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SDPA FIELD OFFICES AND BOUNDARIES - 1951-2

Region I - Boston - All New England States

Region IT - New Y&rk - New York and New Jersey

Region ITI - Philadelphia - Pennsylvania and Delaware

Region IV - Richmond - Virginia, West Virginia, Maryland, North Carolina
and District of Columbia

Region V - Atlanta - Tennessee, South Carolina, Georgia, Alabama,
Mississippi and Florida

Region VI - Cleveland - Chio, Kentucky and Michigan

Region VII - Chicago - Illinois, Wisconsin and Indiana

Region VIII - Minneapolis - Minnesota, North Dakota, South Dakota and

Montana

. Region IX - Kansas City - Missouri, Kansas, Iowa and Nebraska

Region X - Dallas - Texas, Oklahoma, Arkansas and Louisiana
Region XI - Denver - Colorado, Wyoming, Utah and New Mexico
Region XTI - San Francisco - California, Nevada and Arizona

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



SBA FIELD OFFICES AND BOUNDARIES - 1953

Region 1. Boston covering Maine, New Hampshire, Vermont, Rhode Island,
Massachusetts and éonnecticut (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 Salenm).

Branch Office: Buffalo, New York
Region 3. Philadelphia covering Pennsylvania, Delaware, and counties of
New Jersey: Mercer, Ocean, Burlington, éamden, 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. N

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
Region 8. Minneapolis, Minnesota covering Minnesota, Montana, North

Dskota and South Dakota.

Branch Office: Helena, Montana



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, Louisianaj;
Oklshoma 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 1k. 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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TN-100-397
SBA-100
Chapter | - Section 104

SMALL BUSINESS ADMINISTRATION

OFFICE OF ECONOMIC ADVISER

Feviews size appeals coses and makes

LOAN POLICY BOARD ADMINISTRATOR NATIONAL SMALL BUSINESS ADVISORY COUNCIL
Members, all ex-officio, consist ol: The Administrator, as Chairman, Under general d of the President, serves as Ad De- The Small Business Advisory Council meets with the Administrator
the S of the T and the S of C Either of termines policy and directs programs 1o aid and protect small business. and assists in the devel and evak of present or
the said Secretaries may designate an officer of his Deportment, who has S-rv-u&nﬁmn(hlmmiqaud Authorizes direct or partic- i SBA All council f are purely od and
been appointed by the President by and with the advice ond consent of ipation loans to small b reliel loans and dlmhﬂﬂmlolmwh\uhwmnd!uhhhhm
the Senate, to act in his steod as o member of the Loan Folicy Board with | __|  loons to small businesses which have sustained certain sconomic injury. Iy sible SBA officials. The ofa
mmnrwwum The Loan Palicy Board shall establish Consults with Federal, State ond local agencies in behalf of small busi- tion of ding persons, of and b to small
qgeneral (particularly with ref to the public interest involved ness | in the natlonal y. Reports to the President and s who are Iy b d in the
in the ond denial of appl for financial by SBA Congress on agency program Lish and I Under of small busi It also d mmwh.nwud
and with red to the d of the | of SBA with other autherity delegated by the Secretary of C ) f in business, [inance, the professions ond whose kn !
and policies of the G ) which shall govern the i b 1 and I h by the Area ﬁmlmm&.md@!mmﬁhwﬂld
and denial of i for 14 1 by SBA under the Semall Redevelopment Act. b 1o the of the board. All
Business Act. bers are sel d and d by the Admi and serve at
his plegsure and without The Ad is Ch
of the Council and appoints SBA officials to serve as its Secretary and
l as Chairman of each
| EXECUTIVE ADMINISTRATOR |
OFFICE OF GENERAL COUNSEL HEZE APPENLS BOAND)

to the A

OFFICE OF AUDITS

OFFICE OF PUBLIC INFORMATION

OFFICE OF FOREIGN TRADE

DEPUTY ADMINISTRATOR
FOR FINANCIAL ASSISTANCE

DEPUTY ADMINISTRATOR
FOR PROCUREMENT ASSISTANCE

Directs and coordinates SBA financial
Directs devel of
polu:lu and progrme of lending and fi i

DEPUTY ADMINISTRATOR
FOR INVESTMENT

DEPUTY ADMINISTRATOR
FOR MANAGEMENT ASSISTANCE

Directs and coordinates SBA procurement,
peoperty disposal, sub-controcting, COC and

is to the Ads
ch in Dni-k‘r app
Policy Board. Directs the development of
lending and financial counseling programs and
technical procedures for use in field offices.
Takes appropriate loon octions. Serves as o
member of the Size Appeals Board. Reviews
Financial A and

Directs, coordinates and administers the
Small Business Investment Company and Devel-

on interagency committees. Reviews reports and
initiates comrective policies when necessary. Di-
rects o program to assure that small business

1 when required. Directs o
program !ﬂ the appraisal of collateral offered
as security on SBA loans and with respect to
servicing and liquidation. Directs lending
phases of the ARA program.

will be afforded equal to
utilize facilities which will be made available
and to act as suppliers to the operators of the
new satellite communications system. Serves
as a member of the Size Appeals Board.

focilities inventory p Develops policies| omnl Cmpmy Programs. Recommends 1o the
and proposals to Ad Di- nges in policy i his

1 of Loan rects the devek of d for quid: L. Issues Ii to small busi in-
of field offices. Conducts negotiations on pro- - and apg for
posed prog and policy. A SBA the purch of deb of small b

or
applications for loans from small business in-
vestmenl companies and stote ond local devel-

Ilmhundmdlwmﬂuﬂlml
and technical assist-

ance Develops policies and p
mwlsuhmnumw Di-
rects d of dures for the quids

ﬂwmwmmd!uﬁdmummnd-
of pr to small

b M P

warkshop study aroups, publications, new prod-
uct development, and general business advisory

opment Directs the devel of mk:umdmmuu. Mswlth pﬁm
dv for the ! of small b 1 and trade

d the in- i and larger b firms in the

and Ived ion of 1 to small

under sections 309 and 310 of the Small Busi-
ness Investment Act of 1958, as amended.
Serves os a member of the Size Appeals Board.

business firms. Serves as member of Size
Appeal Board.

Aﬂrgmt &D:Tﬁs';ﬂgﬂ REGIONAL OFFICES
Directs and coordinates the of SBA. ATURTRS T e I (L e o .
m?}iﬁm orsinn e B‘T..'?'u:.é'?:sf:&‘; OW‘“‘” e assisiance programs ot the field level under the technical direction of the Wosh- STATE AND REGIONAL
erations of SBA Wash and lield offices, and conducts intet- Rgun.otios. ol 2% PEHCYI S Frmor: HITMSES o
valig Bl ol v Coondls bosed upon d in the region which affect small business.
i : Hepresents the Agency by and with valuntary
nates SBA octivities under the civil defense and defense mobilization program. AR e R S e =
with Federal and State agencies. Directs operations under the ARA program. Apmroved: Eugene P, Foley, Administrator
Provides advice and to small b on foreign rade. October 21, 1963
BRANCH OFFICES

Chart la



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.

Chart 1b

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



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

ADMINISTRATOR

SPECIAL ASSISTANT
FOR AREA REDEVELOPMENT

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

Provides technical direction to regional offices in the making of market-
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 1c October 21, 1963



TN-100-397 ADMINISTRATOR

SBA-100
Chapter I- Section 104

OFFICE OF GENERAL COUNSEL

Analyzes and interprets legislation, requlations 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. Negotiates with Gov-
emment 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 leqal 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



TN-100-397

SBA-100 OFFICE OF GENERAL COUNSEL

Chapter 1 - Section 104

LOAN DIVISION

LIQUIDATION AND LITIGATION 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 1equl wnblems arising in connection with individual loan applica-

tions, loan disk and i ion and servicing of current loans, and determines legal
action ¥ to p the Admini fon's i in such loans.
Renders opini i ing Small Busi 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 opintons.

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

Participates in drafting, reviewing and revising jard SBA loan forms. Participates in
drafting, reviewing and revis ,cfSBJ\‘ fal i =3 Is and other instructional mem-
oranda, bulletins und 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 inf fon under fi ial i e and i pro-
mccnummus 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 G ies on legal matters relating to the loan programs.

PROCUREMENT, INTER-AGENCY AND ADMINISTRATIVE DIVISION

Is responsible for T.he lequl aspects of policies and procedures relating to the procurement,
technical, and g progi 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 p dor for publication therein.
Interprets the Administrative Procedure .'«:t as it u'pp.lies to the Agency other than for purposes of
the Small Business Investment Act of 1958.

1s responsible for all legal functions of the Agency relating to the development and execu-
tion of the Agency's Advocacy activities.

Provides legal c 1 to the Agency's Size Appeals Board and legal advice in connection
with the administration of the Agency’s small business size standards.

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 iate action any evid indicating a criminal violation of the
Small Business Act, the Small Business Investment Act of 1958 or the Criminal Code of
the United States. Prep cases for submi 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.

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 Li to small b in-
ies and the requl of such c
Adviaes with respect to loans to small ies and loans to

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

ment companies, the purchase of subord i det of i c and
the making and servicing of louns to in t and devel t ¢ i
Responsible for interp i t o! the Admini. ive Procedure Act appli-

cable to the Small Loan lmestmmt 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 other 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

of SBA.

Prepares stotements and reports for Congressional hearings and Committees and the Bureau
of the Budget respecting such legislative matters; and prepares answers to all inquiries relating
thereto.

Preg SBA y of the Congressional Record.

Chart 2a

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

4



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

OFFICE OF GENE

COUNSEL

LEGAL INVESTMENT DIVISION

PROCUREMENT, INTER-AGENCY AND ADMINISTRATIVE DIVISION

LICENSING AND OPERATION BRANCH

INTER-AGENCY 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 302 and 303 of the Act. Renders legal
opinions to the Investment Division regarding the legal sufficiency and terms thereof and
gives legal clearance thereto.

DEVELOPMENT COMPANIES BRANCH

Is responsible for legal matters involving loans to State and local development com-
panies. 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-
panies, 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.

REGULATIONS AND COMPLIANCE BRANCH

Prepares in cooperation with the Investment Division proposed and final requlations
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 companies.

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

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 SBA'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 requlations 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 formation 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 and 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 fiscal, 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.

Chart 2b

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




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

ADMINISTRATOR

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.

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 B(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.

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

RESEARCH STUDIES DIVISION PROGRAM EVALUATION DIVISION 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.

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.

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.

Approved: Eugene P. Foley, Administrator

Chart 3 October 21, 1963



TN-100-397

SBA-100

Chapter I - Section 104

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 recommendation 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.

FINANCIAL AUDIT DIVISION

PROGRAM AUDIT DIVISION

INVESTIGATIONS DIVISION

Plans, coordinates and directs a comprehen-
sive audit progrom designed to provide an inde-
pendent review of the adequacy and etfectiveness
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 Govermnment agencies such as the
General Accounting Office, Bureau of the Budget,
Treasury Department, etc.

Plans and direcls comprehensive audits of
the Washington, regicnal 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.

Develops and conducts systematic analyses
and evaluations of the technical programs in the
tield 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 o 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.

Formulates and recommends policies, plans
and procedures for the development and conduct
of investigation programs of the Agency. Directs
the execution of personnel and physical security
programs, Conducts investigations of violation
or alleged viclation 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 suitability 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
ot other Agency officals. Reviews and anclyzes
case files of investigative agencies. Makes re-
quired reports on all investigations conducted.
Develops and maintains licison 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 Otfice of General Counsel on all matters re-
quiring a legal review and interpretation of in-
vestigative facts and findings.

Chart 4

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



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

. .I )

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
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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 prog Directs develoy 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

OFFICE OF LOAN ADMINISTRATION

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 govemment 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 proctices and procedures relating to the making of business and disaster loans. Pro-
vides technical direction ond 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.

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 or 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 FINANCIAL SERVICES

OFFICE OF LOAN APPRAISALS

Develops and establishes policies, plans, and operating instructions for the administration of
technical evaluation and appraisals of physical properties representing loan collateral of specific
loan applications and with respect to loan servicing and loan ligquidations.

Establishes standards and procedures for regional offices to conduct loan appraisals and to
make technical évaluations 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 o systematic and uniform approach to
the SBA loan appraisal program. Directs the conduct of, participates in, and makes appraisals
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 program.

Prepares and coordinates the Financial Assistance and other Manual instructions relating to
the financial assistance program. Recommends and develops other instructional notices and pre-
pares reports to the field offices regarding the financial assistonce program. Coordinates the
disaster loan program, 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 dations for ch in
policy, program emphasis, staffing, procedures and credit standards. Develops and administers
the program, workload and work measurement reporting systems. Coordinates follow-up actions
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 programs, and reviews management research studies on the financial assistance
program. Coordinates with the Office of Budget the p ion of budget esti s 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.

Approved: Eugene P. Foley, Administrator

October 21, 1963




DEPUTY ADMINISTRATOR

TN-100-357
SBA-100 FOR FINANCIAL ASSISTANCE
Chapter | - Section 104 I
OFFICE OF LOAN PROCESSING OFFICE OF LOAN ADMINISTRATION OFFICE OF FINANCIAL SERVICES
AREA LOAN GROUPS (3) LOAN SERVICING DIVISION REPORTS AND SPECIAL STUDIES DIVISION
Plans, ad and di for the admin- Conducts special studies and analyses of the financial
E: and I all loan 1  from istration and senrt:mq of loans and other obligations, other than assistance program, including but not limited to the uniform
assigned field offices for Washington oction, and tokes final ac- loans in liquid is standards and pe for application of credit standards in the field offices, the review
tion within delegated authority. Notifies field offices on actions use in the servicing ,,g ,,..d, |m‘ Approves or d«;;m amend- of the soundness of SBA loans by type and industry, couses
token on loan processing lnunmm Conducts post-audits o{ busi- ments to quthor £ ions in diti or terms for delays in processing of loan applications, and reasons
ness and d lomn proved or declined in the of loans with respect to such loans that have been fully dis- for loans going into liquidation or becoming problem loans;
field to insure unif in the 1 of ] credit bursed. Reviews odministrative octions token by the field and recommends changes in policy, progrom emphasis, credit
standards. Conducts interviews with small business applicants, offices under delegated uulllodh; tn determine adherence to standards, procedures or staifing to overcome weakness dis-
representatives and others concerning financial assistance prob- sound credit practices. Rec h in loan odmini closed. Analyzes h studies rel g to
lems ond progroms. Recommends new and revised practices and tion policy and procedures. the FA program and reports and oudits prepared by other offices
procedures relating to the making of business and disaster loans. of SBA and recommends or initiotes actions to comrect deficien-
cies rep i therein., Develops and ods s the
kload and work reporting sy Participates
LIQUIDATION DIVISION with the Office of Budget in devek kload dards or
to dards for FA poslums and recommends
Plans, and the 1 d adjusiments in {ield stafling based on work perlormance disclosed
as i1 pertains to loans In liquidation and ocquired collateral., through the work measurement system,
Participates with the Office of General Counsel in the preparation Prepares material relating to the 1 pro-
COC GROUP of delinguent loans for referral to the Department of Justice. Ap- gram for inclusion in the Annual Report to the President and
proves or declines 1 to auth jons or modifications Congress; prepares :rr.ll.etiula and reporlu for Cmqressmna]
£ ik ol § I reports on all COC appli- !.n ctnﬂliw of tevins of loans with respect to loans in liquidation. on the £ L e o | and
cations received from ileld oifices. Recommends issuance or and for use in the liquidation of l'll:.te Ho\sebm ik} = t? ke ! u::lemm 1
Aociinntion o COC bawed oo Brorelol compatency of poplicout. bms and the sale or disposal of assets acquired. Reviews od- prasiarirery et i imo o
A st e OOCE R Gt ministrative actions taken by the field offices under delegated and field, and works with the
m;M.l:!I.ni.atas In‘?:i::]::m. o‘:)m:l?ms ey W’i. o authority to determine adherence to sound practices. Recom- Oill.v:e ol Buduel in the deveiopment of annual budget for the
connection with financial aspects of COC cases. Contributes mends changes in loan liquidation policy ond procedures. B 1 i the deve) t.';!d 4 “:‘f_'_l:: OHIFG o
to the devel t of criteria, dards and proced: for : iul.'he-"“ + >
COC processing. Represents Office of Loan Processing at it -
COC Review Committee meetings.
PROCEDURES AND PROGRAM DIVISION
Prepares and recommends manual and other instructions re-
lating to the fi ial Coord the
MAIL AND RECORDS STAFF disaster loan program, including the analysis of reports of
= 3 = caotastrophies for the purpose of recommending the declaration
o c!ﬂmao‘: Financial A::i S F::-u of disaster areas, establishing ond stalfing disaster field
s )
ARA LOAN GROUP pares and maintains. control reconds reflecting e i, o fviest and _J
Examines and 1] all ARA loan licati :;::::I:d m:ﬁs:r&ﬁ:sh::— . Lk ! ¥ty ol Ioatn"” : = S
ceived from Iie;: olti’-:nm:a::d mm: l?:HA &:ﬂwﬂ.’- mitted to the Washington office for final oction m, “;u;h::;::::; the ;".]nm:{ n:w; o
proval or decl of such appli Notifies field or post-audit of actions taken by field offices spectol £ oy 5
offices of actions l‘nken on ARA lom: applications and re- under delegated authority. Prepares periodic Cooperates with Office of Inf b of bookl
lated ARA matters. C and reports reflecting actions taken with respect 51, and oiher pabl describing the varicus loan
counsels with ARA applicants, representatives and others to loan applications. programs. Participates with the Office of Personnel in all per-
mmmlm!he.\ﬂhmdsﬂ.\hunmml lelmnda sonnel matters, other than g, relating to the §
el Sk 100 M Is and files for loan apli-
mklnquRAhm.l s««mmm: cations.

Approved: Eugene P. Foley, Administrator
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TN-100-397
SBA-100
Chapter 1 - Section 104

ASSISTANT DEPUTY ADMINISTRATOR FOR INVESTMENT

DEPUTY ADMINISTRATOR FOR INVESTMENT

Directs, md.l.mundudminimm the Smcll Busiriess In-

C and Devel Progn Recom-
mndsmmmmmchmmpuwmkmqhnup-
proval. Issues li to small b investment companies
and app t kxh, chase of det of small
4 i b Ao e deat el
tions for loans from small busi i tment ¢ fes and

of d for the 1

state and local development companies. Directs rhu development
ion of small busi

investment

S st eldheriicidich

the investigation and prosecuting
activities involved under sections 309 and 310 of the Small Busi-
ness Investment Act of 1958, as amended. Serves as a member
of the Size Appeals Board.

[

1

ADMINISTRATIVE OPERATIONS STAFT

OFFICE OF INVESTMENT ASSISTANCE

OFFICE OF DEVELOPMENT COMPANIES

OFFICE OF COMPLIANCE

Conducts studies and reviews reports of
studies conducted by other organizational units
» Seektmant arEk e .
operations 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 deficlencies and inadequacies
in program reports and proposes corrective
actions. Prepares special reports relating to
the and develop company pro-
gram. Prepares budget estimates; develops
supporting dato for such estimates and coop-
erates with the Office of Budget in budget prep-

tion, p ion and trol. Advises the
Deputy Admini or Assi Deputy Ad-
inistrator on all admi matters relating’

to the program. Coordinates activities with re-
spect to SBA mobilization planning program as
they affect the division. Fhmclputns with the
Admini for A istration and
his respective offices and staff on matters re-

Develops, is and impl ts reg-
ulations and proced: for the lic g and
financing of small business investment com-
panies. Tekes or tecommends final action on

s u:li q for i of small
to operate under
the Small Business Invcstm!nt Act of 1958.
Approves or disapproves post-licensing amend-
ments and applications for prior SBA approval
of actions requiring SBA concumence. Counsels
and interprets reqgulations for parties per
to formation of small b com-
panies. Interprets requlations pertaining to the
financing of small business investment m-
panies. R ds and administ +
and programs pertaining to the administration
and servicing of debentures purchased from (md
loans made to such companies by SBA. Takes
or recommends final action on requests to pur-
chou submdsnuled debentures issued by small
and on loans to
SBICk. Recommends up;xomme actions on
loans made to investment companies to protect

Develops, ds and impl reg-
ulaticns, pmcedu:es and criteria for the execu~
tion of the devel pany loan

including the coordlmman of programs to gssure
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 and local development companies. Devel-
ops policies and for the admini ion
and servicing of loans made to such companies.
Conducts a program for the financial analysis
of State prog and local devel com-
pany activities and for use of the data derived
therefrom by SBA directly and in counseling
company managements.

