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DESK OFFICER - a). Receive ineoming telegrams,
— separate by Division and
7 T ~ . Section, distribute.
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DIRECTOR < s SECTION ¢ ' DESK

HEAD OFFICER
Reviews, questions Reviews cases, : Initiate action, con-
as necessary, con- intervene, questioms, sult with Seetion Head,
sults/notifies - follow-up, consults/ prepare final disposition,
Director General as - notifies Director as terminate or send to
‘required _ - required . Section Head as per

established guidelines.

This procedure will free the:Seétion Head froﬁ the foutine_task of
sorting and distributing, yet keeps the Head informed through copies:
of telegram and continuous contact'with Senior Desk Officer. Permitsv
tﬁe Héad‘time for'adminiétrativé duties, staffAdevelopment, involvement
in sensitivé cases, deaiihg,with the présé énd various other indi?iduals
seeking information on specific sifuations or incidents. The éenior
Desk Officer could also maintain some form of 'Case Reéord' that would
provide thevSectibn Head,qr’Diréctor with a running record of stage of
progress or settlement of each case, thus providing'a synopéis, in a
central location, which would be sufficieﬁt,to answer'foutine questiohs.
Desk_officérs are currently maintaining similar progress notéé fpr their
own use therefore the introduction of a formal procedure would nof repre-

sent additional work. The Senior Desk Officer would be in a position




