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) This ‘Folder’ contains a “Draft”

l correspondence Handbook. Many pages

were inserted out of sequence by the

} originator during the construction and
coordination process. All pages were
“scanned” as filed in the original

document.
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CORRESPONDENCE HANDBOOK

PART I
PREPARATION

oF
MEMORANDUMS
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A,

B,

INTRODUCTION

PURPOSE

Uniformity is essentlal to effective records
management practices and is basic to efficient
correspondende administration. Uniformity pre-
vents confusion and misunderstanding in the actual
implementation of procedures and thus speeds pro-
duction, Uniformity means easier and faster recall.
It increases benefits through more effective person-
nel utilization. The purpose of this Handbook is
to provide such miformity in the preparation and
handling of Agency memorandums and letters.

.SCOPE,

The Handbook covers only memorandums and letters
of a common aoncern to all Agency components. Any
special correppondence requirements are provided in
various supplements. Regulations for these spmcial
types of correspondence are issued by the Agency
component inwplved., Each Agency component is to
establigh intra-office procedures and correspondence
control systems. Such a program is under the direc-
tion of the cpmpbnent Records Management Officer.
A1l suggested changes and revisions to th¢s Handbook
should be referred for review and analysis to the
Record Management Officer in the component and then
to the CIA Repords Administration Officer.

FORMAT

The material in this Handbook has been arranged
in the order which it would be considered by the
writer or typlst. Each "Part" is followed by illus-
trations of the forms and formats described in the
text, The Hapdbook is in loose leaf form to allow
insertion of changes.
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PREPARATION OF MEMORANDUMS PART I

A, General

Memorandums are used for correspondence within
agencies. memorandum format may be used for
correspondi:!g with:

Agency fcomponents
Other ?overnment agencies (if informality is
appropriate)

B, Stationery

1. Use CIA LETTERHEAD (or CIA Letterhead-—-Office
of the Direator or Deputy Director) stationery when
addressing government agencies if correspondence is
to be in memorandum form.

2, TUse PLAIN BOND when addressing the Director,
Deputy Diregtor of Cebtral Intelligence, Executive
the Deputy Directors of each component, and

§ in most Agensy memorandums.

3. Use fm 1132, MEMORANDUM OF CONVERSATION, €6
record conversations with officials outside the
Agency vhenever the Director ;or a Deputy Director
is a participant or the conversation is of sufficient
importance to be brought to their attention.

4. Use Fhem 1954 for MEMORANDUM FOR THE RECORD,

to record important conversations, data, or events
when the use of Form 1132 or other form of record
is not apprepriate.

5. Use Ferm 1831, SPEED LETTER, a three-part form,
no carbon required paper for simplified informal com-
manications within the Agency.
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PREPARATION OF MEMORANDUMS

C. Copies Required

ls Copies should be kept to a miniaum. The official record copy
should be prepared on yeglou tissues Generally, prpparation will bet

Original =-gddresses
Tissue ~-gourtesy copies (as necessary)
Yeliow Tissue ~~yellow or official record copy

»

White Tissues for --pach information addresses,
oordinating officer(s
~=~{two if signer is OCI, DDCI, or DDS)
--any addjfienal copies as necessary for internal
distribution IR -

Blue or green tlum,‘throuologlcal copy for originator

2. Copies that afe:
fast copy machine proc
particular office must
reproduction master,

Ds Wargins

When using plain bond or Agency letterhead, set the left margin of the
text flush with the word WSUBJECT®, Allow at least one inch for the
margin at the right side and at the bottom of the pages Margins on suc-
ceeding pages will correppond with those of the first page. Typing will
begin ten or twelve lines froa the top of the page. '

F

or i{ntra-effice use may be reporduced by
¥, but memorandums for forwarding outside the
prepared by typewriter, or on a "multjlth?

andua reference may be reproduced or typed.

E. Date
The date will be left blank when the memorandum is to be signed in
_another office, or when [t is not to be signed the day it is typed.
1f the date is included, type it flush with the right margin about
nine lines from the top @f the page. The date may be elther typed or
stampeds 1t I3 expressedl in the following sequences day, month, and
year=~gs 30 November 196§, ‘

Fe Preparstion

- le When ueing letterhpad or plain bond, the date is placed accord-

ing to the length of the memorandum flush with the right mergin, if

1t is to be entered. Fiye {imew, below the date line the headings
MEMORANDUM FOR, THROUGH {as appropriate), ATTENTION (as appropriate),
SUBJECT, and REFERENCE(s) are typed In caps, flush with the left mar-

gine ~The addressee, the'subject and the reference lines are typed In lower

case with initial caps two lines apart. An example follows,’ ﬁ{k 7

Approved Fol Release 5007702716 - CIA-RDP74-00005R000200150004-3
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Preparation of Memorandums Part T

Example:

MEMORANDUM FOR: Deputy Director for Support

THROUGH : Director of Logistics
23 b -
~%w SUBJECT : Request$ for Additional Spacexﬁeadquarters
’(j/f REFFRENCES : (a) HR L5-2g dtd 1 Apr#y 62

(b) HR 45-6, dtd 9 May 62

W
W”pL 2. A memorandum may be prepared for multiple addressees. The use
f‘3 of multiple addressee memorandums is encouraged to minimize preparation

)« T of individual correspondence. The—aééfessees_aye—&ts%eé~£e&}ew&ng
~ &

(,4-"’/‘ .
] s MEMORANDUM FOR: Director of Finance
A
Director of Personnel
Director of Logistics

_r I | '
SUBJECT : Space Allocation for the Office of ecmmunieZticns ,,/
Lued €0
3. If there is not enough space for the names of the addresseesﬂx_ﬂu,ﬁiw« w,
Ther type "see 1list below:"and list the addeesssees flush with left margin
two spaces below the tille of the signing official or the attachments.

Example:
Official's Name
Director of -Cemmunicatlons
7 AdLnaines
Addressees:

A A
Director of §;eu=$&r

Director of Personnel
Director of Logistics .

4, If the list of multiple addressees is extensive and space at the
end of the correspondence is limited, the listing may be made on a sep-
arate page properly identified.

5. The format for a speed letter is preprinted. The contents of
this form may be typed or handwritten. It is used for informal, internal
correspondence,

G. Body of Memorandum

1. Begin the body of a memorandum four lines below the subject line
or reference line. Paragraphs are numbered and single spaced unless there
is only one paragraph which is eight lines or less. If the memorandum is
two or more paragraphs in length, primary paragraphs are numbered
consecutively, with the Arabic numeralsy & aphs are identifieé

3
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Part T Preparation of Memorandums
alphabetically and numerically. The patbern for paragraph%ggwis‘gs'leu43ﬂ¢2§#f

£ollows; .

1o ey
é:. ,,/’ tv;{ 3 )
‘ T &
C(l)—‘““““"'\ ,ﬂg,{_ﬂ&" add Ex
(a) o
ey
(2.
2. On a memorandum addressed to the Directgr | or the Deputy Directorz

of of the Agency components, the opening paragraph shall be worded
clearly to indicate whether the memorandum is forianformation only,
suggests action on the part of the addressee, or contains a rec-
ommendation for approval. The suggested action or recommendation
may be included either in the opening paragraph or in subsequent
paragraphs which must be specified.

3. When the memorandum contains a recommendation for approval, which
requires action by an offical other than the addressee, these words
will be typed on the original and all copies below the signature:

The recommendation contained in paragraph __ is approved.
( Alline for the addressee's signature and a date line will
be provided.)

4, Short quotations of less than two lines are run into the text, en-
closed with quotation marks. Longer quotations are indented five ¢
spaces from the left and right margins; quotation marks are used, v
[N s ap ¥ (€ gas
& [
H. Succeeding Pages fwhawﬁa-agd?w##famﬁv

1. Plain stationery is always used. Succeeding pages are numbered with
Arabic numerals, centered three-fourths inch from the bottom of the

page.

2. Begin the body of the memorandum ten or twelve lines from the top
of the page.

3. If the body of the memorandum is completed so near the bottom of the
page that there is no room for the signature, at least two lines of
the last paragraph are carrked over to the last page with the
signature.

I. The €ommand (§t~Authority Line
—_

The command lineﬁis used only when the individual signing the

memorandum has been delegated the authority to do so for a higher

official. The command line is typed in caps two lines below the

last line of the text flush with the left margin, followed by a

colon (e.g., FOR THE DIRECTOR OF (appropriste-titderyr—
cerpvii L TuTFii i GENCE S
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FOR BFFICIAL USE ONLY

PREPARATION OF - MP ' N  Part I

J.

Signature aci 1l

The sigaes’s naiae acd title are [7ped five lines below the last line
of the text or the cq mrw.nd line. 7T:ie name is typed in initial caps,
except for the E. 440 spaces to the right of the cexter of
the page. The 3 gemtered er Ble below and typed in
iritia! caps only. 'i’he title may be ;-Aaced n two lines to ackizve
the best appearance. Examgle:

(5 Craces)
Josepi: J. Joseph
Chief, Approgsriate
Division or Staff

Attachments

Type “Att” flush with the left margin two spaces below the
signature. If more fthar- ce attaciinent, use “.Lils” preceded by the
nun:ber. The attachme:nt identification inforriation will be listed
.:nmedlately below the word “Att.” Example:

2 Atts

Att 1: Salary Chart {2cys)
Att 2: Retirement Pamphlec (lcy)

Separate Cover

When material is:to be sent under separate cover, type ‘“Separate
Cover” flush with tlie lefi. m2argia tvo lines below ti:e signature line.
Beginning on the next lire, 2ist all ‘tems to be sent. Example:

3 Separate Cover

Att 1: Blueprints of Bldg. X (2cys)

Att 2: Contract for electiical changes (4cys)
Att 3: List of Equipment (lcy)

. Distribution of Copies

1. When it is desirable to indicate to an addressee that other
persons or agencies are to receive copies, type lower case “cc” flush
with the left margm two lines below the last typed line. List the
recipients. Examplb

cc: The Secretary ;of State

The Secreary iof the Army

2. Type the dlstnbution of the original and all copxes only on copies
to be retained in the Agency.

 FOR GFHOMAL u‘s‘é OHLY 5’
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PREPARATION OF MEMORANDUWS

L

8§+ Type the word, #Distribution,® two lines below the last typed
{ine of the memorandum, lse., the signature, attachments, stc. Be-
fow, list the original and coples ast
Distributions

Orig & | ~- Addressee

1 - 0L - ~ (yellow official record copy)

2 ~~D008 — '

X == as required

Ne Identification of Originator

* 1e The identification shall consist of the symbol for the origi-
nating office, the writer's name, the typist's initials, and the date
the meorandum was preparefis The identification is to be typed only on
copies retained in the Aghncy, and to be flush with the left margin
two spaces below the last typed line in the following manners
OL - Jo Joseph § te(2 Nov 1%69)

2. Vhen the originator feels some discussion may be necessary before
the memorandua is signed, his telepohone number may be shown immediately
after the typist's initials separated by a diagonal (/2345).

0o Defense Classification and Control Markings

1s 1f the memorandum éontains classified infornation, the proper defense

classification will be stamped at the center top and bottom of each page.

2. Other indicators, #uch as Group |, or warnings shall be stamped at the

bottom of the first page of all copies.
P. Concurrence

when concurrences are ndsded, special concurrenceslines will be pro-
vided. These will be shown by typing concurrence flush with the left
margin four lines below the signrature line. To the right of the con-
currence signature, type 4 solld line for the date. Examples

(Sihimes)

Officialls Name
Director of Security

i)

GONCURRENCES ,4 -y
(51ines)

Pirector-of -Personnel Date
: : (5iines) [ ___
Director of Logistics T Date
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Preparation of Mbmorandggg Part I

Q.

T.

Coordination

1. The originator of a memorandum will determine the
extent of coordinatidn required, consistent with geographie,
operational, and support considerations.