Plans, develops and implements the overall

administrative regulatory functions to assure com-

| plionce with the Act, Develops, recommends and
implemants accounting requirements and requla-
tions and procedwes conceming reporting require-
ments for under
the Act. Conducts a continuing progrom of exam-
ination of investment companies for determination
|, of the soundness and reliability of their reports

" and :hn cmpmjas complionce with the Act and
req d th d Based on
discl . , takes or ds action to

| assure compliance with the requlations. Partici-
pates in special studies for policy guidance on
accounting, reports, financial analysis, com-
pliance, revision or substitution of rules and
:ecuhums and related matters conceming small

i Interprets rules
and requlations relating to the operation of small
dopat ¢ Cliind the

| investigative and activities involved

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

lating to 1, tiscal, admini ive and the G 's financial i t
management analysis activities. Coordinates
with the Office of Public Information all
matters rel g to public relati
- f 1
LICENSING FIRANCING LIAISON cogrm Lm; zemm‘sl' EXAMINATIONS
DIVISION DIVISION DIVISION DIVISION DIVISION DivisioN

' Approved: Eugene P. Foley, Administrator
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SBA-100
Chapter I - Section 104

DEPUTY ADMINISTRATOR FOR INVESTMENT

pe

OFFICE OF DEVELOPMENT COMPANIES| OFFICE OF COMPLIANCE OFFICE OF INVESTMENT ASSISTANCE
DEVELOPMENT COMPANY LOAN DIVISION | FINANCIAL REPORTS DIVISION LICENSING DIVISION
Develops, ds and impl ing

Develope requlations and procedures.relating to qui et smgnletican:cu paooad Develop ds and imp lats
SBA loans to State and local development companies reporting req for small busi in and procedures for the licensing of small business in-
under Title V of the Act. Examines and analyzes all companies operating under the Act. Analyzes financial mpanies. Takes or ds final action
applications received from field offices for State and reports of SBICs, takes necessary action or refers on Is and requests for Li of SBICs to
local development company loans under Sections 501 iolations to the Examinations D far operate under the Small Business Investment Act of
and 502 of the Small Business Investment Act of 1958, appropriate action. Conducts a program to acquaint 1958. Appr or di ....--" 1i amend-

ments. C 1s and i | for parties

as amended, m\dmconmmemmordecumm
of such loan appl and

actions lobntnlwnmSu:lem local development com-
pany loan servicing matters.

independent CPAs and the manogement of investment
companies with the requirements of 5BA as to account-
ing and scope of audits of such companies. Duecuo
program for financial, istical lyses
of i and analytical

al ports on the of
wumsmﬁmuumafmammm
c Part
amhlﬂudus{orpnljcvcmﬂmmmmtmq,m-
ports, £ 1 concerning
SBICs. by

pertaining to formation of SBICs.

EXAMINATIONS DIVISION

COMMUNITY LIAISON DIVISION|

Makes financial analyses of State and local develop-!
ment company activities and from such data, develops

program plons including the ling of man-
3 Impl P to ge and ex-
plain the devel luding advi

e, undnsshmmmeummmmmamudmnmd
State and local develop

of assistance uvullnhh&mSBA Puruc-],pamﬂdl

State and local officials and private groups in meetings
and conf ! to the f and

of devel ies and in explaining services

available o such componies under Title V of the Act.

Conducts a continuing program of examination d
small busi L comp for d i n
of the soundness and reliability of their reports and the
SBICs' compliance with the Act and Requlations. Based
on discl takes or rec ds action to assure
complionce with the requlati Conducts 1 exam-
inaticns of SBICs on complaints from the public to deter-
mine whether any regulations are being viclated. Partic-
ipates in special studies for policy guid on com-
plionce, revision or substitution of rules and requlations
and related matters concemning SBICs. Serves as an ex-
pert witness in support of any legal proceeding brought
against any individugl SBIC. Interprets rules and requla-
tions relating to the operations of SBICs. Conducts the

and p ting activities involved under
ncunns 309 and 310::[‘ the Act.

FINANCING DIVISION

Develops, is and impl requlations
for the fi g of small b com-
panies, and req fauru'hr D 1 of acti re-
quiring SBA ! d and

criteria relating to the pm'dmuo!mbntdlmud de-
bentures from, and the granting of loans to SBICs. In-
terprets requlations pertaining to SBA financing of
SBICs. Directs and cdministers policies and programs
relating to the ad and of de-
bentures purchased from and loans made to such com-
wnlesbrm Takuurmndsﬂmlactlmm
di deb issued
wSBICnmdlomsmSBICa.

Approved: Eugene P. Foley, Administrator
October 21, 1963
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SBA-100
Chapter 1 - Section 104

DEPUTY ADMINISTRATOR
FOR MANAGEMENT ASSISTANCE

ADMINISTRATIVE OPERATIONS STAFF

OFFICE OF MANAGEMENT DEVELOPMENT

OFFICE OF BUSINESS ADVISORY SERVICES

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.

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 cperations of field and Washington office
libraries. Operates Washington office reference
library.

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-
ants, bankers, and consultants.

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.

Chart 9
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OFFICE OF
MANAGEMENT DEVELOPMENT

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 the purchase of books, periodicals and othe publica-
tions from Washington SBA offices and the field and recommends
approval or rejection of the requests.

BUSINESS STUDIES DIVISION

PUBLICATIONS DIVISION

COURSES AND CONFERENCES DIVISION

Develops studies and information 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 advisory capacity to organizations and individuals
conducting smiall 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 pertinent small
business literature for business advisers, research groups, and
others.

Develops, coordinates and executes plans, procedures and
operating instructions for the collection, analysis, and dissemina-
tion of managerial information, trends, techniques, procedures,
policies and practices of particular 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 quthorities 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 considerations appropriate
to the owner-manager. The choices of subjects for concentrated
study leading to presentation 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 listing of new products.

Reviews, collects, maintains ond disseminates factual
information with respect to publications for Washington and
the SBA field offices.

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 participates in making arrangements for and
conducting small business courses by preparing and dissemi-
nating materials through coordinator’s kit items and by wotking
with educational institutions.

Develops, coordinates, and executes plans, procedures and
operating instructions for conducting management conterences
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.

Approved: Eugene P. Foley, Administrator
October 21, 1963
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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 customers and suppliers.

Encouragingand 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 professional
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''
for use by Washington and field offices.

Compilation and publication of 'Small Business Biblio-
graphies."’

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.

Chart 9b
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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

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.

activities with respect to SBA mobilization planning programs and’activities.

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 prep-
aration of small businessdirectives 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-
confract 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.

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 Washington 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.

Chart 10

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-
standing with these agencies. Directs special procurement projects.

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

Approved: Eugene P. Foley, Administrator '
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"

DEPUTY ADMINISTRATOR
FOR PROCUREMENT ASSISTANCE

OFFICE OF PRODUCTION FACILITIES

OFFICE OF PROCUREMENT SERVICES

PROPERTY SALES AND FACILITIES DIVISION

COC DIVISION

PRIME CONTRACTS DIVISION

SUBCONTRACTING 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
lo field offices in the administration and operation
of the program.

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 firms.

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 reference 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 for cer-
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.

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 specilic
contract opportunities.

Develops and coordinates measures for
demaonstrating 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 resecrch 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.

Develops, recommends, and executes plans,
and directs the administration of the programs for
providing guidance and assistance to small firms
having difficulties at purchasing cffices, 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 oppertunities 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 cperation
of the program.

Chart 10a
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ASSISTANT ADMINISTRATOR FOR ADMINISTRATION

|

1

OFFICE OF ADMINISTRATIVE SERVICES

OFFICE OF PERSONNEL

OFFICE OF BUDGET

OFFICE OF FISCAL OPERATIONS

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

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. 5. 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 perscnnel
management policies and programs in field offices
of the Agency. Provides Federal personnel serv-
ices.

Canducls organizational studies. makes rec-

on organizati and devel-
ops and maintains orgonizational charts for all
SBA offices.

Plans, coordinates, and directs the budgetary
and reporting programs for the Agency, which in-
volve budget formulation, justificotion, and exe-
cution, and intemal program, odministrative and
workload reporting requirements necessary for the
efficient administration of SBA.

Plans, coordinates, and directs finance and
agccounting 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-
omtion of the Agency’s budget requests and for
the execution of its budget.

MANAGEMENT ANALYSIS STAFF

Plans, develops, and coordi

about increased effectiveness in management pmcuces and processes of the

prog to bring

Is of SBA ¢ i to iden-

Agency; conducts di

sired; provid

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-

and pmcedmes' nsslsts in program |

on installation of organizational chunqes.

fons and makes rec

to responsible officials on means of 1

" aid i

velops, coo

ing operations, eliminating duplica-

tions, and other measures to provide efficiency in SBA activities; prepares di-
rectives, operating ;mcedmes and other data for new or special programs; de-

a program for the execution of SBA's respon-
sibilities in the Civil Defense and Defense Mobilization Program; develops, in
conjunction with other SBA offices, emergency plans and uo\mms required in

carmrying out the Agency's operations during an
coordinates periodic tests to assure the Agency’s prepared and coordi
SBA emergency plans with other Government agencies.

¥ pr and

Chart 11
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OFFICE OF BUDGET

ESTIMATES AND ALLOTMENTS DIVISION

REPORTS AND STATISTICS DIVISION

Develops and directs the budget program for the Agency, which
involves budget formulation, justification, and execution.

Analyzes the budget requirements of the Agency in relation to
program plans and limitations and develops both business and appro-
priation type budgets and systems for the administration and control
of all revolving and appropriated funds available to the Agency.

Conducts studies of program operations in order to develop valid
workload and cost data for the purpose of budget formulation and
execution.

Develops financial plans for carrying out program operations and
obtains quarterly apportionments of funds based upon the financial
plan requirements, and recommends allotments within approved
apportionments.

In cooperation with the Office of the General Counsel, reviews
from a budgetary standpoint current legislative proposals.

Maintains relationships with Congressional Appropriations Com-
mittees, Bureau of the Budget and other agencies, assists in justi-
fying appropriation or apportionment requests before appropriate
committees and agencies; and participates with the Office of Finance
and Accounts in the compilation of prescribed reports under requla-
tory requirements of the other Government agencies such as the
Treasury.

Develops and directs the reports and statistics programs of the
Agency, including the establishment of procedures, systems, and
report forms for use by Washington and field offices in recording
and reporting statistics covering the program operations.

Establishes and maintains, or supervises the maintenance of,
the statistical records necessary for the preparation of required
reports.

Plans and establishes the form, content, and frequency of
pericdic consolidated statistical and operating reports designed
to provide the Administrator and other key officials with data on
program operations and accomplishments, and for use in reporting
externally thereon; in cooperation with the Office of Fiscal Opera-
tions, plans and establishes the form, content, and frequency of
consolidated financial reports.

Analyzes internal "'operating’’ reports and ‘*Agency’’ reports
for purposes of determining (1) inadequacies in the overall report-
ing system, (2) areas in which program operations appear to be
deficient or out of line, and (3) unfavorable trends in program
operations in total or in one or more localized areas, and submits
to appropriate officials comments and recommendations concerning
the results of such analyses.

Chart 12

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




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

OFFICE INNEL

ORGANIZATION AND CLASSIFICATION DIVISION

EMPLOYMENT DIVISION

TRAINING 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 positions in
accordance with the Classification Act of 1949 and other applicable
laws. Maintains official position description files.

Establishes and clossifies all SBA positions subject to the
Classification Act through GS-15 level. Develops classification
recommendations for agency positions classified 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 ond administrative officials on all orcanizational
matters.

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 develop t and maint e of the
SBA Personnel Manual, and a system of evaluation 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 quthority 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 fumishes
reports including recommendations for disposition of such cases.
Administers Agency merit promotion program. Furnishes techni-
cul 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 efficlent assignments
of duties and proper utilization of employee skills. Conducts

Develops and recommends policies, plans, and procedures
for administering the employee development and employee recog-
nition program. 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
pograms.

a health and safety program.

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 requlations. Conducts employment
operations involving examination, recruitment, selection, placement, appointment, transier, 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.

PROCESSING SECTION

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 loyment doc ts, and i e of SF-50.
Combines and retires official personnel folders in accordance with current requlations. Prepares
SF-113, Monthly Report of Federal Civilian Employment, and other personnel reports.

Chart 13
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GENERAL SERVICES DIVISION

PROCEDURES AND RECORDS MANAGEMENT DIVISION

Procures equipment, supplies, and printing in accordance with gov-
erning requlations. Conducts contract negotiations for items 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. Provides 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’’ 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.

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 ligison 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 aquthority program. Administers the Agency’s comespondence 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 cument 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.

GRAPHICS AND DESIGN BRANCH

OFFICE SERVICES BRANCH PROCUREMENT AND SUPPLY BRANCH

RECORDS AND FILES BRANCH

REPRODUCTION SECTION

MAIL AND MESSENGER SECTION
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GENERAL SERVICES DIVISION

GRAPHICS AND DESIGN BRANCH

OFFICE SERVICES BRANCH

PROCUREMENT AND SUPPLY BRANCH

RECORDS AND FILES BRANCH

Performs all services necessary in providing
graphics, art, and design work needed in the con-
duct of the Agency's programs. Prepares official
Agency publications for printing including art
weork for such publications. Designs and prepares
charts, forms, reports, posters, and certificates.
Prepares slides and other visual aids for use in
the Agency’s orientation and training programs.
Designs and prepares exhibits for use in explain-
ing the Agency’s programs to the public. Per-
forms services as requested for special projects,
meetings, and conferences held or sponsored by
SBA,

Is responsible for property management func-
tions in the Washington office, and coardinates
and renders technical advice on property manage-
ment to field offices. Negotiates with General
Services Administration on acquisition and
utilization of space. Provides building services
and arranges for moves and alterations. Advises
field offices on space management ond provides
required coordination. Provides travel services.
Provides for and controls all required communica-
tions and related services. Operates a central
departmental reproduction service. Establishes
and. maintains mailing lists, and is responsible
for the distribution of SBA publications. Devel-
ops procedures and standards for the efficient
and economical use of communications, mail,
and messenger facilities. Maintains ligison with
appropriate Government and non-Government
agencies.

Procures equipment, supplies, and printing
in accordance with governing regulations. Con-
ducts contract negotiations for items and serv-
ices by Washington and field offices. Inspects
and receives procured materials and exercises
inventory control and oversees assignment, re-
cording, and utilization thereof. Determines
most efficient method of shipping and issues
Government bills of lading. Maintoins ligison
with appropriate Government and non-Govern-
ment agencies.

Administers procedures, syslems, and con-
trols for the efficient servicing and retirement
of all SBA records. Maintains a central file
and records service for the Washington office.
Reviews and analyzes all filing procedures and
practices and recommends changes in policies
and procedures to make the program more
effective. Installs, directs, and secures com-
pliance with all pertinent procedures pertaining
to the routing, classifying, searching, and
filing of all Washington office recards. Inter-
prets disposition schedules in connection with
problems pertaining to the retention or destruc-
tion of Agency files. Maintoins listings of
material transferred to records centers and
secures such material from the centers upon
request. Routes and controls all indispensable
records,

MAIL AND MESSENGER SECTION

REPRODUCTION SECTION

Provides mail service for Washington offices including the
receipt, functional routing, and distribution of all incoming mail
and assuring proper handling of all outgeing 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.

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.

Approved: Eugene P. Foley, Administrator
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SYSTEMS AND PLANNING STAFF

P

OFFICE OF

policies of the Agency, and affords technical assi
coordination of accounting and fiscal matters. C
analyses of cumnt tmd new fiscal programs, recommending adoption and use of
advanced tec
systems of accounting and related methods of internal m'lml to assure full
disclosure of the agency’s fi fal activiti idi

staff in the fi lotion of {iscal and accounting
in the di ion and
d ys and sy

modifies, and installs

| hods and devk Develog

ion and effecti Aea ot i oy

FISCAL OPERATIONS L

staff In the plonni

| 5

solve technical probl
daota processing equipment. 5
Develops and reviews manual i dural handbook

and meparing of programs to
data by means of electronic

and to pr busi

and other di

affecting the on:e's fiscal rnpmsihllim:,

lncludinq design and mnlmt of related forms and reports.

1 for potential impact upon SBA's fiscal

po.llelu Reviews audit reports, and !.nlu.clm procedural and system changes

F' 3

to conform with i accounting principles and pmctiut

1 4 as ired, reporting findings and

ACCOUNTING DIVISION

DATA SERVICES DIVISION

FISCAL EXAMINATION DIVISION

Collal in the fi level and installation
of the system of accounting and internal financial control design
to provide accountability of all funds, property and ol]w: assets;
directs the of d of acc g and in-
ternal financial mnuol‘wlr.h full diechm of the Hnaminl re-
sults of the Agency’s lending, i and other

ac Develops other fi ion and
data serving as the basis of preparation and support of the Agen-
cysbudqelruqmols:mdbreucuthndmw
ly the i of funds provided
m\dmwumplmuufﬁnw mdminaawlimumal
for conformi uilh mm:‘.bed standards
md/m Int 1 of imp
PRI R 15 and reposts required
by smtuu and/or by Federal requlation. Prepares internal state-
ments and reports to provide adequate information for the agen-
cy's financial management and to assure compliance with stat-
utory limitotions on funds ond outhorities. Mokes available to
other Federal {es financial information the
status of their funds transferred o the jurisdiction of SBA.

Reviews audit rapcﬂs and, as required, collaborates in
the devel of dural ch and i
ments to assure adequate lnwnnl controls nvu' fiscal tmﬂs—
actions and accounts.

M:.I.nhi.n.: contact with the Tracmn‘y Depmmt to

1l imd

assure of the agency's ing with
the central accounting and reporting mpmsiblm.ies lmposed
on the 5 y of the T - with the

Geneml Accamunq Office to assure conformity with the

Fahoy

mecrlbed by the Comptroller General.

Develops and directs the lating to the el
digital computer and related heral equi Mai the
detail ds with t to the Agency’s lending and
M detall accounts for all administ

Collat in the § o devel n
and directs the ion of approved ing and fiscal
¥ which provide policies and practices for: collecting,

tive accountable property and renders periodic of all
;mpeny of record. Establishes and maintains statistical data and
ion relating to p activities.

Rend dvi lo as to lied on loans
and investments. Prepares billings to participoting institutions
for fees due. Prepares data and reports for use in the function of
the Agency’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-

' and disbursing of funds; payrolling of employees;
bonding of employees; receipt, custody, safekeeping, control
‘and release of primary notes, debentures, bonds, collateral
{tems and other criginal loan instruments.

Recommends Certifying Officers and mokes arrangements
with Treasury for establishment of disbursing and depositary
focilities.

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-

ticipates in the devel of new and modified program appli- orates with the Office of Py 1 in devel licies re-

of data ysh as related to operational lating to admini ion of leave, , elc,
Iy h k ledge of hine capabilities, and Reviews and analyzes audit reports cmmrnlnq lhn
methods of production. Division’s activities and Washington ond field office operations
Plans and develops electronic data p i ly and relating to custody and safekeeping of funds, ble instru-

conducts feasibility studies of busi chine operati Plons ments and for actd Ivi bligation and ex-

and prep progr to solve technical probl and to di of Public Funds; mlmulns effective follow-up to

business data by means of electronic data i qui determine that currec!m action is taken.

Instructs or supervises the training of 1in fon of issi to the C: ller General involving

computer, its components, peripheral equipment, and related types
of business machines.

Installs new and improved machine
processing systems and methods, as required.

ing and data

questlons of law or of doubtful validity.

Advises and counsels with SBA officials and others as to
employees’ rights under laws or requlations with respect to com-
pensation, travel, leave, :eurmnt life insurance, health bene-
fits, and ploy

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

Financial Reports and

Administrative Accounting Brench Loan Accovnting Brovch

Chart 15
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OFFICE OF FJSCAL OPERATIONS

ACCOUNTING DIVISION

FISCAL EXAMINATION DIVISION

FINANCIAL REPORTS AND ADMINISTRATIVE

PROGRAM AND ADMINISTRATIVE EXAMINATION

buud upon its official accounts and related fis-
cal system affording full disclosure of the finan-
cial results of the Agency’s octivities, 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 odministers the accounting and reloted fis-
ool system of the Agency comprehending account-
ability and internal control of financial trans-
actions alfecting the assets, liobilities, commit-
ments and equity Iting from its ad
activities.

system of the Agency comprehending account-
ability and intemal control of financial trans-
octions affecting the assets, liobilities, commit-
ments and equity, resulting from its lending and
investment programs.

