
OTHER ADMINISTRATIVE OFFICE SERVICES 

Administrative supporting elements are required at the 

laboratory in every area of office management; namely, procure

ment and supply, budget control, personnel, and general admin

istration. 

The administrative staff is organized to relieve the 

scientific and professional staff of all routine administrative re

sponsibility. 

August 6, 1959 



InvEsti~tion: Adminietrative Servioea 
Biologicdl L2boratory: Woods Hole. Mass. 
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Sheet No.1 

u. S. Fish ilnd "Tildlife Service 
Bure~u of Commerci21 Fisheries 

Rcscctrch Project Outline-

Loc"tion: Woods Hole, Hass. 
]atc: August 6" 1959 
Filo No. 

Titlo of Project: __ Other AdFjn~strat;on Office Services 

L"1vestigt'.tion Title : ___ " _________________________ _ 

InvestigQti0n Chief: ________________________________________________________ __ 

Project Leader: ______ ~--.----------------~~~------------------~~~------N::Ulw Title Gr1de 

Assist(,lnts: (Title nnd Grncle) 

Colln.borators: 

Need for Info~~tion: 

Ob.iccti vo: All adm:Li1istrat::ve services for the entire staff (scientific and 
operat.ional) including manuscript typing, photographic and 
drafting serviceso Director1s salary included in this budget. 

Method of Procedure: 

Phase 1: 

Phase 2: 

Includes salaries of all clerks and stenographers not 
directly assiGned to a project, all purchasing, 
personnel work, reports and manuscript typingo 



Method of Prncclurc: (C 'nt I d) 

Ph1.SF 3: 

Estirn:'tC'l Ci2t.S: 

Pcrp,c:n:-l S'crv4 cc:s 
~~C:c' Ex~xnJc::::: 
Fithin i?rrcjcct 

Rogimo.l Office 
P'l.shington Office 

FY 1959_ 

20.1 

37,6 

499.1 

:F'Y 1960 py 1961 

20.8 

50.6 

------

RcccIm:lCn'led S:-:urc2 cf Func.:s ______ ~--.:-:.--~_::__-~-~_,.,:___:_~-_:_-~----
(S-K, hc::;ul".T', Cnntr"_but,d, etc.) 

;.P.t-oJoct. j'Y 

Rocowrnended by: Dc.te 
Oriein2tor ____________________________ __ 

Inv(stig:',tion Chief Vincent A. Macksey 

L'l.bord ory DirE c tor ....,j"Hl.>;eu.rJ..hu;;ei.lort:.JJ_.JlWUl.~Gr:..L5ilp.;i,lbiija~m~ _________ ~ ___ _ 

Regiono.l Dire ctor _____________________ , 

Br~nch Chiof _________________________ _ 
A pprovcc'l. by: 

Dhi.s ~~_on Chicf ~~'or Director ----------

Rerrrks 

(ContinuE rm re7crsc d.:1a) 
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