2. Coordinating officers, within their spheres of respon-
sibility, will determine whether a memorandum is consistent
with approved plans, policies, and procedures, GCoordinators
will sign the (yellow) official {Fgoord copy. :

Release

When established by internal component or other Agency
requirements, release of correspondence will be accemplished
.ag & form of coor jtion, {-Release generally implies approval
of the contents of the memorandum by an authority having pri-
mary jurisdiction over the subject concerned., To indicate
release to the signer the orginator should intial the (yellow)
official record copy near the Identification line (see Para.

N above). Other official releaseindications will be specified
locally. ‘

Memorandum of Conversation

When reporting conversations the Memorandum of Conversation,
Form 1132 or a Memorandum for the Record, Form 1934 should be
used, An original amd one copy will be forwarded to the office
of the Director. In addition, a three sentence summary will be
prepared and forwarded to the Director's office immediately after
important conversatigns or meetings.

Consult HR 70-7 for use of memorandums; see EXHIBITS 3 and 4
for proper procedures in the preparation of these forms.

Staff Studies
The basic format for staff studies is:

I, Statement of the Problem
II, Background
ITI, Discussion

IV. Conclusio

V. Recommendations

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3
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Part I ; Preparation of Memorandums

U. Memorandum Processing

1. After a memorandum has been released, dated, and if
necessary, repr@duced by the appropriate office, it will
be assembled in the following order and forwarded:

Copies for the addressee

Copies to be sent to information addressees
(Yellow) official record copy

Headquarters file copies

a0 o

2. Attachments forwarded with the memorandum, either to
the action addrgssee or to information addressees, should
be firmly attacﬂed to the appropriate copy of the memoran-
dum §see Correspondence Handbook, Part @, Assembling
Memorandums for Forwarding).

i

|
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Preparation of Memorandums

EXHIBIT |
2 March 1969 f
Tos pirector of Training |
Sub jects Correspondence Training Hanual 5

{1. Recest discussions indicate that stenographers

“and typists find 1t difficuit to deteralne vhen to use

Letterhead or Plain Bond stationery in the preparation
of semoranduls.

2. Generally, informal correspondence may be pre-
pared on either form of stationery. Below the Deputy
Director level elther fora Is propere Letterhead
stationery smy be used for correspondence sbove ‘that
level and for informal communications to a counterpart
in another agency. A check of Part |, Para, B, entitled
wStationery®™ will aid the typist in selecting the proper
stationerys < Also, the writer may express a preference
for a partidular typs of stationery in certaln instancses.

3. It is nntigiihtod that information and Exhibits

contalned in this will meet the needs of most
routine probleas.

0fficialtas Name
C1A Records Adainistration gfficer

2 Atts e
Att 13 Exhlbit - |
Att 21 Cortespondence Handbook

Distributions

Orlg&l-m
I - :

i

|
i
¥

(Do not type distribution on original and courtesy coples.)
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e

Preparation of Nemorandums Part |

EXHiBIT 2

CENTRAL INTELLIGENCE AGENCY
Washingten, D.0. 20505

(date signed)

MEMORANDUH FOR: Deputy Chief of Naval Operations, Alr
 Department of the Navy

SUBJECT s leasorandem Format

le This an exampie of & memorandus addressed
outside the cy pﬁﬂ for the signature of the
director of a divisi staff.

2. The typist will prepare an original and cour-
tesy copy, If appropriate, on CIA Letterhead stationery
for the addresese; a yellow tissue copy for the official
record copy; énd white tissues fer any additional Inter-
ested persons; The originator should deteraine the dis-
tribution of dny extra copies.

3¢ Unless Instructed otherwise, an unclassified

semorandus may be encloaed in & plain envelope. 1f the
correspondency is classified, indicate the complete ad-
dress, the rodm number {on 2 separate envelopes), the
inner envelopq should contain the same classification as
the documents then attach a courier receipt, Form 240,
Remember also to include & document receipt, Form 615,
if appropriate; do not seal the envelope(s)s

FOR THE DIRECTOR OF GENTRAL INTELLIGENCEs

Signature
Title

Distributions
Orig & | = Adse
' | = official record copy
X -~ g8 required

{Type distribution only on copies for GIA)

10

Approved Fo]' Release 2007/02/16 : CIA-RDP74-00005R000200150004-3



l'ﬂ

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

EXHIBIT 3

CENTRAL INTELLIGENGE AGENCY

HEMORANDUM OF CONVERSATION

DATEs Actual date of
conversation

SUBJECT: Enter the topic discusseds |f more than one subject
was covered, each should be Iisted.

PARTICIPANTS:  Procedures concepming malntenance of source securjty
apply in Jisting the participants.

COPIES TOs Need-to=Ksow principle must apply.

fe This is to de nééd in reporting conversations with individu-
als outside the Agency. The form need not be used |f the
conversation is made a part of the minutes of a meeting, reported

in an intelligence information report, or is recorded in another
fora of memorandum,

2, |f the Director or Deputy Director of Qentral Intelligence Is a
participapt, the original and all copies are subamitted to the
Otracter 7| for ‘spproval of the substance and the distribution.
- andust of Conversation will go to the appropriate
et or Deputy Chief of the Division or Staff concerned; sub-

@it the original copy only for epproval of the substance and
the distribution.

3+ A three-sentence summary, when appropriate, should be prepared
and dispatched to the addressees! office immediately after the
meeting or conversation, particulerly of those which may deter-

mine or affect policy or which should be brought &b the attention
of the Directory 2

f "
IO;:bng7._32 (11-23-36)

z€ - 8" x (0"

e

ACruhi

)

I
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PREPARATION OF MEMORANDUMS

EXHIBIT 3 CONT.

4. When a mesoranflum is lqdger than one page, use plaln
white bond for the subceeding pages. Begin numbering with
the second page.

Signature
Title

The recommendation comtained in paragraph 4 is approved.

Richard Helms Date
Director of Central litelligence
Oistributions

Orig & | - Originater (DCI or DOCI when appropriate)
i - Ogé #» (el low official record copy)
2 - pp§ SR
I = as requiped

08=—Js Joness te(date) S e

VY

(Distribution shown on eriginal and approval papers only.)

-
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—Part | - Preparation of Wesoranduss
C - : EXHIBIT &

NS classification ;
"~ i' e . |

FUATL

HEMCRANDUM FOR.THE RECERD - -

15 February 1969

i
!
PFILE AUMIIR
{
!

Meting with xxx

le A Memorandus for the Regord will be prepared to record important

conversations, data, or muﬁ vhen vse of Forn 1132 or other forus

of record are not appropriate.

2. When the memorsndum cencerns a meeting, list the participants.

. also , note If any action I3 necessary or If any comaittments were

© mades

) -.3;".“‘..”!-“-““” '7'““ of t""fl‘l h\lt" ‘il ‘e .ladtcahd even
though the stgnat:ird of the signing official is not the same. PP

4. Distribution of all coples will be shown on thc original and alf

‘- copies, The original and one copy will be forwarded to the Chief or

Deputy Chief of the respestive Division or Staffe

Se 1% Is to be wsed primérily to note phone tips and office visits

‘- concerning interviews, preblems, Inquiries, etc. ; S

—_ﬁx_lmlp-nmmmgn Le.

CFFICE AND TITLE

1}
. b o o '
Division or Staff, Chief, Appropriate. - - Joseph J. Joseph

| 1:;25: ’aﬂi‘ 8 o ‘ r; {

-
]

s oA - ot rey o
o ABuELSEE - oW . e

St
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PREPARATION OF MEMORANDUIS ' PART |
. EXATBIT 5

Secret
(When filled in)

Date

o { Reply Requested | Current date
SPEED LETTER i , "Tetter No.
X vEs o oMt o
: !
To 1 0fleg ! From s GChief, Records Division

Attn 3 Ol-Executive Officer . {

The Speed Letter ca? be used for informai correspon-
dence within an office, ONE - #opy is retained by the origina-
tor;” two go forward. T¥ a reply is expected, the responder
makes the reply on the lower half of the form. He keeps one
copy for his file and sends the original back. When the
original is reccived, ths suspensc copy may be destroyed.

\ LA \/Zf7/

signature

'; dateC /7/“/& 0//4,/-7_

REPLY

//RX WW &7 77464 /f/‘7741,
M/L(7 cl/éjd/é é,e /\a/z/t.(_(/tc“’z/.,/fé//(_

%‘/u,,h b //“Cc"nucnc/e“,/-—ﬁ/
7/\),{,0,)" 7 7bb‘r /Q’L,,L,L /{L QLé,\_

it/
P !

signature

return to originator

fora
1931 SECRET
561
responderts file
forn SECRET
. 1831 : '
5 |
originatoﬁssuSpende
forn SECRET
L*' . ¢, 1831 -
( ‘ Three-part/Actual size 8" x 103"
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FOR GFFIGIAL USE ONLY

PREPARLTICN OF L.ETTERS _ Part II

A. General

Letters are used for correspondence with addressees outside the
goveriient aad Jur ionsal corrasriadence witn officials of govern-
ment agencies. e letter forral il be used for correspendance
addressed to:

o ‘Other government agencies or tnar officials exc:pt whare innformality
is ‘appropriate.

Private indivilaals ¢33 organications.

T

B. Stationery

1. Agency letters are prenarec on leiterhiead or plain bond paper.
Three tyses oi lelierhicau aic avui.auie: '
a. CIA Letterhead uced for letters sont outsilc the Agency. (EXHIBIT I)

b. CIA Letterhead: (Off\.e cx th» TicEChof) ive ..iirS fequiring signature

_of the Diractod, (EXHIBIT 2)

c. CIA Letterhead (Oﬂ‘ice of the Deputy Director) for letters requiring

signature of P Diraector. B y - \
Blrgsmty 8 or ExscutiveDirector-Comptroller,

opies to Zccompany vhe above criginals will be prepared as
follows.
a. Letterhead-tissues to correspond with the akive for courtesy copies.
b. Plain “Lettecex” {iccic foT extra copies.
¢. Yellow “LettereXx” iizcue for §i3 official record copy.
d. Pizk, tiue, and green :etteru tissue for speclal or chrono file copies

C. Number of Copies

- Courtesy copies of letters will be prepared as follows:
1 Letterhead tissue — courtesy copy o &ccomapany the original.

1 white tissue — information copy, if neéczessary.

1 yellow tissue — official record copy.

2 white tissues —if signing official isDirector or his deputies,
1 white tissue — if adJditional copies are needed.

~

. Margins
The finished letter should have a well-balanced appearance. Allow
at least one inch for the left, right, and bottom margins.
GUIDE FOR SIDE MARGINS

Letter Length Side Margins Space for Text
SHORT, up to 8 lines 1% to 27 (18 to 5 to 4 (60 to
. . 24 spaces) 48 spaces)
MEDIUM, 8-20 lines 1-1%" (12 to 6-5" (72-60

. 18 spaces) . spaces)
LONG, 20 lines and up 1”7 (12 sﬁaces) 8 inches

(72 spaces)

FOR GFRGIAL USE O3LY
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Part 11 PREPARATION OF LETTERS

E. Date

Letters will be dated when signed. When the date is to be in-
cluded, type it i+ 10 cix Lne: below tic 23t line of the address in
the letterhead, depending cn the length of the letter. ‘'ype the
date to end flush with the riz-t margin.” The date is expressed by

. day, month, and year withicul punctu;—;':i:n-—ﬁ February 19§27

F. Reference Lines

1. If reference lines are needed, type “In reply refer to,” in the
upper right of the page, two spaces Lilew the dale line. Immedi-
ately below, type the reference symbol.

2. If the addressee’s reference is to be included, type “Your refer-
erce” tv'o spaces below the cale lm- Sr VWC spaces below senor's
reference. Example:

o . : 3 June;1969:

In reply refer to:
08 -M-65-493

Your reference:
Per Mgt—A

G. Address o @

Type the address at the left margin, approximately 14 lines from
the top of the page. See PartY on “Forms of Address” for proper
titles, salutalicns, and co*ﬁpllnu ntarv close. Single space the ad-
dress and arrange it in klook style. 0o e of an address should
be longer than [our Dichzs. Wit run over Mues are rzguired, indent
two spaces from the lz2it mergin, Lol tre addrass to four lines.
Example:

Mr. John L. Rover

Chairman, Geological Profe_ssional
Association of the United States

Billingr, M-ntene (BI2 Code Nunber)

H. Attentisn Line

An “Attention” line should be avoided. “Nhen it iz used, type
“Artonticn’” two llaes below he addresz, biock suyie.

