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• SDPA FIELD OFFICES AND BOUNDARIES -. 1951-2 

Region I -

Region II 

Region III 

Region IV 

and District 

Region V -

Mississippi 

Region VI 

Region VII 

Region VIII 

Montana 

Region IX 

Region X -

Region XI 

Region XII 

Region XIII 

Boston - All New England States 

- New York - New York and New Jersey 

- Philadelphia - Pennsylvania and Delaware 

- Richmond - Virginia, West Virginia, Maryland, North Carolina 

of Columbia 

Atlanta - Tennessee, South Carolina, Georgia, Alabama, 

and Florida 

- Cleveland - Ohio, Kentucky and Michigan 

- Chicago - Illinois, Wisconsin and Indiana 

- Minneapolis - Minnesota, North Dakota, South Dakota and 

- Kansas City - Missouri, Kansas, Iowa and Nebraska 

Dallas - Texas, Oklahoma, Arkansas and Louisiana 

- Denver - Colorado, Wyoming, Utah and New Mexico 

- San Francisco - California, Nevada and Arizona 

- Seattle - Washington, Oregon and Idaho 
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• SBA FIELD OFFICES AND BOUNDARIES - 1953 

Region 1. Boston covering Maine, New Hampshire, Vennont, Rhode Island, 

Massachusetts and Connecticut (except Fairfield County). 

Region 2. New York covering New York, Fairfield County, Connecticut and 

New Jersey (except counties of Atlanta, Burlington, Camden, Cape May, 

Cumberland, Gloucester, Mercer, ·ocean and Salem). 

Branch Office: Buffalo, New York 

Region 3. Philadelphia covering Pennsylvania, Delaware, and counties of 

New Jersey: Mercer, Ocean, Burlington, Camden, Gloucester, Atlanta, 

Salem, Cumberland and Cape May. 

Branch Office: Pittsburgh 

Region 4. Richmond, Virginia covering Virginia, D. C., Maryland, North 

Carolina and West Virginia. 

Branch Office: Baltimore 

Region 5. Atlanta covering Georgia, Alabama, Florida, Mississippi, South 

Carolina, Tennessee, Puerto Rico and Virgin Islands. 

Branch Offices: Birmingham, Alabama 

Nashville, Tennessee 

Region 6. Cleveland covering Ohio, Kentucky and Michigan. 

Branch Offices: Cincinnati, Ohio; Detroit, Michigan 

Region 7. Chicago covering Illinois, Indiana and Wisconsin. 

Branch Offices: Indianapolis, Indiana; Madison, Wisconsin 

~egion 8. Minneapolis, Minnesota covering Minnesota, Montana, North 

Dakota and South Dakota. 

Branch Office: Helena, Montana 

-·--- -
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Region 9. Kansas City covering Missouri, Iowa, Kansas and Nebraska. 

Branch Offices: Davenport, Iowa; Omaha, Nebraska; St. Louis, 

Missouri 

Region 10. Dallas covering Texas, Arkansas, Louisiana and Oklahoma. 

Branch Offices: Houston, Texas; New Orleans, Louisiana; 

Oklahoma City, Oklahoma 

Region 11. Denver covering Colorado, New Mexico, Utah and Wyoming. 

Region 12. San Francisco, California covering Nevada(except Clark County; 

the Territory of Hawaii, and California except the following counties: 

Imperial, Inyo, Los Angeles, Orange, Riverside, San Bernardino, San Diego, 

Santa Barbara and Ventura). 

Region 13. Seattle covering Washington, Idaho, Oregon and the Territory 

of Alaska. 

Branch Office: Portland, Oregon 

Region 14. Los Angeles covering all of Arizona, Clark County, Nevada, 

and the following counties of California: Imperial, Inyo, Los Angeles, 

Orange, Riverside, San Bernardino, San Diego, Santa Barbara and Ventura. 
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I TN-100-397 
SBA-fOO SMALL BUSINESS ADMINISTRATION 
Chapter I - Section 104 

LOAN POLICY BOARD 

Members, all ex-<:>lficlo, consist of: 1be Administrator, as Chairman, 
the Secrela ry of the Treasury, and the Secrelary of Commerce. Either of 
the said Seerelarles may desiQnale an officer of his Oepar-nt, who has 
been appoln led by the President by and with the advice and consent of 
the Senate, to act in his stead as a meri>er of the Loan Polley Board with 
respect to any matter ex matters. The Loan Policy Board shall establish 
qeneral polldes (particularly with reference to the public interest Involved 
in the grant Ing and denial of applications for financial assistance by SBA 
and with relerence to the coordination al the lwictlons of SBA with other 
activities and policies of the Government) which shall QOvem the (1tantlng 
and denial of applications lex financial assistance by SBA wider the Small 
Business Act. 

NATIONAL SMALL BUSINESS ADVISORY COUNCIL ADMINISTRATOR 

Under general direction of the President, serves as Administrator. De-
tennlnes policy and directs programs to aid and protect small business. 
Serves as Chairnan of the Loan Policy Board. Authorizes direct ex partic-
lpatiai loans to small business; authorizes catastrophe relief loans and 
loana to small businesses which have sustained certain economic Injury. 
Consults with Federal, State and local agencies In behalf of small bus!-
ness Interests in the national economy. Reports to the President and 
Congress on agency program accampllshments and problems. Under 
authority delegated by the Secretary of Co111111erce, financial,administers 
investment, technical and nanagerial programs authorized by the Area 
Redevelopment Act. 

The Small Business Advisory Council 111Nta with the .A.dmlnistratcx 
and assists in the development, execution midevaluationof present ex 
proposed SBA programs. All council functions en purely adv!sexy and 
all determinations of actions to be taken are made solely by th e reapon­
sible SBA officials. The membership consists of a nQUonalrepresenta­-- lion of outstanding persons, representative of midsympathetic to small 
business, who are predominantly businessmen enQC11111(1 operation 

I 

In the 
of smoll business concerns. It also includes persona actively enQCMJed 
In business, finance, the professions and QOVernment whoae knowledge 
of and interest in the problems of small business enable themto makea 
substantial contribution to the activities of the advisory board. All 
members are selected and appointed by the Admlniatratcx and serve at 
his pleas .. e and without compensation. The Administrator la Chairman 
of the Council and appoints SBA officials to serve as Ila Secre lary and 
as Chairnan of each committee. 

EXECUTIVEADMINISTRATORI I 
OFFICE OF GENERAL COlMSEL 

SIZEAPPEALS 80ARO 
Reviews size appeals cases and makes recommendations to the Administrator. 

OFFICE OF ECONOMIC ADVISER OFFICE OF PUBLIC INFORMATIOH 

OFFICE OF AUDITS OFFICE OF FOREIGN TRADE. 

I I I I 
DEPUTY ADMINISTRATOR DEPUTY ADMINISTRATOR 

FOR FINAHOAL ASSISTANCE FOR INVESTMENT 

Directs and coordinates SBA financial Directs, coordinates and administers the 
assistance programs. Directs development of Smoll Business Investment Company and Devel-
policies and programs of lending and finonclal oprnent Company Programs. Recommends to the 
c.s:,unseling. Recommends to the Administrator Administrator changes In policy requiring his 
changes in policy requiring approval of Loon approval. Issues licenses to small business in-
Policy Board. Directs the development of vestment companies and approves requests for 
lending and financial counseling programs and the purchase of debentures of small business 
technical procedures for use in field oillces. investment companies. Approves or declines 
Talces appropriate loan actions. Serves as a applications lex loans from small business in-
member of the Size Appeals Board. Reviews vestment companies and state and local devel-
Financial Assistance operations and initiates opment companies. Directs the development of 
corrective policies when required. Directs a procedures for the regulation of small business 
program for the appraisol of collateral offered 

~ 
Investment companies, and administers the in-

as security on SBA loans and with respect to vestigatlon and prosecuting activities involved 
servicing Clld liquidation. Directs lending Wider sections 309 and 310 of the Small Busi-· 
phases of the ARA program. ness Investment Act of 1958, as amended. 

Serves as a memberof the Size Appeals Board. 

ASSISTANTADMINISTRATOR REGIONAL OFFICES FOR ADMINISTRATION 

Directs and coordinates the administrative management activities of SBA. Responsible lex the administration of financial, investment, procurement, 

Represents SBA in negotiations with Bureau of the Budget, Congressional 
production, disposal, research and development, managerial, and other assiQned 
assistance programs at the field level wider the technical dlrection of the Wash- STATE AHO REGIONAL 

Committees, GAO, Treasury and others in financial matters. Directs admin-
lngton office. Recommends changes in programs or policy, and proposes new --- ADVISORY COlMOLS 

istrative operations of SBA Washington and field offices, and conducts inter-
agency negotiations involving administrative policy and procedure. Coordi- programs based upon developments in the region which affect small business. 

notes SBA activities wider the civil defense and defense mobilization program. 
Reiresents the Agency by maintaininQ contacts and cooperating with volwitary 
business iress, radio, professional, educational, and other organizations and 
with Federal and State aQencles. Directs operations under the ARA program. Approved: Eugene P. Foley, Admlnis 
Provides advice and assistance to small business concerns on foreign trade. October 21, 1963 

BRANCHOFFICES 

Chart la 

DEPUTY ADMINISTRATOR 
FOR PROCUREMENT ASSISTANCE 

Directs and coordinates SBA procurement, 
propertydisposal, sub-contracting, COC and 
facilities inventory programs. Develops policies 
and presents proposals to Administrator. Di-
reels the development of procedures lex guidonce 
of field offices. Conducts negotiations on pro-
posed programs and policy. Represents SBA 
on interagency committees. Reviews reports and 
initiates corrective policies when necessary. Di-
rects a program to assure that small business 
concerns will be afforded equal opportunity to 
utilize facilities which will be made available 
and to act as suppliers to the operators of the 
new satellite commwiicatlons system. Serves 
as a member of the Size Appeals Board. 

DEPUTY Am.lNISTRA TOR 
FOR MANAGEMENT ASSISTANCE 

Directs and coordinates the SBA general 
management,marketing, and technical assist-
ance programs. Develops policies and presents 
~am proposalsto the Administrator. DI-
rects development of procedures for the guidance 
of SBA WashlngtCll and lie Id offices in the ad-
ministration of programsof assistance to small 
business concerns tl..-ou~ co .. ses; conferences; 
workshop study aroups, publications, new prod-
uct development, .and general business advisory 
services and activities. Workswith private 
educational institutions, professionaland trade 
associations and larger business firms in the 
promotion of counseling assistance to small 
business firms. Serves as member of Size 
Appeal Board. 

trator 



TN-100-397 
SBA-100 
Chapter I - Section 104 

ADMINISTRATOR 

EXECUTIVE ADMINISTRATOR 

Assists the Administrator in the administra­
tion of SBA programs by coordinating program and 
administrative operations, representing the Admin­
istrator or participating in negotiations and con­
tacts with other Government agencies on matters 
affecting SBA, and reviewing and acting on non­
policy matters for the Administrator. Coordinates 
operations, hearings and other activities under 
Administrative Procedure Act. Serves as Acting 
Administrator. 

Approved: Eugene P. Foley, Administrator 
Chart lb October 21, 1963 



TN-100-397 
'V 

SBA-100 
Chal).ter I - Section 104 

ADMINISTRATOR 

SPECIAL ASSIST ANT 
FOR AREA REDEVELOPMENT 

Plans, coordinates and directs all technical phases of the ARA program 
delegated to SBA by the Secretary of Commerce. 

Provides technical direction to regional offices in the making of, I!larket­
ing, production and other feasibility studies and appraisals of collateral. 

Represents SBA in contacts with State and local agencies and the Area 
Redevelopment Administration. 

Reviews the effectiveness of operations under the ARA program delegated·. 
to SBA, and makes recommendations to the Administrator and officials in ARA 
for improving operations under the program. 

Compiles reports for the Administrator and ARA on operations under the 
program. 

Approved: Eugene P. Foley, Administrator 
Chart le October 21, 1963 



TN-100-397 
SBA-100 
Chapter I- Section 104 

ADMINISTRATOR 

OFF ICE OF GENERAL COUNSEL 

Analyzes and interprets legislation, regulations and orders 
relating to the operation of SBA. Advises the Administrator 
and other officials as to the legal aspects of the development 
and execution of policies and programs. Negotia.tes with Gov­
ernment agencies as to the legal aspects of matters pertaining 
to responsibilities of SBA, and drafts resultant agreements. 
Develops legal theories incorporated in requests of the Comp­
troller General or to other Government agencies for decisions 
in matters of interest to small business. 

Gives legal counsel and drafts legal instruments for the 
development of policies, operating procedures and inter-agency 
agreements relating to the financial, investment, technical and 
procurement assistance programs, including the providing of 
funds in connection with small business research and manage­
ment counseling. Determines eligibility of applicants for 
assistance from SBA. Advises with respect to servicing and 
liquidation of loans and assists and participates with the De­
partment of Justice in litigation arising from delinquent loans, 
criminal matters, and other SBA program activities. 

Provides legal advice in the formation of defense pro­
duction pools and research and development pools. Reviews 
legislative proposals affecting small business and develops 
recommendations for the Bureau of the Budget and Congression­
al Committees; prepares legislative proposals relating to SBA; 
and develops reports for Congressional hearings or the Office 
of the President. Prepares documents for publication in the 
Federal Register, and is responsible for interpreting the 
Administrative Procedure Act. Serves as Chairman of the Size 
Appeals Board. 

Approved: Eugene P. Foley, Administrator 
Chart 2 October 21, 1963 
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'TN-100-397 
SBA-100 OFFICE OF GENERAL COUNSEL 
Chapter I - Section 104 

I 

• 

-

PROCUREMENT, INTER-AGENCY AND ADMINISTRATIVE DIVISION 

Is responsible for the legal aspects of policies and procedures relating to the procurement, 
technical, and management assistance programs of the Agency. 

Provides legal counsel in connection with the administration of the Agency, including fiscal, 
personnel, contractual and other problems of an administrative nature. 

Serves as liaison with the Federal Register and prepares documents for publication therein. 
Interprets the Administrative Procedure Act as it applies to the Agency other than for purposes of 
the Small Business Investment Act of 1958. 

Is responsible for all legal functions of the Agency relating to the development and execu­
tion of the Agency's Advocacy activities. 

Provides legal counsel to the Agency's Size Appeals Board and legal advice in connection 
with the admini_stration of the Agency's small business size standards. 

LEGAL INVESTMENT DIVISION 

Advises operating officials in the development of policies, regulations, and oper­
ating instructions relating to Agency programs under the Small Business Investment Act 

• of 1958. 
Provides legal advice with respect to the granting of licenses to small business in­

vestment companies and the regulation of such companies. 
Advises with respect to loans to small business investment companies and loans to 

State and local development companies. 
Prepares legal documents in connection with the licensing of small business invest-

ment companies, the purchase of subordinated debentures of investment companies, and 
the making and servicing of loans to investment and development companies. 

Responsible for interpreting requirements of the Administrative Procedure Act appli­
cable to the Small Loan Investment Act of 1958. 

Maintains liaison with the Department of Justice, the Securities and Exchange Com­
mission, the Internal Revenue Service, Department of Commerce, Federal Reserve Board, 
and ot,her Government agencies on legal matters relating to the investment program. 

-

LEGISLATIVE DIVISION 

Reviews all legislation or legislative, proposals affecting the interests of small business or 
the operations of SBA. 

Prepares legislative proposals relating to the interests of small business or to the functions 

- Approved: Eugene P. Foley, Administrator 
Prepares statements and reports for Congressional hearings and Committees and the Bureau 

ofSBA. 
October 21, 1963 

of the Budget respecting such legislative matters; and prepares answers to all inquiries relating 
thereto. 

Prepares SBA summary of the Congressional Record. Chart 2a 

LOAN DIVISION 

Provides legal counsel to Agency officials in the development of policies and operating pro­
cedures relating to the financial assistance programs under Section 7 of the Small Business Act, 
and in connection with appropriate activities under the Area Redevelopment Act. 

Advises with respect to legal problems arising in connection with individual loan applica­
tions, loan disbursements, and administration and servicing of current loans, and determines legal 
action necessary to protect the Administration's interest in such loans. 

Renders opinions interpreting Small Business Act, Regulations and Loan Policy Statement, 
especially loan eligibility requirements involving novel and complex situations. Advises Field 
Counsel of current eligibility determinations by compiling monthly digest of eligibility opinions. 

Analyzes and comments on proposed new loan programs and procedures within existing legis­
lative authority, and also on new legislative lending proposals. 

Participates in drofting, reviewing and revising standard SBA loan forms. Participates in 
drafting, reviewing and revising of SBA financial assistance manuals and other instructional mem­
oranda, bulletins and publications. 

Prepares for publication in Federal Register revisions in Loan Policy Statement, official 
Declarations of Disaster Area and official statements involving group corporation loans. 

Reviews and evaluates security information under financial assistance and investment pro­
grams. 

Continuous review and liaison with regional counsel and their staffs concerning field legal 
operations within loan division jurisdiction. 

Maintains liaison with Department of Agriculture, Department of Justice, Housing and Home 
Finance Agency, and other Government agencies on legal matters relating to the loan programs. 

LIQUIOA TION ANO LITIGATION DIVISION 

Advises and counsels operating officials with respect to legal action to be taken in 
connection with the servicing and collection of loans and investments. Acts as liaison 
with the Department of Justice and with all field offices on civil litigation and criminal 
matters. Refers to the Department of Justice for collection and other action to protect 
interests of SBA, delinquent loans and all other civil litigation. Refers to the Depart­
ment of Justice for appropriate action any evidence indicating a criminal violation of the 
Small Business Act, the Small Business Investment Act of 1958 or the Criminal Code of 
the United States. Prepares cases for submission to the Department of Justice for litiga­
tion or prosecution, obtaining and evaluating evidence, conducting pre-trial interviews 
and investigations, and actively assisting United States Attorneys in the trial of cases, 
whenever necessary or requested. Advises Administrator, operating officials and field 
offices with respect to all matters involving subpoenas and disclosure of information. 
Collaborates with the Security & Investigations Division with respect to any improper 
activities by representatives of borrowers, being responsible for the conduct of any dis­
barment proceedings which may be instituted as a result of such misconduct. Partici­
pates with the other divisions of the Office of the General Counsel with respect to any 
problems in the above categories which arise in connection with their functions and 
activities. 



REGULATIONS AND COMPLIANCE BRANCH 

Prepares in cooperation with the Investment Division proposed and final regulations 
under the Act in accordance with the Administrative Procedure Act covering the operation 
of small business investment companies. Also prepares the regulations for borrowings by 
State and local development comparues. 

Provides legal advice and opinions to the Investment Division on matters relating to 
compliance and enforcement activities arising under the Act; and talces appropriate legal 
action with respect thereto. Conducts field investigations on legal matters involving com­
pliance. 

"'-

TN-100-397- OFFICE OF GEN. COUNSEL 
SBA-100 
Chapter I - Section 104 

LEGAL INVESTMENT DIVISION PROCUREMENT, INTER-AGENCY AND ADMINISTRATIVE DIVISION 

I I 

INTER-AGENCY BRANCH 

Is responsible for the legal aspects of SBA 's activities before other Federal agencies on be­
half of the small business community. Conducts legal investigation, research, and analysis in 
determining the effect of the programs and regulations of such agencies on small business. With 
technical advice from program officials, develops written or oral presentation of SSA's position. 
Represents SBA at inter-agency-industrial conferences, agency hearings, and court proceedings. 

PROCUREMENT AND ADMINISTRATIVE BRANCH 

Provides legal counsel to Agency officials in the development of policies, interagency agree­
ments and operating procedures relating to the procurement and technical assistance programs, in­
cluding small business subcontracting, research and development program, foreign trade, products 
assistance, certificates of competency, joint determinations, set-asides, small business manage­
ment and research assistance, size standards, and size appeals programs. 

Analyzes regulations and policies of civilian and military procurement agencies for the de­
velopment of proposals for changes therein to assist small businesses. 

Drafts legal instruments necessary to the taking by SBA of Government prime contracts and 
awarding of subcontracts. 

Provides legal advice in the fonnation of defense production pools and research and develop­
ment pools. 

Participates in legal aspects of interagency activities designed to assist small business 
participation in Government procurement as prime and subcontractors. 

Renders assistance to small business concerns in their dealings with Government procure-
ment officials. 

Reviews a_nd forwards to appropriate Federal agencies, for appropriate action, information 
concerning activities detrimental to small business concerns. 

Advises and assists Agency officials in the development of policies and procedures relating 
to administrative functions of the Agency and the solution of fiscnl, personnel, contractual, and 
other administrative problems. 

Prepares documents for publication in the Federal Register, and except with respect to the 
Small Business Investment Act of 1958, is responsible for interpreting the requirements of the 
Administrative Procedure Act. 

Provides legal counsel to Agency officials in the development of policies and operating pro­
cedures relating to the providing of funds in connection with small business research and coun­
seling. 

LICENSING AND OPERATION BRANCH 

Reviews all License Applications and submits legal memoranda to the Investment 
Division as to compliance with the Act, Regulations, Bulletin Items, and established 
policy. Reviews Regional Counsel opinions regarding State or local law affecting such -applications. 

Renders legal opinions and interpretations involving the Act, Regulations, and oper-
ations. 

Responsible for the drafting of all legal documents evidencing the purchase of sub-
ordinated debentures and notes under Sections 3)2 and 303 of the Act. Renders legal 
opinions to the Investment Division regarding the legal sufficiency and terms thereof and 
gives legal clearance thereto. 

DEVELOPMENTCOMPANIES BRANCH 

Is responsible for legal matters involving loans to State and local development com-
ponies. Reviews opinions of Regional Counsel with respect to the eligibility of State 
and local development companies and as to the arrangement between the development 
companies and as to the arrangement between the development company and the small 
business concern. Reviews and finalizes loan authorizations, involving collateral, use 
of proceeds, disbursement, and other matters under the Act and Regulations. 

Advises and assists in the preparation of enabling State legislation in connection - with State development companies, to assure eligibility under Title V of the Act. Pro-
vides legal advice with respect to the formation of State and local development com-
ponies, to assure eligibility for financial assistance from SBA under the Act. 

Provides legal services in connection with Investment Division activities involving 
the Area Redevelopment Act. 

-

..-

Approved: Eugene P. Foley, Administrator 
Chart 2b October 21, 1963 



TN-100-397 
SBA-100 ADMINISTRATOR 
Chapter I - Section 104 

OFFICE OF ECONOMIC ADVISER 

The Office of Economic Adviser provides the focus for re­
search in the dynamics of small business in its particular, as 
well as in its general, economic environment. Analyzes the 
economic effects of SBA activities and advises the Administra­
tor concerning legislative requirements, policy and program di­
rections necessary to enable SBA to accomplish the objectives 
expressed by the Congress in the several small business acts. 
Makes continuing studies and analyses of small firms and the 
competitive factors affecting them in the separate sectors of 
the economy both from current and long-run prospectives. Con­
ducts industry and environmental studies of economic changes 
which are likely to lead either to growth or decline of small 
firms. At the request of other Offices of SBA conducts research 
on specific problems. 

When requested gathers and evaluates size information and 

suggests changes in size standards which will reflect changes 
in the separate size structures of the different segments of the 
economy. Directs research required to advise the Administrator 
concerning the effect of economic conditions on funds required 
by the Agency to meet financing demands of small business. 

Conducts economic and statistical research showing the 
position of small business in any time period, and the impact 
of SBA policies and programs on small business, for inclusion 
in the reports to Congress, the President, Federal agencies 
and the public. Conducts technical negotiations for studies 
on competitive factors affecting small business authorized by 
Section S(c) of the Small Business Act, as amended. 

Directs the SBA small business size standards program, 
and conducts a program essential to the definition of small 
business. 

I I 
RESEARCH STUDIES DIVISION 

Conducts or contracts for special 
studies and anlyses of ( 1) economic 

changes which are likely to lead either 
to growth or decline of small firms; (2) 

environmental factors, trade practices 
and other industry aspects that affect 
well-being of small firms; (3) new man­
agerial, technical, financial tools and 
techniques that will benefit small firms, 
and (4) other specific problems at re­
quest of other SBA offices. Administers 
research contracts and publishes results. 

PROGRAM EVALUATION DIVISION 

Analyzes the economic and social 
effects of SBA activities and advises 

the Administrator concerning long-term 
legislative requirements, policy and pro­
gram directives. Directs research re­
quired to determine the effect of economic 
conditions on funds required by the Agency 
to meet financing demands of small busi­
ness. Plans programs to meet anticipated 
long-range needs of small business. Pre­
pares reports on status of small business 
in the American economy to the President, 
Congress, Federal agencies, SBA Admin­
istrator, and the public. 

SIZE STANDARDS DIVISION 

Directs, coordinates and administers 
all SBA small business size standards pro­

grams. Coordinates a program essential to 
making a detailed definition of small busi­
ness and conducts industry hearings per­
taining to size matters. Develops and 
recommends small business size standards 
to the Economic Adviser for promulgation. 

• Determines the size status of business 
concerns which may or may not receive 
direct or indirect assistance from SBA. 
Interprets size regulations, definitions 
and criteria, and advises and issues de­
terminations to Washington and field 
officials on size programs. Appears be­
fore the SBA Size Appeals Board to pre­
sent views on size determinations made 
by the Small Business Size Standards 
Division. 

Approved: Eugene P. Foley, Administrator 

Chart 3 October 21, 1963 



TN-100-397 

SBA-100 
Chapter I - Section 104 

I 
FINANCIAL AUDIT DIVISION 

Plans, coordinates and directs a comprehen­
sive audit program designed to provide an inde­

pendent revieVJ of the adequacy and effectiveness 
of the Agency's financial policies, procedures and 
operations, and prepares reports thereon for the 
use of appropriate Agency officials. 

Evaluates the adequacy and suitability of 
policies and procedures and makes recommenda­
tions to the Director with respect to their improve­
ment, taking into consideration all applicable 
laws, regulations and prescribed procedures of 
SBA and other Government agencies such as the 
General Accounting Office, Bureau of the Budget, 
Treasury Department, etc. 

Plans and directs comprehensive audits of 
the Washington, regional and branch offices and 
reports on the adequacy of financial and account­
ing policies, procedures and operations of these 
offices. 

Plans and administers an external audit pro­
gram. Directs comprehensive site audits of books, 
accounts and records of applicants, borrowers, 
small business investment companies, contrac­
tors, subcontractors, and others, using accepted 
accounting and auditing techniques of recognized 
professional standards 

Represents the Agency in contacts with the 
General Accounting Office on all audit matters. 

OFFICE OF AUDITS 

Plans and directs comprehensive dudit, pro­
gram analysis and investigations programs for the 
Agency. Reports to the Administrator, and pro-

gram and administrative officials findings result-
ing from audits, inspections and investigations 
and makes recommenda lion to these officials for 
changes in policies and procedures for the im­
provement of programs of assistance to small busi­
ness and improvements in the administrative opera­
tions of the Agency. Works with the General Coun­
sel on matters requiring legal review. Directs the 
physical and personnel security program for the 
Agency. 

PROGRAM AUDIT DIVISION 

Develops and conducts systematic analyses 
and evaluations of the technical programs in the 

field offices to determine their effectiveness, con­
formance to Agency policy and to determine wheth­
er program operations are meeting established ob­
jectives. Reviews the continuing need for exist­
ing programs and recommends such changes or new 

programs as are found to be required for more com­
plete and effective Agency service to small busi­
ness. Reviews the emphasis placed upon specific 

programs and program phases by field offices in 
relation to the needs of small business of the area 
and recommends changes found necessary in pro­
gram emphasis for maximum effectiveness. Col -
laborates with Washington program officials in 
planning new programs and advises on policy 
developments, keeping them informed of program 
problems and trends in the field offices and the 
effect of new programs and policies. Provides 
staff assistance by counseling and advising 
with field officials on established policies and 

program objectives. Conducts special studies 

of technical program areas as requested by Wash­
ington officials. Coordinates all matters result­
ing from field inspections with the appropriate 
program and staff offices. 

I 
INVESTIGATIONS DIVISION 

Formulates and recommends policies, plans 
and procedures for the development and conduct 
of inves ligation programs of the Agency. Directs 
the execution of personnel and physical security 
programs, Conducts investigations of violation 
or alleged violation of any criminal provision of 
Federal or State law by any applicant for or re­
cipient of assistance under all SBA programs. 
Conducts investigations relating to employee 
matters, character and suitubi li ty of loan appli­

cants, fee counsel, advisory board applicants, 
and council of consultant applicants. Conducts 

character investigations on officials of proposed 
Small Business Investment Companies. Investi­
gates violations or alleged violations of the fraud 
provisions of the Small Business Act and the 
Small Business Investment Act. Conducts other 
investigations as requested by the Administrator 
or other Agency officals. Reviews and analyzes 
case files of investigative agencies. Makes re­
quired reports on all investigations conducted. 
Develops and maintains liaison with Federal 
Bureau of Investigation, Civil Service Commis­
sion and other investigative agencies. Conducts 
joint investigat ons with other Government investi­
gative agencies. Coordinates and advises with 
the Office of General Counsel on all matters re­
quiring a legal review and interpretation of in­
vestigative facts and findings. 

Approved: Eugene P. Foley, Administrator 

Chart 4 October 21, 1963 



• 
TN-100-397 
SBA-100 
Chapter I - Section 104 

ADMINISTRATOR 

OFFICE OF PUBLIC INFORMATION 

Directs the preparation and issuance of current releases, background state­
ments, pamphlets and other informational materials to the public and to small 
business; maintains contact with newspapers, business press, trade associa­
tions, chambers of commerce and similar groups, for release of information re­
garding the policies and programs of the Agency. Acts for the Agency in the 
development and preparation of public statements and special reports. Directs 
a program for providing adequate public informational material to meet the needs 
as they arise at the local and regional level to further the programs and policies 
of the Agency. 

Approved: Eugene P. Foley, Administrator 
Chart 5 October 21, 1963 



• 
- TN-100-397 

SBA-100 
Chapter I - Section 104 

ADMINISTRATOR 

OFFICE OF FOREIGN TRADE 

In cooperation with the Department of Commerce, Export Import Bank and 
other departments and agencies of the Federal Government having responsibilities 
in the field of foreign trade, develops, fosters and stimulates interest of domestic 
small business concerns in foreign trade opportunities. 

SBA program activities and assistance to such concerns include development 
and coordination of foreign trade aspects in other SBA operating programs such 
as: financing, production, procurement, technical, investment and management 
assistance. It also includes the establishment of liaison with private organi­
zations, having an interest in foreign trade, in order to co-ordinate and effect 
Government and industry programs of assistance to small business. 

Approved: Eugene P. Foley, Administrator 
Chart 6 October 21, 1963 



DEPUTY ADMINISTRATOR FOR FINANCIAL ASSISTANCE 

TN-100-397 Directs and coordinates SBA financial assistance programs. Directs development of policies
SBA-100 and programs of lending and financial counseling .. Recommends to the Administrator changes in • 
Chapter I - Section 104 policy requiring approval of Loan Policy Board. Directs the development of lending and financial 

counseling programs and technical procedures for use in field offices. Takes appropriate loan 
actions. Reviews Financial Assistance operations and initiates corrective action when required. 
Directs a program for the appraisal of collateral offered as security on SBA loans and with respect 
to loan servicing and liquidation. Serves as a member of the Size Appeals Board. Directs lending 
phases of the ARA program. 

OFFICE OF LOAN PROCESSING 

Directs and administers policies and programs pertaining to the processing of loan applica­
tions, both business and disaster loans, new or special financial assistance programs, ARA-appli­
cations and COC credit analysis. Works with private financial _and state institutions to enable 
small business to achieve more self sufficiency. Acts as liaison with government agencies re­
sponsible for financing and credit policy. Approves or declines loan applications and amendments 
or modifications to authorizations for undisbursed or partially disbursed loans. Recommends new 
and revised practices and procedures relating to the making of business and disaster loans. Pro­
vides technical direction and coordination to the field offices in the administration and operation 
of the loan processing and related programs, including visits to field offices for review of per­
formance. Directs the post-audit of actions taken under delegated authority. 

OFFICE OF LOAN ADMINISTRATION 

Directs and administers policies and programs pertaining to the administration and servicing 
of SBA loans, including problem and delinquent loans, loans in liquidation, and the sale or dis­
posal of acquired assets. Participates with the Office of General Counsel and other SBA offices 
in the handling of problem and delinquent loans. Approves or declines amendments ox modifica­
tions to loan authorizations for loans fully disbursed. Provides technical direction and coordina­
tion to the field offices in the administration and operation of the loan administration and related 
programs. Recommends new or revised policies and procedures for the administration and collec­
tion ot loans. Maintains contact with banks, insurance companies and other financial institutions 
to develop a market for SBA loans, mortgages, securities, real estate and other assets. 

-

OFFICE OF LOAN APPRAISALS 

- Develops and establishes policies, plans, and operating instructions for the administration of 
technical evaluation and api:raisals of physical properties representing loan collateral of specific 
loan applications and with respect to loan servicing and loan liquidations. 

Establishes standards and procedures for regional offices to conduct loan api:r01sals and to 

OFFICE OF FINANCIAL SERVICES 

Prepares and coordinates the Financial Assistance and other Manual instructions relating to 
the financial assistance i:rogram. Recommends and develops other instructional notices and pre­
pares reports to the field offices regarding the financial assistance i:rogram. Coordinates the 
disaster loan i:rogram, including the analysis of reports of catastrophies for the purpose of recom­
mending the declaration of disaster areas, establishing and staffing disaster field offices, and 
coordinating SBA activities with other Federal ans State agencies. Determines eligibility of loan 
applicants on the basis of established criteria and previous rulings. Conducts necessary research 
and plans for the development of new or special financial assistance programs or program revision. 
Initiates studies and analyses, or reviews reports or studies made by other organizational units, 
of FA operations both in Washington and the field, and makes recommendations for changes in 
policy, program emphasis, staffing, procedures and credit standards. Develops and administers 
the program, workload and work measurement reporting systems. Coordinates follow-up ach_ons 
and replies on reports of audit examinations of the financial assistance program in field offices. 
Prepares material and reports for Congressional hearings on operations of Financial Assistance 
Program and handles all Congressional and.White House correspondence relating to the financial 
assistance program. Coordinates drafts of information for inclusion in annual report. Cooperates 
with Office of Information in preparation of booklets, pamphlets and other publications describing 
the various loan i:rograms, and reviews management research studies on the financial assistance 
program. Coordinates with the Office of Budget the preparation of budget estimates and justifica­
tions. Coordinates with the Office of Personnel all personnel matters of the office. Handles all 
travel and other administrative matters for the offices of Financial Assistance. Participates with 
Office of Personnel in developing training programs and in carrying out approved training programs·. 
Maintains controls and files for loan applications. 

make technical evaluations of physical properties representing loan collateral. 
Develops, coordinates, and executes plans and procedures that will assure adequate and 

appropriate basic data necessary for arriving at technical evaluations and defining and delimiting 
of essential factors which enter into a loan appraisal, including but not limited to: (a) cost; 
(b) net book value; (c) replacement cost; (d) appraised value; (e) liquidating value; (f) 
restoration costs; and similar related factors. 

Coordinates field training activities in order to insure a systematic and uniform approach to 
the SBA loan appraisal i:rogram. Directs the conduct of, participates in, and makes api:raisals 
and evaluations involving highly complex conditions and physical properties. 

Provides technical direction and coordination to field offices in the administration and opera­
tion of the i:rogram. 

