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HEADDUATVTERS
-/ UNITED STATES MILITARY ASSISTARCE COMMAND, VIETHAM
STUDLSS AND CLELSRYLTIONS GROUP

APQ Sun Troncisco 96222

DiRECTIVE 29 July 1969
NUMBER 690-2 {HMACSOG-10)

CIVII LN PRRSOMNNEL

RECRUITMENT AND MANAGEMENT OF LOTAL NATIONAL PERSONNEL

1. PURPOSE. To provide guidonce and specific procedures for recruitment
end mansgement of local national percomnel.

2. APPLICABILITY. This directive is applicable to all MACSOG staff
elements end activitiesa,

3. RESPONSIBILITIES. The following responaibllities nre aseigned an
ind:zcateds

a. S0G Civilian Personnel Officer: Individual responsible to monitor,
direct end inspect the civilien personnel progroam for this commend

b. Unit Civilizn Personnel Officer: Individu2l responsible for tha
recrultment and management of local national employees in compli-
ance with this directive within his arex of responsibility,

4. PROCEDURES. Procedures listed in ANNEXES A through C will be
followed in the recruitment and rnanagement of locel nctionel personnel,

5. REFERENCES.
a. MACY Local National Personnel Policy Mnnual, Serinl Number 3905.

b. MACY Directive 690-6.

I
This directave supersedes all portions of MACSOG Civilisn Personnel
Manual, Part I, dated 1 May 1967.
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IOLICIES AND PRCILEDURTES FO HIRING LOCA L MATION- L PERSONI\.‘EL

i
1, APPOINTLENT AUTHOLRITY Loczl nehionsls will be appeinted Lo i1l
cuthorized Gralian Yable of Distzibubion {CTD) positions by Unil Civalian
Perconncl Officers.

2. APPOINTMITNTS,

a. New tppointiments will be made ot the fizst step of the approprinte
grade, E:cepiaoas to this policy maoy be made by Locel CPO only
when either of the following conditions exict-

{1) A pociiion hios beon declared hard to f1ll by the heed of the em-
ploying zgency. Thie declaration mzy b2 mude only whena
position has bsen vacant for e prolonged pariod because personnel
who posszess the required skills will not t ccept employment
afiorded by the first etep in the appropriate grade,

(2) An applicant has had prior catisfactory eervice with US Forces
or US Government cgencies,

b Appointmsnts will be made from among the best qualified pplicants
for the position. Proference for hiring will be given to individuals
in the order stated below:

{1} Employees who are being affected by reduction in force sction,

(2) Former employees who have applied for reemployment cfter
geporation frcm aervice with US Forces., Period between sepa-
retron from service with US Forces end application for position
shiould not exceed onz moznth, Exceptions io this policy may ba
made by the employmmg agency.

(3) Former employees who kove been separated by reduction in
force action.

{4) Former employes=s applying for reemployment.

(5) New applicants.
3. PCOLICIES. The following is a list of the different types of employment
sulhorized angd basic requirements that must be met before a local nationnl

employee mey begin work

a. Daily hire. Those individusls that are hired on 2 day to day basis

ANNEX A
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to perform {asl< vhich do ot require o full itme worl foree Re-
quu ernents fo1 haring arve-

(1} Individueslinist huve o valad GVN Ideatificetion Cuid 1o his
PO5ACE 510N,

{2) Individuals rnuct be under constani observation and supervigsion.
{3} Iaitiztion of security chacks on these mdividuals 16 not required,

{4) Records on these individunls need not be mainlained,
Privete hire Those local nationals that are hired by & pr:vate inda-
viducl or group of andrviduzls to perform spscific pzrimaneni taska,
Examples of private hire employees are  waitresses, bartendera
and coolks in NCO c¢lubs and pereonal mei1da. Requremaents for
hiring are:

{1) Indrvidual must have loczal police check and GVN Identification
Card to begin work.

{2) When it appsars thel the mndividual can perform the reguired
duties, the Unit GPO will subrmit documente listed in pargproph
4d for imtiation of final security cheek. In no case will imti-
ation of fiszl security check be delayed for more taen thirty
(30) days from the date of kire.
o’
{3) Initintion end maintenance of all records other thzn locel police
checks and fiza) security cheehs 15 l2ft to the dircretion of the
Unit CPO. Howsever, it 18 recommended thal all decuments
Iisted in paragraph 4z be requured of all private hire employees,

{4} All records for private hire employeee will be retained in unit
CPO files, S0OG CPO will not mzuitain records on private hire
personrel. .

Temporary hire. Temporary hire 1s defined as employment not

excecding tharty (3C} days duration to fill vacant authorized CTD

positiona. All new appointments and zppointments of former em-
ployees that have been separated {rom service with US Forces for
more than thirty (30} days will be conridered temporary.

{1) Individual must have all documents listed in paragraph 4a to
begin work.

ANNEX A
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{2} Indwvidu-ls hured cpoder this piragee zh omost bz conwverted to
; parmancnt hire o termonoized wodun thiewy (30) doys fiom the
dzte he/she Logan worl (see pasapropn L)

d. Overhire Locel nliorzis lured vrder the provisioas of this pura-
pgroph wavst mect ine samt regmrcmanir as tesngorary hire persons
excepl that the ind-vidual 13 epplend npanst & projected CTD w cancy

e. Exicnsions o tamporary hore. Regueric for extennion of temparsry
bire nwust be subraitied torocgh the Comptiroller oud SOG CPO to
Chied, BO0 for zprrovel. All requests jor exlcensien rawst bz fully
justified and state (he anticipeted length ¢f time the extension will
be required.

- f. Permenent kire. Permsnert hive 1s delined 8o employment in which
an individual 18 occupyung ¢ valid CTD pozition and on whonm 2 final
gecurity check bas bzen indnated.

{2} Requesis for fizzl security checks on new hire personnel nud

. pergonnal tket have beer separited from service with US Forcea
for over thirty {3C) days muat be svhmitted ta SOG CPO prior
to permzrent apporatmers {ece paregraph 4¢ for details).

{2) Requeste far security check nzed rot be svbmitted for individuala
that are changizg jebs tnd on whom fizal security checks have
been initizied or completed,

s

g. Specific hiring policies. The fcllowing specific policies will be
followed an the hizirg of ?cerl notioncl parsonnel:

{1} Draft evederc end dsecriarz. Draft eveders end deserters from
RVNAF vwall £a¢ be smployed by US Forees, end any individual
in such a cxtegezy who is ernployed ia error will immediately
be disrnieesd £nd reported to tie Nutiopzl Police for apprehension.,

1

{2) Teraporary drzfr defsrrmente. Male perazonn2i who bold a tempo-
rary drzfs dofezmerl, tr whe ywill beceme of draft rge within
one year, will net b employed in & position whach would load
to a request for defermsent.

(3} Security checks. The term security check 1o used to indicate
that the individvsl empleyee's background has been checked,
and if cleared, no derogztory anformation or record of subversive
activity has baen found. These "security checks” do not zuthorize
local national persanrel aceess to claaeilied information,

ANNEX A
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(4)

Frnloyment sn s~us.trvs poritea—s. AID emt CPO vill exercimoe

extreras c..i.1on when cinploymng p2raonnel 11z sensitive Lres
if final e2curty cleck tas rot Lacn cornpleted,

Lelrtivas  Appoantmont or ass.gynmam o 2 posil.on vwiich will

ecioblich @ reparviccr - emplcoyss rel: biweash.p between on em-
ployee and caummediate relative chould be ( voidad,

Mediczl ezmronad-onga. Apphe. ris for food he ndlers positions

musi pass an APpPropre-te medical excination svhich vill be given
at no expenee to the 1rdividual. Madicel examinetion require-
ments for othar thon focd handlers will be dziermined by Unit
CPO. Medicul examirzt:ane con bz accompliched by coordinuting
with loc2l dispensaries.