I. Szlatation

Place the salutation two lines below the address or the attention
line when it is used. Type the salutation flush with the left margin
foliowad by a coion. Ti:e salutation (5 Jirzeted i the addressse of
the letter, not to the person named in the “Atizntion” line.

2 FOR GFFIGHAL USE ONLY
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PRePARATION 97 LETTERS Part 11

J. Body of Letter

1. Begin the body of the letter two lines below the salutation.
Single space the body of the letter; couble space between paragraphs.
A letter of eight lines or icis shouwiu e duuie spaced.

2. Paragraphs are indented five spaces but are not numbered..
Each progressive suicizisli of & paragrapl: s indented an adolvicaal
five spaces. ' ’

3. A short quotation of less than two lines is rurn into the text
enciosed by quotation maiss.

4. A longer quotation is blocked five spaces from the left and right
margins of the text. One termina waark of puncluacion is used vith
quotation marks. If severzl paragraphs are quoted, guotation rmarks
are placed at the baginring of thc iirst paragraph and at the con-
clusior: of the guoted rawi...al with 2 zingle quolation mari &b the
beginning of suck paragraph. :

K. Succeeding Przes

1. Succeeding papges are nurabered consecutively with Arabic
numerals, cenater2i Ore-law icn LG.. (he botton: si vhe page.
wumerals are typed without parentheses or dashes. a

At lesst two lings of a divided paragraph must be carried
~to-the aueeeeéin( page.. In Do ¢ase % will a werd be dividod

R

2, If the bc_n};{of the correspondence ends so near 'hha

bottom of a page that there is nmo room for the signature

oprTy at least t‘po lines over to the next page.

pe the succeeding pages 10 lines from the top of the page.

‘Methods of identifying the second and succeeding pages of
" memoranda and letters, as descoicl in paragraph K, 1, above, shall
not be used in correspondence =27:rested to or prepared for the
s1gnature of the Director or Derw.iy Lirector of Ceniral Tnizlligence.

L. Complimentary Close

Type the complimentary close two lines below the last paragraph
beginning two spaces to the rigi.u of ikhe cencer of ihe page. The
complimentary ciose, “Sincerely,” will be used on correspordence
prepared for the s1gnature of theDireotor]

M. Signature and Title

Center and type the name of the signer five lines below the com-
plimentary close. Center the official’s title immediately below his
name. If a run—over line occurs in the titic, indent the line two

'FOR OFIGHAL USE ONLY .‘"
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Part 11 PREPARATION OF LETTERS @

spaces. The official’s par.c -nd lille are typed in initial caps.
Example:
Sincerely,
*Richard Helms
. ~ Director
*Director’s name is typed jn all caps on memorandums only.

N. Enclosures

N 1. If an enclosure is identified in the text, type the word, “En-
closure,” flush with the left margin, two lines below the signer’s title.
If more than one enclosure, use plural form and number. ‘

2. If an enclosure is not idzritified in the text, type “Enclosure”
flush with the l=ft margin, two lines below the signer’s titlte. Im-
mediately below. incdent twe spaces and list each enclosur¢’ by title
or in as {zw woids as needed (o identify the material.

3. When material is to be sent under separate cover, type “Sep-
arate Cover” flush with the left margin, two lines below ‘the signer’s
title or any “Zaciosure” nciation. List the material .even though
identified in the text, and send material to- the mail room for; -
forwarding under separate cover,

0. Distribution - .

When copies of a letter are sent to personsother than the addressee,
indicate by typing “cc” flush with the lgft margin, two lines below
the preceding notation. List the names, one below the other. The
distribution of the original and all capies is shown separately under
the word, “Distritution,” cnly on conies retained in the Agency.
Immediately below, list the criginal and copies. Example: '
cc: Director, Bureau of the EquéL

District Governinent

Distribution:
Original & 1 — Addressee
l“‘{ﬁzﬂ-»i'
1—08 Ayellow official record copy)

X — as required
P. Identification c¢f Originating Office

The /fficial symbol of the originating office, the initials and last
name /o1 the originating officer, the initials of the typist, and the
. date of preparation will be typed at the left margin two lines below
"the Jast typed line of the disiribution. These are typed on the car-
bons only. They never appear on the original and courtesy copy
(or copies). E:ample: ,

08 :RHLehman:dd(date)

X FOR GFFIGHAL USE O3LY
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> PREPARATICN c7 LETTERS : Part II

Q. Classification o
*Dafen.e,,,,g@gﬁiggtionsﬁct;ntrol markings are stamped in

accordance with current Agency cacurity regulzation HE 13-23.

R. Special Postal Service

Instructions for mailing, such as AIRMAIL, SPECIAL DELIVERY,
or REGISTERZD, will ke v ved, ia 5!l ce3s, on the outer envelone two
lines above and flush witl: the adadress. For example—AIRMAi1L—
SPECIiAL DX IVERY.

S. Tyring eascrements

Spacing, both horizontal and vertical, is often

indicated in terms of in:icc. ‘ne following table
converts incheg inbe sorscoiadleg L lug medsure-
ments: :

Across the Page

Typing Strokes (Approx. ) |

Inches | ._ Pica Elite
‘ 1 » e e ® & o o » . e o o o 10 12
1 1/4 [ ] * [ ] [ ] L L L] * L . . L 13 15
1 1/2 ® @ o6 ¢ o 0 & ° s ¢ o o 15 18
1 3/4 e & o & ¢ ¢ 2 e ¢ @ s o 18 21
Down the Page
Inches Aprozoiiaby Typhee lines (Ples or elite)
1; 2 L] * * L] L d * ' L] L] L] L 4 * L] L] ‘. ; -~ L2 % o 8 3 . %
1 ¢ & 9 ® o o o o ‘ » & e & o & & 2 % an 6 ’
l 1/4 * * * . * L] . [ 2 . L d * L ] § . Pl - R ‘ ;
1 1/2 * L ] * * - * L ] . * * * L '} - Ml o ’ N ., d ‘
1 3/4 e o o o L 1 . . ] . . . a'w v v & “
2 . ‘ 12 i
L] L d * L] - * L] * * .o . L] L] ‘ - b P} v« N
2 1/4 s & & 9 & ¢ & o o & o o s a v ¥ ¥« ‘ ) ‘

T, The United States Government Business Letter

Most other Government agencies have adopted the NOMA
‘simplified style: bloek form, captions, and omitting the
salutatien 'and closing. A salutation and closing would
be included im a "personalized letter." It is believed
this style sayes actual typing time with fewer indenta-
tions needed, fixed left margin, and simplified in de-

. sign. (SEE EXHIBIT 10).

~ FOR GEFIGIAL USE ONLY g
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"Part II PREPARATION OF LETTERS @

Exuibrr 1

CENTRAL INTELLIGENCE AGENCY
QMH:NG?:". .8, LI508

" FOR ORFGHAL USE ONLY
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_ PLE¥PAR.TICN 7 DWTTFRS Prar 11

ExXHIBIT 2

CEMTRAL INTZLLIGENCE AGENCY
WALAING i, ©. C. 20503

OrFICE OF THE DIRECTOR

FOR ORFIGIAL USE ORLY 7

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3



. Approved For Release 2007/02/16 : CIA-RDF’_74-OOOO5R000200150004-3

FOR BFFIGIAL USE OWLY

Part 11 . PREPARATION OF LETTERS

'EXHIBIT 3

CE\ITRAL INTELLIGENCE AGENCY
WASHINGTON, D. C. 20503

OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELUGENCE

* FORORWAL USE ONLY
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- Proparation of Letterg __ Part II

‘r,

EXHIBIT 4
unbio Spaced Standard Letter

I January 1969

The corr¢3ponj|nce Association
132 Hain Strest

Boston, Hassaghusetts 02109
Attentions H;. Je B. Jones
Gentleamen:

Here Is l* example of a one-paragraph letter of
fewer than loillnes. Side margins for letiers of this
length vary f}oa 14 inches to 2 inchesj hence the lines
may vary fr04»48 to 60 typing spaces. The body is

double space Other parts of this !_E}.r are single

spaced, with [douhle spaces between the lines,

Sincerely yours,

Charles Re Smith
Director, Correspondence
Manual Division

Enclosures
Selected Uplted States Gonrnnont
Publicat! ona, |953, No. 9

Approved For Release 200//02/16 : CIA-RDP/74-00005R000200150004-3
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, Part TI ‘ Preparation of Letters

 EXMIBIT 5
1Stmdu-d Letter Format

5 March 1%9

Miss Mary Sai
National Resources Commission
Washington, 0.C. (zip cods)

Dear Miss Smi ﬂu

This manugl is a guide to standard practices in
Agency corresgondence. These practices, assembled by
some of the cy's best technlcians, give Agency
fetters & uni and distinctive sharacter,

helps you to ondence written from person to
person, It centains infermation on memorandums. The sec-
ond part deald with fermal and informal] letters. The rest
of the Handbogk is divided into sections dealing with the
various kinds .of Ag carrespondences With these dif-
ferent parts, #f:hc H should answer most of your

The um»g is divided into several parts. The first

queations, aboyt format and style and shouid enable you to
work more sfficiently.

Please n?lumt the manual with any specific rules
that apply to your jobe Use it often. By using it, you
will becomé & (real partner of the writer, who depends on
you to present his work in an scceptable style. Enjoy the
assurance that your work is set up In proper style.

Sincerely yours,

John B, Jones
Chlef, Employes Relations

10

Approved For Release 2007/02/16 : CIA-RDP74-OOOO5FJ000200150004-3



Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

Prepargtion of Jetterg Part IT

I 4

Exhibit é - Two-page Modified Block Style Letter

CENTRAL INTELLIGENCE AGENCY
. an!lngﬁoq,n.o. 20505

{dated when signed)

Name of Company or Organization
Street Address
City, State, Zip number

Attention: Name
Gentlemen:

This is an example of a letter addressed to a company or an organization
for the attention of an individual. If the letter is for the attention
of a division or section of the organization, the name of the division
or section is written in place of an individual's amme. The attention
line is inserted on the second line below the address and two lines
above the salutation, if required.

Paragraphs are blocked. They are not numbered as in a memorandum. The
first paragraph begins on the second line below the salutation. When
there is a reason to break the paragraphs into subparagraphs, the units
may be indented and numbered.

a. A peragraph is begun near the end of the page only if there
is space for two or more limes on that page. A paragraph is continued
on the following page only if two or more lines can be carried over to
that page. Do not subdivide a word between pages.

b. Each progressive subdivision of a paragraph is indented an
additional four spaces. The second and succeeding lines of all para-
graphs, except long quoted passages, extend from the left to the right
margin.

The complimentary close is usually "Sincerely yours". It begins to the
right of center of the page, two lines below the last line of the body
of the letter.

The typed name of the signing official is centered five lines below the
complimentary close. The title and organizational element are centered
under the name. If two lines are required for the title, the second
line will be centered below the first.

After the original and outgoing copies of a letter are removed from the
typewriter, necessary information is added to copies remaining in the

"
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Part II Preparation of lLetters

Exhibit 7 - Last Page of a Letter

Agency. At the left margin may be a list of "cc" addressees. The last
entry, except for a possible postscript, is the identification of the
preparing office, the name of the writer, the initials of the typist,
and the date of the typigg. If the letter is rewritten, the same type
of information is repeated after the word "Rewritten".