Approved: Eugene P. Foley, Administrator 
Chart 7 October 21, 1963 
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DEPUTY ADMINISTRATOR 

TN-100-397 
FOR FINANCIAL ASSISTANCE

SBA-100 I I 
Chapter I - Section 104 

I 
OFFICE OF LOAN PROCESSING OFFICE OF LOAN ADMINISTRATION 

AREA LOAN GROUPS (3) 

Examines and ar.alyzes all loan applications received from 
assigned field offices for Washington action, and takes final ac­
tion within delegated authority. Notifies field offices on actions 
taken on loan processing matters. Conducts post-audits of busi­
ness and disaster loan applications approved or declined in the 
field to insure uniformity in the application of approved credit 
standards. Conducts interviews with srmll business applicants, 
representatives and others concerning financial assistance prob­
lems and programs. Recommends new and revised practices and 
procedures relating to the making of business and disaster loans. 

LOAN SERVICING DIVISION 

Plans, administers and coordinates programs for the admin­
istration and servicing of loans and other obligations, other than 
loans in liquidation. Recommends standards and programs for 
use in the servicing of such loans. Approves or declines amend­
ments to authorizations or modifications in conditions or terms 
of loans with respect to such loans that have been fully dis­
bursed. Reviews administrative actions taken by the field 
offices under delegated authority to determine adherence to 
sound credit practices. Recommends changes in loan administra­
tion policy and procedures. 

--

COC GROUP 

Examines and analyzes financial reports on all COC appli­
cations received from field offi<;es. Recommends issuance or 
declination of COC based on financial competency of applicant. 
Administers financial aspects of approved COCs. Gives tech­
nical direction to field office operations and performance in 
connection with financial aspects of COC cases. Contributes 
to the development of criteria, standards and procedures for 
COC processing. Represents Office of Loan Processing at 
COC Review Committee meetings. 

-

-

LIQUIDATION DIVISION 

Plans, administers and coordinates the liquidation program 
as it pertains to loans in liquidation and acquired collateral. 
Participotes with the Office of General Counsel in the preparation 
of delinquent loans for referral to the Department of Justice. Arr 
proves or declines amendments to authorizations or modifications 
in conditions or terms of loans with respect to loans in liquidation. 
Recommends standards and programs for use in the liquidation of 
loans and the sale or disposal of assets acquired. Reviews ad­
ministrative actions taken by the field offices under delegated 
authority to determine adherence to sound practices. Recom­
mends changes in loan liquidation policy and procedures. 

MAIL AND RECORDS STAFF 

Reviews and distributes all incoming mail 
for the offices of Financial Assistance. Pre­
pares and maintains control records reflecting 
the status of loan applications. Distributes 
and controls loan application case files sub­
mitted to the Washington office for final action - or post-audit of actions taken by field offices 
under delegated authority. Prepares periodic 
reports reflecting actions taken with respect 
to loan applications. 

ARA LOAN GROUP 

Examines and analyzes all ARA loan applications re­
ceived from field offices and recommends to ARA the arr 
provol or declination of such applications. Notifies field 
offices of actions taken on ARA loan applications and re­
lated ARA processing matters. Conducts interviews and 
counsels with ARA applicants, representatives and others 
concerning the ARA and SBA loan programs. Recommends 
new and revised practices and procedures relating to the 
making of ARA Joans. Services ARA loans. 

Chart 7a 

I 
OFFICE OF FINANCIAL SERVICES 

REPORTS AND SPECIAL STUDIES DIVISION 

Conducts special studies and analyses of the financial 
assistance program, including but not limited to the uniform 
application of credit standards in the field offices, the review 
of the soundness of SBA loans by type and industry, causes 
for delays in processing of loan applications, and reasons 
for loans going into liquidation or becoming problem loans; 
and recommends changes in policy, program emphasis, credit 
standards, procedures or staffing to overcome weakness dis­
closed. Analyzes management research studies relating to 
the FA program and reports and audits prepared by other offices 
of SBA and recommends or initiates actions to correct deficien­
cies reported therein. Develops and administers the program, 
workload and work measurement reporting systems. Participates 
with the Office of Budget in developing workload standards or 
revisions to existing standards for FA positions and recommends 
adjustments in field staffing based on work perforrmnce disclosed 
through the work measurement system. • 

Prepares material relating to the financial assistance pro­
gram for inclusion in the Annual Report to the President and 
Congress; prepares rm terials and reports for Congressional 
hearings on the financial program; handles congressional and 
White House correspondence relating to the program. Prepares 
preliminary budget estimates and justifications for the financial 
assistance program, Washington and field, and works with the 
Office of Budget in the development of annual budget for the 
financial assistance program. Participates with the Office of 
Personnel in the development and administration of training 
programs for the financial assistance program. 

-

PROCEDURES AND PROGRAM DIVISION 

Prepares and recommends manual and other instructions re­
lating to the financial assistance program. Coordinates the 
disaster loan program, including the analysis of reports of 
catastrophies for the purpose of recommending the declaration 
of disaster areas, establishing and staffing disaS'ler field 
offices, and coordinating SBA activities with other Federal and 
State agencies. Recommends eligibility standards for loan 
applicants and determines eligibility of loan applicants on the -
basis of established criteria and previous rulings. Conducts 
necessary research and plans for the develaprnenl of new or 
special financial assistance programs or program revisions. 
Cooperates with Office of Information in preparation of booklets, 
pamphlets, and other publicatioos describing the various loan 
programs. Participates with the Office of Personnel in all per-
sonnel rmtters, other than training, relating to the financial 
assistance program. Maintains controls and files for loon appli-
cations. 

Approved: Eugene P. Foley, Administrator 
October 21, 1963 



ASSISTANT DEPUTY ADMINISTRATOR FOR INVESTMENT 
TN-100-397 
SBA-100 
Chapter I• Section 104 I 

DEPUTY ADMINISTRATOR FOR INVESTMENT 

Directs, coordinates and administers the Small Business In­
vestment Company and Development Company Programs. Recom­
mends to the Administrator changes in policy requiring his ap­
proval. Issues licenses to small business investment c001panies 
and approves requests for the purchase of debentures of small 
business investment companies. Approves a declines applica­
tions for loans from small business investment companies and 

, state and local development companies. Directs the development 
of procedures for the regulation of small business investment 
companies, and administers tbe investigation and prosecuting 
activities involved under sections 309and 310 of the Small Busi­
ness Investment Act of 1958, as amended. Serves as a member 
of the Size Appeals Board. '--~~- ................. .....-----~ ------------ - ----- ---------.......----~ -.I - -- I 

ADMINISTRATIVE OPERATIONS ST AF 

Conducts studies and reviews reports of 
studies conducted by other organizational unit, 
concerning investment and development company 
operatiais for the purpose of developing short­
term and long-range program objectives. Recom­
mends and coordinates procedures and other in­
structions for the administration of these pro­
grams. Develops requirements for program re­
porting, analyses deficiencies and inadequacies 
in program reports and proposes corrective 
actions. Prepares special reports relating to 
the investment and development company pro­
gram. Prepares budget estimates; develops 
supporting data for such estimates and coop­
erates with the Office of Budget in budget prep­
aration, presentation and control. Advises the 
Deputy Administrator or Assistant Deputy Ad­
ministrator on all administrative matters relatino 1 

to the program. Coordinates activities with re­
spect to SBA mobilization planning program as 
they affect the division. Participates with the 
Assistant Administrator for Administration and 
his respective offices and staff on matters re­
lating to personnel, fiscal, administrative and 
management analysis activities. Coordinates 
with the Office of Public Information all 
matters relating to public relations. 

OFFICE OF INVESTMENT ASSISTANCE 

Develops, recommends and implements reg­
ulations and procedures for the licensing and 
financing of small business investment com­
panies. Takes or recommends final action on 
proposals and requests for licensing of small 
business investment companies to operate under 
the Small Business Investment Act of 1958. 
Approves or disapp-oves post-licensing amend­
ments and applications for prior SBA api:roval 
of actions requiring SBA concurrence. Counsels 
and interprets regulations for parties pertaining 
to formation of small business investment com­
panies·. Interi:rets regulations pertaining to the 
financing of small business investment com­
panies. Recommends and administers policies 
and programs pertaining to the administration ; 
and servicing of debentures purchased from and 
loans made to such companies by SBA. Takes 
or recommends final action on requests to pur­
chase subordinated debentures issued by small 
business investment companies and on loans to 
SBIC's. Recommends approtriate actions on 
loans made to investment companies to protect 
the Government's financial interests. 

I I 

OFFICE OF DEVELOPMENT COMPANIES 

Develops, recommends and implements reg­
ulations, trocedures and criteria for the execu­
tion of the development company loan program, 
including the coordination of programs to assure 
that all State and local development companies 
located in labor surplus areas and elsewhere 
throughout the country are -advised of services 
available to them under Title V of the Act. Di­
rects the handling of applications for loans from 
State ~d local development companies. Devel­
ops -policies arid programs for the administration 
and servicing of loans made to such companies. 
Conducts a program for the financicif analysis 
of State programs and local development com­
pany activities and for use of the data derived 
therefrom by SBA directly and in counseling 
company managements, 

I I I I I I 

OFFICE OF COMPLIANCE 

Plans, develops and implerrents the overall 
administrative regulatory functions to assure com-
ipliance with the Act. Develops, recommends and 

implements accounting requirements and regula­
tions and procedures concerning reporting require­
ments for investment companies operating under 
the Act. Conducts a continuing program of exam­
ination of investment companies for determination 

' of the soundness and reliability of their reports 
'and the companies' compliance with the Act and 

regulations promulgated thereunder, Based on 
disclosures, takes or recommends action to 
assure compliance with the regulations. Partici­
pates in special studies for policy guidance on 
accounting, reports, financial analysis, com­
pliance, revision or substitution of rules and 
regulations and related matters concerning small 
business investment companies. Interprets rules 
and regulations relating to the operation of small 

- business investment companies, Conducts the 
I investigative and prosecuting activities involved 

1 under sections 309 and 310 of the Small Business 
Investment Act of 1958, as amended. 

LICENSING 
DIVISION 

FINANCNG 
DIVISION 

COMMUNITY 
LIAISON 
DIVISION 

DEVELOPMENT 
·.- COMPANY LOAN 

DIVISION 

FINANCIAL 
REPORTS 
DIVISION 

EXAMINATIONS 
DIVISION 

Approved: Eugene P. Foley, Administrator 

Chart 8 October21, 1963 



TN-100-397 
SBA-100 
Chapter I - Section 104 

--

I 
OFFICE OF DEVELO PMENT COMPANIES\ 

-

-
. 

-

.. 

DEPUTY ADMINISTRATOR FOR INVESTMENT 

. 

,- - - -· -- .. 

. 

OFFICE OF COMPLIANCE 

FINANOAL REPORTS DIVISION· 

Develops, recommends and implements accounting 
requirements and regulatj.ons anC: procedures concerning 
reporting requirements for small business investment 
companies opemting under the Act. Analyzes financial 
reports of SB1Cs, takes necessary action or refers 
apparent violations to the Examinations Division for 
appropriate action. Conducts a program to acquaint 
independent CPAs and the mamgement of investment 
companies with the ~irements of SBA as to account-
ing and scope of audits of such companies. Directs a 
program for financial, statistical and economic analyses 
of investment companies and prepares analytical 
statistical and summary reports on the opetations of 
all licensed SBICs for the use of SBA directly and in 
counseling company management. Participates in 
special studies for policy guidance on accounting, re-
ports, financial analysis and related matters concerning 
SBICs. 

EXAMINATIONSDIVISION 

Conducts a continuing program of examination of 
small business investment companies for determination 
of the soundness and reliability of their reports and the 
SBICs' compliance with the Act and Regulations. Based 
on disclosures, takes or recommends action to assure 
compliance with ilie regulations. Conducts special exam-
inations of SBICs on complaints from the public to deter-
mine whether any regulations are being violated. Portie-

-1pates Ill spec1al studies for policy guidance on com 
pliance, revision or substitution of rules and regulations 
and related matters concerning SBICs. Serves as an ex­
pert witness in support of any legal proceeding brought 
against any individual SBIC. Interprets ·rules and regula­
tions relating to the operations of SBICs. Conducts the 
investigative and prosecuting activities involved under 
sections 303 and 310 of the Act. 

: 

-

I 

-

: 

-

. . -
I 

OFFICE OF INVESTM ENT ASSISTANCE 

DEVELOPMENT CCJ.I PANY LOAN DIVISION I 

Develops regulations and procedures relating to 
SBA loans to State and loca 1 development companies 
under Title V of the Act. Examines and analyzes all 
applications received from field offices for State and 
local development company loans under Sections 501 
and 502 of the Small Bus iness Investment Act of 1958, 
as amended, and recommends the approval or declination 
of such loan applicatioos Reviews and recommends 
actions to be taken on State and local development com-
pany loan servicing matter s. 

COMMUNITYLIAISON DIVISION\ 

Makes financial anal yses of State and local develop-I 
ment company activities and from such data, develops 
program plans including the counseling of company man-
agements. Implements programs to encourage and ex-
plain the development company program, including advice/ 
and assistance in the organization and establishment of 
State and local development canpanies and explanation 
of assistance available from SBA. Participates with 
State and local officials and private groups in meetings 
and conferences relating to the formation and operation 
of development companies and in explaining services 
available to such companies under Title\V of the Act. 

LICENSING D !VISION 

Develops, recommends a od implements regulations 
and procedures for the licensin g of srmll business in­
vestment companies. Takes or recommends final action 
on prop05als and requests for licensing of SBICs to 
operate under the Small Busin ess Investment Act of 
1958. Approves or disapprov es post-licensing amend­
ments. Counsels and in terpre ts regulations for parties 
pertaining to formation of SBIC 5. 

FINANCING DI VISION 

Develops, recommends an d implements regulations 
messfor the financing of small bus· investment com­

, panies, and requests for prior approval of actions re­
quiring SBA concurrence. velops procedures andDe 
criteria relating to the purchase of subordinated de­
bentures from, and the grantin g of loans to SBICs. In­

..terprets regulations pertaining to SBA financing of 
• SBICs. Directs and administers policies and programs 

relating to the administration and servicing of de­
bentures purchased from and loans made to such com­
panies by SBA. Talces or recommends final action on 
requests to purchase subordinated debentures issued 
by SBICs and loans to SBICs. 

Approved: Eugene P. Foley, Administrator 
. Chart 8a October 21, 1963 



TN-100-397 

SBA-100 
Chapter I - Section 104 

___ I 
ADMINISTRATIVE OPERATIONS STAFF 

Develops and maintains the manual and re­
commends other issuances designed to advise 
Washington and field offices with respect to poli­
cies and procedures of the management assistance 
program. Develops and coordinates the preparation 
of budget estimates and justifications and maintains 

liaison with the Office of Budget in connection with 
budgetary matters. Administers the personnel man­
agement program for the offices and maintains liai­
son with the Office of Personnel regarding personnel 
matters. Handles travel and other administrative 
matters for the offices and completes such special 

projects as assigned. 

DEPUTY ADMINISTRATOR 
FOR MANAGEMENT ASSISTANCE 

OFFICE OF MANAGEMENT DEVELOPMENT 

Directs, coordinates and administers the 
management development programs. 

Develops policies and procedures for the 
administration of the program of assistance to 
small business concerns through management 
courses, study groups and conferences; business 
studies, and management and technical publica­
tions. 

Determines the need for, and coverage of, 
business studies into management problems 
affecting small business. Directs the develop­
ment and utilization of technical and manage­
ment publications. 

Provides technical direction in the develop­
ment and operation of regional business libraries 
available for the use of individuals interested in 
small business and for use of SBA personnel. 
Develops· and coordinates library procedures for 
the operations of field and Washington office 
libraries. Operates Washington office reference 
library. 

Chart 9 

• 

'------------, 

OFFICE OF BUSINESS ADVISORY SERVICES 

Directs, coordinates and administers policies 
and programs of management, marketing, and tech­
nical assistance through business advisory services. 

Provides management, marketing and techni­
cal advisory services to small business owners and 

managers through other advisors by: 
Proposing and aiding with management improve­

ment programs to be conducted by large firms 
(manufacturers, wholesalers, and retailers) for 
the small firms who are their customers or sup­

pliers. 
Encouraging and assisting trade and pro­

fessional associations in the development 

of services to improve the management of 
small firms who are either members of the 
trade associations or clients of members of 
professional associations, such as account­

an ts, bankers, and consul tan ts. 
Working with community organizations and 

groups to bring management assistance to 
small businesses within specified communi­
ties, such as rural, under-developed, surplus 

labor, and redevelopment areas. 
Provides business advisory services or manage­

ment counseling directly to small business owners, 
managers, and prospective owners. This includes 
counseling to individuals in the fields of general 
management, marketing, products assistance, re­
search and development and production. It also in­
cludes advice to groups through workshops for pro­
spective small business owners. 

Approved: Eugene P. Foley, Administrator 

October 21, 1963 
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SBA-100 
Chapter I - Section 104 

BUSINESSSTUDIES DIVISION 

Develops studies and informatio~ of both a technical and 
generic nature for use in SBA programs, by individual business­
men, by educational institutions, and by business counselors. 

Determines the need for, and coverage of, studies into 
management problems affecting small business. Develops and 
compiles projects consisting of needed studies concerning small 
business management for the purpose of encouraging the conduct 
of such studies by educational institutions, appropriate research 
organizations, and individuals. 

Acts in an adviscry capacity to organizations and individuals 
conducting small business management studies and research for 
the Agency on a contract basis. Supervises and evaluates pro­
gress and final reports from these groups. 

Studies and analyzes results of research for purposes of de­
termining the most effective means of utilizing the best and latest 
findings for the benefit of small business management. Keeps 
owners of small businesses and their advisors informed on avail­
able small business ·studies. 

Maintains and disseminates lists of current J)ertinent small 
business literature for business advisers, research groups, and 
others. 

OFFICE OF 

MANAGEMENT DEVELOPME~T 

PUBLICATIONS DIVISION 

-Develops, coordina-tes aria· ex-ecutes plans~ procedures and 
operating instructions for the collection, analysis, and dissemina­
tion of managerial information, trends, techniques, procedures, 
policies and practices of particuiar interest to owners and man­
agers of small business firms. 

Plans, prepares, or has prepared, periodical bulletins and 
booklets, leaflets, and aids on management, products assistance, 
and technical subjects, working with other Government agencies, 
private organizations, and individuals. 

Meets and works with representative groups of Government 
officials, businessmen, and other authorities to determine the 
scope, usefulness, and timeliness of managerial and technical 
information that should be developed for use in the preparation 
of publications. Liaison is maintained with appropriate repre­
sentatives of these fields. Material thus obtained is evaluated, 
integrated, edited, and scheduled for dissemination. Outgoing 

• information is made available through published documents dis­
tributed free whenever feasible, or sold at nominal prices when 
necessary. Primary emphasis is placed upon .the administrative 
level of management techniques and corisiderations appropriate 
to the owner-manager. The choices of subjects for concentrated 
study leading to presentati~n in printed form are guided by 
periodic surveys of current needs and interests in the small busi­
ness community, and by the requirements of other SBA programs. 

Develops and coordinates activities with respect to the 
periodical publication of a listin,g of new products. 

Reviews, collects, maintains and disseminates factual 
information with respect to publications for Washington and 
the SBA field office!':. 

SBA REFERENCE LIBRARY 

Develops and maintains a technical library for the SBA 
Washington office and provides advice to SBA field offices· in 
the •establishment of libraries in those offices. Receives re­
quests for thepurchase of books, periodicals and othe publica­
tions from Washington SBA offices and the field and recommends 
approval or rejection of the requests. 

I 

Approved: Eugene P. Foley, Administrator 
October 21, 1963 

COURSESAND CONFERENCES DIVISION 

Develops,-coordinates and executes plans, procedures and 
operating instructions for the assistance to small business con­
cerns in management marketing and industrial development, 
through administrative management courses, seminars, institutes, 
and academic courses offered by public and private educational 
institutions and professional and trade associations for the 
owners and managers of small business concerns, including 
manufacturing ,distribution, and services-. 

Assists and particiJXItes in making arrangements for and 
conductinq small business courses by _preparina and' dissemi­
nating materials through coordinator's kit items and by working 
with educational institutions. 

Develops, coordinates, and executes plans, procedures and 
operating instructions for conducting management conferences 
in cooperation with educational institutions, trade associations, 
chambers of commerce, and other business organizations. 

Develops, prepares and disseminates materials for use in 
courses and conferences such as session outlines, speeches, 
and visual aids. 

Chart 9a 
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OFFICE OF 

BUSINESS ADVISORY SERVICES 

BUSINESS ADVISORS DIVISION 

Develops and establishes standards, plans and instructions, 
and executes the operating procedures of SBA services to advis­
ors of small business managers including: 

Aiding and cooperating with representatives of large firms 
in developing management assistance programs for their 
small cus tamers and suppliers. 

Encouraging and assisting trade and professional associa­
tions in the expansion of services for the improvement of 
management in the small firms who are their members, or 
clients of their members. This includes work with national, 
state and local trade associations. It also involves assist­
ance and cooperation in the development of small business 
management assistance services for members of Qrofessional 
and other associations to use with their clients. The latter 
associations include among their members such groups as 
accountants, consultants, and bankers. 

Coordinating SBA management assistance activities in re­
reference to community development programs for rural, under­
developed, surplus labor, and redevelopment areas. This in­
volves participating, when, required, in field surveys and 
activities for this purpose. 
Provides staff assistance in preparation for special exhibits 

to aid in management counseling at trade and professional associa­
tion meetings, and in making required arrangements, such as ob­
taining equipment, space and publicity. 

SMALL BUSINESS COUNSELING DIVISION 

Develops, coordinates, and executes plans, procedures and 

operating instructions for advisory services provided directly to 
small business owners, managers, and prospective owners. This 
includes: 

Individual counseling to involve but not to be limited to such 
areas as marketing, production, research and development, 
organization and planning, personnel, accounting and control, 
and general management. 

Origin and preparation of "Management Counseling Notes 11 

for use by Washington and field offices. 
Compilation and publication of "Small Business Biblio­

graphies. 11 

Development and administration of the products assistance 
counseling program. 

Organization and operation of workshops for prospective 
small business owners to be conducted in appropriate places 
throughout the nation. This involves development of mater­
ials for use in the workshops covering such subjects as per­
sonal and capital requirements for successful business 
management, types of business organization, business re­
gulations, taxes and insurances, locating a business, and 
managing a small business. 

Approved: Eugene P. Foley, Administrator 
Chart 9b October 21, 1963 
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Chapter I - Section 104 DEPUTY ADMINISTRATOR FOR PROCUREMENT ASSISTANCE 

ADMINISTRATIVE OPERATIONS STAFF 

Coordinates and recommends procedures and other instructions for the 
administration of the Procurement Assistance Activities. 

Develops requirements for program reporting, analyzes deficiencies 
and inadequacies in program reports. and proposes corrective actions. Ad­
vises the Deputy Administrator on all administrative matters relating to 
the procurement assistance program. Coordinates procurement assistance 
activities with respect to SBA mobilization planning programs and· activities. 

Prepares budget estimates for the procurement assistance program, 
develops supporting data for budget estimates, and cooperates with the 
Office of Budget in PA budget preparation, presentation and control. 

Cooperates with the Assistant Administrator for Administration and his 
respective offices and staff with respect to activities of the Procurement 
Assistance Program. 

I 

LIAISON STAFF 

Develops, recommends, and executes plans, and directs the SBA Pro­
curement Assistance Liaison Activities. 

Participates in and speaks for SBA in contacts and negotiations with 
military and civilian agencies in the development of policies and the pr.ep­
aration of small business directives and implementing instructions relating 
to the procurement assistance program. 

Provides liaison to Government departments and agencies in the co­
ordination and implementation of set-aside activities relating to procure­
ment. property sales, and research and development contracts and the sub­
contract program. 

Recommends changes in policies and procedures of Government pro­
curement and disposal agencies and SBA to improve the effectiveness of 
the set-aside and sub-contract programs. 

I 
OFFICE OF PRODUCTION FACILITIES 

Develops standards, plans, and directs the certificates of competency, 
facilities inventory, and property sales assistance programs. Directs the 
review and analysis of applications for certificates of competency referred 
to the Was_hington office and reviews actions taken by field offices on COC 
applications processed under delegation of authority. Participates in and 
conducts negotiations with respect to agreements and memoranda of under­
standing with Government disposal agencies. Provides technical direction 
and coordination to field offices in the administration and operation of the 
COC, facilities inventory and property sales assistance programs. 

OFFICE OF PROCUREMENT SERVICES 

Develops standards, plans, and directs (a) the set-aside program for 
purchases and services, (b) research and development contracts and (c) 
the sub-contract program. 

Develops and recommends policies and procedures for the administra­
tion of the set-aside and sub-contract programs. 

Provides representation· to Government procurement agencies and con­
ducts negotiations with respect to agreements and memoranda of under­
standin9 with these agencies. Directs special procurement projects. 

Provides technical direction and coordination to field offices in the 
administration and ooeration of the SBA set-aside and sub-contract pro­
grams. Develops and coordinates plans and operations tor opportunity meet­
ings pertaining to ixocurement assistance activities. 

• Approved: Eugene P. Foley, Administrator 
Chart 10 October 21, 1963 



TN-100-397 •DEPUTY ADMIMISTRATOR 
SBA-100 FOR PROCUREMEMT ASSISTAMCE 
Chapter I - Section 104 

I 
I I 

I OFFICE OF PRODUCTION FACILITIES I I OFF ICE OF PROCUREME:NT SERVICES I 
I I 

I 
PROPERTY SALES AND FACILITIES DIVISION 

Develops, recommends and executes plans, 
and directs the facilities inventory and the prop­
erty sales assistance program. 

Reviews operations under the facility inven­
tory program and provides technical advice to the 
field offices in the development, maintenance, and 
use of the facilities inventory. Works with the 
Office of Fiscal Operations and other Washington 
offices in providing current information regarding 
productive capabilities of small concerns regis­
tered with SBA. 

Executes procedures for the implementation 
of the Property Sales Assistance Program and de­
velops and coordinates measures for demonstrat­
ing for disposal agencies personal, real, and 
natural resources property that should be identi­
ified so as to enable small firms to participate 
in sales of such property. 

Provides technical direction and coordination 
to field offices in the administration and operation 

of the program. 

I 
COC DIVISION 

Develops, recommends and executes plans and 
directs the administration of the SBA certificate of 
competency program. Provides and coordinates 
special technical advice to other offices in the 
agency and the Chairman of the COC Review Com­
mittee with respect to qualifications of small Hrms. 

Maintains status control of all completed COC 
actions and COC cases and serves as official 
focal point for release of information concerning 
final action taken by SBA on COC cases. 

Maintains working arrangements with key 
officials of the Department of Defense and Federal 
civilian agencies with respect to certificate of 
competency agency agreements and related activ­
ities. 

Develops and coordinates plant surveys and 
inspection for providing technical assistance to 
small business concerns for determining manu­
facturing capacity and managerial ability for cer­
tificates of competency. 

Establishes guidelines for analyzing regional 
production reports for certificates of competency; 
recommends approval or declination of each case 
with referenc~ to technical or production criteria; 
reviews regional progress reports on preproduction, 
manufacturing, and completed shipments for cer­

tified contracts. 
As required, conducts plant inspections of 

certified plants and plants of applicants forcer­
tification; coordinates small business production 
and R&D pool participation; also programs of 
materials and equipment assistance, and specifi­
cations assistance. 

Provides technical direction and coordination 
to field offices in the administration and operation 
of the program. 

I I 
PRIME CONTRACTS DIVISION 

Develops, recommends, and executes plans, 
and directs the administration of the procurement 
small business set-aside program and the poten­
tial sources and interregional referral program. 

Develops and coordinates reporting of small 
business set-aside and potential sources pro­
grams, and analyses operations at individual 
offices and procurement centers. 

Prepares plans, procedures, and operating 
instructions for providing guidance and assist­
ance to small firms having difficulties at pur­
chasing offices, and referring to them specific 
contract opportunities. 

Develops and coordinates measures for 
demonstrating to contracting officials components 
which should be purchased by the Government to 
enable small firms to participate in proposed pro­
curements. 

Develops and executes a program for pre­
senting to Government procuring agencies cases 

involving set-aside determination appeals or 
problems. 

Consults with representatives of procurement 
agencies in solving procurement problems of small 
business; adoption of agreements, and procedures 
for administering prime contracts and research and 
development set-aside activities. 

Coordinates with Government agencies 
issuing R&D contracts to obtain advance plan­
ning of R&D procurements and implements pro­
cedures whereby qualified small companies par­
ticipate in such procurements through set-asides, 
submission of unsolicited proposals, or proposals 
submitted in respect to an RFP. 

Provides technical direction and coordination 
to field offices in the administration and opera­
tion of the program. 

SUBCONTRACTING DIVISION 

Develops, recommends, and executes plans, 
and directs the administration of the programs for 
providing guidance and assistance to small firms 
having difficulties at purchasing offices, and for 
referring specific prime contract opportunities 

to them. 
Collaborates with military and Federal civil­

ian agencies in obtaining and providing informa­
tion to small business firms regarding purchasing 
procedures and opportunities for sales to the Gov­
ernment. 

Carries out negotiations with representatives 
of the Defense Department, procurement agencies, 
and prime contractors in solving subcontracting 
problems of small business. 

Conducts experimental procedures toward 
encouraging joint efforts by small business firms 
with large business in developing bids on end 
items. 

Conducts subcontracting efforts on research 

and development procurements with DOD, NASA, 
and other procuring agencies. 

Provides technical direction and coordination 
to field offices in the administration and operation 
of the program. 

Approved: Eugene P. Foley, AdministratoF 
Chart 10a October 21, 1963 



• 
TN-100-397 
SBA-100 

ASSISTANT ADMINISTRATOR FOR ADMINISTRATION 
Chapter I - Section 104 

I 
OFFICE OF ADMINISTRATIVE SERVICES 

Plans, directs, and coordinates all adminis­
trative service operations in SBA Washington and 
in the field offices, including procedures and rec­
ords mcmagement, property management cmd pro­
curement cmd other general office services. Plans 
and directs SBA relocation activities. 

I 
OFFICE OF PERSONNEL 

Formulates personnel policies, standards and 
procedures applicable throughout SBA for all as­
pects of Federal personnel administration. Col­
laborates and advises with top level management 
and supervisory personnel of SBA, the U. S. Civil 
Service Commission, and other Federal agencies 
to insure progressive personnel programs and to 
advance overall personnel management plans and 
objectives for the Agency. Coordinates personnel 
management policies and programs in field offices 
of the Agency. Provides Federal personnel serv­
ices. 

Conducts organizational studies, makes rec­
ommendations on organizational matters and devel­
ops and maintains organizational charts for all 
SBA offices. 

OFFICE OF BUDGET 

Plans, coordinates, and directs the budgetary 
and reporting programs for the Agency, which in­
volve budget formulation, justification, and exe­
cution, and internal program, administrative and 
workload reporting requirements necessary for the 
efficient administration of SBA. 

MANAGEMENT ANALYSIS STAFF 

Plans, develops, and coordinates mcmagement improvement programs to bring 
about increased effectiveness in management practices and processes of the 
Agency; conducts management studies and appraisals of SBA operations to iden­

tify functions requiring remedial action; makes recommendations on such matters 
to the Administrator and other officials; makes quarterly and annual reports on 
manpower utilization, and recommends improvements to the Administrator or other 
officials; prepares special type reports for the Administrator or others, where 
content may deal with multiple programs, or where independent appraisal is de­
sired; provides management assistance on installation of organizational changes, 
and procedures; assists in program implementations and makes recommendations 
to responsible officials on means of improving operations, eliminating duplica­
tions, and other measures to provide efficiency in SBA activities; prepares di­
rectives, operating procedures, and other data for new or special programs; de­
velops, coordinates and administers a program for the execution of SSA's respon­
sibilities in the Civil Defense and Defense Mobilization Program; develops, in 
conjunction with other SBA offices, emergency plans and programs requ1red in 
carrying out the Agency's operations during an emergency; provides training and 
coordinates periodic tests to assure the Agency's preparedness and coordinates 
SBA emergency plans with other Government agencies. 

Chart JI 

I 
OFFICE OF FISCAL OPERATIONS 

Plans, coordinates, and directs finance and 
accounting programs for the Agency, including 
the development and administration of systems 
for the accountability of all funds, property and 
other assets for which the Agency is responsible; 
the collection, deposit, and disbursement of 
funds; and the preparation of financial informa­
tion and data serving as the basis for the prep­
aration of the Agency's budget requests and for 
the execution of its budget. 

Approved: Eugene P. Foley, Administrator 
October 21, 1963 
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ESTIMATES AND ALLOTMENTS DIVISION REPORTS AND STATISTICS DIVISION 

Develops and directs the budget program for the Agency, which Develops and directs the reports and statistics programs of the 
involves budget formulation, justification, and execution. Agency, including the establishment of procedures, systems, and 

Analyzes the budget requirements of the Agency in relation to report forms for use by Washington and field offices in recording 
program plans and limitations and develops both business and appro­ and reporting statistics covering the program operations. 
priation type budgets and systems for the administration and control Establishes and maintains, or supervises the maintenance of, 
of all revolving and appropriated funds available to the Agency. the statistical records necessary for the preparation of required 

Conducts studies of program operations in order to develop valid reports. 
workload and cost data for the purpose of budget formulation and Plans and establishes the form, content, and frequency of 
execution. periodic consolidated statistical and operating reports designed 

Develops financial plans for carrying out program operations and to provide the Administrator and other key officials with data on 
obtains quarterly apportionments ~f funds bas_ed upon the financial program operations and accomplishments, and for use in reporting 
plan requirements, and recommends allotments- within approved externally thereon; in cooperation with the Office of Fiscal Opera­
apportion men ts. tions, plans and establishes the form, content, and frequency of 

In cooperation with the Office of the General Counsel, reviews consolidated financial reports. 
from a budgetary standpoint current legislative proposals. Analyzes internal "operating" reports and "Agency" reports 

Maintains relationships with Congressional Appropriations Com­ for purposes of determining ( 1) inadequacies in the overall report­
mittees, Bureau of the Budget and other agencies, assists in justi­ ing system, (2) areas in which program operations appear to be 
fying appropriation or apportionment requests before appropriate deficient or out of line, and (3) unfavorable trends in program 
committees and agencies; and participates with the Office of Finance operations in total or in one or more locaHzed areas, and submits 
and Accounts in the compilation of prescribed reports under regula­ to appropriate officials comments and recommendations concerning 
tory requirements of the other Government agencies such as the the results of such analyses. 
Treasury. 

Approved: Eugene P. Foley, Administrator 
Chart 12 October 21, 1963 
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ORGANIZATION AND CLASSIFICATION DIVISION 

Develops and recommends policies, plans and procedures for 
the development and conduct of position classification and salary. 
administration for the Agency. Coordinates the classification 
program throughout the Agency. Prepares and recommends posi­
tion standards and specifications based on analyses of duties, 
responsibilities and qualification requirements. Conducts classi­
fication surveys, audits and allocates new or revised positi,ons in 
accordance with the Classification Act of 1949 and other applicable 
laws. Maintains official position description files. 

Establishes and classifies all SBA positions subject to the 
Classification Act through GS-15 level. Develops classification 
recommendations for agency positions clas.;;ified by the Civil Serv­
ice Commission. Establishes salary rates for positions not sub­
ject to the Act or other statutes. 

Conducts organizational studies, makes recommendations for 
changes in organization, develops organization charts, and works 
with program and administrative officials on all oraanizational 
matters. 

I 
EMPLOYMENT DIVISION 

Develops and recommends policies, plans and procedures for 
the development and conduct of the recruitment and placement, and 
employee relations programs for SBA. Prepares and coordinates 
SBA instructions relating to all aspects of Federal personnel ad­
ministration, including the development and maintenance of the 
SBA Personnel Manual, and a system of eva'luation of personnel 
management programs in field offices of SBA. Conducts research 
and special studies on new or special personnel programs, and 
prepares required reports. Coordinates and advises with the 
Office of Budget and Office of Fiscal Operations on budget and 
fiscal matters relating to Agency personnel programs. Maintains 
liaison with the Civil Service Commission on the various per­
sonnel programs. 

