AW at Andrews AFB are provided
at no cost to State, other than meal costs.

Depending on the operating style of individual Secretaries, a large staff,
relative to other cabinet officers, has accompanied the Secretary. Tab A
displays the profile of recent trips.

The S/S staff is headed by a Deputy Executive Secretary responsible for
all aspects of the trip activities, e.g., schedule, briefing papers, meeting
participation, etc., and an officer and secretarial team, who process and control
the flow of information and decision documents. ‘

Logistical arrangements, e.g., hotel set up, airplane baggage, equipment,
and funding control is handled by the Executive Director (S/S-EX). Computer
support is provided by an IRM Specialist who often doubles as a secretary in
support of the S staff.

Substantive expertise is provided by the Assistant Secretary for the
region and one staffer of his/her choice.

The press contingent normally consists of ten journalists. The heavy
requirements of public diplomacy and the need to inform the American public
have resulted in five PA staff (Spokesman, Press Assistant and Press Officer,
plus two speechwriters) usually being assigned to travel with the Secretary.

On arrival the party is bolstered by an advance line team (one officer
plus a secretarial assistant) who travel to post several days in advance to
coordinate schedule and logistical set up, hotels, etc. A two-officer advance

7
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secunty team performs the security liaison with post and host country
authorities. :

Communications support, telephone, and message traffic is provided to
the party on a 24-hour basis by a seven-person team which sets up prior to the
Secretary’s arrival. A cross-training initiative by the office responsible for
communications support (IM/VIP) is reducing this number by one now and we
expect to reduce by another next calendar year.

Additional staff support, Secretary’s site control officers, etc., are
provided by the posts visited.

DOD/JSC have participated in most of the Secretary’s overseas trips,
assigning a LTG (currently General Myers, USAF) from the Joint Staff, who is
accompanied by a Colonel when space is available. The NSC area officer
normally travels as part of the Secretary’s party. From time to time other
Cabinet Agency high-level representatives request seats on the Secretary’s
plane and they are accommodated if substance requires it, and space is
available,

-

Hotels

Past secretaries have invariably declined invitations to stay at U.S.
Ambassadorial residences or government guest houses in order to reside
closeto their staffs and the office cluster we set up at each overnight stop. We
set up offices for; :

S Staff: i.e, the Executive Assistant, Special Assistant, secretary and
other senior members of the S staff who might accompany him.

S/S: Staffed 24 hours by a Line Officer and secretarial assistant, it
serves as the nerve center of the traveling party. All cables, press clips,
etc., are distributed there under the supervision of the Deputy Executive
Secretary. It is the central control point for managing/coordinating all
trip activities, schedules, motorcades, etc.

8
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An Embassy Liaison Office adjoins S/S from which Embassy staff
provides secretarial and other support to S/S.

DS Command Post: Serves as the communication control point and
office for all aspects of the Secretary’s security. The security radio net
is monitored from this office.

Bureau Office: Houses the traveling regional Assistant Secretary and
other senior officers, other agencies, and those who need to use the
computers or secure phones installed there.

Communications: Uses two rooms to house communications, radio and
telephone equipment.

The above offices are all installed on the same floor as the Secretary’s
suite. Senior staff are housed between the office area and the Secretary. An
additional bilateral meeting room is sometimes added as dictated by the
schedute. All offices and sleeping rooms, which double as offices, are set up
in the same manner at each stop to facilitate uninterrupted work flow as we
travel from city to city. Our organic telephone setup varies little and this
permits rapid familiarization.

The hotel floor or portion of the floor described above is secured by
Marine Security Guards so that classified information is protected by
appropriate access controls.

The Airplane

Our usual aircraft is a 707, designated a C-137 by the Air Force, which
carries 43 passengers (see attached diagram) with the Secretary alone in the
DV cabin. The senior staff cabin and the staff area are in fact airborne offices.
The staff area is equipped with computers, a printer, and a copier machine,
which allow work to continue throughout the flights. The Deputy Executive
Secretary and his plane team staff principals and the S Executive Assistant in-
flight as on the ground. There are direct communication links to the aircraft
from the Department’s Operations Center which allow for telephone (including

9
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secure calls), fax, and data transmission to and from the aircraft, and traffic is
routinely sent to the aircraft for action. In-flight meals are served from menus
prepared by S/S-EX.

Space is at a premium since a large amount of equipment is carried both
in the cargo hold, and topside in the cabin, e.g., valises containing files and
supplies, etc.

10
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Typical Plane Manifest (1993-96)
THE SECRETARY

S Staff (4

Chief of Staff

Executive Assistant
Personal Assistant/Secretary
Secretary

~

S/8 (3)
Deputy Executive Secretary

Line Officer
Line Assistant

S/S-EX (2

Executive Director
Computer Specialist

Public Affairs (5).
Department Spokesman
Press Officer

Press Assistant
Speechwriter (2)

Security (7
Chief of Secretary’s Detail
Security agents (6)

Regional Bureau (2)
Assistant Secretary

Bureau Staffer

Other Agencies:

DOD/ICS (2)
General Officer

Colonel Staffer
NSC(1
Press (10)
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Personnel
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Transition Hiring Procedures

During the transition period, persons designated as members of the Transition
Team are given temporary Schedule C appointments under the Office of
‘Personnel Management’s “Transitional Hiring Authority”, which is m effect for
one year after the designation (appointment) of a new agency head.

Candidates who are appointed to the Transition Team will be assigned to the S
Transitional Organization Code - S/TT. Appointments under this authority are-
good for an initial 120 day period renewable for an additional 120 days.
During this period final security clearances are being conducted and once
completed, candidates are converted into full-time Schedule C positions.

Candidates named to Principal positions which require Senate confirmation are
usually appointed as Consultants (paid or unpaid, depending on the candidate’s
desires), at the GS-15 step-ten level. Once confirmation is completed they are
then converted into the Executive Schedule (EX) or Senior Executive Service
(SES) position.

13
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Staffing apg Organizationg) Charts
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Office of the Secretary of State (S)

The Secretary
Waren Christopher
EX-01
Speclal Assistant
Carlene Ackerman
GM-15, Sch. C T

Staff Assistant
Liz Linebermy
FP-04

Confidential Assistant

Program Specialist
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John Crawley, Jr. Linda Dewan
GS-07,5¢h. C GS-10
[ i L | 1 ]
Special Advisor Executive Assistant Special Middle East Coordinator Senior Adviser Office of CS Ombudsman Open Forum
George Milchell Maura Harty Special Coordinator Robert Boorstin **Ted-A. Borek ***Ajan Lang
ED-15 FE-MC Dennis Ross ES-00, Non-Career ES-00
FEMC
]
| 1
Speclal Advisar Speclai Assistant Special Assistant Speclal Assistant Special Assistant
Martha Pope Jennifer Bonner Celina Realuyo *Aaron Miller Rosaiie Dangelo
GS15,Sch.C FO-03 FO-03 GM-15 GM-14
Secretary Secretary Secretary Special Asslstant
Mary Jackson Debble Vaughn Laurie Major Theodore Feifer
Gs-07 FP-06 FP-07 FO-02
Staff Assistant
. Henrietta Mickens
* On detail from S/P GS-10

** Loaned from L, reports directly to the Secretary
¥¥*0On loan from AID
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EXECUTIVE SECRETARIAT (S/S)

The Special Assistant to the Secretary and Executive Secretary of the
Department ensures the prompt, efficient, and orderly staffing of policy
problems requiring the attention of the Secretary, Deputy Secretary and Under
Secretaries in the coordination of material presented to them and the
implementation of decisions made by them. Serves as the official channel for
the transmission of information and recommendations from the Department to
the White House and other Government departments and agencies. Serves as
the official channel for the receipt from the White House of instructions and
responses to recommendations, assigning action on them and following up to
ensure implementation. Coordinate the Department’s role in the National
Security Council (NSC) system. Provides guidance and support to bureaus on
the functions of the interagency system.
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Execufive Secretary
William Bums

FE-CM

e H—

Operations Center (5/5-0)
Sharon Wiener 2
FE-OC

Deputy Executive Secretary § i Deputy Executive Secrefary
Gretchen Welch Alejandro Wolff
| FE-OC FE-OC
|
m@
SIS S/SRMD
Line Coordinator Chief
Susan Eiliott Charles Jackson, Jr.
FO-03 GM-13

Deputy Executive Secrefary

John Campbell
FE-OC

SISEX
Deputy Executive Secrefary
Dick Shinnick
FE-MC

N—

Deputy Executive Director
Jo Ellen Powell
FO-01

S/SIRM
Daniel Mcle
GM-15
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Office of the Executive Secretary (5/S)
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Exacutive Secretary
' William Bums
FE-CM
Staff Assistant Secrelary
Saadla Sarkis 1 Marcella Hermbry
- G512 GS10
Staff Assistant Sacretary
Bamadette McCarmon Carof Landis
GSO0P GS-09, night
I ] | 1
Deputy Executive Secratary Deputy Executive Secratary Deputy Exocutive Secretary | | Executive Gfice
i
Team 1 ., Team 2 Tewn S 7 Depuly Exeruive Setretary
John Campoell Alejandro Woll Gretchen Weich | Dick Shinnick
{ FE-OC FE-QOC FE-OC i FE-MC
! Sacretary Sacretary Secretary
No n?::gﬁ:nw c‘:s""""”f;:;: :’" Robert Duham | Mattie Goodwin-Mils || JoAnne Kosh
FO03 G812 s GS-O;!. day FP-G5, night
!' I Staft Ol‘ﬁcor_ Sacratary
Staff Officer Correspondence Off Andrew Higman Kathisen Helton-Fioyd
Monique Quesada Barbara Hambrick FO-03 G509, night
FO-03 GS11 "
! 1 e
Staff Officer Staft Officer supv. Tech Info Spec
Staft Officer Murk McBurmey Loslie Tsou { Charles Jackson, Jr.
Karrala Lekhdhir FO.03 FO.03
FOO3 | e
i S l I , ]
T ——— Staff Officer Staft Officer Supv. Tech Info Spec | | Supv. Techinfo Spec | | Supw. info Asst
Delores Hicks Susan Elliott Richard Mills, Jr. Samuel McEhaney Harles Wood ! Ricardo Smith
& FO-03 ! FO-03 G512 6512 | 6508
5-08 1 e - '[ 'I ..... ] B
_____________ - L - - '
™ “L'1no Assij;lh:;i Lina Assistant | Stafl Officer Tech Info Spec Tech Info Spec Operations Asst
Lol McLean Deborah Turcd | Erica Barks-Ruggles Charles Alexander Adrian Daniel Mildred Guillory
P08 FP-08 | FO-03 | G511 GS11 Qas-07
.................................. i l S | [ haraa | I |
§"S°J'ah """" Line Cfficer Line Assistant Tech inlo Spac . Tech info Spec Cperations Asst
Karon sgn Elzabeth Robents Ciaudetts Kozubek Paul Boudrsau Marvin Wiliams Stacey Reaves
pinip P08 FP-08 as1 Gs11 G507
Tech info Spec Tech Info Spec | Information Asst |
Debra McMilion Corlis Hoimes Ruby Thomas
GS11 GS11 i GS-08
**Rnbin Hartle - GS-09 Temporary Secretary Toch inte Spec
6511

10/
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EXECUTIVE OFFICE (S/S-EX)

Provides management support and a complete range of administrative services
for the Secretary, Deputy Secretary, Under Secretaries, and their staff offices
which comprise the S area - the Bureau of Public Affairs (PA); the Bureau of
Legislative Affairs (H); the Office of the Under Secretary for Management
(M); and the Office of Management Planning (M/P). Provides logistical
support for official travel by the Secretary and other Department principals.
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Executive Office

Executive Diractor
Richard Shinnick

FE-MC

Secretary
Mary-Ann Fisher
GS-09

Deputy Director
JoEilen Powaeil

FO-01

Secretary
Margaret Riccarelil
FP-06 N

]

(S/S-EX)

—

Administrative Cfficer
Patricia Carter

" Budget Officer
Antonia Hawkins

General Services Officer
Nedra Overall

GS-14 GM-13 FO-02
Personnal Mgmt Spec Budget Anaiyst Generai Services Officer
Cynthia Motiey Reggie Green Eiizabeth Moore
GS-12 GS-11 FP-03
Personnei Mgmt Spec Budget Analyst Support Services Spec
Kristin Thompson Le George George Rowiand
GS-12 GS8-11 GS-11
Administrative Asst Budget Analyst Support Services Spec
Lor Hart Stephanie Coates Shirley Neal
- GS-07 Gs-07 GS-09
Secretary Budget Assistart Support Services Spec
Shirey Gllimore Michael Bannister Vacant
GSs-07 GS-06 GS-07

|

Support Services Asst
Thomas Couch
GS-06

10/30/96
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OPERATIONS CENTER (S/5-0)

Serves as the Department of State’s around-the-clock alerting, briefing and

crisis management office. Functions as the Department’s point of contact for

the interagency exchange of crisis-related information. Screens and distributes

cables and other documents for the Secretary and principal officers and is

responsible for the preparation of daily summary reports. Coordinates 1
planning and implementation of plans within the Department and the executive
branch for the protection and evacuation of U.S. citizens abroad in
emergencies. Serves as primary point of contact and support office for the
Secretary of State and the Secretary’s party when traveling.
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Operations Center (S/S-O)