Sincerely yours,

John J. Smith
Director, Managdment Office

Enclosures 2
Correspondence Manuad

Tips on Typing

Separate cover:
Correspondence Manual - 50 copies

ce: J. H. Jones
Darrell Smith
Richard Roe

Distribution: - (This part éppears only on the official file copy. )
Orig. - Addressee ‘

1l - Separate cover

1l -- Signer

1 - File (with basic)
1 - For separate cover
¥ - as required

- DDX/MO:ABrown:tuv (1 June 67)

1
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' EXHIBIT 8

I

OUTGOING LETTER

. Courtesy copy, if any

. Enclosures, if any, in
the sequence in which
mentioned or listed in
the letter

. Envelope, if required

1. Information copy
INFORMATION COPY 2. Enclosures, if needed

| (if any) 3. Envelope, if required
. ] - R WL EE R S

Official file copy -
Enclosures, if needed

OFFICIAL fILE CorY . Incoming letter, if any
(“M M\ . Other related material
F N WS I D S

READING FILE COPY
I i (if any) ) .
_ GEE IS T I NS N S

. Original of the letter I

AN

L————————
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Official file - NMRW

Reading file - NMR @
BRAR

/R: Info r§ availability new pamphlet furnish by J. Roe, '
BRAR (Ext 5132).

_ )

f mnn :pd 245-67 Ve '
Rewritten: NMR: U&niﬂvap 2=T- /‘ /
Soncursrences: DRAF

Figure 3. B3 A ¥ he
the paragia.ph - chap yr wh1ch gives instructions for preparing

that particular pa

SENINS

ing tabs if ahy, used by your agency.gLThe spe\ expediting taMhen

e Pm cor it 7

w é Wrw pard v

-~._....s

1-13
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PREPARATION OF LETTERS

PART 11

EXHIBIT
PARAGRAPHING DATA

R i T e i o e

INSTRUCTIONS FOR PARAGRAPIHING

1. This exhibit illustrates the prescribed method of arranging,
numbering and lettering paragraphs in any type of correspondence
or report where such paragraphing is either necessary or desirable
to facilitate reading and reference. When a telegram consists of
more than one paragraph, the paragraphs must be numbered consecu-
tively. As a general rule, the detailed subdivision of paragraphs

in letters, simple memorandums, and other commumnications should be

avoided. However, lengthy memorandums, complex reports, or simi-

lar documents may often be rendered mo

re meaningful and easier to

read by a logical subdivision of paragraphs.

a. Paragraphs are typed in modified block style. They are
single-spaced, with double spaces between them.

(1) When a paragraph is subdivided it must have at least
two subdivisions.

(a) When paragraphs are subdivided, numbered, and
lettered, they are designated as follows: 1, a, (1), (a), 1, a,
(1), (a). In telegrams capital letters should be used for any
lettered paragraphs.

(b) Each pyogressive subdivision of a paragraph is
indented an additional four spaces. The second and succeeding
lines of paragraphs and all subdivisions extend from the left to
the right margin, except in the case of long quoted passages that
are usually indented in communications other than telegrams.

(c) When a paragraph is cited, the reference numbers
and letters are written without spaces; for example, '‘paragraph
3a(2)(c)."

. (2) A paragraph is begun near the end of a page only if
there is space for two or more lines on that page. A paragraph
is continued on the following page only if two or more lines can
be carried over to that page. - -

b. Titles or paragraph headings may be used in lengthy commu-
nications to facilitate reading and reference use.

2. The arrangement described in this exhibit may be ‘varied to meet
special requirements, such as those for legal documents.

)t
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PREPARATION OF LETEERS PART 11

EXHIBIT 10
United States Government Business Letter

April 10, 1969
NMEW

Pormat for the Government Business Letter

Director, Adalnistrative Services
Feders! Service Agéncy

1023 Main -

St. Louis, Missowrl 63103

This letter shows & new format for preparing letters
throughout the Unifed States Government, This format
will expedite the preparation of correspondonce and
save effort, time, and-materials.

The following featwres should please typists.

as Most elements sre biocked along the left margin.
This block style minimizes the use of the space bar, the
tabulator set key, and the tabular bar.

be ; Saludations and complimentary closes are oaitted in
wost letters, Thegonny be included in letters to an in-
dividual where pro col or tradition dictates.

. .ce_. The address is positioned for use in & window envel-
ope, cli-tn-tlng the need for typing the ~envelope. 3

ds This Agency doges not use the Government business letter
format. Most other agencies, including State and Army, do
use the blocked formats The modified block letter is used
by this Agency at pro:cut.

John B. Saith
Adainistrator of Cerrespondence
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Correspondence Handbook

PART III

TOP SECRET

CORRESPONDENCE
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Part III: Tap Secret Correspondence

A. POLICY

Top Secret (T8) _data . must be safeguarded from the moment it is prepared.
This rule applies to drafts, carbon copies, carbon paper, recordings,
typewriter ribbons, etc., as well as the finished work. Within the Agency
a Top Secret Control and Cover Sheet (Form 26) will be placed on the top
of and attached to each TS document received or prepared. Complete a
Cover and Control Sheet upon which is entered the TS Control number, the
copy number, number of each page, and other identifying mnformation.
Attach the Form 26 to the top of each TS document. This form will remain
with the document until it is downgraded, destroyed, or transmitted out-
side the Agency. All TS documents received by an office must be logged
by the area TS Control Officer. An item of correspondence that is as-
signed a TS classification because it tramsmits a TS attachment should be
marked "Downgraded to " when separated from the TS material,
provided that the correspondence does not contain TS material.

B. FORMAT

The format for TS correspondence is generally the same as that prescrlbed
in the preceeding chapbers except as set forth below.

C. CONTROL IDENTIFICATION

1. The first page of the TS document will bear the TSC number and copy
ruas-ernumber in the lower right hand corner, about one inch from the
bottom of the page.

2. If the documehh is in the draft stage this may be shown by adding
a slash or dash and letter symbol to the TSC number as TSC 1234/A
or 1234-A.
3. The final form of a TS document is identified by the TSC number only.

L. If the pages have been revised this is indicated by typing "Revision"
and the date of the revision in the lower left corner of the page.

D. GROUP MARKTNGS

Group markings (incaccordamdce with HR 10-23) will be stamped or typed to
the right of the defense classification at the bobtom of the first page.
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Top Secret Correspondence Part III

E. ENCLOSHHES AND ATTACHMENTS

1. Enclosures which are classified Top Secret are identified on the
accompanying document by TSC number and by copy nhumber.

Example:
Enclosures:

1. CIA TSC No. 1234, copy No. 2
2. CIA TSC No. 1234/A, copy No. 6, Annex A and B

»/2. Each enclosure to a TS document will be identified on the first
page or cover page in the lower right hand corner.

Example:
Enclosure No. to CIA TSC No.

3. If the attachment is a TS document type "Annex A" or other appro-
priate letter below the TSC number in the l6wer right corner of
the first page or cover. On each page of the attachment type the
word "Annex" followed by the appropriate letter.

F. DISTRIBUTION

The distribution of the original and copies of a TS document is shown on
all copies retained in the Agency. To show the distribution follow the

form shown in part II, Para,. O,
G. TS CONTROL

After TS correspondence has been prepared all controls for TS material
must be initiated. Consult your TS Control Officer for the proper
procedure to be followed.
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Port III . Top Secret Correspondence

B . Control and Cover Sheet for Top Secret, Form 26

The use of this form is mandatory. It shall be used as a cover
sheet for all correspondence classified Top Secret, and to record the
name of each person who sees the document. A Form 26 is prepared
and attached to each! copy of Top Secret correspondence transmitted
within the Agency. °

TOP SECRET
UNCLASSIFIED when blank — TOP SECRET when attached to Top Secret
D i 1 Getaeiied Fooas Sorttratied documants
co AND COVER SHEET FOR TOP SECRET DOCUMENT
NEGISTRY

DOCUMENT DESCRIPTION
souact

CIA CONTROL MO,

0OC. MO, DATE OOCUMENT RECE)VE®

BOC. DATE

cory no. LoaseD By

NUMBER OF PASKS
WUMSER OF ATTACHMEINTS

-+
ATTENTION: TAlU form will De piciid om i0p of and atiashed 10 esch Top Secret documant received by the Central Intallipenos Agenoy

duties relets to the matter. Top Control Cficers who recetve snd/cr relssse the atisohed Top Secret material will sign M2 form
and tndleste period ef owstody left-hend columns provides. Ssch individus! who sees the Top Sscret document will sign end
indicate the dete of Nandiing in tAM Tight-hend columus.

[REFERRED TO! lEc!lvED RELEASED SEEN 8
orrice SIEMATURT oATC [ TiMg | baTe | TimE S 1 ONATURE OFFILE/OIV, | DATE
4
.

NOTICE OF DETACHMENT: Whew S\t form & deteched from Top Secret matsrial i shall be complated in the sppropriete spsoes delow
snd fransmitied to Centrel Top 5 Control for record.

DOWNGRADED DESTROYED DISPATCHED _(OUTSIDE CIA)
1o oy (Signature) To

W (Signature) WITNESSED oY (Signature) v (Sidnature)

oATL

errice oate orrice l oATE orrick

rORM 26 wer rarrisus tairesns. TOP SECRET | tccioses to cusomaric o)
e | e Koyl

ACTUAL SIZE - 8" x 103"
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CONFIDENTIAL

RANDBOOK
NO. L42-100-1

HB L42-100-1

CORRESPONDENCE - GENERAL

g. Courier Receipt and Log Record, Form 240

All envelopes or packages contalning material classified CONFIDEN-

TIAL and above, and tra.nsrq;[
are customarily accounted for by Courier's Receipts.
pared in an original and two copies.
pocket or securely attached to envelope or package without window pocket.

tted between buildings within or outside CIA,

Receipts are pre-
Copy one 1s inserted in window

Copies 2 and 3 contain logging information for use by originator and

recipient.

When log data has been added to the Courier Receipt, copy 3

shall be inserted inside the package to be delivered to the addressee.
The copy #3 becomes the log record in the receiving office.

FROM

"8 (2221

DATE

TO:

TYPE OF MATERIAL
| =nverorE (s)

PACKAGE (8)

OTHER

ORIGINATOR: DO NOY COMP

A WINDOW POCKET.

IF LOG DATA IS TO BE ADDED
THE WINDOW POCKET. OR ATTA

LETE THIS COPY BELOW THIS LINE. REMOVE THIS COPY
ON COPIES £ AND 3. INSERT ONLY THIS COPY IN
H SECURELY TO ENVELOPK OR PACKAGE WITHOUT

SIGNATURK OF RECIPIZNY (NOT INITI

A48 DATE AND TIMK OF RECKIFT

COURIER'S RECEIPT
la

|1

' WHITE RECEIPT - FOR MATERTAL CLASSIFIED
CONFIDENTIAL OR SECRET

omce SIGNATURES
LASSIFIED 3
COURIZRS’ C e - —
MAIL RECEIPT Date | Time
L. J THIS DATE
1
e
. 3
TYPE OF MAPERIAL lo
[ seaseo nvoon ’L
D SEALED PACKAGE (3
D LOCKED MAIL BAG T.
CERTIFICATION OF GPOD CONDITION .
SIGNATURES CONSTITUTE mm’ $ MATEMIAL INDICATED HEARON IS AK- nmCTPT
CEIVED IN GOOD NOTED ON BACK OF THIS RECEIPT
1. RGNATURE OF ORIGINAL COUNIER ¢ Pickup Dale ‘mm BY (Sguatare) r:u Time
:‘-.-la 240a c-l‘-t- 1 Ape 88 and 16119001 wro (25-33)

Form 240a (pink) is

-66-

used for transmitting Top Secret material.

EXHIBIT 15

? CONFIDENTIAL

/‘\
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CORRESPONDENCE HANDBOOK

PART IV

REVIEW, CONCURRENCE, APPROVAL

AND SIGNING AUTHORITY
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Review, Concurrence, Approval, and Signing Authority Part IV
INDEX

Page
A, General ............ Do e eeteeas et et et etrensenanasaoa 1
B. 1Indicating Approval as an Intregal Part of a ....cvevvnnnnn. /

Memorandum

C. Responsibility for Review and CONCUrrencCes ..eeeessesscansss 2
D. Authority to Sign Memorandums ....ceoeeicecseesosesocsoaness 3
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FOR BFFIGHAL USE ONLY '

e REVIEW, CONCURRENCE, AFFAlYVAL, - <0 ZIZVING AUTHORITY PART WV

A. General

1. Officials other than the originator shall indicate their review
by signing above their organizational designation at the bottom of
the yellow official record copy.