Directs and d detailed i
functions incident to the receipt and application
of | I inh in the day-to-

day conduct of the Agency lending and invest-
ment programs, providing means of cash contrel,

prompt and th h flow of d and
Alsctsos 1o htd G A
Directs and d detailed

functions incident to internal control through
reconciliation of the detailed accounts with the
general ledgers r.md subsidiary controls; the re-
view of | and 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 protect the
Government’s interest prior to final settlement
and release of notes and collateral; and the
furnishing of information to field offices, banks,
audit concems and Federal and State regulatory
agencies.

ACCOUNTING BRANCH B S BRANCH EMPLOYEE ACCOUNTS BRANCH
Provides the { 1 of the Agency Administers the accounting and related fiscal Exercises supervision over the fiscal exam- D due for | services;

ining functions relating to:

Dist of loan and funds
and the p of ad ve ex)
claims; blisk and e of sup-
pwunq fiscal records and files; preparction and
of hedules and od
ok i and partic-

ipating 1o:ndln9 institutions of amounts due
under terms of the obligating instruments and/or
initiati ot A
n record diaburuments e:pendnuru and col-
cf o
blish the individual loan and
and miscell accounts
receipt, custody and safekeeping of Ioun docu-
ments loan and
ments.
Maintains control over primary notes, deben-
tures, bonds, collateral and other bl in-
and rel such upon

R ble for receipt, safek deposit
and control of all administrative remittances and
those relating to investment loans and deben-
tures; blishes and lection tick-
lers and issues collection billings and past-due
notices.

Establishes cash coll: 1 bank
with commercial banks; maintains detail mcurds
and audits such to assure

with Treasury and SBA requlations; reconciles
bank statements with field office records; and
epares related reports.

Responsible for the receipt, distribution and
accountability of salary checll. minw hunds.
and loan and
issues USA P and blish
and maintains mmt-uhl!ltr over Ihn stock supply
and of 1o

and ploy
accounts for eamings, retirement, FICA, Federal,
State and local income taxes, bonds, life insur-
ance, health benefits and other quthorized deduc-
tions,

Responsible for quarterly ond annual reconcil-
iations of employee accounts with the General

Provides fund ab

of paymll distrib
costs and other internal reports.
Estoblishes and lividual Retire-

ment Hecord cards for all employees and, upon
separation, certifies to the CSC as to occuracy
thereol; prepares Agency Annual Retirement Sum-
mary and related periodic reports.

Maintains officicl leave accounts for all em-
ployees and makes final odministrative gudit of
time and attendonce reports and leave accounts.

Pmpuﬂu tho Agency’s pericdic reports of

ithholdi and deductions
o mpkvyu: and to Federal, State and local
taxing authorities, the Civil Service Commission,
the Department of Laber, State Unemployment
Commissions and others.

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

Chart 15a

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



ARA STAFF

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

REGIONAL COUNSEL

Advises and ists the regional d 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 comp y and other lating to the procure-
ment and technical assistance program. Drafts legal instruments
in connection with the making, servicing, and liquidation of loans,
toking of government c and other operations.
Advises and assists the regional director and other officials of
the regional office with respect to all legal matters involved in

the admini tion by the reg 1 office of the licensing and
chctrlennq of small business investment companies and loans to
and devel companies, including the servicing

of such loans, and vmh respect to the providing of funds in
connection with small business research and management counsel-
ing. Deals with State officials and renders legal opinions in
connection with the chartering and control by States of small
business investment compani 1s responsible for all loan
closing functions of the office. Handles legal aspects of loan
administration and hquldonnn Conducts summary foreclosure

of mor Repr the i 1 office in contacts and
negotiations with borrowers’ and bunks counsel and Disaster

Fee Counsel, title insurance companies, and U. 5. District

REGIONAL OFFICES

ADMINISTRATOR

REGIONAL AND STATE SMALL BUSINESS ADVISORY COUNCILS

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 are purely odvisory and all determinations
of SBA acticns to be taken are made solely by the responsible
SBA officials.

Each State advisory council is rep i on the regional
advisory council by its member vice chairman and other dele-
gates. Each regional advisory council is represented on the

REGIONAL OFFICES

National Small Busi Advisary Council by its member vice
_chairman,
Council bers are predomi ly busi d in
or operation of small busi concerns. Each
ber is sel i and appointed by the Admi fora
term of two calendar years and serves without remuneration.

R ible for the admi tion of fi ial, in

procurement, disposal, production, research and devel
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 T.he Washington office. R k

for the establish and eofar | relocation
program and related functions. Directs the ARA program for

the region. Provides advice and assistance to small business
concerns on foreign trade.

ADMINISTRATIVE STAFF

| Atlorneys.
I

The Admini ive Staff is resp ble for (1) relieving the
regional director of all non-technical functions of the regional
office, (2) plonning, 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 loans and the billing and collection of loans
made within the regional office, and (4) establishing and main-
taining a library containing the reference material required in

ling small busi

MANAGEMENT ASSISTANCE DIVISION

FINANCIAL ASSISTANCE DIVISION

PROCUREMENT ASSISTANCE DIVISION

INYESTMENT DIVISION

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

BRANCH OFFICES

R ible for the admini ion of the financial, loan
ppraisal, pr + production, 3 local develop-
ment loan, 1gerial ist and foreign trade

programs od SBA within the territory ossigned to the branch
office. Represents SBA in contacts with small business con-
cems, financial institutions, prime contractors, and other
government agencies; including the approval of loans and the

king of joint d tions set osides when delegated
authority by the regional director.

Chart 16

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




TN-100-397
SBA-100
Chapter 1 - Section 104

ADMINISTRATOR

l REGIONAL OFFICES

-1

MANAGEMENT ASSISTANCE DIVISION

FINANCIAL ASSISTANCE DIVISION

PROCUREMENT ASSISTANCE DIVISION

INVESTMENT DIVISION

Conducts the management assistance and busi-
ness odvisory 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-

assi prog Plons and directs
conferences, other than proc for small
busi C Is small b tepre-

sentatives on management, marketing, products,
research and development and related problems.
Directs the distribution of management publica-
tions ond research information within the region.
Prepares reports to the Washington office on

MA gctivities of the regional office.

Conducts the operations of the financial
assistance program in the region and provides
technical direction to the branch cffices in the
exef'unm of Ihe program. Develops ond pm-
motes f ial prog to enable c
1o attract, maintgin and develop small business
in lhelr areas. Directs the processing of busi-
ness, d ter, and local devel ¥
loan ctppllr:uucns and the loan ud.mmlstmnon
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
ass: @ and local develop pany pro=-
qrams for submission to the Washington office
and for such other purposes as required. Con-
ducts financial surveys in connection with COC's.

Conducts the procurement assistance program in
the region to insure small business 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 o 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.

Conducts the investment :loqmm in the region.
Develops and d to stim-
ulate and supplement I.he ilm of private equity
capital and long-term loan funds, which are essen-
tial for the full financing of small business opera-
tions and for the growth, expansion, and moderni-
zation of such concerns. Promotes and explains
the prog to i t-and other £ ial 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 lisison with Financial Assist-
ance Division on financial and loon matters,

1

LOAN PROCESSING SECTION

APPRAISAL SECTION

LOAN LIQUIDATION SECTION

LOAN ADMINISTRATION SECTION

Provides financial counseling, advice, and
active assistance to small business concems in
solving their finoncial problems, including a
wclose working relationship with local banks and
other financlal institutes to better direct small
businessmen to available private credit. Re-

Makes evaluation of collateral offered to
secure proposed loans, and of collateral pledged
in connection with the administration and liquida-
tion of loans. Appraises technical focilities and
operations including such factors as management,
competitive position, production and eamings

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 tokes course of action to protect interests of
SBA. Represents SBA at foreclosure, receiver-

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

ceives, reviews ond processes loan applications, potential, inventory characteristics and other ship and bank y sales. R is sale of actiens which require prior SBA approval and

including applications for 502 loans, visits appli- elements of cost and value. ocquired property. mepares reports of {indings and mokes recom-

cants place of business, secures credit informa- mendations. Applies special procedures to the

tion, interviews banks and performs other exam- administration of "'problem loans." Makes credit

Jations o required by SBA. p : i examination and report of findings, and makes
blished credit practices; prep formal recommendation with respect to financial aspects

report of findings and recommendations of of Certificates of Competency where issued to

occeptance or declination and of terms and con- firms benefiting from functioning SBA loans.

ditions as to coll 1, limitations on appli l

tion of proceeds, restrictions on borrower and

terms of repayment. Makes credit examination CLERICAL UNIT

and repert of findings, and mukes recommendation

with respect to financial aspects of Certificates M all loan-servicing is, including SBA Form 177 and in-

surance, tox ond chattel mortgage records and ticklers. Is responsible

lm mtiiyinq the loan administration officer when loans are dellnguent.

licies with t to amount, coverage, and
routine’c d to deli t loan

of Competency.

i date. P
borrowers.

Approved: Eugene P. Foley, Administrator

Chart 16a October 21, 1963
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PRESS RELEASE - DECENTRALIZATION OF SBA OPERATIONS
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FPhase I (General Announcemeant)

a) All regional directors to be called into the Washington office the
week of December 23, 19564, Thosze not selected as arca adminis=-
trators should be individually informed by the ~dministrator or
Executive A iministrator of the field plan and how it affects them.
Regional directors selected for area administrators should be
advised of the plan in a separate mecting either individually or
collectively.

Points to be covered at these meetings:

1. That steps are being taken to have the Civil Scrvice Comumission
establish grade 17 for the area administrator's position.

2. That the present regional offices and 2ll branch offices will
be desigaated as regional olfices. IExplain relatioaship
between Washington and ficeld offices. For example:

. (1) The Washington office, primarily policymaking, planning,
establicshment of standards, evaluation of overall accompligh~
-raeats and legislation.

(2) Area offices, responsible for planning, directing, and
evaluating the accomplishmeats of the regional offices.
Establishes and recoramends goals and program objectives
baged on local conditions and economic trends affecting
small buziness firms.

(3) Regional offices, respanslble' for planaing, directing,
and carrying out all program operations.

(4) Service type of offices, under regional offices, to iaclude

; present post of duty stations, 6xb loan officee and temporary

disaster offices. »

3. That steps are being taken to have the Civil Service Commission
 establish G5-16's for the reglonal directors positions of the
New York, Minnecapolis, Seattle, Richmond, and Chicago
Regioaal Offices. Also that the other regional directors posi- . - _
. tions will be classificd at the G5-15 level for the larger Ty
reglonal oifices which will result in an increase in salary
.for those that are now in GS-16. Reg10na1 directors' positions in other

offices w111 Ee classified at the GS<14 grade'level. e

& -
-
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5.

7.

That the purpose of this plan is to improve our programs of
asgisiance and services to the small business community by
the following means:

(a) Aren Cifice staff will study local conditions and economic
trends affecting the small business firms in the area and
recommend program goals and objectives based on such
findings.

{b) Regional and former branch cffices will be able to increase
the scepe of their program assistance and services to all
smull business firms in the area.

{c) Full delegation of authority is being given so that all final
actions and decislons can bha made at the ficld level.

A letter announcing the establishinent of area offices will be
sent to all offices on J anuary 4, 1965. Tbhis letter will include
an explanation of the geographical areas, designation of Acting
Arca Adminictrators and brief statements of the purpose for
Axea Ofiices.

A separate letter will also be sent on or about this date to the
Regional and present branch offices including post of duty
stations. This will include the desigaation of Regional Directors
and explanation to the employces as to the effect this change

will have on their statas with SI2A. A prese release will be
prepared on the general aspects of this plan for release after

the employees have been notified.

Regional Directors and Washington Cifice officials concerned
will be advised that no public announcements will be made until
the Press Release is prepared and issued by Office of Information
Services.

Washington cffice key officials will be advised of the Area Plan
and the schedule of implementation. All offices involved will
start developing plans and instructions to area administrators
on actions to be taken in order that Phase II of this schedule
can be met, This will cover transfer of files, records, space,
program operations, and all other matters affecting the field
conversion. -


https://anu.?.ry
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8. At the Regional Area Meecting to be held on January 4 through 12,
a more detailed explanation will be given of the Area Flan. This
will cover organization, staffing, functions, and other matters
including relationship between offices.

After these meetings the area adminictrators selected will hold
meetings with their regional directors and branch managers to
go over the plans and determine problems.

9. Regional directors to inform their stafis of the general aspects
of this plan and advige the employees that no personnel adjustments
will be made until careful consideration ig given to each individual
caso. In this connection we will endeavor to affect personnel adjust-
ments, Dvery effort will be made to resolve personnel problems
and each eniployee will be consulted before any action is conteraplated.

‘ 10, . That movement of houschold effects and transportation will be
granted to those employees daesiring transfer to other regional
= offices. -

. 11. Area administrators selected will work with the Washington office
staff in devcloping the details and solution of problems. The
‘Assistant .dministrator for Administration will be responsible
for coordinating all matters involving the implementation of this
plan with the Area Administrators and Washington office officials

conceraned.
Phase II (Implementation of Plan)

1. Eifective February 1, 1965, the Area Cffices will be established.
The details involving the following will be carried out later:
a. Delegation of full authority to-area administrator<and to regional
directors of large officeas. Appropriate authority to be given .
_ other regional directors of medium and small size offices.

b. Take 2ll normal administrative actions involving space arrange-
ments, transfer of personnel, transfer of records and files
or other matters {nvolving the establishments of the arca

offices.


https://problez.ns
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c. Discontinue all poat and pre-audit activifies carried out by
the Washington office. Individual cases will only be referred
by the area offices for advisory action to'the Washington Office.
‘Final action to be taken by the regional office concerned based on
ifthe advice given by the Washington and.area office.'.

d. Avrea and regional offices will handle most of the Congressional
correspondence; only that which requires Washkington office
reply to be handled by Washington office.

¢. Washington offices to prepare and send all major procedural
changes to field offices.
f. Washington office, in coordination with area directors, to
determine appropriate stafiing requirements for all regional
oifices, based on workload and concentration of specialized

programs. For example; procurement, COC, subcontract-
ing. etc. .

g. Banks, Chambers of Commerce, borrowers, and others
notified of the regional offices which will be responsible
for dealing with such organizations. Borrowers to be
notified if there is a change in repayment procedures.

h. Arca administrator to advise Washington office of problems
* and matters which warrant {urther conslderation by Washington. -

2. By no later than Juae 1, 1965, the following problems shé.ll have

been resolved:
a) Settle Personnel probléﬁa—s.

b) Balance out 3taff for each office and effecting personnel
adjustments

¢) Determination of Program Emphasis

 d) Separation of Area Headquarters from the Regional Office
and settling of all Space Problems

e¢) Considering boundary and state adjustments or other matters
proposed by the Area Directors


https://Considerl.ng
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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 businessrﬁen.

"We are moving SBA programs closer to the people
. who use them, ' he said. '"With the technological revolution thrusting
greater and greater pressures on the small businessman, there is’
i a compelling 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 branch offices in 41 states, 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
supervision 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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The 13 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, managerial and
procurement problems on the spot, and to make decisions in their
offices.

The Washington office after a period of transition 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.

Foley said the decentralization aims to:

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

. ' e Speed up the process of decision-making, with particular
emphasis on faster processing of applications for loans. '

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

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

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

~ These present SBA branch offices will become regional
offices:

- Mmore -



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., Miami, Fla.

' ‘Omaha, Neb., Fargo, N, D,, 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 presert 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, Denver,
Colo., Los Angeles, Calif., Seattle, Wash.

These present SBA branch offices will continue as
branch offices: ’

Marquette, Mich,, Knoxville, Tenn., San Diego, Calif.,
Buffalo, N, Y., Agana, Guam, St. Thomas, 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.

= - NOYe =



BOSTON: Massacﬁusetts, Connecticut, Rhode Island, Vermont,
Maine and New Hampshire,

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

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

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

PHILADELPHIA: 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

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

Explanation of Change. The section has been revised to reflect the Agency's

new field organization.

Filing Instructions. File the attached pages in lieu of pages with the

same headings in Chapter II, SBA-100.

Distribution. All holders of SBA-100, Administrative Manual.

Originating Office: Office of Management Analysis, Assistant Administrator

for Administration.
BY DIRECTION OF:
EUGENE P. FOLEY

ADMINISTRATOR

Date: March 12, 1965



SBA-100 Chapter II Section 200

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 Agency'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.

.032 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. :

b. REGIONAL OFFICE - An SBA field office under an area
administrator which carries out the Agency's programs and
administrative operations in a prescribed 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).

TN-100-444 _ : March 12, 1965



Chapter 11 Section 200. 04

.SBA-—IOO

.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 authority 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 approve 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, section 105.

. 053 Regional directors may take final action on establishment of disaster
branch offices and assignment of SBA representatives at procurement
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, Office
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 ectablishment of all program
. level organizational units shown in chart 16 is mandatory.

TN-100-444 3 \ March 12, 1965



SBA-100 Chapter II Section 200. 07

Functional chart No. 17, section 105, 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 nature
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 assistance), 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,
number 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. 082,

The initiator shall state in the proposal the action being recommended
. and include a statement of positive and negative factors and supporting

arrangements required. This statement shall include the arrange-

ments which need to be made with respect to funds, personnel,

5pé,ce, and facilities.

TN-100-444 : : Marchk 12, 16n5
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Chapter II Section 200.

082

. . 082 Standards for the Establishment of New Regional Offices

a.
b.
TN-100-444

Factors to be Considered in the Establishment of SBA Regional

and Branch Offices

(1)
(2)
(3)
(4)
(5)

Present and potential demand for SBA assistance;
Distance to the nearest SBA office in the area;
Normal trade areas and banking affiliations;
Cost;

Availability of funds.

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

Justifications for the Establishment of Regional and Branch

(1)

Offices.

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 Assistance 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 aeas and banking
affiliations.

2. Location of other Federal, state, and local community
agencies that have close relationship with SBA.
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. 3. Distance to the nearest SBA office in the area.
4. Transportation facilities available.
5. Other meaningful information.
(2) Cost.
(2) 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 Administrator 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,

!!N-100-444 , March 12, 1965




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
number, or name of manager or SBA representative in charge of
SBA field offices shall be sent promptly to the Office of Administrative
Services.
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CEAPTER II SECTION 201

BOUNDARIES OF SEA FIELD CFFICES

NORTHEASTERN AREA., Area Cffice, Boston, Massachusetts, having

jurisdiction over the following regional offices:

Augusta, Maine.

Serving Maine.

Boston, Massachusetts.

Serving Massachusetts.

Concord, New Hampshire.

Serving New Hampshire.

Hartford, Connecticut,

Serving Connecticut,

Montpelier, Vermont.

Serving Vermont,

Providence, Rhode Island. Serving Rhode Island.

NEW YORK AREA, Area Office, New York, New York, having jurisdiction

over the following regional and branch offices:

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

Albany
Bronx
Columbia
Delaware
Dutchess
Greene

Rensselaer

Kings Suffolk
Nassau Richmond ‘Sullivan
New York Rockland Ulster
Orange Saratoga Warren
Putnam Schenectady Washington
Queens Schoha.ie Westchester

Syracuse, New York. Serving New York counties of:

Broome
Cayuga
Chemung
Chenango
Clinton
Cortland
Essex
Franklin

% Buffalo,

Fulton Montgomery St. Lawrence
Hamilton Oneida Steuben
Herkimer Onondaga Tioga
Jefferson Ontario Tompkins
Lewis Oswego Wayne
Livingston Otsego Yates
Madison Schuyler

Monroe Seneca

New York. Serving New York counties of:

Allegany Erie Orleans
Cattaraugus Genesee Wyoming
Chautauqua Niagara

*Denotes Branch Office under regional office

TIN-100-444
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 SBA-100 CHAPTER II SECTION 201

.IDDLE ATLANTIC AREA. Arca Office, Philadelphia, Pennsylvania, having
jurisdiction over the following regional and branch offices:

Baltimore, Maryland. Serving Maryland, except the counties of Montgomery

and Prince Georges,

Clarksburg, West Virginia. 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 Upshur
Hampshire Marshall Preston Wetzel
Hancock Mineral Randolph Wood

#*Charleston, West Virginia,

West Virginia:

Serving the following counties in

Boone Kanawha Pocahontas
Braxton Lincoln Putnam
Cabell Logan Raleigh
Calhoun Mason Roane
Clay McDowell Summers
Fayette Mercer Wayne
Gilmer Mingo Webster
Greenbrier Monroe Wirt .
Jackson Nicholas Wyoming
Cleveland, Ohio. Serving Ohio counties of:
Allen Geauga Morrow Seneca
Acshland 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 :

.“1-100-444
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Columbus, Ohio.