Office Director
Sharon Wiener
FE-OC
Secretary
Virginla Schoales |
Deputy Director
Kenneth Messner
FC-01
|
[ ] 1 | ] | ]
Operations Officer Operaticns Officer Operations Officer Operations Officer Operations Officer Operations Cfficer Operaticns Officer
Vikicria Lopatkiewicz Phillp Kosnett Geraldine O'Brien . Jessica Lecroy Christopher Hoh Angelo loffredo Vacant
GS-12 FO02. FO-02 FO-02 FC-02 G5-14 FO-02
Excursion Tour Excursion Tour
Program Officer Operations Officer Operations Cfficer QOperations COfficer Operations Officer Operations Officer Operations Officer
Maave Dwyer " Cynthis Kierscht Karen Enstrom Megan Gaal Natslie Johnson Joyce Barr Susan Ball
FO-03 FO-04 FO-04 FO-04 FC-04 FO-02 FO-04
Operations Officer - Operations Officer Operations Officer Operations Officer Operations Officer Qperations Officer Operations Officer
Elizabeth Dufffy Bonnle Glick Timethy Monahan Laura Famsworth Edward Johns, Jr. Douglas Jones Todd Chapman
FO-04 FO-04 FO-04 FO-04 FO-04 FO-04 FO-04
Operations Officer Operations Officer Operations Officer Operations Officer Operstlons Officer Operations Officer Operations Officer
Marc Koehier Julie Ruterbories Jeffrey Rathke David Scott Debra Hevla Jeanne Maloney James Herman
FO-04 FO-D4 FO-04 FO-04 FO-04 FO-04 FO-04
COperaticns Officer Operations Officer Operations Officer Operations Specialist Operations Specialist Operatlons Officer Operations Specialist
Julie Adams Mamix Koumans Anthomy Syrett Ronaid Coliins Tirmothy Crehan Debra Juncker Jennifer McGaffey
FO-04 FO-04 FO-04 GS-09 G5-09 FO-04 GS-09
Operatlons Specialist Operaticns Specialist Operations Speciallst Operations Specialist Operaticns Assistant Operations Specialist
Fredefica Eatrmon Danny Rothstein Vacant Carter Smith Elizabeth Gleyzerman Jenniter Mack
GS-08 G509 GS-09 GS-07 GS-08 GS-09
10/30/96
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Special Middle East Coordinator (S/SSMEC)

The Special Middle East Coordinator is the United States Coordinator of the
Middle East peace negotiations. The Coordinator represents the Department at
meetings concerning the Arab-Israeli peace negotiation when the Department
is not otherwise represented at a higher level. The Special Middle East
Coordinator is the principal point of contact for dealing with the parties and in
working with the Secretary on the negotiations.
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Ombudsman for Civil Service Employees (S/CSO)

The Ombudsman advises the Secretary of State and senior Department

management on Civil Service issues, so as to ensure the ability of Civil Service
employees to contribute to the achievement of the Department’s foreign affairs
responsibilities, and represents the career interests of Civil Service employees.
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OPEN FORUM (S/OF)

The Open Forum (S/OF), headed by an elected Chairperson who serves
directly under the Secretary of State, brings new or alternative policy
recommendations to the Secretary and other principals from American
employees, at all levels, of the Department of State, ACDA, USAID, and
USIA. The Open Forum provides opportunities for any employee to express
professional views (including dissenting views) candidly, free of bureaucratic
constraints, and under safeguards against pressures or penalties.
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UNCLASSIFIED

Information Resources Management (S/S-IRM)

Develops, implements, and operates all information management and record
management systems for the Secretary, the Deputy Secretary, the Under
Secretaries, the Counselor, the Executive Secretariat, and other specific

offices.
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Office of Information Resources Management (S/S-IRM)

Office Director
Daniel Mcie
GM-15.

GsS.08

Secretary
Renesa Marshall

Deputy Director’
Thomas Young
FO-02

[

System Management Division
Supv. Computer Spec

John Bentel
GM-14

-

Computer Specialist
Vacant
GsS-13

—

1

Computer Specialist
Kenneth Matthiesen
GM-13

Computer Speciallst
Sharon Ohta
GS5-13

Computer Speciaiist
Harold Fomoff, Jr.
GM-13

Computer Specialist
JoAnn Plitt
GS-13

l

|

Computer Specislist
Reginald Hopson
Gs-12

Computer Specialist

Lynn Sweenay
GS-12

Computer Specialist
Cindy Aimodovar
Gs-12

Computer Speclalist
Amy Benson
Gs-09

Computer Specialist
Vacant
GS-12

Computer Specialist
Yolonda Martin
GsS-12 .

Computer Specialist
Michasel Nelson
GS-11

Computer Speciaiist
Jane Dorset
Gs-11

Computer Speclallst
Amanda Jones
GsS-09

Computer Speclaiist
Roslyn Mitcheii
GS-09

Computer Operator
Creola Newton ;
Gs-09 !

Computer Operator
Michaei Loo

Gs-08

Computer Speciaiist
Vacant
GS-09

I !

Computer Operator
Barbara Albin
GS-07

Computer Operator
Renee McGee
GS5-07

Computer Operator
Lynette Johnson
GS-07

10/30/96
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UNCLASSIFIED

DEPUTY ASSISTANT SECRETARY FOR EQUAL EMPLOYMENT
OPPORTUNITY AND CIVIL RIGHTS (S/EEOCR)

Directs the activities of the Office of Equal Employment Opportunity and Civil
Rights, which monitors the Equal Employment Opportunity and Civil Rights -
Programs of the Department and its Foreign Service posts. Serves as principal
adviser to the Secretary of State and other principal officials on equal
employment opportumty and civil rights matters.
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N Deputy Asslstant Secretary
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ES-00, Non-Career

Secretary
Gracie Minnis -
S8-09
[ ]
Assoclate Director Attomey-Adv
Thormas Jefferson Paui Coran
GiMV-15 SL-00
Secretary
Doris Southem —
G808

1

Equal Employment Mgr
Gloria Jackson
G8-14

Equal Employmant Mgr
Themas Willlams
G5-14

Equai Empioyment Mgr
Azucena Vasquez
GM-13

Equal Employment Mgr
Kathryn Ransom
S8-13

Equal Employment Spec
Lannie Prince
S8-12

Equai: Employment Spec
Marjorie Gross
G812

Vacant
GS-12

Equal Employment Spec ’

E4qual Empioyment Spec
David Frampton
S8-12

|

Equa: Employment Spec
Jacqueline Centon

Equal Employment Spec
Jennette Washington

E5-09 GS-12
EEQ Asst EED Asst

Sharlean Wabhb Vacant

35-08 SS-07

10/30/%6
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UNCLASSIFIED

COORDINATOR FOR COUNTER-TERRORISM (S/CT)

The Coordinator for Counter-Terrorism exercises policy oversight for all State
Department counter-terrorism programs, including training, and works closely
with the regional bureaus and the Bureau of Diplomatic Security. The office is
also responsible for coordinating other interagency counter-terrorism activities.
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Office of Counter-Terrorism (S/CT)

Coordinator for Counter-Terrorism

Philip Willcox, Jr.
FE-MC
Staff Assistant
Regina Amos —

Associate Coordinator
Kenneth McKune
FE-OC

Secretary
Sandra Dunlap-Phelps j—

I

Special Assistant Intl Relations Off Foreign Affairs Cfficer Foreign Affairs Officer Foreign Affairs Officer
Michael Kraft Gordon Gray Dominick Gannon Michael Jakub Thomas Hastings
GM-15 FO-01 GM-15 GM-15 GM-15, Sch. B
inti Reiations Off Il Relations Off Foreign Affalrs Officer Foreign Affairs Officer Intl Relations Off
Kathieen Barmon Charles Dunne Vacant Timothy Walsh Robin Morritz
- FO-02 FO-02 GM-15 GS-14 FO-01
Inti Relations Off intl Relations Off Public Affairs Spec
Karen Sasahara Carol Dennison Joseph Reap, Jr.
FO-03 FO-02 GM-13
Secretary Secretary Secretary
Deborah Watson ‘Patricta Chambers Stephanie Holzman
GS-08 Gs-08 GS-08
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UNCLASSIFIED

POLICY PLANNING STAFKF (S/P)

The Director of the Policy Planning Staff, with rank administratively equivalent
to an assistant secretary, and the members serve as a basic staff for the
Secretary and other principals, providing substantive staff analysis, review, and
-advice, including recommendations for alternative courses of action, on major
ongoing and prospective policy issues, the interrelationship between issues,
and the strategic or longer term consequences of actions.
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Pnlicy Planning Staff (S/P)

Director
James Steinberg
ES-00, Non-Career

Staff Assistant
Helen Moses -

G8-10

Deputy Director
Alan Remberg
ES-00, Non-Career

Seacretary
Danette Ragland —
GS-09
| | | ]
Member Senior Advisor Senlor Adviser Mambar Member
*Michelie Dunn Daniaél Hamilton Luigi Einaudi John Sammis Yvonne Thayer
GS8-15 GS-15, Sch. C ES-00 FO-01 FO-01
|
| 1 I 1 T 1 |
Member Member Membar Member Member Member Member
Edward Dong Lee Feinstein Peter Fromuth **Aaren Milier ***Stephen Grummeon David Pollock John Morriscn
FO-01 GS-15, Sch. C GS-15 GS-15 i Gs-15 GS-15 38-15, Sch. C
detaii from UN detalf from USIA
Staff Assistant Member Special Assistant Speciai Assistant
Edgard Kagan Marion Sapiro Maria lonata Wiiliam Antholis
FO-03 GS-15 G8-13, Sch. C GS8-13, Sch.C
Detali from L
1
* Non-reimb detail from INR L :
. Secretary Secretary
* % : Dalton, Evelyn Mary Grant
* On detail to S/IMEC a6-08 ce-08
*** On detail to NSC
10/31/96
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UNCLASSIFIED

OFFICE OF RESQURCES PLANS, AND POLICY (S/RPP)

The Office of Resources, Plans, and Policy acts as a resource for the Secretary,
the Deputy Secretary, the Under Secretaries, and other International Affairs
agency heads to assist in developing policies, plans and programs to achieve
foreign policy goals.
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. Office of Resources, Plans and Policy (S/RPP)

Director
L. Craig Johnstone

ES-00, Non-Career

Staff Assistant
Susan Kosinski
FP-04

Deputy
Deborah Dawson
GS-15, Sch. C

|

Resources, Plans &
Policy Officer
Thomas Buckley
GM-15

e |
o}

Financial Specialist

Resources, Plans &
Policy Officer
Anne Richard

GM-15

/|

Financial Adviser

Resources, Plans &
Policy Officer -
Robert Glass

| FO-01

Resources, Plans &

Resources, Plans &
Policy Officer
Todd Greenfree

FO-01
[

Resources, Plans &

Vacant Vacant Policy Officer Policy Officer
; GS-13 GS-14 Pedro Permuy Vacant i
I GS-14, Sch. C FO-01 |
|
Secretary Secretary i
Patricia Butler Dorothy Moody ;
GS-09 GS-08 1

Resources, Plans &
Policy Officer

Elliot Lief
FO-01

10/30/96
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UNCLASSIFIED

FOREIGN SERVICE GRIEVANCE BOARD (S/FSG)

The Foreign Service Grievance Board (S/FSG) is an autonomous statutory
body of not less than five independent U.S. citizens, headed by a chairperson,
appointed by the Secretary. The Board adjudicates grievances of Foreign
Service employees whose grievances were not resolved to their satisfaction by
the foreign affairs agencies. It is empowered to make binding decisions and
orders or, in specified areas, formal recommendations to the head of agency,
subject to judicial review.
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Foreign Service Grievance Board (S/FSG)

Admin Officer -
James Griffin
FO-01

__umqmo::m_ Off, Empl Rel
Mary Kekich
FO-01

_ Staff Assistant
. Vacant
FP-05

Secretary
Elouise Withers
FP-06

S/FSG is supported by 21 Members who work w.zﬁdizo:%
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UNCLASSIFIED

DEPUTY SECRETARY OF STATE (D)

Serves as the Principal Deputy and alter ego to the Secretary, and as Acting
Secretary of State in the Secretary’s absence. Serves as principal adviser to
the Secretary and assists the Secretary in the formulation and conduct of all

U.S. foreign policy.
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Ofﬁcé of the Deputy Secretary (D)

——

Deputy Secretary

EX-02

u Strobe Talbott

Staff Assistant
Helen Ellis
GS-12

Executive Assistant
Eric Edelman
FE-OC

Staff Assistant
Mary Dubose
GS-11

|

]

Special Assistant

Special Assistant

Internatl Relations Off

Foreign Affairs Off

Margot Sullivan r! Philip Goldberg Mark Wong Kent Pekel
FO-02 FO-02 FO-02 GS-13, Sch.C
; Staff Assistant
| Marjorie Soltis Vacant Madeline Morrison
| GS-11,Sch.C GS-12, Sch. C GS-10
10/28/96
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UNCLASSIFIED

UNDER SECRETARY FOR POLITICAL AFFAIRS (P)

Assists the Secretary and the Deputy Secretary in the formulation and conduct
of U.S. foreign policy. Assists the Secretary and the Deputy Secretary in
carrying out the former’s authority and responsibility for the overall direction,
coordination, and supervision of inter-departmental activities of the U.S.
Government abroad. Assists the Deputy Secretary in providing
recommendations to the Secretary on all principal personnel appointments.
Assists the Deputy Secretary in giving overall direction to the substantive
functioning of the Department. Assists the Secretary and Deputy Secretary in

- giving foreign policy guidance to other departments and agencies. Assists the
Secretary and the Deputy Secretary in ensuring that the Department’s relations
with other departments and agencies of the U.S. Government are effectively
coordinated, including giving general direction within the Department to
political-military and intelligence matters and to relations with other
departments and agencies on such matters.
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Under Secrétary for Political Affairs (P)

Under Secretary

Peter Tamoff -
EX-03

Staff Assistant
Sandra McNeilly
- GS-11

Foreign Affairs Officer
**Joseph Marty

Executive Assistant Foreign Affairs Officer
David Goldwyn , Vacant
GM-15 . GS-15
(Detailed from L)

GS-14
(Detailed from PM)

Special Assistant
Stuart Symington

Secretary
Patricia Moeller
GS-11
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Special Assistant Special Assistant
Barbara Stephenson