4. PROCEDURES

a., Documents reguired for temrposary kive and overhire employees,

The {ollowing decuments gre required of all temporary hure and ovel-
hire employees and will be subimsied to Unit CPO prior to on the job
statun:

)

2}

(3)

(4)

ANNEX A

MICT.ASSTERTED

AN kel W Y ke ke et
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One (1)} cepy of local police checlk., This check can normelly be
obizined by submiitirg ore (1) Personal Record Quectionnzire
(MACSOG Form (50-4), with stitached rhotegraphc, and ons (1)
Fingerprint Card (Farm TCSQG/477), wilth sttached photograph,
to {be locel police. <

Valid GVN Civilizn Ideatificeticn Cord or Birth Certificcte or
other prcof of ags (ndividucle Nifteen {15) years of age and older
muot have GVN Cuvilizn Idertiincction Card).

Two (2} To Bzo Dsm {Stetsment of Grerentze}). Theae must

be comrleted by differont reputeible and responajble indivaduals.
{S‘ee Appendix 1)

Premf of draft stotus. Al male epplicents sixteen (16) yesrs
of age znd older musi{ present-

{a) Certified copy of indavidual Draft Census Receipt, (Sze
Appendix 2.) or

(b) Unexpired Draft Defermeant Certificate (QDI72). (Sce
Appendix 3.) or

B-r-10
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(¢} Unespired Medienl Deferment Certiiiccte {(QD-771).  (See
Appendrs. £.) o1

{d) Dascharge Cerlificaie (RD-14). (See Appendiz 6.}
{5) Qae (l) Certificote of Residence,

{6) ©One (1) Pay end Leave Record (MACSOG Form 690.01}. (See
Appendix 6 )

(7} One {1) Certificaic of Release, Only required of former employee
of US Government egencios, controctoers or GVN,

{8} One (1) Beneficinry Designation ([MACSOG Form 690-13). (Sce
Appendix 7.)

{9} Omne (1) Statement of Verification (MACSOG Form 690-5), (See
Appendix 8.)

10) Two {2) Peraon;zel Status Record {(MACSOG Form 690-9). (See
. Appendix 9. )

b. Disposition of documentis. The above documents, with the exception
of the GVN Civilien ldentification Card, will remcin in the individunlls
personnel record jecket et place of employment and will not be for-
warded to SOG CPC. Upon termination of employment all pergsonal
documents will be returned to the individuzl coucerned,

c. Doecuments forwarded by Unit CPO to SOG GCPO. Following is a list
of docwments thet must be submitted to SOG CPO prior to permanont
appointment of local nationals. These docurnents initinaie o final
security check and should be forwarded as soon as it is determinad
that an éndwidunl will be pleced on parmanent hire status,

(1) Two (2) Personal Record Questionnaire (MACSOG Form 690-4),
with photographs of applicant and spouse (Af apphcable) atteched,
{See Appendix 10,)

{(2) One (1) Personnel Status Record (MACSOG Form 690-9), with
photographs of applicant ettached. (See Appendix 9. )

(3) Tbree (3) Fingerprint Cards (Form TCSQG/477) with photographs
of applicant attached. (See Appondix 11.)

ANNEX A
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(4) Two (2) SCHRLDCI [14ACSOC I'orm 690-3)  This form muat
be typed or prinfed lepibly in Enghish  {Sex Appendin 12.)

(5) Two {2} Civilian Employce Peisonral Action for1ms {MACSOG
Form 690-1), {(Sce Appandixz13,)

(6} One (1) Reguest for Secvrity Checl (MACSCS Form 650-6).
{Sec Appende: 14.)

d. Sccurity check reguremente for privote hire empyloyees. The pbove

€.

i

liet 15 modzfied for private hire employces ar follows:

, (1) One (1) Personzl Record Questionnare (MACSOS Farm 690-4)
{2) P;;samel Statva Record (MACSOG Form 690-9), not required <
(3) Two (2) Fingerprint Cerds (Form TCSQG/477).

{4} One (1) SCHRECK (MACSQG Form 690-3).

(5} Ome (1) Civilian Employee Perconnel Action form (MACSOG
Form 690a1).

{6) ©One {1) Request for Security Check {(MACSOG Form 6%0-b).

Security peenes  Security {compound access) paeses will be furnished
to ell private hire, temporary hire, overhire, and permaonent hire -
employees. These passes should be changed in color and/or

design periodicelly.

Fomily gllowance. Family ellowanee 15 nuthorized for mple gnd
female temporary hire, overlure, and permanent hire employees.
Employees desiring this allowance must submit the following docu~-
ments for inclusion in Unit CPO files: " (See ANNEX C for eligibility
criteria.) - .

(1) Marriage Certificate,

(2) Birth Certificate(s) of child {children). If not available, an
appropriate statement from local edministrative authority will
suffice.

g. Derogatory information. Derogatory information discovered during

a final security check, topether with a recommendation of &ction to

ANNEX A
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k2 talen from SCG Sccurity, vall be fory wrdzd by nefe P-rdz Lo the Unit

i CPO. Tie cuwelors coai aamr the Cereg: tory dafeninztion will not be
cpanzd by locel utiiourls,
v
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PERSONEL ACTIONS

1 GENERAL., The provisions of th.s runesvall be aprhed when mitizting
parseansl ¢ ctions for local nationel parseoancel bired i 2 ccordance wilh

ANNSK A

2 POLICIES,

2. Persounel actions may be imtizted by either the ndividuz t cmployee
or the Unit CPO However, all requestc for pzroonnel action must
be sipgned by the Units CPO and forwarded as preseribed m paregraph
3 (PROCEDURES)

b. Promctions. The following rre general palicies concermng ctep
increacer and promotions of local natienzi employees:

{1)

(2)

(3)

ANNEX B

UNCLASSIFIED

An employee will ba advanced to the next hagher step, in the
rate appropriate for us grade, upon completion of fifty-two
(52) weeks of creditable service in his present grade and step.
Step increcses are comporable to militery longevity increoses
and are not promotions. Step incresses may be witheld if the
Unit CPO fecls that the employee's prrformance or behavior
does not werranl the increzse. Requesis for step increzeea
submitted prior to tha fifly-two {52) week mirmmum time 1n step
reguiremont will nei be fovorably considered.

Promotion of VG5 employees will be mode in eccordance with s
the following: '

(a) Employees below grede VGS-5 must serve e minimum of
three {3) montks &t the next lower grade level or six {6)
moenths for a two (2) grade promotion.

{b)\ Employees serving at grade VG5-5 or above must serve
a minimum of s1x (6) morths et the next lower grade level
before promotion. This includes promotions classified
as two (2) grads increnses.

There are no time mn grade requirements far employees perving
in other then VGS positions. Umt CPO may request promotion
of these individuals when he considers the individual qualified
and capable of pariorming satisfactorily zt the higher grade.

When an employee is promoted from one bzsic pay level to
a higher basic pay level, he will receive no less a pay increase

B-r-14
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than confowrcd in tvo (2) full gweps ef the rrode {rowa vhich he
15 being promoted I thes increlse L1l batveen twao Gleps of
the hipher grade, lhe vwll reccive the highes slep

e. Trennfeis  Unut CPO mey transfer on conployee, voluniorily or
involutiai ily, from one pos.lron to arcther 1in the some grude ond
step. Trancier zclions 1)l not be used to 2v:1d rn employee &
siep merecac witlhun his/her giade Transferec moy bz mede eonly
when-

{1) The individucl being tronsferred is quelified to fill the new
position.

{2) A valid CTD vacency cxists.

d. Seporation for cauwse, Separations for cause cre those dicmicscle
which are effected 26 a result of derogatory o1 subversive informolion
being uncovered during a aeccurity check or on employeses that commit
& serious offense, A serious offense io z2ny offcnsc Hated in the
Table of Cffenses and Penaliies (Appendix 15) for which removal
action mey be taken for a firot offense.

(1} Normazl notice of separztion is not required,

{2) Separation pay and bonuses will not be pald (See Appendix
21 for entitlements, )

(3) Individunls will not be given the opportunity to resign in lieu
of disciplinary action,

{(4) This provision will not be utilized to exrzdite separcfion action
or to deprive &n individuel of authorized bonuses and/or allow-
ances (see paragraph 2e).