Directs employment operations relating to examination, re­
cruitment, selection, placement, appointment, transfer, promotion, 
separation, hours of duty, leave, retirement, and related matters. 
Directs processing of personnel actions throughout SBA, furnish­
ing guides and procedures necessary to assure that actions pro­
cessed under decentralized authority are in accordance with SBA 
and CSC standards, policies, and regulations. 

Recommends policies, furnishes guides, and establishes 
plans and practices to assure uniformity of standard personnel 
management throughout SBA. Investigates cases involving 
alleged misconduct or unsatisfactory service, and furnishes 
reports including recommendations for disposition of such cases. 
Administers Agency merit promotion program. Furnishes techni­
cal guidance and assistance to Agency committees established 
to hear appeals on such items as performance ratings, adverse 
actions, and grievance matters. Conducts utilization surveys 
and makes recommendation as to the most efficient assignments 
of duties and proper utilization of employee skills. Conducts 
a health and safety program. 

I 

I 
TRAINING DIVISION 

Develops and recommends policies, plans, and procedures 
for administering the employee development and employee recog­
nition proqram. This program includes training, career develop­
ment, employee utilization, incentive awards, performance ratings, 
and employee suggestions. Coordinates all agency contacts with 
Civil Service Commission, educational institutions, other Govern­
ment agencies and between field and central offices on employee 
development and incentive awards matters. Works with program 
officials, Washington and field, in development and utilization of 
of SBA employees. Advises and assists Regional Incentive 
Awards Committees; and provides staff assistance to Agency In­
centive Awards Committee, and recommends final action on all 
employee awards. Monitors the Agency performance rating pro­
gram, recommending final action on suggested forms of recogni­
tion. Conducts orientation programs for new employees, other 
agency and industry employees, and foreign visitors desiring 
an understanding of American small business operations. Coor­
dinates Agency departmental charitable and other campaigns, 
health protection, and similar benevolent and employee service 
programs. 

PLACEMENT AND EMPLOYEE RELATIONS BRANCH 

Develops standards and required examination announcements to achieve standards of qualifi­
cations to meet special recruiting requirements for varied types of specialized personnel. Develops 
and revises procedures to meet Agency requirements or CSC regulations. Conducts employment 
operations involving examination, recruitment, selection, placement, appointment, transfer, pro­
motion, separation, reassignment, hours of duty, leave, retirement, and related matters. Conducts 
pre-employment inquiries, and follow-up interviews after appointment or position change. Consults 
with supervisors and employees regarding grievances, appeals, reductions-in-force, and other ad­
verse actions. Prepares final notifications of adverse actions. Operates health benefits, merit 
promotion, retirement counseling, and other related employee programs. 

PROCESSINGSECTION 

Maintains official personnel folders, service control file, applicant supply file, and chronol­
ogical file of notifications of personnel actions. Processes and records personnel transactions 
in accordance with legal and regulatory requirements. Inducts new employees, including admin­
istering oath of office, completion of required employment documents, and issuance of SF-50. 
Combines and retires official personnel folders in accordance with current regulations. Prepares 
SF-113, Monthly Report of Federal Civilian Employment, and other personnel reports. 

I 

Approved: Eugene P. Foley, Administrator 
October 21, 1963 
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I 
I 

GENERAL SERVICES DIVISION 

Procures equipment, supplies, and printing in accordance with gov­
erning regulations. Conducts contract negotiations for i terns and serv­
ices required by Washington and field offices. Inspects and receives 
procured materials and exercises inventory control. and oversees assign­
ment, recording and utilization thereof. Is responsible for property man­
agement functions of the Washington office, and coordinates and renders 
technical advice on property management to field offices. Negotiates 
with General Services Administration on acquisition and utilization of 
space. P~ovides building services and arranges for moves and altera­
tions. Advises field offices on space management and provides required 
coordination Provides complete travel and transportation services. Pro­
vides for and controls all required communications and related services. 
Establishes and maintains mailing lists and is responsible for the dis­
tribution of SBA publications. Operates a central departmental reproduc­
tion service and provides Agency-wide services, such as illustration, 
graphic art, etc. Maintains a central mail, file, and records service. 
Serves as liaison with other Federal and non-Federal agencies on matters 
relating to the functions of the Division. Develops policies, procedures, 
and standards for the efficient and economical use of communications 
and mail and messenger facilities. Develops Agency requirements for 
"other objects II classifications for the annual budget. Plans and con­
ducts SBA relocation activities relating to the establishment and main­
tenance of a communications network and the selection and training of 
communications personnel, and plans and coordinates transportation 
operations to be carried out in the event of an emergency. 

PROCEDURES AND RECORDS MANAGEMENT DIVISION 

Recommends policies and issues procedures on the following pro­
grams: procedures, records, forms, and reports management, corre­
spondence management, and delegations of authority. Reviews pro­
posed Washington office directtives for consistency, clarity, com­
pleteness, and to assure proper coordination. Administers the pro­
cedures writing standards program. Administers the Agency's records 
management program in accordance with the Records Act of 1950 and 
related legislation. This includes management of current records and, 
dispoisition of noncurrent records. Develops a program to assure pro­
tection of the Agency's vital records for emergency operations. Main­
tains liaison with National Archives on records management. Devel-
ops and administers the Agency's forms and reports management pro­
gram. Maintains liaison with the Bureau of the Budget on reports re­
quired of the public by SBA. Develops and administers the delegations 
of authority program. Administers the Agency's correspondence man­
agement program. Surveys Washington and field offices in the programs 
of the division to assure compliance with policies and procedures; to 
assess their effectiveness and to adjust them to current needs. Devel­
ops and conducts training in the programs of the division. Conducts 
special studies and reports as required by the Director, Office of Admin­
istrative Services. 

I 
------' 

GRAPHICS AND DESIGN BRANCH 

I 
OFFICE SERVICES BRANCH PROCUREMENT AND SUPPLY BRANCH 

I 
RECORDS AND FILES BRANCH I 

I 
I I 

REPRODUCTION SECTION MAIL AND MESSENGER SECTION Approved: Eugene P. Foley, Administratorl l l October·21, 1963 
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RECORDS AND FILES BRANCHPROCUREMENT AND SUPPLY BRANCHGRAPHICS AND DESIGN BRANCH OFFICE SERVICES BRANCH 

Performs all services necessary in providing Procures equipment, supplies, and printingIs responsible for property management func­ Administers procedures, systems, and con­
graphics, art, and design work needed in the con­ in accordance with governing regulations. Con­tions in the Washington office, and coordinates trols for the efficient servicing and retirement 
duct of the Agency's programs. Prepares official ducts contract negotiations for items and serv­ of all SBA records. Maintains a central file 
Agency publications for printing including art 

and renders technical advice on property manage­
ices by Washington and field offices. Inspects and records service for the Washington office. 

work for such publications. Designs and prepares 
ment to field offices. Negotiates with General 

and receives procured materials and exercises Reviews and analyzes all filing procedures and 
charts, forms, reports, posters, and certificates. 

Services Administration on acquisition and 
inventory control and oversees assignment, re­ practices and recommends changes in policies 

Prepares slides and other visual aids for use in 
utilization of space. Provides building services 

cording, and utilization thereof. Determines and procedures to make the program more 
the Agency's orientation and training programs. 

and arranges for moves and alterations. Advises 
most efficient method of shipping and issues effective. Installs, directs, and secures com­

Designs and prepares exhibits for use in explain­
field offices on space management and provides 

Government bills of lading. Maintains liaison pliance with all pertinent procedures pertaining 
ing the Agency's programs to the public. Per­

required coordination. Provides travel services. 
with appropriate Government and non-Govern­ to the routing, classifying, searching, and 

forms services as requested for special projects, 
Provides for and controls all required communica­

ment agencies. filing of all Washington office records. inter­
meetings, and conferences held or sponsored by 

tions and related services. Operates a central 
prets disposition schedules in connection with 

SBA. 
departmental reproduction service. Establishes 

problems pertaining to the retention or destruc­
for the distribution of SBA publications. Devel­
and. maintains mailing lists, and is responsible 

tion of Agency files. Maintains listings of 

ops procedures and standards for the efficient material transferred to records centers and 
and economical use of communications, mail, secures such material from the centers upon 

and messenger facilities. Maintains liaison with request. Routes and controls all indispensable 
appropriate Government and non-Government records. 

agencies. 

I I 
MAIL AND MESSENGER SECTION REPRODUCTION SECTION 

Performs all work in connection with the reproduction, 
assembly and distribution of official Agency documents as 
authorized by the Joint Committee on Printing and Binding 
for Class-A Printing Plants. 

Provides mail service for Washington offices including the 
receipt, functional routing, and distribution of all incoming mail 
and assuring proper handling of all outgoing mail. Performs re­
quired messenger service for Washington office including han­
dling requests for special service between SBA's three Washing­
ton locations, other Government agencies, and private industry. 
Provides teletype services for the Agency in Washington. 

Approved: Eugene P. Foley, Administrator 
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OFFICE OF 

FISCAL OPERATIONS 

Provides staff assistance in the formulation of fiscal and accounting 
policies of the Agency, and affords technicai assistance in the direction and 
coordination of accQUnting and fiscal matters. Conducts surveys and systems 
analyses of current and new fiscal p-ograms, recommending adoption and use of 
advanced technological methods and devices. Develops, modifies, and installs 
systems of accounting and related methods of internal control to assure full 
disclosure of the agency's financial activities providing adequate management 
information and effective administrative p-actices. 
• Provides staff assistance in the planning and i:reparing of p-OQJ'amsto 
solve technical problems and to p-ocess business data by means of electronic 
data processing equipment. ' 

Develops and reviews manual issuances, procedural handbooks, operating 
instructions and other directives affecting the office's fiscal responsibilities, 
including design and content of related forms and reports. 

Analyzes proposed legislation for potential impact upon SBA's fiscal 
policies. Reviews audit reports, and initiates procedural and system changes 
and imp-ovements to conform with accepted accounting p-inclples and p-actices. 
Conducts special studies as required, reporting findings and recommendations. 

I 
ACCOUNTING DIVISION 

Collaborates in the formation, development, and installation 
of the system of accounting and internal financial control design 
to provide accountability of all funds, property and other assets; 
directs the operation of app-oved systems of accounting and in­
ternal financial control-with full disclosure of the financial re­
sults of the Agency's iendlng, investment, procurement and other 
p-ogram activities. Develops other financial infonmtion and 
data serving as the basis of preparation and support of the Agen­
cy's budget requests and for execution of its budget. 

Analyzes the acco_untlng requirements of funds provided 
and program plans of the A,;Jency, and reviews applications of 
i:rogram transactions for conformity with prescribed standards 
and/or for development of improved methods. 

Renders periodic financial statements and reports required 
by statute and/or by Federal regulation. Prepares internal state­
ments and reports to provide adequate information for the agen­
cy's financial management and to assure compliance with stat­
utory limitations on funds and authorities. Makesavailable to 
other Federal agencies financial information concerning the 
status of their funds transferred to the jurisdiction of SBA. 

Reviews audit reports and, as required, collaborates in 
the development of corrective procedural changes and imp-ove­
ments to assure adequate internal controls over fiscal trans­
actions and accounts. 

Maintains contact with the Treasury Department to 
assure suitable integration of the agency's accounting with 

. the central accounting and reporting responsibilities imposed 
on the Secretary of the Treasury; maintains contact with the 
General Accounting Office to assure conformity with the 
s:rinciples, standards, and related accounting requirements 
i:rescribed by the Com~troller General. 

I 
I I 

, Financial Reports and I I 
Acliainistrative Accaunti119 Branch LoanAccounting Branch __.. 

DAT A SERVICES DIVISION 

Develops and directs the operation relating to the electronic 
digital computer and related peripheral equipment. Maintains the 
detail accounting records with respect to the Agency's lending and 
investment programs. Maintains detail accounts for all administra­
tive accountable property and renders periodic statements of all 
property of record. Establishes and maintains statistical data and 
information relating to program activities. 

Renders advices to borrowers as to amounts appli.ed on loans 
and investments. Prepares billings to participating institutions 
for fees due. Prepares data and reports for use in the function of 
the Ageocy's budget, for response to congressional inquiries and 
for management purposes. Prepares reports for submission to the 
Treasury Department with respect to the collection and disburse­
ment of Agency's funds. • 

Maintains contact with all using divisions and other manage­
ment units to coordinate activities for most effective result. Par­
ticipates in the development of new and modified i:rogram appli­
cations of data processing systems as related to operational 
analyses techniques, knowledge of machine capabilities, and 
methods of i:roduction. 

Plans and develops electronic data processing analyses and 
conducts feasibility studies of business machine operations. Plans 
and prepares i:rograms to solve technical p-oblems and to process 
business data by means of electronic data processing equipment. 
Instructs or supervises the training of personnel in operation of 
computer, its components, peripheral equipment, and related types 
of business machines . 

Installs new and improved machine accounting and data 
i:rocessing systems and methods, as required. 

I 
FISCAL EXAMINATION DIVISION 

Collaborates in the formation, development, installation, 
and directs the operation of approved accounting and fiscal 
systems which i:rovide policies and practices for: collecting, 
depositing and disbursing of funds; payrolling of employees; 
bonding·of employees; receipt, custody, safekeeping, control 

•and release of primary notes, debentures, bonds, collateral 
items and other original loan instruments. 

Recommends Certifying Officers and makes arrangements 
with Treasury for establishment of disbursing and depositary 
facilities. 

Makes arrangements with Federal Reserve Banks and 
commercial banks to act as custodians and fiscal agents of 
the Agency. 

Provides technical direction of the Agency's field 
office Cashier function. 

Develops Agency policies for official travel and collab­
orat_es with the Office of Personnel in developing policies re­
lating to administration of leave, retirement, insurance, etc. 

Reviews and analyzes audit reports concerning the 
Division's activities and Washington and field office operations 
relating to custody and safekeeping of funds, negotiable instru­
ments and for actions involving commitment, obligation and ex­
penditure of Public Funds; maintains effective follow-up to 
determine that corrective action is taken. 

Prepares submissions to the Comptroller General involving 
questions of law or of doubtful validity. 

Advises and counsels with SBA officials and others as to 
employees' rights under laws or regulations with respect to com- . 
pensation, travel, leave, retirement, life insurance, health bene­
fits, and unemployment compensation. 

Maintains contact with Treasury, General Accounting Office 
and other agencies on fiscal and other examination matters. 

I 
Progra• and Aclmini 1trative 

I I I I 
Employ" Accounts Branch 

Ex-ination Branch 

Approved: Eugene P. Foley, Administrator 
Chart IS October 21, 1963 
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I 

ACCOUNTING DIVISION I I 
I-

I 
FINANCIAL REPORTS AND ADMINISTRATIVE 

ACCOUNTING BRANCH 

Provides the financial reporting of the Agency 
based upon its official accounts and related fis­
cal system affording full disclosure of the finan­
cial results of the Agency's activities, adequate 
financial information needed for management pur­
poses, in preparation and support of the budget 
requests and for controlling the execution of its 
budget, and the intergration of the Agency's 
accounting with that of the Treasury Department. 
Also administers the accounting and related fis­
cal system of the Agency comprehending account­
ability and internal control of financial trans­
actions affecting the assets, liabilities, commit­
ments and equity resulting from its administrative 
activities. 

I 
LOAN ACCOUNTING BRANCH 

Administers the accounting and related fiscal 
system of the Agency canprehending account­
ability and internal control of financial trans­
actions affecting the assets, liabilities, commit­
ments and equity, resulting from its lending and 
investment programs. 

Directs and coordinates detailed accounting 
functions incident to the receipt and application 
of financial transactions inherent in the day-to­
day conduct of the Agency lending and invest­
ment programs, providing means of cash control, 
p-ompt and thorough flow of documentation, and 
direction in updating accounting records. 

Directs and coordinates detailed accounting 
functions incident to internal control through 
reconciliation of the detailed accounts with the 
general ledgers and subsidiary controls; the re­
view of itemized transactions and accounts to 
assure proper application, documentation and 
aging; the verification of participating banks' 
reports of loan transactions; the analyses or 
audit of loans and investments to p-otect the 
Government's interest prior to final settlement 
and release of notes and collateral; and the 
furnishing of information to field·offices, banks, 
audit concerns and Federal and State regulatory 
agencies. 

I 
I 

FISCAL EXAMINATION DIVISION I I 
I 

I 
PROGRAMAND ADMINISTRAT JVE EXAMINATION 

BRANCH 
Exercises supervision over the fiscal exam­

ining functions relating to: 
Disbursement of loan and investment funds 

and the payment ol administrative expense 
claims; establishment and mainten~ce of sup­
porting fisca I records and files; prepare lion and 
issuance al repayment schedules and advices 
to borrowers, investment companies and partic­
ipating lending institutions of amounts due 
under terms of the obligating instruments and/or : 
participation agreements; initiation of documents 
to record disbursements, expenditures and col­
lections; development of accounting advices to 
establish the individual loon and investment 
accounts and miscellaneous accounts receivable; 
receipt, custody and safekeeping of loan docu-
ments supporting loan and investment disburse-
ments, 

Maintains control over primary notes, deben­
tures, bonds, collateral and other obligating in­
struments and releases such instruments upon 
payment in full. 

Responsible for receipt, safekeeping, deposit 
and control of all administrative remittances and 
those relating to investment loans and deben­
tures; e .. toblishes and maintains collection tick­
lers and issues collection billings and past..:lue 
notices. 

Establishes cash collateral bank accounts 
with commercial banks; maintains detail records 
and audits such transactions to assure compliance 
with Treasury and SBA regulations; reconciles 
bank statements with field office records; and 
prepares related reports. 

Responsible for the receipt, distribution and 
accountability of salary checks, savings bonds, 
and loan and investment disbursement checks; 
issues USA transportation requests and establishes 
and maintains account-ability over the stock supply 
and of _issuances to individual travelers .. 

Chart !Sa 

I 
~PLOYEE ACCOUNTS BRANCH 

Determines amounts due for personal services; 
establishes and maintains individual employee 
accounts for earnings, retirement, FICA, Federal, 
State and local income taxes, bonds, life insur­
ance, health benefits and other authorized deduc­
tions. 

Responsible for quarterly and annual reconcil­
iations of employee accounts with the General 
Ledger. • 

Provides fund abstracts of payroll distribution 
costs and other internal reports. 

Establishes and maintains individual Retire­
ment Record cards for all employees and, upon 
separation, certifies to the CSC as to accuracy 
thereof; prepares Agency Annual Retirement Sum­
mary and related periodic reports. 

Maintains official leave accounts for all em­
ployees and malces final administrative audit of 
time and attendance reports and leave accounts. 

Prepares the Agency's periodic reports of 
employee earnings, withholdings, and deductions 
to employees and to Federal, State and local 
taxing authorities, the Civil Service Commission, 
the Department of Labor, State Unemployment 
Commissions and others. 

Provides indispensible pay, leave and retire­
ment records for the Agency's relocation sites. 

App-oved: Eugene P. Foley, Administrator 
October 21, 1963 
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ARA STAFF 

Plans, coordinates, and conducts all technical and financial 
phases of the ARA program in the regional office, including inter­
viewing applicants for loans; processing applications; conducting 
collateral appraisals and marketing and production analyses; and 
the servicing and administration of all ARA loans. Attends meet­
ings with applicants and State and local officials and participates 
with employees of the Area Redevelopment Administration in 
carrying out all phases of the ARA program assigned to the region­
al office. 

REGIONAL COUNSEL 

Advises and assists the regional director and other officials 
of the regional office with respect to legal aspects ·of program 
and administrative operations of the office. Renders advisory 

·opinions on matters of loan eligibility, size eligibility, and cer: 
tificotes of competency and other matters relating to the procure-
ment and technical assistance program. Drafts legal instruments 
in connection with the making, servicing, and liquidation of loons, 
toking of government contracts, and otper program operations. 
Advises and assists the regional director and other officials of 
the regional office with respect to all legal matters involved in 
the administration by the regional office of the licensing and 
chartering of small business investment companies and loons to 
investment and development companies, including the servicing 
of such loons, and with respect to the providing of funds in 
connection with small business research and management counse.l­
ing. Deals with State officials and renders legal opinions in 
connection with the chartering and control by States of small 
business investment companies. Is responsible for oil loon 
closing functions of the office. Handles legal aspects of loon 
administration and liquidation. Conduct::; summary foreclosure 
of mortgages. Represents the regional office in contacts and 
negotiations with borrowers' and banks' cowisel and Disaster 
Fee Counsel, title insurance companies, and U. S. District 
Attornevs. 

I I 

MANAGEMENT ASSISTANCE DIVISION 

TN-100-397 
SBA-100 
Chapter I - Section 104 

I I 

-

REGIONAL OFFICES 

I ADMINISTRATOR ~------------------

'--------------------' 

REGIONAL OFFICES 

Responsible for the administration of financial, investment, 
procurement, disposal, production, research and development, 
management and research, and other assigned assistance pro-
grams in the regional and branch offices, and for directing the 
execution and operations of the programs at the field level under 
the technical direction of the Washington office. Responsible 
for the establishment and maintenance of a regional relocation 
program and related functions. Directs the ARA program for 
the region. Provides advice and assistance to small business 
concerns on foreign trade. 

FINANCIAL ASSISTANCE DIVISION 

----------------" 

I l 
I

IPROCUREMENT ASSISTANCE DIVISION I I INVESTMENT DIVISION I 
BRANCHOFFICES 

Responsible for the administration of the financial, loan 
appraisal, procurement, production, products, local develop­
ment company loon-, managerial assistance and foreign trade 
jXOgrams of SBA within the territory assigned to the branch 
office. Represents SBA in contacts with small business con­
cerns, financial institutions, prime contractors, and other 
government agencies; including the approval of loans and the 
making of joint determinations set asides when delegated 
authority by the regional director. 

Chart 16 
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: REGIONAL AND STATE SMALL BUSINESS ADVISORY COUNCILS i ....................................................................-: 

Each council meets with and advises the SBA official ap­
pointed as its chairman on the development, execution, and 
evaluation of present or proposed SBA programs within its area. 
All council functions ore purely advisory and all determinations 
of SBA actions to be token ore mode solely by the responsible 
SBA officials. 

Each State advisory council is represented on the regional 
advisory council by its member vice chairman and other dele­
gates. Each regional advisory council is represented on the 
Notional Small Business Advisory Council by its member vice 
chairman. 

Council members ore predominantly businessmen engaged in 
the management or operation of small business concerns. Each 
member is selected and appointed by the Administrator for a 
term of two calendar years and serves without remuneration. 

ADMINISTRATIVE STAFF 

The Administrative Stoff is responsible for (l) relieving the 
regional director of all non-technical functions of the regional 
office, (2) planning, coordinating and directing all administrative 
functions (personnel, budget, fiscal, supply, property manage­
ment, space and records) of the office, (3) directing all activities 
relating to the custody, exchange and release of collateral given 
as security on ·sBA loons and the billing and collection of loons 
mode within the regional office, and (4) establishing and main­
taining a library containing the reference material required in 
counseling small businessmen. 

I 

----------------------....1 

Approved: Eugene·P. Foley, Administrator 
October 21, 1963 
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REGIONAL OFFICES I I 
I 

MANAGEMENT ASSISTANCE DIVISION 

Conducts the management assistance and busi­
ness advisory services programs for the region. 
Develops contacts and works with educational in­
stitutions and other groups in connection with ad­
ministrative management courses and other man­
agement assistance programs. Plans and directs 

conferences, other than procurement, for small 
businessmen. Counsels small business repre­
sentatives on management, marketing, products, 
research and development and related problems. 
Directs the distribution of management publica­
tions and research information within the region. 
Prepares reports to the Washington office on 
MA activities of the regional office. 

I I I 

I 
I I ·I 

FINANCIAL ASSISTANCE DIVISION 

Conducts the operations of the financial 
assistance program in the region and provides 
technical direction to the branch offices in the 
execution of the program. Develops and pro­
motes financial programs to enable communities 
to attract, maintain and develop small business 
in their areas. Directs the processing of busi­
ness, disaster, and local development company 
loan applications and the loan administration 
and liquidation programs. Supervises the 
appraisal of collateral offered as security on 
loans and appraisals in connection with loan 
servicing and liquidation. Promotes and ex­
plains the program to local banks and other 
financial institutions. Prepares recommenda­
tions and reports in reference to the financial 
assistance and local development company pro­
grams for submission to the Washington office 
and for such other purposes as required. Con­
ducts financial surveys in connection with COC's. 

PROCUREMENT ASSISTANCE DIVISION 

Conducts the procurement assistance program in 
the region to insure small busines~ participation in 
contracts for purchases of supplies and services, re­
search and development, and property sales and dis­
posal. Directs joint set-aside and sub-contract op­
erations. Provides counsel and conducts surveys, 
plant inspections and evaluations with respect to 
certificates of competency, prime contracts, sub­
contracts and production pools; conducts inspec­
tions of certified plants to determine production 
progress. Develops an inventory of small business 
productive facilities of the region. Collaborates 
with military and civilian agencies on set-aside, 
sub-contract and property sales activities. Conducts 
procurement opportunity meetings. Provides techni­
cal direction to the branch offices and procurement 
centers in the execution of the procurement program. 
Prepares reports and recommendations regarding the 
program to Washington office and for such other pur­
poses as required. 

LOAN PROCESSING SECTION 

Provides financial counseling, advice, and 
active assistance to small business concerns in 
solving their financial problems, including a 
dose working relationship with local banks and 
other financial institutes to better direct small 
businessmen to available private credit. Re­
ceives, reviews and processes loan applications, 
including applications for 502 loans, visits appli­
cants place of business, secures credit informa­
tion, interviews banks and performs other exam­
inations as required by SBA procedures and 
established credit practices; prepares formal 
report of findings and recommendations of 
acceptance or declination and of terms and con­
ditions as to collateral, limitations on applica­
tion of proceeds, restrictions on borrower and 
terms of repayment. Makescredit examination 
and report of findings, and makes recommendation 
with respect to financial aspects of Certificates 
of Competency. 

APPRAISAL SECTION 

Makes evaluation of collateral offered to 
secure proposed loans, and of collateral pledged 
in connection with the administration and liquida­
tion of Joans. Appraises technical facilities and 
operations including such factors as management, 
competitive position, production and earnings 
potential, inventory characteristics and other 
elements of cost and value. 

LOAN LIQUIDATION SECTION 

Administers and prepares periodic reports on 
loans classified as "in liquidation" and acquired 
property. Reviews and evaluates requests of 
borrowers and others for action. Recommends 
or takes course of action to protect interests of 
SBA. Represents SBA at foreclosure, receiver­
ship ·and bankruptcy sales. Recommends sale of 
acquired property. 

1 
INVESTMENT DIVISION 

Conducts the investment program in the region. 
Develops and promotes programs designed to stim­
ulate and supplement the flow of private equity 
capital and Jong-term loan funds, which are essen­
tial ior the full financing of small business opera­
tions and for the growth, expansion, and moderni­
zation of such concerns. Promotes and explains 
the program to investment and other financial in­
stitutions. Prepares recommendations and reports 
covering the program for submission to the Wash­
ington office and for such other purposes as re­
quired. Maintains liaison with Financial Assist­
ance Division on financial and loan matters. 

I 
LOAN ADMINISTRATION SECTION 

Administers loans made; reviews loan files, 
enforces submission of recurring statements of 
borrowers' condition provided for in agreements, 
reviews and makes recommendations for cor­
rective action when required to protect the inter­
ests of SBA. Reviews borrowers' requests for 
actions which require prior SBA approval and 
i:repares reports of findings and makes recom­
mendations. Applies special procedures to the 
adminislration of "problem loons." Makes credit 
examination and report of findings, and makes 
recommendation with respect to financial aspects 
of Certificates of Competency where issued to 
firms benefiting from functioning SBA loans. 

I 
CLERICAL UNIT 

Maintains all loan-servicing records, including SBA Form 177 and in­
surance, tax and chattel mortgage records and ticklers. Is responsible 
for notifying the loon administrcition officer when loans are deilnquent. 
Examines insurance policies with respect to amount, coverage, and 
effective date. Prepares routine'correspondence to delinquent loon 
borrowers. 

Approved: Eugene P. Foley, Administrator 
Chart 16a October 21, 1963 
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AREA PLAN SCHEDULE 

PRESS RELEASE - OF SBA OPERATIONS DECENTRALIZATION 



.... ·.. •..• -

a) All rt;.:~io 1-:ll diroctoro to bi:; c'illcd into the \-Vashh1gton ofiic·e the 
v10ek oi .i.}:!.c,;:,.~·ibr:~.r.23, 19t ··1. Th-~:H.~not ~elected as ,u·ea al1:1:1.i.nis • 
tr~t:o.rs should b:~ illdivl{l.J.c\.lly in.for.med by the /•.dmini:.1t.r~tor or 
Executive A,ir .. '1.iniritrato~ .. oi the fie! t plan and bow it af!ecto thei·n. 
R¼:':'310:1aldirecto.r£ s,~lect~~d !01· area ac.l!-1inbtl·ators should be 
advised of the plan in a. scp~rr1te meeting cithe.r iudividually or 
collec'tively. 

Points to be covered at these m~etb1_$s: 

l. That i.tcps r.re b'2i.r1g tt~kon to h:ave tho Civil So·vice Cornr:-dsnion 
establi:;;:r1 gta.de 1 ·7 fot tlle ,irea adrninistrato1.·' s positiO!l. 

z. ThiJ.t tb.r: ptcsent r,-,gion:11 oHiccs ~.nd all branch offices will 
be desigaa.ted aa regional offices. Explain relationship 
betv1ccn Vtashln5,ton and field of!ices. For e~m;,le: 

(1) Th·e Washingto·n o!!ice, primarily policyrr1aldng, ~tanning,. 
establishmcmt oI ataudards, evalu.at.ion of overall a.cco:rr1plish­

. rne.nts and legislation . 

. (2). Area o!fiees, revpo2uible for planning, directing, and 
. evaluating the acc,,:>mplhhrne:ats o! the regional o.f!ices. 
Establishes and recommends goals and p.rograrn objectives 
based Oll local conditions and economic trend$ affecting 
small • business firms. 

(3) Regtonal office~, respoadble !or planning, directing, 
and car1·yinz. out all progran'l_.operations. 

(~!) Service type o! o!!ices, under regional offices, to include ' 
present post ol duty statioru:;, 6x6 loan offices and temporary 
disaster offices. 

3. T~.t steps are bcina taken to have tl1e Civil Service Commission· 
establiah GS-16' s for the regloual. directo:rs positions of the • _ 
New York, l1i1.iu.ncapolis, S!!~ttlc. Richmond, and Chicago 
Regional OfiiceG. Also that tho other regional ·directors poti• 
tionc will be classifi€d at the GS-15 level for the larger "'· • ·-· 
reglo1-ial offices \vhich. wlll result in au inc~ease !~ ;;.1ic;.ty · . -., ::·:<(;;;;:: 

•.for those that are: now in CS-16.-~gional directors' positi.on_s in oth:e·r •. 
~ffic'et~iil bE{classifiecfat.th~· GS~l4 grade1eve1.~· .. • .. _;., .. >. •• • 

,I. ,' ··• I 

https://bE{classifiecfat.th
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• - - ~ -···· ------ -------- -- ---- -
4. That t\,.,. pnr~'loac of th.la 11L.1. is to imp1·ove our p1"og.rams of 

assis\,.:Lnc~ i.l''kd EHJrvicos to the small bus.iness cox.nmun.ity by 
the fo1lov.,'i1J.3 mc:,.mo: 

(a) P~rev, Cfficc eb:~f will otu.dy local conditions and economic 
tri;nds ~,~focting Hle- &mall husi:1:ass !inn$ in be arc~ and 
recomn"!end proJ1·a.m goals c.nd objectives baaed on such 
findings. 

(b) Regional and iol"mer br:.mch offices will be able to increase 
the eccr)e nr th::::: r progl','.:\!tl assistan~e and services to all 
small business firuH.t i11 the area. 

(c) F11U cdeg«-tlon o.! authority fa being given so that all !inal • 
actions and decit:.rion~ can ha made nt the field lovel. 

5. A lctte~ am1.ot1ncing the eetablishn1ent o! area. offices will be 
sent to (;~ll of.fices on J anu.?.ry 4., 1965. 'fhis letter \Vill include 
an e;.=:1:Jlanation of the geographical areas, desig11ation oi Acting 
Arca A·~.minietrato:rs and b1"'ief statements of tbe purpose for 
Area Offices. • • • 

A separate letter will also be sent on or about this date to the 
Reg:l.<n1aland present branch offices i11cluding po.at of duty 
stations. This vAU include the design.atiol'l of Rogional Directors 

•and explanation to th.e employe~s a.a to the effect tlds cha.,ge 
will hav,v on th"dr t:;ta.tus ,vi th SBA. A p_resa relca-oe will be 
prepared on the general oopects of this plan for release after 
the employees have been notified. 

6. Regional Di rectors and Wa!ihington Oliice ofiicials concerned 
will be advised that !lo public annou..~cen1e11ts will be made until 
the Presa Release ls prepared and issued by Office of In.formation 
Services. 

7. Washington office key o!.ficials will be advised of the Area Plan 
and the schedule of implementation._ All offices involved will • 
atart developing plans and instructions to area administrators 
on actions. to be ta.."<en in order tliat Phase II oI this schedule 
can be met. This \vill cover transfer cf files, records. space, 
program operations., and all other matters a!!ecting ~e field 
conversion. • 

https://anu.?.ry


8. At the Regio!.ud Area Meeting to be h\?ld on January 4 through 12, 
a moro <letail~d e.;.tplanation will be give?l of the .r11;..rea Plan. r.i'his 
will cover organi::.:.ation, staffing, functio.tis, end other matters 
includin~ ~alationship between offices. 

After these meetings the D.l"'ea a.drnirdat.rators selected will hold 
meetings with their regio ..nal directors and brai,ch man;:tgers to 
go O".rer the plani and deterntlne pl'oblema. 

9. Region.al directors to inform their nta!ls of the general aspects 
of this plan and adviee the ern.ployees th~t no personnel adj•.1stinents • 
will be r .. n.a.de until careful c.onsideratioa is given ·to each individual 
case. 1n this connection we will e:adeavot' to ~Hect p.:?rsonnel adjust­
n1·ents. Every d!oi-t will be rn~de to .resolve personnel p1·oblema 
and ea.ch e:J.~ploye.e will be cm1sulted b<~fore any c.ctio 1 is contemplated. 

1 O. . 'l"hat movement o! hou.r,chold eUecta and t:ranaportation will be 
granted h> those employee.a desiring ti·ander to othe:r :ttegiomil 
offices. 

11. Area admlniotrators selected will wo1·k. with the 'Washington office 
staff in dc·,:·itJoping the details and solution of problez.ns. The 
Assistant .-1.drniniatrator for .Acln:1inistration wlll be responsible 
for coordinating all m~.u.ers involving the implementation of this 
plan wlth the A_.rea Adrniuistrators and \Vashington oHice officials 
concerned .. 

Phase II (ltnple·menta.tion of Plan)_ 

1. Effective February 1, 1965, the Area Cf:fic ... es will be established. 
The details i~volving the !ollo_wing will be carried out later: 

a. Delegation of lull authority to-area administrato1·::and to regional 
director& o! large of.!lces. Appropriate authodty to be given 
other regior.1al directors ol medium and small size offices. 

b. Take all normal admini.strative actions involving space arrange­
ments, trannfer of personnel, trans!er o! records and .files 
or other matters involving the establishments of the area 
offices. 