FO-01

Special Assistant
Brian Woo
FO-02 -

Robin Sanders
FO-02

Secretary
Jane Lopez
GS-09

10/30/96
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UNCLASSIFIED

UNDER SECRETARY FOR ECONOMIC, BUSINESS, AND
AGRICULTURAL AFFAIRS (E)

Serves as the principal adviser to the Secretary and Deputy Secretary on
‘matters of foreign economic and commercial policy. Directs formulation of
and/or coordinates Department policies and positions on economic,
commercial, and agricultural issues. Supervises the execution of such policy
within the Department of State and represents the Department on such matters
with other agencies of the U.S. Government. In pursuing these functions,
coordinates, as appropriate, with the Under Secretary for Global Affairs on
matters within the areas of responsibilities of those officers.
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* On detaii to the NIC

** On detail to the NSC

Under Secretary for Economic,
Business and Agricultural Affairs (E)"

_Under Secretary Special Assistant
Joan Sperg .-l Diana Helweg
EX-03 GS-15, 8ch C
Secretary-
Sheila McPherson 1
Gs-10
Executive Assistant
Maureen Quinn
FE-MC
Staff Assistant
Cynthia Larre

FP-04, Short -tour

{

Special Assistant Special Assistant Special Assistant Dep Under Secretary
Philo Dibble Peter Chase Lisa Kubiske * Robert Fauver
FO-01 FO-01 FO-02 ES-00
Staff Assistant Staff Assistant Secretary
*Aptil Abdulmalik ***Gloria Marshall Yvette Jenkins
Gs-11 Gs-12 GS-08

"Excursion Tour to Kuala Lampur
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UNCLASSIFIED

COORDINATOR FOR BUSINESS AFFAIRS (E/CBA)

Serves as the focal point for the Department’s outreach to the U.S. business
community; has primary responsibility in the Department for developing,
analyzing, and coordinating efforts to vigorously support and facilitate U.S.
business interests abroad.
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- Secretary
Theresa Wells
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Coordinator
David Ruth
ES-00, Non-Career

UNCLASSIFIED

Internatio_nal Economist
Christopher Szymanski
FE-OC

Office of Commercial and Business Affairs (E/CBA)

Commercial Program Officer
Jeff Donald
GS-12
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Econ/Commercial Officer
David Miller

N sk

Econ/Commercial Officer

William Plummer
FO-03
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UNCLASSIFIED

UNDER SECRETARY FOR ARMS CONTROL AND
INTERNATIONAL SECURITY AFFAIRS (T)

Directs and coordinates arms control policy for the Department. Directs the
- negotiation and implementation of arms control agreements with foreign
countries and oversees related diplomatic efforts.
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Under Secretary for Arms Control
and International Security Affairs (T):

Under éecretary Senior Adviser

Lynn Davis James Timbie
ES-00

Staff Assistant
Joselta Hampton
GS-10

Aot PP PP PT PP TRPTE P Lt R R

Executive Assistant
John Barker
GS-15, Sch. C

UNCLASSIFIED

Special Assistant
- William Hill

Secretary
Eva Chesteen

Staff Assistant Staff Assistant

Secretary

Louise Archer
GS-07

Joyce Nesmith Cozetta Johnson
GS-13

Temp Consultant; William Schnetder, Jr. ' ‘ 10/28/96
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UNCLASSIFIED

UNDER SECRETARY FOR MANAGEMENT (M)

Serves as the principal adviser to the Secretary of State on all matters involving
the allocation of State Department resources in support of the President’s -
foreign policy objectives. Develops and executes management policies,
including control of positions, funds, and other worldwide Department
resources required to implement the foreign policies of the United States.

WHITE HOUSE LIAISON (M/WHL)

Advises, assists, and facilitates all non-career appointments within the
Department, including Presidential Appointees requiring Senate confirmation
(PAS), Senior Executive Service (SES), and Schedule C. Formulates,
communicates, and coordinates between the Department and the White House
the selection and appointment of all boards, commissions, Presidential
Delegations, and conferences. |
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Under Secretary'for Management (M)

Under Secretary, Acting

Patrick Kennedy
FE-MC

Staff Assistant
Marjorie Jackson

Director, White House Liaison
. Vacant
ES-00, Non-Career

UNCLASSIFIED

Staff Assistant
Beverly Coney
GS-13, Sch. C

Secretary
Nettie Laster
GS-08

*Detailed to M from DS
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0

"-iled to Vice President’s -
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Special Assistant
Tracey Jacobson

Ellen Dyer
GS-11

Executive Assistant
Vacant
FE-MC

Legislative Officer
Susan Andross
GS-15, Sch. C

Special Assistant
Paul Ashby

FO-02 FO-02

Staff Assistant

Sharron Amis
FP-05

Secretary
Terri Galloway

GS-07

Legislative Officer
Robert Hopper
GS-15

*Special Assistant
Vincent Taylor
GS-14

Legislative Officer
Beth Poisson
GS-15, Sch. C

prTSreneveTmesm

Special Assistant
**Elizabeth Stock

Secretary

Aaron Brown
GS-07
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UNCLASSIFIED

MANAGEMENT POLICY AND PLANNING (M/P)

Provides dedicated policy, planning, and analytical support to the Under
Secretary for Management (M) on the whole range of management issues in
the three broad areas of M responsibility (human resources, financial
management and operations, and support services), and supports Department-
wide strategic planning activities as well as the implementation of initiatives
arising from the National Performance Review.
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Office of Management Policy (M/P)

** Detailed to USUN

™
2

5

o Director

B Robert Nolan

o FE-MC

3

g Magmt Assistant

3 Janet Farwell

6 GS08

h a [ ]

¢ — Mgmt Analysis Off {| | Special Assistant

c E Carolyn Lowengart | § **Pamela Johnson

g GM-15 ES-00

g )]

o < Secretary Secretary

& — Alesia Thompson -]  Alix Weldon

¢ :LZ) GS.08 GS08

2< D l ] S J ;

a Mgmt Analysis Off Mgmt Analysis Off Mgt Analysis Off Policy Anaiyst Mgml Analysis Off
(‘)" Howard Kavaier Aibert Fairchiid - Vacant **Rozanne Oliver Frederick Vogel
° FO-01 GM-15 GM-15 GM-15 FO-01

™

% | | | |

‘E Mgmt Analysis Off Mgmt Analyst Mgmt Analyst Computer Spec Mgmt Analyst
S Carol Heineck William Duffy Vacant Marie Neves Christine Edmunds
o FO-02 GM-14 GM-14 GS-13 G512

=

8 |

Q Mgmt Analyst Mgmt Assistant Mgmi Assistant

2 _ Ruby Berry Carolyn Bames Maria Rexach-

= , ) GS-12 GS08 GS-08

a) Temporary Consultant - Barrington King

L

L

)

%))

<

—

O

pd

D
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UNCLASSIFIED

UNDER SECRETARY FOR GLOBAL (G)

For designated areas of responsibility, directs the negotiation and
implementation of agreements with foreign countries and oversees related
diplomatic efforts. Assists the Secretary in representing the United States at
international meetings, in performing other representational assignments, and in
presenting the Department’s position before Congressional committees.
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Under Secretary for Global Affairs (G)

Under Secretary
Timothy Wirth

EX-03

Staff Assistant
Sandra Ulmer
GS-12

Executive Assistant
David Harwood
GM-15, SchC

Women's Coordinator |
Theresa Loar
ES-OO, Non-Career

Special Assistant
Stanley Myles
FO-01

Special Assistant
Jeffrey Meer

Special Assistant
Joel Danies

Staff Assistant
Debbie Jones
GS-10

Richard Dudley

Staff Aide
Laurie Mitchell

10/28/96
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UNCLASSIFIED

i

BUREAU OF LEGISLATIVE AFFAIRS (H)

Reports directly to the Secretary of State. Under the overall direction of the
Secretary of State, directs and manages the Bureau of Legislative Affairs.
Supervises and coordinates all legislative and non-legislative relationships
between the Department and Congress; and supervises and coordinates all
legislative relationships between the Department and the Office of
Management and Budget, and between the Department and other Executive
Branch agencies. Directs the presentation of the Department’s legislative
program, including the development, preparation and submission of legislation
to Congress.
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Bureau of Legislative Affairs (H)

Assistart Secretary
Barbara Larkdn
EX-04
Staff Assistant
Christine Sauer H
GS-10, Temp appt
I ] ]
Deputy Assistant Sec Deputy Assistard Se¢ Deputy Assistant Sec Deputy Assistad Sec
Davig Giltette Michael Klosson Margaret Donovan Vdede Mims
ES-00, Non-Career FE-MC ES-00, Non-Career ES-00, Non-Career

Leg. Mgmt Off Leg Mgm¢ OF Leg. Mgmt Off Leg. Mgmt Off Leg Mgmt OF Sr. Leg. Pdlicy Mgr Sr. Policy Advisor Sr. Leg. Pdlicy Mgr
Carl Raether Wittiam Davis Maria Veloz Wayne Mide Howard Walgren Susan Kakesako Peter Yeo Teni Lodgs

GM-15 GS-15 55-15, 5¢h. C GM-15 G&-15,5¢h. C GM-15 GS-15, S¢h.C GM-15
Leg Mgmt OF Leg. Mgmt OF Leg. Mgmt OFf Leg. Momt Off Leg. Mgmt Off Leg. Mgmt Off Leg. Operations Off Leg. Mgmi Off

Randall Lecocq Ledlis Basselt Janean Mam David Wolfson Vacant Keith McCormick Ronad Deutch Bemadetts Allen

FO-01 FO-0 FO-01 FO-01 GS-15,SchC FC-01 FO-01 FO-02
Leg. Anayst Leg. Analyst Comaspondence Off Comespondence Off Lag. Momt Off Program Officer Leg. Mgmt Off Leg. Mgmt Off
James Lande Jliz Norton Paul Rademacher _ Crelg Hufiman Vacant Theresa Patin John Guema Lowry Tayler

G513 G513, 8h.C G512 G512, Sch.C G512 8ch.C Gs-12 Fom FO-3
Special Assl Specid Asst Leg. Mgint Off Leg. Analyst Program Officer Leg. Analyst Congressional Rel Spec | { Congressional Rl Spec

J Lendy Peter Hinz Vacant Kaye Lititgjohn Petricia Diggs Vanessa Halson Loretta Oliver Roxanne Reed
FO-3 FO-m FO-03 G511 GS-11 G509 GS-09 GS-09
Comaspandence Off Comespondence Off Staff Asst Secretary Secretary Secretary Secretay Secretary
Kamala Weathers Vacant Vacant Susan Thompson Vacant Marketta Nelson Patrice Fakr Lianne Robinson
G508 G509 G509, Sch.C G308 FP4 GS-08 GS-08 G508
Program Asst Travel Asst
G308 John Carter
Cynthia Andrews G547
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BUREAU OF PUBLIC AFFAIRS (PA)

Directs public affairs activities in the Department. Serves as principal adviser
to the Secretary, other senior Department officials, and other U.S. Government
agencies on all public affairs, media relations, and information aspects of the
Department’s responsibilities to the U.S. public. Develops public affairs
strategies. Coordinates interagency public affairs strategies with regional and
functional bureaus on behalf of the Department. Maintains liaison between the
Department, major nongovernmental organizations concerned with foreign
affairs, and State and local government officials. -
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Bureau of Public Affairs

Assistant Secretary, Acting

R. Nicholas Burns
EX-04
Staff Assistant
Barbara Barciay (-
G512, 5ch.C
[ 1 1
Princ. Depty Asst Sec/Spokesman Deputy Asst Sec Deputy Asst Sec
R. Nicholas Burns Glyn Davies Barnett Freeman
FE-OC FE-CC ES-00, Non-Career
Staff Assistant
Jamuna Broadway [~ Foreign Afairs Off
FP.05 Tomasz Malinowski
GS-15, Sch.C
Special Assitant -
Anthony Gambino Foreign Affalrs Off
G5-15, Sch. C “Victoria Showalter
I GS-15, 5chC
Public Affairs Spec l
Susan Povenmire Foreign Affairs Off
GS-14 Heather Huriburt
I G5-14, Sch. C
Public Affairs Spec -
David Leavy Foreign Affairs Off
G512, Sch.C David Yang
I GS-14, Sch.C
information Officer
Afison Shorter wfy
FP-04 Glora Giasgow
GS09
Secretary Steno
“Eiioan Biemacki
GS09
Secretary
Desandra Gibbs
GS06

* On Detail o NSC
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Office of Public Communication (PA/PC)

Deputy Assistant Secretary
R. Nicholas Burns

Policy Analyst
N. Stephen Kane
GS-15

FE-OC
Director
Coileen Hope
GM-15
Secrelary
Dorothy Jackson
G5-08

Supv. Public Affairs Spec
Peter Knecht
GM-14

Supv. Pubiic Affairs Spec
Janice Adams
GM-14

Pubiic Affairs Spec
Cheryt Gross
G812

Public Affairs Spec
Diana Weston
GSs-13

Public Affairs Spec
Juanita Adams
Gs-13

Public Affairs Spec
Deborah Faltz
G5-11

Public Affairs Spec
Anita Stockman
GS-13

Public Affairs Spec
Vacant
GS-13

Public Affairs Spec
Betly Mayes
GS-11

Public Affeirs Spec
Christina MacDonald

Public Affalrs Spec
Josephine Brooks

Public Affairs Spec
Sandy Reynolds

GS-12 Gs-12 GS-09
Public Affairs Spec Public Affalrs Spec Secretary
Gloria Beasley Marilyn Bremner Maura Robinson
G512 GS-12 GS-06