€. Involunt‘a.rwparation. Involuntary separations are those separa-
tions effected undsr the Table of Offenses and Penalties or those
caused by the employec's unaatisfactory performance or physical
or mental incapacily.

(1) Employees may be separated involunterily for the following
reasons’

() Repeated minor infractions listed under the Teble of Offenses
and Penalties,

ANNEX B
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(0} When lLysieclly or mrene My mepcble of parfoinung requited
dviics  Bvery efiort chocld Lo mecde o ploer these em-
ployecens 1 a porition n vhuel they wre cof Lble o performing
the required duvlies bhefore =erorataca aclion is tukea (cee
prragraph 2c Troncfers).

Perm~nent employces whose performance /conduct 15 determinad
unsatisfactory will be paven-

(2} Written notice of uncitis{actory p=rforimzuce/conduct de-
lineat:ng what the suparvicor expzacts in the way of satis-
faclory pzrform-nce/conduct.

(b) I, at the end of thurty (30) dzys from the date notice of
unsatisfactory pericrmence /conduct weo given, the em-
ployee's performence fconduct Len not improved the employee
v+ill be piven fourteen (14) days notice of terminction (or
payment in lieu of notice).

(c) Employeen terminsted for inefficiency/misconduct will
be given cll pay and allowances due the day of relense (see
Appendix 21).

{d}) Permanent ernployees may recign in lieu of disciplinory
action. Permeznent employees given fourteen (14) doys
notice of terminztion will be given three (3) full worlkung
days off, with pay, {for the purpose of obtcining other
employmsent.

f. Volunlary separation. Voluntary separavions ere those sepcrationa

effected by the employee.

@)

2)

(3)
(4)

ANNEX B

TIIOT AQQTRTEDN
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An employee may resign at eny time, for any reacon, however,
fourtecn (14) days notice of terminction must be given. Notice
of termunation mey be given orzlly or in writing.

An employse may not be denied his right to resign, nor may
he be required to delzay termination beyond the lymits an ()
above.

Request for voluntery separation may not be retroactive.

Employces who do not comply with paragraph f(1) will forfeit
separation pay and accrued bonuses (see Appendix 21).

570359
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(s}

Any emple, ec th-t wbanaons lus /] o1 pesibion vl be seprreted
urler the v ovicavas of thiy paregr. . Posw.ons will be con-
tidesed ab-udoaed when the cimy loyee thot Lulas the position
abseals lumael{ from city for ten ({0) cr mor e canseculive Cays
withoutl p=1fsuesion.

g- Diccyplun ry aclions Disciplinatry zcirous cre designed Lo anrintain

emjleyee morale and efficiency, prowoe vorl prediction, nd
ascure employscs of equil ble treatment  Vhen disciphn~ry vclion
muct be taken, 1t i wmierded to corrsct the empleyee and not to
pemish him, If an employce docs not resyond to correclive ection,
o if he cormmnits a porticularly eerious ofiense hus employment
must be terminated,

ANNEX

1

2)

3

B

UNCLASSIFIED

Disciplinary zction will be tzken only when there 16 clezyly
established cevse for the zction.

Supexvisors will considar the following factors before assessing
a penalty:

(a) Gravity of the offense,
(b} , Employec's previous record,
(¢} Type of poriticn the employee holde,

(d) Effect of action on other employeen, v
Types of dieciphinary cclions. Wken misconduct woarranting
diseaplinary zetion occure, ore of the fclicwing penzlties may

be umposed (nse Apperdix 15 for appropriate application);

(a) Oral reprirnzrd. This 18 the mildest form of disciplinary
action and consists cf an 1mterview between cupervisor and
subordiraie 2imed £t correcting or improving attitudes,
habits, or coanduct.

1)

{b) Written reprimand. This 18 a written notice of misconduct
or inefficiency and 1a used for repsated munor infrections,

(c) Suspension. A suspension is a temporary enforced ebsence
from duty in & non-pay status. Suspsnsion action 15 nor-
mally taken whkere the intent 16 to constructively disciphine
the employee looking toward further utilizetion willun the
agency, However, it meay be used to place an ernployee

B~r-17
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{d)

MACHOG Iur 690-2

in & non-duly sintes dueing o nefice parici y hen hus retention
werld be delrimacitc ! to the antercsi. of US Yorces, ar
1ygurious to the employece, his {z2llo= wrorlkers, oi the gererzl
public.

Peomovel {(Cicrmssely  This 1s the peverect pentity  Normally.
2 progrecssion of lesser discaphinary mezsules vall he ulilized
before reanoval 2 clion 1s matrgeted loviever, celloin
mfraciiea. moy bz 8o scrious £ to warrsul removal for

& first or second ofiense. Employ:az apeacies will incure

that z thorough revicw is mede cf proposed removel actions

to preclude unjustl or copricions acts and that the propgsed
removzl 16 fully warranted

h. Redveiion in force The following policies will ke followad 1n determining

winech employees will be terminated when reduction 1n force (RIF)
action becomed n=ceagery.

1)

2)

AWNNEX B

UNCLASSIFIED

Genersl

(a)

(®)

(c)

@}

Reduction in force w:ll be minimized to the extent practicable
by controliing recruitment, enticipating normal attrition,

and reansigning surplus personnel to vacancies .
Employees will be informed at the earliest possible date

of any plaune for reduction in force which will affect them.

A reduction in force vill not be efiected to separate deficiont
employces (sece paragreph 2f).

A reduction in force will be effected an the basis of cangel-
lation of a position which 15 determined to be excess to the
needs of the organization, due to lack of funds or lack of
v‘mrk.

Order of reduction. Employees will be sepzrated by reduction
in force as follows:

{2)

{b)

Competitive areas, competitive levels, and creditable service
will be established and determined as appropriate by em-
ploying agencies.

Employees will be retatined on the basis of lensth of £ervice
and merit.

114
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{c) Ermptoyces will be paoves o pnraan of two (P) wacls wo o n
noiice 01 Compani.tion in brev of nolice piior Lo scrnaialion
by 1eduction 1n force

(¢) Eraploymg tgencics racy coteblich wpprils precedures for
employccs wffected by redaction wn force

1. GCeriificriecs of Releese The purpose of & Cerlificiie of Relrace
15 to preveut cavaliza job-honjng" rnd to prevent other US Foxces,
apencies, coniractors and GVN frora hisins & lecal notionsl away
from lhis present empleyment vathout prior muluzl cgreement

{1) Certficates of Release will be provided employees separated
as z regult of:

(2) Reduction in force cction.

(b} Voluniary terminrtiona, except personnel sceking employ-
ment with other US Forces, government agencies, contractors
or GVN vathou: prior mutual agrecment.

{¢}) Inveluntary terminstions.

{2) Certificates of Relense will not be provided employees separated
under the follewing conditions:

(s} Eraployses peparrted for cnuse. -

{b) Voluntery terminations for the purpose of seaking employ-
ment vath other US Forces, agencien, contractors oxr GVN
without prior muteal agreement beiween the employing agencies
ceoncerned, .

(c) Personnel that abardon their pesition.

3. PROCEDURES, The following administrative procedures will be followed
when imtiating civilian parsoxnnsl actions:

a, CPOnitizted personnel actions. Unilt CPO initiated personnel rnctions
will be prepared en MACSOG Form 690-1 10 two (2) copies and for-
warded to Chilef, SOG, ATTN: CPO One (1) copy of the Civilian
Personnel Action form will be retained by SOG CPO The second copy
will be returned to the Unit CPO Receipt of the comebzck copy indi-
cates that the action has been completed by SOG CPO,

ANNEX B

UNCLASSTIFIED
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b. Emnleyee yuteied porgonnc! acbions  Procedvre {or submaccion of
requast {fel personael aclion re Lhe same &5 31 <bove, excepl that

the individuel employec 1equesis achhon Employee wmitizted requests

vwsill be processed throvzh {he approgrieie U CPO. Unt CPO will

ch~ck requr 2L for admmiriralive corlecin.ss, make recommendriion,
and forward to SOG GPO {or {inal acbion,

¢. Promotions The {ollowing p ocedures vill be fsllowed when mitiating
all elep ancrease and proinotion aclione:

(1) Complete twe (2) copies of Civilian Employee Personnel Action
(MACSOG Form 690-1)

(a}) Check "Promotion" block in atem 4

(b) Indicate effective date of proposed action in the space provided
1 item 4.