Adams
Athens
Belmont
Brown
Butler
Carroll
Champaign
Clark
Clermont
Clinton
Coshocten
Darke
Delawarc

Newark, New Jersey.

Serving Ohio counties of:

Fairfield
Fayette

F ranklin
Gallia
Greene
Guernsey
Hamilton
Harrison
Highland
Hocking
Jackson
Jefferson
Knox

Bergen
Essex
Hudson

Philadelphia, Pennsylvania. Serving the State of Delaware and the following

Hunterdon
Middlesex
Monmouth

Lawrence
Licking
Logan
Madison
Meigs
Miami
Monroe
Montgomery
Morgan
Muskingum
Noble
Perry
Pickaway

Morris
Passaic
Somerset

counties in Pennsylvania and New Jersey:

Adams
Berks
Bradford
Bucks

"Cameron

Carbon
Centre
Chester
Clinton
Columbia
Cumberland

Atlantic
Burlington

.N-100_444

Dauphin
Delaware
Franklin
Fulton
Huntingdon
Juniata
Lackawanna
Lancaster
Lebanon
Lehigh
Luzerne

Camden
Cape May

Pennsylvania

Lycoming
Mifflin
Monroe
Montgomery
Montour
Northampton
Northumberland
Perry
Philadelphia
Pike

Potter

New Jersey

Cumberland
Gloucester

Pike

Preble

Ross

Scioto
Shelby
Tuscarawas
Union

Vinton
Warren
Washington

Serving the following counties in New Jersey:

Sussex
Union
Warren

Schuylkill
Snyder
Sullivan
Susquehanna
Union

Wayne
Wyoming
Tioga

York

Mercer
Ocean
Salem
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Section 201

. Pittsburgh, Pennsylvania,

Allegheny
Armstrong
Beaver
Bedford
Blair
Butler
Cambria

Richmond, Virginia.

Clarion

" Clearfield

Crawford
Elk

Erie
Fayette
Forest

Fairfax, and Loudoun.

Washington, D. C.

Greene
Indiana
Jefferson
Lawrence
McKean
Mercer
Somerset

Serving the following counties in Pennsylvania:

Venango
Warren
Washington
Westmoreland

Serving Virginia, except the counties of Arlington,

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, Georgia.
Birmingham, Alabama.

Serving Georgia.

Charlotte, North Carolina.

Columbia, South Carolina.

Serving Alabama.
Serving North Carolina.

Serving South Carolina.

Jackson, Mississippi: Serving Mississippi.

~ Jacksonville, Florida.

Alachua
Baker
Bay
Bradford
Calhoun
Citrus
Clay
Columbia
Dixie
Duval

. Escambia

TN-100-444"-

Flagler
Franklin
Gadsden
Gilchrist
Gulf
Hamilton
Hernando
Hdmes
Jackson
Jefferson
Lafayette

Serving Florida counties of:

Lake
Leon
Levy
Liberty
Madison
Marion
Nassau
Okaloosa
Orange
Putnam
Santa Rosa

St. John
Seminole
Sumter
Suwannee
Taylor
Union
Volusia
Wakulla
Walton
Washington

March 12, 1965



" SBA-100

Chapter II

Section 201

Nashville, Tennessee.

Bedford
Benton
Cannon
Carroll
Cheatham
Chester
Clay
Coffee
Crockett
Davidson
Decatur
DeKalb
Dickson
Dyer
Fayette
Franklin

*Knoxville, Tennessee.

Gibson
Giles
Grundy
Hamilton
Hardeman
Hardin
Haywood
Henderson
Henry
Hickman
Houston
Humphreys
Jackson
Lake
Lauderdale
Lawrence

Louisville, Kentucky.

Anderson
Bledsoe
Blount
Bradley
Campbell
Carter
Clairborne
Cocke
Cumberland
Fentress
Grainger

IIiN- 100-444

Lewis
Lincoln
McNairy
Macon
Madison
Marion
Marshall
Maury
Montgomery
Moore
Obion
Overton
Perry
Pickett
Putnam
Robertson

Greene
Hamblen
Hancock
Hawkins
Jefferson
Johnson
Knox
Loudoun
McMinn
Meigs
Monroe

Serving Kentucky.

Serving Tennessee counties of:

Rutherford
Sequatchie
Shelby
Smith
Stewart
Sumner
Tipton
Trousdale
Van Buren
Warren
Wayne
Weakley
White
Williamson
Wilson

Serving Tennessee counties of:

Morgan

Polk

Rhea

Roane =
Scott

Sevier
Sullivan
Unicoi

Union
Washington
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Miami, Florida.

Brevard
Broward
Charlotte
Collier
Dade

De Soto
Glades

Hardee
Hendry
Highlands
Hillsborough
Indian River
Lee

Manatee

Serving Florida counties of:

Martin
Monroe
Okeechobee
Osceola
Palm Beach
Pasco
Pinellas

Polk

St. Lucie
Sarasota
Florida Keys

MIDWESTERN AREA. Area Office, Chicago, Illinois, having jurisdiction over

the following regional and branch offices:

Chicago, Illinois,

Boone
Bureau
Carroll
Cass
Champaign
Christian
Clark
Coles
Cook
Cumberland
De Kalb
De Witt
Douglas
Du Page
Edgar

Des Moines, Iowa.

Detroit, Michigan.

TN-100-444

Ford
Fulton
Grundy
Hancock
Henderson
Henry
Iroquois
Jo Daviess
Kane
Kankakee
Kendall
Knox

Lake

La Salle
Lee

Serving Iowa.

Covering Illinois counties of:

Livingston
Logan

Mc Donough
McHenry
McLean
Macon
Marshall
Mason
Menard
Mercer
Morgan
Moultrie
Ogle
Peoria
Piatt

Putnam
Rock Island
Sangamon
Schuyler
Shelby
Stark
Stephenson
Tazewell
Vermilion
Warren
Whiteside
Will '
Winnebago
Woodford

Serving the Lower Peninsula of Michigan, except the
counties of Alpena, Antrim, Charlevoix, Cheboygan, Emmet, Montmorercy,
Otsego, and Presque Isle.
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xMarquette, Michigan.
. the Northern Lower Peninsula counties of:

Upper Peninsula

Indianapolis, Indiana.

Alger
Baraga
Chippewa
Delta
Dickinson

Northern Lower Peninsula

Gogebic
Houghton
Iron
Keweenaw
Luce

Alpena
Antrim

Charlevoix

Serving Indiana.

Cheboygan
Emmet

Montmorency

Serving Michigan in the Upper Peninsula and

Mackinac
Marquette
Menominee
Ontonagon
Schoolcraft

Otsego
Presque Isle

Kansas City, Missouri. Serving the following counties in Missouri and

Kansas:

Allen
Anderson
Atchison
Bourbon
Brown °
Cherokee
Coffey

Adair
Andrew
Atchison
Barry
Barton
Bates
Benton
Boone
Buchanan
Caldwell
Camden

TN-100-444

Crawford
Doniphan
Douglas
Franklin
Jackson
Jefferson
Johnson

Cole
Cooper
Dade
Dallas
Daviess
De Kalb
Douglas
Gentry
Greene
Grundy
Harrison

Kansas

Labette
Leavenworth
Linn
Marshall
Miami
Montgomery
Nemaha

Missouri

Johnson
Laclede
Lafayette
Lawrence
Linn
Livingston
Macon
McDonald
Mercer
Miller
Moniteau

Neosho
Osage
Pottawatomie
Shawnee
Wilson
Woodson
Wyandotte

Pulaski
Putnam
Randolph
Ray

Saint Clair
Saline
Schuyler
Stone
Sullivan
Taney
Texas (cont.)
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SBA-100

Carroll
Cass
Cedar
Chariton
Christian
Clay
Clinton

Madison, Wisconsin,

Henry
Hickory

Holt
Howard
Howell
Jackson
Jasper

Adams
Brown
Calumet
Clark
Columbia
Crawford
Dane
Dodge
Door

Fond du Lac

Grant
Green

Minneapolis, Minnesota.

Green Lak
Iowa
Jackson
Jefferson
Juneau
Kenosha

Kewaunee

La Crosse
Lafayette
Langlade
Manitowoc
Marathon

Ashland
Barron
Bayfield
Buffalo
Burnett

- Chippewa

Douglas

St. Louis, Missouri.

Dunn

e

Eau Claire

Florence
Forest
Iron
Lincoln
Oneida

Adams
Alexander
Bond
Brown
Calhoun
Cilay
Clinton

.N-100—444

Crawford
Edwards
Effingham
Fayette
Franklin
Gallatin
Greene

Illinois

Morgan
Newton
Nodaway
Ozark
Pettis
Platte
Polk

Serving Wisconsin counties of:

Marinette
Marquette
Milwaukee
Monroe
Oconto
Outagamie
Ozaukee
Portage
Racine
Richland
Rock

Sauk

Pepin
Pierce
Polk
Price
Rusk

St. Croix
Sawyer

Hamilton
Hardin
Jackson
Jasper
Jefferson
Jersey
Johnson

Vernon
Webster

Worth
Wright

Shawano
Sheboygan
Vernon
Walworth

Washington

Waukesha
Waupaca
Waushara

Winnebago

Wood

Serving Minnesota and Wisconsin counties of:

Taylor

Trempealeau

Vilas
Washburn

Lawrence
Macoupin
Madison
Marion
Massac
Monroe

Montgomery

Serving the following counties in Illinois and Missouri.

(cont. )
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Perry
Pike
Pope
Pulaski

Audrain
Bollinger
Butler
Callaway
Cape Girardeau
Carter
Clark
Crawford
Dent
Dunklin
Franklin

Randolph
Richland
St. Clair
Saline

Gasconade |

Iron
Jefferson
Knox

Lewis
Lincoln
Madison
Maries
Marion
Mississippi
Monroe

Scott

Union
Wabash
Washington

Missouri

Montgomery
New Madrid
Oregon
Osage
Pemiscot
Perry
Phelps

Pike

Ralls
Reynolds
Ripley

Wayne
White
Williamson

St., Francois
St. Genevieve
St. Louis
Scotland
Scott
Shannon
Shelby
Stoddard
Warren
Washington
Wayne

SOUTHWESTERN AREA. Area Office, Dallas, Texas, having jurisdiction over

the following regional offices;

Albuquerque, New Mexico.

Dallas, Texas.

Anderson
Archer
Baylor
Bell

" Bosque

Brown
Burnet
Callahan
Clay
Coleman
Collin
Comanche
Concho
Cooke
Coryell
Dallas

“N-IOO-444

Delta
Denton
Eastland
Ellis
Erath
Falls
Fannin
Freestone
Grayson
Hamilton
Henderson
Hill

Hood
Hopkins
Hunt

Jack

Serving New Mexico.

Serving the following counties in Texas:

Johnson
Kaufman
Lamar
Lampasas
Limestone
Llano
Mason
McCulloch
McLennan
Menard
Mills
Montague
Navarro
Palo Pinto
Parker

Rains
Rockwall
San Saba
Shackelford
Somervell
Stephens
Tarrant
Throckmorton
Van Zandt
Wichita
Wilbarger
Williamson
Wise

Young
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Houston, Texas.

Liouisiana:

Angelina
Austin
Bastrop
Brazoria
Brazos
Burleson
Chambers
Colorado
Fayette
Fort Bend

Beauregard

Little Rock, Arkansas.

Galveston
Grimes
Hardin
Harris
Houston
Jackson
Jasper
Jefferson
Lavaca
Lee

Calcasieu

and Miller counties.

Lubbock, Texas.

Andrews
Armstrong
Bailey
Borden ,
Brewster
Briscoe
Carson
Castro
Childress
Cochran
Coke
Collingsworth
Cottle
Crane
Crockett
Crosby
Culberson
Dallam
Dawson
Deaf Smith
Dickens
Donley

TN-100-444

Ector

El Paso
Fisher
Floyd
Foard
Gaines
Garza
Glasscock
Gray
Hale

Hall
Hansford
Hardeman
Hartley
Haskell
Hemphill
Hockley
Howard
Hudspeth
Hutchinson
Irion

Jeff Davis

Leon
Liberty
Madison
Matagorda
Milam
Montgomery
Newton
Orange

Polk
Robertscen

Liouisiana

Cameron

Serving the following counties in Texas.

Jones
Kent
King
Knox
Lamb
Lipscomb
Loving
Lubbock
Lynn
Martin
Midland
Mitchell
Moore
Motley
Nolan
Ochiltree
Oldham
Parmer
Pecos
Potter
Presidio
Randall

Serving the following counties in Texas and parishes in

San Jacinto
Trinity
Tyler
Waller
Walker
Washington
Wharton

Serving Arkansas, except Columbia, Lafayette,

Reagan
Reeves
Roberts
Runnels
Schleicher
Scurry
Sherman
Sterling
Stonewall
Sutton
Swisher
Taylor’
Terrell :
Terry

Tom Green
Upton
Ward
Wheeler
Winkler
Yoakum
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. Marshall, Texas. Serving the following Arkansas and Texas counties and

Louisiana parishes:

Ceolumbia

Bossier

Bowie
Camp
Cass
Cherokee
Franklin

Arkansas
Lafayette Miller
(g
Caddo De Soto
Texas
Gregg Panola
Harrison Red River
Marion Rusk
Morris Sabine
Nacogdoches San Augustine

Webster

Shelby
Smith
Titus
Upshur
Wood

New Orleans, Louisiana., Serving Louisiana, except Beauregard, Bossier,

Caddo, Calcasieu, Cameron, De Soto, and Webster parishes.

Oklahoma City, Oklahoma.

San Antonio, Texas.

Aransas
Atascosa
Bandera
Bee
Bexar
Blanco
Brooks
Caldwell
Calhoun
Cameron
Comal
De Witt

Dimmit

Serving Oklahoma.

Serving the following counties in Texas,

Duval
Edwards
Frio
Gillespie
Goliad
Gonzales

Guadalupe

Hays
Hidalgo

Jim Hogg
Jim Wells

Karnes
Kendall

Kenedy
Kerr
Kimble
Kinney
Kleberg
La Salle
Live Oak
Maverick
McMullen
Medina
Nueces
Real
Refugio

San Patricio
Starr
Travis
Uvalde
Val Verde
Victoria
Webb
Willacy
Wilson
Zapata
Zavala

ROCKY MOUNTAIN AREA. Area Office, Denver, Colorado, having jurisdiction

over the following regional offices:

Serving Wyoming except the counties of Lincoln,

Casper, Wyoming.
. Sublette, Sweetwater, Teton, Uinta, and Yellowstone National Park.‘

Denver, Colorado. Serving Colorado.

TN-100-444
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Fargo, 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
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

o

jurisdiction over the following regional and branch cffices:

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.
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. Agana, Guam. Serving Guam and American Samoa.

Los Angeles, California: Serving California counties of Inyo, Kern,
Lios 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 Oregon and the Washington counties of Clark,
Cowlitz, Kickitat, Skamania, and Wakkiakum.

San Francisco, California. 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:

Washin gton

Adams Ferry Pend Oreille Stevens
Asoctin Garfield Spokane Whitman
. Columbia Lincoln i
Idaho
Benewah Clearwater Latah Nez Perce
Bonner Idaho Lewis Shoshone
Boundary Kootenai

Seattle, Washington. 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.
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AREA COUNSEL

Plans end cocsdl the providing of legai for
operations ©f the reglonal level; advises and assists the areo od-
runlsrater o ares grogram eliicials oa lequl eatters wheoe cdvice ©
iz cought or is needed, Ia res wponaible Jor the prompt and efficieat
urtm.m ol mslunnmi legel services In officea wader the
wea and pe on matters of lean eligi-
bility, size stordmds, Investmont ortivities, certificatas of com-

petercy, loen liquidation ord odministration, end othet matters

reloting to 58A Conducts la feviaw of legal
sorvices and inltictes or recommends remevdlﬂl action where peces-
sary. Sees o d i training based on

aneds of cifices in the area.

AFEA RESIDENT AUDITOR

Aiea auditors serve under Uie direct supeivision of cr=q ndminis-
rateis o3 their principal ezsistonts in determiniag overull man-
caement comp and the grity of i operations with-

ADMINISTRATOR

AREA ADMINISTRATOR

Serves as SBA area ag is hie for

menis and iesults with xesrw! to ull progmms of assistonce 1o
amall b the area. " Evcluates
ond e of by cegional dissctors.

under o delegition 1o take Linal action In most progronas within

i the gegsmanhus limis gssigned ares adminisiaters. ln sdd.tion,
eq cuditers are responaible for Meatifying opportunitivs to im-

limits and in wilh S8A policies and

ADMINISTRATIVE STAFF

Plans ond coord ail iatroty med withe
in thesarea. Assures that 584's daumsuquv- ml. s ond pro-
groma are properly sxeculed in conlormity with ;nhcm und con-

tols blushed by the orea od and W Office.
Cevelops area deards omd other meas: ¥ 0 impie-
ment most efl iy the od of tha Agency,
which include [isml manogement, manpower cealrol and utilization
with respect to area ad plus d of

the aregwide reporting requitements under tre crogram. Directs ond
cooidirates all activities reiating to the custody, exchange. and
wieane of coilateval given a3 security on SBA loans, including the
billing and collection activities #ithia the area. Cotdinates and
advisas the area od on lonnlng ond fure

Plans ord recommends progmm goals and objectives based oo eco-
nemic treads and the impoct 3f such trends on the small business
coamunity within the area. Evaiuites regional work measuroment
daia received fram the Woshington Sifice, and area ragional oilices,
‘o aasure that work siandards and performance goals are being
mainrained in connection witk oli frogom operations. Provides
cdmintsizaiive guidance and logistic support lor orea ARA program.
Assures thot on eli public ek PEoGram is 4 on
o areawide busie. Moaitcrs the activities of the Siate acvisory

nishes quid: adnmwmodmmmlw:wwm
such as P . o prescnnal, stailing
control and budgeting. Directs and coordinotes procugement and
JUpply. property il and Lity, space

and A, his lor directives,
delegutions of authority, n-cwd.s lorms ond reparts manogement.
creawide. Apmoves reports and iarne pooposed by iegional ond
branch oltizes. o weli as mna olfice. Parlorws swveys ond con-
ducts Uaining programs, as needed. with um.*ncl 1o aieew e g

pove overcll Ageacy manogement cad cperctions and for the sub- 2 o tions. conirol over bud 3 from
mission of tecommendations towd that end o the Adminisuator and ™ FRCom made by them. the Washington Oliice and maues resilocations 1o reqionai dueetors,
through apgsomricto chaanals. as autherized.
TROGAAM COORDINATORS
L
- |
. FINAMCIAL ASSISTANCE PROGRAMS PROCUREMENT AND MANAGEMENTASSISTANCE PROGRAM SEIC PROGRAM
BUSINESS AND ECONCMICCPPCATUNITY LOAN pﬁoc,g_ml In sczordance with policies ard plans [x p onad 5 . " and eoord the small withun e
- = = - - eatgblished by the Wazhington Officw and od in these areq. :Promotes 5BIC m d d to late ond b the How of
In pucsucnce with policien. procedurss, ood criteria estublished by the Warhingsos * desrmad necesscry by Wushington to assure that they are rospontive to chanoes in mm equity cozital :w! luu.-lnm bm [unda nunun]. for the Hnanciag of small
Otiice, plons, Lmplaments, god cocrdinates witkin the area all phasss of 5BA's econoeic venditions and growth, plans, wxd..mtn. and promatas all phases of Cilice on opplicaticas
ilnanclal easisiance progrum under Section 7o) aad Tt} of the Small Business SBA's and e at the area and regional from moponents end to satobiish 5RICs ond eval the of
ey Act. ord other lon progiass guthorized undes Title IV of the Economic Cuportu- chfice Jevel;’ Provides schuicol dizecticn nn:{ odvice to regional procurement and. existing S5BICs in conjunction with the Officeof Inveatment Company Operations.
nity Act of 1564, Develops and promctes finsncisl assistance octivities desicned masegement assistmece sinfls for the [ollowing prosrams: Conducts regular i of SBIC = d their deqree of
w engh'ln i to ottroct, ond deveing small businesses ia thelr m -1.“, w,“c,m of Retired Executives (SCCAE), (k) Defensw i with Hakad
local ereas. Provides technicsl divection and edvice o the reglonal ond ltench Progeam (i 3 tesearch, and 4 pren
ollices reigtive 1o the procwasing end making of b disastor, end m.m}. (e} Intra-industry M Pr d) Centif
loans, lacluding the closing, dist servicing, and liquidation of Competency, (o) M Trining linchodi F "
of such loons. Funiches quidonce ond advice to e reglonal end wonch cifices manogemmt c“’w conferences, :tahkm cllnlcs; 'md S
conceming loan apseuisal matiers and with respect to collateral clivied o3 socu- shopal, (0 Fi . g
rity on luana. ﬁmmmmmnmmmm:nm.mw (k) Pricwe C A = (i) and Toch 1
4 tiona, couanunity lities, and other inatitu- Advisary Services (includ ' 3
thans located within the moa. studies, assisting individual snall flms and procursmant npportunity
meatings), {J) Forelgn Trade, ond (k] Forest Product Sarvices
(=hero spplicable)
LOCAL DEVELOPMENTCOHPANY LOAN PROGRAM | Plons and “Mbldm goals for the area progroms. including proper utilization of
- = d eval of the program tu assure
In putauance with policles, proced ond ertheria biishad by the Wasking- that dn th are ::o.m matand are moctiw. takes appropeicie action ond fur-
ton Cilicw, plans, implements, cnd croaulngies within the arrs e Jscal develop nuzhea advice and g t0 the area ad on matters
meat loan progroms cuthorived under Section 532 of the Smail Bustness lavestment remedisi oction. Fians and the training based on the needs -
Aci. Provides techinical direction and cdvica to reglenal offizes zelaive to the of the various regional or beanch atlices within the areq.. Preparesand tansmite
it wocessing ol making of mw;hr Title V of the Act, including the fumishing ta the Washiagien Olilce reports and recommendalions reqaiding +xisling o naw - o
o cdvice and o lateral, sarvicing, ond Lguidation ro- egram noeds.
quiremaais tar such loans. Taveicpe and caries out salaing 2 o assist
&d soquaint reglonel i the and higuid of .
such locns. Piomatos ond explains tha wegrum Ihuu;.‘wu' m-wuam Lt
Lanks, sl and other
Iscated In lobor surpius cregs and elsewherv ore advises of services avatiable o Approved: Eugwne P'. Foley, Adatistrator
them undar Section 500 of the Act. Chart 16 June 25, 1965

* Attachment "6
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Chapter 1-Section 104,

STATE ADVISORY COUNCILS

E:.:h council advises the SBA on the development, execution and
of present or d SBA p within their region.
Tha regional director octs as the Eu..-w:m Secretmy of the coun-'
cl mmammm..mkumm-r«
the cruncll, is d by the Admini on the
tior ¢! the reglonal diecior through the crea cdministrater. All
councii unctions are purely ouvisory and all determinations of
SEA ecticas to be taken are made solely by the responailliie SBA
olficials.