Public Alfalrs Asst
Shirley Terrl Powel
GS-09

information Off
Joanna Weinz
£0-03
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Deputy Assisiant Secrelary
Bennett Freeman
E5-00
The Historian
William Slany
ES-00
Secretary Program Agsistant
Joyce Schimsky - Gloria Walker
GS-08 GS-08
Program Analyst
Shirey Taylor
Gs-11
Deputy Histerian
David Patlerson -
G515
|
[ 1 I 1 | | 1
General & European Div Asian & American Div Middle Eastemn & African Div | { Amms Conirol & Economic Div Special Projects Div Editing Division Declassification Caord Div
Chief Chie! Chiet Chilef Chief Chigf Chief
David Humphrey Edward Keefer Harriet Schwar David Herschler Marlin Caussen, Jr. Rita Baker Vacant
G514 GM-14 GM-14 GS-14 GM-15 GM-13 G513
Historian Historian Historian Historian Historian = Editor Program Analyst
Jamee Miller Karen Galz Nina Howland Susan Holly Evan Duncan | vick Futscher Vacant
GS-13 G513 GS-13 G512 G5-11 | G5-12 G&-12
Historfian Histerian Historian Historian ] Editor Program Analyst
Vacent David Geyer Louia Smith Vacant i Deborah Godirey Susan Weetman
G513 G513 GS-12 ‘i G5-11
Hislofian Historian Historian Program Assislanl
Carolyn Yee Gabriefle Mallon David Goldman Donna Hung
G512 - GS-09 G509 GS-06
Hislorian Historian
Kenl Sieg Vacant
G512, 8ch. B GS-07
Hislorian
Daniel Lawler, Jr. 10/31/96
Gs-11
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Office of Press Relations (PA/PRESS)

Deputy Assistant Secretary

R. Nicholas Bums
FE-OC

Director
John Dinger
FO-01

Supv. Public Affairs Spec

Sondra McCarty
GM-14

)

Public Affairs Spec
Helaine Klasky
G5-14

Presa Clips Unit
Public Affairs Spec
Denise Sutton
G5-09

Soclai Science Analyst

Eiaine McDevitt
GS-13

Public Affairs Spec
Phytlis Young
GM-13

information Officer
Heide Rowe
FO-04

Prese Reiations Asst

Public Affairs Spec

Public Affairs Spec

Zania Pearson Nancy Beck Charity Dennis
GS-05 GS5-12 G5-12
Clerk Public Affairs Spec Public Affairs Spec
Raphael Cook Giadye Boggs Christopher Bush
GS-05 GS-11 GS-09, PMI
Clerk Information Off information Off

Lorena Gonzalez
GS-03, Temporary

Sharon Bowman
FO-04

Vacant
FO-04

Public Affairs Spec
Sandy Brown
GS-09

Pubiic Affairs Spec
Jullanne Shinnick
GS$-09

|

I

Public Affalrs Spec
Jennifer Poole
GB-07

Press Relations Asst
Shella Goode
GS-05

10/31/96

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013



UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case M~ E-2NN&.NNRGE Na~ M~ 18598843 Date: 07/11/2013

Deputy Assistant Secretary
R. Nichoias Bums
FE-OC

Director
Joan Colbort
as-15

Office Administrator
Linda Green
QS.-09

Office of Public and Intergovernmental Liaison (PA/PIL)

Public Affeirs Spec
Donna Krelsberg
35-13

VWashington Prograrns Div
Public Affairs Spec
Janice Settle
as-14

Regionai Programs Div
Pubiic Affairs Spec
Joyce Nichols
GM-13

Public-Affairs Spec
Eilieen Place
Qs-13

Public Affairs Spec
Mary Pensabane
GasS-13

Public Affairs Spec
Susan Hovey
GSs-12

I

Program Asst.
Carol Willlarms-Flaming
GaSs-08

Public Affairs Spec
Mary Ann Dixon
GS-12

Public Affairs Spac
Vacant
GSS-12

I

Program Asst
Amanda Coliler
Qs-08

|

Pubiic Affairs Spoc
Margaret O'Brien
a3S-12

Public Affalrs Spec
" Judy Chronister
as-11

Public Affalrs Spec
MNicoie Moore
as-11

Pubiic Affairs Spec
- Annette Aulton
as-11

Prcgrarn Asst
vacant
as-08

Public Affairs Spec
Cynthia Kirk
Gs-12

I

Pubiic Affairs Spec
Christine Murray
G512

Public Affairs Spec
Jennlfer Siegei
GS-12
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OFFICE OF THE SPECIAL ADVISER
TO THE SECRETARY
.FOR THE NEW INDEPENDENT STATES
S/NIS

The Ambassador-at-Large and Special Adviser to the Secretary for the New
Independent States serves as the principal adviser to the Secretary on issues
pertaining to the Independent States. The Special Adviser has principal
responsibility in the Department for formulating and implementing proposals
relating to NIS policy and has oversight responsibility for the Office of the
Independent State and Commonwealth Affairs (ISCA) and the Regional Affairs
Office (S/NIS/RA). Coordinates NIS policy both within the Department and
with other U.S. Government entities, and chairs Interagency Policy Steering
Group on Russia, Ukraine and the Eurasian States.
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Office of the Special Adviser to the Secretary
for the New Independent States (S/NIS)

Senior Adviser
John Herbst James Collins
FE-OC FE-MC

Ambassador-at-Large

Staff Assistant
Vacant
FP-04

Principal Deputy
Daniel Speckhard
ES-00

Secretary
Doris Eaglin
GS-09

Special Assistant Anne Johnson
George Krol

FO-01

Special Assistant
GS-14, Sch. C

Staff Aide
Vacant

Intl Relations Off
Grace Shelton
FO-03

Secretary

DeVonne Chapman
GS-07
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—

Office of the Coordinator for the New Independent States
Regional Affairs (S/NIS/RA)

Reporting to the Ambassador-at-Large for S/NIS, the Coordinator serves as the
Special Negotiator for Nagorno-Karabakh, with responsibility for coordinating
within the U.S: government, among U.S. Embassies in the NIS, and with other
foreign governments and international organizations, diplomatic efforts to
resolve long-standing conflicts. The Special Negotiator is charged with
devising and implementing an overall strategy for peacekeeping, peacemaking

. and preventive diplomacy to resolve the conflict.
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. OFFICE OF THE COORDINATOR
: NEW INDEPENDENT STATES
ASSISTANCE

(S/NIS/C)

The Coordinator is designated by the President to administer the assistance
program for the New Independent States in accordance with Section 102 of the
Freedom Act. The Coordinator is also designated as Chair of the Interagency
Assistance Coordination Group. As such the Coordinator presides over the
allocation of U.S. assistance resources and the interagency process for design
and implementation of all policies and programs dealing with bilateral

. assistance for the New Independent States of the former Soviet Union.
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Coordinator of U.S. Assistance to the
New Independent States (S/NISC).

Coordinator
Richard Momingstar

ES-00, Non-Career

Secretary
Vacant
FP-04

Secretary
Janice Langley

Deputy Coordinator | Foreign Affairs Adviser
Vacant i William Taylor, Jr.
FE-MC ES-00, Sch. C

Intl Relations Officer
Sandra Gust
FO-01

Foreign Affairs Officer
John Post
GM-15, Sch. B

Special Assistant Foreign Affairs Officer
Kathleen Kavalec Thomas McKay
FO-01 ' GM-15, Sch. B

Special Assistant - Fareign Affairs Officer
Stuart Dwyer - Vacant
FO-03 GS-14

Intl Relations Officer |
Lawrence Cohen
FO-02

Foreign Affairs Officer
Tammy Peters
GS-09

Secretary Secretary

Constance Braxton Martha Alston
GS-08 GS-07
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OFFICE OF THE CHIEF INFORMATION OFFICER
(M/CI0)

The Chief Information Office (CIO) is responsible for providing advice and
other assistance to the Secretary of State, the Under Secretary for Management
and other Senior Department personnel to ensure that information technology s
acquired, and information resources managed, in a manner that complies with
the Paperwork Reduction Act and other legislative mandates. The Chief
Information Officer exercises functional authority on behalf of the Under
Secretary in carrying out the responsibilities of the State Department under the
Paperwork Reduction Act. This position is mandated by the Information
Technology Management Reform Act.
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Office of the Chief Information Officer (M/CIO)

Chief Information Officer
Eliza McClenaghan
ES-00, Non-Career

" Staff Assistant ]
t Eloise Echeverria :
‘ GS-10 ‘

Info Mgmt Policy Coord { info Mgmt Policy Coord [nfo Mgmt Policy Coord
Kay Monte-White Paul Garcia Gary Galloway
GS-15 GS-15 - GS-15

UNCLASSIFIED

{nfo Mgmt Policy Coord
Vacant
FO-01

Info Mgmt Policy Coord

Vacant
FO-02

10/31/96
Temporary Consultant - Arthur Freeman
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Budget & Fiscal
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Budget & Fiscal

Travel Policy - It 1s the policy of the Government that only travel that is
necessary to accomplish the purposes of the Government effectively and
economically is authorized. An employee traveling on official business is
expected to exercise the same care in incurring expenses that a prudent person
would exercise if traveling on personal business. Excess costs, circuitous
routes, delays, or luxury accommodations and services unnecessary or
unjustified in the performance of official business will not be reimbursed.
Employees will be responsible for excess costs and any additional expenses
incurred for personal preference or convenience.

Common Carrier - Travel by common carrier (air, rail, or bus) generally is the
most efficient use of resources and the most expeditious means of travel.
Other'methods of transportation may be authorized only when the use of
common carrier transportation would seriously interfere with the performance
of official bustness or impose an undue hardship on the traveler, or when the
total cost by common carrier would exceed the cost by some other method of
transportation.

Contract Air Services - The General Services Administration (GSA) negotiates
special contract fares yearly for Government employees. This program results
in cost savings and all personnel governed by the GSA Federal Travel
Regulations are required to use contract service . The use of discount fares
offered by contract air carriers is considered advantageous to the Government
and is mandatory for authorized air travel between those city-pairs. The
American Express Office will advise travelers when the mandatory use of
domestic and international city-pair fares is required. American Express will
issue tickets only for authorized routings using contract fares unless otherwise
specified on the travel authorization.

- Non-contract Air Service - The use of non-contract air service may be
authorized only when :

7
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Space on scheduled flights is not available;

Use of contract service would require the traveler to incur unnecessary
overnight lodging costs;

A non—éontract carrier offers a lower fare, the use of which will result in
a lower total trip cost, to include the combined costs of transportation,
lodging, meals and related expenses.

Advance justification and approval for the use of non-contract air service must
be shown on the travel authorization before the actual travel begins.

In the absence of specific authorization or approval stated on the travel
authorization, the traveler will be responsible for any difference in cost that’
may result from the traveler’s unauthorized use of non-contract service.

Class of Service - It is the policy of the Government that less-than premium-
class accommodations shall be used for all modes of passenger transportation.
Employees who use commercial air travel shall use coach-class or equivalent
accommodations. Premium-class air accommodations (such as business class)
may be used only as follows:

When regularly scheduled flights provide only premium-class
accommodations and the employee certifies this circumstance on the
travel voucher;

When space is not available in coach-class on any scheduled flight in
time to accomplish the purpose of the official travel,

When the traveler has a medically certified disability for which a
competent medical authority recommends premium class travel,

When travel is in excess of 14 hours and a rest stop cannot, because of
urgency of the mission, be taken;

When security considerations or exceptional circumstances make the use
essential to the successful performance of the Agency’s mission.
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The S/S-EX Executive Director has the authority to approve business-class
travel in excess of 14 hours. Other requests must be approved by the Under
Secretary for Management. Travel by business class is not an entitlement and
must be justified before approved.

Rest Stops - When travel is direct between authorized origin and destination
points which are separated by several time zones and either the origin or
destination point is outside CONUS, a rest period not in excess of 24 hours
may be authorized or approved when air travel between the two points is by
less than-premium-class accommodations and the scheduled flight time,
including stopovers, exceed 14 hours by a direct or usually traveled route.

" Invitation Travel Orders

Non-Government Employees - Travel expenses of private individuals “invited”™
to confer or advise on government business can be approved as long as the
reimbursement of travel expenses is justified as a necessary expense (i.e. it
serves some purpose useful or beneficial to the Government). The invitee must
legitimately provide a direct service to the Government, such as making a
presentation or advising in an area of expertise.

Government Employees - Invitational travel may be accepted from a non-
federal source when it has been determined that:

(1) the travel relates to the employee’s official duties under an official
travel authorization issued to the employees,

(2) attendance at the meeting or similar function relates to the official
duties of the employee which'represents a priority use of the traveling
employee’s time; and,

(3) payment is from a non-federal source that is not disqualified on
conflict of interest grounds.

Travelers must get approval from S/S-EX Executive Director for mnvitational
travel.

When accepting invitational travel from a non-federal source the following

73

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013




UNCLASSIFIED U.S. Department of State Case M~ E-2NN&-NNRAGE N~ M~ 18598843 Date: 07/11/2013

UNCLASSIFIED

factors should be used as a guide to determine any conflict of interest:

the identity of the non-federal source,

the purpose of the meeting or similar function,

the identity of other expected participants,

the nature and sensitivity of any matter pending at the Department
affecting the interests of the non-federal source,

the significance of the employee’s role in any such matter and,

the monetary value and character of the travel benefits offered by the
non-federal source.

Government American Express Charge Card - Employees who travel more
than once a year are required to have a Government American Express Card.
Applications are available in S/S-EX.

The Fly America Act, 49 U.S.C. App. 1517, as implemented by the
Comptroller General’s guidelines, Decision B-138942, March 31, 1981,
requires Federal employees and other performing United States Government
financed air travel to travel by U.S. flag air carriers.

Travel Requests - A memorandum requesting official travel is addressed to the
S/S-EX, Executive Director from the head of each office. These requests will
be retained for future audits and will serve as personal certification that the
travel was mandatory and the purpose of the trip could not be accomplished by
any other means.