{c) Enter "STEP INCREASE, (date mndividual became ehigible)",
i{ appropriate,

(d) Enter "FROMOTION, (date individual became eligible)!,
if appropriate.

{2) Upon receipt of the comeback copy of Civilian Employec Personnel
Action (I{AGSOG Form 690-1), post appropriate entry to the
employee's Personnel Stztus Record (MACSOG Form 690-9) y

(3) File comeback copy of MACSOG Form 690-1 1n employee's
personnel records jacket.

d. Transferg. The following procedures will be followed when imtiating
all transfer actions;

(1) GComplete two (2) copies of Civilian Employee Personnel Action
(MACSOG Form 690-1).

{a) Check "Transfer" block in item 4.
{b) Indicate effective date of proposed action in the space provided
in item 4
{c} Complete items 11, 12, and 13,
{d) Enter short explanation for proposed action; 1.e "NEW
QUALIFICATION", “OLD POSITION DELETED", etc,
ANNEX B
n -
UNCLASSIFIED

MACSOG Dur 690-2

B-r-20
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ML LS iy 696-7

e Tooansree facer s T fells e paccedoros vill g ve S0
anployec 17 ~rnmrated for cowss Al ccbons swlooed au {lns i

exccy’ v parmapl B ehovld 12 accera i d o the soiac doj b
the @clion 1+ tclien,

{l) Complewc Lyro (2) cotics of 17ACL00 Toun £20-1
{o} Chzck "Separetion for Couce' Blocl 1natem 4.
(b} Indicate effective date of aclicn an the space provided wn fie
(c) Indicate reasens for the action watem ]4  Rezsons nced nct
be writlen out fully, Iteni numbzors listed on the Talle of
ifenses and Penalties viall suffice; 1.e , "VWIOLATION OF
ITEM(S) 12 & 13, TALLE O OFFEN3LS AND PEHALTIES

(2) Immediaiely nole"SEPARATED FOR CAUSE (DATLE) "' on
the fairst blank Iine on MACSOG Form 690-9,

{3) Return 2ll documents indicated on MACSCG Form (690-5 to the
indivaduzl,

(4) Complete comment 2 a MACSOG Form 690.5,

(5) Compute pay and tell the individual when it may be picked up
{(see ANNEX C).

{6) Gertificate of Release will not be issued.
(7) Withdraw security or compound access pass.

(8) TFile comeback copy of MACSOG Form 690-1 in individual's per-
sonnel records jacket,

f. Involuntary teparation. The following procedures will be used to
process all involuntary separations:

{1} Complete two (2) copres of MACSOG Torm 690-1.
{a) Check "Termination' block 1n 1item 4,

(b) Indicate effective date of proposed action in the space pro-
vided in item 4 (see paragraph 2f).

{c}) Indicate reason{s) for the action; 1.e , "DEATH", "PHYSIC..
+

ANNEX B

NPT ASQSTETENR

WA AN L 2T A ML
—_—
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J CLASETFTED

(2)

{5)

(6)
{7

{8)

JACLI L Y. w

IRCLDA Iy, " /10 O e b atert ' L)
TLLDLT O O LM s 10 PORNA LT L
{4) Indicote "LLLCOIG: ™5 L LU O DITOPNLLL nY L0TO,

il epplicalsde, moiera 4
{e) Indicate "EAYMEWS 117 IOEU OF KOTICLY, af applic. ble,

Reiurn oll documents tudiceied en 1 LACSOG Foom 650-5 (o 2
infndunl.

Complcte comment 2 on MACSOG Foim 690 5
Prepare a Certificate of Release wn three (3) copzes (cee Appendn- 17

{a) Original and farst carbon copy to the individual

{b) Second carbon copy to be filed in the employee's parsonnel
records jacket.

Compute pay and tell the individual when it may be picked up
(see ANNEZX C).

Withdraw security or compound access pass,

Upon receipt of comeback copy of MACSOG Form 690-1 enter
MINVOLUNTARY SEPARATION * and effective date on the first
blank 1l:ne on MACS0G Form 6%0-9.

File comeback copy of MACSOG Form 690-1 m individuzl's per-
sonnel records jacket

g. Voluniary separation, The following procedures will be used to process

all voluntary scparations

0]

ANNEX B

UNCLASSIFIED

Complete two (2} copies of MACSOG Form 690-1,

{(a) Check "Reegignation” black 1n item 4,

() Indicate effective date of action in the space provaded in item <.
{c) Indicate "NO NOTICE" in itemn 14, if applicable.

(d) Indicate reason given by employee for termination: e.,
"POOR HEALTH", "ABANDONED POSITION", etc.

570359
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(5)

{6)
{7

(8)

{e} Inrbceate vibethar on not @ cottafhoone of 10jczse v 1s oo vided
iratom b,

Retwna o1l docuracnts andice'r d o1} 2506 Fooam 690-5 1o {2
indiy.cn .1,

Compleie comment 2 on MACSEOS Tovr 6%50-5

Prepaie Cerllienic of Rede-coan three (3) copies (roe paizgraph
2i for crileria and Appendw 10 fer sawmple {orma,)

Cornpute pry and tell the indivaduz) vhicn it may be packed up
(pee ATNMEX C).

Withdraw security or eompound access pass

Upon recewpt of comeback cepy of MACSOS I'erm 690-1 enter
"VOLURTARY SEPARATION! and eflective date on the first
blanl: line of MACSOG Fo=m 650- 6.

File comeback copy of MACSOG Farm 690-1 in individuzl’e per-
sonnel records jachkst,

b. Reduction :n force. The follewirg procedures wall be followed when

separaling employees by reduction mn force action

(1)

(2)

(3)

ANNEX B

Employees that are to be sepzrated by reduction in force action
will be not:fied of suck action 1n wriiing at least two {2) weeks
prior to the effectaive date of the actzon. A5 a minimum, the notice
will consist of th2 parpose of the letter, reason for the action,

and the effective datn of the aclion.

’

Complete twe (2) cop.es of MACSOG Form 690-1.

{a) Check "Termuinatiorn" 1n block 1r 1tem 4.

(b) Indiczte eflective date of acticn in the space provided in atemn 4,

{c) Enter "Reduction in Force'" 1n conjunction with a short ex-
planation of the action; 1.e,, "POSITION ELIMINATED FROM
THE CTD'", "LACK OF FUNDS", etc., initem 14.

(d) Enter "PAYMENT IN LIEU OF NOTICE", 1if appropriate,

Return all documents indicated on MACSOG Form 6£90-5 to the
individual,

14

UNCLASSIFIED Py .
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(&)

(7

(8}
(9

1ACSLG bl (Fuay
L7

Comrltie coupnemt 2ond - (0 Ve (015

Picyare Caluaceic of Rel ceindiiee () copren (see Ay o~ dr
16 {a. coonde {ommat)

{2y ©:iyraz) end fu1st criben copy Lo thz anfavidur L,

{5) &ccund cerbon copy to bz {ited in the cmployee's p2isounal
1ccords jzcket,

Campuie pay and inform the indrvidual when it maey be picled up
p b2y ) T
(see ANNII C)

Upon 1ecept of comebael- copy of MACSOG Form 6%0-1 enter
WReduct:on 1n Fot ce" and effeclive date on the [1retl blanl line
on MACSQG Form 690-9,

Withdraw security or compound access pass.

File comeback copy of MACSOG Form 690-1 in the mdavaduel's
personnel records jacket.

1. Dasciplinery actions. The felloving are mammum requireinents for

wrilten notice of disciplinary aclion to loczl national employees®

(1)

2)

3

ANNEX B

Written reprimand As a minirmum, the written notice of repri-
mand will include a statemnent of the offense, the corrective ,
action required, and that fartkher infractions will be the basis

for more sericus disciplinary action.