Council members are rimarily businessmea engoged in the man-
agement of of zmall b Each momber
is selected ond by the A for a term of 2
cainndar yeors end serves without recuneration.

LEGAL 5TAFF

Advises and Gssists the regional disecter and other regional affi-
chals with respect to legal motters wing procTem

LY an k!

I AREA ADMINISTRATOR

REGIONAL DIRECTOR

Pursuant to pulictes, stondards, and precodures sstablished by

the aren adlnm..Jclcl o!hl Washinmion Office odmiaistess within
arme SHA's prog for 1 HEETTETS
% | once, procuwenment mud mansgmiaent assistance, end odministotuve
N servines. Provides orpepricie information relating to 5BA’s in-
veatmml Xogom io intetested parties. R-wvsmu SHA in con-

AT,

ADMINISTRATIVE STAFF

Is o lor iding e sential and pet sonnel
services fox the ogion. Estoblishes and maiuizing lom case and
qenneal sukject files, Reguisitions forms, supplies, and #quip-
ment, and moinisings stockroom.  Maintains l'!‘n'ﬂ‘ for the control
iona, travel, . ond fawes in-
hes cutgng Paceies

coming matl cnd 4

Rendera advisory opinions on sotters of Joon ellgibility, size
lmnhllmf Cﬂld.l:ulrs of Competency, cad othor matters relating

Ivitivs. Drofts lagal instruments, Pro-
wides limal assistance on lavesimend mattys os requesied by the
ares counsel, Prouml iegul service m:ulslu ta loan closings,
loan di lecal, financial,
apesaisal and other uduumt aEpects ol ali matters invelved in
Fugotion.

gion. Evaluates recional work measurement dota 1o asswe that
work periormaace stervlurds ond goals ore being momtolned in
connection with all program cperations. Provides odministrative
guidance and logistic suppact for regionol ARA progeam. s re-
ible fox the md ol State advizary

countiG.

tacts with small buniness concerns, iin wime 1 L i
. end ofher Ger Jencies, ond an
! public rnd inf: rogem within the re- on

. Maintzns peescribed recoeds and propores
reparts qr-l notilications on loca wmvnr.rls. Frepares aclices o
Srnent pey ble fo ali billing and
coliection activi . 1o I"J'M‘llllk for procwensnt, prageity
accounteoility and utiiization, spoce, comzunicotions ond frons-
portation; the monacement of forms and eporis program for the
mmaional cad biunch cllices; directives, 1l"ﬂ-!'3 an:lra'“vmd
ercs i contol over k: ol e
terwived irom mu area odministiator.

E

: i

5 -

!

DEVELCPMENT COMPANY LOAN DIVISION

FiNARCIAL ASSISTANCE DIVISION

| PROCUREMENT AND MANAGEMENT ASSISTANCE DIVISION

Providas | l I
and other

advice, and

end makew evajuction of
icnn Propares formal luan reposte

terms and

to bonks. lecal deselopment
1 located in labor suwrplus oreas
= o lsewhere in the region relative Lo services avallohle to them under Section

502 of tae Szali Businecs ivestmont Act. Examincs and processes all loon appli-
caticns received in the regica for jocol developmeal company jocns. Alds opprais-
i 1 cliored to secwe the xopored

Heviews the repcrts prepared by the 502 loon specialist and recommends ta the
regisral director for linal oction the approval or cenlal of such loan opplications. <

Apyeoved: Eugene P. Folsy, Admialstrator
r ar  soee

Chart 17"

Canducts the linoncial assistante procram in the region, Develaps wod promotes
linanciol grogama desigred to enatle communities to attrest, mamiin, cad deval-
op nl:-u.l. bunineszes in their erea. Evplaina the progrm to jocsl lmms. linanciel

- o cther leadurs in economic deveings
Supetvises 'Ju pocezsing of buniness, disaster, and ecrmomic oppattumity lomm
applicaticos. Cenducts cpmaticis of colisteral offered as security on leons and
mokes cppoaisala relating to the loon servicing vad loon liquidation prog

Lsan Processing: (Business, Disaster, and Economic Opportunity Loans) - Pro-
vides [inancial counseling, cdvics, and assiswonce 1o small businesses with re-
epect 10 loans made under Section 7(a) and 7{b) of the Gmall Business Act, and
Title IV of the Econc Cpeestunity Act of 1964, Maintains clese conlact with
locul financial inatitutions and cther groups ectively involved in azsisting small
o under the Inon program. intarviews numm
loan applicants; receives, mviews, and pr loan ap

economic oppettunity loon applications; visits epplicont’s business; secures ond
collotes credit inlormation; ond asaisis applicent to securs lanal linoncial credit
ot loon participation with 58A. Coders oppratsois a3 necessary ond makeas eval-
waticn of coiloteral offerod to sucize proposed loans. A ppraises technical tacil-
itles anc operotions. Prepares iarmal loan reports, establishes terms and cone
ditlens, and maies recommendaticns for approval or dacline af loan applications.
Makes credit exomingtions ant gepares financial repotts and reconmendations
in conpection with applissticn for Certificotes of Competency. Adminlsiers op-
woved tinoncisl cases whorein o Ceitilicate of Competency has been Issued.

Loan Admi b Ad lorms nad o the office. Maintoing losn-
servicing records. Obigins and anaiyzes besrower’s financiol statements. Proc-
esses ond makes recommendaticns on teguests for chances In collateml of in '
terms ond comlitions of such loanc. Mokes perlodic visite to boitower's busi-
ness and participating banks. Crders appmisols end makes svaluations, as
recessary, with respect to coilateral held or new colloteral offered as security

in the administration of such logas. Elfacts collections on wucH loons.

Loan Liguidntion: | Fee thoae reqlonal olfices which have been ansigned liquida-
tion functions: Administers ond prepores pericdic teports o loans classiliod

€5 "In Lquidation’’ and 1okes cppeoptiates action 1o safaquond acquired praperty.
Orders appraisais and mukas eviluations, as ¥, with respect b ik i
beld, e new collateic] oltered, os secwity in me mmtm of loans. Subject to
cocrdination with regiceal counael, credit actions
to protect IM nteresis of SBA. Und-r Irrll h:m::tlmn from rogicnal counsel, |
appears at forech i x snies to enter authorized pro-
tective bids loc SDA. muhdm POy .

T the Geacraphizal nveas sdministored by Lie regiunal affice, conducts eatublishe
wd and now prositement ond moagement assislance progmmn. Foocutss mrogiam
und recruits, quides, and casizts ohmisers for SCO]
Productiun Adpstment Progrom ond gsaists in dev
small firins in overcoming eeonomic of production odjusiment problems doe to
shifts in defenae exponditures ond procurement cutbacks. Conducts activities
designed to extend and oadon the participation of smal! business ia Gowermment.
funded ressarch and deveioprent; assista small businesa to obtain and wie re-
search and lop tachmulagy perl undes G conkaels o at
Covernment expen: - Executes proctom and sncouranes perticipation by lotge

it iers, and rade n the Intig-industry Monoge=
ment Progmm. Executes LDC prime conyact, subcontinet, mannjemeat s
technical advisory setvices. ond foreign trade programs. Conducts surveys with
res ct to COC's, arime contracts, ond sut 15; conducts mnpe of
cert ‘ied plants io determine producticn progress  Tleder delngated autherny
issues or dentey COC's. Where apolicable, provides representation ar Sovem-
ment procurement installations, reviews proposed procuroments cao initictos set-
eside actinns. [evelops, and wherw apolicable, mzintains oa ventary of sunll
business uu‘hrm.n facliities of the reglon. Conducts cdsinistrative nonogement

508, ™ = . poblem clinics. and
iesh for nnul.l. Ditects dmnb-mon al management publica-

tions within the region. Portorms business studies. Assists smll. firms ond 58A

bor on and k Where ap

the inrest products ltndnﬂ mmw 'l-oﬂm with other Govemment ugencies,
tFivate b unde 3. mad alier organ-
izationn in cartying out the pr and

mmmmlmmMWnuumprm

, needs Lo the orea office or 1o the Washingten office where' appiicnblie.

ARA DIVISION
\d
For those offices which have been 4 ARA frah In with
policies, p . ond criteria established by the Wasi Qillee, cont
dinates ord conducts ail phasss of the ARA progom in the regional cffice, in-
_ cluding Inhrmi.nq i (mbm: making

ond pr I ayd the wervicingg,
and Ihlldmd ARA MMSHA-AHA *companion loans.”  Attends meet-
ings with gpplicents, State end jocal ofliciols, and employeen of ARA in con-
nection with the progrom assigned to the reglonal ellice,

L-‘-—-_-—ﬂl‘l-l_-’-ﬂm“ﬂ-ﬂ'—ﬂ““ﬂn_n-ﬂm“h
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BRANCH COUNSEL

- Advises ond assists Branch Manager and other
officials of the Brunch Office concerning the legal

ts of p and admini

for all I

and other progrom aperations.

Reviews proposed loan authorizations.
visory opinions on matters of loan eligibility, Is

P g lunctions ‘of the
oltice. " Handles legal matters in connection with
problems of loan servicing and administration,
Hepresents the Branch Office in negotiations with
bortowers and banks’ counsel. Dratts legal in-
struments in connection with the making and
getvicing of loans, taking of government contracts,

Gives ad-

BRANCH OFFICES

Responsible lor the administration of the fi-

ial, loan Is, procy nt, prod
management, products assistance and local dovel
opment company programs of SEA within the ter-
ritory assigned to the branch office. Develops
and particip in the coap ship of
ment courses for small-businessmen ond provides

tal publ and s on manage-
ment probl Provides g 1 inf re-
lating to the i prog 10 int ted
parties. Repr SBA In with small

business concerna, finoncial institutions, prime
contractors and other govemment agencies, Di-
recis ARA functions essioned to the branch

ADMINISTRATIVE STAFF

Establirhes and maintains loan case and gen-
eral subject liles. Fequisit {orms, 1
and equipment ond maintains stock roomn. Main-
tains records {or the control of communicetions,
travel, and supplies. Routes incoming mail ond
d 4 tgoing ations. Recelves,
ond, as req d, rel collataral
Naintains prescribed records and prepores reports
and notifi on loan repay . Propares

notices to b on deling pay

office.

PROCUREMENT ASSISTANCE SECTIOHN

ARA STAFF

FINANCIAL ASSISTANCE SECTICN

MANAGEMENT ASSISTANCE SECTION,

Conducts the pacarcient dssisunce proamam
within the branch office territory.  Provides 1ep-
resientation ot government procurement installa-
tions, reviews proposed proc and
set-geide actions, Conducts swrveys on COC
applications and nakes inspections of certified
plants to determine production pogroms, Works
with qo tp % and prime
contractors to encoarage the leiling of subcon-

wacts o small business concerns, Counsels
smal! businessren on Eocurament matters and
prchlems, C small cuncens (o

cbtain regisuotion under the fozilities inventory
program, onulyzes the locilities ol Hims registered
with SEA, and odvises the reglonal office of pro-
ductive locilities of small businesses within the
branci oftice territory, Conducts production sur-

. Coordingtes and conducts ull technical phases
of the ARA piogram in the branch office, including
imerviewing applicants for loons, processing
applicutions, making appraisals ond marketing
and poduction analyses, and servicing, and ad-
ministering ARA loans. Attends meectings with
applicants, state and local oflicials and employ-
eas ol ATIA in connection with the progrom
assigned 1o the brunch office,

Conducts the linencial assistance prooram in
the brench office territory. Develops and pro-
mo'es [inoncial programs designed to enable
communities to attract, maintain, and develop
small business in their ares. Expluins the pro-
gram to locel banks and other {inonciol institu-
tionz, Supervizes the processing of business,
disaster, and local development company loan
cpplications.  Cenducts appraisais of collatewal
offered oz secarity on loons ond makes aprroisal
reloting o the loon setvicing and loon liguidation
pograms,.  Prepares recommendotions and teports
for submission to the Washington olfice ond for

Conducts the managemen! ossistonce and busi-
ness advizory services programs for the broich
oifice, Works with educotional institutions ond
other groupe in conmection with administrative
managemen! courses and other management assists
ance mogrune, Counsels amall buslnessmen on
maragemrent, marketing, products, research and
development and raloted problems, Plan: end di-
rects conferences, other then procutement, lor
srall busihezsmen, and directs the distribution
of management publications,

such other pusposes os required.

veys in connection with the COC appli

o«

T

cure proposed loans, and of collateral pledged
in lon with the admi ion ond liguida-

tion of loans. App

5 technical focilittes and

operations including such factors as manogement,

pelitive position, prods and
potential, inventary characteristics ond other
elements of cost and value.

APPRAISAL UNIT LOAN PROCESSING UNIT LOAN ADMINISTRATION UNIT
Makes evaluation of collateral oflered to se- Provides financial ling, odvice and Administers loans ossigned to the office. Main-
active i e to small b Main- tains loan-servicing records, including tox, In-

tains close contact with local financial institu-
tions to better direct snaoll-businesamen to avail-
able prlvate credit., Interviews prospective appli=
cants, receives, reviews and processes loan
applications, including 502 applications, visits
applicant's business, secures and collotes credit
inf ton and | to secure local
finoncial credit or participaiion with SBA. Pre-
pares {ormal reports, estabiishes terms and con-
ditions and makes rece pp |
or decline. Makes credil examinotions, prepares
reports and recommendations in connection with

dations for

applications for Certificate of Competency,

surance and mortgage ticklers. Obtains and onc-
lyzes b 'e 4 1 stat ts, Examines,
processes and makes recommendations on re-
quests for changes in colleterc! or in terms ond
conditions of loans. Mokes periodic visits o
borrower’s business and porticipating banks to
insure complionce with terms and conditions of a
loan, to inspect the collateral end to provide
counse! on industrial and linoncie! problems,
Effects collections on loans. Administers
epproved coses wherein a Certificate of Compe-
tency hus been issuved.

TN-100-397
SBA-1C0
Chopter 1 - Secticn 104

Footnote: The above chort depicts the [unctions peiformed in a branch olfice which has recelved the full

delegat of préy

and admini

Chart 17

ive authority contemplated by the present decentralizetion program.

Oclober 21, 1963

Approved: EugenesP, Foley, Administrator
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DOCUMENT 7

EVALUATION OF THE GROUF CONCEPT FOR
LOAN PROCESSING AND ADMINISTRATION
DETROIT REGIONAL OFFICE

AND

ORGANIZATION PLAN FOR THE FINANCIAL ASSISTANCE PROGRAM
IN SBA REGIONAL OFFICES
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EVALUATION OF THE GROUP CONCEPT FOR
LOAN PROCESSING AND ADMINISTRATION -
7 DETROIT REGIONAL OFFICE

Organization

The office is divided into three teams or groups consisting of

. . four specialists each. Every team is headed by a working specialist

who is designated 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 authority on serviciné matters, The Chief, LP&A,
reports directly to the Chief, Financial Assistance Division,

who has final authority on processing matters. The regional
director provides overall guidance arid_supervision.

\
Each team is assigned a specific geographic area. The specialists

‘are not assigned blocks of loans, but every specialist is expected

to be able to process and service loans} within his area. Responsi-
bility for processing and servicing.thus is-placed:.on the group rather
than the individual.

In addition to the three groups, a special assignment team is

functioning in the office consisting of four men. One handles |,
screening for the three groups, one docs all the preclosing, one
works on 502 loans, and one handles Certificates of Competency.

Liquidation work is performed by a separate section reporting
directly to the Chief, FAD. The appraisers serve as a staff

' , group under the Chief, FAD.

-Clerical personnel have been divided into the following two gtoui:s:

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

1
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letters of acceptance to borrowers, and keeps current the

- tickler systems.

B. Advantages of the Detroit Group Concept

1

2.

Trainees will progress faster under the group concept rather
than working as individuals. ’

Cross-training of employees creates 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. ‘

Allows for easier direlctiOn é.nd supervision. 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 larger offices, supervisors
bave the responsibllity of supervising too many personnel

for effective control. A good group leader could ensure that
the specialists under him were not dilatory in their responsi-
bilities.

Better communications within the group. Specialists tend
to discuss individual problems with the group which often
leads to better decisions. :

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

The group concept provides better utilization of the personnel
in meeting peak workload periods and in attending to sérvicing
matters during slack periods in loan processing. In other
words, it provides for the best utilization of the financial
specialist's time in carrying out the overall lending functions.
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. 7. This concept also will help to overcome the feeling expressed
.by the servicing loan specialists, who are often called upon
- "to assist in loan processing, that more attention and interest
is being given to the latter function. These loan servicing
specialists feel that no one is interested in their work and
are frustrated when they are criticized by the auditors for
"not servicing the loans in accordance with manual requirements.

8. Will improve our image with banks. Specialists with a knowledge
of processing and servicing are in 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 as 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-

I\’ posing it.
C. Disadvantages of the Detroit Group Concept

The disadvantages listed below did not necessarily arise from
complaints received from personnel of the Detroit 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 processing and administration. This
obviously is not so at present. It takes time for processing
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 processing are being interrupted by servicing problems

and vice versa. This may have an adverse effect on the
quantity and quality of work produced.

1 & o \..'. 3



2.

The loan specialists are reluctant to take on additional
responsibilities 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 accountable for their actions,
rather than having a group accountability. The group concept
may encounter the same 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, itis
absolutely necessary that the loan specialist resist every effort
on the part of a borrower to take actions not in the interest of
SBA. ' X ' ‘ :
It would be very discouraging to the loan specialist if, during
his absence, one of the other loan specialists lost control
through poor decisions.

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 expérience’'in that’
particular problem. This would defeat the purpose of cross-

-training.

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 many matters

of a purely perfunctory nature.

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

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 means that every member

of the group will eventually review the file completely. However,
the group may never familiarize itself with a specific loan as
thoroughly as an individual. . B s R
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s Specialists have to review blocks of totally unfamiliar loans.
Some 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 confused 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 applicable nationally. Local
variations among 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 members of the group. One recalcitrant
member could destroy the morale and efficiency of the whole

group.