Each memorandum requesting travel must indicate, as applicable, the
following;

a. The purpose of the travel - please be specific; “consultation with
foreign official embassies, etc.” will not suffice for audit purposes.

b. The itinerary with dates of arrival and departure for each stop

c. Cost of hotel accommodations.

d. Cost and class of air ticket.

e. Special authorizations: telephone calls, car rental, taxi, etc. Special
authorizations must be justified as being necessary and advantageous to
the Government.

74

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013



UNCLASSIFIED U.S. Department of State Case M~ F-2NNRNNRGR Nan~ M~ (18598843 Date: 07/1 1/2013

UNCLASSIFIED

If travel involves a speaking engagement, the travel request must be approved
by the Bureau of Public Affairs before sending it to S/S-EX.

Travel request must be submitted to S/S-EX a minimum of 24 hours in advailce
of expected travel.

Travel Vouchers - Within five working days of completion of travel, travelers
are required to submit an expense report for the travel performed. Vouchers
must be approved by the Budget Officer in S/S-EX. Voucher assistance is
available in S/S-EX.
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General Services Office
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General Services Office

Telephones - Government procured telecommunications services, including
office telephones and fax machines, cellular telephones, calling cards, and
modem lines are to be used only for official business. (/S Administrative
Policy 96/06) Personal telephone calling cards should be used for all non
official calls outside of the local calling area. Please note that some calls made
from Washington DC to area codes 301 and 703 are outside the local calling
area.

" §/S-EX receives and distributes telephone bills for long distance, calling card,
and cellular telephone bills. Employees are required to annotate and certify -
that calls billed are official. Payments for all unofficial calls should be made
via check payable to the Department of State within 10 working days of the
receipt of the bill.

Telephone service in the Main State Building offers a variety of features such
as; call forwarding, abbreviated dialing, conferencing and voice mail known as
Audix. Telephones with the Audix feature must have a dial 0 option that will
connect the caller to an individual. Assistance in the use of these features is
available through GSO or in the State Department Telephone Book.

Service changes, additional telephone lines and instrument changes are
requested in writing through GSO. Telephone numbers are not relocated for
internal office moves since a particular number is not the personal property of
an individual sitting at given desk. (For example, an employee changing desks
from one work space to another within the same suite.) In these cases, a
forwarding message is left on the old number notifying incoming callers of the
number change.

Service Problems - In the event that you experience problems during business
hours call the AT&T Telephone Operations Center (x79922.) Problems with
secure telephone devices, STU IIIs, should be reported to the S Bureau
COMSEC custodian at x71532.

77

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013




UNCLASSIFIED U.S. Department of State Case N~ FONNRNNRAR Na~ N~ C18598843 Date: 07/11/2013

UNCLASSIFIED

Please report unresolved telephone problems to GSO.

Telephone Books - State Department and local telephone books canbe .
requested through GSO. Please note that all local directories are not stocked,
but will be ordered upon request. The State Department telephone directory is
available on-line. The printed version has a wealth of information including
how to use the various features of the telephone, shuttle schedules, and the
publication Key Officers of Foreign Services Posts in its entirety.

Telephone Credit Cards - Telephone credit cards are provided to principals and

members of their staff that travel. Two cards are used; MCI for international
calls and AT&T for domestic calls. All calls made using these cards must be
venﬁed as official upon receipt of bills.

Other Communications Devices - Cellular telephones and pagers are issued to
principals and key staff by GSO.. Individuals issued these items are held
personally liable in the event of loss, theft or damage. These items are not
transferable and must be returned to GSO upon departure from the S Bureau to
release the user from personal hiability. Replacement batteries are available in
the GSO Section in Room 7517.

Working at Home - Government regulations strictly prohibit the installation of
telephone lines in private residences. This includes lines to support STU Il
devices installed for home use. The one exception is the Secretary’s direct line
to the Operations Center.

Fax - Security regulations prohibit the installation of secure fax equipment in
private residences since it is not possible to meet physical security and
document control requirements. '

Classified Telephones/ STU III - A limited number of key personnel are issued
STU I devices for home use. Communications only to the secret level are
available on instruments used in private residence. There is no longer a
requirement to have a field safe to secure the STU key, but the key must be
stored separately from the instrument. An inventory of all STU IHI devices is
required every six months by the COMSEC custodian. Home users are
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required to bring the instrument in to the Department or make other
arrangements with the COMSEC custodian for verification of the instrument.

Security - The Principal Security Officer for the S Bureau is the Supervisory.
GSO. Each office in the S area has a Unit Security Officer that answers day to
day questions regarding handling and storage of classified material in
coordination with DS and the Principal Security Officer. Requests for security
clearances should be directed through S/S-EX Personnel Unit. Requests for
card reader access, combination and lock changes and other security matters
should be directed to GSO. '

Classified Documents - Classified material must not be removed from official
premises except when necessary in the conduct of official meetings,
conferences or consultations, and must be returned to safe storage facilities
immediately upon the conclusion of the meeting, conference or consultation. (5
FAM 973) RESIDENCES ARE NOT CONSIDERED OFFICIAL
PREMISES. Classified materials may not be removed for reasons of personal
convenience or be kept in overnight in personal custody.

The Office

Redecorating - There is a statutory limitation of $5,000 on spending for the
furnishing and redecorating of offices of Presidential appointees (Section 618
of P.L. 102-393, dated October 6, 1992). This provision provides that “no
funds may be obligated or expended in excess of $5,000 to furnish or
redecorate the office of (Presidential appointees) or to purchase furniture or
make improvements of such office unless advance notice of such furnishing or
redecoration is expressly approved by the Committees on Appropriations of
the House and the Senate.” '

Redecoration includes the purchase , refinishing and reupholstery of furniture,
draperies, carpets, painting and space reconfiguration. The $5,000 limit
applies for the full term of the appointee and includes the entire suite of offices

“assigned to the individual as well as any other space that is primarily used or
directly controlled by the appointee. -

Art Bank - The Art Bank is a special program of the Bureau of Administration.
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. It offers a collection of lithographs, pastels, watercolors and prints on loan to
the Bureaus to decorate Principals’ offices. There is a preset allotment of art
works for each office. New art works can be selected by arranging an
appointment with the Art Bank, x71452. The Art Bank will remove and hang
all works that are part of their collection.

The Art Bank does not hang personal art. Many areas of the S Bureau have
rare wood paneling and special wall finishes. Individuals desiring to hang
personal items on the walls should contact GSO for assistance.

Furnishings, Supplies and Equipment - All furnishings, equipment and supplies
are requested through GSO via E-mail or in writing. Toner for printers can be
requested from S/S-IRM by sending an E-mail to POEMS or calling the Help
Desk at x78700. GSO provides toner for fax machines and copiers as well as
stationary (Secretary, Deputy Secretary, action and briefing memoranda) for all
offices. We also stock a small quantity of basic office supplies which can be
loaned to offices for emergencies.

Each office is expected to maintain sufficient office supplies for daily use,
paper, pens, tape, etc. These items are ordered from the GSA catalog via
GSO. S/S-EX will obligate the funds and place the order with GSA. The
supplies are delivered directly to the requesting office in 2-5 days. If an item is
out of stock it will need to be reordered since GSA does not back order.

GSO is the purchasing agent for the S area offices. In that capacity S/S-
EX is the only office that has the authority to spend/obligate funds.
Individuals making purchases or agreements for services outside of S/5-
EX, or without the appropriate authority, can be held financially
responsible for the transaction. All purchases are subject to the
availability of funding.

All requests for computer equipment, software, Internet access must be
coordinated with S/S-IRM. To comply with U.S. copyright laws we must
purchase the appropriate number of copies of software for all of our
equipment. We do not use copies of software that have been purchased for an
individual’s home use. In addition, due to the potential to infect our networks
with viruses and our security requirements on some systems, software is
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installed in laptops and desktop computers only by S/S-IRM.

Official Letterhead & Note Cards - Letterhead and note cards can be provided
for offices of Undersecretaries or their equivalents. The letterhead can be .
printed with the format office title and/or the position of the principal officer.
The stationery may not be personalized with the principals name. In-house
printing of letterhead takes 4-5 business days. If an outside source must be
used due the special requirements of the job or the printshop work load,
delivery of a stationery order can take up to 6 weeks.

Business Cards or Calling Cards - Business cards are considered a personal
item rather than an official item and cannot be purchased at government
expense.

Framing of Photos & Personal Items - Awards, commussions, training
certificates and photographs, including those appointing an individual to office,
cannot be framed at government expense. These items are classified as
personal and Federal statutes do not allow the use of appropriated funds for
this purpose, since the items are destined to remain in the personal possession
of the individual. '

Cable Television TV & VCRs - All requests for cable television must be
directed to GSO. The request should include a justification for the installation.
Upon approval by FMSS, the requesting office is required to pay for the annual
service fee and the installation charges.

Express Mail - Express mail service is available for the shipment of official
documents and small packages that would not be able reach their intended
destination in a timely manner by any other cost effective means. It is not
intended to replace the use of regular mail or to send a document to an office
several blocks away. S Bureau currently has accounts with two carriers, DHL
and Federal Express. '

DHL is used for international shipping of small packages and documents
ONLY. To arrange for package pick up call 1 (800) 225-5345.

Federal Express is used for domestic small packages or documents. Although
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they have international service, they are not to be used to send packages
overseas. To arrange for pickup call 1 (800) 463-3339. There is also a pick
up point at the 21st Street entrance of Main State.

The requesting office must obtain the air bills with the S specific accounting
information from GSO in Room 7519. The requester is asked to sign for each
air bill at the time they are issued. Packing envelopes for both DHL and
Federal Express are also available in GSO.

Maintenance/Equipment Repairs - For heating, cooling, water leaks, light bulb
changes, plumbing problems and other minor maintenance problems, call
Facility Management and Support Services (FMSS) x75610.

For problems with cleaning and pest control call Calvin Dubose in FMSS,
x72788

Copier repairs during business hours

Canon Service Desk (703) 807-3250
Xerox Service Desk (800) 822-2979

Please provide the repair service with the serial number of the copier that
needs to be repaired, office room number, contact person and telephone
number. A response from a service technician can be expected in 3-4 hours.
The service technician will call the office to announce the anticipated arrival
time. Calls made at the end of the business day are serviced the next day.
After hours service is not available. If additional assistance is required to
resolve a copier problem call or Email GSO.

Computers - IRM Help Desk - x78700

Typewriters, safes and all other equipment - Contact GSO.

Construction - All requests for modification of space, moving walls, changing
lighting, addition of electrical outlets, doors etc., should be sent to GSO. GSO

will prepare a scope of work for the project for submission to the appropriate
offices for approval and will coordinate the execution of the project. Offices of
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Presidential appointees are subject to the $5,000 redecoration limit dependmg
upon the nature of the project.

Parking - Parking is managed by the Office of Facilities Management and
Support Services, General Services Division (FMSS/GS). FMSS/GS allots
each bureau a specific number of parking permits to manage the limited
number of parking spaces at Main State and other Department locations.
S/S-EX allocates permits to the individual offices and bureaus under the S
umbrella. The individual offices and bureaus determine which of their
employees are to receive parking privileges during the Parking Open Season
each year in August. Temporary permits can be requested to address short
term parking needs. All requests for parking permits and changes in parking
permits must be made through S/S-EX.

The current fee for parking in the Main State Garage is $18.00 per month. As
required by the Energy Policy Act of 1992 (P.L. 102-486), individuals that
have reserved parking passes are considered to have employer subsidized
parking and must pay income taxes on the value above $165 per month. The
IRS requires that this excess amount be included in the employee’s gross
income. |

Parking is a privilege, not a right and all permit holders are subject to the
parking regulations. FMSS monitors the use of permits. Failure to comply
with the parking regulations or misuse a pass can result in the loss of parking
for the individual or reduction in the Bureau parking pass allocation. S/S-EX
does not issue citations for infractions and therefore cannot pardon violators.

Use of Motorpool Vehicles - The Motorpool does not provide dedicated cars
and drivers to Department of State employees. All Under Secretanes, '
Assistant Secretaries, Deputy Assistant Secretaries and their equivalents may
request a car and driver, by reservation, with Motorpool x71672. Priority
ranking for available vehicles i1s Under Secretaries, Assistant secretaries, and
finally Deputy Assistant Secretaries.

Motorpool services are charged to the individual’s office allotment. The
current rate for use of a Motorpool driver and sedan is $27 per hour for regular
service and $36 per hour for overtime service. Self-drive vehicles can be
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requested at a rate of $21 per hour. Given the cost of these services, staff
members are encouraged to use taxis. Taxi fares are reimbursable by
submission of a receipt for the service and a completed taxi voucher approved
by the employee’s supervisor. (S/S Administrative Policy 96/02)

6 FAM 1931.2 prohibits the use of government leased vehicles for other than
official purposes. This specifically excludes the transportation of officers or

employees between their place of residence and place of employment or any

other place of business.

Shuttle bus service is provided on a regular basis to the National Foreign
Affairs Training Center and to State office buildings in Rosslyn. Shuttle
service is also available to Dunn Loring, Clarendon, the Passport Office and
Newington, but on an infrequent basis. The bus schedules are posted by the D
Street exit where the shuttle buses stop and are listed in the State Department
Telephone Book.

Meeting Rooms

Principal’s Conference Room (adjacent to Room 7516) offers table seating for
up to 19 persons and a maximum capacity of 42 persons using the theater style -
seating at the back of the room. A full complement of audiovisual equipment

is available (table microphones, overhead projector, TV and VCR) as well as a
podium. Meetings can be held to the Top Secret level. Contact S/S-0/CMS
x77234 to reserve. .