Suspensien, As ammraum, employing agency procedures for
proceseirg of susperfrion aciions will inclnde a written state-
ment delmeatng the specific claiges, propoced suspension dates,
and the employee's right to have the secspeneion reviewed by

the head of the employing ageaey or his designated representative,

Removal {dismissal). Written notice of removal will be furniched
employces that are being removed a5 2 recult of disciplinary

action. As a manimum, notice of removal will include a statement
indicating the purpose of the notice, charges upon which the

removal action is based, effective date of the action, and a
statement of the employee's right to have the action revaewed

by the head of the employing agency or s designated representative.

UNCLASSIFIED
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a  Verkrerind,

{1)

(2)

(4)

(5)

The bagic work doy and woik week vall be set by ecch cetavaly
on the boasis of orarstiona] 1counciaznis

The beginmng : nd ending hours will be set by cach nctivity on
the bz sis of ope1cironzliequirements

The lunch period will be exclusive of the woik day and shall
not be compensated.

Where operational needs dictate & change of work hours, sficcted
employces yill be notified 26 for 1n edvence 25 possible,

There shalt Lz t least ons full day of rest scheduled wathin
the calendar weelk,

bh. OQOvertime,

Y
()

(5)

ANNEX C

UNCLASSIFIED

Overtime 13 payeble for work in excess of B hours a day,

Overtime is payable for work in excesn of 48 hourrs por veek,
except thai no empleyee wall be companoated more then oncse for
overtims heurs .
Overtime prenuvim is peyable at 150% of the totel of base pay
plus lanpuage differentizl, if any

Ovzriime pay 1t not euthorized where doily work time gheete
are not maintemsd for recording both regular and overtime
work hours.

Total overtime for Expznditure Cogt Cod= (ECC) x 13 end x 14
should noi exceed 15% of the total base poy for these categomes.
Overtime in excese of 15% of the totzl booe pry for each category
requires prior approval of this headquariers. Requests for excess
overtime should cite the reason why excess overtime work is
necessary
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hoves vl lold lizevresn tl 2 bowes €2 2200 e G000, an  od3 0
te thew s vl o howrly 1cte

(2} Might elaw difierentel pry 1o pow avtire sed for doy ehafl emyployecs
who wic vorlang everiin,

(3) Tune 02 ene hr 1 for overtums wert (150,3) or double t, we for
helwdey vrork {200%) deos nol 01ply foo maght ohale diflca sadacd
Nighi sh.itl dufferceniizl 18 poid 2t the sirzaght rote for 211 heours
betvreen #2200 ¢ od 0500

{£) Procedvse for poying mght shilt duffeiential pay 15 found n
MACSCT D 37-2.

J  Helwday pay

{1} An employez working on o US holiday is compensated at stroaght
time (o1 the fiist B hours

{2) An empleyse working on an authdsized Vietnamepe holuday ,
{Appendix 17) wall be comronsated at 20C% of the toirl of hie
base pry plve longazge diiferentael, i eny, for each of the
normel holidsy hours, 1 ., B howts for a full holiday, 4 hours
for a hil{ holiday

(3) Employecs vho do not worl: on these holidays will receive regular
wages fer (:at dzy or portion thereof

(4) Time mn c¢xcess of 8 hours on #n 2uthorized Victnamese holhidey
is payekle at 150% of the iotel of brse pzy plus lanpurge differ- .
entizl, if any.

(5) Procedure for paying holiday pay 15 contamnzd in MACSOG Dur 37-2.

=, Enzlish lange: ve differenticl

(1) Payment of an English language differentizl 1s authorized when
local command determines that the use of the English langrage

‘2X C
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(Seg /_-onfozr 23, 24, 25, 206, 20, rud 28 )

(2) Inteyp-etess end trong) te.o wre no, S B0rwscd lorpvege Cofi -

ents.l

(3} Overirr.c pry, ol doy poy on® noo bl slafc C-fforerinl oy cpply
to Dnglinl 1~riapge difics erlanl oy 2r well wo Lo b e pry

f. Helny Llla-srace

(1) E2cb ctivity s tuthoarsed an allowence of 40 §VI p2r VIV holz-
dny (Hp zndix 17) per mdividurl evapieyee. Thie rllowence moy
ot b2 road to wdavady In, ner mzy i be given ws coch, I
should La epent on docoleirons, paitizsa, giits, etce

{2) An:llowence of 40 $VK por ¢hild for vvhom fomily cllevance
15 bewy paid 1o futhoiined for the arpecl Cluldren's Festival
during the eighil lunor monih, This 7 llowance should be gpant
on a p=riy, gpifte, etc.

-,

(3) Holidey allowznces should be charged to ECC x 18,

{4) If it is not desized to sp:ind the holidzy allowzuze o a specific
holiday, the allowance m~y bhe accumulcted and speat on o sub-
sequeni holiday

g. Tet bonus.
bl
(1} Tet benus will be computed as foliows:

() For employment of one yezr or morc:

1 1/12ih of scheculed ennuzl salary,
2 1/12th of the annual value of 211 family sllowances
3. 1/12th of the zrnnunl value of longuage differentinl,

if any.
ANNEX C

UNCLASSIFIED .
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(2}

(3)

) el ota L in, ot ol ke N S LU T ¥ R S LIS
. )
sotosfoo cadd e f LT Lo e ceallcaoml L Lo
EC sl cllo el bt oo € leatia 8,0 Friizuernlioie of

croefthe el bonr do,. tlll L2 Qumner il Yo
Comad ey il Tt T e Tello 37, vrndorcemplool s
bved an i reh 1T er v o v yerr, {en b rl e, 1o, e
wiordl o odatled to VAL ol Lot oy, fomily
allovenest, ant loa oo oo dficeenda L, o eny
Tet bonos cliall be poad on the lust -y dey preczding the bagin-
nmng, of the lunat Nevr Yer:

Lt

Prozcdures ere contaimed in MACSQG Du 37-2

h. Monih)y {2 mrly allo crce,

(1)

{2)

(3)

A formaly allowznce 10 authorized employees who cre heeds of o

family Tne f. rly 2llovonce conriste of an cllowanze for the
lepal firet wife nnd for 2ll recogmzed cluldien under the roe
of tinteen {16) years (this includes children of other then the
farst vife).

A fernale employee 15 authorized a fomaly allowance only af

she precents sctisfactory proof vvhich indicater that she 15 un-
marred, & videw, her hasband 18 discbled 2nd cannot support
her, or her husband 1s not employed by the US Government.

A female employee who meeis these requirements will be pa1d .
for children orly

See Appondiz 18 for rote table,

i. Relion zllowznce.

1)

(2)

ANNEX C

UNCLASSIFIED

5C rated employees are the only civilicn employeos nuthorized
a ralion allowznee, The current rate 15 100 $VN per day ond
will bc poid 1n accordance with MACSOG Dir 37.2, pare 31(d)

When civilian employees are required by the inotzllction com-
mander to reside within £n installetica end the loczl market

does nct provide an opportunity for the employee to procure

his food, retions in lind mey be provided by computing 2 ration
allov.ance ¢t 2 rate Lo bz established by this headquarters.

A written request from the US installation commeander citing

full justification for the zllowrnce must be subrnitted and snproved
by this headquzrters prior to payment of this allowance.
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(2)

{3)

L D, ic

Fersownl serv iy v¢ puirdn vwl'e, OO T
petconmel vio reguue v} - ' vadontas vl <.
ellevance of 400 L VN per mondd to woorerly mimawct in therse
un:fozins

-

Deterinzaziaion of pzasonrcl ehgible to 1ecerve Lthos rlloweice
will be mr de by thz leczl cowmannder.,

The Jzvndiy cMowonce vill be paid on the 1eguli r monthly pry.
roll on 2 sepcrate colwinn The eolumna will be hiczdad YL/AY,

oncr of wer poy

(1}

2)

Full pay and allowances {including inducement bonuses, if
appliceble, i £ six moath anmiversery of his employment cceurs
while a POV') of personazl an & POW stetus will be puid te s
vnfe, other nzxx of lun if not marricd, or design~ied benzficiary.
Full poy 2and zliowarees will bz poad for munety (90) days, urless
earher roturnsd to duty or confirimed as derd. Afier 90 days

in POW giatvs, death will be presumsd and 2 dezth gratwty

will be paid.