. •... 
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c. Dhcontin le nll poa.t an l p:re-aurlit activities carried o{;.t by 
the 'Vfanhlr1Gton oiri.cc. L1·:liviJ.ual case.t4 will or'.Lly be referred 
by the.area offices for advisory action·to.Lthe,-Washington Office. 
tFln:al ·a·ctfon to be-taken.-:by tlf'e .. ~regionab:office,·concerned: based on 
.:~the -adv.ice-:given-by ,Jhe: Washington·· and.area office.·. 

d. /1ren and regional of.rices ~.i1ill handle most o~ the Congressional 
cor1~~apondence; only that 'Hhich requires Washh1gton office 
reply to be handled by Vi;•shington office. 

c. W as:hington oflices to prepare and se:nd all major procedural 
cha.u.ges to field officea. 

f. VlaBhini.,ton oifice, h1 coorclina.ticn with area directors, to 
det\\D.nnine appropriate staffing reqt.uren1ents for all regional 

of!ices, ba~ed on workload and concentration of apeciali::Ged 
prograriu,. For e:;.:ample; prc,curement, COC, oubcontract­
ing, etc. 

g. Bat1ks, Chanibers ·ol Commerce, borro\vera, and others 
notified o! tho regional offices which will be responsible 
{01· dealing \.vith Gt1ch 01·ganizations. Bo,rrowera to be 
n~ti!ied il there is. a change in _repay.anent p1·ocedures. 

h. Area adnlinisti·ator to advise Washington office of problerns 
a.nd roatte.rs which w.a,i.-;-;int fiur.tl1er c_onitlderation by Washington. 

2. By no later th.an .June 1, 1965, the follo"'.ving· proble1ns shall have 
been resolved: 

a) Settle Personnel p-roblems. 
b) Balance out Staff for each oi!ice and effecting personnel 

adju.stments 
c-) Detennination ol Program Emphasis 
d). Separation of Area Headquarters from the Regional Oi!ice 

and settling of all Space Problems 
e) Considerl.ng boundary and state adjustments or other matters 

proposed by the Area Directo1·a 

···.• 
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*** 

Lafayette Building 
Washington., D. C._ 20416 

ADVANCE RELEASE 
For Sunday Morning Papers 
January 10, 1965 

DUdley 2-5433 

Eugene P. Foley, Administrator of the Small Business 

Administration, announced today that SBA operations will be 

decentralized to provide faster, better and more economical 

service to the Nation's small businessrnen. 

"We are moving SBA programs closer to the people 
who use them, 11 he said. "With the technological revolutd:'cin thrus_ting 
greater and greater pressures on the small businessman., there is· 
a compellirig need to take our services as close to the people as 
possible., to make.our services as accessible as possible., and to 
handle., requests as quickly and as effectively as possible. 

"That is what we hope this decentralization will accom­
plish. And at the same time we expect to save about one million 
dollars annually through a more efficient operation." 

Foley said 48 br~nch offices in 41 state_s, Puerto Rico 
and the District of Columbia will be elevated to regional status· 
and given authority to make decisions now_ being made at a 
higher level. 

The hub of the decentralization, Foley said, will be 
eight Area Offices set up in eight cities to provide general 
supervis1.on and program guidance to states in their areas. 

He said the Area Offices will be.located in Boston, 
New York, Philadelphia., Atlanta, Chicago, Dallas., Denver, and 
San Francisco. 

- more -

···.• 
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Th_e l3 present regional offices and the 48 new regional 
offices will be operations offices authorized to deal directly with 
small businessmen, to assist in their financial, manager_ial and 
procurement problems on the spot, and to _make decisions in their 
offices. 

The Washington office after a period of t,ransition will 
handle program planning, evaluation, and policy development. 

This$ Foley continued, will create three levels of 
organization: Planning in Washington, management in the Area 
Offices and operations in the regional offices.1 

"-
Foley said the dee entralization aims to: 

o Tailor programs to individual communities and states 
by making the regiona~ offices more responsive to the specific 
needs· of local small businessmen and by giving the regional offices 
the authority to respond to those needs. 

• Speed up the process of decision-making, with particular 
emphasis on faster pro·cessing of applications for loans .. 

·• Provide·more efficient operations because the regional 
director will be freed of supervisory responsibilities for a broader 
area cmd can concentrate his time and energies in. serving the specific 
vicinity covered by his office. 

• Reduce paperwork and the need for supervisory 
personnel which will be prime factors ,in reducing costs. 

Foley .said that the decenfr-alization will proceed over 
a period of time and is expected· to be completed by June 30. 

These pr_esent SBA branch offices will become regional 
offices: 

- more 



Augusta, Me., Concord, N. H., Montpelier, Vt., 
Providence, R. I.: Hartford, Conn., Syracuse, N. Y., Newark, 
N. J., Pittsburgh, Pa., Santurce, Puerto Rico, Baltimore, Md., 
Clarksburg, W. Va., Washington, D. C., Cleveland, Ohio, 
Birmingham, Ala~, Jackson,· Miss., Columbus, Ohio; Jacksonville, 
Fla., Nashville_, Tenn., Louisville) Ky., Charlotte, N. C., 
Columbia, S. C., Madison, Wisc., Indianapolis., ind., Des Moines, 
Iowa, St. Louis, Mo., Miarn.i, Fla. 

-Omaha, Neb.' Fargo, N. D. I Sioux Falls, s. D., 
Helena, Mont., Wichita, Kans., Casper, Wyo., Salt Lake City, Utah, 
Boise, Idaho, Little Rock, Ark., New Orleans·, La., Oklahoma City, 
Okla., Houston, Texas, Lubbock, Texas, Marshall, Texas, 
San Antonio, Texas, Albuquerque, N. M., Phoenix, Ariz., San 
Francisco, Calif., Portland, Oreg., Spokane, Wash., Anchorage, 

• Alaska, Honolulu, Hawaii. 

These .present SBA regional offices will continue as 
regional offices: 

Boston, Mass., Philadelphia, Pa., Atlanta, Ga., 
Chicago, Ill., Detroit, Mich., Richmond, Va., New York, N. Y. 
Minneapolis, Minn. , Kansas City, Mo., Dallas, Texas, D~nver, 
Colo .. , Los Angeles, Calif. , Seattle, Wash. 

These present SBA 1:?ra~ch offices will continu,e as 
branch offices: 

Marquette, Mich., Knoxville, Tenn .. , San.Diego, Calif., 
Buffalo, N. Y., Agana, Guam, St. ~homas, V. I. 

Following is the listing of States covered by the eight 
-new Area Offices:. 

ATLANTA: Georgia, North Carolina, South Carolina, 
Tennessee, Mississippi, Alabama, Florida, and Kentucky. 

SAN FRANCISCO: California, Alaska, Hawaii, 
Washington, Nevada, Arizona, Oregon and Guam. 

- more -



BOSTON: Massachusetts, Connecticut, Rhode Island, Vermont, 
Maine and New Hampshire. 

CHICAGO: Illinois, Indiana, Iowa, Michigan, Minnesota, 
Missouri and Wisconsin. 

DALLAS: Tex_as_, Arkansas, Louisiana, Oklahoma and 
New Mexico. 

DENVER: Colorado, Kansas, Nebraska, North Dakota, 
South Dakota, Utah, Montana, Idaho and Wyoming~ 

PHILAPELPHIA: Pennsylvania, New Jersey, Delaware, 
Ohio, Maryland, Virginia, West Virginia and the District of 
Columbia. 

NEW YORK: ·New York State. 

- END ADVANCE RELEASE -

·---=-· 
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SMALL BUSINESS ADMINISTRATION , 
Washington 25, D. C. 

SBA-100 - Administrative Manual 

Transmittal Notice 

1. Attached is a revision of Section 200 of SBA-100, Administrative Manual. 

2. Explanation of Change. The section has been revised to reflect the Agency's 
new field organization. 

3. Filing Instructions. File the attached pages in lieu of pages with the 
same headings in Chapter II, SBA-100. 

4. Distribution. All holders of SBA-100~ Administrative Manual. 

5. Originating Office: Office of Management Analysis, Assistant Administrator 
for Administration. 

BY DIRECTION OF: 

EUGENE P. FOLEY 
ADMINISTRATOR 

Date: March 12, 1965 



Chapter II Section 200-SBA-100 

200. Field Offices 

• . 01 Purpose. This chapter provides for the establishment, discontinuance, 
revision of boundaries, changes in the mission, and internal organi­
zation of SBA field offices . 

. 02 Policy. To maintain such field offices as may be required to carry 
out effectively the ~gency' s program responsibilities and activities 
in serving small business . 

. 03 Definition of Field Offices 

. 031 General Definition. A "field office" is any SBA office other than 
the principal office in Washington, D. C. , except as noted in 
Section 200. 04 . 

. 03 2 Types of Field Offices 

a. AREA OFFICE - An SBA office under the Administrator that 
provides program and administrative planning, supervision, 
and direction to the regional and branch offices under their 
jurisdiction. Such an office is responsible for area planning 
and establishing goals and program objectives for the regional 
offices based on local conditions and economic trends affecting 
small business within the area. Evaluates the accomplishments 
of the regional offices to determine their effectiveness and 
compliance with established goals and objectives. 

REGIONAL OFFICE - An SBA field office under an area 
administrator which carries out the Agency's programs and· 
administrative operations in a prescr.-ibed geographical area. 
Provides supervision, guidance, and assistance to branch 
offices under their jurisdiction in carrying out assigned program 
and administrative operations. 

c. BRANCH OFFICE - A small SBA field office under a regional 
director. Such an office carries out the financial assistance 
program and, when assigned, additional SBA programs and 
related administrative functions within a specific portion 
of the geographical area of its parent regional office. Such 
offices also include temporary facilities established to deal 
with a catastrophe or disaster, or a special lending operation 
(6x6 program offices). 
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Chapter II Section 200. 04 - SBA-100 

. 04 SBA Installations That are Not Field Offices 

Cities visited on an informal basis, regardless of frequency or 
regularity of the visits, are not considered to be SBA field offices. 
Under their delegated autoority to approve travel regional directors 
may, and are encouraged to, authorize circuit rider programs 
or other scheduled visits to cities within their region. Area 
administrators will be responsible in seeing that the regional 
directors effectively carry out the circuit rider program within 
their respective geographical boundaries and shall maintain cur- . 
rent records on the scheduled visits to cities. The Director, Office 
of Management Analysis will be advised of all changes in the circuit 
rider scheduled visits by the area administrators . 

. 05 Authority 

. 051 Only the Administrator may approye changes in establishment, 
relocation, or discontinuance of area, regional, and branch offices 
including geographical boundaries of such offices . 

. 052 Area administrators may approve changes in internal organization 
of regional and branch offices provided such changes are consistent 
with functional charts 17 and::18, .sec.tion l 05. 

. 053 Regional directors may take final action on establishment of disaster 
branch offices and assignment of SBA representatives at procu!ement 
centers. The actions of regional directors concerning disaster 
branch offices are governed further by the provisions of SBA-500, 
Financial Assistance Manual, Chapter X . 

. 06 Release of Information. If a proposed change is approved, the 
Assistant Administrator for Administration will advise the Special 
Assistant for Congressional Relations and the Director, Off~ce 
of Public Information, who will provide the area administrator 
with appropriate news announcements and coordinate the release 
of information regarding the change. 

. 07 Internal Organization of Field Offices 

Functional chart No. 16, section 105, shows the the organizational 
units approved for area offices. The establishment of all program 
level organizational units ..shown in chart 16 is mandatory. 
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SBA-100 Chapter II Section 200. 07 

Functional chart No. 17, section 1 ?5, shows the organizational 
units approved for regional offices which have been redelegated 
full program and administrative authority. The organizational 
structure of other regional offices will vary in accordance with 
staff assigned and delegation of authority. For example, if the 
ARA work is being performed by one individual he should be assigned 
to the Loan Processing and Administration Section for supervisory 
purposes. In such a case no section will be established in that 
regional office. This same principle will apply to other functional 
areas, especially when there is not sufficient staff to support a 
full-time or working supervisor. In such cases the individuals 
will be assigned to the staff of the regional director or appropriate 
division or section depending upon the relationship and r.ature 
of the work. In this connection section chief positions shall not 
be established unless the span of control and workload justifies 
a full-time supervisory position. The area administrators may 
establish working supervisory positions when there is need for 
group leadership, and the workload and staff assigned require 
partial supervision including review work. The establishment 
of the program divisions (financial assistance, and procurement 
and management assistanc_e), the legal staff, and the administrative 
staff may be made in those offices where such authority has been 
redelegated and positions allotted. Any additional sections must 
be approved by the area administrator prior to their· establish­
ment. Requests should include workload of the proposed section, 
n}lmber of employees that will be in the section, and proposed 
effective date of the establishment of the section. The area 
administrators will notify the Office of Management Analysis 
of such changes. 

Functional chart No. 18 shows the streamlined organization for 
a typical branch office. Disaster and special type lending offices 
(6x6} will be organized as simple and streamlined as possible 
to meet the needs for which established . 

. 08 Procedures for Making Changes in Field Offices and Geographical 
Boundaries 

. 081 Initiation. Proposals for changes in the location and boundaries 
of regional and branch offices will be initiated by or through the 
area administrators based on the criteria set forth in section 200. D82. 
The initiator shall state in the proposal the action being recommended 
and include a statement of positive and n~gative factors and supporting 
arrangements required. This statement shall include the arrange­
Il1ents which need to be made with respect to funds, personnel, 
space, and facilities. 

TN-100-444 



• 1 SBA-'l00 Chapter II Section 200. 082 

- . 082 Standards for the Establishment of New Regional Offices 

a. Factors to be Considered in the Establishment of SBA Regional 
and Branch Offices 

(1) Present and potential demand for SBA assistance; 
(2) Distance to the nearest SBA office in the area; 
(3) Normal trade areas and banking affiliations; 
(4) Cost; 
( 5) A vaila bili ty of funds. 

(Disaster and special type of lending offices will be established 
in those territories where the need exists and funds are available.) 

b. Justifications for the Establishment of Regional and Branch 
Offices. 

(1) Area administrators in submitting their recommendations 
for the establishment of regional and branch offices, with 
the exception of temporary facilities (disaster and special 
lending field offices) shall submit the following informa­
tion: 

(a) Financial As s1stance Program 

1. Number of inquiries and loan applications by 
type received from the territory to be served 
by the new office. 

2. Number of outstanding loans to be serviced. 

(b) Procurement and Management Assistance Program 

1. Number and types by programs of assistance 
requested in the territory to be serviced. 

2. Number and types of small business in the 
territory including procurement installations. 

(c) General Information 

1. Normal trade or marketing a-eas and banking 
affiliations. 

2. Location of other Federal, state, and local community 
a_gencies that have close relationship with SBA. 
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SBA-100 Chapter II Section 200. 082(c)3 

3. Distance to the nearest SBA office in the area. 

4. Transportation facilities available. 

5. Other meaningful information. 

(2) Cost. 

{a) Funds for personnel, space, furniture, equipment, 
and transportation have been specifically provided 
for through the regular budgetary process; 

or 

{b) The staff for the new office can be provided within 
the total authorized staff of the area and other costs 
{transportation, space, equipment, etc.) are insignificant 
or are not in excess of periodic travel to the geographical 
territory to be serviced .• by the proposed office . 

. 083 Submission and Recommendation. The area administrators shall 
address the final proposal and supporting information to the Assistant 
Administrator for Administration for review, clearance, and prepara­
tion of recommendation to the Administrator . 

. 084 Implementation of the Administrator's Action 

a. 'Approval. When the Ad:rpini stra tor approves the proposal 
and the planned arrangements and establishes the effective 
date, the Assistant Administrator for Administration will: 

( 1) Direct the area office concerned to put the planned 
arrangement into effect; 

(2) Direct the Office of Management Analysis to prepare for 
his clearance and the Administrator's approval a revision 
to SBA-100, Section 201, Boundaries of SBA Area, Regional, 
and Branch Offices. 

b. Disapproval. When the Administrator disapproves a proposal, 
the Assistant Administrator for Administration will inform the 
deputy administrators, the area administrator, the initiator, 
and other offices concerned. 
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SBA-100 Chapter II Section 200. 084c 

c. Area Administrators. In taking actions pertaining to field 
offices within their delegated authority, area administrators 
shall assure that all the actions are supported by official 
records . 

. 09 Changes in Established Offices. Change of address, telephone 
nurnber, or name of manager or SBA representative in charge of 
SBA field offices shall be sent promptly to the Office of Administrative 
Services. 

I 

-
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SBA-100 CHAPTER II SECTION 201 

BOUNDARIES OF SBA FIELD OF.FICES 

NORTHEASTERN 
jurisdiction 

AREA. 
over the 

Area Cffice, Boston, Massachusetts, 
following regional offices: 

having 

Augusta, Maine. Serving Maine. 
Boston, 1'1assachusetts. Serving Massachusetts. 
Concord, New Hampshire. Serving New I-{ampshire. 
Hartford, Connecticut. Serving Connecticut. 
Montpelier, Vermont. Se.rving Vern1ont. 
Providence, Rhode Island. Serving Rhode Island. 

NEW YORK AREA. Area Office, New York, New 
over the following regional and branch offices: 

York, havi~g jurisdiction 

New York, New York. Serving the New York counties of: 

Albany 
Bronx 
Columbia 

Kings 
Nassau 
New York 

Rensselaer 
Richmond 
Rockland 

.Suffolk 
Sullivan 
Ulster 

Delaware Orange Saratoga Wa~'ren 
Dutchess Putnarn Schenectady Washington 
Greene Queens Schohade Westchester 

Syracuse, New York. Serving New York counties of: 

Broome Fulton Montgomery St. Lawrence 
Cayuga Hamilton Oneida· Steuben 
Chemung Herkimer Onondaga Tioga 
Chenango Jefferson Ontario Tompkins 
Clinton Lewis Oswego Wayne 
Cortland Livingston Otsego Yates 
Essex Madison Schuyler 
Franklin Monroe Seneca 

,:~Buffalo, New York. Serving New York counties of: 

Allegany Erie Orleans 
Cattaraugus Gene see Wyoming 
Chautauqua Niagara 

,:~Denotes Branch Office under regional office 
TN-100-444 March 12, l 9 6 5 
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SBA-ioo CHAPTER II SECTION 201 

IDDLE ATLANTIC AREA. Area Office, Philadelphia, Pennsylvani.a, having 
jurisdiction over the following regional and branch offices: 

Baltimore, Maryland. Serving Maryland, except the counties of Mo.ntgomery 
and Prince Georges. 

Clarksburg, West Virg0ia. Serving the following counties in West Virginia: 

Barbour Hardy Monongalia Ritchie 
Berkeley Harrison Morgan Taylor 
Brooke Jefferson Ohio Tucker 
Doddridge Lewis Pendleton Tyler 
Grant Marion Pleasants Up:shur 
Hampshire Marshall Preston Wetzel 
Hancock Mineral Randolph Wood 

i.~Charleston, West Virginia. Serving the following counties in 
West Virginia: 

Boone Kanawha Pocahontas 
Braxton Lincoln Putnam 
Cabell Logan Raleigh 
Calhoun Mason Roane 
Clay McDowell Summers - Fayette Mercer Wayne 
Gilmer Mingo Webster 

-=..--;:a,--•- Greenbrier Monroe Wirt 
Jackson Nicholas Wyoming 

Cleveland, Ohio. Serving Ohio counties of: 

Allen Geauga Morrow Seneca 
Ashland Hancock Marion Stark 
Ashtabula Hardin Medina Summit 
Auglaize Henry Mercer Trumbull 
Columbiana Holmes Ottawa Van Wert 
Crawford Huron Paulding Wayne 
Cuyahoga Lake Portage Williams 
Defiance Lorain Putnam Wood 
Erie Lucas Richland Wyandot 
Fulton Mahoning Sandusky 
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SBA-100 CHAPTER II SECTION 201 

Columbus, Ohio. Serving Ohio counties of: 

Adams Fairfield Lawrence Pike 
Athens Fayette Licking Preble 
Belmont Franklin Logan Ross 
Brown Gallia Madison Scioto 
Butler Greene Meigs Shelby 
Carroll Guernsey Miami Tuscarawas 
Champaign Hamilton Monroe Union 
Clark Harrison Montgomery Vinton 
Clermont Highland Morgan Warren 
Clinton Hocking Muskingum Washington 
Coshocton Jackson Noble 
Darke Jefferson Perry 
Delaware Knox Pickaway 

Newark, New Jersey. Serving the following counties in New Jersey: 

Bergen Hunterdon Morris Sussex 
Essex Middlesex Pa·ssaic Union 
Hudson Monmouth Somerset Warren 

Philadelphia, Pennsylvania. Serving the State of Delaware and the following 
cou.n.ties in Pennsylvania and New Jersey: 

Pennsylvania 

Adams , Dauphin Lycoming Schuylkill 
Berks Delaware Mifflin Snyder 
Bradford Franklin Monroe Sullivan 
Bucks Fulton Montgomery Susquehanna 

·cameron Huntingdon Montour Union 
Carbon Juniata Northampton Wayne 
Centre Lackawanna Northumberland Wyoming 
Chester Lancaster Perry Tioga 
Clinton Lebanon Philadelphia York 
Columbia Lehigh Pike 
Cumberland Luzerne Potter 

New Jersey 

Atlantic Camden Cumberland Mercer 
Burlington Cape May Gloucester Ocean 

Salem 
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SBA-100 Chapter II Section 201 

Pittsburgh, Pennsylvania. Serving the following counties in Pennsylvania: 

Allegheny Clarion Greene Venango 
Armstrong Clearfield Indiana Warren 
Beaver Crawford Jefferson Washington 
Bedford Elk Lawrence Westmoreland 
Blair Erie McKean 
Butler Fayette Mercer 
Cambria Forest Smnerset 

Richmond, Virginia. Serving Virginia, except the counties of Arlington, 
Fairfax, and Loudoun. 

Washington, D. C. Serving the District of Columbia; Maryland counties 
of Montgomery and Prince Georges and Virginia counties of Arlington, 
Fairfax, and Loudoun. 

SOUTHEASTERN AREA: Area Office, Atlan~a, Georgia, having jurisdiction 
over the following regional and branch offices. 

Atlanta, Georgia. Serving Georgia. 

Binningham, Alabama. Serving Alabama. 

Charlotte, North Carolina. Serving North Carolina. 

Columbia, South Carolina. Serving South Carolina. 

Jackson, Mississippi: Serving Mississippi. 

Jacksonville, Florida. Serving Florida counties of: 

Alachua Flagler Lake St. John 
Baker Franklin Leon Seminole 

..Bay Gadsden Levy Sumter 
Bradford Gilchrist Liberty Suwannee 
Calhoun Gulf Madison Taylor 
Citrus Hamilton Marion Union 
Clay Hernando Nassau Volusia 
Columbia Hdrnes Okaloosa Wakulla 
Dixie Jackson Orange Walton 
Duval Jefferson Putnam Washington 
Escambia Lafayette Santa Rosa -TN -100-444·: · March 12, 1965 
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SBA-100 Chapter II Section 201 

Nashville, Tennessee. Serving Tennessee counties of:-
Bedford Gibson Lewis Rutherford 
Benton Giles Lincoln Sequatchie 
Cannon Grundy McNairy Shelby 
Carroll Hamilton Macon Smith 
Cheatham Hardeman Madison Stewart 
Chester Hardin Marion Sumner 
Clay Haywood Marshall Tipton 
Coffee Henderson Maury Trousdale 
Crockett Henry Montgomery Van Buren 
Davidson Hickrnan Moore Warren 
Decatur Houston Obion Wayne 
DeKalb Humphreys Overton Weakley 
Dickson Jackson Perry White 
Dyer Lake Pickett Williamson 
Fayette Lauderdale Putnam Wilson 
Franklin Lawrence Robertson 

):~Knoxville, Tennessee. Serving Tennessee counties of: 

Anderson Greene Morgan 
Bledsoe Hamblen Polk 
Blount Hancock Rhea 
Bradley Hawkins Roane 
Campbell Jefferson Scott 
Carter Johnson Sevier 
Clair borne Knox Sullivan 
Cocke Loudoun Unicoi 
Cumberland McMinn Union 
Fentress Meigs Washington 
Grainger Monroe 

Louisville, Kentucky. Serving Kentucky. 
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SBA-100 CHAPTER II SECTION 201 

Miami, Florida. Serving Florida counties of: 

Brevard Hardee Martin Polk 
Broward Hendry Monroe St. Lucie 
Charlotte Highlands Okeechobee Sarasota 
Collier Hillsborough Osceola Florida Keys 
Dade Indian River Palm Beach 
De Soto Lee Pasco 
Glades Manatee Pinellas 

MIDWESTERN AREA. Area Office, Chicago, Illinois, having jurisdiction over 
the following regional and branch offices: 

Chicago, Illinois. Covering Illinois counties of: 

Boone Ford Livingston Putnam 
Bureau Fulton L_ogan Rock Island 
Carroll Grundy McDonough Sangamon 
Cass Hancock McHenry Schuyler 
Champaign Henderson McLean Shelby 
Christian Henry Macon Stark 
Clark Iroquois Marshall Stephenson - Coles Jo Daviess Mason Tazewell 
Cook Kane Menard Vermilion 
Cumberland Kankakee Mercer Warren 
De-Kalb, Kendall Morgan Whiteside 
De Witt Knox Moultrie Will 

Douglas Lake Ogle Winnebago 
Du Page La Salle Peoria Woodford 
Edgar Lee Piatt 

Des Moines, Iowa. Serving Iowa. 

Detroit, Michigan. Serving the Lower Peninsula of Michigan, except th~ 
counties of Alpena, Antrim, Charlevoix, Cheboygan, Emmet, Montmorericy, 
Otsego, and Presque Isle. 

TN-100-444 Ma'rch 12, 1965 



SBA-100 CHAPTER II SECTION 201 

~:~Marquette, 
the Northern 

Michigan. 
Lower 

Serving 
Peninsula 

Michigan 
counties 

in 
of: 

the Upper Peninsula and 

Upper Peninsula 

Alger 
Baraga 
Chippewa 
Delta 
Dickinson 

Gogebic 
Houghton 
Iron 
Keweenaw 
Luce 

Mackinac 
Marquette 
Menominee 
Ontonagon 
Schoolcraft 

Northern Lower Peninsula 

" 

Alpena 
Antrim 
Charlevoix 

Cheboygan 
Emmet 
Montmorency 

Otsego 
Presque Isle 

Indianapolis, Indiana. Serving Indiana. 

Kansas 
Kansas: 

City, Missouri. Serving the foll<;.>wing counties in Missouri and 

• Kansas 

Allen Crawford Labette Neosho 
Anderson Doniphan Leavenworth Osage 
Atchison Douglas Linn Pottawatomie 
Bourbon Franklin Marshall Shawnee 
Brown ' Jackson Miami Wilson 
Cherokee Jefferson Montgomery Woodson 
Coffey Johnson Nemaha Wyandotte 

Missouri 

Adair Cole - Johnson Pula-ski 

Andrew Cooper Laclede Putnam 
Atchison Dade Lafayette Randolph 
Barry Dallas Lawrence Ray 
Barton Daviess Linn Saint Clair 
Bates De Kalb Livingston Saline 
Benton Douglas Macon Schuyler 
Boone Gentry McDonald Stone 
Buchanan Greene Mercer Sullivan 
Caldwell Grundy Miller Taney 

Harrison Moniteau Texas (cont.)
- Camden 
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Carroll Henry Morgan Vernon 
Cass Hickory Newton Webster 
Cedar Holt Nodaway Worth 
Chariton Howard Ozark Wright 
Christian Howell Pettis 
Clay Jackson Platte 
Clinton Jasper Polk 

Madison, Wisconsin. Serving Wisconsin counties of: 

Ada1ns Green Lake Marinette Shawano 
Brown Iowa Marquette Sheboygan 
Calumet Jackson Milwaukee Vernon 
Clark Jefferson Monroe Walworth 
Columbia Juneau Oconto Washington 
Crawford Kenosha Outagamie Waukesha 
Dane Kewaunee Ozaukee Waupaca 
Dodge La Crosse ~ortage Waushara 
Door Lafayette Racine Winnebago 
Fond du Lac Langlade Richland Wood 
Grant Manitowoc Rock 
Green Marathon Sauk 

Minneapolis, Minnesota. Serving Minnesota and Wisconsin counties of: 

Ashland Dunn Pepin Taylor 
Barron. Eau Claire Pierce Trempealeau 
Bayfield Florence Polk Vilas 
Buffalo Forest Price Washburn 
Burnett Iron Rusk 

• Chippewa Lincoln St. Croix 
Douglas Oneida Sawyer 

St. Louis, Missouri. Serving the following counties in Illinois and Missouri. 

Illinois 
Adams Crawford Hamilton Lawrence 
Alexander Edwards Hardin Macoupin 
Bond Effingham Jackson Madison 
Brown Fayette Jasper Marion 
Calhoun Franklin Jefferson Massac 
Cla.y Gallatin Jersey Monroe 
Clinton Greene Johnson Montgomery (cont.) 
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SBA-100 CHAPTER II SECTION 201 

Perry Randolph Scott Wayne 
Pike Richland Union White 
Pope St. Clair Wabash Williamson 
Pulaski Saline Washington 

Missouri 

Audrain Gasconade Montgomery St. Francois 
Bollinger Iron New Madrid St. Genevieve 
Butler Jeff er son Oregon St. Louis 
Callaway Knox Osage Scotland 
Cape Girardeau Lewis Pemiscot Scott 
Carter Lincoln Perry Shannon 
Clark Madison Phelps Shelby 
Crawford Maries Pike Stoddard 
Dent Marion Ralls Warren 
Dunklin Mississippi Reynolds Washington 
Franklin Monroe Ripley Wayne 

SOUTHWESTERN AREA. Area Office, Dallas, Texas, having jurisdiction over 
the following regional offices; 

Al0uquerque, New Mexico. Serving New Mexico. 

Dallas, Texas. Serving the following counties in Texas: 

Anderson Delta Johnson Rains-
Archer Denton Kaufman Rockwall 
Baylor Eastland Lamar San Saba 
Bell Ellis Lampasas Shackelford 
Bosque Erath Limestone Somervell 
Brown Falls Llano Stephens 
Burnet Fannin Mason Tarrant 
Callahan Free stone McCulloch Throckmorton 
Clay Grayson McLennan Van Zandt 
Coleman Hamilton Menard Wichita 
Collin Henderson Mills Wilbarger 
Comanche Hill Montague Williamson 
Concho Hood Navarro Wise 
Cooke Hopkins Palo Pinto Young 
Coryell Hunt Parker 
Dallas Jack 
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SBA-100 CHAPTER II SECTION 201 

Houston, Texas. Serving the following counties in Texas and parishes in 
Louisiana: 

Texas 

Angelina Galveston Leon San Jacinto 
Austin Grimes Liberty Trinity 
Bastrop Hardin Madison Tyler 
Brazoria Harris Matagorda Waller 
Brazos Houston Milam Walker 
Burleson Jackson Montgomery Washington 
Chambers Jasper Newtbn Wharton 
Colorado Jefferson Orange 
Fayette Lavaca Polk 
Fort Bend Lee Robertson 

Louisiana 

Beauregard Calcasieu Cameron 

Little Rock, Arkansas. Serving Arkansas, except Columbia, Lafayette, 
and Miller counties. 

Lubbock, Texas. Serving the following counties in Texas. 

Andrews Ector Jones Reagan 
Armstrong El Paso Kent Reeves 
Bailey Fisher King Roberts 
Borden, Floyd Knox Runnels 
Brewster Foard Lamb Schleicher 
Briscoe Gaines Lipscomb Scurry 
Carson Garza Loving Sherman 
Castro Glasscock Lubbock Sterling 
Childress Gray Lynn Stonewall 
Cochran Hale Martin Sutton 
Coke Hall Midland Swisher 
Collingsworth Hansford Mitchell Taylor· 
Cottle Hardernan Moore Terrell 
Crane Hartley Motley Terry 
Crockett Haskell Nolan Tom Green 
Crosby Hemphill Ochiltree Upton 
Culberson Hockley Oldham Ward 

Dallam Howard Parmer Wheeler 
Dawson Hudspeth Pecos Winkler 
Deaf Smith Hutchinson Potter Yoakum 
Dickens Irion Presidio 
Donley Jeff Davis Randall- March 1 2 , 19 6 5TN-l0Q-444 
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Marshall, Texas. Serving the following Arkansas and Texas counties and 
Louisiana parishes: 

Arkansas 

Colmnbia Lafayette Miller 

Louisiana 

Bossier Caddo De Soto Webster 

Texas 

Bowie Gregg Panola Shelby 
Camp Harrison Red River Smith 
Cass Marion Rusk Titus 
Cherokee Morris Sabine Upshur 
Franklin Nacogdoches San Augustine Wood 

New Orleans, Louisiana. Serving Louisiana, except Beauregard, Bossier, 
Caddo, Calcasieu, Cameron, De Soto., and Webster parishes. 

Oklahoma City, Oklahoma. Serving Oklahoma. 

s·an Antonio, Texas. Serving the following counties in Texas. 

Aransas Duval Kenedy San Patricio 
Atascosa Edwards Kerr Starr 
Bandera Frio Kimble Travis 
Bee Gillespie Kinney Uvalde 
Bexar Goliad Kleberg Val Verde 
Blanco Gonzale·s La Salle Victoria 
Brooks Guadalupe Live Oak Webb 
Caldwell Hays Maverick Willacy 
Calhoun Hidalgo McMullen Wilson 
Cameron Jim Hogg Medina Zapata 
Comal Jim Wells Nueces Zavala 
De Witt Karnes Real 
Dimmit Kendall Refugio 

ROCKY MOUNTAIN AREA. Area Office, Denver, Colorado, having jurisdiction 
over the following regional offices: 

Casper, Wyoming. Serving Wyoming except the counties of Lincoln, 
Sublette, Sweetwater, Teton, Uinta, and Yellowstone National Park. 

De.nver, 'Colorado. Serving Colorado. 

TN-1 0Q-444 March 12, 196? 
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Farg~, North Dakota. Serving North Dakota. 

Helena, Montana. Serving Montana. 

Omaha, Nebraska. Serving Nebraska. 

Salt Lake City, Utah. Serving Utah and the Wyoming counties of Lincoln, 
Sublette, Sweetwater, Teton, Uinta, and Yellowstone National Park. 

Sioux Falls, South Dakota. Serving South Dakota. 

Wichita, Kansas. Serving the following counties in Kansas: 

Barber Gove McPherson Rush 
'- Barton Graham Marion Russell 

Butler Grant Meade • Saline 
Chase Gray Mitchell Scott 
Chautauqua Greeley Morris Sedgwick 
Cheyenne Greenwood Morton Seward 
Clark Hamilton Ness Sheridan 
Clay Harper Norton Sherman 
Cloud Harvey Osborn Smith 

I 

- Comanche Haskell Ottawa Stafford 
Cowley Hodgeman Pawnee Stanton 
Decatur Jewell Phillips Stevens 
Dickinson Kearny Pratt Sumner 
Edwards Kingman Rawlins Thomas 
Elk Kiowa Reno Trego 
Ellis Lane Republic Wabaunsee 
Ellsworth Lincoln Rice Wallace 
Finney Logan Riley Washington 
Ford Lyon Rooks Wichita 
Geary 

----~ 
PACIFIC COASTAL·AREA. Are·a· Office, San Francisco, California, having 

jurisdiction over the following regional and branch offices: 

Anchorage, Alaska. Serving Alaska. 

Boise, Idaho. Serving Idaho, except Benewah, Bonner, Boundary, 
Clearwater, Idaho, Kootenai, Latah, Lewis, Nez Perce, and Shoshone 
counties, and the Oregon counties of Baker, Grant, Harney, Malheur, 
Union, and Wallowa. 

- Honolulu, Hawaii. Serving Hawaii. 

~N-lOQ-444 
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Agana, Guam. Serving Guam and American Samoa. 