Treaty Room (7th floor between the main elevators) is generally used for
official ceremonies, swearing in of ambassadors, and receptions of up to 150
persons. Podiums and audio equipment for use in the Treaty Room can be
requested from Technical Services x71634. Contact S/S-EX for reservations,
x75638. '

8th floor Reception Rooms, auditoriums, conference and meeting rooms -
Contact the conference coordinator, Penny Price, x71729. These spaces are
managed by FMSS/GS/BU. Requests can be faxed to the conference
coordinator at x70718 with a copy to GSO. GSO will provide authorization to
the conference coordinator for labor charges associated with the event such as
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providing tables, chairs, stage set up and water service.

Meetings and Food - Food, including coffee service, cannot be provided at
government expense for meetings or conferences that are not official )
representational functions. Official representational funds are provided to
assist officers in carrying out their official representational responsibilities.
These funds are intended to be used for the entertainment of foreign guests.
However, funds may be used to entertain American academicians, business,
media, Congressional members/staffers, political leaders or private citizens so
long as the clear purpose is to further U.S. foreign policy. Questions and
requests for funds should be referred to the Office of the Chief Financial
Officer, Donna Bordley, x75031.

Official Photos/ Printing Requests /Conference Services - Technical Sérvices
will make official photos of the Secretary, Deputy Secretary, Under Secretaries
and equivalents and provide a limited number of prints and negatives.
Additional photos are made by outside vendors through GSO. An office’
requesting additional official photos should provide GSO with the negatives
and written request as to the size and number of prints and the desired delivery
date.

Department photographers can be requested for official events such as
retirements award ceremonies etc., at cost to the requesting office. Call GSO
to make the arrangements.
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Information Resources Management
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Office of Information Resources Management

Information Technology (IT), an important adjunct to any organization has
become increasingly critical to the Department’s role in the implementation of
foreign policy. Long recognizing the importance of IT, the Executive
Secretariat (S/S) created an organization dedicated to the computer support of
the “seventh floor” principals, staff and other offices under the administrative
umbrella of S/S. :

The office of Information Resources Management (S/S-IRM) was created in
the late 1980°s by then Executive Secretary, Melvyn Levitsky. S/S-IRM
provides a full range of computer support mcluding:

Administration
Operations

Help Desk

Software Development
Hardware Service

Systems Support - Networked computers are used on either of two networks:
a Sensitive But Unclassified (SBU) network called Open/Net and a Classified
network called the Principal Officers’ Electronic Mail System or POEMS.
Access to either network is controlled. Request for Access Forms are
available by calling the Help Desk (x 78700) which operates on a 7x24 hour
basis.

Unclassified System - The Sensitive But Unclassified network or Open/Net
provides an e-mail connection to the majority of Department of State
employees who are on the SBU network including domestic and overseas
employees. In addition, e-mail (without attachments) can be sent to and
received from Intemmet addressees through a “firewall” between the
Department and the outside world. Other Internet functions such as Web
access and FTP are not allowed. Web access can be achieved through the use
of a stand-alone PC with a modem.
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Classified System - The Classified network or POEMS provides a connection
to the Department’s network of classified computers. Applications available
include the Microsoft Office suite of software (Word, Powerpoint and Excel),
Microsoft Exchange for e-mail and other applications meeting an office’s
specific needs.

Telegram delivery to the desktop is provided through a “folder” in Microsoft
Exchange. Newstickers are also delivered electronically to an Exchange
“folder.”

Surfing - Requirements for access to outside information services such as
Lexis/Nexis, CompuServe and the Internet will be met through the use of a
stand-alone PC and modem.

Problems with appliéations PCs and printers should be reported to the Help
Desk by either e-mailing POEMS or calling x 78700. Again, the Help Desk is
staffed on a 7x24 hour basis, 365 days a year.

Historical Records - While many of the e-mail messages exchanged within the
Department are of only temporary interest or value, some contain information
that must be preserved for historical record. Current Department policy
requires that e-mail messages considered to be official records be printed and
retained on file by the user. This policy is necessary for at least two reasons:

1) limited storage capabilities preclude our retaining more than a few

months of e-mail messages on disk or tape, and

2) no technical capabi]ity exists to search electronically for and retrieve
e-mail messages in response to congressional, White House, pubhc or

other requests for information.

E-mail messages are oﬁcial records when they:

[13

. are made or received by an agency under Federal law or in
connectlon with public busmess and,

.. are preserved or are appropnate for preservation as evidence of the
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organization, functions, policies, decisions, procedures, operations, or other
activities of the Government, or because of the informational value of the data
within them.”

Logging-on - The POEMS staff will provide additional information about
Electronic Mail Records when you receive your system logon.

On-site support will be provided by Lynn Sweeney or Yolonda Martin. One of
them will be available in the transition area to provide immediate assistance.

IRM Staff - If you have any new requirements or questions about POEMS or
any facet of computer support, please call:

Dan Mcle x7-2977

Tom Young x7-2977
John Bentel x7-8104
UNCLASSIFIED X
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No. 96/01 - S/S ADMINISTRATIVE PROCEDURES

SUBJECT: LAPTOP COMPUTERS AND PERIPHERALS -
INDIVIDUAL RESPONSIBILITIES

As with all government property, custodians must be held responsible and
accountable for exercising all reasonable efforts to protect computer equipment
issued to them against theft, ioss, damage, and abuse. This is particularly
important given the pressure on our budget. We simply cannot afford to replace
lost or damaged equipment. Where negligence is demonstrated in the damage
or loss of the issued equipment, repair or replacement charges must be - \
assessed to the custodian. Several S family members have paid for loss and
damage to pagers and cellular telephones. '

Recently, an IBM ThinkPad computer was damaged beyond economical
repair. Apparently, it was dropped onto a hard surface breaking the case and
destroying the display of the $4,500 machine. Other laptop computers have
been left behind by travelers, have been physically damaged, or have had food
and drink spilled in them. At least one credit-card style modem has been ruined
due to apparent rough treatment. There have been several reports of officers
not using the provided protective carrying cases for their laptops, instead
carrying them in their personal luggage, thereby risking damage to the
equipment.

These damages and risks have occurred because individuals assigned
laptop computers and peripheral devices (printers, modems, etc.) are not
exercising reasonable and adequate care in the treatment and protection of the
equipment. Please be aware of the value of these items since their high cost
could cause financial hardship to individuals found to have lost or damaged
them.

If you have any questions about the care or use of laptop computers or
peripheral equipment, please contact Lynn Sweeney (Ext. 7-8183) or June Kim
(Ext. 6-4915) in S/S-IRM for assistance.
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No.%6/02-S/S ADMINISTRATIVE PROCEDURES

SUBJECT: REIMBURSEMENT FOR TAXI EXPENSES
BETWEEN OFFICE AND HOME

Under certain limited circumstances, employees may be
reimbursed for the cost of taxicab travel between office
and home. The attached policy details the circumstances
under which reimbursement is permitted. Please note that
receipts are required for reimbursement, and that
transport f£rom home to office can only be provided in
extraordinary circumstances.

To help employees get prompt reimbursement,
(effective immediately), S/S-EX provides same-day
processing of taxi vouchers. If the voucher is submitted
by 9:30 a.m., the voucher will be approved and ready for
processing at 11:30 a.m.

The reimburgement process works as follows:

_When a taxi voucher is submitted, S/S-EX
approves the reimbursement and places fiscal
data on the voucher. The voucher is ready to
be taken to room 1258. The money will be
provided on the spot.

To remind, we continue to encourage individuals to

use taxis in lieu of Motor Pool transport at any time, and
. we hope our procedure serves our customers well.
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Under the provisions of 6 FAM 1933.1, and subject to the
guidelines below, S/S-EX can reimburse employees for
certain taxicab expenses associated with travel between
office and home.

I. Office to Home: Reimbursement can be approved for
taxi travel from office to home performed after normal
work hours when public transportation is unavailable, or
when walking to the nearest bus or Metro stop during hours
of darkness, after the rush hour, would be a risk to
personal safety. The following restrictions apply:

A. Claims for office-to-home taxicab expenses can be
approved and reimbursement made when all of the following
conditions exist:

1. The expense resulted from cofficially
ordered unscheduled overtime.

2. The employee was dependent on public
transportation.

3. The travel was during hours of darkness
when public transportation was not available,
or a risk to perscnal safety was involved.

4. A statement certifying to items 1, 2, and
3, above is typed on the face of the voucher
form (SF-1164).

5. The voucher has been approved by the
Office Director or a person designated in
writing by the Office Director.

6. Original receipt for the taxi fare is
attached to voucher.

B. In accordance with Comptroller General rulings,
reimbursement of office-to-home taxi fares cannot be
approved if:

1. The expense was incurred merely because
public transportation was inconvenient.'

2. The travel was incident to regularly
scheduled overtime.

3. The travel was incident to after-hours

work/ performed on a voluntary basis (i.e.,
not officially ordered).
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II. Home to Offjce: Reimbursement for taxi‘travel from
home to office is made only in rare instances and only
when fully justified by all the circumstances. In no
event can reimbursement of home-to-office taxi fares be
approved for an employee who owns an automobile.

III. POV Expenses: Regardless of the requirement to
report for officially ordered overtime duty, an employee
may not be reimbursed for “mileage” for using a privately
owned automobile nor for parking fees paid to park a
privately owned automobile.

Richard
Date: ;7/
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No.96/03 - §/S ADMINISTRATIVE PROCEDURES

SUBJECT: TRAVEL REQUESTS AND VOUCHER CLAIMS

In accordance with our internal control management policies, the following management
controls have been established: -

Memorandum requesting travel is addressed to the Executive Director from the head of
each office. Each request indicates as applicable, the following:

The purpose of the travel
Itinerary
Dates of travel
. Cost of accommodations and airfare
Number of employees from office attending the same conference or
- making the same trip
f Any special authorizations such as long distance telephone calls,
car rental, taxi, etc.

o oo op

If travel involves a speaking engagement, the travel request must be approved by the :
. Office of Public Affairs before sending it to S/S-EX. ‘

The Deputy Executive Director approves the travel request. The Budget Officer approves \
funds available. !

The Travel Assistant calculates per diem, entitlements and miscellaneous expenses in
accordance with the FAMSs and the Standardized travel regulations.

The Travel Assistant enters the travel data into CFMS. CFMS has two levels of authority,
Pass 1 and Pass 2. Pass 1 allows data to be entered only. Pass 2 allows the data to be
approved and processed. The Travel Assistant is authorized Pass 2 authority in
processing travel data. Once the data has been approved, processed and printed, the
Deputy Executive Director (or Executive Director) signs as approving official and the
Budget Officer signs funds available. The traveler is given an original and one copy of the
travel authorization.
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Upon completion of travel, the traveler is required to submit a voucher claim for
reimbursement of expenses within five work days of completion of travel. Voucher claims

must include all supporting documentation, including air tickets and hotel receipts, as
applicable.

The Budget Officer signs as approving officer on the travel voucher claim form. As
approving officer he/she has determined that (1) Reimbursement is claimed for official

travel only and (2) All special authorizations are advantageous and in the interest of the
Government. This approval will be completed within two work days of submission by the

traveler,

/Da:e 27/%
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No. 96/04 - S/S ADMINISTRATIVE PROCEDURES

SUBJECT: EEO AND DIVERSITY TRAINING

The Secretary regards the advancement of equal opportunity and civil rights goals in
and outside the workplace as critical 10 the Department’s mission, He personally, along
with others in the S bureau family, has taken a number of steps recently toward
implementation of the Department’s response to the issues raised by the Palmer and
Thomas suits. As you may be aware, U.S. District Judge Aubrey Robinson granted final
approval to the Global Consent Decree in the Palmer suit on February 12 of this year; and.
on March 22, U.S. District Judge Stanley Sporkin granted preliminary approval to the
consent decree in the Thomas suit. We all need to be aware of important initiatives being
undertaken here in the Department as a result of those consent decrees.

The consent decrees require that the Department shall establish a Council for Equality
. in the Workplace, to be chaired by the Under Secretary for Management, which will act as

R an executive coordinating committee for the purpose of advancing the Department’s equal
employment opportunity and civil rights goals; Under Secretary Moose has appointed
Executive Secretary Bill Burns as a member of that council, to assist in carrying out its
mandate to consult with Assistant Secretaries, invite comments from individual employees,
and analyze Department data to identify real or perceived barriers to advancement based
on gender and race, and make recommendations for corrective action if required.

The consent decrees also require that all supervisors of FSOs shall participate in
diversity awareness training. The deadline for supervisors who are in Washington is °
August 11, 1997, The Secretary visited one NFATC training course, “EEO/Diversity
Awareness for Managers and Supervisors” on Monday, June 10, to emphasize to course
participants his personal interest in and commitment to EEO. He came away very
impressed with NFATC’s responsiveness to the Department’s requirements in this regard.

S/S-EX is in the process of upgrading the computer systems in the Office of Equal
Employment Opportunity and Civil Rights (S/EEOCR) to enable that office to maintain
optimum efficiency and responsiveness in support of the Department’s EEO agenda.
PER has also issued new guidelines to bureau executive directors and awards officers for
implementing consent decree provisions for Department awards. Our S family awards
committees are meeting to discuss those guidelines and ensure that they are in full
compliance with them.
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More remains to be done, however, and your full support is needed to ensure 100%
compliance with the letter and - equally important - the spirit of the consent decree
requirements. To date, only a handful of our bureau supervisors of FSO employees have
registered for one of NFATC’s several offerings of the EEO/Diversity course.

Supervisors of FSO employees should not delay their enrollment in this course, and by
their active participation in fulfilling the consent decrees’ requirements, set the standard in
the S bureau for the Department as a whole. To further these important initiatives,
S/S-EX Deputy Executive Director Jo Ellen Powell will track all aspects of the Bureau’s
compliance with EEO/Diversity requirements. She is located in Room 7511A, telephone
number 647-5467. Thank you all for your support and cooperation.