If an wnfrvadval retusns to duty from POW otetus before he s
presvmad dead, he vwill nat be entitled to brck pay for any pay-
mente paid to his bopzficieres If ¢ decth gretwiy has bzen
paid, recoupment vullnot be required but he vall not be cntitled to
any back pcy.

Travel end par ciern.

' 1)

2)

ANNEX C

UNCLASSIFIED

Per diem will be paad to all employees, regardless of position,
during the time they are on extended or temporary duty trips
requ g them to be absent overmght away from their normsl
place of duty.

The amounts claimed must be supported by a stztement of avail-

ability /non-availobility of povernment quarters/mess signed
by the loczl commander Commanders should make every

570359



MORI DocID: 570359

GWCLACSIFTICD
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(3) e, &rriaaerotenthio 10 A iy lriclltlere el 1a Feo VW
frarmry o Laeliop-oonon,
(£} Bze Ay, wutin 10 for € 0l Loy Qimand oo

n Szpproircw tlloiv nce

(1) Employees arce ent-lled {o scporation 2llo rznce when separaied
under honori bla codihiens (ancludes deelh)

(2) Compuiztion for over 3 yoars of services
{a) Determinc {ot2] number of meonthe of cleditable service,
(b} Dacduct 36 monthes
{c) Divide remezinder by 6.

{d) Use guolient 1n ¢ ebeve 26 number of 6 month peiiods unless
rerncinder excezds 3, In this coee add 1 to the guctient.

(3) Employees are entitled to separation allowance except for the
follow.ng:

(a) Employed less than 6 months,
{b) Separsted for couse.

(c) The empleyee doss not give a notice of rensignztion 14 deys
in advence,

(4) See Appendiz 20 for computaiion table.

o Dagability gratelty,

{1) Discrbility gratwmty, 1s 2 one-time pzyment for tndivaduals 1n-
jured in the line of duty,

(2) Payment of diszbility gratuity will not prevent the individual

from further employment in snother position which is compatible
with his physical status

ANNEX C
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(3} Yoo
s Tl
Pase o} el oo e 1. ’:‘\ Jv.rr

(<} See Lpprinde 20 for comy ol Lien s le

P Dot et

(1) Inthe event an employic u Judied 1w the Lue of Qv Yo or dics
of an IMloews or mmjury ~u™cred 1o conacceiion with Lz sarwea,
his henszfie -1, viillaceerves ¢ dacth protucty I the cwnpluyes
br & not desugn 16 o benelicis ry, (he dzath graterly will be

pz1d to cac ef U follo. ing, in th-s order. (1) wiaie, {2) children,

(3) prrenis or leg. 1 guside-nng, [ ) brothere or cistexrs, (5)
grand parenls
io

(2) Amgunts to bz puird: The follovang ariounts will be pai

.
beneficinries or next-of-lun of thoze members vhose Coath vesults

from rerivice with SOG.

(8) Cavili>n persouncl: One year's poy Lo wnelude eny euthorized

allow ances k& woo recciv.ny zt the time of de: th,

(b) Vietnzmese rilitarys 50, 000 $VI
and ARVN Oper.t:ng Drsc personnel.

Thic includes YNAT,

{3) Procedures for paying death gratuity are contzined in MACSOG
Dir 37-2.

{4} Death graturtizs should bz paid as soon cfter death aa pocsible,

q. Funeral gratvty,

(1) A funeral grotuily is authozined for fenercl end-burial eXpEnses
of any employee who 1o killed or dies in the line of duty

{2) The follovang retes of funeizl gratmty apply:

{a) 1f the body has been delivered to the beneficipry or nesnt-
of-kan, 10, 000 $VN wall be pzid to the payson receiving
the body at the time the body 15 delivercd A receipt wall
be obtain=d for the money frora the person to whom it is
paid.

(b} I the body hos not been recovered and delivered to the n=xt-

ANNEX C
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-V oo Yo Toay, BO0LL LY U - e LG .
of larvaer 1 ... oy des - s Yo e fiae -
v llbe aoll wwd fe 0 maondy § vsale o cete s -
1 pad

of-Iwn ¢ b.achicaizsy, loc.ly rmep-sz2 of ¢ ¢
cost more tlker 10, 0C0 S\ M ae cuiherized

{d) If the body := del-vercd to the rea-of -lon or bensfic. .ot

tn & casle, prrelmaed by 505G, ci 1f elher cor
by SO0 (e ¢+ , & VM fica onle ¢ sket), these
o

s ore nc21ed
casts wall

be subtr:cied from thiz 10, 0C0 $VII fuserel grotulty end

only the rcratande» prid ac o feazrol gratoaty

{3) Funcrzl gratmires should be necounled for with death grotai-es,
Like dezth gretwtizs, funeiil groimities should be paid as socen
as possible,

3 LEAVL,

a Apnuy

sl Jeave

{1} Annuvel leave will be zceruzd from the dule of appointment oz

follov's"
Years of Hours ficerved Per
Service Bi-Weckly Period
O-less than 3 4
3 or more (3

Totrl Waork
Days Per Yezu

13
20

(2) Newly appolnizd ernployees witk no previous employment viath
eny US zgency will nct be eligable ta vse rnnuel leave until citcr
mnety [$0) contimucus daye of ernployment

(3) A mexizoum of tharty (30) days leave may bz accumulzted ¢nd

(4)

carried forward into 2 new calendar year,

Upon separation, @ lamp sum poyment of annual leave (not to
exceed thirty (30) deys) will be made to the sepzrated ernployee
or to his survivor in the event his separation 13 due to Cezth,

{5} The minimum charge to annunal leave 15 one (1) hour Additiornz]

ANNEX C
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leave will be charged in rrmultiples of one (1) hour
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(1) € Lloeve vl b cem vl nithsacte of fow (2] he s L--

(2)

(5)

[ = 4
aeahly praas D doa s tet Vo tlancen (13) coye 1 e yer. o0 -
spzeliv: of yer, g ol sex e

There 15 no lunai. oo Wt L cenratetwn of sick lan-re
Aecreed cicl leave 16 nel poy2bl. vpon t2rmmn Lon

A racdicnl certaficcte 15 not regaired for sick leave of thiec
{3) days or lesc  Sacli lezve of more thon three (3) woil davs
will be pupporicd by 2 rncdicel eerlificete or doctor's sl el

Up to thirteen (13) d-yc sick leave oy bz advanced to o permonen:
employec after L1l 2ecived sick leave end annueal lecve hove
been used,

(a) Advance zick lezve 15 not reihorized for temporary hare
employeecs Lezve villiout p=y mey be authorized,

(b) Advence sick leave will be termunated when the orginzl
circemstances which warranted approval of edvance sick
leave are no longer vohd.

c. Matermity leave.

(1)

{2)

3)

(4)

ANNEX C

UNGLASSIFIED

A total of eight (8) weeks materniiy leave will be gronted to
pregunant ciapleyees The metermity lezve period will cover
epproxumszately two (2) weeks prior to and six (6) weeks ufte:
delivery.