2. Concurrences may be indicated on the original and all copies of
nuonnduu AWthh will not leave the Agency, when it is desired that
concurrences be made an integral part of the memorandum. This
method is particylarly desirable when considerable coordination or
concurrence is necessary outside the originating office, or when the
signing official or the recipient of the memorandum may desire a
record of concurrences by the officials’ surnames and titles. To pro-
vide for these signatures, type the word, “CONCURRENCE,” flush
with the left margin, four lines below the signature line. Beginning
five lines below the word, “CONCURRENCE,” even with the left
margin, type a solid line for the signature of the official from whom
concurrence is desired. BeneatL this line, type the official’s title
flush with the left margin. To the right of the signature line, type
a solid line for the date. Center and type the word, “Date,” beneath
this line. Repeat this arrangsment for each concurring signature

. desired. Leave five lines betw:::; each signature line.

CONCURRENCES:

Director of Logistics Date
(swlfidn); )
Director of Personnel . Date

3. On .....-.ndga. " prepared for the signature of the Dj_gemhaputy

Dj_tgnm one of the two copies forwarded for retention in the registry

files w1ll bear the signature and title of the originator and each con-

curring officer. The originator and concurring officials’ signatures

should be identified by the words, “ORIGINATED BY" and “CON-

CURRENCES,” respectively. The second copy for retention in the

files. by his off{cesmf'nll other Agency copies need not bear the

signatures; typewritten names will suffice.

B. Indicating Approval as an Integral Part of a Memorandum

1. To eliminate preparxng additional mdunfﬂ ‘at approvmg
levels, a space for the approving official’s slém may be provided
on the original and all copies of a memorandum which will not leave
the Agency. An approval line is indicated by the word, “APPROVED,”

in all caps begun one or two spaces to the right of the center of the

FOR ORFAAL USE 0111
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FOR BEFIGHL USE ONLY

PART JV.. REVIEW, CONCUBRENCE, APPROVAL, AND SIGNING. AUTHORITY @

" page and five lines below the last signature line. Two or three spaces
to the right of “APPROVKD” and on the same line type a solid line
for the date. Center the word, “Date,” beneath the line. Two lines
below, type in the approving official’s name in initial caps and center

his title beneath. Example:
(Signature of Signer)
(5 lines)
. APPROVED: _

Date
(2 'Tines)
Official's Name
Director of Seewurlity )

2. Consider the following requirements when an approval line is
used: ‘ ’ : . _

a. In addition to the original, which is usually returned to the
originating official for mecessary action, prepare a copy for reten-
tion by the approving oﬁ‘l:cial. Furnish two copies, if the approving
official is the Director of CIA or one of his ['eputies.

b. Action of the approving cfficia! chall be indicated on all copies.

c. Under no circumstances will information or file copies be
distributed until action has zeen tzken by the approving official.

C. Responsibility for Review and Cencurrences

1. It is the originating official’s responsibility to secure all neces-
sary reviews and concurrences within [z.s organizational element and
to provide adequate routing of the Man{mj to other offices for

. concurrence. “Provide adequate routing” includes a review of the
assembled memeranduss J to ensurs that rsuling slips bear the names
of every office concerned.

2. Reviewing officials shall sign or initial originals and copies in
the spaces provided. Qualified concurrences or non-concurrences
shall be indicated and the reasons, therzfor, typed to the right of the
official’s signature on the origiral and al! copies of the memorandum.
The copy for the reviewing official will be forwarded from the office
of the signing official after the document is signed.

3. It is the responsibility of secretaries at concurring levels to type
the names of concurring officials, the date the action was taken, and
any other notations of concurrence or qualified concurrence on each
copy of a memorandum that will not leave the Agency. The con-

curring official’s signature shall be indicated above his title in the
following manner: ' '

rs.Iifua)W ~

9 January 1969

Director of Personnel ' h ~Date

2 FOR OFFIGHL USE D:ALY-
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 FOR GERRYAL USE ONLY

| Review, Concurrence, Approval, And Signing Authority  Part IV

D, Authority to Sign Memorandwms -

The authority to sign for the Director of Central
Intelligence has been delegated by the Director to
certain Agency officials. The extent to which this
authority is delggated further within a component
should be established - before correspohdente is sant.

" The Tollowing geperal rules apply:

1, Correspondence  addressed horizontally shall be
signed by an offfcial at the same level as that of the
addressee, or by a person to whom authority has been
delegated, : )

2. Correspondence directed upward shall be signed by -
or directed thromgh the chief of the element irmediately
below that of the official to whom it is addressed,

3. Correspondsnce directed downward shall be signed by

or directed thromgh the chief of the element immediately
above that of the official to whom it is addressed,

FOR GG U oNLY

-
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FOR BEFIGIAL USE ONLY

PART W REVIEW, CONCURRENCE, A”FPROVAL, aND SIGNING AUTHORITY

ExHIBIT 1

CONCURRENCES AND APPROVAL

It is recommended that the verbal agreement described
herein be concluded officiqlly.

loffictalts mame -

Director of &.c‘-(ffy T
CONCURRENCES:: T
Director of Personnel Date
! Director of Logistics S Date .
; ‘
APPROVED:
K. L. Bannerman Date
Deputy Director
for Support
Distribution:
Orig & 1 - Addressee
DAP
D/0.

4 _;,Lt woi’ficial record copy, yellow)
a8 required

E N SRR
LI T I I |

: FOR OFFGHAL USE ONLY
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Correspondence forDirectpr Part V
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EFIGIAL 13z oLy

Yt 7 COR*.{SPONDENCE FOR the DIRECTOR

responsibility of the originating component to ensure that

this material 1s properly prepared, coordinated, and as-
sembled before it reaches the Office of the Director.

5. As announced in HN 70-6, dated 6 November 1966,
a _courtesy co ) T cto
of Central Intelligence or prepared for the Director's

signature will be provided for the Depuiy Diractor.

KEEP THIS IN MIND IN READING THIS PART OF THE HANDBOOKJ]J

B. Stationery

1. Letterhead, bond, and tissue copy are available for imemerandums
and letters prepared for the signature of the Director and the Deputy
Director.

2. Plain bond shall be used when addressing aemorandums to the
Director, Deputy Directors, and the Executive Dlrector,-comptroller.

C. Date

Hemoranduns and letters prepared for the signature of the Director
or the Deputy of Central Intelligence shall not be dated in the office
of or.gin. m,,,,;&;_,; and letters addressed to the . Director
will pe dated when signed.

D. Let er Format

1 Keeping in mind a “framed picture” appearance, set the margin
accosuingly. In most letters the address may be typed eight lines
belgv the last line of the letterhead, flush with the left margin. The
lengih of the letter will determine where the address should begin.
The salutation is typed two lines beisw the address Begin the body
of ih@ letter two spaces below the salutation and indent five spaces
for each paragraph. The text is single spaced unless it is eight lines
or lesg. (See examples of letter fornats.)

2. The complimentary close for the Director is “Sincerely.” The

name and title will be centered five lines below the complimentary

close. Examples:
Sincerely,

5 Iines)
' (Name}
Director

2 ‘TOR OEEICIAL USE ONY ——
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Correspondence for the Dirsctor ‘ Part V

Ae General

le Action papers, i.e,, papers requesting the Director's approval for

an Agebcy action will be forwarded to the Office of the Director in an

d and wiil be e Dire ro ecutive
droAfter action, the original wiil be returned to the originating

becomes the offjgial copys The originating official is
responsible for evaluating It for phrmanent or temporary retention. The carbon
will be maintained in the Executive Registry for a perlod of six months; after
which,it will be destroyed,

: 3
. g —————

2. Information papers intendsd only to inform the Director (on other than
substantive intelligence), will be forwarded to the 0ffice of the Director in an
original and one copy. The original will be returned to the originating compon-
ent after the Director, the Deputy Birector, and the Executive Director-Comptiroller
have been informed with an indicatisn to that effect on the memorandua. (as indic-
ated above, the original becomes th# official record copy.) One carbon will be
maintalned in the Executive Registry for a period of 90 days fer the purpose of
additional reference, if required, then destroyed. Officers attiending interdepart-
mental meetings of importance to the Agency should make a record of meetings,
indicating positions and recommendations of the Agency representative, and wvhere
appropriate of others In attendance; and setting forth the actions required by
the Agency, These memorandums shoujd be forwarded promptly to the 0ffice of the
Cirector,

3. Iatellignece Information randums for the Diractor will be routed to
his by the Executive Registry and the Executive Assistant with a copy each to the
Deputy Director and the Executive Director-Comptrolier. Unliess there is some Indic-
ation to the contrary, these will be destroyed after use. All components are en-
joined to ensure that all raw Inteljigence, special reports, or other information
of interest or concern to the princjpal officials of the Agency or of the Qovernment
are promptly called to the attention of the 0ffice of the Director.

4. Hemorandums or letters gojng outside the Agency prepared for the Director's
or the Deputy Director's signature BJhould be tranmitted to the Executive Registry
with an original and one copy for the addresses, one copy marked for the "signing
official,® and one marked for the"ERecutive Registry.® (Additional copies are to be
deterained by the originsting office.} After aignature, the letter or memorandum
will be dispatched by the Executive Registrys one copy will be retained in the
Registry, and the remainder will bw controlled and disseminated as indicated by the
office of origine Secretaries should consult the senjor secretaries within their '
own division or off[cf for additionkl guidance on the preparation of memorandums

and letters for the signature or approval of the Director or Deputy Director. {f Is the
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Correspondence for the Director Part V

Ae General

le Action papers, i.e,, papers requesting the Director's approval for
an Agebcy action will be forwarded to the Office of the Director in an original
and one copy with attachments and will be routed to the Director through the Executive
Director-GComptroller,After action, the original will be returned to the originating
component where it becomes the official record copy. The originating official is
responsible for evaluating it for permanent or temporary retention. The carbon
will be maintained in the Executive Registry for a period of six months; after
which,it will be destroyed.

2. Information papers intended only to inform the Director (on other than
substantive intelligences, will be forwarded to the Office of the Director in an
original and one copy. The original will e returned to the originating compon-
ent after the Director, the Deputy Director, and the Executive Director-Comptroller
have been informed with an indication to that effect on the memorandum. (as indic-
ated above, the original becomes the official record copy.) One carbon will be
maintained in the Exccutive Registry for a period of 90 days for the purpose of
additional reference, if required, then destroyeds Officers attending interdepart-
mental meetings of importance to the Agency should make a record of meetings,
indicating positions and recommendations of the Agency representative, and where
appropriate of others in attendance, and setting forth the actions required by

the Agencye These memorandums should be forwarded promptly to the Office of the
Director.

3. Intellignece information memorandums for the Director will be routed to
him by the Executive Registry and the Executive Assistant with a copy each to the
Deputy Director and the Executive Director-Comptroller. Unless there is some indic-
ation to the contrary, these will be destroyed after use. All components are en-
joined to ensure that all raw intelligence, special reports, or other inforaation
of interest or concern to the principal officials of the Agency or of the Government
are promptly cailed to the attention of the Office of the Director.

4, Memorandums or letters going outside the Agency prepared for the Directorts
or the Deputy Director!'s signature should be tranmitted to the Executive Registry
with an original and one copy for the addressee, one copy marked for the ®signing
official,” and one marked for theMExecutive Registry! (Additional copies are to be
determined by the originating office.) After signature, the letter or memorandum
will be dispatched by the Executive Registry; one copy will be retained in the
Registry, and the remainder will be controlled and disseminated as indicated by the
office of origine Secretaries should consult the senjor secretaries within their
own division or office for additional guidance on the preparation of memorandums
and letters for the signature or approval of the Director or Deputy Director. It is_the
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Correspondence for the Director : Pact X

ae For the Deputy Diregtor the compiimentary close and signature
Wi bes

Sinceraly,

" (5 lines)

(ullt?
(Military tilte, if any)
BepiXy Birector

(. A

be Whenever the Deputy Director signs in the absance of'thdngiroctor,
the signature will be shoym ass e e

Sincerely,

(5 lines)

( (Nucgu )
Milit title, if an
‘Ot::g Director Y

3o Enclosures will be typed and identified on the original and all copies.