Despite the disadvantages enuinerated above, the members of
the task force believe that the pilot program or the '"'group'" or
""team' concept has merit and should be pursued further. The
team feels that Detroit should be encouraged to continue its present
form of operation. However, to overcome the major problems
now being encountered, 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 will
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
actions. In addition, it relieves the specialists of the more |
routine and detailed tasks which they now are required to per-
form in accordance with manual instructions.

. NP



ORGANIZATION PLAN FOR THE FTNANCTAL ASSISTALNCE PROGRAM IN SBA REGIONAL
} . " OFFICES

Introduction

* * , * * *
. * -

The representatives of the Office of Management Analysis who
served on the task force have considered the proovlems existing in our
present organizational structure as well as the problems and dis-
advantages indicated in the evalustion of the Detroit plan. As a
result, a standardized organizational structure has been developed
as explained herein.

The proposed organizational plan follows generally the team
concept adopted by the Detroit Regional Office and the regional offices
in the Rocky Mountain Area. However, it places more reliance cn indi-
vidual lcan specislists to exercise Tinal judgment end action on certain
loen transsctions. It relieves the loan specialists and attorney-
edvisers of the necessity of performing the more routine assignments.

In addition, it provides for a more comprehensive training progrem for
trainees and 2 well-delineated 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.

Organization

1. Chief, Financial Assistance Division

The chief of this division would continue his overzll responsibilities
for all aspects of the lending activities and operations. However,
some of his present authority to take final action on loan cszes
would te redelegated to members of the lcan team. In addition,
some of the case review work he is performing now would be assigned
to members of the loan team, including the preparation and signing
of certain correspondence. This will permit the chief of the
division to devote more time for planning operations, evaluating
accomplishments and individual performances, determining training
needs, end maiu.lzining closer administrative control over his staff. :

Work Performed. Generally approves or declines only those loan
applications in excess of $50,000 (SBA's share) but may approve or
decline any lczn depending on the workload. Approves Form 327
actions written by the tezm leader. Approves or declines leoan
applications processed directly by the team leader. '

2. Loan Teams or Groups

These teams will consist of qualifisd loan specialists and advanced

trainees. Members of the team will be individually responsibls
— for carrying out all operztions !n connection with epplications

or assigned loans from the time of initial processing until sold,
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paid in full, or 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

and the workload permits, legal appraisal, liquidation, and some
management functions will 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:

2, 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 position would serve

as working supervisor in charge of teams ranging in size

from a minimum of four to a maximum of eight qualifiasd

loan specialists and trainees. The responsibilities of the
position are: ' ;

Supervisory Duties. Maintain 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 such provisions are carried out in all operations;
seeing that production standards are maintained and that
necessary field visits are being made; seeing that proper
coordination is maintained with other organizational segments

of the regional office; and reviewing the more important work

of members of the team.

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

-

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




or declincs any application for loans up to $50, 000 processed
directly by the assistant team leadey.

u

b. Assistant Team Leader

This position would be staffed by the most competent loan
spccialist regardless of grade.

Supervisory Duties. 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
loan cases, but may handle any case depending on the workload.
Prepares the more involved or complex correspondence.

Delegation of Authori'tg. Approves or declines applications
for loans up to $15, 000 processed directly by the loan specialists.
Approves Form 327 actions written by the loan specialists.

c. Loan Specialist

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

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

Delegation of Authority. Aplproves all Form 327 actions
recommended by the task force and outlined in B1/ND 520
dated February 10, 1966. These actions will be incorporated

in the Lioan Servicing Directive. i

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 to be worked out in order to balance
the work.

PSS r———



Appraisers
The appraisers will continue to serve as a staff group directly
under the supervision of the Chief, FAD. However, if the
workload and availability of personnel will permit, specific
appraisers should be designated to work with the respective
teams. This will provide closer coordination and working
relationship within the group.

Loan Liquidation Specialists

The liquidation specialists should be established as a staff
. group directly under the supervision of the Chief, FAD.
However, if the workload and staffing permit, liquidation
specialists specifically shouldbe designated towork with the loan
teams. This will provide for better training of the loan
specialists to become familiar with liquidation work. In
addition, the better qualified loan specialist can assist

in this operation. Based on the task force members',
observation of this activity in our field office visits,

there is great need for training loan specialists in this
field. Otherwise, with the age of some of our present
specialists, we may run into @ serious problem in the
future. .

Attorney-Advisers

~ 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 transferred to the newly established
Servicing and Clerical Division, as explained further under
this plan. If possible, based upon wo:!iload and availability
of personnel, specific attorney-advisers should be designated
to work with the locan teams. This will permit the attorneys
to give appropriate legal advice and counsel to the members
of the loan team through all stages of processing, closing,
and servicing of the loan. The regional counsel or his
staff-also will be responsible for initiating or revising all
legal documents or instruments required in connection

with the lending operations. This staff also will furnish
language for special clauses to document examiners in

order to enable them to complete an otherwise standard

" legal document or instrument.



- - - -
. Procurement and Management Assistance Personnel

In offices where any one procurement and management assistance
specialist devotes over 50 percent of his time to counseling

this specialist should be designated specifically to work w1th

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.

Accounting Clerical and Training Division (ACT)

This division would be established as a separate division under

the direct supervision of the regional director. All of the more
routine operations and clerical functions in support of loan
processing, servicing, closing, and liquidation would be performed
by the personnel of this division. 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 staiis would be relieved of the more routine and
detailed aspects of the operations. The functions to be consolidated
in this division would be: Collateral and related activities -~ this
would include the receipt and maintenance of all collateral; the
receipt and maintenance of all Forms 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 statements, tax information, etc; the maintenance of
copies of Forms 327; the ordering of checks and the maintenance
of check registers; the mainterance of all tickler files covering
taxes, financial statements, insurance followups, etc; the
maintenance of Forms 135; the maintenance of loan case files;

the maintenance of all files and records in connection with loan
closing; the maintenance of hazard and life insurance policies;

the maintenance of reading files; the mainternance and upkeep

of the directives; the preparation, posting, and maintenance

of the Form 177 service record cards; the preparation of all

loan reports, including work measurement, loan stztus reports,
civil rights compliance reports, loan listings, and allotment
reports; the handling of all requests for Dun and Bradstreet

or other credit reports; and keeping individual loan specialists
assigned to teams advised of the status of all loan accounts for
which they are responsible and working in close cooperatlon

with them on all loan servicing matters.

Y




Some of the more specific functions that loan specialists would
be relieved of and this division would be responsible for would
be: i D& . (o5,

a. Analyzing and spreading financial statements and bringing
adverse changes or violations discovered during the analysis
to the attention of the loan specialists.,

b. Preparing routine letters to participants and borrowers.
€. Preparing routine Form 327 actions as a part of training.

d. Checking courthouse records for suits, judgments, etc.
against borrowers.

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

f. Requesting pay-off figufes from the Office of Fiscal Operations
and following up to see that the figures are obtained. Advising
borrowers by telephone and letter of the pay-off figures.

g. Attempting to locate missing borrowers b‘,r v1"1tmg post offices,
neighbors, etc,

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

i." Checking hazard insurance policies for adequacy of coverage.
Checking life insurance policies to determine if they properly
are assigned to SBA. Checking hazard insurance policies

“to determine if SBA is named as loss payee. Reminding
borrowers when policies are due to lapse and following up
to see that renewal policies are obtained.

Under the superviéion of a qualified loan specialist, handles
all paperwork regarding the servicing of accounts receivable.
and inventory loans.

L -

k. Cooperating with retired bankers who are employed by SBA
to sell loans by furnishing information on the loans.



. L. 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
forma. Computing installment schedule. Completing all
routine information on the loan specialists report on the
application.

o. Cooperating with liquidation loan specialists in making
routine field visits to check .on collateral.

p. Supplying appraisers with listings of collateral.

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

Another function of this division would be the maintenance of

a stenographic pool. This pool would be responsible for the
preparation of all loan case reports and the personnel will take
such dictation or perform such typing as may be required by

the financial specialists assigned to the team including the typmc
of loan authorizations. -

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

2, Chief of the Division

The incumbent of this position would be responsible primarily
for supervising 2ll activities of the division; maintaining
administrative control; seeing that proper support and coordi-
nation is given to the members of the team, as well as the
legal staff. The incumbent should be well acquainted with

the entire lending program.




b. Accountants and Trainees

The incumbents of this position will handle all operations
involving financial statements, collection of repayments -
on loans, and related assignments that may be given by
the loan specialists assigned to the teams as explained above.
Members of this group who show they have the potential
to become efficient loan specialists by the caliber of their

. work will be detailed permanently to one of the loan teams.

c. Stenographers and Typists

The incumbents of this position prepare reports and take
dictation from specialists or others involved in the lending
operations. The personnel assigned to this group will be
designated specifically to work with members of the loan
team and their work will be organized accordingly.

d.” Clerical Personnel

-,

The incumbents of this posifion handle all of the work .
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 understanding of all the operations
involved in the lending programs. ' :

The ACT Division is adaptable to most regional offices on a
modified scale. Although the clerical support group could be
assigned to the team as part of it, it is doubtful if the workload
would support it. Moreover, better utilization of manpower
can be obtained through the separate division or unit concept.
Maintaining a separate unit provides a better check and balance
situation and tends 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 to 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

——



loan specialists and supervisors. It is<anticipated that only the
more efficient and intelligént trainees and accountants will progress

‘to the point of becoming members of the loan teams. This will

insure consistent high-caliber decision making in the future.
Lozn specialists will be relieved of the necessity of "carrying"
specialists incapable of performing complex functions. If this
plan works as designed in relieving loan specialists of the more
mundane details, it is anticipated that SBA will need fewer loan
specialists in the future for proportion of loans processed,
serviced, and liquidated. However, these specialists will be
of a uniforrn superior quality never before encountered in the
Agency.

Implementation of the Plan

Due to the factors cited below the representatives of the Office
of Management Analysis who developed the plan recommend
that if the plan is adopted it should be 1mp1emen1ed on a Iong-
range basis:

1, Wide variances in size of the staff and workload of our
present regional offices.

2. Differences in the capabzhtles of the employees aaswned
to the various offices.

3. The necessity for cross-training financial specialists teo 8
. 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 judgrnent 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 resist change.
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December 15, 1966

SECTION D

BOUNDARIES OF SBA FIELD OFFICES

NORTHEASTERN ARFA. Aresa Office, Boston, Massachuﬂetts, having Jurisdiction

over the following regional offices:

Augusta, Maine.
Boston, Massachusetts.
Concord, New Hampshire.
Hartford, Connecticut.
Montpelier, Vermont.

Serving Maine.

Serving Massachusetts.
Serving New Hampshire.
Serving Connecticut.

Serving Vermont.

Providence, Rhode Island. Serving Rhode Island.

ND T705-1

NEW YORK AREA. Area Office, New York, New York, havingajuriédiction

over the following regional and branch offices:

Newark, New Jersey.

Serving New Jersey

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

Albany Greene
Bronx Kings
Columbia Nassau
Delaware New York
Dutchess Orange

Putnam Saratoga
Queens Schenectady
Rensselaer Schoharie
Richmond Suffolk
Rockland Sullivan

Syracuse, New York. Serving New York counties of':

Broome Essex
Cayuga Franklin
Chemung Fulton
Chenango Hamilton
Clinton Herkimer
Cortland Jefferson

*Buffalo, New York.

Allegany
Cattaraugus
Chautaugua

Hato Rey, Puerto Rico.

*S5t. Thomas, Virgin Islands.

Lewis Onondaga
Livingston Ontario
Madison Oswego
Monroe Otsego
Montgomery Schuyler
Onelda Seneca

Ulster
Warren
Washington
Westchester

St. Lawrence
Steuben
Tioga
Tompkins
Wayne

Yates

Serving New York countles of':

Erie Orleans
Genesee Wyoming
Nlagara .

Serving the Commonwealth of Puerto Rico.

* Denotes branch office

under regional office.

Serving the U.S. Virgin Islands
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MIDDLE ATLANTIC AREA. Avrca Office, Philadelphia, Pennsylvania, having
jurisdiction over the following regional and branch offices:

Baltimore, Maryland. Serving Maryland, except the counties of Montgomery

and Prince Georges.,

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

Barbour Hardy
Berkeley Harrison
Brooke Jefferson
Doddridge Lewis
Grant - Marion
Hampshire Marshall
Hancock Mineral

Monongalia

Morgan
Ohio

Pendleton
Pleasants

Preston
Randolph

Ritchie
Taylor
Tucker
Tyler

Upshur
Wetzel
Wood

#Charleston, West Virginia, Serving the following counties in

West Virginia:

Boone
Braxton
Cabell
Calhoun
Clay
Fayette
Gilmer
Greenbrier
Jackson

Cleveland, Ohio, Serving Ohio counties of:

Allen Geauga
Achland Hancock
Aeshtabula Hardin
Auglaize Henry
Columbiana Holmes
Crawford Huron
Cuyahoga Lake
Defiance Lorain
Erie Mahoning

Kanawha
Lincoln
Logan
Mason

McDowell

Mercer
Mingo
Monroe
Nicholas

Morrow
Marion
Medina
Mercer
Ottawa
Paulding
Portage
Putnam
Richland
Sandusky

Pocahontas .
Putnam ;

Raleigh
Roana
Summers
Wayne
Webster
Wirt
Wyoming

Seneca
Stark
Summit
Trumbull
Van Wert
Wayne B
Wood
Wyandot

#Toledo, Ohio. Serving Ohio counties of Fulton, Lucas, and William_u. .
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Columbus, Ohio.

Adams
Athens
Belmont
Brown
Carroll
Champaign
Clark
Clinton
Coshocton
Darke
Delaware

Serving Ohio counties of:

Fairfield
Fayette
Franklin
Gallia
Greene
Guernsey
Harrison
Highland
Hocking
Jackson
Jefferson

Knox
Lawrence
Licking
Logan
Madison
Meigs
Miami
Monroe
Montgomery
Morgan
Muskingum

ND 705-1

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

*Cincinnati, Ohio. Serving Ohio counties of Butler, Clermont,

Hamilton, and Warren.

Louisville, Kentucky.

Philadelphia, Pennsylvania.

Pennsylvania:

Adams
Berks
Bradford
Bucks
Cameron
Carbon
Centre
Chester
Clinton
Columbia

*Dover, Delaware.

Cumberland
Dauphin
Delaware
Franklin
Fulton
Huntingdon
Juniata
Lackawanna
Lancaster
Lebanon

Serving Kentucky.

Lehigh
Luzerne
Lycoming
Mifflin
Monroe
Montgomery
Montour
Northampton

Northumberland

Perry

Serving Delaware

Serving the followlng counties in

Philadelphia
Pike

Potter
Schuylkill
Snyder
Sullivan
Susquehanna,
Union

Wayne
Wyoming
Tioga

York
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Pittsburgh, Pennsylvania,

ND T05-1

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 Somerset

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, Atlanta, Georgia, having jurisdiction
over the following regional and branch offices. .

Atlanta, Georgia. 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
Calhoun Gulf Madison Taylor
Citrus Hamilton Marion Union
Clay Hernando Nassau Volusia
Columbia Hdmes Okaloosa Wakulla
Dixie Jackson Orange Walton
Duval Jefferson Putnam Washington
Escambia Lafayette Santa Rosa
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Nashville, Tennessee.

Bedford
Benton
Cannon
Carroll
Cheatham
Chester
Clay
Coffee
Crockett
Davidson
Decatur
De Kalb
Dickson
Dyer
Fayette
Franklin

Gibson
Giles
Grundy
Hamilton
Hardeman
Hardin
Haywood
Henderson
Henry
Hickman
Houston
Humphreys
Jackson
Take
Lauderdale
Lawrence

*Knoxville, Tennessee.

Anderson
Bledsoe
Blount
Bradley
Campbell
Carter
Claiborne
Cocke
Cumberland
Fentress
Grainger

Serving Tennessee counties of:

Lewis
Lincoln
McNairy
Macon
Madison
Marion
Marshall
Maury
Montgomery
Moore
Obion
Overton
Perry
Pickett
Putnam
Robertson

Serving Tennessee counties of:

Greene
Hamblen
Hancock
Hawkins
Jefferson
Johnson
Knox
Loudon
McMinn
Meigs
Monroe

SC18/ND T05-1

Rutherford
Sequatchie
Shelby
Smith
Stewart
Sumner
Tipton
Trousdale
Van Buren
Warren
Wayne
Weakley
White
Williamson
Wilson

Morgan
Polk

Rhea

Roane
Scott
Sevier
Sullivan
Unicoi
Union
Washington
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Miami, Florida.

Brevard
Broward
Charlotte
Collier
Dade

De Soto
Glades

**Tampa, Florida.

Hardee
Hendry
Highlands
Hillsborough
Indian River
Lee

Manatee

Pinellas, Polk and Pasco.

Serving Florida counties of:

Martin
Monroe
Okeechobee
Osceola
'Palm Beach
Pasco
Pinellas

SC18/ND T05-1 .

Polk

St. Lucie
Sarasota
Florida Keys

Serving Florida counties of Hillsborough,

(Circuit rider to Manatee and Hendry.)

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

Chicago, Illinois.

Boone
Bureau
Carroll
Cass
Champaign
Christian
Clark
Coles
Cook
Cumberland
De Kalb
De Witt
Douglas
Du Page
Edgar

Des Moines, Iowa.

Detroit, Michigan.

*% Denotes Post-of-Duty office - financial assistance only.

Covering Illinois counties of':

Ford
Fulton
Grundy
Hancock
Henderson
Henry
Iroquois
Jo Daviess
Kane
Kankakee
Kendall
Knox

Lake

La Salle
Lee

Serving Iowa.

Livingston
Logan
McDonough
McHenry
McLean
Macon
Marshall
Mason
Menard
Mercer
Morgan
Moultrie
Ogle
Peoria
Piatt

Putnam
Rock Island
Sangamon
Schuyler
Shelby
Stark
Stephenson
Tazewell
Vermilion
Warren
Whiteside
wWill
Winnebago
Woodford

Serving the Lower Peninsula of Michigan, except the
counties of Alpena, Antrim, Charlevoix, Cheboygan, Emmet, Montmorency,
Otsego, and Presque Isle.
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Marquette, Michigan, Serving Michigan in the Upper Peninsula

and the Northern Lower Peninsula ©punties of;

Indianapolis,

Alger
Baraga
Chippewa
Delta
Dickinson

Upper Peninsula

Gogebic
Houghton
Iron
Keweenaw
Luce

Northern Lower Peninsula

Alpena
Antrim
Charlevoix

Cheboygan
Emmet

Montmorenoy

Indiana., Serving Indiana.

ND T705-1

Mackinac
Marquette
Menominee
Ontonagon
Schoolcraft

Otsego
Presque Isle

Missouri. Serving the following counties in Missouri and Kansas!

Kansas City,

Allen
Anderson
Atchison
Bourbon
Brown
Cherokee
Coffey

Adair
Andrew
Atchison
Barry
Barton
Bates
Benton
Boone
Buchanan
Caldwell
. Camden

Carroll

Crawford
Doniphan
Douglas
Franklin
Jackson
Jeifersom
Johnson

Cass
Cedar
Chariton
Christian
Clay
Clinton
Cole
Cooper
Dade
Dallas
Daviess
De Kdlb

Kansas

Labette
Leavenworth
Linn
Marshall
Miami

Mont gomery
Nemaha

Missouri

Douglas
Gentry
Greene
Grundy
Harrison
Henry
Hickory
Holt
Howard
Howell
Jackson
Jasper

Neosho
Osage
Pottawatomie
Shawnee
Wilson
Woodson

Wyandotte

Johnson
Laclede
Lafayette
Lawrence
Linn
Livingston
Meacon
McDonald
Mercer
Miller

. Moniteau

Morgan (cont. )
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Newton
Nodaway
Ozark
Pettis
Platte
Folk

Madison, Wisconsin,

Pulaski
Putnam
Randolph
Ray

Saint Clair
Saline

Adams
Brown
Calumet
Clark
Columbia
Crawford
Dane

Dodge

Door

Fond du Lac

*Milwaukee, Wisconsin,

Grant
Green
Green Lake
Iowa
Jackson
Jefferson
Juneau
Kewaunee
La Crosse
Lafayette

Kenosha
Milwaukee
Ozaukee

Schuyler
Stone
Sullivan
Taney
Texas
Vernon

-Serving Wisconsin counties of; .