Los Angeles, California: Serving California counties of Inyo, Kern, 
Los Angeles, Orange, Riverside, Santa Barbara, San Bernardino, 
San Luis Obispo, and Ventura; and Clark County, Nevada. 

San Diego, California. Serving California counties of Imperial and 
San Diego. 

Portland, Oregon. Serving Oi·egon and the Washington counties of Clark, 
Cowlit~, Kickitat, Skamania, and Wahkiakum .. 

San Francisco, Californ_ia. Serving Nevada, except Clark County; 
California, except the counties of Imperial, Inyo, Kern, Los Angeles, 
Orange, Riverside, Santa Barbara, San Bernardino, San Diego, 
San Luis Obispo, and Ventura. 

Spokane, Washington. Serving Washington and Idaho counties of: 
Washington 

Adams Ferry Pend Oreille Stevens 
Asotin Garfield Spokane Whitman 
Columbia Lincoln 

Idaho 

Benevvah Clearwater Latah Nez Perce 
Bonner Idaho Lewis ···Shoshone 
Boundary Kootenai 

Seattle, WashinR~ Serving the Washington counties of: 

Benton Grays Harbor Lewis Skagit 
Chelan Island Mason Snohomish 
Clallam Jefferson Okanogan Thurston 
Douglas King Pacific Walla Walla 
Franklin Kitsap Pierce Whatcom 
Grant Kittitas San Juan Yakima 

SANTURCE, PUERTO RICO. Serving the Commonwealth of Puerto Rico. 

St. Thomas, Virgin Islands. Serving the U. S. Virgin Islands. 

- TN-100-444 March 12, 1965 
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C'a:-;,tu l-S.CUcn lC4• 
A:>.E.t,COVN3i::L 

Plans; and c~--dinates the providimJ of lcQCJ.i.ser-1!ccs for proqrarrt 
o;>crations ct the rcqior.ol lev1?t; uovi.Si'S and assist:; the area ad• 
r--J.r,istrctor o: area p:~am of!icials on l-z')al rr:atter::; wh.1ro c.dvice l 
i:;; ~ouQh~ er is necdcci. Is ,e;.µcns1bJe fo• the ;>:or:,,pt i.:.r.d o£ficle;.t 1 

ierformar,ce nj profos,;icnal lc...:;cl serv~-::es ln o!ficc!l U1Cc: t~e 
area jurisdiction and provides assi.:.t'lncc .:in natters oi kxm eliQi­ Al\cA ADMINISTRATOR 

bilit"/. size stcr...dn:..!s. tnvestrr:!.?nl ac-tivltie:;. certifi=ates o! com- : 
petcr.cy, Joo:1 ii'1~:dation QT"ld ad;ninistrati0;1, and other rnc.ttars !-.._-._,....,. 

Sctves as SBA area aSJministrata:. is res1--onsible for accomplish­re lat inc; to SBA operations. Conducts !a contm·.Ji.riq rnvi~w cf leqal 
services crnci lnltiotes or recom:nends rer.;edlal cction wh~re neces- ments and 1csults with res~ct to all prooroms of as::u~tonc<! to 

sr;.11 ll busui"isS concci"ns ccnducrcd th!'oughout tho area. E·,cluatessary. ~"'C:; lo o;,proprlat11 :1rofejsional trainin'J pcoc;rams bast."d on 
nPeds of office:: in the area. and COCfdmotes the exccutton of o;:,erotions by reqfonal direct01:;, 

under a dei.eq,.Jtion to t-:..ke hnal action in most prOrJrorns withjn 
statutory limits ond in uccorunr.-:c with SBA policies and objecti',ea. 
Plans ar.d recommi:-nd:. prOQforn qools anti vbjectives ~sed Oii ecer 
nomic trends and the inipoct ::.fs,~d·, ~ends on the smnll business 

APEA R!:'SIOEl';T AllDIT'JR , 
coc:1mur,,ty w~t~ln tl.e area. Evalo,1,Jtes regional wak 'fleosurement 

A.ea aUCHors serve unc!er :.he di;ec~ supervis~on ol. ai~ od:-r.ir.·s­ dala mceived frt1m tho Woshi.noton Olfir.e. and area rec;1oool o!fices, 

tratcl3 os thl'i: ;,ru,ci;xil a::mi.:s.tant!;In dttterr.:in::,g ovcrull rr.on­ ·.o os:;ur~ that work s:~ndards crnd pt.'rforrnance QOOIs are beinq 

G.,:;er.'1~..!c~petenca and the 1nteqnty of {u."1.ctlona.i. c,peroti-,ns wit.."'l­ matn,air,ed in c:onnectlon w1U-.cii ;"T'O.,ram opcrot1oru.. Provides 

ui the c~r;rop,,"iic li,1uu: as<Jic;nnd area admtnistratcrs. tn aC:dition, ocimi.nt3trat1ve ,u.:l ...ilce and loqisllc :::u~;:,ort for area ARA ixoc;ro.:i. 

a:ea oudito:'s a;~ rcspor.si::Jlc fc. !rfontify...n\J C"pportunities to la.­ A1..t.ures that an effccU:;e pi.;blic relations p.cx;rom ls mom~ined on 

~01,,•e overc-ll Ac;ency m~a.;ement :.11d operations and fer the sub­ an areawlde b.i:sis. Moratc.r!' th'? actkllios of the State ~·,tsay 

rr.is::;to., c£ recommendctions tow·.ud that end to the Acimir.~a-ator cou.,cila and coo.dtnatc.s rxccuL:"lndations made by tr.em. 

throuqh opµopric..to chn.v,e!s. 

I 

,... _______ 

~ 
~.. 

I;
& 
t~ 

FINAMCIAL ASS1S,M,CE PROGRAMS. 

BUSINESS ANO :CCONc;-1'.CGPPORTUNITY LOAN ?ROGR:,Mi 

r.,.;,tu..-uon:t,, w!t..'t ;x,:ic1es, proccd.urcj, and ccitcria c~t~hh~hed ty the \':a~hi:.-:rcn ·' 
Ofi•ce, plc::is. i~.:,1ci1lent.5, G,'1d cocr1inc..tes wll:.m the ccca all phc!::.,:!Sof SBA's 
Hmr.icla! a:;sJstance pro~n.:m ~der Section 7(a) and 7!'t/ of the Small SusinE"ss: 
Act, ar.d other loan pr~,::;-:1s authorized unrlcc Tit!c r✓ o{ the Ec:')Oom!c 0.:,pr:,rtu­
nity Act o! 1$4. Dev<?k,~ o.nd promotes fim:inc.cl assi:Jtance activlt,es des1i:;ned 
to cn::rb1,? communities to attract, maintcin, and de\'elop sma!! busi.ncsses in their 
local crc-;s. Provides technical direcLon and advice to the :e1;ional and brc:nch 
:l!fic.?s relcUve :o the prt'CP.:;sln; and moUnq of bur.int?ss, di:;aGtct, end economic 
opportunity loan::, ir.cludlllq !he cloianQ, di::;bur$etr.~nt, ::.Ervlc.ing, a:id l!quidotlon 
oI such 1oar.s. F'urn:shes quidanc.:e and adv1co to t!1e reQional and lr.anch ofUces 
concemmq loan ap;,n.!sal r.iattP.r~ cmd wlth re~;,oct to collateral offered as secu­
rity a, bans. Promotes ar.d explains the above loan proqrams to banks, associa­
tions, co:omunity crqcni::atio..s, ~overrir:;ental i.nstrumen~r;rUUcs, and other institu­
tJoo:: located within the 01r-a. 

L.OCAL DEVELOPNENTCO.~,PANY LOA.N PROGRAM '. 

Lr,purs·.;,,"" with polick•s, prcx:edu.-es, end crlte.lJ estobhsh'ld by tho '.Vasbnq­
ton CHiet:-. ;,lar.~. !ms:,-lemcn:.S, end cooroina~es within tho or~ u'i.e !oca1 ~evelo1>­
roont lean pro,:;.ams oull-.ccl<ed under Scctlan 5:)2 of the Smail E,es~iess L,veotment 
Ac~. Pro-,Jdes tcdinjcal dlrection o-=id cd·,tc:3 to rcqic-r.c.J o!fi::es rC!:Jtive to the 
i:roc.s~lnq c:d m,;k;nc; of lcxmsuder Tltlo V of tho Act, t;-,c\uolnq ,:,., furn!shln,;i 
cl adv!co and auistcne& or, a:,pulsal, C<-llo:cral. sarviclnu, and Uqu1dat1on ,,,_ 
quirer.~ntst,z .auch le-ans. C,ave1.0p::..ar,dccrth;s out uuiainQ ~e<;rtJ:ns to as:;ie:t 
cr,d c~an:Jlt •~ioncl pc;son.,e! t.n. L~e pro,...~::-einc;, s:e,vlcinq, and liq-.tldotian o{ 
.such !o::ns. ::>a,rr.--,tos and r.x;:,!air:.s th: ~ctt.:.c:n throo.,heut t.i~ Clfl!.:I :o assure t:"lllt 
l.xr.lk:;, k-..-cidevelo~'!rlt cocr.pti.....,ies,and Qther (,l,Jvu..menta! insti.-ur..er.!t1ht1es 
l::,.,.atec: in la.barsurplus aeasand elsvwh~HJ are advl.HQ of s~rv!c-ea avail'lblfi to 
tliem ~or S.Ct:o., 50:?o! the Act. 

;'ROGRAM COORDINATORS 

I
·.. 

PROCUREMENT AND 11ANAGEMENTASSISTANCE PROGRAM 

Li oc-,;orJance wlth pollcies ar.d p!or.:J b: proc:urert!t!'nt and manat;jermnt ass!stanca 
;;.oqroms cotaolishr-<l by lhc V:cchbqton O!iic& ~nd cdjustmeol.5 in L',~,e ;:,-oqrams 
deemt:d necc:iscry by V-ushinQton to c:.s\!rlJ that thty are ra"f.pon:.ive to chanoos u, 
oc.::mom.ic c.:ond1tior.r-and Q"lowt.'1, ~l;ms, ccord 11htes, and prorriot:>!.J oll phases of 
Si3A's pr~ure:ncnt and rnor.aqement Osslstcm-;e proqrnms at th~ ma~ and reqionCll 
clfke level. Provide~ technical d1.rectio., and odv!ce to leQionol prOCL.ttrr:ent and 
lnl.i1oqement ossistcmce staffa for tho followinQ pr0t;toms: 

(o) The Service Corps of Retired Ext'Cut!vcs (SCORE). (b) D~/en•• 
Procluction Adjust:nent Proqrcm (inchodinq res~rcr. o,,d development 
aer:,cesl. (c) lntr~•induslry ManoQ;,IJ'.,nt Proqrams, (d) Certificates 
of Compct•ncy, (e) Manaq~ment Tro!nlna (includinq admm13tral!ve 
rr.onac;ement cours~a and cor.{erences, rroblem cllnics, 'J'nd work­
shops), (f) Facilities ln,;.entory. (q) Sub-controcllng Assistance, 
(h) Prime Conlractlnq As•istonce, (,) Manacement and T•,chnlcal 
Arlvisay Service3 (includinq monaqe1T.ent publications, buStness 
studies, nsslstlnq ll'ldividual s;nall llrr.,s and pro<:ur'JmEnt opportunity 
or,e<>li:.,;s), (j) i'"ore!<;n Trade, and (le) i'"ccest Product S.,rvices 
(·.,here n;,plicobl<>) 

Pl,ms and estabLs~es qoals for t!,e area ~oqra.ns, includinq ;:,-aper utlltzollori of 
,.non power; con.ducts a continuous review onci evaluation of the proqr:am to as&ure 
~'iat the qoals are belnq metond are efioctive; tokes opprop,icrt<' act10n ond fUI­
n1shes advice and recommcndation5 tn ti.d area adrnin1strata on matters requiring 
re1r.ed1-,1 action. Plans and determines the train in<; proqrams based on the needs 
of the various reqk>naJ or branch olfices withi..1 the·area.• Prepares and transmit• 
ta the Woshlaqtcn Ofloce rel)OCU a,,d rocommendatlons reqard!nq dxistJng c. new 
proqram ncedo. 

Chart 16 

/\OMINISTRATIVE STAFF 

Plans and coordlnotes all odn11nlstrohv• opero~1cns ;wi?rfocr.ed ·-"'1lh­
in th~mea. A:.sures that S81\ 's adminisliallve- col.ic1ec; and orer 
qrcms <Ir" i,roperly e,,,cuted in conlormlty with p:,l1ci~s and con­
troJs estabhsned by th-, orno admlni.strator and Wa::.hin'7ton Office. 
De1,,•f!lops area stundards and other m ... "Osures necossQr/ to 1m;,ie­
ment most eflect.ivdy the oc!mlnislrahv" proqrams of the Aqency, 
whii:h lnclude flsml mr,naq:em«nt. monpow~r centrol ond utillzat..:on 
wlth. r~spect to areo administrative operotlon s plus cocrdinat;.on ol. 
the meawtde reportlna reQuirements und~r 61! proqram. 0i.r£.'Ct'i ond 
coordlr.ares all ochvlties reiahnq: to 1he cu~tody. exchanoe. ond 
relea,., of collat-,rnl qiven as ,.,a..-lly on SBA loans, includinq the 
blllinq and collectioo acllvities N1th111the °'""· Coordinate• and 
advises the area adminlstrator on ouJaniz.aUonai plannlnq an,J har• 
nlshes q:u1dam:e and assistance on other mormc;ctnPnt typ& prc.qroms, 

such as manpower ullhzatlon, wc<lc.measure,r:ent, ~...,,rsomu~l. jtciflnq 
control anci budqetinq. Oiiects and coordinote'I prcx:ur,,m~nt and 
supoly. "1'"CJpertymana~ement and accountaoihty. srcr.e manuoement. 
communicatlon.s and transportation. Re~p,Ytslbie loc dl'"cctncs, 
del~qatlons cf authority, record:;, fttms ond reo-.xa nuno,111?r.wnl 
orea,,nde. Approves re-port:; and ,orr.,s p.o;,oso.Jd by 1'!!'"ionol and 
br::anch offices, a• ·•Pll as att?a ofhce. P'?rlc:-111ssUJveys c;;-,d ,;or,. 

ducts traininc; proQrams, as n~ed. with tesi")eCt to 0•~1t.J~ ,~ra 
lions. Maintains <.:ontrol over buuQetary allotment.:. reo::1v~d from 
the Washim;ton Ofiice and maiu,s rNllcx:ations to req1ona~ c.JPCtor.s, 
as autllcri;N. 

,. 

•L,,plements anc..lcocrdir,ates the srr.all hu:1ir.o:1s invr?stfflf'nt activities within L'lt 
area. :Promotes sarc?"OQTOm~ desi,4ned lo sUr.iulatP. and supplement the :10\¥ of 
17lva,~ equity capital an~ lon~·term lu,m fund, ~SSP.ntial for ti,., flnancL,G of small 
busin"ss operations. Evolu:ite:, oi'Kiod·~\ses the Woshinqton Ci!ir.9 on opplica!'jons 
from ~Ol,Onents end~«tnQ to eatobi..ish sa;csand evotuates the r.peraUor.s oi 
e,istlnq SBiCa in coojunctlon ..,Ith th" Office of lnv.,,,tment Company Ope.aticna. 
Conductll rwqular exominat1011 of SBIC oporoli"'8 lo Jetlfftll!n• their deqrw of 
compilcmce with "•tabliahed requlatory requlteni.,ts. 

S81C PROGRAM 

Approoed:EuQWM P. Foley, Adwnl■-
J- :25,1965 

Attachment ·6 
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STATE ADVISORY C:O!JNCILS 

Ee.ch council odvisc3 t.~e SBA on the dcveloprr.cnl. execul1or, and 
evcluot:on o1 ;,resent or propo,;ed SBA proqrcms within their region. 
Tho ref;•onal direct<r acts as th~ Exe<.."'\ltive Secret"II'y ,,f the coun•· • 
di. The c~airman of the r.ou~cil. drawn from the meml,ershi~ of 
thecr,uncil, is appointed by the Administrator on the rncommondc­
Ucr. c! the reqional da:ectcr t.\rouqh the area cda-J.nistratcx. AH 
CC\.'nCli. iun:tions me purely o:•~viJo.-y and all detemir.ulions ot 
SoA actions to be taken era mado solely by the res;:,onslliie 5BA 
officials. 

Council members ure primarily businessmen enc;oqed in the mJO• 
aqea.cnt o:-operatia,. of srr.aU businesi concerns. !::iJch r.nember 

REGIONAL DIRECTOR 
~ selected and appointed by tc,e Admin:strctor !or o term of 2 
C;Jiendc:r y~s end serves without rer.1uncrat!:m. 

Pursuant to pulictes, standc:rd.;, and prcccdures e::;toblt·:hed by 
the area crdmini:.Uctcr. and V.'o:;l-,inqton Offlcl? odminister.1 w1th.i.n 
an os~i-:;ned <;e()(j;o;vlicol a;---:c S9A's pro,;rams f~ fmanciai ossi!il· 
or.cc. ;8'.JC.JientPm r,:,d mc.r.o~c;11€nt a:;st.:itanco, r.nd adr.;ir.i-strauv•LEGAL STAFF 
ser-vir':"?s. Provi~es Cj'Ct'C?!'10.:? 1nfor:naucn relahr.q o Si3A's in­

Ad,•ises end .;:;~ists the reqir.,nol dircctc, end othe, reqior.cl ,,f!i­ vestir.-ml ;:,roq:am to lr,tcrezted. ;xntics., R~pr~s,~nts SBA in con­

c10ls w!th re:;pect to le-::;al matter.l lnvo?vinQ ixocrcm cpetalions. tact.:; with small buf~ines1 r.onc--rn'l, fimmcial in.:Hitulicns, prime 

Renders advi:;cxy opir.10.""1.S on rr,olters of loon ~Ji91bility, size contractors, end ot~r Covcrm,11?:it cccncle::.. and 1nalntoir.s en 

~:l•J1bllity, Ccnlf!catfls of Com;Jelcncy, c.,d ol~er rr.ot~-:?rs relatrnq ~ffcct1ve ;,ublic reiat!ons nnd \nfcr:TlGllon proqra:n within the rn­

t~V,dustr!al az:;ir.tance cctivitks. Drdts loqal inst.urr.~nts. Pro­ c;icn. E>.•oluates rer.1onal work mea::.uwm~nt Joto to as.:;u:e th'lt 

VH:fo~ teqal 11:.sjstance O.""l i,~ve~t:..eru m::at~,s cs req;l1-.?:stc.~by toe wc,k pndorma.,ce stor.•lards and ?OOls ar'!? beinQ i.lO'tntotned in 

arC"J C'.)lU\SttL Prov1cies :.egol service requi:;ite to locll closir.qs, c:onncctio.1 with all ;xocram operations. Provirle~ odnunl:;t.Jativa 

loon r::!r.iinistrotion. ar.d liquidation. Coordinates leqal, finan:::taJ. t;uidance and lOQi:aic s11p;:.,ort for rl!q:oncrl ARJ1 p:oqr'Jm. ;.., rn­

cpp:cioal end other technical a•pects of ell ...,tlers lnvolved In sponsib e fa the operatior.,: nnd admln1straurn of .,tate advi!lOl''/ 

l!u.c;;ah:iCl. councii.s. 

~ 
DcV!:LOPM!:NT COMPANY LOAN Or✓ iSION 

Piovidcs hr,oncial cmm.seltn(;, advice, and ass1s1ar,c.c to bank:;, lccal dc.-elopme:,t 
corq.anles, cr.ld olh~r c;cver:irt.enta! instrur:.cntalilie•J loc-Jted in J-,bor su;p!u:; arPOs 
;;;'1~ "'ls-:!wh: . .;r~ 1~ tha ceqton r~tauve to service:; avcilchle to them unCcr Sect,on 
5G2 oi !.neS;r.ali Buslr,e~s i..""lvestrnonl Act. Exa:-r,ir.t~ a;;d ;:irv...:e:a;scs a!l loon o;,pl,­
a:t!c.ns receivC!d. in the ;e-c;icn fer loco; Uevclop;r.ent com;,.,Jny Joans. Aids apprah,­
ers as necr:s!icry a."i;:i mak!!s evoh.:.cllon cl coll.:lte.rcl cffored to aecure the pc~~d 
lcx::n. Pre;xires forrml loan roport.1 co11toinlnq i..trrn..s and conditions. 

-N·-·---.----------------------~------------:--
• FINAIKIAL ASSISTANCE O,VISION 

C.xiducts ~e fincnc1al n:;sistan-:t" prry::-"lm in 1he r<?a100. Dt...Vfl'lt>p.-; rir,.-t rromctes 
[!..."1011cialp:-og:-ams de:-.1c.,'T'cd to n:ibl(! CC1rnmur.1tteStn attract. rr,atnt~ln, ond dev~l­0 

op sr..oil bc.sino:.s~J. in :t.":'u crc'l. Ev~lairiJ. th~ proq;-ot:J lo ix:aJ ba;1;cs, f1nonc1aJ 
lnstitution.:;, anri. ether c.:;mmunitv !cadt:n lr.tcr~stt?d in s:concmic dt-v'!icp."Ocnt. 
s~j"'ervise-s tho p;oc~:.s1nq of bc!Sm•s!", d1:;'1stt'r, and economJc oppcrtun,ty loon 
o;,rllcat!c;,:;. Ccn:iucts c;,p::atsa:ls of :::oi.laterol offered as secunty on loans nnd 

makes app.11isols relat!r~ to ·!-:.e ICXD'l s~rv1cinq and ban liGu1dati0:1 prOQTams. 

Rev!ews the re;x.-:-ts 17.epared by the 502 loon specialist and recommends to tho 
reqi<;r.al director ·1er final action th« a;,proval er denial of such loan <!p;,Ucutlon£. 

•--------.-1 

Ap.--oved: Euqen~ p; Folay, AcimirJ.atratoc· 

Loan Procossinz: {Bus:ness, Disaster. and Economic Qpponuni•y Loan,) • Pro­
vic:!es financial counselinr:, advic•,, o:id o::.sistonce to smell businesses with r~ 
tpect o loan.• ,r.ade ur,d,r Secl:on 7(o) nnd 7(b) uf the Small ausmess /\ct, end 
Titie IV of lh9 E:ccnemic Op;,o:tur.:t·1 Act of 196<,. >.1ainta;n~ cbst? contact w!th 
local il;,andal insut~!ionc cmci other qroups activeiy involve-i In assi:,;tinq small 
businessej under the e<:ono;ni;: opportunity locr:l ;i-oqram. dltetv191,1,s pro5pc-Ctive 
loon applican1s; rec~i-.,es, reviews, cmd proces.ses loan oppll-:otlo:,s mcludinq 
econo.,,lc oppoctunity lcc.'l ap;,llcaticns; v1slt:s oprllc-.1r.t's busUles:;,; socures and 
collates credit inforr:iation; and. assists opplicont to securg local !inar,cial credit 
or loan ,)Jrtlc1pai.iou y;1th SaA,- Order-; opprat3als a:- necesso;y and makca eval­
uation of coilaterol offered to sucl.Je propo::;cd loans. 1'prxoi3"'S tochnicat facil­
ities on .... operOlior::s. Ptc-;xrres iormoJ loan report:;, ie::.tobli:;hcs tcr,ns and con­
d1ticns, end ma)·cs recomrr.-?ndat1c.r.'l for .:.;,proval ,.,r d~linn of IO'ln applicatil)ns. 
~,a.kes credit examinuticns anci p~e~':Jf~S hnanc!al re~orts ant"!. :-~c')i.'lmenda:Jons 
in connection wit'1 appli:atioa foe C.?rti'1catcs of Competency. Admin~slcn> op~ 
p-o-Jcd 11nanclal cases whcreu, a Ce,ti!icat.P. or Co-npeh.mi:y h'ls been ls!;u~. 

L03n Adminiitration: ,\dmlni:aers lOCTns a=sign:?d to the office. Ma~ntoins loon- , 
ser"idnq records. Obtains crnd anc:1'1 zes borrcwer's financial statcr.;cnts. Proc• ; 
es::.es or.d make 'l rccott:1ne:1dmio11s on reque:;13 for caum,;es in colhl~ral or in 
terms and conditions o~ such lorm:;. Mc1cos p,-~riodic visits lo bo;rQ\;r,N's busi­
ness and part1c1patinc bnn~s. CTdrrs a;iJJrrii:sols end makes f!valuations·. aa 
m •. --c-::-ssa.-y, with res;>ect to co_ilotcrol held or new collateral oOered as oecwity 
in t;,e admini:aral.Joo of such 1oc.ls. C:Hacts collecuons on &udf loans. 

Loan Lic;i.:idation: \ For those reqlonal offices 'Hiilch have'bcen a~s{qned Uauida­
uonfW'\ctions: Adr.iims1ers ond prepll(!,S pe,:odJc reports on loonG clas~iCtod 
cs "ln 1;qu1dati.on" c.ni:! takes o;,p:npriot~ act:on t·:> sof~,quard acqui:~d ;,r-nperty. 
Ctd~rs ao.x-01:;a;s an•i mukes evr;;uatiC'Jna. as necessary, with respect to collateral 
held, er new collcterc\ oilered. as secu.-ay in the liquldallon of loans. S~bje<:t to 
cootdLnntioo with r1?q1cnnl coW1sol. recomm~nd:. a take:. a;,prcf(lote credit octlms 
to rrctect the 111!cres.s nf SBA. Under lc,al lnstr>\':tlons lrom·ror,1::.nal counsel. 
appears at foreclo:a 1:-e, reCP.l•,ors!np or brmkruptcy ialt?s to entP.I' authorlled P"f> • 

~~ve bids /or SM. Recoml!lend~ sclc of ocquir"d pro;,urty. 

Chart 17:...' :ic::;r:::c==------------_____________ .... 

-'OMINISTRA TIVf: ~TAFF 

Is rc~[)Onnible k'I' rcovidlny cs-;ent.La! adr11in1Mrotivfl oniJ p.Jr:.onneJ 
:;erv:ces fo.- the raqic,n. Establishe~ and ma111tc:ms loon cos'! and 
qen'Jr~i. suf:.1ccl ftli::3. Requ1s1tions forms, S'JP.>hes. end -!qu10--­

ment. and r:otr,l:Jins stockroom. Maintl']ms iecords for ,h ... -::ontrol 
of comrnunJcaticn~. travel, '!Quipment, a!"ld sup;,Ues. i?•)a:e~ in• 
COr:1i07 mail end dtspatchP.s outo;Jmnc; ccmr.iu.n:ca:tcns. Pec••i ·es 
and 11Jl'?'JS~s coJl,Jterol. t.\•unt:zms prcscr1~ record~ ,nd prepocl!S 
reports end uotihc•n,cns en loc .. , 1eoo·frr,e::ts. Ptepr~o::; ;ioUccs to 
!Jorro-.Y~r= on dt?l~;1qucnt P"J"/fTI"'?nts. f<'l~ron!lib11? for .:Jli t,dlimJ and 
t:oll~ct;:,n acuv1ti~~- !:J r"'S.:'(111~lble fer prcx.:u.ci.i~11r. p,..,;:r-rty 
occountcbibty c!"l•I unh2.at.ion, ::.p;:Jce, corn:n·.mico:.ons ond t.1cns.­

po:-tariM; the tnor:a...::~rn"!ot o{ ~orms onrl l'!pcri.5 p1-c•Jror:1 fot ~le I 
rM10'ial C.":d bii..:nch c~fi•:P:J; d1re-ctiv~~. 1e,:o.lfs. ~ml •'.O!i~c:p:-P\ri• 

er.cl! rrnnocJ-:m nt. Maintoin!Z control over i::JtiuctrJr/ o~lotmcnts0 

ier.e,v~ from the arPa administratcr. ____J 

,------------------------·--
: PROCUREMENT ANO MIWAGEMENT ASSIST1\NC!:: DIVISION 

!1, tne •:,ooe:·1*-1-;r,l rrea::; 'l:in.i;ibtered b', L1r• r~u11... na: 1Jfh..:c.-,c ndu t., e.·.w·,bli.>h­

'.:.'Oand n,..w pro-:1;re~nl ,:,nJ mc-,uc;em~nt osc1otan:;1~ pr07fr::7i:... E'xt?cur~:1~· ~<arr, 
<.r.ld rlOC'l'uit::, quid~s. und oa:a:.ts '-.:>lunl~e,s io:- SC:)?f.. c"~CUtC'.1 t,1 Cnf•~uso 
?roducta,n A<l,ui!T'OC'Tlt P1oqrom ar.d a ~1.5ts an d,..vi:-,li,•J m""thodt fer k1:d,:,~~U1'i 
small flr;ns in o·wrcornrn~ cconomu: or prorluchon od}';atr., 11nt ~r:>biems dao to 
sh1f.ts in dcfenae ~)'p:::iditu:es and pro-:,~1:?1.1elitc11tb:Jd:.:;. Cor.-iuct~ ar:tlv1ties I 
designed to extend and brood~ ·he parhdr,,ottor. of s~f'JI? bisints::; :n G,::,-J,mment­
!un,ied ri!~'?Ort:h nnd cievclopr.cr:t; o:::;s1~ts smell bu3tncss to obtriin and u:>1' re­
:;earch and develr,p.nan_t tech.,vllJCN perfaml!d und::,· Govem;ncnl contrncls n at 
Govemr.ient ex~r,:~e. Ex'?cu~es µror;rcrn and encouraqcs pt:Jrtlc1pc,tion by latqe 
mcnufocti.;rers, wholesal~rs, and trJdo associations m the inli:J•industry Monoqe­
i'n""'nt Proqrom. Executes COC, prime ccntract. subcontrcct. mon'1-:C?mr.ntond 
technical od·-1tscry ser~lc'?s. and for~1qn trad9 P"CXl<amz. Conduct~ !\urveys wuit 
cesr -ct to COC's. ;;rir.11?cr,nlroc..tst and sJbcootracts; condu..:t~ rn~pc"Cjon of 
cerl ;ied plant:; io detern.ln-» proch:ctic.n proaress Ur.dcr dclf?gct"!d outhrr1\y 
issues or denJes COC's. Where aool1cable. provi.dcn reprPscnt<1t1cn at ,:,OV-?rn­
ment procucemf:nt intitalhtions, reviews pt"'lposed prcc\..'rcrncnts ~fin lnitiatt:s set­
cside actlrms. Deveiops, and whe!'t:- orolicab!e. m.':.intains on L1V"'ntcry of sw'lll 
ouain%s producuon facllihes of the reQlcn. Conducts admi:1istralive ,1iOTlaQer.tent 

courses, confc:rences, pr1xu.ement cpportumty me"?tinqs, ;xoblcrn clin1cs. and 
workshops fer smell bush,essmen. Directs distribution c,l mono~~m,-nt publica­
tions within the 1<'7ion .. Performs business studies. Assists smell firms ond SBA 
borrcr.-•ers or. tC":'hnlcal a'ld monaqement problems. WhPre opplJccbl,,, executes 
the farc:;t prt:V:focts 8ervices proqram. Works with other Gov~mment ur;encies. 
~1vat1.? busine:;sc~. L.Juc.ationcl 111st1tutions, trado association.;, and other orqan-
1zat10.,s ln carrying out the procure:nc-rtt and mcrnaq'!!mcnt assi~tance ;,roqrams. 
Prepare& rt1ports and recommendations rcqardinq the ex1stinq und new proqrnm 

; needs to th9 onto office tJr to the Wa!:.hington office wh-Jre-' appUcr.b1e. 

ARA DIVISION 

Fer those offices which hove t,.,,>n a,atqned ARA twlctlons: In pursurmce with 
policir:Js, ft'OC"'llures. and critnua estabb::;h'?d by the WoshinqtOI'\ Ol!icc. COOi 

dinotes or,d t.:aiduct:; al! pho~~s ct the ARA pr".>qfom in tlie rcqion•ll oUjce, in-
, clud!nQ interv,ewlnq apphccmts for loans. l)'ocessinQ cppllcc:lons. m,;long 

• apprai•ala. mc:r~eUug and production anclys••• <IQdthe OGministerinq. servlclli,l, 
apd liqu1dalu:,r, of ARA loan. and SflA-ARA "companlnn loaris." At!ends mnt· 
inqa wllh appllcant4. Slate arnl k,cal olliclab. and cmplcr,..,.h of AR.\ In cm­
riecUcr. with •he pror,rara a!~,qn~ to the reqlot1ol cU,r.c. 

...·-i 
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BRANtH COUNSEL 

• Advises and assists Branch l.'.onuger and other 
officials oi Lfie Branch Oifice concerning the legal 
aspects of program and adminis!rotive operations. 
Reviews proposed loon authorizations. Gives ad­
visory opinions on matters of loon e!lqibility. Is 
responsil,le for oil loon-dosing functions ·of the 
office.· llondles legal molttrs in connectior. v1lth 
problems onoon servicing and administration. 
Represe11ts the Branch Office in negotiations with 
borrowers and banks' counsel. Drolls legal in• 
strumenls in conneclion with Lhe making and 
servicing o! loons, taking of government contracts, 
and other proqra111 operations. 

BRANCH OFFICES 

Resp6nsible for the odministrotion o! the fi­
nancial, loon approisc,!s, procwement, production, 
management, products o~sistance and local devel­

-~pment compony programs of SBA within the ter-
ritory assigned to the branch office. Develops 
and participates in t~e co:,ponsorship ,:,f manage­
ment cours 0 s for small-husinessmen and provides 
managerial publications and counsels on monu\)e• 
ment problems. Provide:.; general informotion re­
lating to the investment program to int..:rested 
parties. nepresents SBA in contacts wiLfi small 
bu ·iness concc>rn;;, financial ins!i:u!ions, prime 
contractors and other government agencies. Di­
rec.:t,; ARA functions cssic-:ned to the branch 
office. 

f.DMINISTRATIV.E STAFF 

Estob!i~hes and maintains loan case and gen­
eral subject files. Requis!lions forms, supplies, 
'and equipment and maintains stock room. f./,oin­
!oins records ft>r the control .of communicctions, 
travel, and supplies. Routes incoming r.ioil one 
dispatches c,utgoing communiCotions. Receives, 
maintains and, as requested, releases collateral. 
Maintains prescri))c<l records and orepares reports 
oncl notifications on loon repayment~. Prepares 
nc,tices to borrower::; on celinquent payments. 

PROCUREMENT ASSISTANCE SECT!vrl 
------------------i 

C1)ndur:ts th~ p10c;.:rt!1i1er.la3s1stuncc prooram 
within th-, bronc!, office territory. Provi..!.:s reµ­
rc-~ent-:itic,11ot government procurement installa­
tions, rev1P.ws v.oposed procurnments and initiates 
set-aside actions. Conducts survey,:; on cor, 
applical?Ons and n.akes inspections of ccrti!ied 
plants to determine production programs. Works 
with CJ0Vt:n,rncnt procurement agencie:; nnd i,rirne 
contractors l0 enco,,ro.Jye •he iettrng of ,:;ubcon­
uu...:t:':tt._1smell hus1r1ess con,:erns. Cc,;unsc!s 
SIT'Ol! Cus1nc-~~c)Ero on f..1f0Cl!rt-menl mottc1s and 
prchle111s. Contncts :::moll ~usiness c-onc•~rns to 
ol,tain registration under the fa::il:ties inventory 
program, analyzes the facilities of firms registered 
with SBA, and odvise::; the re<;ional olfice vi pro­
ductive faci!iti..,s of small businesses within the 
branci, of!ice territory. Conducts production sur­
veys in connection with the CCJC applications. 