4. ldentification of origitctgr) typlst, date of preparation, and the
~distribution of all copies wi,li!?‘shoun on the Internsl coples only.

5¢ All envelopes, majling slips, and document receipts will be prepared
and attached in the office of origin. The Director signature tabs will be
attached in the Office of the Directors The order of assembly of material
is contained in the part ontléled WAssembling Memorandums for Fi Inge®

[

Ee Io-or;my!ngtﬁ‘t ’

On & memorandum prepared for the signature of the Director or Deputy
Directors

l. The heading will confera to general standards prescribed for other
Agency memorandums. :

2. Paragraphs will be nupbered, except when the memorandus is addressed
to the President or the memprandum consists of only one paragraph.

3+ Five lines below the text and two spaces to the right of the center
of the page, the signature of the Director or the Dsputy Director of
Central Intelligeace shall be typed in Intial caps. The Director's name
will be in all caps on letters an In intial caps on memorandums with the
title centered immediately below, Examples '

For the Director ‘ (Name)
Director

For the Deputy Director (Nancz
(i litary title, if any)
Deputy Director

4o 1n the DIr térta abaéncc s BActing Director® is substituted for
®"Deputy Direct and 0ffice of Director stationery is used. Example:

{Nams)
(Mi litary title, if any)
Acting Director
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Correspondence for the Director Part ¥

ae For the Deputy Director the complimentary close and signature
will be:

Sincerely,

(5 lines)

(Name)
(Military tilte, if any)
Deputy Director

b. Whenever the Deputy Director signs in the absence of the Director,
the signature will be shown ass

Sincerely,

(5 tines)

(Name)
{Hilitary title, if any)
8cting Director

3« Enclosures will be typed and identified on the original and all copies.

4. tdentification of originator, typist, date of preparation, and the
distribution of all copies will be shown on the internal copies only.

5¢ All envelopes, mailing slips, and document receipts will be prepared
and attached in the office of origin., The Director signature tabs will be
sttached in the Office of the Director. The order of assembly of material
is contained in the part entitled BAssembling Memorandums for Forwarding.®

Es Memorandum Format

On a memorandum prepared for the signature of the Director or Deputy
Director:

l. The heading will conform to general standards prescribed for other
Agency memorandums.

2. Paragraphs will be numbered, except when the memorandum is addressed
to the President or the memorandum consists of only one paragraph.

3« Five lines below the text and two spaces to the right of the center
of the page, the signature of the Director or the Deputy Director of
Central Intelligemce shall be typed in Intial caps. The Director's name
will be in all caps on letters an in intial caps on memorandums with the
title centered immediately belows Example:

For the Director (Name)
Director
For the Deputy Director (Name)

(Mititary title, if any)
Deputy Director

4. In the Director's absence , MActing Director? is substituted for
"Deputy Director” and Office of Director stationery is used. Examples

(Name)
(Military title, if any)
Acting Director
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5. When material is mcludvd with & memorandum for the sxgna-'
ture of thew' ( the aubrevidtion, ~Att,” will be typed on all
copies. If more than ¢ one; the number will be shown.

6. Recipients of information copies outside the Agency will be in-
dicated on the original and all copies at the left margin two spaces
below the last typed line by typing “‘cc” followed by the recipient.
Example:

cc: Attorney General

T. On ‘sasoranduns _j duargssec for the signature of the Nroc- R
4 {the dlstnbutlon is shiown on internal copies only. v. The dis-
tribution may be shown on the back of the page if the memorandum
fills the page. If an additional page is used, it should be properly
titled to identify it with the body of the memorandum.

8. Attach a brief covering the memorandum jand “‘“W the pur= .

J

be forwarded through the Deputy Dnector concern:d. Y 7
9. On wemerantuss | addressed to, the Oirectors =~ 7

a. The headlngs shall conform to the general standards pre- . 1

scribed for Agency mempranqg.j ;

b. The first paragrapb of the text shall state the purpose of the
memorandum, approval, recommendation, information, etc., or
indicate the paragraph in which the action is contained. u/
Example:

This memorandum is for ‘im‘ormat'iox only. Particular reference is made
to paragraphs and ____

c. Paragraphs will be nuiMbered and single spaced with double
spacing between paragraphs.

d. If material is transmitted with a memorandum to the dle= -
0 scter “the abbreviatan “Att” is typed on copies flush with ‘the
left margm and two lines below the signature line. If more than
one attachment is trans;mtted the number is indicated. Attach-
ments may be identified in abbreviated form. Example:

2 Atts
Att 1: Memo, 15 February 1968
Att 2: TCA Contract (2)
e. Do not show the distribution on the original and courtesy

copy.

Brief Summary

A three-sentence summary will be prepared and dispatched to the
Director’s office immediately after a meeting or conversation with
officials outside the Agency, especially on those which may determine
or affect policy or which ghould be brought to the attention of the
Director or the Deputy Directm

FOR GEFIGIAL USE GHLY
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FOR BFEIGIAL USE OilLY

CORRESPQNDENCE FOR _the DIRECTOR .

ExHiBIT 1

CENTRALINTELLﬁSENCE AGENTY
WASHINGTON, D. C. 20508

OFFICE OF THZ D!7.CTOR

(Date left blank)

The Honorable Dean Rusk [
The Secretary of State
Washington, D. C, 20520

Dear Mr. Secretary: (Find out if the person signing the
letter knows the addressee personally,
for imstance, we:l enough to use his
first name.)

This-is an example of a letter preparec ior the sig-
nature of the Director of Central Intelligence. Letters
will be forwarded to the Director through the Deputy

_Director for Support with & cover meiworandum explaining
the purpose of the letter ito be signe . by the Director.

When a second page ig required, i.-e plain stationery;
margins will correspond with those on .ae first page, and
typing of the letter will begin four ..nes below the iden-
tification line. The sucdeeding pages are aumbered with
Arabic numerals, centered about one~half or three-quarters
of an inch from the bottom of the page.

Sincerely,
(Name)
Director
i
D/CO:JWCoffey:jts(ISFeb“} CONCUR :
Distribution:
Orig & 1 - Addressee
1 - ER . ' R, L. Wannerman Date
1 -, (signing Depu#y Director .
[emmeinfficial) for Support
2 -DD& :
1 - D/TO .
1 - ~ (yellow <fiicial pecora copy)
R

FOR OEELCIAL USE LY

(Concurrences, ldontiflcﬁ::, and distribution to be typed
on file copy only; note sndums to the President are
doub [e~spaced, )’ ¥

S
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CORRESPONDENCE FOR the DIREQTOR

FOR OFFIGIAL USE ORLY

ExHIBIT 2

on tI

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D. C. 20305

OFFICE OF DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE

(Date left blank)

The Honorable (nam?
The American Ambassado
City, Country

Dear Mr. Ambassador: (Find out if the person signing the
letter knows the addressee personally;
for iustance, well enough to use his
first name.)

This is an example of a letter prepared for the sig-
nature of the Deputy Director of Central Intelligence.
Generally, this i1ype of letter would be prepared for the
signature of the D.rect.r., However, a notctior accompany-
ing the incoming letter stated that the letter be pre-
pared for the Deputy Director's signature.

A cover memorandum or brief explaining the purpose
of the letter should al » be <repared. The cover memo-
randum and the letter for signature should be forwarded
through the Deputy Director for Support,

The number oi copies prepared should include an
original and one for the addressee, one for the signer,
one for the Executive Registry, two for the DDJ;, and what-
aver additional copies the originator may decide.

Sincerely,

(Name)
(Military title, if any)
Devnuty Director

o

FOR GEFIGIAL USE ONLY
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FOR GEEICIAL USE O

CORRESPONDENCE FOR__the DIRECTOR Pant ¥

AL

ExHIR:. 3

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D. C. 20308

OFFICE QOF DEPUTY DIRECTOR CF CENTRAL INTELLIGENCE

(Date left blank)

MEMORANDUM FOR: Director of Another Agency
Dircctor of Federal Commission

SUBJECT ;e wral Intermation

1. This s an exampl. i a memorandum prepared
for the signature of :he Deputy Director of the Agency.
The same format will be followed 'n preparing a memo-
randum -for the Director's signature,

2, Letterhead -rationcry o e Office of the
Diréctor or the bepuly Direcior or £éatral Intelligence
is available. Tis-uu copics with corrcesponding letter-
heads should be¢ uscd when couricsy coples are needed.
Additional copies <hall he prepared on plain tissue and
a yellow copy for thr off:«i1al record copy.

3. A well-balisiced appearance can be achieved by
carefully considering the leagth of the message and
adjusting the margia-~ carvielly. The texi should begin
four lines below the subject line, The body of the
memorandum is sainzle spaced unless the text is “ lines or
less. Double spaciny will also be used when preparing a
memorandum to the Prusident.

4. Paragrapl- snould be numbered unless the memo-
randum contains only one puragraph. Paragraphs are never
numbered in a memorandum tn the President nor in a letter.

FOR GERIGIAL BSE CRLY
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£ AECIMel ren AN
F9R SEGIRIAL USE CRLY

-
?M‘f ¥. CORRESPONLENCE FOR the DIREQTOR

ExuIisiT 3 ConT.

5. A cover memorandum oxp-iinine the purmn

Bie
of the attached memorandum to b signed b, the rector
IS required,

!
|
i
!
!
! {Naim-)
H (Militaryv title, 1f any)
| Deputy arector
: Att
(Identify 1f necessary)

D/CO:JWCoftey:mv(date prepared)

H Distribution:
I Orig & 1 - Addressee
' 1 - Orieinator's copy

--E—-.—(yeuoyv olticial record copy)
xecutlve Registry
" (signing olffici1al)

b2

N Sd et et
[ I |

ces  Gencral Counsel (to be typed on all copies retained In
the Agency. )

y prperal BT oty
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i l’i BECHET... Goi Ui
-~ ” K
CORRESPONDENCE FOR the DIREGCTOR P wiet E
EXHIBIT 4

(DATE)

BRIEF FOR: Director o; Centrus lutel]inouce

SUBJECT : Inter-=Agend s Corrse-pondence Standards

1. This Agency is contrasbuting suggestions for
the developmeni of inter-agency correspondence stand-
ards in cooperation with the General Services Adminis-
tration.

2. The attached currespondence four your signature
conveys our ideas on tl - subject to those agencies which
have expressed an interest in tle standardization program.

(Name)
Director of

Tistribution:
Orig & 1 - Addresscve
1 = Originatos 's copy
] - weeeme (official record copy, yellow)

2 - DI

' A: 5':';{ :iLY

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3



Approved For Release 2007/02/16 : CIA-RDP74- 000 5R000200150004-3

fanf ¥

FOR Gedtr

{.. RLSPON. “NCE FOR _the DIRECTOR

EXHIBIT 0

(DATE)
LERORANDUM FOR: Director of Cer .l 1 .-oiicence
HROUGH o Deputy Director “ar Sap;.an
SUBJECT : Inter-Arency Co-rospondrace Standards

1. This illustrates a momo. ‘andum -ubmitted todhe
Wractpf for action and his approval siunature. The
first paragraph should state tie: purpose of the memo-
randum and request for the approvii of the recommenda~—
tion 1n paragraph R

2. The memorandum will 1nc.ade a =mnace for an
approval signature. If concurrence by (e Deputy
Director is necessary, prepare a voncursence line,

The originating officer is rebpnhhlb]e tor ali coordi-
ration before the paper reaches ine Oftice of the
Director. The originator should also makc rertain that
the file is properly assembled and all artachments
included.

.(Name:
Direcvtor of LOGISTICS
At
Handbook
CONCURRENCE:
Ticputy Dircctor Tor Support T T hate

The recommendation contained in “aragrign 1s approved,

—Rremra_ fneyms— ..
Director of Central Intelligeuce
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CORRESPONDENCE FOR the DIRECTOR . Part

FEx 1BIT 5 CONT.