Richard Shinnick
Executive Director

June 21, 1996
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No. 96/05 - S/S ADMINISTRATIVE PROCEDURES

SUBJECT: COOLING AND HEATING PROBLEMS

Many bureau clients have expressed concern about the continuing temperature
extremes in S Area offices. Below, please find a brief synopsis of the issues that affect
the climate control in our offices.

Most of the heating and cooling equipment was installed when the building was
constructed about 40 years ago. Parts are scarce and often the building has to
improvise. The building was originally designed for 5,000 personnel although 8,000
are currently housed. Increased personnel density increases the heat generated in the
building. Air flow patterns have been disrupted by the installation and demolition of
walls to accommodate additional staff. To further complicate the situation, heat-
generating equipment such as laser printers and copy machines did not exist when the
building was constructed.

People have different levels of tolerance to temperature changes and adjust at
different rates. The maintenance contractors constantly adjust and re-adjust the
system to meet individual, immediate needs at the cost of overall system integrity.

No building, no matter how new or advanced, can adequately adjust to dramatic
changes in outdoor temperatures. For example, during the winter we experienced a
* 40-degree drop in temperature in less than 12 hours. That day most of the complaints
of hot offices came in the momning before the temperature dropped when the outdoor
air temperature was 62 degrees.

AJOPR/FMSS is doing everything possible to address the temperature
problems. They have initiated several corrective maintenance projects such as the
installation of new minimum air vents in an effort to reduce the temperature
variations. In addition FMSS is checking all S area environmental units to_ensure
they have the correct setting. FMSS has 16 persons assigned to manage these
systems and have designated the S area offices as priority whenever they are called
upon. As always, S/S-EX will immediately respond to address any temperature
problems for our clients, either by e-mail (sent to "GSO') or telephone ( 7-5475 or
7-9221).

Richard Shinnick
Date: July 30, 1996
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No. 96/06 - SIS ADMINISTRATIVE PROCEDURES

SUBJECT: Use of Government Telephones

Government-procured telecommunications services, including office
phones and fax machines; cellular phones, calling cards, and modem lines, are
to be used only for official business. This restriction also applies overseas to
landline and cellular phone services, including the Mitel system which supports
the Secretary's travel, provided at Government expense at hotels and
embassies. In other words, non-official calls are not permitted.

Local Calls

Per 5 FAM 513.1, Government-procured loca!l telephone services are to
be used for official business only. However, other calls determined to be
necessary in the interest of the Government, including emergency personal
calls, may be authorized. Examples of calls that may be considered necessary
in the interest of the Government are:

(1) Brief calls to a spouse or child-care provider;
(2) Brief calls to the employee's family physician or dentist; and

(3) Brief calls to businesses that can only be reached during working hours,
such as a local government agency, bank, automobile service station, or
insurance company. ' ,

These exceptions apply only to local landline calls. When a cellular phone is
used for the above stated reasons, the employee is required to reimburse the
government for the call.

Long Distance Calls

Non-official long distance calls are prohibited. Personal calling cards
should be used for all non-official calls to locations outside the local calling area.
Please keep in mind that not all calis made from Washington, DC to the 301 and
703 area codes are local. Local telephone directories contain detailed
information on the exact exchanges located within the local calling area.
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An employee who does not have a personal long distance calling card
and is faced with a personal emergency may make a long distance call with the
prior permission of the employee’s supervisor. The employee must reimburse
the Department for the call. Department-issued long distance calling cards
should never be used for personal calls.

Phone Bills

S/S-EX regularly distributes long distance, calling card, and cellular
phone bills to all bureau offices, which in turn distribute the bills to employees.
Employees are reminded to check their bills carefully, to annotate each call as
official or personal and to reimburse the Government for all non-official calls.
Payment for personal calis should be made by check to the Department of State
and should be delivered to S/S-EX, Miles Tracy, within 10 working days of

- receipt of the bill. For employees who regularly travel with the Secretary, S/S-
EX will soon be receiving and distributing detailed reports from IM/VIP for calls
made on the Mitel phone system installed at overnight stops, to ensure that all of
these calls are official.

If you have any questions or concerns about your bills, please contact
Miles Tracy in S/S-EX on extension 7-6883.

“Richard J. Shinnick
Executive Director

Date: July 16, 1996
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No. 96-07 - S/S Administrative Procedures

SUBJECT: Who's Who in §/S-EX

Please find attached a list of S/S-EX personnel and their principal duties and
responsibilities. We hope that this reference document will be a useful management

tool for you, by directing you to the appropriate S/S-EX staff member to respond to your
requests.

Richard J. Shinnick, Executive Director (7-7457)

— overall section management
— trip coordinator for the Secretary

Charies Hughes, Deputy Executive Director (7-5467) |
— special projects
Jo Ellen Powell, Deputy Executive Director (7-5467)

— daily supervision of section
«~ S/8 awards commitfee chairman

Mary Ann Fisher, Staff Assistant (7-7457)

— staff assistant to the Executive Director
— preparation of plane requests, manifests, guest and staff memoranda

Margaret Riccardelli, Secretary (7-5467) (ETA 7/29/96)

— secretary to Deputy Executive Director

BUDGET AND TRAVEL SECTION

Toni Hawkins, Budpet Officer (7-5495)

— section supervision
— oversight of all budget and funding issues

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013




UNCLASSIFIED U.S. Department of State Case M~ E-2NNR-NNRAGAE N~ N~ 18598843 Date: 07/11/2013

UNCLASSIFIED

= Secretary and Deputy Secretary representation funds
— overtime allocations
— travel allocations
—- certifier of funds availability
— preparation of financial reports
' — preparation of financial data
- OBM submissions
- approving official for fravel vouchers

Reginald Green, Budget Analyst (7-9794)

— budget and funding issues for S and PA
- taxi and petty cash reimbursements

— bills and invoices; vendor payments

— Travel vouchers '

- gift account - Speaker’s account

Le Geo;ge, Budget Analyst (7-5472)

— budget and funding issues for D, P, E, T, G, M, S/NIS S/NIS/C, S/RPP, SMEC.
— taxi and petty cash reimbursements
— bills and invoices; vendor payments

— funding for transfer of labor charges
— payments for domestic hotel bills - Secretary travel

Stephanie Coates, Budget Analyst (7-5468)

— budget and funding issues for H

- coordinator, Travel Management Program implementation
— taxi and petty cash reimbursement

— bills and invoices; vendor payments

— American Express Government Charge Card program

— fund cites for transfer of labor charges

- requests vendor codes for CFMS

— bills Press for travel via MAC

- assists travel officer

Curtis Taylor, Travel Officer (7-5696)

— issuance of travel authorizations
-- preparation of fravel vouchers

- per diem and mileage calculations
— passport requests

— requests _for photos
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— dirline tickets
-~ travel regulations and entitlements
-- fare quotations

GENERAL SERVICES SECTION

Tom Burke, GSO (7-9221)

-~ Section supervision

-- contracting officer

— large acquisitions ,

- eredit card purchase authorizing officer
— vendor liaison

— security officer

- OIG Lison

— internal controls manager

— D travel coordination

Nedra Qverall, GSO (7-5475)

— alternate contracting officer

— professional services contracts

— vendor liaison

- trip coordination assistance

- minor contruction, building repair requests, electrical work, renovation projects

(NB: heating adjustments, air conditioning and routine lighting problems should be
reported directly to ext. 7-5610; cleaning and pest control items should be reported to

ext. 7-2788)

George Rowland, General Services Asst (Property) (7-8842)

— property control manager: distribution and movement of non-expendable property,
(e.g. furniture and equipment, cellular phones, pagers) and expendable supplies

— labor/manpower requests
— furniture repairs, carpet cleaning requests

- lypewriter repairs
-- specialized stationery items (letterhead, briefing or action memorandum forms)

-~ supplies/equipment for S & D travel

Shirley Neal, General Services Asst (Procurement) (7-5621) -

— requisitions for purchase orders
-- publications/subscription requests
-- equipment repairs
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— vendor ligison
~ safe and lock repairs
— copier repairs
— credit card purchases
. — Department Notices Requisitioning
— general GSA information and supply requests
— audio-visual equipment requests

Miles Tracy, Administrative Specialist (Telephones) (7-6883)

— installation, moving, modifications of telephones

— billing for official phones, including cellular phones
— long-distance official telephone credit cards

— STUs/COMSEC Custodian

(NB: simple telephone repair requests should be made directly to 7-9922)

Jay Clark, Clerk (7-7665)

— parking passes

PERSONNEL SECTION

Pat Carter, Personnel Officer (7-5638)

— supervisory persommel officer

— emplayee relations

— Foreign Service assignments

— resources/FTE

— Senior Foreign Service, Senior Executive Service
— staffing and placement

Kristen Thompson, Personnel Management Specialist (7-5260)

- GS/FS performance evaluations

— infern program

— Civil Service merit promotion program
— position classification

— recruitment, staffing & placement

Cynthia Motley, Administrative Officer (7-5638)

— awards program administration
— Insurance
— retirements
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- Thrift Savings Plan
- training
— recruitment, staffing & placement

Lori Hart, Administrative Assistant (7-5478)

— consultants

-- differentials

- employment verification
— entrance-on-duty

— payroll issues

— special clearances

-- time and attendance

-- transfer of labor

— within-grade increases

Shirley Gilmore, Secretary/Receptionist (7-5638)

— Treaty Room reservations

— processing training requests/confirmations

- campaigns - CFC, bonds, blood drives, etc.

- PER files and manuals

— persomnel locator; telephone directory changes

(NB: Reservations for the Principal Officers’ Conference Room should be made through
S/S-0-CMS, ext. 7-2374)

Richard J. Shinnick
Executive Director

July 30, 1996
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No. 96-08 - S/S ADMINISTRATIVE PROCEDURES

SUBJECT: DESIGNATION OF AUTHORITY
S, PA, & H BUREAUS - -

DESIGNATION FAMREF:
General

Internal Controls
Coordinator (S) 89 State 323132

Internal Controls
Coordinator (PA)

Internal Controls
Coordinator (H)

Claims Coordinator 6FAM 312
Duty Officer (S) 2FAM 111.2
Duty Officer (PA) -
Duty Officer (H)

Ethical Conduct/ .
Conflict of Interest 3FAM 620

Freedom of Information
Act Officer S5FAM 482

POSITION DESIGNATION .

Supervisory GSO
Executive Assistant

Director, Legislative Operations
Supervisory GSO

Roster preparéd by S/S-EX/PER
Roster prepared by PA

Roster prepared by H
Executive Director

Chief, Records Mgmt Div.

UNCLASSIFIED

DESIGNEE

Nedra Overali
Susan Povenmire

Ronald Deutch

Nedra Qverali

Richard Shinnick

Charles Jackson
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Grievance Resolution

Officer 3FAM 660
Budget & Fiscal
Approving Officer  4FAH 3H-414

Funds Control Officer 4FAM 131.3

Communications,Systems and Security

Comsec Custodian  SFAM 9823

Information Systems

Security Officer S5FAM 991.2

Bureau Security

Officer : SFAM 992.1
~ General Services

Accountable Property :

Officer 6FAM 2222

Authorizing & Approving

Officer (Travel) 6FAM 121

Authorizing & Approving

Officer (Representation) (S) 6FAM 127
Authorizing & Approving
Officer (Representation) (PA)

Authorizing & Approving
Officer (Representation) (H)

Executive Director

Supervisory Budget Officer
Alternate

Supervisory Budget Officer

Communications Officer

Systems Manager

Supervisory GSO

Executive Director
Alternate

Deputy Executive Director
Alternate

Executive Director
Alternate

PDAS

Director, Legislative Operations

Alternate
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Richard Shinnick

Antonia Hawkins
Reginald Green

Antonia Hawkins
Bill Estell

Tom Young
Nedra Overall
Richard Shinnick
Jo Ellen Po_well

Jo Ellen Powell
Richard Shinnick

Richard Shinnick
Jo Ellen Powell

R. Nicholas Bumns

7 Ronald Deutch

Peter Hinz
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Contracting Officer 6FAM 221.1 GSO ~ Nedra Overall
Bureau Safety &
Health Officer 6FAM 613.3b GSO Nedra Overall
Property Disposal
Officer 6FAM 222.1 Supervisory GSO Nedra Overall
Property Management
Officer 6FAM 2223 GSO Elizabeth Moore
Receiving Officer 6FAM 2253 GSO George Rowland
S/S-IRM Receiving
Officer - 6FAM 2253 Systems Officer Sharon Ohta
Single Real Property 6FAM 700 Deputy Executive Director Jo Ellen Powell
Manager
Personnel
Awards Committee '

(8, PA) 3FAM 643.1 Adviser: Personnel Officer Cynthia Motley
Awards Committee {H) Awards Officer . Ronald Deutch
Employee Evaluation
Reports 3FAM 524 Personnel Officer Pat Carter
EEQ Counselors 3FAM 131.4b S/S Monique Quesada

S/P - Danette Ragland
T - Louise Archer

H - Marketta Nelson -
PA - Gloria Glasgow

S/S-EH - Richard J. Shinnick
October 28, 1996
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No. 96-009 S/S-EX - Administrative Procedure
Subject: Records Management

Following the transfer of records management functions for Department Principals from
S/S-RMD to A/IM, S/S-EX has been working with A/IM staff to improve our practices and
adherence to Federal law and Department regulations governing records management. Recent
changes in procedures for retiring records in the Principals’ offices requires an update of
appropriate information. There are three significant issues; each is summarized below.

o Annual Retirement of Records

Al offices are required to retire records on an annual basis in accordance with
approved disposition schedules, The Records Management Branch can provide
guidance on which records should be retired and those eligible for destruction.

Outlined below are procedures for retiring Front Office records:

1. Purge your files of duplicate material.

2. Document the destruction of Top Secret material (per 12 FAM-500).

3. Call the Department’s Records Service Center (A/IM/IS/OIS/RSC) on (703) 274-0030 to
have records retirement boxes delivered to your office. Two boxes are needed for each file
drawer.