ARA STAFF 

I 
I , Coordinate:.; and conducts u!I technical ph.ase:, 

o! the ARA p,ogrom in the branch office, including 
interviewing applicants !or Joens, proce,,::;tng 
opplicutions, making opi)raisols and n.arketing 
and prcxluctlon analy~es, and servicing, and ad-
111inistering ARA loons. Attends meetings with 
applicants, ::;lote and local officials and emoloy­
e.?s ol A!lA in cur,necllon wi lh the program 
a~:,igned ,o the brunch o!lice. 

FINANCIAL ASSISTANCE SECTION 

C:c,nducls th" fi1,ancio 1o::;si'itance pro1crom in 
U,e brcnch oifice territo1y. Develops and pro­
mo•es fi:1ancial programs d-,~1g11ed to ,:>noble 
communities to attract, ;,ointuin, and develop 
small business in :heir area. Explains the pro­
gram to loco! banks and other financial institu­
tions. SupervisP.s the proc.;s,:;ing of bu:;iness, 
di!o'.lster, and local dt:velopment C0rt>!,cmy loon 
upplicotior.s. Conrl•1cts cppraisa:s of collat~ml. 
offered a!.i secl.!rity ::>n loons anti mak~s a~r.roisal 
r0icting to the !wr, sctvicing and loon !iqui<latto:1 
programs. ?reµores recommendations one.; Ie;x>rts 
for submission to the Vlashin']ton office and for 
such other purp.)ses as requi:ed. 

MANAGEMENT ASSISTANCE 5ECTIO~--

Conducts the moncIgenYi'nt ossista,,ce and ou~i­
n<'ss advi~ory services vograms !er :~,e bra'lch 
o'.!ice. \'/o:ks wiL'i ed,1cational inst:tJtions and 
other .,,oups in connection with odministr t1ve 
management courses cmd oLfier ffi'Jnage'!lent or.sist.­
ance progrum~. Coun~els srncH busin~s~mt.?n on 
r.10r.ag~11•en'.,m:irkc:ir,;i, products, re~ecrch end

ICevelc,µrnL·Htand r~!ot~ probl,·ms. Plan~ t:nd di ... 

i reels c0nfetcncts 1 other t½cn procuremePt, • for 
~'.i:u!l l,usin.:ss,nen, one directs t~e di5tribution 
ol r.Ic:1ayer:ient puhlicatiuns. 

I 

i 

.... l 

I 
APPRAISAL UNIT 

Makes evaluation of colloterol of!ered to se­
cure proposed loons, and of collateral pledged 
In co:inectlon with the administration and liquida­
tion of loons. Appraises technical facilities and 
operations including such factors as management, 
competitive position, production and oornings 
potential, inventory characteristics and other 
elem,sn!s of.cost and value. 

LOAN PROCESSING UN:T 

Provides financial counseling, advice and 
active assistance to small businesse,;, Main­
tains close contact with local financial institu­
tions to better direct sn:oll-businessmen to avail­
able prlvote credit. Interviews prospective uppli­
cants, receives, reviews and prc,cesses loon 
opp!icotions, including 502 applicot:ons, visits 
applicant's businc"ss, secur,;s and collates credit 
infor1J1allon and assists applicant to secure local 
financial c:r~-di! or participoiion with SBA. Prn-

pJres formol reports, estal,Jishes terms and con-J 
ditions and makes recomrnenc!otions for approval 
01 decline. l,'akes credit examinations, prepures 
reports and re.:ommeo<lotions in connection with 
oppli::ations for Certificate 01 Compekncy. ___ 

LOA!'\ ADMH~ISTRA TION UNIT 

Administers loons assigned to the ofiice. W.ain­
tain::; loon-servicin" records, including tax, in­
surance and mortgage ticklers. Obtains and ana­
lyzes borr0wer'::; financial statements. Examines, 
processes and makes recommendations on re­
quests for changes in collcterol or in terms ond 
conditi0ns of loons. Makes periodic visits to 
borrower's bu::;iness and participating bank~ to 
insure compliance )Yith terrr.s and ccndit;ons of a 
loon, to :nspect the collateral and to provide 
counsel on industrial and financial problems. 
Effects collections on loan::;. Administers 
approved coses wherein a Cer!i!1cate of Compe­
tency hu:; been issued. 

Footnote: The above chart depicts th<J func!ions pe, formed in a branch o!fice wh1cl1 hos receiv-,d Llie full 
TN-1~397 <!elegotlon of prcx.w,m and administrative authority co11templok.J by the pre::;,:nt dec<Jntrclizat:ur, program. 
SBA-IC{) Approved: Euiene.?. Foley, Adr,1lnistr".ltor 
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LOANPROCESSINGAND ADMINISTRATION 

DETROITREGIONALOFFICE 

AND 

ORGANIZATIONPLAN FOR THE FINANCIAL ASSISTANCEPROGRAM 
IN SBA REGIONAL OFFICES 



EVALUATION OF THE GROUP CONCEPT FOR 
LOAN PROCESSING AND ADMINISTRATION 

·• DETROIT REGIONAL OFF!CE 

A. Organization 

The office is divided into three teams or groups consisting of 
. fou_r specialists each. Every t~am is headed by a working specialist 
who is d~signatcd as a group leader. The leader assigns the work 
and provides counseling and guidance on a day-to-day basis to 
the specialists serving in his respective group. The group leaders 
report directly to the Chief, Loan "Processing and Administration. 

' ~ 

who has final authqrity on servicing matters. The Chief, LP&A, 
reports directly to the Chief, Financial Assistance Division, 
who has final authority on processing_ matters. The regional 
direc_tor provides overall guidance and supervision. . . \ ~ . 

( 

\ 
Eac;h team is assigned a specific geographic area. The specialists 

•are· not as signed blocks of loans, but e!,very specialist is expected 
to· be able to process and service loan~ within his area. Re sponsi­
bility for processing and r.e-rvicing·,·.thus is:·placed':.on the=·group ·.rather 
than the individual. 

In addition to the three groups, a special assignment tea~- is 
functioning in the office consisting of four men. One handles 
screening for the three groups, one docs all the predosing, one. 
works on 502 loans, and one handles Certificates of Competency. 

Liquidation _work is performed by a sepa_ra~e section reporting 
directly to the Chief, FAD. __The appraisers serve as a staff 
$roup uncle r th·e Chief, FAD. 

Clerical personnel have been divided into the following two groups: 

1. A stenographic pool unit which performs the processing,. 
servicing, and liquidation clerical functions of typing and 
dictation for the groups .. 

2. A records unit which prepares the Forms 135, Loan Application 
Control Card, prepares and posts financial and other information 
to the Forms 177, handles all insurance policies, writes 

I 

-· 
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letters of ·acceptance to borrowers, and keeps current the 
tickler systems. 

• 
B. Advantages of the Detroit Group Concept 

1., Trainees will progre~s faster under the group concept.rather 
than working as individuals. 

• 2:· Cross-training of employees_ c·reates specialists of more value 
to the Agency. Men are better prepared to step in where 
needed. Loan specialists with a knowledge of servicing also 
write better loan authorizations. They tend not to impose 

, extraneous loan conditions on the borrowers nor do they 
require liens on obsolescent and valueless equipment. 
Specialists with cross-training in processing and servicing 
are better equipped to handle more responsible positions. 

It should be pointed out that cross-training of SBA employees 
:.. 

can be accomplished outside of a group concept although, • 
perhaps, not as quickly or efficiently. -

3. Allows for easier direction and superv1s1on. Supervisors 
can deal directly with the group leaders rather than going 
to each individual loan specialist, and loan specialists can 
deal directly with the group leaders rather than going to 
higher authority. In many of our la.rger offices, supervisors 
have the responsibllity of supervising too many personnel 

•for effective contr.ol. A good group leader could ensure that 
the specialists under him were not d.ilatory in their responsi­
bilities. 

· • • 4. Better commu.nications withfn-the group. Specialists tend 
to discuss individual problems with the group which often 
leads to better decisions. 

5. Loan specialists on field visits can cover servicing, processing, 
and bank visits or any other matters which rieed attention 
in the area they are visiting. 

6. The group concept provides better utilization of the personnel 
in meeting peak workload periods and in attending to servicing 
matters during ~lack periods in loan processing. In. other 
words, .it provides for the best _utilization of the fin~ncial 
~_pecialist' s time in carrying out the overall lending functions. 

2 
I 
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7 .. This- conc_ept also will help to overcome the feeling expressed 
. by the servicing loan specialists, who are often called upo"n 
··to assist in loan processing, that n10re attention and interest 
is being given to the latter function. These loan servicing 
specialists feel that no o_ne is interested in their work and 
are frustrated when they are criticized by the auditors for 
not servicing the loa!1s· in accordance with manual _requirements. 

8.- Will improve our image with banks. Specialists with a knowledge 
of processing and servicing are ih a better position to talk 
intelligently with bankers. 

9. May lead to competition. It was felt in the Detroit office 
'--- that eventually the teams may .vie against each other in the 

amount of production. This should be regarded as a doubtful 
concept as well c1..s_a questionable one. 

10. Depending on the abilities and personalities of the individuals 
involved, the group.· could develop into a team which, like 
any good team, would be stronger than the individuals com­
p.osing it. 

C. Disadvantages of the Deti·cit Group Concept 

The disadvantages listed below did not necessarily arise from 
complaints received from personnel of the Det.ro'it Regional 
Office. They stem, primarily, from personal observation by 
the survey team and a study of the problems inherent to any 
group concept: 

1. Production will suffer initially. For some time (at least a 
·year or so) the concept will not work as it theoretically 
should. The theory envisions that all of the specialists are 
equally competent in processir1,g and administration. This 
obviously _is not so at present. It takes time for processtng 

• specialists to master loan servicing problems, and vice 
versa. This will be a liability until all of the specialists 
are· equally competent in both fields. In fact, it is the 
present tendency to give loan servicing problems to former 
loan servicing specialists. -

Another factor that may affect production is that specialists 
doing pr~cessing are being interrupted by servicing problems 
and vice versa. This r.-iay have an adverse effect on the 
quantity and quality of work produced. __ .,.. 

- ..___.··. 
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_2. The loan specialists are reluctant to take on additional 
responsibil_ities that require them to become knowledgeable 

•in all the manual requirements involving both loan processing 
and administration. They still prefer to .specialize in their 
work and be held individually account;tble for their actions~ 
rather than having a group accountability. The group concept 
may encounter the san1e problems peculiar to any collectiviza­
tion endeavor. Personnel may tend to shirk individual respon­
sibility for bad decisions, and it is difficult to hold any one 
individual within the group responsible.or accountable for 
a particular case over a period of time. In servicing, many 
decisions are made on the basis of the servicing loan specialist's 
personal knowledge of the borrower. In some cases, it is• 
~bsolutely necessary that the loan specialist resist every effort 
on the part of_ a borrower to take actions not i_n the interest of 
SBA. 

It would be very discouraging to the loan specialist if, during 
his absence, one of the other loan specialists lost control 
through poor decisions . 

.. 0·-:-., 3. Difficult to assign work. When both processing and servicing 
work have to be assigned, it is difficult for the group leader 

( - to equitably assign work. There also is a tendency on the . 
group leader's part to taKe the easy way out and assign work_ 
to the specialists having the most experience.in thaf.. . . 
particular probfom. This would defeat the purpose of cross-

. training. 

4. Authority is not delegated below the Chief, FAD, on processing 
matters and the Chief, LP&A, on servicing matters. This 
delays final action and involves the chiefs in ma_ny matters 
of a purely perfunctory nature. 

5. May be difficul_t to grade the specialists (civil service) and 
rate them for promotions. 

6. There may be duplication of effort .. Over a period of time 
every member in the group may become .involved in a servicing 
action on any specific loan. This me ans that every member 
of the group will eventually review the file completely. However, 
the group may never familiarize itself with a specifi_c _loan as 
thoroughly as an individual. '· • • ;_ • 
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7. Sp~cialists have to review blocks of totally unfamiliar loans. 
S(?me of the former servicing specialists in the group have 
been assigned.different geographic areas from where they 
originally worked. The office has therefore lost this 
specialized knowledge of certain loans obtained over a period 
of years. Time ·will remedy this situation. 

8. Banks are conf~sed as to which specialists to contact regarding 
servicing matters on participating loans. Bankers have been 
used to contact individual loan specialists, and now they have 
to learn to deal with the group. Time will remedy this situation. 

9. The Detroit concept may not be app~_icable nationally. Local 
variation·s an1ong our offices such as workload, workforce, 
etc., may preclude national effective utilization of this system. 

·10. Any one or all of the groups may not be compatible. Friction 
may be created among r.nembers of the group. One recalcitrant 
member could destroy the morale and efficiency of the whole 
group. 

Despite the disadvantages enm,. .. erated above, the members of 
the task force believe that the pilot program or the ''group" or 
"~earn" concept has merit and should be pursued further. The 
team feels that Detroit should be encoura.ged to continue its present 
form c,f operation. However, to overcome the major problems 

A 

now being encounte_red, the task force is developing an overall 
group plan. This plan, which will be submitted shortly, is • 
tailored to our national needs and is designed to be implemented 
in our field offices over a long-range ·period. The· plan \vill 
follow generally the "loan officer" concept used by most com-
mercial banks. It places more responsibility on the specialists 
and gives them more authority to make decisions and take final l 

I 

·!actions. In addition, it relieves the specialists of the more· I I 
routine and detailed tasks which they now are required to per - ; 

form in accordance with manual instructions. 

------ ,..· s 
~ 



1ORGA.NIZJ\TIOH t.ssrsr,·1c .. REGim:ALPLP.li FOR TH}~ "F'TN_AHCIP.I, 1 llT1:1t~?P.OGR\MI!'! SE/ 
OFFICES 

Introduction 

•
* * * * 

The representatives of the Office of Management Analysis who 
served on the task force have_ considered the problems existing in ·our 
present organizational structure as well as the ·problems and. dis­
advantages indicated in the evalus.tion of the Detroit pl5.n. As a 
result, a standardized organi zat iona.l structure :has been develoried 
as explained herein. 

The proposed organizational plan follows generaJ.ly the team 
concept ad.opted by the Detroit Regio:-1al Office and the regional offices 
in the Rocky Moun ta.in Area. However, it places more rel.iar:ce on indi.­
vidua.l lo::rn speci&.lists to exercise final _judgment and action on certain 
loan transactions. It relieves the loan specialists and attorney-­
advisers of the ne~essity of performing the more routine assignments. 
In addition, it provides for a more compreheri.sive training prc,gre.rn for 
"trainees and a well-d.eli.neated line of progression. 

Because of various factors brought out later in this report, 
it is recognized that if the plan is· _adopted it should be implemented 
on a long-range basis. 

Organize.t ion 

l. Chief, Fin~~cial Assistance Division 

The chief of this division would continue his overall responsibilities 
for all aspects of the lending activities and operations. However, 
so.me of his present authority to take final action on loan c1:,.ses 
would be redelegated to members of the loan team. In addition, 
some of the case review work he is performing now woul..d be assigned 
to members of the loan team, including the pre?a.r&.tion ana. signing 
of certain correspondence. This will permit the chief of the 
division to devote more time for planning o:perations, ev--aluating 

• accomplishments and individual perform3.nces, deteITGining training 
needs, and m-s.L..~aining closer administrati ·re control over his staff. 

Work Performed. Generally ap?roves or declines only those loan 
applications in excess of $50,000 (SEA's share) but rr,ay approve or 
decline any lean dependirig on the work..lo:3.d. Approves Form 327 
actions written by the team leader. Approves or declines loan 
applications processed directly by the team leader. 

~ . 

2. Loan Teams or Groups 

These teams will consist of qualified lo-3.n specialists and advanced 
trairees. Members of the team will be individually responsible 
for carrying out all opere.tions in connection with applications 
or assigned loans f.;om the ti~e of initial processing until sold, 
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paid in full, 9!' transferred to liquidation. The number or size 
of the teams may vary depending on the workload and capabilities 
of the personnel available-~ If qualified personnel is available 
a.nd the workload permi~s, legal appraisal, liquidation, and some 
manage1nent functions \Vill be carried out under the team concept. 
This matter will° be explained more fully under these respective 
headings later in this plan. The ·composition of the teams in 
larger regional offices will be as follows: 

a. Team Leader 

This position would be established in lieu of the _present super­
visory loan specialist positions, which would be abolished_ 
under the plan. The incumbent of this po_sition would serve 
as working supervisor in charge of teams ranging in size 
from a minimum of four to a m2.."ximum of eight qualified 
loan specialists and trainees. The responsibilities of the 
position are: ... _, 

Supervisory Duties. M~intai_n administrative control over 
the working group. This. would include making work assignments; 
maintaining work schedules; reviewing performances; determining 
and arranging for necessary training of employees; giving 

-advice and direction to employees; interpreting manual provisions 
and seeing that sue~ provisions are carried out in all operations; 
seeing that production standards. are maintained and tha.t 
necessary field visits are being made; seeing that prope_r 
c:oordination is maintained .with other organizational segments 
of the regional office; and reviewing the more important work 
of members of the te.am. • 

Work Performed. Generally handles the more complex loan 
cases but may handle any case depending on the workload. 
Reviews and makes recomn--iendations on all loan applications 
that require final action by the Chief, Financial Assistance 
Division, or the regional director. Prepares the ·more involved 
or con1plex correspondence. 

Delegation of Authori~ Approves or declines applic_ations 
for loans up to _$50, 000 (SBA's share). Approves Form 327 
actions written directly by the assistant team leader. Approves 

··-



or declines any application for loans up to $50, 000 processed 
directly by. the assistant t1.;a_m leadef, • 

b. Assistant Team Leader 

This position would be staffed by the most competent loan 
spccia.list r_egardless of grade. 

Supervisory D1.1ties. Aids the team leader in maintaining 
administrative control over the team. Also serves as team 
leader in his absence. 

Work Performed. Generally handles the more complex 
locm cases, but may handle any case depending on the workload. 
Prepares the n1ore involved or complex correspondence. 

Delegation of Author{ty. Approves or declines applications 
for loans up to $15, 000 processed directly by the loan specialists. 
Approves Form 327 actfons wr:itten by the loan specialists. 

c. Loan Specialist
t 
\ -...._.-

The number of positions established at this level would 
depend on the nature and volume of work to supp.ort such 
positions. 

Work Performed. Processes. or services any case assigned 
by the team leader which may or may not be complex. 

Delegation of Authority. Approves_ all Form 327 actions 
recommended by the task force and outlined in Bl/ND 520 
dated February 10, 1966. These actions will be incorporated 
in the Loan Servicing Directive. ,;. 

Loan cases to be handled by the teams will be assigned initially· on 
a geographical basis. However, if it is proven that this method 
does not equalize the workload of the individuals assigned to the 
teams, other means will have ~o be worked out in order to balance 
the work. 



d. Appraisers 

• 
The appraisers will continue to serve as a staff group directly 
under the supervisiqn of.the Chief, FAD. However, if the· 
workload and availability of personnel will permit, specific 
appraisers should b_e desig:-iated to work with the respective 
teams. This will provide closer coordination and working 
relationship within the group. 

e. Loan Liquidation Specialists 

The liquidation 
group directly 

specialists 
under the 

sl19uld be 
supervi_sion 

established 
of the Chief, 

as a staff 
FAD. 

However, if the workload and st_affing permit, 
specialists specifically sho{1ld be designated 
teams. This will provide for better training 
specialists to become familiar with liquidation 
addition, the better 
in this operation. 
observation of this 
there is great need 
field. Otherwise, 

for 
with-

specialists, we may run 
future. 

f .. Attorney-Advisers 

qualified loan specialist 

liquidation 
to work with the loan 

of the loan 
work. In 

can assist 
Based on-the task force members'. 
activi"ty in our field office visits, 

training loan specialists in this 
the age 9f some of our present 

into a serious problem in the 

The professional legal functions will continue under the 
• administrative direction of the regional director. However, 

the more routine work now being-performed by the document 
examiners should be 
Servicing and Clerical 
this plan. If ·possible, 
of personnel, specific 
to work with the loan 

transferred to 
Division, as 
based upon 

attorney-advisers 
teams. This 

the newly established 
explained further under 

wo:·!~load and availability 
should be designated 

will permit the attorneys 
to give appropriate legal advice and counsel to the members 
of the loan team through all 
and servicing 
staff-also will 
legal documents 
with the lending 

of the loan. 
be responsible 

or instruments 
operations. 

language for special clauses 

stages of processing, closing, 
The regional counsel or his 

for initiating or revising all 
required in connection • 

This st~ff also will furr,Jsh 
to document examiners in 

order to enabll?. them to complete an otherwise standard 
legal document or i,nstrument. 



• 
. g. Procurement and Managern.ent Assistance Personnel 

In offices where any one· procurement and management a·ssi"stance 
specialist devotes over 5 0 percent of his -time to counseling, 
this specialist should be designated specifically to work with 
the loan teams. This would enable borrowers to receive more 
expeditious management counseling and may have a remedial 
affect on our delinquency and liquidation record. 

3. Accounting Clerical and Training Division (ACT) 

This division would be established as· a sepa.rate division ·under 
the direct supervision of the regional di rector. All of the more 
routine operations and _clerical functions in support of loan 
processing, servicing, closing, an·d liquidation would be performed 
by the personnel oi this divis_ion. _The division would operate under 
the same concept as an accounting department in most of the 
larger commercial banks. Under the concept the loan specialists 
and professional legal sta.iis would be relieved of tr..e more routine and 
detailed a spec ts of the ope rations. The functions to be consolidated 
in this division would be: Collateral and related ac.tivities-- this 
would include the receipt and m2.intenance of all collateral; the 
receipt and maintenance of all Forn1s 389; the receipt of all 
payments sent to the regional office and the transmittal of such_ 
funds to the area office; the request and followup _on obtaining 
financial staten1ents, tax informatfon, etc; the maintenance of 
copies of Forms 327 ;· the ordering of checks and the maintenance 
of check registers; the mainter..ance of all tickler files covering 

• taxes, financial statements, insurance followups, etc; -the 
maintenance of.Forms 135; ~he maintenance of loan case _files; 
the 1:.1aintenance of all files and records in connection with loan 
closing; the maintenance of hazard and life insurance policie~; 
the maintenance of reading files; the mainter4ance and upkeep 
of the directives; the preparatio_n, posting, and maintenance 
of the Form 177 service record cards; the pre_paration of a.11 
loan reports, including work _measuremenL loan st2.tus reports, 
civil right_s compliance reports, loan listir!gs, and allotment 
reports; the handling of all requests for Durr and Bradstreet 
or other credit reports; and keeping indiv~dual loan spec_ialists 
assigned to teams advised of the status of all loan accounts fo!" 
whi~h they are responsible and working in close cooperation 

.-with· t:-iem on all loan se;-vicing matters. 



---

Some of the more specific functions that loan specialists would 
be ~elieved of and this divisio!1 would ,.be responsible for would 
be: , 

a. Analyzing and spreading financial staternents and bringing 
adverse changes o'r violations discovered during the analysis 
to the attention of the loan specialists. 

b. Preparing routine letters to participants and borrowers. 

~c. Preparing routine Form 327 actions as a part of training. 

d. Checking courthouse records fo t suits, judgments, etc. 
against borrowers. 

e. Contacting lending institution~ to determine the status of 
liens prior to SBA. 

f. Requesting pay-off figures from the Office of Fiscal Operations 
and following up to see that" the figures are obtained. ~dvising 
borrowers by teleph0ne and letter of the pay-off figures. 

g. Attempting to locate missing borrowers by visiting post offices, 
neighbors, etc. 

h. Conducting field visits, writing letters, and making telephone~ 
calls regarding repaym.ent of small loans where the loans· 
are of an uncomplicated nature. 

i. ·checking hazard insurance policies for adequacy of coverage. 
Checking ~ife insurance policies to determine if they properly 
are assigned to SBA. • Checking hazard insurance policies 

• to deter~ine if SBA is name<l as loss payee.· Reminding 
borrowers when policies a1:e due to lapse and following up 
to see that renewal policies are obtained. 

j. Under the supervision of a qualified loan specialist, handles 
all paperwork regarding the servicing of account_s receivable. 
and inventory loans. 

k. Cooperating with retired bankers who are employ~d by SBA 
to sell loans by furnishing information on the leans.· 

.. 
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1. Cooperating with SCORE representatives by furnishing 

information about borrowers they have been assigned to 
counsel. 

. m. Following up to determine if SCORE visits have been made 
and reports received regarding the effectiveness of the 
counseling. 

n. Screening loan applications for accuracy and adequacy. 
Condensing financial information as well as projecting pro 
f-orma. Computing installment schedule. Completing all 
routine information on the loan specialists report on the 
application. 

o. Cooperating with liquidation loan specialists in makir..g 
routine field visits to check -on collatera.l. 

p. Supplying appraisers with listings of collateral. 

q. Releasing collateral and legal instruments when loans are 
paid in full. 

Another function of this d~vision would be the maintenance of . 
a stenographic pool. This pool would be responsible for the 
preparation of all loan case reports and the persor..nel will take 
such dictation or perform such typing as may be ·required by 
the financial specialists as signed to the team including the typing 
of loan authorizations. 

The ACT Division will be staffed with the following types of 
personnel: 

a. Chief of the Division 

The incumbent of this position would be respon,:;ible primarily 
for s~pervising all activities of the division; maintaining 
administrative control; seeing that proper support and coo!'di­
nation is given to the members of the team, as well as the 
legal staff. The incumbent should be well ac:quainfed with 
the entire lending program. 



b. Accountants and Trainees 

The incumbents of this pos~tion will handle all operations 
involving £inane ial sta tcn1en ts, coll~ec tion of r epa y1nent s • 
on loans, an·d related assignments that may be given by 
the loan specialists assigned to the teams as explained above. 
Members of this gro_up who show they have the potential 
to become efficient loan specialists by.the caliber of their 

_ work. will b-2 detailed permanently to one of the loan teams. 

c. Stenographers and Typists 
~ 

The incumbents of this position prepare reports and take 
dicta.tion from specialists or othe1:s involved in the lending 
operations. The personnel assigned to this group will be 
designated. specific2.lly to work with members of the loan 
team and their work will be organized accordingly. 

d. • Clerical Personnel 

The incumbents of this position handle all of the \Vork 
involving tickler files, collateral, case files, and other 
clerical operations as mentioned above. Trainees and 
accountants should be assigned originally to this group in 
order to obtain a better under standing of all the operations 
involved in tre lending programs. 

t 
IThe ACT Division is adaptable. to most regional offices on a imodified scale. Although the clerical support group c .. ould be 
Jassigned to the team as part of it, it is doubtful if the wo.rkload 

would support it. Moreover, better utilization of manpower I 
can be obtained through the separate division or unit concept. 
Maintaining a ·separate unit provides a better check and balance_ 
situation and te::'is to avoid collision. Personnel assigned to • 
the division will keep the loan specialists informed of the status 
of their borrowers' accounts and report all unfavorable trends 
involving the loans for which they are responsible. 

There are several advantages t~ assigning trainees and accountants· 
to the ACT Division. Not only will they become more familiar 
with all the operations involved in the lending program, but 
this knowledge will better prepare them to become more effective 

f 
I 
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loan specialists and supervi~ors. It is•anticipated that only the . 
more efficient and intelligent.trainees and accountants will progress 
to the point of becoming members of the loan teams. This will 
insure consistent high-c_alibcr decision making in the futu_re. 
1:,?an speci2.lists will be relieved of the necessity of "carrying" 
sp·ecialists incapable of performing complex functior..s. If this 
plan works as designed in relieving loan specialists of the more 
munc}ane details, it is anticipated that SBA will need fewer loan 
5.peciali sts in the future for p roporti"on of loans processed, 
serviced, and liquidated. However, these specialists will be 
of a uniforrn superior quality never before encountered in the 
Agency. 

• • Implement2.tion of the Plan 

Due to the factors cited below the representatives of the Office 
of Management Analysis who developed the_ plan recon1mend 

(y. that if the plan is adopted it should be implemented on a long­
range basis: 

(It 1. Wide variances in size of the staff and v.rorkload of our 
present regional offices. 

2. Differences in the capabilities of the employees assigned 
to the various offices. 

...,
3. The necessity for cross-training financial specialists to 

perform loan administration or processing work . 

•4. Proper leadership of key regional office employees to carry 
out the program. • 

5. Willingness of the regional directors and key employees to 
redelegate authority and allow employees to exercise inde­
pendent judgment in action. 

( . 
6. The necessity of obtaining ·and maintaining proper ·coordination ., . 

among working groups. 

. 7. The necessity of obtaining and maintaining proper communications 
between working grcups and other segments of the regional 
office. 

8. The human tendency to resi·st chang·e. 
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December 15, 1966 ND 705-1 
SECTION D 

BOUNDARIESOF SBA FIELD OFFICES 

NORTHEASTERN Area Boston, Massachusetts, _having jurisdictionAREA. Office, 
over the following regional offices: 

Augusta, Maine. Serving Maine. 
Boston, Massachusetts. Serving Massachus~tts. 
Concord, New Hampshire. Serving New Hampshire. 
Hartford, Connecticut. Serving Connecticut. 
Montpelier, Vermont. Serving Vermont. 
Providence, Rhode Island. Serving Rhode Island. 

NEWYORKAREA. Area Office, New York, New York, having jurisdiction 
ove~ the following regional and branch offices: 

Newark, New Jersey. Serving New Jersey 
New York, New York. Serving the New York counties of: 

• 
Albany Greene Putnam Saratoga Ulster 
Bronx Kings Queens Schenectady Warren 
Col~bia Nassau Rensselaer S chol+ar·i e Washington 
Delaware New York Richmond Suffolk Westchester 
Dutchess Orange Rockland Sullivan 

Syracusez. N~w York. Serving New York counties of: 

Broome Essex Lewis Onondaga St. Lawrence 
Cayuga Franklin Livingston Ontario Steuben· 
Chemung Fulton Madison Oswego Tioga 
Chenango Hamilton Monroe Otsego Tompkins 
Clinton Her~imer Montgomery Schuyler Wayne 
Cortland Jefferson Oneida Sene9a Yates 

*Buffalo, New York. Serving New York counties of: 

Allegany Erie Orleans 
Cattaraugus Genesee Wyoming 
Chautauqua Niagara 

Hato Rey, Puerto Rico. Serving the Cornmonwealth·of Puerto Rico. 

*St. Thoma.s, Virgin Islands. Serving the U.S. Virgin !slands 

* Denotes branch ·office under regional office. 
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MIDDLE A'.CLANTIC AREA. Arca Office, Philad~~lphia, Pcnnoylvania, having 
jurisdiction over the following regional and branc!1 offices: 

Baltimore, Maryland. Serving Maryland, exc-ept the counties of Montgomery 
and Prince Georges, 

Clarksburg, West Virginia. Se1·ving the follow_ing counties in West Virginia: 

Barbour Hardy Monongalia Ritchie 
Berkeley Harrison Morgan Taylor 
Brooke Jefferson Ohio Tucker 
Doddridge Lewis Pendleton Tyler 
Grant Marion Pleasants Upshur 
Hampshire Marshall Preston Wetzel 
Hancock Mineral Randolph Wood 

*Charleston, West Viq~inia. Serving the following· counties in 
West Virginia: 

Boone Kanawha Pocahontas 
Braxton Lincoln Putnam 
Cabell Logan Raleigh •
Calhoun Mason Roane 
Clay .McDowell Summers 
Fayette Mercer Wayne 
Gilmer Mi~go Webster 
Greenbri.er Moiuoe Wirt 
Jackson Nicholas Wyoming 

Cleveland, Ohio. Serving Ohio counties of: 

Allen Geauga Morrow Seneca 
Ae,hland Hancock Marion Stark 
Ashtabula Hardin Medina Summit 
Auglaize Henry Mercer Trumbull 
Columbiana Hohnee Ottawa V~n Wert 
C:raw(ord Huron Paulding Wayne 
Cuyahoga Lake Portage Wood 
Defiance Lorain Putnam Wyandot 
Erie Mahoning Richland 

Sandusky 

*Toledo, Ohio. Se1·ving Ohio counties of Fulton; Luca·s, and Williams. 

https://Greenbri.er


December 15, 1966 

Columbus, Ohio. Serving Ohio 

Adams Fairfield 
Athens Fayette 
Belmont Franklin 
Brown Gallia 
Carroll Greene 
Champaign Guernsey 
Clark Harrison 
Clinton Highland· 
Coshocton Hocking 
Duke Jackson 
Delaware Jefferson 

*Cincinnati, Ohio. Serving 
Hamilton, and Warren. 

Louisville, Kentucky. Serving 

ND 705-1 

counties of: 

Knox 
Lawr-ence 
Licking 
Logan 
Madison 
Meigs• 
Mia'mi 
Monroe 
Montgomery 
Morgan 
Muskingum 

Noble 
Perry 
Pickaway 
Pike 
Preble 
Ross 
Scioto 
Shelby 
Tuscarawas 
Union 
Vinton 
Washington 

Ohio counties of Butler, Clermont, 

Kentucky. 

Philadelphia, Pennsylvania. Serving the follo~ng counties in 
Pennsy~vania: 

Adams Cumberland 
Berks D:iuphin 
Bradford Delaware 
Bucks Franklin 
Cameron Fulton 
Carbon Huntingdon 
Centre Juniata 
Chester Lackawanna 
Clinton Lancaster 
Columbia Lebanon 

*Dover, Delaware. Serving 

Lehigh. Philade_lphia 
Luzerne Pike-
Izy-coming Potter 
Mifflin Schuylkill 
Monroe Snyder 
Montgomery. Sullivan 
Montour Susquehanna 
Northampton .Union 
Northumberland Wayne 
Perry Wyoming 

Tioga 
York 

Delaware \ 
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Pittsburgh, Pennsylvania. Serving the following counties. in Pennsylvania: 

Allegheny Clarion Greene Venango 
Armstrong Clearfield Indiana Warren 
Beaver Crawford Jefferson Washington 
Bedford • Elk Lawrence Westmoreland 
Blair Erie McKean 
Butler ·Fayette Me.rcer 
Cambria Forest Somerset 

Richmond, Virginia. Serving Virginia, except the counties of Arlington, 
Fairfax, an_d Loudoun. 

Washington, D. C. Serving the District of Columbia; Maryland counties 
of Montgomery and Prince Georges and Virginia counties of Arlington, 

•Fairfax, and Loudoun. 

SOUTHEASTERN AREA: Area Office, Atlanta, Georgia, having jurisdiction 
over the following regional and branch offices. 

Atlanta, Geor.gia. Serving Georgia. 

Birmingham, Alabama. Serving Alabama. 

Charlotte, North Carolina. Serving North Carolina. 

Columbia, South Carolina. Serving South Carolina. 

Jackson, Mississippi: Serving Mississippi. 

Jacksonville, Florida. Serving Florida counties of: 

.Alachua Flagler Lake St. Johns 
Baker Franklin Leon Seminole 
Bay Gadsden Levy Sumter 
Bradford Gilchrist .Liberty Suwannee 
Calhc;mn Gulf Madison Taylor 
Citrus Hamilton Marion Union 
Clay Her.nando Nassau Volusia 
Columbia Holmes Okaloosa Wakulla 
Dixie Jackson Orange Walton 
Duval Jefferson Putnam Washington 
Escambia Lafayette Santa Rosa 
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Nashville, Tennessee. Serving Tennessee counties of: 

Bedford Gibson Lewis Rutherford 
Benton Giles Lincoln Sequatchie 
Cannon Grundy ~cNairy Shelby 
Carroll Hamilton Ma.con Smith 
Cheatham Hardeman Madison Stewart 
Chester Hardin Marion Sumner 
Clay Haywood :Marshall Tipton 
Coffee Henderson Maury Trousdale 
Crockett Henry Montgomery Van Buren 
lli.vidson Hickman Moore Warren 
Decatur Houston Obion Wayne 
De Kalb Humphreys Overton Weakley 
Dickson Jackson Perry White 
Dyer Lake Pickett Williamson 
Fayette Lauderdale Putnam Wilson 
Franklin Lawrence Robertson 

*Knoxville, Tennessee . Serving Tennessee counties of: 

• Anderson Greene Morgan 
Bledsoe Hamblen Polk 
Blount Hancock Rhea 
Bradley Hawkins Roane 
Campbell Jefferson Scott 
Carter Johnson Sevier 
Claiborne Knox Sullivan 
Cocke Loudon Unicoi 
Cumberland McMinn Union 
Fentress Meigs Washington 
G·Tainger Monroe 

• 
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Miami, Florida. Serving Florida counties of: 

Brevard Hardee Martin Polk 
Broward Hendry Monroe St. Lucie 
Charlotte Highlands Okeechobee Sarasota 
Collier Hillsborough Osceola Florida Keys 
I'.ade Indian River 'Palm Beach 
De Soto Lee Pasco 
Glades Manatee Pinellas 

**Tampa, Florida. Serving Florida counties of Hillsborough, 
Pinellas, Polk and Pasco. (Circuit rider to Manatee and Hendry.) 