Distribution:
Orig - Addressee (lor returt to action (Distribution

1 - ER ol f1ee via  D/S) sTown Ol OF1gi=-
1 - DS Chrono tial and approval
1 = DD§ Subject (W/Held: papers only)

1 = (anv information addi:s-- e -

1 - (yellow olfic.ul record copy)

X -~ Others as aecussary

NOTE: [If, for instance, the DDP smeral Counsel,
or any other office uulslde the 6 werte to sign
CONCURRENCE on this approval memo, “the concurrence
lines would appear abave the approval line.

(Distridution shown only on orlginal and approval coples onlye)

“ FOR QEEIGIAL 8
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Part V _

EXHIEIT 6

(pATE)

AGENCY :E.IORAHDUIS AND LETTERS ADDRESSED
T0 THE OFFICE OF THE DIRECTOR

1. Originators will insure that all such menorandums
open with a sentence siziliar to one of the three belows

as "This memorandua is for information only;
particular reference is made to paragraphs ’
’ and o

b. "This mesorandum submits a recommendation
for your approval; this recoamendation is contained
in paragraph _ _____."

ce "This memorandua suggests action on the part
of the Director (or Deputy Director or Executive
Director-Comprotler); this action is contained in

paregraph of

2. In the place provided for the approving signature,
the following statement shall be typeds "The recommerdation(s)
in paragraph is (are) approved.? On the same sheet re-
questing spproval by the Director, Deputy Director, or the
Executive Director-Somptroller, provision will be made for the
concurrence of the Deputy Director concerned and other appro-
priate officers including a place for the dete as shown at
the end of this exhibit.

T P —
—
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Tant ¥

-

FOR GEciGohe 225 I

CORRESPO.NDENCE FOR the DIRZCTOR

Exuisit 4 CoONT.

vdum o rar the Oidice
e Inpeector. that copy xii durissd o the orisiiat
companent s the obticaal opy. the oranat sy
sificial 1s responsible for w.oazna ing it {or perm:eat or
temporary retention.

3. 11, overy case of a

4e Do not use stcples on the dircctor's wail-= use
binderclips onlye

-

Informal guidance comeeeang Vi Helms' personal
references in the format of vortvapondeaee are:

a. He prefers addressec o e s longer than four
lines, 1f possible.

Example: Mr. Jopus n» Smit. . agarector
Department of . e
IMK)) P40 Street, & W,
Washanpton, D, €. udaod

rather thau

Mr. Jonn W, Smitn
Director

Departmert of., . . .
0NN 1<t rrnet, & w
Washington., D € o260

b. He prefers the memer spdum P act rathoer than a
letter, even when replying = an s i, ot er

Example: MEMORANDUM FOR: Tne Honorable Dean Rusk
T+ Serretary of State

SURJEC

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

IAY "-""‘T‘ 3.";_.;: ":
FOR QERGns vot Uil

e ——




Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

R errFmomre nr an
FOR GEEiGIA. o ooy

s YL NI y !
CORRESPONDEN!"" FOR }hg 'JIRFSTOR Part v
ExuiniT 6 CONT.
i — - -
|
i
ORIGINATOR:
T Ulitle) - — Date
i
i
i CONCURRENCES:
i
) Direclior ol Loglislics atle
|
|
Director of Personnel Date
Deputy Director for Support Date
The recommendation conta.ned ... paragraph 4 1s approved.
Date
Deputy Director ot Central Intelligence
Show tull dislributio. pattern on all internal copies.
Copies must be provid:! for all coordinators (2 cys always
for DIBg). N onndm opletters prepared for Lransmittal
outside the Agency will  rovide for concurreace(s), on
the carbon copy retained in the Agencyes
'
15
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CORRESPONDENCE HANDBOOK

PART VI

ASSEMBLING MEMORANDUMS FOR FORWARDING
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ASSEMBLING MEMORANDUMS FOR FORWARDING Part VI
INDEX
Page
A, Assembling MemorandUMS ....c.cocececnocnsscsoanoososasnsse
B. Forwarding Memorandums ......... ecsecnccsasasens crresus

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3



Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

ASSE:BLING E.I0RANDU.S FOR FORWARDIIG PART Vi

Ae

Assembling Memorandums

l. Final respondibility for the correct assembly of memorandums rests with
the originator. (See Correspondence Hnadbook, Part |, Para. U and EXHIBIT 1.)
~emoranduns correctly assembled will include the following items, as appropriate,
in the sequence indicated:

a« Transnittel Slip, Fara 2il3 Routiny Slip, Form 237; Routing and
Record Sheet, Foru LIJ as appropriate. iiefer to Part V1Il, Para, G, D,
and . on usc.

e Original znd courtesy copy, if clipped together. {On external
«icworandu.s proiect orijinal with thin tissue.)

ce Addressed pen:liy iadica or plaiu cavilaius, ac approgriate, for the
original wnd courl..; cozy witn eoua:ieted Loastaje olipy atiazened, iT reguired.

co haFar Liion coics For addrestees outisde tue ajeacy will addresced

eavelzpes and =o.ni o ella e Cifpu; aliachede-il rejuirsc,

2s Irnfor.ation cspies (or cousurring officials! copies) for distribu-
tion within the Agency with addressed routing slips attached, if rzjuired,

fo Official reccre copy Iyellow tisue;

e Lrijiral incouing memorandums, cnclosures, etc., and any other
naterial 1o be attached to thz offitial file copy as pari of the oificial
file on the nc.oraaduus.

he Extra copy {or copies) for the Director or Deputy Cirector of
Central Intelligences !f the signing official is eithor the Director or
thz Deputy Director and the official (yellow) record copy Is to be reteined
at zither end or level, prepare zn additional copy on plain white. tissue,
1€, however, the official file copy of correspondence for their signature
is to Le reteined at another level, prepare two extra copies on plain wiite
tissue for the Directcer and the Depuly Jirector,

i. Qeturn copy (if desired) uith addressed routing sliy for its return.
jeo defcrence material for return to reference sources.

ke WHold Baci* copy (if desirad).

Zs In additicn to thu above:

8. & completed Document Receipt, Fora 515, will be attached to each
originel or copy requiring a reccipt in accordance with current Agency
Security Regulaticns,

LUs Jopies for distribution within the Agency will be designated by a
check beside the office designation Indicated under “Cistribution.t If the
distribution of copies s within a particular office and such a means of

indicating distribution {s adequate for routing, routing slips need not be
attached to the copies.
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PART V| LG R

ce Enciosures will be attached by clips to the original or copies trans-
aitting them.

de Assembly reference tabs will be attached whenever their use will ex-
pedite the review and approval of memorandums, Signature tabs should
not be attached in the office of srigin. These will be attached in 6/0C1.

2e The congleted assembly siiould include all necessary routing slips,
envelopes, receipts, and posiaje uliy: properly cospletec anl attachec to
the respeczive aaterial.

fo IF necessary, material should be festeaed together with paper clips
and made a part of the completed assembly by binder clips. Staples should be
used with discretion; consideration being given to the amount aand type of
handting the memorandums may recejve.

ge If it is anticipated that memorandums will receive considerabls hand-
ling, a backing sheet of bond paper or heavier stock should be attached to
protect the back pages.

Be Forwarding !lemorandums
liemorandums will be assembled and forwarded through prescribed chana:ls
to the particular office R0 for control, processing, and forwarding.

Only transnittal media complying with the security requirements of current
Agency regulations will be usad.
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ParT V1 Assembling Nemorandums FOR FORWARDING O
ExHiBIT 1
r
]
5 m] SED
: TAANS-
! MITTAL KZY: Numbers in parentheser
. OR — denote sequence of
; ROUTTHG 5 (3) arrangement of file.
i SLIF ) .
l ¥ T iy ] % Denotes reguirement i
| ; rrfvr'x.((u"l “4 only if memorandggM
| e B A
! #/7ING AND RECORD SHEET onrn. ’ the HHPOLLOE.

(FORM 610)
{5)| SIVELOPES

l
)
r
: b
; (©
- PRIEF FOR Tii SNRkCTOR:
ORIGINAL AND COLHTImY
COPY, CLIFPPED "UGETIRR

i TFORMATION COPTES ¥GF
t ADDRECSAFS OUTSIDE OTA
INFORMATION COFILs FOu
DISTRIZBUTISY YWITHI! CT/
OFFICIAL FILT
(Yellow Tir
ORIGIEAL TNoCHii i
MEMORAND UBSS 5

(11)

(12)

CGMPLETED ASSEMRLY EXTRA COPY ‘OR COP1ES)
- FOR DIRRECTOR,
. Bind wita clips rather RETURN COPY (If Jesired)
than with staples. .
REFERENCE MATERIAL FOR
{)/ RETURN TO REFERENCE SOURCES
L ol
>, HOLD BACK" COPY
r 1Y/, " {If desired)
I I }
| 1
| {
/
{ <3 Place envclopes verticully behind
|EXVELOPES] - original {(and courtecy copy if there

iz one) of each outgoing correspondence.

| | ' . *" REFEREWCE
L — — 2 - TABS

FOR- GEFIGIAL USE GXLY
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CORRESPONDENCE HANDBOOK

PART VII

ENVELOPES AND MAILING
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Envelopes and Mailing Part VII
INDEX
Page

A, General ...civevsssenscccersccscoassstoccsorsssnannssanecs ..

B, TYPES tieivecansnsessassonsonsa cesssenns ceeeressesssanns e

C. Use .covvvnnenns Creeitessensasneerenana Ctesecisessessanss

D, Addressing Envelopes for Transmittal Outside CIA..........

E. Addressing Inter-Office Mall ...ceeeceasccnoncosnccnsns cses
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FOR BEFIGIAL USE ONLY

ENVELOPES AND MAILING ParT VII

A. General

When mail is prepared for transmittal, it is important that the
proper envelope is used to ensure correct handling. Window en-
velopes should be used whenever possible. When a window envelope
cannot be used for security reasons, select a regular envelope of the
appropriate size.

B. Types

The Agency uses both penalty indicia and plain envelopes, as well
as penalty indicia labels on packazes. The penalty clause, “Penalty
for Private Use to Avoid Payment of Postage $300,” appears in the
upper right corner of the penalty indicia envelopes and labels. The
following types of envelopes ar. ... 2!" “ble (some contain preprinted
Agency addresses) :

1. Penalty Indicia Envelopes
White envelopes, 875" x 373”, and 9%" x 413"
White window envelopes, 87" x 37%”
Manila envelopes, 12” x 915"
Labels, gummed, 5" x 3"

2. Plain Envelopes
White envelopes, 312" x 67, 873" x 373", and 915" x 413"
White with opaque shading inside, 87" x374”, and 9%" x 414"
White window envelopes, 87g” x 375" '
White, Air Mail, red and blue border, 874” x 37~ (both plain and opaque
shading inside) and 9%” x 41g” manila envelopes, various sizes from
57g” x 334" through 18" x 141",

3. Multipurpaese Envelopes

The multipurpose envelopes are encouraged for internal routing. These
envelopes are designed with a window pocket attached to the outside to
accommodate a courier receipt being used as an address label, a 3" x5”
card, or paper on which the address is written. The envelopes may be
reused by removing the addressed paper or card and inserting a new one
properly addressed. Multipurpose envelopes are availablz in manila sizes
12” x 10” and 16" x 10”.

4. Chain Envelopes

U.S. Government messenger envelope, Form 65, sizes 12" x91%4” and
16” x 12" may be used for sending material between government offices and
agencies unless prohibited by security or operational requirements. When
using the chain envelope, enter the Stop Number (if known) for the ad-
dressec's agency in the space labeled “Stop.”

C. Use

The use of penalty indicia in lieu of postage stamps, is a matter of
convenience and economy to the government. Official mail quali-
fying for transmission under penalty indicia is broadly limited to

FOR BFFIGIAL USE ONLY ‘
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FOR BFFIGIAL USE ONLY

'ART VI ENVELOPES AND MAILING

official letters,memorandums, enclosures, etc., that are reasonably
related to the subjeet matter of the material. Penaltly indicia should
not be used for:
1. Mail on which additional postag« is required. such as air mail, mail for
mnst foreign countries, or mail weighing over four pounds.
2. Personal mail and other undafficial mail. even though a postage stamp
is aflixed over the penalty clause.
3. Inner envelopes used for double sealed material.