4. RSC will pick up the boxes between 10 am - 12 noon, Monday, Wednesday and Friday.
Call RSC to arrange a pick-up time. Boxes should not be left unsecure in your office.

5. A/IM/IS/FPC will prepare the Retirement of Records Form (DS-693-B.) If you want to
prepare your own form, contact the POEMS Help Desk on x78700, and IRM will install
the software on your PC.

6. The completed DS-693-B form with the Lot and Box Numbers indicated will be returned
to you. It should become a permanent part of your active files under AINF - Records
Management.
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The Department’s Records Management staff is available to assist you and can be contacted at
the following numbers:

S - John Cruce x77123 ' E - Marria Braden x76011
S/COS - John Cruce x77123 M - Marria Braden x76011
D - Betty Bates x76018 G - Betty Bates x76018

P - John Cruce x7123 S/S - Audree Holton x77462

T - Pat Magin  x76021

The procedures for retiring all other offices’ records are:

1.

Purge your files of duplicate material.

2. Document the destruction of Top Secret material (per 12 FAM-500).

3.

Prepare a Retirement of Records Form (DS-693-B.) You may call the POEMS Help Desk
(x78700) to have the form instailed on your PC.

Call the Department’s Records Service Center (A/IM/IS/OIS/RSC) on (703) 274-0080 to
have records retirement boxes delivered to your office. Two boxes are needed for each file
drawer.

RSC will pick up the boxes between 10 am - 12 noon, Monday, Wednesday and Friday.
Call RSC to arrange a pick-up time. Boxes should not be left unsecure in your office.

The completed DS-693-B form, with the Lot and Box Numbers indicated, will be returned
to you. It should become a permanent part of your active files under AINF - Records
Management.

The Department’s Records Management staff is available to assist you and can be contacted at

the following numbers:

H - Pat Magin x76021 S/OF - John Cruce x77123

PA - Betty Bates x76018 S/FSGB - Audree Holton x77462
S/P - John Cruce x77123 S/EEOCR - Ron Hampton x74698
S/IR - Ron Hampton x74698 S/MEC - Pat Magin  x76021

S/CT - Audree Holton x77462 S/NIS - Ron Hampton x74698
S/CSO - Audree Holton x77462 E/CBA - Marria Braden x76011

e Preservation of Electronic Documents and E-mail

Officials need to preserve electronic documents that add to a proper
understanding of the formulation or execution of Department action or policy.
This includes substantive changes to drafts on policies and decisions. E-mail
messages are official records when they are created or received in the
transaction of public business and must be retained as evidence of official
policies, actions, decisions, or transactions. Relevant E-mail records must be
printed and filed with related paper records for long term, permanent retention
or retained on-line for short-term retention and eventual deletion.
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e Personal Papers — Wﬁat OffTicials Can and Cannot Take

No records of the Department may be removed by any departing official.
Personal papers are documentary materials that are not used in the transaction
of agency business. Personal papers may refer to or comment on agency
business, but once used for the conduct of that business, they are no longer
personal papers. With Department review and approval, officials may take
duplicates of records, working papers, and non-record materials (especially
materials they drafted, reviewed or acted upon) as long as the information is
unclassified and otherwise not sensitive.

All offices need to be aware of these guidelines to carry out their records responsibilities. For
additional information or questions, contact Ken Rossman, Records Officer for the
Department, on 647-6020.

Richard J. Shinnick
S/S-EX
October 25, 1996
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. No. 96/10 - S/S ADMINISTRATIVE PROCEDURES
SUBJECT: REPORTING LOST OR STOLEN GOVERNMENT PROPERTY
OFFICE ADMINISTRATIVE EQUIPMENT
Property Custodial Officer Assignment

This notice announces the requirement for offices within the “S” bureau to identify an
individual to be assigned the additional duties of property custodial officer, for office
administrative equipment, which is normally defined as “common-use furniture, furnishings,
and equipment”, Designation of an individual for these purposes will enhance the bureaus
management and internal controls for property accountability.

In an office environment accountability for equipment, furniture and furnishings which
occupy a “common-user” area is normally the responsibility of the bureau property custodial
officer. However, in view of the extended office locations receiving support from the S/5-
EX/GSO, and to ensure that department property in common-user areas remains accountable,
each “S” office must now identify an individual per office or per suite, to be assigned
additional duties as that offices custodial property officer. The name of this individual must be
provided to §/S-EX/GSO no later than Friday, November 8, 1996. The names will be
incorporated into the bureaus’ property management accountability procedures and the
individual will then be requested to sign for the common-user equipment and furnishings
within their area of responsibility.

The office property custodian will then become responsible for accounting for all
administrative equipment within that office of a value over $500.00 and not assigned to a
specific individual. Items such as faxes, copiers, typewriters, standalone PC’s, desks, chairs,
and refrigerators are considered administrative equipment.

This individual will be responsible for:

The custody, care and safekeeping of the items.

Annual reconciliation of physical inventories.

The preparation of memorandum should the item become lost/damaged.
Identify unneeded property for redistribution.

Authorize property passes for equipment taken outside the building.

Richard J. Shinnick
S/S-EX
October 24, 1996
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No. 96-011 - S/S ADMINISTRATIVE PROCEDURES.
SUBJECT: TRAVEL MANAGER PLUS PROGRAM

Effective October 7, 1996, S/S-EX, in coordination with FMP, implemented Travel Manager
Plus, a software package designed to process TDY travel authorizations and calculate travel
vouchers electronically for bureau travelers. Travel Manager Plus is a Windows-based, off-
the-shelf software package that features on-line per diem rates (updated monthly), on-line
Federal Travel Regulations, and automatic calculation of per diem and miscellaneous
expenses. The software has been modified to include the Federal Travel waivers relating to -
the three-quarter M&IE reimbursement on the first and last days of travel, and the recording
of arrival and departure times. Trave]l Manager Plus will enhance our ability to produce travel
authorizations in a timely manner and enable us to process travel vouchers electronically
through the Department’s central financial management system, rather than through the
National Finance Center in New Orleans. This will shorten tumaround time for travelers to
receive reimbursement for expenses. In conjunction with voucher processing through CFMS,
the Department is exploring an initiative to reimburse travelers via electronic funds transfer
directly to a personal bank account, which would further reduce processing time.

The coordinator for Travel Manager Plus implementation will be Stephanie Coates in S§/S-EX.
_ She will work closely with you and your staffs to ensure a smooth transition to the new
. system and to answer any questions which may arise.

In conjunction with Travel Manager Plus, S/S-EX will implement FMP’s revised Simplified
Travel Program policy for temporary duty (TDY) travel by Department of State employees,
which clarifies the Simplified Trave! Program announced by Department Notice on December
28, 1995. In summary, the revised policy:

-- restores the pro-rated reduction schedule contained in the Federal Travel
Regulations for the M&IE portion of per diem, for meals furnished to the traveler by
the Federal Government, in place of a minimum reduction of 50% of M&IE for any
meal(s) furnished by the USG;

UNCLASSIFIED

UNCLASSIFIED U.S. Department of State Case No. F-2006-00896 Doc No. C18598843 Date: 07/11/2013




UNCLASSIFIED u.s. Department of State Case M~ E-2NNR-NANRGE Na~ N~ (18598843 Date: 07/11/2013

UNCLASSIFIED

2.

) . — provides clear examples of what constitutes a meal furnished by the Federal
Government (e.g. meals contracted for directly by the Government, or meals paid for
from representation funds);

— reduces the requirement for receipts to substantiate miscellaneous expenses; and

- simplifies per diem computation and reimbursement, and relieves the traveler of the
requirement to report the times of departures and arrivals on the voucher, except when
travel is less than 24 hours.

Copies of the Department Notice announcing the revised Simplified Travel Program are
available in §/S-EX.

To help ensure that all Bureau travelers for SecState trips are in compliance with the
regulations and Department policy, S/S-EX henceforth will advise travelers in advance if any
meal(s) are contracted for by the USG and will advise travelers at the completion of the trip if
any meals were paid for from representation funds to ensure the correct calculation of the
M&IE reimbursement for individual travelers. S/S-EX will continue to provide the per diem
work sheet at the conclusion of each SecState trip to provide the traveler with per diem
information for each stop as well as arrival and departure times of the Secretary’s aircraft.

Travel Manager and the revised Simplified Travel Program will help S/S-EX to provide better
and more pro-active service to its clients in dealing with the volummous regulations which
govern travel.

‘-‘,

¢ Richard }. Shinnick
S/S-EX
October 28, 1996
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No. 96-12 - S/S Administrative Procedures
SUBJECT: Who’s Who in S/S-EX (Update)

Please find attached a list of S/S-EX personnel and their principal duties and
responsibilities. We hope that this reference document will be a useful management tool
for you, by directing you to the appropriate 8/S-EX staff member to respond to your
requests.

Richard J. Shinnick, Executive Director (7-7457)

— overall section management
— trip coordinator for the Secretary

JoEllen Powell, Deputy Executive (7-5467)

— daily supervision of section
—~ 8/8 awards committee chairman

Mary Ann Fisher, Staff Assistant (7-7457)

- staff assistant to the Executive Director _
— preparation of plane requests, manifests, guest and staff memoranda

Margaret Riccardelli, Secretary {7-5467)

- secrelary to Deputy Executive Director
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BUDGET AND TRAVEL SECTION

Toni Hawkins, Budget Ofﬁqer (7-5495)

— section supervision

— oversight of all budget and funding issues

- Secretary and Deputy Secretary representation funds
-- overtime allocations

— travel allocations

- certifier of funds availability

— preparation of financial reports

— preparation of financial data

- OMB submissions

— approving official for travel vouchers

Reginald Green, Budget Analyst (7-9794)

— budget and funding issues for S and PA
— taod and petty cash reimbursements

- bills and invoices; vendor payments

- Travel vouchers

- gift account - Speaker’s account

Le George, Budget Analyst (7-5472)

— budget and funding issues for D, P, E, T, G, M, S/NI§, S/NIS/C, S/RPP, SMEC.
— taxi and petty cash reimbursements

— bills and invoices; vendor payments

— funding for transfer of labor charges

— payments_for domestic hotel bills - Secretary travel

Stephanie Coates, Budget Analyst (7-5696)

— budget and funding issues for H

— coordinator, Travel Management Program implementation
— taxi and petty cash reimbursement

- bills and invoices; vendor payments

— American Express Government Charge Card program

— fund cites for transfer of labor charges

— requests vendor codes for CFMS

-- bills Press for travel via MAC

— assists travel officer
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Vacant, Bud etAssistaﬁt

— issuance of travel authorizations
— preparation of travel vouchers

. — per diem and mileage calculations
— passport requests
— requests for photos
— airline tickets
- travel regulations and entitlements
— fare quotations

GENERAL SERVICES SECTION

Nedra Overall, GSO (7-5475)

— section supervision

— contracting officer

— large acquisitions

— credit card purchase authorizing officer
— vendor liaison

-~ security officer

— OIG liaison

~ internal controls manager

-- D travel coordination

Elizabeth Moore, GSO (7-9221)

— alternate contracting officer

- professional services contracts

- vendor liaison

— trip coordination assistance

— minor construction, building repair requests, electrical work, renovation projects

(NB: heating adjustments, air conditioning and routine lighting problems should be
reported directly to ext. 7-5610; cleaning and pest control items should be reported to

ext. 7-2788)

George Rowland, General Services Asst (Property) (7-8842)

— property control manager: distribution and movement of non-expendable property,
(e.g. furniture and equipment, cellular phones, pagers) and expendable supphes
— labor/manpower requests _

— furniture repairs, carpet cleaning requests
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— typewriter repairs :
— specialized stationery items (letterhead, briefing or action memorandum Jorms)
— supplies/equipment for S & D travel /

Shirlev Neal. General Services Asst (Procurement) (7-5621)

— requisitions for purchase orders

— publications/subscription requests

- equipment repairs

- vendor liaison

- safe and lock repairs

- copier repairs

-- credit card purchases

- Department Notices Requisitioning

— general GSA information and supply requests
-- audio-visual equipment requests

Tom Couch, GSO (Procurement Assistant) (7-6766)

-- equipment repairs

- safe and lock repairs
— copier repairs

- credit card purchases
-- parking passes

Vacant. GSO (Administrative Specialist - Telephones) (7-6883)

- installation, moving, modifications of telephones

— billing for official phones, including cellular phones

- long-distance official telephone credit cards

(NB: simple telephone repair requests should be made direcily to 7-9922)
PERSONNEL SECTION

Pat Carter, Personnel Officer (7-5638)

-- supervisory personnel officer

— employee relations

— Foreign Service assignments

— resources/FTE

— Senior Foreign Service, Senior Executive Service
— staffing and placement
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Kristen Thompson, Personnel Mgn_ag‘ ement Specialist (7-5260)

— GS/FS performance evaluations

— infern program

— Civil Service merit promotion program
— position classification

— recruitment, staffing & placement

Cynthia Motley, Administrative Officer (7-5638)

-- awards program administration
— insurance

— refirements

— Thrift Savings Plan

—training

— recruitment, staffing & placement

Lor Hart, Administrative Assistant (7-5478)

— consultants

-- differentials

— employment verification
- entrance-on-duty

— payroll issues

— special clearances

-- time and attendance

— transfer of labor

- within-grade increases

Shirley Gilmore, Secretary/Receptionist {(7-5638)

— Treaty Room reservations

— processing training requests/confirmations

— campaigns - CFC, bonds, blood drives, etc.

- PER files and manuals

— personnel locator; telephone directory changes

(NB: Reservations for the Principal Officers’ Conference Room should be made through
S/8-0-CMS, ext. 7-2374)

Richafd J. Shinnick
Executive Director
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