Langlade
Manitowoc
Marathon
Marinette
Marquette
Menominee
Monroe
Oconto
Outagamie
Portage

Racine
Walworth
Washington

ND 705-1

Webster
Worth

Wright

Richland
Rock

Sauk
Shawano
Sheboygan
Vernon
Waupaca
Waushara
Winnebago
Wood

Serving Wisconsin counties of:

Waukesha .

Minneapolis, Minnesota, Serving Minnesota and the following Wisconsin counties

Ashland
Barron
Bayfield
Buffalo
Burnett
Chippewa
Douglas

St. Louis, Missouri,

Dunn

Eau Claire
Florence
Forest
Iron
Lincoln
Oneida

Adams
Alexander.
. Bond
Drown
Calhoun
Clay
Clinton

Crawford
Edwards
Effingham
Fayette
Franklin
Gallatin
Greene

Pepin
Pilerce
Polk
Price
Rusk

St. Croix
Sawyer

Illinois

Hamilton
Hardin
Jackson
Jasper
Jefferson
Jersey
Johnson

Taylor
Trempealeau
Vilas
Washburn

Serving the following counties in Illinois and Missouri,

Lawrence -
Macoupin

Madison

Marion;

Massac

Monroe ]
Montgomery (cont. )
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Perry
Pike
Pope
Pulaski

Audrain
Bollinger
Butler
Callaway
Cape Girardeau
Carter
Clark
Crawford
Dent
Dunklin
Franklin

Randolph
Richland
St. Clair
Saline

Gasconade
Iron
Jefferson
Knox
Lewis
Lincoln
Madison
Maries
Marion
Miseissippi
Monroe

the following regional offices;

Albuquerque, New Mexico,

Dallas, Texas, BServing the following counties in Texas:

Anderson
Archer
Baylor
Bell
Bosque
Brown
Burnet
Callahan
Clay
Coleman
Collin
Comanche
Concho
Cooke
Coryell
Dallas

Delta
Denton
Eastland
Ellis
Erath
Falls
Fannin
Freestone
Grayson
Hamilton
Henderson
Hill

Hood

- Hopkins

Hunt
Jack

Scott

Union
Wabash
Washington

Missouri

Montgomery
New Madrid
Oregon
Osage
Pemiscot
Perry
Phelps

Pike

Ralls
Reynolds
Ripley

St. Charles

Serving New Mexico.

Johnson
Kayfman
Lamar
Lampasas
Limestone
Llano
Mason
McCulloch
McLennan
Menard
Mills
Montague
Navarro
Palo Pinto
Parker

ND TO5-1

Wayne
White
Williamson

St. Francols
Ste. Genevieve
St. Louis
Scotland
Scott
Shannon
Shelby
Stoddard
Warren
Washington
Wayne

JOUTHWESTERN AREA, Area Office, Dallas, Texas, having juriediction over

Rains
Rockwall
San Saba
Shackelford
Somervell
Stephens
Tarrant
Throckmortohn
Van Zandt
Wichita
Wilbarger
Williamson
Wise

Young
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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
Armstrong
Bailey
Borden
Brewster
Briscoe
Carson
Castro
Childress
Cochran
Coke
Collingsworth
Cottle
Crane
Crockett
Crosby
Culberson
Dallam
Dawson
Deaf Smith
Dickens
Donley

Ector

El Paso
Fisher
Floyd
Foard
Gaines
Garza
Glasscock
Gray

Hale

Hall
Hansford
Hardeman
Hartley
Haskell
Hemphill
Hockley
Howard
Hudspeth
Hutchinson
Irion

Jeff Davis

Jones
Kent
King
Knox
Lamb
Lipscomb
Loving
Lubbock
Lynn
Martin
Midland
Mitchell
Moore
Motley
Nolan
Ochiltree
Oldham
Parmer
Pecos
Potter
Presidio
Randall

Reagan
Reeves
Roberts
Runnels
Schleicher
Scurry
Sherman
Sterling
Stonewall
Sutton
Swisher
Taylor
Terrell
Terry

Tom Green

Upton
Ward
Wheeler
Winkler
Yoakum
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Marshall, Texas.

SC18/ND 705-1

Serving the following Arkansas and Texas counties and
Louisiana parishes:

Columbis Lafayette Miller

Louisiana
Bienville Caddo De Soto Webster
Bossier Claiborne Red River
Bowie Gregg Panola Shelby
Camp Harrison Red River Smith
Cass Marion Rusk Titus
Cherckee Morris Sabine Upshur
Franklin Nacogdoches San Augustine Wood

New Orleans, Louisiana.

Oklahoma City, Oklahoma. Serving Oklahoma.

San Antonio, Texas.

Serving Louisiana, except Bienville, Bossier,
Caddo, Claiborne, De Soto, Red River, and Webster parishes.

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

Dimmit Kendall Real

*Harlingen, Texas. Serving the Texas counties of Brooks, Cameron,
Hidalgo, Jim Hogg, Kenedy, Starr, Willacy, and Zapata.

ROCKY MOUNTAIN AREA. 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 Dskota.
Helena, Montana. Serving Montana.

Omaha, Nebraska. Serving Nebraska.

Salt Lake City, Utah. Serving Utah.

Sioux Falls, South Dakota. Serving South Dakota.

Serving North Dakota.

Wichita, Kansas. Serving the following counties in Kansas:

Barber Gove McPherson
Barton Graham Marion
Butler Grant Meade
Chase Gray Mitchell
Chautauqua Greeley Morris
Cheyenne Greenwood Morton
Clark Hamilton Ness
Clay Harper Norton
Cloud Harvey Osborne
Comanche Haskell Ottawa
Cowley Hodgeman Pawnee
Decatur Jewell Phillips
Dickinson Kearny Pratt
Edwards Kingman Rawlins
Elk Kiowa Reno
Ellis Lane Republic
Ellsworth Lincoln Rice
Finney Logan Riley
Ford Lyon Rooks
Geary

Area Office, San Francisco, California,

Jurisdiction over the following regional and branch offices:

Anchorage, Alaska. Serving the following election districts
Ketchikan - Prince of Wales Palmer

Wrangell - Petersburg Anchorage

Sitka Seward

Juneau Kenai

Yakutat Kodiak
Cordova~-Valdez Aleutian Islands

*Fairbanks, Alaska.
kobuk, Fairbanks-Yukon, and Yukon-Kuskokwim.

Boise, Idaho.

the Oregon counties of Baker, Grant, Harney, Malheur, Union,

Honolulu, Hawali. Serving Hawall and American Samoa.

SC18/ND 705-1

Rush
Russell
Saline
Scott
Sedgwick
Seward
Sheridan
Sherman
Smith
Stafford
Stanton
Stevens
Sumner
Thomas
Trego
Wabaunsee
Wallace
Washington
Wichita

having

of Alaska:

Bristol Bay
Bethel

Nome

Wade Hampton

Serving the Alaska Election Districts of Barrow-

Serving Idaho, except Benewah, Bonner, Boundary, Clearwater,
Idaho, Kootenai, Latah, Lewis, Nez Perce, and Shoshone counties.

Serving
and Wallowa.
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*Agana, Guam. Serving Guam.

Los Angeles, California. Serving California counties of Kern, Los Angeles,
Orange, Riverside, Santa Barbara, San Bernardino, San Luis Obispo, and Ventura.

SC18/ND T05-1

*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. Serving 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 Cclumbia 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

Seattle, Washington.

Kootenai

Serving the following Washington coutties:

Chelan Jefferson Mason Skagit
Clallam King Okanogan Snohomish
Douglas Kitsap Pacific Thurston
Grays Harbor Kittitas Plerce Whatcom
Island Lewis San Juan Yakima

** Denotes Post-of-Duty office - financial assistance only.
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Name

AMUNDSON, Robert

BABCOCK, Wallace I.

BALL, Marvin T., Jr.

BOCCHINO, Frank F.

BROWN, Nelson T.

PROCUREMEN;‘!!LEB REPRESENTATIVES ‘II'

Installation Coverage & Mailing Address Telephone Number

Mailing Address: 8-0-213-643-0620

DCASR Los Angeles
11099 South LaCienega Blvd.
Los Angeles, California 90045

Post Office Department, U.S. Coast Guard; Veterans
Administration, Commerce, Federal Aviation Administration,
Washington, D. C.

Mailing Address: 202-382-2949 (x22949)
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: 8-0-703-275-3154
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 Agriculture,
Washington, D. C.

Mailing Address: 202-6968735
Naval Air Systems Command, Munitions Building (Code 11-68735)
Room 1608

2lst and Constitution Avenue, N. W.
Washington, D. C. 20037

Naval Aviation Supply Office and Frankford Arsenal,
Philadelphia; Defense Industrial Supply Center, Philadelphisa



. October 15, 1968 ' . ' .

BROWN, Nelson T. (Cont'd) Mailing Address: 8-215-697-3817
Naval Aviation Supply Office
TO0 Robbins Avenue - Room 104T
Philadelphia, Pennsylvania 19111

CASEY, Volley San Antonio Air Materiel Area, Fort Sam Houston,
: Lackland AFB, Randolph AFB

Mailing Address: 8-0-512-925-4921
San Antonio Air Materiel Area

CMR Box 41595 - Kelly Air Force Base

San Antonio, Texas 78241

COULSON, Joseph 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: 8-817-334-2075
U.S. Court House, Room 416

10th at Lamar Street

Fort Worth, Texas 76102

DOHENY, John T. 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: 8-617-223-321T
Northeastern Area Office - Room 2103

John F. Kennedy Federal Building

Government Center

Boston, Massachusetts 02203

DORN, Walter 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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DORN, Walter (cont'd)

FOWLER, Robert

GRACIK, John

HOFFMAN, David

Mailing Address: 8-415-556-5232
Small Business Administration

Pacific Coastal Area Office

450 Golden Gate Avenue, Box 36105

San Francisco, California 94102

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. Army Engineer District,
Wilimgton; Pope Air Force Base, Fayetteville; Seymour-Johnson Air

Force Base, Goldsboro; Hgs. 18th Airborne Corps and Ft. Bragg; U.S.

Army 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. Command, 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. Army Engr. District, Federal Bldg., P.0. 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,
Dover, 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

Mailing Address: 8-215-271-3896
DCASR Philadelphia

Building 6 - 2nd Floor - P. O. Box T4T8
Philadelphia, Pennsylvania 19101




ctober 15, 1968

KAPLAN, Clint

KELLY, George C.

LEWIS, Donald R.

LOFTIS, Jack

Marine Corps Supply Agency, Philadelphia; Naval Air
Engineering Center, Philadelphia; Naval Shipyard,

Philadelphia; Aberdeen Proving Ground, Maryland; Army
Chemical Center, Maryland; Dover AFB, Maryland

Mailing Address: 8-215-597-3222
Middle Atlantic Area Office - Small Business Administration

1 Decker Square - East Lobby

Bala 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-1

2800 South 20th Street

Philadelphia, Pennsylvania 19101

Headquarters U. S. Army Weapons Command, Rock Island;
U. S. Army Amunition Procurement and Supply Agency,
Joliet, Illinois

Mailing Address: 8-0-309-794-5259
U. S. Army Weapons Command

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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LOFTIS, Jack

LUSK, Edward A.

McDERMOTT, Robert

U.S. Army Engineer District, Memphis; U.S. Army 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-L40k4-526-558T
Small Business Administration

Southeastern Area Office

1401 Peachtree Street, N. W.

Atlanta, Georgia 30309

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 A¥B, Las Vegas 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, lLos Angeles; Ft. Irwin,
Ft. Irwin, Calif.; FAA, Los Angeles; NASA, Pasadena; USAEC,
Ios Vegas, Nevada; NASA, Edwards, Calif.; U.S. Army
Electronic Command, Ft. Huachuca, Arizona; William AFB,
William, Arizona; Luke AFB, Phoneix, Arizona; Davis-Monthan
AFB, Tuchon, Arizona

Mailing Address: 8-213-688-2900
Space & Missiles Systems Organization

Regional Office

Los Angeles, California 90045

Air Force Electronics System Division, Bedford; USA Natick
Iaboratories; Fort Devens; Electronics Research Center,
Cambridge
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McDERMOTT, Robert (cont'd)

NIEMAN, Lauren F.

OAKS, Roy D. Jr.

PETTKER, 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 Forece Base

Oklahoms City, Oklahoma T315k

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, ILake City

Mailing Address:

1730 Wyandotte Terrace
Indian Hill Estates
Casselbery, Florida 32707

U.S. Army Mobility Equipment Command, Aviation Materiel
Command, USAF, Aerospace Chart & Information Center,

St. Louis; Military Airlift Command, Belleville, Illinois

Mailing Address:

U.S. Army Mobility Equipment Command
Smgll Business Office - Building 107
1300 Goodfellow Boulevard

3t. Iouis, 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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RIZZOIO, 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

Meiling Address:

U.S. Army Electronics Command
Coles Area - Building S-5

Fort Monmouth, New Jersey OT7703

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. Army 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, Dayton; U.S. Army 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
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(cont'd)
VASSALLO, ILawrence J.

VERFURTH, Patrick

WANKEL, William B.

WANTOLA, Stanley

WARNER, Thomas

Mailing Address: 8-0-513-255-3333
SBA Representative (SBA)

Area B - Building 11 - Room 116

Wright - Patterson Air Force Base

Dayton, Ohio 45433

Hill Air Force Base; Dugway Proving Ground; Tooele
Army Depot

Mailing Address: 8-0-801-7T7T7-6720
Directorate of Procurement

Ogden Air Materiel Area

Hill Air Force Base

Ogden, Utah 84401

Naval Ship Systems Command & Naval Electronics
Systems Command, Washington, D. C., Navy Purchasing
Office

Mailing Address: 202-696-3695
Room 1-N-29 (Code OOE-2)

Main Navy Building

18th & Constitution Avenue, N. W.

Washington, D. C. 20360

GSA, NPO, DSSC, Maritime Commission, AEC, FAA - New York

Mailing Address: 8-212-264-148)

Small Business Administration
New York Area Office

26 Federal Plaza

New York, New York 10007

Sacramento Air Materiel Area; Beale Air Force Base;
Mather Air Force Base; Corps of Engineers, Sacramento



-
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WARNER, Thomas (cont'd) Mailing Address: 8-0-916-643-6000
SAMA (DMPE) or 4131
McClellan Air Force Base
California 95652

WEBSTER, Add White Sands Missile Range; Cannon Air Force; 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, Albuguerque

Mailing Address: 8-505-247-2866
Small Business Administration

Regional Office

500 Gold Avenue, S. W.

Albuguerque, New Mexico 87101

WOLF, Elden L. Defense Subsistence Supply Center, Kansas City; McConnell
AF¥B; Fort Leavenworth; Richards Gebaur AFB, Forbes AFB;
Fort Ieonard 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 OF MONDAY
Oeleppee 2 1948

RECAZITULATION OF 8(o) CONIRACTS

Agency Number Dollars =
Army 7 $ 1,755,583
Air Force 7 ¥ 2,861,673 _
Navy 2 102,465
DSA 5 7,826 ', 344
Totals 21 $ 12,546,065

Report Prepared by TACS/Zimacki
Ext. 3368 or 4950



WEEKLY SUMMARY OF SECTION 8(a) SUBCONTRACTS AS OF ‘HONDAY
Octorer 21 1948
SUBCONTRACTOR VALUE EMFL. QTU + ITEM PROCURING AGENT| PRIME CONTRACT NO, | SUBCONTRACT NO. STATUS
1. Elegant Garments, Inc. 137,500 * 46 | 2,500,000 Housing AP+SA, DSA DAAA-09-68-C-0280 | SBA-0001-8(a) Term. 8/7/68
Chicago, Ill.
2, Fairmicco, Inc. 2544 290 * 200 50,000 Pallet, DGSC, DSA - DSA400-68-C-4171 SBA-0002-8(a) Lhead of
Washington, D. C. Material Handling Schedule
3. Martin Bakery, Inc. 942,840 50 | Bakery Products Lockland AFB F41615-68~-C-0301 | SBA-0003-8(a) On
San Antonio, Texas USAF Schedule
4, East Side Bakery 104,588 * 10 | Bakery Products Lockland AFB F41615-68-C-0301 | SBA-0004-8(a) Not in
San Antonio, Texas USAF Operation
5. Fairmicco, Inc. 73,165 200 18,247 Cable Assem=- AECOM, U, S. DAABO5-68-C-2349 | SBA-0005-8(a) On
Washington, D. C. blies Army 2 Schedule
6. Watts Mfg. Co. 1,849,088 ** 30 2,000 Tent General DPSC, DSA DSA100-68-F-V-193 | SBA-0006-8(a) Ahead of
Compton, Calif. Purpose, Large Schedule
7. State Industries 2,430,868 %% 82 | 5,500 Tent General DPSC, DSA DSA100-68-F-V-193 | SBA-0007-8(a) On
Huntington Park, Calif. Purpose, Medium Schedule
8. Ellsworth Mfg. Co., Inc. 2,430,868 %% 82 | 5,500 Tent General DPSC, DSA DSA100-68~F-V-193 | SBA-0008-8(a) Ahead of
Norfolk, Va. Purpose, Medium = Schedule
9. Aladdin Heating Corp. 1,309,281 * 75 16,650 Containers, Hill AFB, F42600-68-D-3437 | SBA-0009-8(a) Behind
San Leandro, Calif. Repair + Modification | USAF Schedule
10. Fairmicco, Inc. 209,000 * 200 | 47,500 Box, wood APSA, Joliet DAAAO9-68-C-0500 | SBA-0010-8(a) Behind
Washington, D. C. Ammunition Schedule
11. Aerospace Services, Inc. 150,000 50 | Repair of Generator McClellan AFB FO4606-68-D-0673 | SBA-0011-8(a) On
Oakland, Calif. Sets (qty est unknown) Schedule
12, Aerospace Services, Inc. 327,756 50 | Modification of 24 McClellan AFB FO4606-69-Cc~-0002 | SBA-0012-8(a) Ahead of
Oakland, Calif. Type T-33 Aircraft Schedule
13. Sonicraft, Inc. 76,095 5 | Electronic and Elec- ESO, Great NO0126-69-D-0024 | SBA-0013-8(a) No report
Chicago, Ill. trical Equipment Lakes, Ill. Submitted
14. Electro-Cords Company 824,000 135 Boosters with Deton- APSA DAAA09-69-C-d015 SBA-0016-8(a) On Schedule

Los Angeles, Calif.

ators




WEEKLY SUMMARY OF SECTION 8(a) SUBCONTRACTS

AS OF MONDAY

CeT 21 198
SUBCONTRACTOR VALUE EMPL. QTU + ITEM PROCURING AGENT | PRIME CONTRACT NO. | SUBCONTRACT NO. STATUS
15. American Tent & Canvas Co. 871,230 % 200 | Tents DPSC/DSA DSA100-69-F-U230 SBA-0018-8(a) On
LaFollette, Tenn, Schedule
16. D&H Industries, Inc. 23,490 6 | 1305 Link for J85 Tinker AFB F34601-69-C-0224 SBA-0019-8(a) On
Los Angeles, Calif. Engine Schedule
17. Johnston Eng. & Mfg. Co. 3,718 8 | Retainer, AC Elec-| Tinker AFB F34601-69-C-0224 SBA-0020-8(a) On
Venice, Calif. tronics - Schedule
18. Albina Corp. 26,370 12 | 14' Punt Boats Naval Ship Systems|N00024-69-C-0222 | SBA-0021-8(a) No Report
Portland, Ore. Cmd., Wash., D.C. Submitted
19. Elegant Garment Industries 201,500 46 | Bandoleers APSA, Joliet DAAAO9-69-F-0046 SBA-0022-8(a) On
Chicago, Ill. Schedule -
20. Baltimore Electronic Assoc., 155,209 38 | Antenna Equipment Army Electronics |DAABO5-69-C-1303 SBA-0023-8(a) On
Inc., Baltimore, Md. Command Schedule
21. Fairmicco, Inc. 155,209 200 | Antenna Equipment Army Electronics |DAAB05-69-C-1303 SBA-0024-8(a) On
Washington, D. C. Command Schedule
_f'
Total 12,546,065

* Projected Increase
** Retain without RIF
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8(a) PROSPECTIVE SUBCONTRACTOR DATA




Section 8(2) Prospec

5

ive Subecontractor Data

(The subwission of this data is the responsibility of the SBA office initiating

the request for 8(a) subcontract assistance,
prospective subcontractor be led to believe that supplying any of this data
makes him eligible to receive a subcontract.)

1.

3.