MIIMESTERNAREA. Area Office, Chicago, Illinois, having jurisdiction over 
the following regional and branch offices: 

Chicago, Illinois. Covering Illinois counties of: 

Boone Ford Livingston Putnam 
Bureau Fulton Logan Rock Island 
Carroll Grundy McDonough Sangamon 
Cass Hancock McHenry Schuyler 
Champaign Henderson McLean Shelby 
Christian Henry Macon Stark 
Clark Iroquois Marshall Stephenson 
Coles Jo I'.aviess Ma.son Tazewell •
Cook Kane Menard Vermilion 
Cumberland Kankakee Mercer Warren 
De Kalb Kendall Morgan Whiteside 
De Witt Knox Moultrie Will 
Douglas Lake Ogle Winnebago 
Du Page La Salle Peoria Woodford 
Edgar Lee Piatt 

Des Moines z Iowa. Serving Iowa. 

Detrnit, Michigan. Serving the Lower Peninsula of Michigan, except the 
counties of Alpena, Antrim, Charlevoix, Cheboygan, Emmet, Montmorency, 
Otsego, and Presque Isle. 

** Denotes Post-of-Duty office - financial assistance only. 

• 
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Mar9uette, Michigan. Serving Michigan in the Upper Peninsula 
and the Northern Lower Peninsula <dpupties of': 

Upper Peninsula 

Alger Gogebic Mackinac 
Ba_raga Houghton Marquette 
Chippewa Iron M·enominee 
Delta Keweenaw Ontonagon 
Dickinson Luce· Schoolcraft 

Northern Lower Peninsul•. 

Alpena Cheboygan Otsego 
Antrim Emmet Presque Ille 
Charlevoix Montmorency· 

Indianapolis, Indiana. Serving Indiana. 

Kansas Gity, Missouri. Serving the following counties in Missouri and Kansas: 

Kansas 

Allen Crawford Labette Neosho 
Anderson Doniphan Leavenworth Osage _ 
Atchison Douglas Linn Pot ta wa tomie 
Bourbon Franklin Marshall Shawnee 
Brown Jackson Miami Wilson 
Cherokee Je!fersoni. Montgomery Woodson 
Coffey Johnson Nemaha Wyandotte 

Missouri 

Adair Cass Douglas Johnson 
Andrew Cedar Gentry Laclede 
Atchison Chariton Greene Lafayette 
Barry Christian Grundy Lawrence 
Barton Clay Harrison ~inn 
Bates Clinton Henry Livingston 
Benton Cole Hickory Macon .. 
Boone Cooper.· Holt McDonald 
Buchanan Dade Howard Mercer 
Caldwell Dallas Howell Miller 
Camden Daviess Jackson Moniteau 
Carroll De Kilb Jasper Morgan (cont.) 



December 15, 1966 ND 705-1 

Newton Pulaski Schuyler Webster 
Nodaway Putnam Sto'ne Worth 
Ozark Randolph Sullivan Wright 
Pettis Ray Taney 
Platte Saint Clair Texas 
P~lk -Saline Vernon 

Madison, Wisconsin. .. Serving Wisconsin count.ies of.:. 

Adams Grant Langlade Richland 
Brown· Green Mani.towoc Rock 
Calumet Green Lake Marathon Sauk 
Clark Iowa Marinette Shawano 
Columbia Jackson Marquette Sheboygan 
Crawford Jefferson Menominee Vernon 
Dane Juneau Mamroe Waupaca 
D~dge Kewaunee Oconto Waushara 
Door La Crosse Outagamie Winnebago 
Fond du Lac Lafayette Portage Wood 

*Milwaukee, Wisconsin. Serving Wisconsin counties of: 

Kenosha Racine Waukesha 
Milwaukee Walworth 
Ozaukee Washing.ton 

Minneapolis, Minnesota, Serving Minnesota. and ·the .following Wi'sconsin countleei 

Ashland Dunn Pepin Taylor 
Barron Eau Claire Pierce Trempealeau 
Bayfield Florence Polk Vilas 
Buffalo Forest Price Washburn 
Burnett Iron Rusk 
Chippewa Lincoln St. Croix 
Douglas Oneida Sawyer 

St. Louis, Missouri. Serving the following counties in Illinois and Missouri, 

Illinois 

Adams Crawford Hamilton Lawrence · 
Alexander. Edwards Hardin Macoupin 

. Bond Effin·gham Jackson Madison 
Drown Fayette Jasper Marion: 
Calhoun Franklin· Jefferson Massac 
Clay Gallatin Jersey Monroe 
Clinton Greene Johnson Montgomery (cont.) 
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Perry Randolph Scott Wayne 
Pike Richland Union White 
Pope St. Clair Wabash Williamson 
Pulaski Saline Washington 

Missouri 

Audrain Gasconade Montgomery St. Francoie 
Bollinger Iron New·Madrld Ste. Genevieve 
Butler Jefferson Oregon St. Louis 
Callaway Knox Osage Scotland 
Cape Girardeau Lewis Pemiscot Scott 
Carter. Lincoln Perry Shannon 
Clark Madison Phelps Shelby 
Crawford Maries Pike Stoddard 
Dent Marion Rai'ls Warren 
Dunklin Mississippi Reynolds Washington 
Franklin Monroe ~~pley Wayne 

St .. Charles 
JOUTHWESTERN AREA. Area Office, Dallas, Texas, having jurisdiction over 

the following regional offices; 

Albuquerque, New Mexico, ~erving New Mexico. 

Dallas Texas. Serving the following count:iea in Texas:1 

Anderson Delta Johnson Raina 
Archer Denton Ka\,\fman Rockwall 
Baylor Eastland Lamar San· Saba 
Bell Ellie Lampasas Shackelford 
Bosque Erath Limestone Somervell 
Brown Falls Llano Stephens 
Burnet Fannin Mason Tarrant 
Callahan Freestone McCulloch Throckmortoh 
Clay Grayson McLennan Van Zandt 
Coleman Hamilton Menard Wichita 
Collin Henderson Mills Wilbarger 
Coma,nche Hill Montague . Williamson 
Concho Hood Navarro Wise 
Cooke Hopkins Palo Pinto Young 
Coryell Hunt Parker 
Dallas Jack 
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Houston, Texas. Serving the following counties in Texas: 

Texas 

Angelina Galveston -Leon San Jacinto 
Austin Grimes Liberty Trinity 
Bastrop Hardin Madison Tyler 
Brazoria Harris Matagorda Waller 
Brazos Houston Milam Walker 
Burleson Jackson Montgomery Washington 
Chambers Jasper Newton Wharton 
Colorado Jefferson Orange 
Fayette Lavaca Polk 
Fort Bend Lee Robertson 

Little Rock, Arkansas. Serving Arkansas, except Columbia, Lafayette 
and Miller counties. 

Lubbock, Texas. Serving the following counties in Texas: 

Andrews Ector Jones Reagan 
Armstrong El Paso Kent Reeves 
Bailey Fisher King Roberts 
Borden Floyd. Knox Runnels 
Brew.ster Foard Lamb Schleicher 
Briscoe Gaines Lipscomb Scurry 
Carson Garza Loving Sherman 
Castro Glasscock Lubbock Sterling 
Childress a·:ray Lynn Stonewall 
Cochran Hale Martin Sutton-
Coke Hall Midland Swisher 
Collingsworth Hansford Mitchell Taylor-
Cottle Hardeman Moore Terrell 
Crane Hartley Motley Terry 
Crockett Haskell Nolan Tom Green 
Crosby Hemphill Ochiltree Upton 
Culberson Hockley Oldham Ward 
Dallam Howard Parmer Wheeler 
Dawson Hudspeth Pecos · Winkler 
Deaf Smith Hutchinson Potter Yoakum 
Dickens Irion Presidio 
Donley Jeff Davis Randall 
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Marshall, Texas. Serving the following Arkansas and Texas counties and 
Louisiana parishes: 

Arkansas 

Columbia Lafayette Miller 

Louisiana 

Bienville Caddo De Soto Webster 
Bossier Claiborne Red River 

Texas 

Bowie Gregg Panola Shelby 
Camp Harrison Red River Smith 
Cass Marion Rusk Titus 
Cherokee Morris Sabine Upshur 
Franklin Nacogdoches San Augustine Wood 

• 
New Orleans, .Louisiana. Serving Louisiana, except Bienville, Bossier, 
Caddo, Claiborne, De Soto, Red River, and Web.ster parishes. 

Oklahoma City, Oklahoma. Serving Oklahoma. 

San Antonio, Texas. Serving the following counties in Texas: 

Aransas Duval Kerr Refugio 
Atascosa Edwards Kimble San Patricio 
Bandera Frio Kinney Travis 
Bee Gillespie Kleberg Uvalde 
Bexar Goliad La Salle Val Verde 
Blanco Gonzales Live Oak Victoria 
Caldwell Guadalupe Maverick Webb 
Calhoun Hays McMullen Wilson 
Comal Jim Wells Medina Zavala 
De Witt Karnes Nueces 
Dinnnit Kendall Real 

*Harlingen, Texas. Serving the Texas counties of Brooks, Cameron, 
Hidalgo, Jim Hogg, Kenedy, Starr, Willacy, and Zapata. 

ROCKYMOUNTAINAREA. Area Office, Denver, Colorado, having jurisdiction 
over the following regional offices: 

• 
Casper, Wyoming . Serving Wyoming. 
Denver, Colorado. Serving Colorado~ 
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Fargo, North Dakota. Serving North Dakota. 
Helena, Montana. Serving Montana. 
Omaha, Nebraska. Serving Nebraska. 
Salt Lake City, Utah. Serving Utah. 
Sioux Falls, South Dakota. Serving South Dakota. 

Wichita, Kansas. Serving the following counties in Kansas: 

Barber Gove McPherson Rush 
Barton Graham Marion Russell 
Butler Grant Meade Saline 
Chase Gray Mitchell Scott 
Chautauqua Greeley Morris Sedgwick 
Cheyenne Greenwood Morton Seward 
Clark Hamilton Ness Sheridan 
Clay Harper Norton Sherman 
Cloud Harvey Osborne Smith 
Comanche Haskell Ottawa Stafford 
Cowley Hodgeman Pawnee Stanton 
Decatur Jewell Phillips Stevens 
Dickinson Kearny Pratt Sumner 
Edwards Kingman Rawlins Thomas 
Elk Kiowa Reno Trego 
Ellis Lane Republic Wabaunsee 
Ellsworth Lincoln Rice Wallace 
Finney Logan Riley Washington 
Ford Lyon Rooks Wichita •Geary 

PACIFIC COASTAL AREA. Area Office, San Francisco, California, having 
jurisdiction over the following regional and branch offices: 

Anchoragez Alaska. Serving the following election districts of Alaska: 

Ketchikan - Prince of Wales Palmer Bristol Bay 
Wrangell - Petersburg Anchorage Bethel 
Sitka Seward Nome 
Juneau Kenai Wade Hampton 
Yakutat Kodiak 
Cordova-Valdez Aleutian Islands 

*Fairbanks, Alaska. Serving the Alaska Election Districts of Ba.rrow-
kobuk, Fairbanks-Yukon, and Yukon-Kuskokwim. 

Boise, Idaho. Serving Idaho, except Benewah, Bonner, Boundary, Clearwater, 
Idaho, Kootenai, Latah, Lewis, Nez Perce, and Shoshone counties. Serving 
the Oregon counties of Baker, Grant, Harney, Malheur, Union, and Wallowa. 

Honolulu, Hawaii. Serving Hawaii and American Samoa. 

• 
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*Agana, Guam. Servi.ng Guam. 

Los Angeles, California. Servi.ng California counties of Kern, Los Angeles, 
-Orange, Riverside, Santa Barbara, San Bernardino, San Luis Obispo, and Ventura. 

*Las Vegas, Nevada. Serving the California county of Inyo, and the 
Nevada counties of Clark, Esmeralda, Lincoln, and Nye. 

Phoenix, Arizona. Serving Arizona. 

_ **Tucson, Arizona. Servi.ng the Arizona counties of Pima, Santa Cruz 
and Cochise. 

Portland, Oregon. Serving Oregon except Baker, Grant, Harney, Malheur, 
Union, and Wallowa counties; serving the Washington counties of Clark, 
Cowlitz, Klickitat, Skamania, and Wahkiakum. 

San Diego, California. Serving California counties of Imperial and San Diego. 

San Francisco, California. Serving Nevada, except the counties of Clark, 
Esmeralda, Lincoln, and Nye; serving California, except the counties of 
Imperial, Inyo, Kern, Los Angeles, Orange, Riverside, Santa Barbara, 
San Bernardino, San Diego, San_Luis Obispo, and Ventura. 

Spokane, Washington. Serving the following Washington and Idaho counties: 

Washington 

Adams Columbia Garfield Spokane 
Asotin Ferry Grant Stevens 
Benton Franklin Lincoln Walla.Walla 

Pend Oreille Whitman 

Idaho 

Benewah Clearwater Latah Nez Perce 
Bonner Idaho Lewis Shoshone 
Boundary Kootenai 

Seattle, Washington. Serving the following Washington coUJ.hies: 

Chelan Jefferson Mason Skagit 
Clallam King Okanogan Snohomish 
Douglas Kitsap Pacific Thurston 
Grays Harbor Kittitas Pierce Whatcom 
Island Lewis San Juan Yakima 

** Denotes Post-of-Duty office - financial asslstance only. 

https://Servi.ng
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Name 

AMUNIBON, Robert 

BABCOCK,Wallace I. 

BALL, :Marvin T., Jr. 

BOCCHINO, Frank F. 

BROWN, Nelson T. 

PROCUREMENT REPRESENTATIVES.TER 

Installation Coverage & Mailing Address 

Mailing Address: 
DCASR Los Angeles 
11099 South La.Cienega Blvd. 
Los Angeles, California 90045 

Post Office Department, U.S. Coast Guard; Veterans 
Administration, Commerce, Federal Aviation Administration, 
Washington, D. c. 

Mailing Address: 
Small Business Administration 
Regional Office 
1321 H Street, N. w. ~ Mezzanine 
Washington, D. c. 20417 

Defense General Supply Center & Defense Subsistence 
Supply Center Richmond, Virginia 

:Mailing Address: 
Defense General Supply Center 
Building 32 
Richmond, Virginia 23219 

u. S. Naval Air Systems Command& u. s. Naval Ordnance 
Systems Command, Washington, D. c., Dept. of Agxiculture, 
Washington, D. c. 

Mailing Address: 
Naval Air Systems Command, Munitions Building 
Room 1608 
21st and Constitution Avenue, N. w. 
Washington, D. C. 20037 

Naval Aviation Supply Office and Frankford Arsenal, 
Philadelphia; Defense Industrial Supply Center, Philadelphia 

Telephone Number 

8-0-213-643-0620 

202-382-2949(x22949) 

8-0-703-275-3154 

202-6968735 
(Code 11-68735) 



October 15, 1968 -BROWN, Nelson T. (Cont'd) 

CASEY, Volley 

COULSON, Joseph 

DOHENY,John T. 

OORN, Walter 

Mailing Address: 
Naval Aviation Supply Office 
700 Robbins Avenue - Room 1047 
Philadelphia, Pennsylvania 19111 

8-215-697-3817 

San Antonio Air Materiel Area, 
Lackland AFB, Randolph AFB 

Fort Sam Houston, 

Mailing Address: 
San Antonio Air Materiel Area 

8-0-512-925-4921 

CMR Box 41595 - Kelly Air 
San Antonio, Texas 78241 

Force Base 

Defense Subsistence Supply Center, Fort Worth; 
Carswell Air Force Base, Fort Worth; Sheppard Air 
Force Base, Wichita Falls; District Engineers, Fort 
Worth; Bergstrom Air Force Base, Austin; Defense 
Subsistence Supply Center, New Orleans, La., GSA, 
Fort Worth; NASA, Houston 

Mailing Address: 
U.S. Court House, Room 416 
10th at Lamar Street 
Fort Worth, Texas 76102 

8-817-334-2075 

Portsmouth Naval Shipyard; Boston Naval Shipyard 
Pease Air Force Base, Portsmouth, N. H.; Navy Supply 
Depot, Newport, R.I.; Otis Air Force Base, Falmouth, 
Mass.; Westover Air Force Base, Chicopee Falls, Mass.; 
GSA, Boston 

Mailing Address: 
Northeastern Area Office - Room 2103 
John F. Kennedy Federal Building 
Government Center 
Boston, Massachusetts 02203 

8-617-223-3217 

Naval Supply Center, Oakland; Northwest Procurement 
Agency; Presidio of San Francisco; Corps of Engineers, 
Forest Service, San Francisco, Calif.; Sharpe Army Depot, 
Lathrop; Naval Facilities Engineering Command, San Bruno; 
Defense Subsistence Supply Center, Alameda; GSA San Francisco 
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October 15, 1968 -DJRN, Walter (cont'd) Mailing Address: 8-415-556-5232 
Small Business Administration 
Pacific Coastal Area Office 
450 Golden Gate Avenue, Box 36105 
San Francisco, California 94102 

FOWLER, Robert Charleston Naval Shipyard; Army Training Ctr. & Ft. Jackson, Columbia 
U.S. Army Engineer District, Savannah; U.S. Army School/Training Ctr., 
Ft. Gordon, Augusta; VA Hospital, Augusta; U.S. Arnry Engineer District, 
Wilimgton; Pope Air Force Base, Fayetteville; Seymour-Johnson Air 
Force Base, Goldsboro; Hqs. 18th Airborne Corps and Ft. Bragg; U.S. 
Arnry Marine Corps Air Station, Cherry Point; U.S. Marine Corps Base, 
Camp Lejeune; VA Hospital, Durham; VA Hospital, Fatetteville, VA Hospi­
tal, Oteen; VA Hospital, Salisbury; Naval Facilities Engr. Connnand, SE 
Division, Charleston; Charleston Air Force Base, Charleston; Myrtle Air 
Force Base, Myrtle Beach; Shaw Air Force Base, Sumter; U.S. Marine Corps 
Parris Island; VA Hospital, Columbia; Public Works Office, Naval Air 
Station, Glynco, Brunswick; VA Hospital, Charleston; Public Works Office, 
USMC, Parris Island; Public Works Office, Marine Corps Air Station, 
Cherry Point; Public Works Office, U.S. Army Marine Corps, Camp Lejeune; 
U.S. Arnry Engr. District, Federal Bldg., P.O. Box 919, Charleston; Public 
Works Office, Marine Corps Air Station, Beaufort. 

Mailing Address: 8-803-253-3370 
Regional Office - Small Business Administration 
1801 Assembly Street 
Columbia, South Carolina 29201 

Watervliet·Arsenal, New York; McGuire AFB, New Jersey; Rome Air 
Development Center (Griffis AFB), New York; Fort Dix; Picatinny Arsenal, 
fuver, VA, Somerville, N. J. 

Mailing Address: 8-212-264-4392 
New York Area Office - Small Business Administration 
26 Federal Plaza, Room 3930 
New York, New York 10007 

HOFFMAN, Tu.vid Mailing Address: 8-215-271-3896 
DCASR Philadelphia 
Building 6 - 2nd Floor - P. o. Box 7478 
Philadelphia, Pennsylvania 19101 
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KAPLAN, Clint 

KELLY, George c. 

LEWIS, D:mald R. 

LOFTIS, Jack 

Marine Cor:ps Supply Agency, Philadelphia; Naval Air 
Engineering Center, Philadelphia; Naval Shipyard, 
Philadelphia; Aberdeen Proving Ground, Maryland; Army 
Chemical Center, Maryland; Ik>v·er AFB, Maryland 

Mailing Address: 8-215-597-3222 
Middle Atlantic Area Office - Small Business Administration 
1 Decker Square - East wbby 
fula Cynwyd, Pennsylvania 19004 

Defense Personnel Support Center (Clothing & Textiles, 
Subsistence, Medical Materials), Philadelphia 

Mailing Address: 8-215-271-2728 
Defense Personnel Support Center 
Building 12-E-l 
2800 South 20th Street 
Philadelphia, Pennsylvania 19101 

Headquarters u. S. Army Weapons Connnand, Rock Island; 
u. s. Army Ammunition Procurement and Supply Agency, 
Joliet, Illinois 

Mailing Address: 
u. s. ArmyWeapons Connnand 

8-0-309-794-5259 

Building 350 
Rock Island, Illinois 61201 

u. S. Army Engineer District, Mobile; Craig Air Force 
Base, Selma; Maxwell Air Force Base, Montgomery; Fort 
McClellan, Anniston; Fort Rucker, Ozark; Anniston Army Depot, 
Anniston; VA Hospital, Birmingham; VA Hospital, Montgomery; 
VA Hospital, Tuscaloosa; VA Hospital, Tuskegee; Columbus Air 
Force Base, Columbus; Keesler Air Force Base, Biloxi; u. s. Army 
Engineer District, Vicksburg; Naval Air Station, Meridan; VA 
Hospital, Biloxi; VA Hospital, Gulfport; Oak Ridge Operations 
Office - AEC, Oak Ridge; Arnold Engineering Development Center, 
Tullahoma 
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WFrIS, Jack U.S. Army Engineer District, Memphis; U.S. Anny Engineer 
District, Nashville; Defense Depot - DSA, Memphis; Stewart 
Air Force Base, Smyrna; Fort Campbell, Clarksville; U.S. 
Naval Air Station, Millington; U.S. Naval Hospital, Memphis; 
Soil Conservation Service, Chattanooga; Soil Conservation 
Service, Nashville; U.S. Post Office, Memphis; VA Hospital, 
Memphis; VA Hospital, Memphis; VA Hospital, Mountain Home; VA 
Hospital; Murfreesboro; VA Hospital, Nashville, VA Hospital, 
Jackson 

Mailing Address: 8-404-526-5587 
Small Business Administration 
Southeastern Area Office 
1401 Peachtree Street, N. w. 
Atlanta, Georgia 30309 

LUSK, Edward A. Space &Missiles Systems Organization (SMSO), Los Angeles; 
Norton AFB, Base Procurement, San Bernardino; Edwards AFB, 
Edwards, Calif.; March AFB, Riverside, Calif.; Oxnard AFB, 
Oxnard, Calif.; Nellis AFB, Las Vega~ Nevada; George AFB, 
Victorville, Calif.; NPO, Los Angeles; Naval Facilities 
Engineering Command, San Diego; Marine Corp Supply Center, 
Barstow, Calif.; DPSC, Los Angeles; Southwest Procurement 
District, Pasadena; Core Engineer, Los Angeles; Ft. Irwin, 
Ft. Irwin, Calif.; FAA, Los Angeles; NASA, Pasadena; USAEC, 
Los Vegas, Nevada; NASA, Edwards, Calif.; U.S. Army 
Electronic Command, Ft. Huachuca, Arizona; William AFB, 
William, Arizona; Luke AFB, Phoneix, Arizona; 03.vis-Monthan 
AFB, Tuchon, Arizona 

Mailing Address: 8-213-688-2900 
Space &Missiles Systems Organization 
Regional Office 
Los Angeles, California 90045 

McDERMOTT,Robert Air Force Electronics System Division, Bedford; USA Natick 
Laboratories; Fort. Devens; Electronics Research Center, 
Cambridge 
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NIEMAN, Lauren F. 

OAKS, Roy D. Jr. 

PEI'TKER, Elmer 

Mailing Address: 
Small Subiness Administration 
Northeastern Area Office 
Room 2103 
John Fitzgerald Kennedy Federal Building 
Government Center 
Boston, Massachusetts 02203 

Mailing Address: 
Oklahoma City Air Materiel Area 
Tinker Air Force Base 
Oklahoma City, Oklahoma 73154 

U.S. Naval Training Device Center, Orlando; Kennedy 
Space Center - NASA, Cape Kennedy; U.S. Army Engineer 
District, Jacksonville, Florida; Eglin Air Force Base; 
Valparaiso; Homestead Air Force Base, Homestead; McCoy 
Air Force Base, Orlando; :MacDill Air Force Base, Tampa; 
Patrick AFB, Cocoa Beach; Tyndall Air Force Base, Panama 
City; u. S. Coast Guard Headquarters, Miami, Naval Air 
Station - Cecil Field, Jacksonville; Naval Air Station 
Jacksonville; Naval Air Station, Mayport; Naval Air 
Station, Pensacola; Naval Air Station, Key West; VA 
Hospital, Bay Pines; VA Hospital, Coral Gables; VA 
Hospital, Lake City 

Mailing Address: 
1730 Wyandotte Terrace 
Indian Hill Estates 
Casselbery, Florida 32707 

u.s. Anny Mobility Equipment Command, Aviation Materiel 
Command, USAF, Aerospace Chart & Information Center, 
St. Louis; Military Airlift Command, Belleville, Illinois 

Mailing Address: 
U.S. Army Mobility Equipm~nt Command 

mall Business Office - Building 107 
'i 300 Goodfellow Boulevard 
St. Louis, Missouri 63120 

8-617-223-3217 

8-0-405-732-7321 
(Ext 7821) 

8-0-305-841-5611 
(Ext 2515) 

8-0-314-263-2222 
(thru 2226) 
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RIZZOLO, Mario A. 

RODENHAUSER,Charles R. 

(Not covered at this time-­
incumbent reassigned) 

TRUESDALE, F. Scott 

VASSALLO, Lawrence J. 

U.S .. Army Electronics Command 
Room 1012 - 225 South 18th Street 
Philadelphia, Pennsylvania 19101 

Mailing Address: 
U.S. Army Electronics Command 
Coles Area - Building S-5 
Fort Monmouth, New Jersey 07703 

George c. Marshall Space Flight Center, NASA, 
Huntsville; Army Missile Command, Redstone Arsenal 

Mailing Address: 
U.S. Army Missile Command 
Building 4488, Room C-201-A 
Redstone Arsenal, Alabama 35809 

Mailing Address: 
U.S. Anny Tank-Automotive Command 
MAMP- Building 2 
38111 Van Dyke 
Warren, Michigan 48090 

General Services Administration 

Mailing Address : 
Small Business Administration 
Regional Office 
1321 H Street, N. w. - Mezzanine 
Washington, D. c. 20417 

WPAFB (Entire Complex) & Defense Electronics Supply 
Center, Tu.yton; U.S. Anny Cincinnati Procurement 
Agency; Defense Construction Supply Agency, Columbus 

8-0-215-985-3377 
(Wed. & Thurs.) 

8-0-201-898-1761 
or 1589 

(Mon., Tues., & Fri) 

8-0-205-877-3022 

8-0-313-264-1100 
(ext 2795) 

202-343-8200 

202-382-3525 



• I 

October 15, 1968 

(cont'd) 

VASSALLO, Lawrence J. 

VERFURTH, Patrick 

WANKEL,William B. 

WANTOLA,Stanley 

WARNER,Thomas 

Mailing Address: 
SBA Representative (SBA) 
Area B - Building 11 - Room 116 
Wright - Patterson Air Force Base 
To.yton, Ohio 45433 

8-0-513-255-3333 

Hill Air Force 
Army Depot 

Base; Dlgway Proving Ground; Tooele 

Mailing Address: 
Directorate of Procurement 
Ogden Air Materiel Area 
Hill Air Force Base 
Ogden, Utah 84401 

8-0-801-777-6720 

Naval Ship Systems Connnand& Naval Electronics 
Systems Connnand, Washington, D. c., Navy Purchasing 
Office 

Mailing Address: 
Room l-N-29 (Code OOE-2) 
Main Navy Building 
18th & Constitution Avenue, 
Washington, D. c. 20360 

N. w. 

GSA, NPO, rose, Maritime Commission, AEC, FAA - New York 

Mailing Address: 
Small Business Administration 
New York Area Office 
26 Federal Plaza 
New York, New York 10007 

8-212-264-1484 

Sacramento 
Mather Air 

Air Materiel 
Force Base; 

Area; Beale Air Fbrce Base; 
Corps of Engineers, Sacramento 
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WEBSTER, Add 

WOLF, Elden L. 

Mailing Address: 8-0-916-643-6000 
SAMA· ( IMPE) or 4131 
McClellan Air Force Base 
California 95652 

White Sands Missile Range; Cannon Air Fbrce; Bureau 
of Indian Affairs - Albuquerque & Gallup; Kirtland 
Air Force Base; Ft. Bliss; Albuquerque Corps of Engineers, Ft. 
Ft. Wingate, Gallup; Holloman Air Force Base, Sandia Base; 
AEC and Forrest Service, Albuquerque 

Mailing Address: 8-505-247-2866 
Small Business Administration 
Regional Office 
500 Gold Avenue, s. w. 
Albuquerque, New Mexico 87101 

Defense Subsistence Supply Center, Kansas City; McConnell 
AFB; Fort Leavenworth; Richards Gebaur AFB, Forbes AFB; 
Fort Leonard Wood; Whiteman Air Force Base; Corps of 
Engineers, Kansas City; GSA, Kansas City 

Mailing Address: 8-816-374-3517 
Small Business Administration 
Regional Office 
911 Walnut Street 
Kansas City, Missouri 64106 
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AS 01" l:OtmAY 
(\:- 7;. i~,::r ? I 19C,g 

-, __
Number Dollars 

Army 7 $ 1,755,583 

Air Force 7 2,861,673 

Navy 2 102,465 

DSA -1 7z826 2 344 

Totals • 21 $ 12,546,065 

Report Prcp3reJ by fACS/Zi~~cki 
Ext. 1368 OL 49CO 



WEEKLYSUMMARY SUBCONTRACTS AS OF MONDAY OF SECTION 8(a) 
.L..._:....O.... c..... r~-·L~r-~2. .....1__ 19 ~ g 

SUBCONTRACTOR VALUE EMPL. QTU+ ITEM PROCURINGAGENT PRIME CONTRACT NO. SUBCONTRACTNO, STATUS 

1. Elegant Garments, Inc. 
Chicago, 111. 

137,500 * 46 2,500,000 Housing AP+SA, DSA DAAA-09-68-C-0280 SBA-0001-8(a) Term. 8/7/68 

2. Fairmicco., Inc. 
Washington, D. C. 

244-,290 * 200 50,000 Pallet, 
Material Handling 

DGSC, DSA ·DSA400-68-C-4171 SBA-0002-S(a) Ahead of 
Schedule 

3. Martin Bakery, Inc. 
San Antonio, Texas 

942,840 50 Bakery Products Lockland AFB 
USAF 

F41615-68-C-0301 SBA-0003-8(a) On 
Schedule 

4. East Side Bakery 
San Antonio, Texas 

104,588 * 1D Bakery Products Lockland AFB 
USAF 

F41615-68-C-0301 SBA-0004-8(a) Not in 
Operation 

5. Fairmicco, Inc. 
Washington, D. C. 

73,165 20o 18,247 Cable Assem­
blies 

AECOM, U.S. 
Army 

DAABOS-68-C-2349 SBA-OOOS-8(a) On 
Schedule 

6. Watts Mfg. Co. 
Compton, Calif. 

1,849,088 ** 30 2,000 Tent General 
Purpose, Large 

DPSC, DSA DSAl00-68-F-V-193 SBA-0006-8(a) Ahead of 
Schedule 

7. State Industries 
Huntington Park, Calif. 

2,430,868 ** 82 5,500 Tent General 
Purpose, Medium 

DPSC, DSA DSAl00-68-F-V-193 SBA-0007-B(a) On 
Schedule 

8. Ellsworth Mfg. Co., Inc. 
Norfolk, Va. 

2,430,868 ** 82 5,500 Tent General 
Purpose, Medium 

DPSC, DSA DSAl00-68-F-V-193 SBA-0008-8(a) Ahead of 
Schedule 

9. Aladdin Heating Corp. 
San Leandro, Calif. 

1,309,281 * 75 16,650 Containers, 
Repair+ Modification 

Hill AFB, 
USAF 

F42600-68-D-3437 SBA-0009-S(a) Behind 
Schedule 

10. Fairmicco, Inc. 
Washington, D. C. 

209,000 * 200 47,500 Box, wood 
Ammunition 

APSA, Joliet DAAA09-68-C-0500 SBA-0010-8(a) Behind 
Schedule 

11. Aerospace Services, Inc. 
Oakland, Calif. 

150,000 50 Repair of Generator 
Sets (qty est unknown) 

McClellan AFB F04606-68-D-0673 SBA-0011-B(a) On 
Schedule 

12. Aerospace Services, Inc. 
Oakla~d, Calif. 

327,756 50 Modification of 24 
Type T-33 Aircraft 

McClellan AFB F04606-69-c-0002 SBA-0012-B(a) Ahead of 
Schedule 

13. Sonicraft, Inc. 
Chicago, Ill. 

76,095 5 Electronic and Elec-
trical Equipment 

ESO, Great 
Lakes, Ill. 

N00126-69-D-0024 SBA-0013-B(a) No report 
Submitted 

14. Electro-Cords Company 
Los Angeles, Calif. 

824,000 135 Boosters with Deton-
ators 

APSA DAAA09-69-C-0015 SBA-0016-S(a) On Schedule 



WEEKLYSUMMARY SUBCONTRACTS AS OF MONDAY OF SECTION 8(a) 
0<'.T 2 I 19/j,q 

-
SUBCONTRACTOR VAL'fm" EMPL. QTU+ ITEM PROCURINGAGENT PRIME CONTRACT NO. 

15. American Tent & Canvas Co. 
LaFollette, Tenn. 

16. D&H·Industries, Inc. 
Los Angeles, Cali{. 

17. Johnston Eng. & Mfg. Co. 
Venice• Calif. 

18. Albina Corp. 
Portland, Ore. 

19. Elegant Garment Industries 
Chicago, Ill. 

20. Baltimore Electronic Assoc., 
Inc., Baltimore, Md. 

21. Fairmicco, Inc. 
Washington, D. C. 

,.. 
' Total 

* _ Projected Increase 
1rlr Retain without RIF 

an.,230 

Zl.490 

3,718 

26,370 

201,500 

155,209 

155,209 

12,546,065 

* 200 

6 

8 

12 

46 

38 

200 

Tents 

1305 Link 
Engine 

Retainer, 

for J85 

AC Elec-
tronica 

141 Punt Boats 

Bandoleers 

Antenna Equipment 

Antenna Equipment 

DPSC/DSA DSA100-69-F-U230 

Tinker AFB F34601-69-C-0224 

Tinker AFB F34601-69-C-0224 . 
Naval Ship Systems N00024-69-C-0222 
Cmd., Wash., D.C. 

APSA, Joliet DAAA09-69-F-0046 

Army Electronics DAABOS-69-C-1303 
Command 

Army Electronics DAABOS-69-C-1303 
Command 

. 

SUBCONTRACTNO. 