If after eight (8) weecks the employee 15 uneble to return to worl:
due {0 illnzgs (medzically certified by ¢ physicicn of the eraployirs
apency) thet hes arsen {rem her pregnancy, eick leave or prans
leave miy be granted

Maternity leave is not interchangeable with sick leave or pnnucl
leave and shell be used exclusively to provide leave to pregnzrt

employees who are schaduled for delivery

Duiing mzternity leave employees will be paid at the rate of

-t
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cnplarsets ¢o2dat e cove, r .20y vente Mmemy Jloc L
ured 1o covel Rlaa0ls 11l vher un e rloyos dezs noc vt
BiiDierie 1.2l @ giel loo v Lo coves ths rlhscace Lene v G-
ol po s resaallly vt ue bBe puealed 2 aieplayes v o bas ennenl
leava o saick Jzave te ns emedrt Loov. wad ovl sy macy not L2 con.
verted Lo £1ld Jeave e anacs? leave £ boegeent to cparovel #nd 1oe
of lewve withowt povi1 ¢ , 2fiar lepve bhac been ¢ccrued,
e  Adraimcti tively ecenscd Jeeve  Epaployecs mey be granted admanis.
flatavely excvsed Looive Lasced on the {ellovarg-
(1) Acts of God o7 rziursl diacster,
(2) Emergenay conlitions preclude employees from reporiing for
work or conlinuing en the job.
(a) These conditions are defined or follows:

1. When a base, 1nstallation, or nctivity is closed by
comyztert au.hority, locel nolionzl emiployees vall not
be chorped anuval leava for failure to report to work, ’
and w.ll recewve nermzl pay for the period of closure

2. When : base, installniion, or activity 1= open=d by
compoient zualhomiry, leczl netionzl employeee vho do
ot 1enori for work will recevve fafty porcent (50%)
of their norraal pey until the genaral situztion 15 deter-

. minsd by cormnpztent authorily to be gufficiently steble
for them to refurn te work,
(P) Comyeteni authomty is d=fined as the base, instollotion,

or activity commander cf the erganization to which the em.

ployee 15 ascigned. Written nohice wall b2 prowvided the

servicing civil.on personnel office when conditions prascribed
in subparzgrapn {(2) above b2gin and end
{c) Competent zuthority, &s defined in subprragraph (b} above,
may extend the provisions of full pey, on zn individuzl
case-by~casc basis, providing the individuzl employee's
ANNEX C
-
UNCT.ASSTRTRR e ’

i
—_— e e
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P ovision.
{3) Unc> }enviio coentel cond aroar, fovhhon rer o of oliiee
wachuzay, fialvie of elecs ol poeey, Tl somil » codiler -,

winel v guld ke vorlang sapricuc or hazordous

(4) Americen hohd. ye, wlen not requured {o work

Abrerce v hov{ lecve  Absence snthoul Jecve 15 abzsence for vwinczl

£.
an employee G:6 nol olicin advence auproval, or for vhich his sv'-
soquent 1equest for annual leave, sicll leove, admmetratively excasz.
leave, os lenve withont pay has boen dasepproved Losel officc.s.
in-clzrge rnay chanzc ebscnce withowl lecve to 1 brence with leave
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Hg vu lon’

M.
Bi—aons

PATSSE T POSITION.
Ceons-v1 hian tai-

DLTE Or BILRTi:
Nzay sznh.

PRESENT RESIDEDNCE.
Db a-chi hicn tai:

HARTTAL STATUS:
Gra-cenh:

ID CARD ILO:
The car-cuoc soi

DATE
Ngay

I do hereby decignato
Rare of Fmployec Full Lame ID Czrd Ko.
Tor F» ten duoi: (Fq va ton mhan-vion) uy-quyen eho (Ho vo ten, so the

baneficlery uvho ig my
kddreas l1e npguor thue~ke cus tel Relationship
can-cuoc, tia-chl haen iai) laen-he gia-dinh

to recelve all pay end alloiances due na in tho event of my dezth while employed
nhan lanh tat ca luong va phu-cap ma tor co quyen duoc huong, trong truong-hop tol 1 -

by,
tran trong khi phuz~vu cho

Signature
Chu ky npuor xin vioc

MACS0G Forn 690-13
Spril 1969
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Tty T

hes provorcod e doce i beted belen fos anstuee

g )

wofles paasomn ! file o2 tlan ofice,

Othexr ldentification (spzcifly)

2,

3.

Chzc' Only /3 ) o Lile Tlegte

G Cavsdaan Teent i freetror Cord (cciu o Lo oy plbient, doe not f1l¢)

T Card Huiber

Birth Certificate of Applicent

Local Police Chech
To Beao Dan (Statersat of Gu-ranice)
Certifaed Draft Census PReceipt

Draft Deferment Certxficate (QD-772)

Medical Delerment Certaficate (QD-771)

Discharge Ceriaficete (QD-14)

Certaficate of Residence

Certificate of Release {rom last US/GVN employment .

Marriage Certificate

Birth Ceriificate(s) of child (chaldren)

1 have reviewed the above documents and found them to be administretively correct,

(DATE)

The above named individual has terminated erployrent this date, All documents

listed an pavagraph 1 have been returned to the individual.

MACS0G Form 690-5 (Revised)
April 1969
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Voo

1t. (1f Appl) Tranefer to Fol Pos2taon

12, Pere/lanc Io.

12. Pay Gredo

t4. Heopzon for Action

-
e

Supsrvisor Inrtiating Action

$6. Pavieued by (Local CPO)

17. 10:

18. FROI":

CHIEYN, 506 (MAGSOG-PA)

19. Personnel Aetion above 1a
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Signalure of Civilian Pers Oificer

THCL

1 - Persona) Record Quastionaire (PACS0OG Form 690-4),..2

Personnel Status Card w/photo (HACSOG Form 6%0-9),.1

- Schreck Forms (MACSOG Form 650-3). .. cusesnnncennans 2

Fingerprint Cards (Form TCSQG/477)...cceereennnnnn. 3
Photographs of Individual.ciiiiins veviurrniuencen.b

Photographs of Spouse (1f appl)..... Y4

2
3
4
5
&
7

Civilian Personnel Action Form (HACSOG Form 690-1).2

1

MACSOG Form 690-6 (Revised)
May 1969
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‘ and iike behavic-
2, Absence watnout lzave
z Minor R S R Unzathorized abae.ce of 21y
houss or ic2s, i1ncludes re-
peeted tardinsss aad leaving
the job witheuw: perm:sas.on
b Majer S/R R Unauthorized abse.sce of mer.
than cight ho.rs and less to_ -
t2n work days
3 Loafirg or sleeping on dut
a Mainor VR ) R Idlepess wynauther.zed =+
v fation 1n actzvatzze doss g O
hoors whien aze oatsiar
1egalatrly pasigued dzfi..
Darnper Lo safery of parse 2 o
' Properiy mascr o non-2H.:
b Major S/R R VWhen damape tc safety of ¢ -
sons or prepeity 1s ecelt
’
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15 sagmlicant' cevesing, up ¢
altempling to conce.l Cefee’, 2
work: 1emoving o destroy o
defective vrork viithont po:-
missien

5 YV.clalion of safe.y praciices
or repgulations
2 Minoz wn S R Failure to observe safety proc-
tices and regulations but 4.1~
to stfety of persons or progc-i-
1§ minor or non-existent

b. Mejor S/R R Tailure to obaerve cafety proc-
tices and reguletions and dergos
to sofety of persons o1 props.t

12 acute,

LGl
b

Loss of, dumage to, unauih
ori.ed use of, or willful
destruction of Govt propert
records or informatfion

a. Minor 5 R Whsen loss or damauge is of
emall value and no willfulpase
or yntent was tnvolved

b Mzjor S/R R When willfulness or intent wis
involved, or loss or demage 1=
sigmficant, or uniuthorized
use of Govt property isinvolvad
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vica, o constalmzn of

- exsld foel n, o cor o clion W

any ofiic,.-) docurn’, or v -

holdieg of moisrualfzcte 10 co -

neriio s with matlers unde,

officicl 1nvesiipotnion

& Dasordarly conduct Rude, boistercas ploy which

a l4nor S R edversely cflects p1oduchion,
discipline or merale, use of
b, Mrjor S/n R isrespectful, cbusive oo
offensive lergaage, querrehng
or inciting to qiarrel  Faghty ©
threateming or 1xflicting bedily
horm to anothsr, physical
resistprce Lo comzient puthe
ority; any violent act or langu-c
winch adversely effects moicle,
preduction or mezintenance of
discipline; indecent or immoral
conduct, <

9. Gembling S/R R Promotion of, or asgisiing in
operation of orgeirzed gambling
or pariicipaticn in erganized
garbling duning worlang hours

