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the procurement of furnishings and equipment for chanceries, official 
residences

and staff accommodations, including major schemes of interior design for new

premises. The division is also responsible for administering the procurement,

operation and maintenance and replacement of all motor vehicles used in depart-
mental operations and for the maintenance of third-party liability insurance

coverage on all Federal Government vehicles in use outside Canada except purely

military vehicles. The division administers a Stores and Shipping Depot, which

provides bulk requirements of office stationery, supplies and equipment 
for

posts. It also administers the removal regulations on the transportation and/or

storage of personal effects of staff on posting abroad.

The Property Management Division is responsible for the provision, main-

tenance and operation of real property at posts abroad for chanceries, official

residences and staff, under government leases or ownership. The division acquires

sites for the design and construction of new buildings, or purchases and alters

existing buildings in accordance with established priorities and budgetary limit-

ations. Government-owned and -leased accommodation is maintained and operated by

the division and periodic site visits are made abroad by technical officers in

connection with operating and capital projects. A record of all properties,

building plans, site surveys and leases is maintained.

The Organization and Methods Division is responsible for the improvement

of administrative practices and operational techniques throughout the Department

and for promoting the efficiency and effectiveness of all activities. To

accomplish these purposes, it provides professional advice to senior management

and heads of divisions by conducting formal and comprehensive studies 
of all

phases of administrative activity, preparing relevant reports and 
assisting, as

necessary, in the implementation of recommendation>s, and by providing a day-to-

day ad hoc advisory service to line officers to help 
solve problems of lesser

scope. These studies or projects cover such areas as organizational 
structure,

systems and procedures, office mechanization, office layout, 
management reports,

and work measurement. The division also provides a continuing program for the

improvement of departmental forms.

The Communications and InformainSsesBac cons ists of the

Records Management Division, the Telecommunications Division, 
the Informa-

tion Systems Division and the Departmental Library.

The Telecommunications Division is responsible for the 
administration and

operation of the Canadian diplomatic communication 
system, which provides for

the despatch and receipt of messages by telegram, teletype, 
telex, diplomatic

courier and diplomatic mail facilities between Ottawa and 
posts abroad. It also

arranges for the provision of telephone service at headquarters 
and at posts,

conducts training courses for communicators, technicians 
and other departmental

personnel and is responsible for buying, leasing and maintaining all 
equipment

used in the system. The division carries out liaison with other departments

and agencies that employ these facilities.

The Records Management Division is charged with the custody and management

of departmenta records. It is resn sible for opening and distributing all