SBA-0018-S(a) 

SBA-0019-S(a) 

SBA-0020-S(a) 

SBA-0021-S(a) 

SBA-0022-S(a) 

SBA-0023-8 (a) 

SBA-0024-S(a) 

STATUS 

On 
Schedule 

On 
Schedule 

On 
Schedule 

No Report 
Submitted 

On 
Schedule • 

On 
Schedule 

On 
Schedule 
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8(a) PROSPECTIVE DATASUBCONTRACTOR 



---------------- 0 

(The subrnission 0£ this data is the responsibility of the SBA office initiating 
the request for B(a) subcontract assistance. Under no circumstances should the 
prospective subcontractor be led to believe that supplying any of this data 
DW.kes him eligible to receive a subcontract.) 

Check One 

l. Name of Firm Individually owned 

________________ PartnershipAddress D 
________________ Corporation D 

2. Ownership and }1anngement 

a. Owner (s) (if individu_ally om1ed or partnership) 

b. Principal Stockh0lders (if corporation) 

___ % 

__ % 

__ % 

c. Principal Operating Officers 

(Name) (Title) 

3. Number of Employees (Average for past yenr) 

If new firm outline employ.nent plans _______________ _ 

4. Principal Business (describe briefly) ________________ _ 

$ ______ _(a) Sales Past Ye~r· 

$______ _. (b) Profit or Loss, Past Year 
(Attach copy of b,d.?.nce sheet) 

$ ____ _(c) Uct Worth., 



5. Location of Manufacturing Facilities (if oth6r than_addrcss given in 1): 

Labor Area Classification (Check one) 

A. 0 Concentrated unemployment or underemployment 

U.S. Dept. of Lebor Certifying Firm 

B. 0 Substantial Unemployment 

C. D Persistent Unemployment 

D. 0 Other (d~scri be) _____________________ _ 

6. Describe Facilities {size, age, condition, whether owned or leased): 

7. Reason 8(a) Subcontract Assistance Being Sought: 

8. Type and Amount of Manufacturing (or other) Work Required to Accomplish 
Requirement Set Forth in Item 7: 

• ·A. Specific item(s) (use SIC Codes and FSN numbers if known) 



B. Tot~l Qunntity of Items Sought 

C. Period of Production and Delivery Required to Meet Purpose of Item 7: 

D. Total Dollar Value of Items Sought $ ____ _ 
(Indicate lowest unit price ·necessary for 
firm to perform$ _____ per unit) 

9. List of Additional Equipment Required Before Firm Can Begin Production (of 
Item 8): 

BUY OR LEASE (indicate) 

$ _______ _ 

10. Identify Government Buying Offices Currently (or expected) Purchasing Item(s) 

Sought: 

A. Has firm supplied any of these items before? 

(1) Agency and Date: 19_ 

(2) Item: 

(3) Unit Value and Total Contract Value:$ ______ $____ _ 

B. Has firm bid to supply item(s) within the past two years (indicate 
agency, date, solicitation number, and bid standing): 

11. In addition to information in item 10, has firm ever done business ~vith the 
Federal Goverrurcent either ns Prirr.e Contractor or as substant:i.al Subcontractor 
(Explain briefly): 



12. Disadvantaged, unemployed or undcrcrr.ployecd persons to.be hired if sub­
contract can be provided: 

A. Total Number 

(1) Male 

(2) Female 

B. Feriod during which persons will be hired ____ _ to _____ _ 

C. Training to be provided (describe) 

D. Will training assistance be available from other government agencies 

(Federal, State or Local)? If so describe briefly: ________ _ 

13. What positive plans is the firm making to i~crease business sufficiently to 

be able to retain persons to be hired (indicated in Item 10) at the completion 

of 8(a) subcontracts: 

14. Other pertinent information: 

15. Name, address and phone number of person from whom this information was 

obtained: 

, 
Phone: __________________ _ 
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"6x6" LOAN AND MANAGEMENT PROGRAM 



June 23, 1965 

"6X6"LOANANDMANA.G:EMENTPROGRAM 

Total No. Total Amt. Minority No. Minority Amt. 

Philadel hia, Pa. 254 $1 071,422 113 $443,807 
Cumulative from January 2 to April 23, 19 5 when phased into EOL Program 

Camden, N. J. 3 $ 18,000 2 $12,000 
(Very small program) 

New York, N. Y. 363 $1,657,200 200 $346,500 
(Cumulative from April 6, 1964 (Harlem) and August 10, 1964 (Brooklyn) to May 31, 

Washinton, D. C. 142 $ 688,350 61 $285,400 
Cumulative to May 11, 19 5 when phased into EOL Program 

Houston, Texas 15 $ 69,500 4 $17,100 
(Cumulative from January 13, 1965 to June 23, 1965) 

San Francisco, Calif. 717 $ 72,750 13 $60,000 
(Cumulative from February 19, 1965 to June 23, 1965) 

GRANDTOTAL 794 $3,577,222 393 $1,664,807 

MINORITY - 49.5%of total number 

46.5%of total amount 
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ADMINISTRATOR'S 13, 1967 MEMORANDUMcTIJLY 

RE CAMPAIGN TO EQUALIZE OPPORTUNITYFOR WOMEN 



C>r'TICtUI. P'O?J,( P.!O. I~ 
MAY 1,e: l:OITIOf·I 
GS-\ P'rJ.<i\ (~I Cl'rl) Nl-11,C 

UNITED STATES GOVERNMENT 

( 

• 
FROM 

SUBJECT: 

.. 

Menwrandurn 
Desk to Desk Diitribution -~DATE: JUL 13 1967 
(Washington and Field Offices) 

The Adm..i.nistrator 

SBA <>-.r:ipaign to Equalize Opportunity for Women 

President Johnson recently·said---

"The underutilization of American women continues to be 

the most tragic and the m-:Jst senseless wµste of this century. It 

is a waste .that. we can no longer afford. Our economy is crying 

out for their services." 

With such emphatic backing from the _President to upgrade 

women a. more favorable climate has been created for employing women 

in professional, ~dr.tlnistrative and techni~al positions. Despite 

this support, wo~en still hold only a small fraction of these .upper 

level jobs in government. In the SBA they hold only 3.1%of the 

positions GS-12 and above. T:.'1is hardly seems to be a fair share. 

Today, ~ore than one-third of the nation's working force is 

comprised of women---one-tenth of whom are family heads. This would 

seem to indicate that the time for hu.~or in the area of sex discrimina­

tion is ~ast. The public must be ~ade to understand that to deny·a 

qualified -woman a job sir.iply because she is a wot12.n is wrong. Yet 

women have been ana continue to be denied equal employment opportunity 

throughout the U.S. 

-- •• 

C . .• ·.. , 



- -- -- - -

Great co.re must be taken to avoid any emplpym~nt practice 

which mie;ht seeregatc or classify employees in any way which deprives 

an ind:i.vidu~l of employment opportunities or adversely affects his 

status because of the individual's sex. The experience of the _Federal 

Government has demonst.ratecl that there are very few jobs which cannot 

be effectively performed by qualified persons of either sex. Employers 

', must guard against preconceived. notions that a job must be performed 
............ 

"-,. 

"--by a man or woman. 
" 

In keeping with the wishes of President Lyndon Johnson, 

SBA has undertaken a concerted effort to employ more women in the 

middle and upper grade categories. In May 1967 I assigned this special 

program for upgroding women to the Office of Equal Employment Opportunity 

under the direction of Special Assistant Randall L._Tyus. His office 

address and phone number are -

Room 1036 
1441 L Street, N. w. 
Washington, D. c. 2o!}l6 

Telephone - 382-8363 

I intend to give my· full support to this important activity and I 

earnestly request 

' 
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MINORITYEMPLOYMENTFIGURES 



- -cm~TP..r\L.---~'." 
WA~HifG1'0 ~ • 

. MINORITY FIGURES - E!,rPJ..DY!,T.J';T 

DW.CSICN 

AiimaSTRATOR OFF. 

AA/A 

.... 

.Aud & Inv. 

;J 

ere. & 1-!gt. 

PER 

Adm. s~rv. 

fMA 

F.EB. 12.SG 
TOTAL 1.UilOiU'.i:Y 

E!\!PW:Q.iill,lT I:-1PLOTI,~!rnT 

(3) 5-8 
32 7 (J.) 9 up 

8 0 

5 (2) 5-8 

5 1 (1) 5-8 

3l. l 

(7~ 5-8 
85 45 ~2 9 up

15 1-IB) 

(6) 5-8 
87 7 

l•:ffi7 1;267 
Tvl'AL HID8RIT"i 

EMPLO~filNT EUPIDY!,ffiln' 

(2) 5-8 
19 3 (1) 9 up 

(2) 5-8 
10 3. tl) 9 up 

(4~ 5-8 . 
103 8 (3 9 up 

18 2 (1) 5-8 

37 4 (3) 5-8 

5~ 5-8 
71 2:8 3 9 up~ 17 wn) 

6~ 5-8 
89 8 ~ l. 9 up 

l:~~B. 1968 
':i1OJ:/\L EIHO.iU 1.i:Y 

EMJ?LQJ1,ffil~ E1,fPU)J2,1ZI~ 

(2) 5 .. 8 
29 3 (1) 9 up 

(5) 5-8 
16 7 (2). 9 up 

'•' ..... 

5) 5-8 
ll3 12 ~2) 9 up 

17 4 (2)' 5-8 v~·. 

44 5 1~ 5-3~ 2 9 up-
'7) 5-8 

79. 32 2) 9 u:v 
10 l3)
8 1-TP) ..! 
7~ 5-8 

99 ll ~ J. 9 u:p 

3~ 5-8 
/ 

~ 4~ 5-8 
C/PA 19 2 (l) 5-8 50 11 ~ 2 9 up 39 10 ,~- 9 up .•·· 



I 

p:.l[;C 2 

- I~ 1266. - l·~B. 196'( 
T°cirAL l\·ri:nOIU.TY TO l1!\ L l"illJOin1IY 

DIVISION EMPIJJY~<[8NT ~:1PLOj~~,1m!T EMPLO;C:m:nr Er.·!PLOYl-v3~TI' 

(1:.) 5-3 
' .P/RA 2:7 4 (3) 5-8 · 30 6 (1) 9 up 

(6) 5-8 (1~) 5-8 
OGC 77 10 (2) 9 up 8o l.5 {3) 9 Ul) 

. 5) 5-8 (8' 5-8 
FA 97 13 5) 9 up 86 lI~ (2) 9 u:p~ 

(!0) 5·::·;g 
•·1 9~ 5-8 

ID 99 . a (3) 9 up 66 17 ~ 5 9 up 

' 
:Bud. 7 0 18) 5-8 

BUD& FIN. Fin. Op._ 161 33 11~) 5-8 159 51 ~6) 9 U:P 
•l6b- \ ~3) 9 UJ? 

Prog. Plc.nning 4 l (J.) 5-8 

l~ 5-8 
Data Serv. 28 10 (2) 9 up 32 13 ~ 1 9 up 

Ott. P.eports 

Anal. Scrv. 

-li'.';.:33.1Q?8 
1l'0.~1AL :_:,;_~:L·!':~r,._;:~ 

!iKPI.O'E.-IBNTE:.!F.f1'J:.12-fT 

(1) 5-8 
25 2 (1) 9 up 

12) 5-8 
78 18 ~2) 9 U:.? 

.. 
:t 

10) 5-8 
95 12 ~1) 9 UJ.) 

11) 5-886. 18 ~4) 9 up 
,;:,~· 

20~ 5-8 
154 58. ~10 9 U:5) 

~ 

5 l (1) 5-8 

'• 

-~2) 5-8 ... 
47 20 4) 9 up 

(h) 5-8 
21~ 5 (1) 0 U'O 

✓ -

.9 5 (4) 5-8 

https://l\�ri:nOIU.TY


I . . -. .-. ... 
• J,.mORITY F.r~; ---=4ID.'r 

l•~B. 1966 EB. 1967 :FEB. 1968 
· l TO:rAL MINORITY TOTAL MINORITY TO'l'AL MINORI'l1Y.. 

'•.\REA - EMPLOYM81\1T EMPLOYED EMPLOYED· EKPIDYED!EMPLOYMENT _ • EMPLOYED 
, -, , I y~ (4. - 5's up) (6,~ 5's +) i (7 - 5's +) 
f 218• ~ORTHEASTERNAREA 5 (2 - 9's UJ?) 253 ll ( 3 - 9' S +) !125 3 

• 

' ~?(3 - G +) 
nI; ~ ! 

9 1 

~ q
. µ (21·- 5's +): (36 - 5's +) 

NEW YOE< AREA ~i 207 42 (9 - 9's +) \278 49 (19 - 9's +)
(d9es not include Puerto Rico) . 1q . 

l1 
~ ' • 
1i 
11 

(24 - 5' s +)J • (20-5 1 s+) 
MID!>LE A'r-.u.t.NTIC AREA 449 ... 45 (13 - 9' s +)'.!449 46 (15 - 9's +)I\ 

~! 

ii 
·11 
i! 

•.( 11'" - 5' s +) :1 (22 ~ 5' s ❖) : 

Southc~stern AREA· 352 364 . 37· , ( 5 - 9' s +) il389 . 34 ( 6 - 9' s +) 
\l(1ncludes 20 POD' s & 6 Dil'vl' s) 

• i1. 

i! 
11 

.. 
i! 

;: ~ 

• ( 18. - 5' s +) :.{ 
¥J1)1ilESTERN AREA 34 (8 - 9's +). ~431 

;j 
~ 

j
•

; (8 - 5' s +) l (13 - 5's +) 
sourHWESTER!"\l' .503 44; (6 - 9' s +) 1553 . 69 ( 7 - 9' 6 +) 

I 
' 

(10 - 5's +Y\ (14.- 5's +)
ROCKY MOlmTAIN AREA 348 19 (5 - 9's +) I 355 29. (9 • 9I S +) 

! • • i 
: . I
1 (16 - 5 I 8 +) (,( (20 - 5' C +) " 

453 36 (8 - 9's +) !465 52 (9 .. 9 1 s '+) (.h,d / 



SBA EMPWY:tfil~1T ' -

Figures As Of May 31, 1968 

. I 
TOTAL EMPLOYMENT MINORITYEMPLOYMENT 

NUMDEH . % 

Washington, D.C .. 

SBA Field Offices 3322· 399 

Field Areas 

:i 
Northeastern Area 

New York Area 

267--

279 ·. 

13 

50 

ll-.9i 

17.91, 

Middle Atlantic Area 451 47 10 .01, 
" 

Southeastern Area 395 35 8.9%· 

Midwestern Area 1~23 50 11.81, •J 
! •. 

Southwestern Area 619 _·93 15.8% 

Rocky Mountain Area 371 35 9.o<p 

Pacific Coastal Area. 517 71 13-7% 

.. 

•. *Not Counting Puerto Rico at;d Hawaii. 



ll 

MINORITIES& WOMEN -~RVISORY POSITIONS AS OF MAY 31, 1968,HOLDING 
• • ·- •. 

• WOMEN·· 

NORTHEASTERNA.1IBA 

Equal Opportunity Coordinator, GS-13 

TOTAL= l 
It 

NEW YORK AREA 

Equal Opportunity Coordinator, GS-13 
·Small B~siness D~v. Counselor, GS-12. 
Administrative Of~icer, GS-12 
sur...ervisory Loan Spe~ialist, GS-12 

TOTALa 4 

Accounting Assistant,. GS-7 
Supervisory Cash Clerk, <15-5 
AclminiGtrative Officer, ACT Division, GS-9 
Docw.."lents Examiner, GS-5 (Thia position ·wn.o 
formerly filled nt GS-6 level and will be 
upgraded a.gain) . 
Chief, ACT! Division, GS-7 
Supervisory Clerk (Steno),· GS-5 

TOTAL= 6 

Personnel Mnna~emcnt Specialist, GS-12 
. Personnel Sto.ffine & Employee 

Tielntiono Specialist, GS-12 
Personnel Assistant, GS-7 
·supervisory Loan Collections Clerk, GS-7 
Supervisory Loan Collections Clerk, GS-5 
Gcner&l Supply Clerk, GS-5 
Administrative Officer, GS-9 
Supervisory Mir;c. Documents Examiner, GS-7 
Administrative Services Clerk, GS-6 
Administrative Officer, GS-9 

TOTAL~ 10 



. 1' 
MrnOrtITIES & WOMSNEOLDING SUPERVISOrtY ··•s Con I ta: • 

,, MIDDLE A~"'TIC AREA . .' 

Team I.ead.er CED, GS-13 Supervisory Pers. Mgmt. Specialist, GS-12 

Administrative Assistant, GS-9 Superviso~J Cash Clerk,GS-6 

(Acting) 

:: .Adrainistrative Officer, GS-ll Office Service ~.i.anager, GS-11 

Administrat,ivc Clerk, GS-6 
Administrative Assistant, GS-5 

Administrative Assistant, GS-7 
" " " 
" " " " • " 

Administrative Officer, GS-11 

TOTAL·=3. TOTAL= 10 • 

SOUTHEASTERi"tAREA 

Program Sup}?ort O_f:f'icer, GS-9 Superyinory Cash Clerk, GS-7 
Personnel Officer, GS-12Apprasier, C--S-12 
Assistant ACT Cbicf, GS-7. _Attorney-A~vi~or, GS-12 
Re~onn.l Counsel, GS-12 
Assistant ACT Chief, GS-7 
Attorney-Advisor, GS-12 
Assistant ACT Chief, JS-7 
Azsisto.nt ACT Chief, GS-6 
Assistant ACT Chief, GS-7 
Assistant ACTChief, GS-6 
ACT Chief, GS-9 
Azsistant ACT Chief, GS-7 
Assistant ACJr Chief, GS-7 

•• TOTAL 13:sTOT.AL- 3 

'\ ·''f,-· .· • ': 

https://Azsisto.nt
https://I.ead.er


•• MINORITIES & WOMEN.ROLDDIGSUPERVIS --,OSITIO:NS Con' tel. 

L.)CRITIES WOMEN 

SOUTHWESTERNAf{EA 

Eq~al Opportunity Coordinator, GS-13 
.. .-_Regional Director, GS-14 

·• Loan Special~st (Team Lead.er), GS-ll 

• 

TOTAL =-3 

. MIDWESTERNAREA 
; ,·

Administrative Off'~cer, GS-9 
...... .. 

TOTAL a i· 
.r. 

Personnel Staffing &Employee Relations 
Specialist, Gs-11· 

Fisco.l Accounting Officer, GS-7 
Supervising Cash Cler}~, GS-5 
Supervising Ce.sh Clerk, GS-5 
Supervisin3 Cash Clerk, GS-5 

• Supervisory Clerk, GS-5 
Supervisory Clerk, GS-5 
Clerico.l Assistant (Steno), GS-5 
Supervisory Clerk-T'Jpist, GS-4 
Ad.Jninistrative Assistant, GS-7 

TOTAL=10 

Acting Chief, GS-7 
Administrative Assistant, GS-7 
Supervisory Clerk General, GS-5 
Nisc. Doc. Exa.1lincr, GS-6 
Clerk Steno Unit Supervisor, GS-5 
Supervisory Misc. Dpcuments Examiner, GS-7 
Senior ~-.!..'~~i, ing Assistant, GS-6 
Senior ?I.ail and File Clerk, GS-5 

TOTAL• 8 



• MINORITIES & WOM8N 1-IOLDIIm POSITIONS Cont I d 

WOMEN 

ROC"AYMOUNTAINAREA 

Arca EO Coordinator, ·GS-13 
.• . Bude;et Officer, C-S-ll 

-._-::Loan Officer, GS-7 
Loan Officer Trainee, GS-5 
Lc~n S~cialist,·GS-7 
Sup~rvisory Loan Officer, GS-14 
Ir.d:u.strial Specialist, GS-ll 
Loan Officer, GS-9 
Regional Director, GS-14 

· Appraiser, GS-lJ.. 

,,... TOTAL r:s 10 * 

Supervisory Clerk, GS-7 
Supervisor, Fiscal, GS-7 
Supervisory Clerk, GS-8 
Adrninistrativc Assistant, GS-8 
Supervisory Cashier, GS-9 
Attorney-Adviser, GS-13 
Supervisory Attorney-Adviser, GS-14 
File Supervisor, GS-4 
Loan Sp2cialist, GS-9 
Loan S1Jecialist, GS-11 
Appraiser, GS-11 
Administra~ive Officer, GS-11 

IAdL~inistrativc Assistant, GS-7 
Adminfatra.tive Assistant, GS-r I 
Administrative Assistant, GS-7 
Administrative Assistant, GS-3 
Loa...,. Assistant, GS-7 

TOTAL 17a 

.
•.
.. 



. . . .. . e 
MINORITIES& WOMEN SUPERVISORYHOLDING .t'OSITIONS 

MINORITIES WOMEN 

PACIFIC COASTAL AREA 

Budget Analyst, GS-12 Administrative Officer, GS-12 
Attorney-Adviser (General), GS-12 Attorney-Adviser (General); GS-12 

i: Appraiser, GS-12 Administrative Assistant, GS-7 
II II tiSup~rvisory Loa..~ Specialist. (Commercial), GS-13 

II IfRegional Director, GS-14 " " 
If If IIAdministrative orr1cer, GS-ll 
" " " 
" " " 

Administrative Assistant, GS-11 
Administrative Assistant, GS-9 
Administrative Assistant, GS-7 

TOTAL= 6 · TOTAL= 11 

IN THE FIELD TOTALMINORITIESIN THE FIELD TOTALWOMEN 

. ,•.· 

. 31 

·.·. 



.. . -
MINORITIES & wm,IBN HOLDING ORY POSITIONS 

1-Hi-IORITIES WOMEN 

DISTRICT OF COWMBIA 

Special Assist~nt for EEO, GS-l5 
Z~U-3.l Opportunity Specialist, GS-14 
Coffipater Assistant Analyst, GS-13 
Office Services Assistant, GS-9. 
Supervisory Clerk, GS-7 

t. 

TOTAL ::a 5 

Special Assistant, GS-l5 
Staff Assistant (Minority Groups), GS-13. 
Administrative Officer, GS-13 
Administrative Officer, GS-11 
Supervisory Personnel MEQ11t.Specialist, GS-13 
S~pervisory Personnel Mf;llt. Specialist, GS-14 
Administrative Librarian, GS-11 
Supervisory File ClerJ:, GS-5 
Superviso~J Accounting Assistant, GS-11 
Time, Leave & Payroll Supervisor, GS-9 
Accounting Assistant, GS-9 
.Assistant Head Employee Accounts Branch, GS-6 
Asst. Scheduling & Records Supervisor, GS-5 
Supcrviso~J Scheduling & Records Unit, GS-7 
Supervisory Operating Accountant, GS-12 
Supervisory OrJCratinG Accountant, GS-12 
Aclrniniatrative Accounts Officer, GS-11 
Administrative Accounting Assistant, GS~9 
Sui)ervisory Accounting Technician, GS-7 
Supervisory Computer Systems Analyst, GS-14 .· ..Supervisor'/ Reports Assistant, GS-ll 
Supervisory Card Punch Operator, GS-7 
Administrative Officer, GS-14 
Assistant General Counsel, GS-15 
Economist, GS-14 
Economist, GS-11 . 
Plann~ng Resea~ch Assistant, GS-9 

'l'OTALa 27 

•.I. 
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ADMINISTRATORS' OF THE DECISION-MAKING APPRAISALS 

PROCESSAS PRACTICED UNDERTHEIR I.EADERSHIP 



THE ASSISTANT SECRETARY OF COMMERCE 

WASHINGTON, D.C. 20230 

October 8, 1968 

Honorable Howard J. Samuels 
Administrator 
Small Business Administration 
Washington, Do C. 20416 

Dear Howard: 

, This is in reply to your request for an appraisal from me 
of the decision-making process existing in SBA during my 
stewardship in that Agency and an assessment of 
accomplishments during this period. Several things stand 
out in my memory concerning my tenure as head of SBA 
which I consider as being worthy of mention in response to 
your request. 

When I assumed direction of the Agency in 1965, I became 
concerned about the lack of planning capability in the 
Agency and I decided to correct this situation. !, first, 
began to assemble a planning staff whose purpose it was 
to improve the decision-making process in SBA by 
establishing the required discipline and order in the process. 
They also were to conduct the necessary analyses of the 
effdrts and accomplishments of the Agency's programs and 
provide me with alternative courses of action that could be 
taken. Finally, they were to develop long-range plans of 
action which could be used to direct the Agency's future 
activity. 

This was the beginning in the Agency of an organized approach 
in dealing·with agenci problems and was directly relatabli 
to the best principles and objectives inherent in the 
Planning-Programming-Budgeting approach. 

I was fortunate to secure a very capable staff headed by 
Dr. Padraic P. Frucht for this task. They made considerable 
progress in reaching my desired objectives and established a 
solid foundation for subsequent improvements and developments. 
It was a result of this effort that the objectives of the 
Agency began to be critically examined and directed into 
more meaningful context. 
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I also became concerned about the i11formation system in 
the Agency. Information is the crucial support in the 
decision-making structure. Decisions are only as good as 
the information on which they are based. The information 
situation in the Agency was very unstructured and informal. 
Consequently, I directed that an organized Data Bank 
begin to be established which would reflect officially and 
formally all the Agency's efforts, both current and past. 
Everyone would be using the same data to come up with their 
decisions. Possibiliti~s of misunderstanding or misinter­
preting was reduced considerably as a result. I believe 
that this has benefited the Agency to a great extent 
subsequently. 

Finally, I implemented the decision of my predecessor, 
Mr. Foley, to make the Washington headquarters staff a 
planning, directing and controlling organization instead of 
an operating group, as formerly. Operations were completely 
decentralized to the field with the exception of SBIC program. 
It is my opinion that this has had a considerable influence 
in making the Agency more flexible and adaptable in responding 
to new emphases in the Agency's programs and efforts. 

I believe that these three specific actions by me made the 
Agency a more effective instrument to carry out the 
Administration's policies and they provided a firmer 
foundation on which my successors have continued to build. 

I hope this statement will help you in preparing a statement 
on recent SBA history. If I can be of any further assistance, 
please let me know. 

Sikcer ly you.rs, 

~vt< 

Ros D. Davis 
Assistant Secretary 

for Economic Development 



DECISION MAKING 

I am a firm believer in the statement that President 
Truman made when he said,_ speaking of his responsibility, "The Buck Stops Here". 

In other words, I have never believed in decisions by 
committee, but rather believe the person with the responsibility, forearmed 
with the best information and advice possible, must make, if he is to be 
responsible to the mandates of his job, the decision himself. 

Decisions in the Fede~al Government by heads of departments 
and agencies differ from making decisions in private industry. In Government, 
I followed three general guide lines. First, is the decision in the National 
interest. Second, is the decision in harmony with the policies of the 
Administration. And third, is the decision in conformity with the intent of 
Congress. 

In addition to these basic guide lines, consideration must 
be given as to whether or not _such a decision would result in duplication or 
contradiction of the efforts of a different department or agency. Finally, 
the decision making process that I utilized demanded the ready availability 
of as much information as possible about the subject matter. 

. For this reason, I insisted on, in whatever government job 
~appened to be in 'during either the Kennedy or the Johnson Administrations,
W excellent system of information retrieval and evaluation in a format 

meaningful. to the decision-making process. 

At S.B.A., this information came from several sources. With 
=-----an excellent Budget Department, financial information was available _on a 

day-to-day basis. With a high quality office for planning, research and 
analysis, cost benefit information was also readily available; Finally, by 
surrounding myself with the most capable people I could find, I always had 
available persons whom I trusted to give me their advice and counsel on any 
matter under consideration. 

Really then, point four is a combination of a readily 
available system of information retrieval, information evaluation and good 
advisors. The final decision was made by the man with the responsibility as 
the head of the Agency. 

Bernard L. Boutin 



ASSISTANT SECRET ARY OF DEFENSE 
WASHINGTON, D.C. 20301 

.r . 
COll"TlOLUI 

September 12, 1968 

Mr. Howard Greenbe_rg 
Deputy Administrator 
Small Business Adminis 
Washington, D. C. 204 

Dear Howard: 

Your letter of September 10 referred to the requirement for 
documenting the decision making process during my period as Admin­
istrator of the Small Business Administration. It is my suggestion, 
Howard, that you use the SBA Plal).ning, Program and Budge.ting System 
directives as a basis for describing the procedure and practice for 
decision making during this period. As you know,~~~ ~rocess is 
well documented in this series of directives and the pr.ogress of 
practice against plan is well measured in the Management Summary 
Report. 

I do not think it would be meaningful for me to duplicate or 
elaborate upon the well o_rganized and systematic approach included 
in the directives system. However, if you consider that any particu­
lar aspect of the system requires &7lplication, do not hesitate to 
call upon me. 

Sincerely, 

R. C. Moot 



U.S. GOVERNMENT 

SMALL BUSINESS ADMINISTRATION 

WASHINGTON, D.C. 20416 

OFFICE OF THE ADMINISTRATOR 

November 1, 1968 

DEPARTMENTAL HISTORIES PROJECT 

When I assumed direction of the SBA the organiza­

tional structure for planning, decision-making and 

operations was in excellent shape. Previous administra­

tors had given a great deal of attention to remodeling 

the organizational structure and had done an excellent 

job. 

The move to decentralization, leaving most of the 

decisions on loans to the Regional Offices, works ·well. 

The more these decisions can be made in the field, the 

less red tape there will be. The old criticisms of 

SBA -- that too much paperwcirk is required from applicants 

and banks and that approval of loans was taking too long -­

are fading as banks become familiar with the new procedures. 

The blanket guarantee program is the right approach and 

the drive to get more banks signed up must be pressed. 

Loans are now being approved in less than 10 days and 

t~~re is no reason why this cannot be reduced to four 

days in the near future. 

The move which began.under previous administrators, 

I 
to make fewer direct loans and more bank participation. 
loans, is essential and this trend is being accelerated. 
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In the month of September, 55% of our loans were made 

with bank participation, compared with 36% a year ago. 

I would like to see SBA move entirely out of the 

banking business and let the banks do what they do best 

and with their own money. SBA could become exclusively 

the guarantor of the loans. 

• 

In the past few months a whole new thrust has been 

given to the SBA -- that of helping minori tfes--·become 

established in small businesses. The SBA has an obliga­

tion to continue and expand its programs for small 

business in general and its programs for rural America, 

primarily under the 502 program. But it also has an 

obligation to help resolve the problem of bringing 

minorities into the free enterprise system -- a role SBA 

is uniquely qualified to fill. 

Project OWN need not be described in detail in this 

memorandum as it is amply documented elsewhere. Certain 

organization changes made to implement Project OWN, 

however, are pertinent. 

The people involved in promoting loans to the· 

minority community should be involved in that aspect of 

SB~~s program on a fulltime basis. For one thing, it is 

a whole new thrust to the agency and demands fulltime 

participation of those ·involved. For another reason, 

effective operation Qf Project OWN requires that the SBA 
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personnel involved have empathy with Negroes, Puerto 

Ricans and other minorities and that they acquire special 

experience in making loans which must be made on a 

different basis than normal SBA lending activity. 

Therefore, in both the Washington headquarters 

and Regional Offices we have set up Project OWN teams. 

In the field these usually consist of at least one 

Financial Assistance man and one Management -As..sistance 

man. And wherever possible we a.re establishing offices 

in the inner city itself, manned by Project OWN tea.ms. 

SBA must be concerned for some years to come with 

• the problem of closing the "ownership gap" between 

blacks and whites, and this new program and the organiza­

tional realignment a.re designed to help bring it about. 

Howard J. Samuels 
Administrator 

• 


	SBA_B1_F3_001
	SBA_B1_F3_002
	SBA_B1_F3_003
	SBA_B1_F3_004
	SBA_B1_F3_005
	SBA_B1_F3_006
	SBA_B1_F3_007
	SBA_B1_F3_008
	SBA_B1_F3_009
	SBA_B1_F3_010
	SBA_B1_F3_011
	SBA_B1_F3_012
	SBA_B1_F3_013
	SBA_B1_F3_014
	SBA_B1_F3_015
	SBA_B1_F3_016
	SBA_B1_F3_017
	SBA_B1_F3_018
	SBA_B1_F3_019
	SBA_B1_F3_020
	SBA_B1_F3_021
	SBA_B1_F3_022
	SBA_B1_F3_023
	SBA_B1_F3_024
	SBA_B1_F3_025
	SBA_B1_F3_026
	SBA_B1_F3_027
	SBA_B1_F3_028
	SBA_B1_F3_029
	SBA_B1_F3_030
	SBA_B1_F3_031
	SBA_B1_F3_032
	SBA_B1_F3_033
	SBA_B1_F3_034
	SBA_B1_F3_035
	SBA_B1_F3_036
	SBA_B1_F3_037
	SBA_B1_F3_038
	SBA_B1_F3_039
	SBA_B1_F3_040
	SBA_B1_F3_041
	SBA_B1_F3_042
	SBA_B1_F3_043
	SBA_B1_F3_044
	SBA_B1_F3_045
	SBA_B1_F3_046
	SBA_B1_F3_047
	SBA_B1_F3_048
	SBA_B1_F3_049
	SBA_B1_F3_050
	SBA_B1_F3_051
	SBA_B1_F3_052
	SBA_B1_F3_053
	SBA_B1_F3_054
	SBA_B1_F3_055
	SBA_B1_F3_056
	SBA_B1_F3_057
	SBA_B1_F3_058
	SBA_B1_F3_059
	SBA_B1_F3_060
	SBA_B1_F3_061
	SBA_B1_F3_062
	SBA_B1_F3_063
	SBA_B1_F3_064
	SBA_B1_F3_065
	SBA_B1_F3_066
	SBA_B1_F3_067
	SBA_B1_F3_068
	SBA_B1_F3_069
	SBA_B1_F3_070
	SBA_B1_F3_071
	SBA_B1_F3_072
	SBA_B1_F3_073
	SBA_B1_F3_074
	SBA_B1_F3_075
	SBA_B1_F3_076
	SBA_B1_F3_077
	SBA_B1_F3_078
	SBA_B1_F3_079
	SBA_B1_F3_080
	SBA_B1_F3_081
	SBA_B1_F3_082
	SBA_B1_F3_083
	SBA_B1_F3_084
	SBA_B1_F3_085
	SBA_B1_F3_086
	SBA_B1_F3_087
	SBA_B1_F3_088
	SBA_B1_F3_089
	SBA_B1_F3_090
	SBA_B1_F3_091
	SBA_B1_F3_092
	SBA_B1_F3_093
	SBA_B1_F3_094
	SBA_B1_F3_095
	SBA_B1_F3_096
	SBA_B1_F3_097
	SBA_B1_F3_098
	SBA_B1_F3_099
	SBA_B1_F3_100
	SBA_B1_F3_101
	SBA_B1_F3_102
	SBA_B1_F3_103
	SBA_B1_F3_104
	SBA_B1_F3_105
	SBA_B1_F3_106
	SBA_B1_F3_107
	SBA_B1_F3_108
	SBA_B1_F3_109
	SBA_B1_F3_110
	SBA_B1_F3_111
	SBA_B1_F3_112
	SBA_B1_F3_113
	SBA_B1_F3_114
	SBA_B1_F3_115
	SBA_B1_F3_116
	SBA_B1_F3_117
	SBA_B1_F3_118
	SBA_B1_F3_119
	SBA_B1_F3_120
	SBA_B1_F3_121
	SBA_B1_F3_122
	SBA_B1_F3_123
	SBA_B1_F3_124
	SBA_B1_F3_125
	SBA_B1_F3_126
	SBA_B1_F3_127
	SBA_B1_F3_128
	SBA_B1_F3_129
	SBA_B1_F3_130
	SBA_B1_F3_131
	SBA_B1_F3_132
	SBA_B1_F3_133
	SBA_B1_F3_134
	SBA_B1_F3_135
	SBA_B1_F3_136
	SBA_B1_F3_137
	SBA_B1_F3_138
	SBA_B1_F3_139
	SBA_B1_F3_140
	SBA_B1_F3_141
	SBA_B1_F3_142
	SBA_B1_F3_143
	SBA_B1_F3_144