10 Use of intoxicants | S/R R Drinking or seliing intoxict nts
on duly Regporting {for duty
drunk or impaired by intox:-
cants

.+ Misconduct of duty. S/R R Misconduct which adversely
affects tha reputztion of the
employee or reflects unfzvor-
able on the orgamzation.
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thasc concerned

Violetion of sacurity S/R R When the veclatzon is intentioncl

regullion or resulls tn unnuihorized
relzese or comprormise of
secanty wlormeoticn

Giv,pz or accephing bribee, S/R R

Aeeepling gafts or favors S/R R

from subcxcdins ter or con-

tractoss o1 gavang gifts to

supervisors or those 1na

higher posation

Violation of other zdrnin- “

ietrative rules or regvla-

tions not speciiically men-

troned : bove.

a Minor WR s R Coneider the employee's obli-
galion to be awale of parhirent

b Mejor S/ R rules or regulations, the

) significance or frequency of

violetions and the degice of
edversc effect on production,
morale, maintencnce of
discipline, external relstion-
ships or reputation of the agency

Possession, sale, purchase R

or use of marijuana or
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0} Jen 69 Yednosday
16 Tl 6% Suadey

17 Feb 69 1liondiy

18 Feb 69 Tvesday

19 Feb 69 Wednesdoy
76 Apr 69 Saturdey
01 May 69 Thurisday

23 May 69 Fraday
(Morming only)

30 May 69 Triday

15 Aug 69 Fridry
{(Morning only)

01 Nov 69 Saturday

25 Dec 69

%

NOTE

HOLMTLY

— e e ——

HDLIDS ™Y 1PN )00 ¢

Newt Yezr's Doy B

TET RGUYCRN-DAN (VIV New Yeur) 4

TET NGUYCMN-DAN G

TET NGUYEN-DAN 8

TET NGUYEN-DAN 8
Anmiversary of HUNG- VUONG 8
Vietnarnese Liébor Day 8
Ascension 4
Buddha's Birthdcy 8 .
Assumpiion 4 .
VN NATIONAL DAY 8
CHRISTMAS DAY 8

Holidays falling on Sundey will be celebrated on Mondey

Holiwdays fallirg on Saturday will be celebreted on Friday.
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1 month

2 moaths

2 moaihg plvs 5 days
for each addition~l
6 months of cerviece

1/2 f }
mon W' pay

1 raosth
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cach zdditionzl
6 mosths
service
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b NO NOTICE GIVEM X JA X [ xtx (X (X M IX (X
3. REDUCTION IN FORCE
a. HOTICL GIVENW XX X X 1% PXh )X IR
b. NO NOTICE GIVEN X X X X XX [ X X X X
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a. NOTICE GIVEN X X X 4x [ X XX X [ X
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Joes of tvo lumbe (o1 locs of voe) 100% of anmval poy and cling cncer
Loss of eigli 1n one cye 259, of annual poy 2nd allevsences
Locs of sight of bo!l, eyes 100% of anauel p=y and allowzncesn
Lose of hearing tn one car 25% of annual pay and allovances
«Teotrl locs of heorine 1007% of annval pey and 2llu - onces
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VGS-6 82 55 B8 91 95 98 103 9

VGS-7 91 95 99 103 107 111 115 10

VGS-8 102 106 | 110 114 1189 124 129 11

VGS-9 119 324 126 | 134 139 145 151 13

VG5-101 135 140 } 146 152 158 164 171 15

VGS-113 151 157 | 163 170 177 184 181 17

VGS-12| 168 175 182 189 197 205 213 18

VGS-13} 185 192 | 200 | 208 | 216 225 234 21
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Q-3 &5 58 9l 95 g8 | 1053 107 10
Q-4 91 95 $9 | 103 107 111 115 10
Q-5 96 ) 102 § 106 | 110 | 114 | 119 | 124 11
Q-6 106 | 112 | 116 | 121 | 126 | 131 | 136 12
Q-7 114 § 11¢ | 124 | 129 | 134 | 139 | 145 13
Q-8 125 % 130 ) 135} 140 | 146} 152 | 158 14
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1 The pirsoiucl eznenr> anctlades thet requeced for escrational
and admuistratic s persemniel Al wnisirative wersonnel exos, ses
cons1st of zalarics plus TI1 bonus  Operational personnel evpenses

consist of salar:zes, TET bonuses, fooa earenses, deatn ard futera.

gratuaties, PO and extraordinary performance ponuses and disabilaty

pay

2. Each of the C § C Detachments 1s authorized 130 admmstratw‘u !
personnel and the Liaison buredau 13 adqimistrative persoancl. CTN
and CCh are cuthorazzed 780 operational persomnel, CCC 864 and the

Liaxson Bureau 48 operestional personnel.

PENSONNEL: .
CCN:
Adzia {Incl 1) §215,000 .
. Reca1 Ca~pany (;n‘cl 23 575,000
El Companies (Incl 3) 363,000

Hg § Seczaraty Company (Inel 4) 257,600

TOTAL §1,%0 7,000
ccC. '
“amin (Incl 1) 215,000
Rocon Co.panv (Inc. 7} 575,000 -
EF Lorpsnies ({Incl 3y 365,000
T 2lateons "2} (irc!i 3) 94,000
SF T SeagraiTy ol (iac. ., 297,600
10, u, 1,545,5u0
veorn gatel o 215,000
RAPC TR SV | 575,000
P - I PY T R T 365,000
N Tt R 237,0uU0
v e g o8 3U% ,UUY e ’
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- =3}, ZZC .orksrs and tre Vi AF pirli.cs
I Cnime mirlains=s (L21tnly cost 232,000)
a . ontnly cost.
ccn 25% 57,500
cece 108 3,000
CC3 15% 4,500
All C & C Dets 503 $15,000
b. Yearly cost:
( oo} $90,000
ccce 36,000
ccs 24,000
3. ECC workers {$800 per each per monthn)
a. Monthly cost:
CCcN 6 wkrs € $800 = $4,800 + U450 overtime = $5,250
cce 5 wkrs @ $800 = $4,000 + 400 overtime = 34,400
Cces 6 wkrs @ $800 = $4,800 + 450 overtime = $5,250
b. Yearly cost:
CCN $63,000 + 105 = $69,300
cce $52,800 + 10% = $57,000
C ces $63,000 + 10% = $69,300
4, VNAF Aircraft (H-34, U-17, C-47, C-119)
a. lonthly cost:
CCN $30,000
cce 0
CCs $1,500
b. Yearly cost-
cen $360,000 + 10% = $396,000
cce 0
CCs $18,000 + 105 = 519,800
~
~
TOP SECRET B-p-87
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. Lezap.tLlaztu.sr C©i contracts=a s5erv_cas

(o)
Cuzma Airiln:ss $ 90,905
ECC Worrkers . 69, 300
VNAF Pzlots 396,000
TOTAL $555,300
CCC:
China Alrlines $ 36,000
ECC Workers 57,000
VNAF Pilots 00,000
TOTAL $ 93,000
CCS.
China Airlines $ 54,000
ECC Workers 69,300
VNAF U-17 19,800
TOTAL $243,100
ToP SECRET B-r-88
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Quarvar: atd &ss£1ng not groe sy T58:v
hvellable

l 255 available, Quarters SLCEVH RSV
not avallable

Mess not avallable, 3005%H 2503w
Quarters available

Mess and Quarters 1504%VN 100%VN
available

OUTSIDE SCUTH VIETNAM

(_ wounts payable in US Dollars
~- third country currency eqguivalent)
Quarters and Messing not available $10.00 $ 5.50
Mess avallable, Quarters not avallable $ 6.25 $ 6.25
Mess not available, Quarters avallable $ 3.25 $ 3.25
Mess and quarters avallable $ 1.90 $ 1.90

¥A11 unused US currency of third country ecurrency in possession of non-
US persomnel will be turned in to US personnel prior to entry into South

Vietnam.

(

ANNEX T to Incl 1 to Ltr, MACSOG, 1 May 67, Subj

Manual, Part II(U)

TQB,?rfgf:’f

Yool 3

Civillan Personnel
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