-

Name of Firm Individually owmed
Address ] Partnership
Corporation

Ownership and Management

a. Owner(s) (if individuelly owned or partnership)

b. Principal Stockholders (if corporation)

Check One

%

c. Principal Operating Officers

(Name) (Title)

Number of Employees (Average for past year)

e ————

If new firm outline employment plans

)

Principal Business (describe briefly)

(a) BSales Past Year $

(b) Profit or Loss, Past Year $

(Attach copy of balance sheat)

(c) MNet Vorth. : $

Under no circumstances should the

=



5. Location of Manufacturing Iacilitics (if other than address given in 1):

Labor Area Classification (Check cne) -
A, U Concentrated unemployment or underemployment

U. 8. Dept. of Lebor Certifying Firm

By D Substantial Unemployment
C. D Persistent Unemployment

D. [] Other (describe)

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)
1




B. Totel Quantity 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): .
ITEM VALUE ’ 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 with the
Federal Government either as Prime Contractor or as substantial Subcontractor
(Explain briefly): :




12. Disadvantaged, unemployed or underemployecd persons to be hired if sub-
contract can be provided: '

A. Total Number
(1) Male
(2) Female

B. Period 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 increase 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. Nawe, address and phone number of person from whom this information was

obtained:

[
Phone:




DOCUMERT 12

"6x6" LOAN AND MANAGEMENT PROGRAM




June 23, 1965

"6X6" LOAN AND MANAGEMENT PROGRAM

City Total No. Total Amt. Minority No. Minority Amt.
Philadelphia, Pa. 254 $1,071,422 113 $4l3,807

(Cumulative from January 28, 1964 to April 23, 1965 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 $8L46,500
(Cumulative from April 6, 1964 (Harlem) and August 10, 1964 (Brooklyn) to May 31,

Washington, D. C. 142 $ 688,350 61 $285, 400
(Cumulative from July 8, 1964 to May 11, 1965 when phased into EOL Program)

Houston, Texas 15 $ 69,500 L $ 17,100
(Cumulative from January 13, 1965 to June 23, 1965)

San Francisco, Calif. T17 $ 12,750 13 $ 60,000
(Cumulative from February 19, 1965 to June 23, 1965)

GRAND TOTAL T $3,577,222 393 $1,66k4,807

MINORITY - 49.5% of total number

46.5% of total amount



DOCUMENT 13

ADMINISTRATOR'S JULY 13, 1967 MEMORANDUM

RE CAMPAIGN TO EQUALIZE OPPORTUNITY FOR WOMEN




OFTICNAL FORM MO, 12
MAY 1582 KDITICH
e rrda (0 crm) i

UNITED STATES GOVFRNME\TT

Memorandum
. : Desk to Desk Distribution ‘pate: JUL 131967

(Washington and Field Offices)

FROM : The Administrator

5 " SUBJECT: SBA Cznpaign to Equalize Oppo.rtunity for Women:
President Johnson recently said---
"The underutilization of American women continues to be
the most tragic and the most senseless waste of this century. It
is a wasle 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 fevorable climate has been created for employing women
. in professional, administrative and technical positions. Despite
this support, women still hold only a small fraction of these upper
level jobs in government. In the SBA they hold only 3.3.‘}5 of the
positi;ns GS-12 and above. ’I’n‘is hardly seems to be a fair share.
Today, gloré then 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 humor in the area of sex discrimina-
tioﬁ is past. The public must be mede to understand that to deny a
_ ‘qualif‘ied womaﬁ a2 job simply because she is & women is wrong. Yet

women have been and continue to be denied equal employment opportunity

throughout the U. S.

Bzy U.S. .Ys.r:rg.r Bonds Regulzrly o the Payroll Savings Plan



. : Great care must be taken to avoid eny employment practice

vhich might segregate or classify employees in any way which deprives
-

an individual of employment opportunities or edversely affects his
status because of the individuel's sex. The experience of the Federal

Government has demonstrated that there are very few jobs which cannot

be effectively performed by qualified psrsons of either sex. Employers
e must guard against preconceived notions that a job must be performed
N
by a man or woman.
~

~

In keeping with the wishes of President Lyndon Johnson,

SBA has underteken a concerted effort to employ more women in the

middle and upper grade categories. In May 1967 I assigned this special
program for upgrading women to the Office of Equal Employment Opportunity

\
b

under the direction of Special Assistant Randall L. Tyus. His office

. address and phone number are -
Room 1036
1441 I Street, N. W.
Washington, D. C. 20416
Telephone - 382-8863
I intend to give my full support to this important ectivity and I

earnestly re@uest that 211 of you do likewise.

& -
Bernard L. Boutin
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MINORITY EMPLOYMENT FIGURES




'\
DIVISION
ADMINISTRATOR OFT.
AAJA
Aud & Inv.

Org. & Mat.

PER

Adm. Serv.

PMA

c/rA

CERTRAL o™
WASHITOTO Ce

MINORITY IFIGURES - EMPLOVMITNT

R 2 e L ; 158, 1967

TOTAL IXLORIRY TOTAL ML ORLTL

BPLOVMENT EMPLOYMENT ENPLOYENT EPLOVETNT
_ (3) 5-8 . (2) 5-8

32 7T @) 9w 19 39w
{2} 5«8

8 0 10 3(1) 9 up
- (h; 5.8

29 5 (2) 548 103 8 (3) 9w
5 : 1 (1) 5-8 28 2 (1) 5-8
31 1 37 L (3) 5-8

(7; 5-8 _ 53 5-8

&5 45 Ee 9 up ™ %8 (3) 9 w

15 wB) 17 WB)

(6) 5-8 6) 5-8

87 7 89 8 513 9 up

2 2.) 50 IR §

8, 1968
TOTAL ViLIORLLY
EMPLOVEND EPLOVMENT
(2) 5-8
29 3 (1) 9w
(5) 5-8
16 . 7(2) 9 up
25) 5-8
113 12 (2) ¢ up
17 L (2) 5-8 o
L4 5 Elg 5w
& 2) 9 up
7) 5-8
79 32 (2) 9 wp
10 13)
8 wp)
0 3
99 1 (1) 9w
39 10 (4) 9 up



page 2

TEB 1966

0ff. Reports

Anal. Serv.

i - TOLRL DERORITY -
DIVISION EVPLOVMERT ERMPLOYFIT
P/RA , , - L (3) 5-8 -

: 26) 5-8
0ce 7 2) 9up
£5) 5-8
FA a7 3 (5) 9 up
— 26) 5:8
D 9 21 (3) 9 wp
Pud. 67 0 s
. BUD & TFIN. Fin. Op. 161 3 (1 5"
165 23) 9 up

Prog. Plenning

Data sew. . x | _ 28

10 (2) 9 up

FEB. 1957 FrB. 1968

AL YanORILY | TORAL SO
EMPLORERT MPIONTNT  RPIONIENT EMELON T

(%) 5-8 (1) 5-8
30 6 (1) 9 ur 25 2 (1) 9 up
(11) 5-8 g:.:z) 5.8
8o 15 {3) 9 uwp 78 18 (2) 9 up
(8) 5-8 Elo) 5-8
86 (2 dup 95 1)°9 up
9} 5-8 ' 11) 5-8
66 17 553 9 up &6’ X Eh) 9 up
518) 5.8 g ; 5-8
159 6) 9 wp 154 - 58.(2C) 9 up
L 1 (1) 5-8 5 1 (1) 5-8
- El; 5-8 E ) 5-8
32 213 (1) 9up Lt L) 9 wp
(L) 5-8
2 5 (1) 9 uwp

9 5 (&) 5-8


https://l\�ri:nOIU.TY

“AREA

HOR‘I‘HEASTERN AREA

NEW YORK AREA

MINORITY FIGURES

207

25 (5 = 9's +)

FEB. 19566 :
| TOTAL MINORITY
| EMPLOYMENT - EMPLOYED
; 2
§ o (k. - 5's up)
f 218 . 5 (2 - 9's up)
el
: Betie s
;

~(does not include Plerto Rico)

MTIDDLE ATLANTIC AREA

Southeastern AREA -

MIDWESTERN AREA

SOUTHWESTERN

ROCKY MOURTAIN AREA

 PAGTFIC COASTAL AREA

352

426

it 521
(includes DI.M'a)

330

'h69

CTRAPTAIN

26 (5 = 9's +) i

58 - 5'5 +) &
6~ 9's +) &

(7 - 5'3 +) i

15 (% - 9's +)

- '212-’;3 +)

T=9's+)}

l

E

I

l

S

—

G'II',uiawr

-~ FIB, 1967

TOTAL
EMPLOYMENT

253

249 -

6L
489

203

38

i
it

453

45 (23 - 9re 4

. FEB. 1968
MINORITY TOTAL MINORITY
(6 = 5's +)y (7 - 5's +)
1 (3 - 9's +) {253 20 (3 - 9's +)
i o
(22 - 5's +) (36 - 5's +)
b2 (9 - 9's +) || 278 . 49 (19 - 9's +)

(%-5w+n
Ii

L1
i

Elll- - 5'g +)t
37:(5 = 9's +) &

; 46 (15 -~ 9's +)

(20 = 5's +)

(22 - 5's_+)
3 (6 - 9's 7)

»r(*ncludeé 20 POD's & 6 DIM's)

518 - 5's +)*
34 (8 = 9's +) 1&31

1

(8 = 5's +)

M (6 - 9's +) 1553

10 = 5's +),

19 55 -9'n +) | 355

(16 - 5'g +) iy
36 (8 ~ 9's +) .h65

Ezs -~ 5's +)
49 (13 =:19's +)_

(13 - 5's +)

69 (T - 9% +)

Elh- - S's +)
9 - 9's +)

geo = 5's +),
52 (9 = 9's +) tiedy



’ ] ' SBA EJPIDYME‘T’. |

Figures As Of May 31, 1968

TOTAL EMPLOYMENT ' MINORITY EMPLOYMENT

NUMBER %
washington, D.C. i 967 236 24.0%
SBA Field Offices | . 3322 399 12.0%

Field Arcas

Northeastern Area 267 N 4.9
‘New York Area 279 ; | 50 17-9%
{iddle Atlantic Area L5 L7 10.0%
Southeastern Area 395 - 39 8.9%
~ Midwestern Area L23 50 11.89%
Southwestern Area - 619 ' 98 © 15.8%
Rocky Mountain Area ) 3TL ‘ 35 _ 9.0%
Pacific Coastal Area _ 54T ' T1 13.7%

. ¥Not Céunting P\ier‘bo Rico and Hawaii.



S . : MINORITIES & WOMEN HOiDING “"TPERVISORY POSITIONS

1THORITIES

Equal Opportunity Coordinator, GS-13

TOTAL = 1
(3

Equal Opportunity Coordinator, GS=-13
‘Sma2ll Business Dev. Counselor, GS-12
Administrative Officer, GS~12
Supervisory Loan Specialist, GS-12

TOTAL = 4

NORTHEASTERN AREA

NEW YORK AREA

i

WOMEN

Accounting Assistant, GS-T
Supervisory Cash Clerk, GS=5
Adninistrative Officer, ACT Division, GS-9

AS OF MAY 31, 1968, SBA .~

Docurents Examiner, GS-5 (This position was

formerly filled at GS-6 level and will be
upgraded again).

Chief, ACT Division, GS=T
Supervisory Clerk (Steno), GS-5

TOTAL = 6

Personnel Manapgemcnt Specialist, GS=12

. Personnel Stafling & Employee

Relations Specialist, GS-12
Personnel Assistant, GS=T

‘Supervisory Loan Collections Clerk, GS-T

Supervisory Loan Collections Clerk, GS-5
Ceneral Supply Clerk, GS-5

Administrative Officer, GS-9

Supervisory Misc. Documents Examiner, GS-T
Administrative Services Clerk, GS-6
Administrative Officer, GS-9

TOTAL = 10



2 . /
. MINORITIES & WOMEN FOLDING SUPERVISORY P‘"S Con'td.

-‘._.-Ot".-.; IFS

" Teem Ieader CED, GS-13
© Administrative Officer, GS-1l

Administrative Assistant, GS=-9

.Program.Supnort Officer, GS-9

Apprasier, GS~-12

. Attorney-Advisor, GS-12

F

N
Pt

!

WOMEN

. MIDDLE ATLANTIC AREA

I
"

Supervisory Pers. Mgmt. Specilalist, GS-12
Office Service Manager, GS-11

Supervisory Cash Clerk,GS-6

Administrative Clerk, GS-6

Administrative Assistant, GS-5

(Acting)
Administrative Assistant,
1 L1

LU "

" tn

n

"

GS=-T

Administrative Officer, GS~-11

TOTAL = 10

. SOUTHEASTERN AREA

Supervisory Cash Clerk, GS=T
* Personnel Officer, GS-12

Assistant ACT Chief, GS-T
Regional Counsel, GS=-12

" Assistent ACT Chief, GS-T

Attorney-Advisor, GS=-12
Assistant ACT Chief, GS=T
Assistant ACT Chief, GS-6
Assistant ACT Chief, GS-T
Assistant ACT Chief, GS-6
ACT Chief, GS=-9
Assistant ACT Chlef, GS-T
Assistant ACT Chief, GS=-T

| - TOTAL = 13


https://Azsisto.nt
https://I.ead.er

. MINORTTTES & WOMEN HOLDING smnvzs"os:moms Con'+d. .

L. fORTTTES _ | WOMEN

SOUTHWESTERN AREA

Equal Opuortunity Coordinator, GS-13 < 2 * Personnel Staffing & Employee Relations

.. Regional Director, GS-1k ; Specialist, GS-11
Loan Specialist (Team Leader), GS-11 Fiscal Accounting Officer, GS-T

Supervising Cash Clerk, GS-5
Supervising Cash Clerk, GS-5
Supervising Cash Clerk, GS-5
Supervisory Clerk, GS-5
Supervisory Clerk, GS-5
Clerical Assistant (Steno), GS=5
: Supervisory Clerk-Typist, GS-k
. : : . Administrative Assistant, GS-T

TOTAL = 3 : _ R TOTAL = 10

. MIDWESTERN AREA

" AdminiStrative Officer, GS-9 . Acting Chief, GS-T
_ _ ; : Administrative Assistant, GS-T
Supervisory Clerk General, GS-5
Misc. Doc. Examiner, GS-6
Clerk Steno Unit Supervisor, GS-5
S ' Supervisory Misc. Documents Examiner, GS=T
TOTAL = 1’ . e Senior Lognsgervicing Assistant, GS~-6
' O Senior Mail and File Clerk, GS-5

- Cm " . | | . TOTAL = 8



\

MINORITIES

Area EO Coordinator, GS-13 .

 Budget Officer, GS-11
. Loan Officer, GS=-T

Loan Officer Trainee, GS=-5

en Specialist, GS-T

Supervisory Loan Officer, GS-14
Industrial Spe01allst, GS-11

Loan Officer, GS-9
Regional Director,
Appraiser, GS-1l

MINORITIES & WOMEN HOLDING ‘ﬁB\ITSOR‘.{ POSITIONS Cont'd

-;h

TOTAL = 10,

ROCKY MOUNTAIN AREA

WOMEN

- Supervisory Clerk, GS-T

Supervisor, Fiscal, GS5-T
Supervisory Clerk, GS-8
Administrative Assistant, GS-8
Supervisory Cashier, GS-9
Attorney-Adviser, G5-13

.Supervisory Attorney-Adviser, GS-1k

File Supervisor, GS-4

Loan Specialist, GS-9

Loan Specialist, GS-11
Appraiser, GS-11
Administrative Officer, GS-11
Acdministrative Assistant, GS-T
Administrative Assistant, GS-T
Administrative Assistant, GS-T
Administrative Assistant, GS-3
Loan Assistant, GS-T

TOTAL = 1T



MINORITIES & WOMEN HOLDING SUPERVISORY POSITIONS

MINORITIES WOMEN

PACIFIC COASTAL AREA

. Budget Analyst, GS-12 ' Adninistrative Officer, GS-12
_ Attorney-Adviser (General), GS-12 Attorney-Adviser (General), GS-12
£ Appraiser, GS-12 Adninistrative Assistant, GS-T
" n n .

Supervisory Loan Specialist (Commercial), GS-13
Regional Director, GS-14 _ " " o
Administrative Officer, GS-1l , ‘ 1 " "

" " L1

LU n "

Administrative Assistant, GS=-11
Adninistrative Assistant, GS-9
Administrative Assistant, GS-_T

L

TOTAL = 6 : TOTAL = 11

o

TOTAL MINORITIES IN THE FIELD ) TOTAL WOMEN IN THE FIELD

. 31 . 85



. MINORITIES & WOMEN HOLDING S'JP..ORY POSITIONS - .

ITHORITIES ; ' WOMEN

1

ol

}

bt

DISTRICT OF COILUMBIA

Special Aséistant for EEO, GS-15 - Special Assistant, GS-15

Tcual Opportunity Specialist, GS-14% - S Staff Assistant (Minority Groups), GS- 13
Computer Assistant Analyst, GS-13 Adninistrative Officer, GS-13
: Office Services Assistant, GS- 9 Administrative Officer, GS~11

Supervi ory Clerk, GS=-T7 . : Supervisory Personnel Mgnt. Specialist, GS-13
, 1 Supervisory Personnel Mgmt. Specialist, GS 14
Administrative Librarian, GS-1l
Supervisory Tile Clerl:, G5-5
Supervisory Accounting Assistant, GS-11
Time, Leave & Payroll Supervisor, GS-9
Accounting Assistant, GS-9
s . Assistant Head Employee Accounts Branch, GS=6
. - . . ' Asst. Scheduling & Records Supervisor, GS-5
’ Supervisory Scheduling & Records Unit, GS-T
Supervisory Operating Accountant, GS-12
Supervisory Operating Accountant, G5-12
. Administrative Accounts Officer, GS~1l
. _ : . Administrative Accounting Assistant, GS=9
2 Supervisory Accounting Technician, GS=T
Supervisory Computer Systems Analyst, GS=1k
Supervisory Reports Assistant, GS-11
Supervisory Card Punch Operator, GS=-T
: . ‘ . Administrative Officer, GS-1k
e : Assistant General Counsel, GS-lS
: ' Econcmlst CcS-1k
Economist, GS~11 .
Planning Research Assistant, GS-9

TOTAL = 5 ' ' : ' TOTAL = 27

. e My



DOCUMENT 15

ADMINISTRATORS' APPRAISALS OF THE DECISION-MAKING

PROCESS AS PRACTICED UNDER THEIR LEADERSHIP




THE ASSISTANT SECRETARY OF COMMERCE
WASHINGTON, D.C. 20230

October 8, 1968

Honorable Howard J. Samuels
Administrator

Small Business Administration
Washington, D. 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. T, 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
efforts 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 agency problems and was directly relatable
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.



I also became concerned about the information 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. Possibilities 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.

Sincergly yours,

Ross 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 Federal 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

.mppened to be in ‘during either the Kennedy or the Johnson Administrations,
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 théir 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 I.. Boutin

@



ASSISTANT SECRETARY OF DEFENSE
WASHINGTON, D.C. 20301

COMPTROLLER

September 12, 1968

Mr. Howard Greenberg

Deputy Administrator - —
Small Business Administfatjon
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 suggestionm,
Howard, that you use the SBA Planning, Program and Budgeting System
directives as a basis for describing the procedure and practice for

. decision making during this period. As you know, the process is
well documented in this series of directives and the progress 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 organized and systematic approach included
in the directives system. However, if you consider that any particu-
lar aspect of the system requires amplication, do not hesitate to
call upon me.

Sincerely,

T o

R. C. Moot



U.S. GOVERNMENT
SMALL BUSINESS ADMINISTRATION
WasHIiNGTON, D.C. 20416

OFFICE OF THE ADMINISTRATOR

November 1, 1968

DEPARTMENTAL HISTORIES PROJECT

When 1 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 decisidns can be made in the field, the
less red tape there will be. The old criticisms of
SBA -- that too much paperwork 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 dfive to get more banks signed up must be pressed.
Loans are now being approved in less than 10 days and
thére is no reason why this cannot be reduced to four
days in the near future.
The move which began under previous administrators,
. to make. fewer direct lc;an.s and more bank participation

F
loans, is essential and this trend is being accelerated.



s

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 minorities become
established in smail businesses. The SBA has an obliga-
tion to contihue 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
SBﬁ}s program on a fulltime basis. For one thing, it is
a whole new thrust to the agency and demands fulltime
participation of those ;nvolved. For another reason,

effective operation of Project OWN requires that the SBA



=9

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 Managemeﬁ%_ﬁééistance

man. And wherever possible we are establishing offices

in the inner city itself, manned by Project OWN teams.
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 are designed to help bring it about.

wond) q

Howard J. Samuels
Administrator
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