4. Mail sent outside the Post Office channels (by messenger or courier).
In acddition, do not place labels on penalty indicia envelopes.

D. Addrcssing Envelopes for Transmittal Qutside CIA

i. In addressing an envelope, begin typing approximately one-half the
depth and one-half the width of the envelope. Single space the name
and address in block style. The envuiope .adress will be the same as the
address on the letter.

2, If memorandums are to be dispatched by special delivery or registered
mail, type the words “SPECIAL DELIVERY" or “REGISTERED MAIL"
m all caps, two lines above and flush with the address.

9« |f memorandums are to be dispatched by AIR MAIL, no special instruc-
tons ure necessary provided an air-mail envelope is used. If an air-mail
€nvelope is not available, use a plain white envelope without a penalty
indicia. Type the words, “AIR MAIL,” in i1l caps, two lines above and
{lash with the address. '

4. Inter-Agency Mail—If contents of mail being sent to another govern-
ment ageney is unclassified, indicate on the envelope the addressee, the
room, and Stop Number. Do not use a penalty indicia envelope. (Delivery
15 made by U. 8. Official Mail and Messenger Service.)

5.1f memoranduss are classified either SECRET or CONFIDENTIAL and
arnv to be transmitted outside the Agency, attach two envelopes properly
addressed.

6.1f memorandume are classified, attach Form 240, dourler Receipt. In-
dicate the office, room number, and building. Do not include the Stop
Number. (Delivery is made by Agency courier.)

E. Addressing Inter-Office Mail

1. The incorrect addressing of inter-office mail results in trans-
mission delays and places an unwarranted burden on the courier-
messenger service. Personnel forwarding material shall ensure that
addresses contain the following information:

a. Office of origin.

b. Office designation of addressce (position title or name may be added
if desired).

¢. Building designation.
d. Room number.

2. In the few instances where it is necessary to expedite delivery,
the envelope or package may bz marked “Direct Delivery” or “Deliver
to Addressee” in addition to information required in paragraphs a
through d above.

FOR OFHBIAL USE ONLY
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 FOR GRABEAL USE ONLY | N

Envelonos apd Mailing _ . Parct UIT

NUTE:  This guide is very general since security and operational requirements will often
sovern the use of certain envelopes and labels. It is recommended that it be used in
sinjunction with current CIA Securit{ Regulations, specific office directives, and in-

ifrmation obtainable from the Central Mail Room.
' |__RETURN ADDRESS | POSTAGE
TYPE OF MAILING OR USE TYPE OF ENVELOPE SLIP
. ‘ CIA, FBIS,| omER OR LABEL TO USE REGUIRED -
or SSU |
Inner envelope for the transmis— Nonpenalty ' No
sion of double—~sealed classified 3
material
Within Headquarters . Nonpenalty (CIA Chain, No
. . . . U. S. Govt. Messenger, or
regular envelope, depend-
ing upon security re—
quirements)-
Inten—Agency (Washington, D. C.- Nonpenalty (U. S. Govt. No
area only) Messenger or regular
: envelopes depending upon
security requirements)
Official mail, four pounds or X Penalty No
under, directed to addressees in
the continental U. S., U, 8., Ter- X Nonpenalty , Yes
ritories and possessions, Canada,
ga?ibbean Republics, Central and
outh America. (except Argentina
and Brazil)
Offieisl mail over four pounds X X Nonpenalty Yes
directed to addressees in the . '
continental U. S., U. S. Terri-
tories and possessions, Canada,
Caribbean Republics, Central and:
South America (except Argentina
and Brazil)
Air Mail ‘ X X Nonpenalty Yes
Speciai Delivery X Pehalty Yes
X Nonpenalty ‘ Yes
Registered Mail - ) X Penalty (Nonwindow) Yes
/ X | Nonpenalty (Nomwindow) | Yes
Registered Mail - Return Receipt X Penalty (Nonwindow) Yes
Requested :
X | Nonpenalty (Nonwindow) Yes

TYPES OF PENALTY AND NONPENALTY ENVELOPES
AND LABELS FOR TRANSMITTING OFFICIAL MAIL

. . - .
Paell s de 3
-
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Materials for Assembling and Forwarding Memorandums Part VIII
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~ FOR GFHGIAL USE ONLY

MATERIALS FOR Assnmni..mc AND FORWARDING MEMORANDms PART VIII

A. Reference Tabs rﬂ(\m\ 163

This form is an invaluable a1d to officials revxewmg memorand{un N
It is particularly helpful whew.» is bulky or is to be re-
viewed for concurrf‘nce or approval by several officials. Reference
tabs are designed for repeated use. They are attached with paper
clips. These tabs Are available at the Building Supply Office.

OFFICIAL
FILE

0 COPY

€9} wiog

| 3un1wnois

CONCUR

o | - , 0O

| 7vAOuddY

SAME SIZE AS SHOWN

B. Priority Tag, Form 160

This form aids m -expediting the routing and processing of : meme~
randess: Wwhenever otfer than routine handling is required. The tag

%

is colol red, size 3” x l/z”, and is reusable.

JNORITY

Form M. A
L 160 i previows mateions (1)

*
i
.

SAME SIZE AS SHOWN

mn OFFIGIAL USEONLY
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FOR BFFIGtAL USE ONLY

’ART VIII MATERIALS FOR ASSEMBLING AND FORWARDING u,m,..,,dm

C. Transmittal Slip, Form 241

This slip is used for transmitting memorandums  and other mate-
rial within Headquarters when only one addressee per document is
involved.

DATE

TRANSMITTAL SLIP

TO:

ROOM NO. BUILDING

REMARKS:

FROM:

ROOM NO. BUILDING EXTENSION
FORM NO 24] REPLACES FORM 36-8 ¥ GPO:1957—0-439445 - ()
1FEB 55 WHICH MAY BE USED, )

SAME SIZE AS SHOWN

2 ~ FOR BEFIGIAL USE ONLY
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FOR BFFIGIAL USE ONLY '

MATERIALS FOR ASSEMBLING AND FORWARDING Hemorandums. Part VIII

D. Official Routing Slip, Form. 237

Memorandums . O other material routed in consecutive order to two
or more parties in Headquarters are transmitted by Official Routing

Slips -
SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
[ UNCLASSIFIED | [ CONFIDENTIAL | [ SECRET
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS DATE INITIALS
1
2
3
t
5
6
ACTHION DIRECY REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:
FOLD HERE TO RETURN TO SENDER
FROM: NAME. ADDRESS AND PHONE NO. DATE
T UNCLASSIFIED | | CONFIDENTIAL | SECRET
ovs editi (40)
'?-.‘70. 237 u" P'."ou’ .d"luns U.S GOVERNMENTY PRINTING OFFICE . 1961 O— 387282

ACTUAL SIZE - 5" x 8"

FOR GRFEML USE ONLY
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g - Bouting and Record Shest, Ferm 610

K

The extent of review and concurrence in offices through which
correspondence may pass is often indefinite. Therefore, for corre-
spondence of more than a routine nature, provision should be made for
extended routing. Routing and Record Sheet serves this purpose. In
addition, it provides space for added comments and serves as a pro-
tective covering over the original.

[ UNCLASSIFIED  [] JNIERMM [0 CONFIDENTIAL [J SECReT

—

ROUTING AND RECORD SHEET

SUBIECT:  [Optional)

FROM.: exension | no

Date

TO: (Officar designation, 1oom number, and DATE
building) QFFCER'S | COMMENTS (Numbes each comment to show from whom
INIMALS fo whom. Drow o line across ctolumn ofter sach commant.}

1.

2.

3

o 610 5Ae" [ SECRET [ CONFIDENTIAL [ WERMAL [ uNcLassIFIED

ACTUAL SIZE - 8" x 103"

Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3



Approved For Release 2007/02/16 : CIA-RDP74-00005R000200150004-3

CONFIDENTTAL . )
HB 42-100-1
HANDBOOK CORRESBONDENCE - GENERAL

NO. h2-1Q9-1

/

d. Ddcument Control, Form 238 /
N ] /

This\six-part form 1s designed to providf/ intraoffice mail con-

trol when'the volume of correspondence justjfies using control measures.

Generally d&ther transmittal or routing slil?é are unnecessary when this

form is use /

AN

“\
s
Srepiley” @ :
PAPER PATENTED BY NCR CO. HC GREGOR & WERNER, INC., wi\gune'rou 9, D.C. Gp—40523 !
s /
" ;
FORM NO. REPLACES FORM 38-1 (13-4
238 DOCWMENT CONTROL ‘'**?
1 MAY B6 WHICH 1S OBSOLETE \,
SEC. CL.] ORIGIN \*. CONTROL NO.
"\ ;
" ;
DATE OF DOC.| DATE REC'D DATE OUT SUSPENSE RATE | CROSS REFEREN&E OR
POINT OF FILING
\‘ :
TO [~
FROM ROUTING DaTE
SUBJ. 5, ENCE OR
ILING
T 2
DATE
- SENT
l ENCE OR
) — ILING
b DATE
— SENT
b CE OR
\ LING
COURIER NO. ANSWERED NO REPLY \. —
q —
DATE
. e SENT
5 N
coU ) "\\—J\ jCE OR
RIER NO. — LING
ANSWERED NO REPLY l_\\*—‘
L2 B
x DATE
: \ S SENT
k% E OR
\ ———— pNG
COURIER NO. ANSWERED NO REPLY ‘\ 3 — "
5 ATE
\ S ENT
COURIER NO. ANSWERED NO REPLY \ 4 — I
5
1 \ _
COURIER Nf. ANSWERED NO REPLY \R 5
¥ \,
/ \'
i,‘
FOURIER NO. ANSWERED NO REPLY \ 6

CONFIDENTTAL
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SECRET

MATERIALS FOR ASSEMBLING AND FORWARDING Memorsmdumg Part VIII

F. Courier Receipt and Log Record, Form 240

All envelopes or packages containing material classified CONFI-
DENTIAL and above, transmitted between buildings within or outside
CIA, are customarily accounted for by a Courier Receipt. Receipts
are prepared in an original and two copies. Copy one is inserted in
the window pocket or securely attached to the envelope or package
without a window pocket. Copies 2 and 3 contain logging informa-
tion for use by the originator and the recipient. When log data has
been added to the Courier Receipt, copy 3 shall be inserted inside
the package to be delivered to the addressee. Copy 3 becomes the
log record in the receiving office.

FROM No.E 492608

DATE

TYPE OF MATERIAL

TO: | ENVELOPE (s5)

| PACKAGE (s)

OTHER

CRIGINATOR: DO NOT COMPLETE THIS COPY BELOW THIS LINE. REMOVE THIS COPY
IF LOG DATA IS TO BE ADDED ON COPIES 2 AND 3. INSERT ONLY THIS COPY IN THE
WINDOW POCKET, OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT A
WINDOW POCKET.

S8IGNATURE OF RECIPIENT (NOT INITIALS) DATE AND TIME OF RECEIPT

COURIER’S RECEIPT

1

FORM 240 USE PREVIOUS (24-25)
6-60 EDITIONS

COURIER RECEIPT AND LOG RECORD

SAME SIZE AS SHOWN

SECRET
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SECRET
Part VIII MMTERIALS FOR ASSEMBLING AND FORWARDING MEMORANDA

N
G. Document Receipt, Form 615

A Document Receipt is required for all jfmemoranda classified
SECRET or CONFIDENTIAL transmitted ottside CIA. Its use is
optional for classified memoranda transmjtted within the Agency.
Document Receipts are prepared in an oréinal and one copy. The
original is transmitted with the memorghda; the duplicate copy is

retained ‘until the original Jearing the recipient’s signa-
ture is returned. The duplicate cop‘y/is then destroyed.
/
/
/
CENTRAL INTELLIGENCE AGENCY NOTICE TO RELIPIENT COURIER REC. NO. GATE SENT
DOCUMENT RECEIPT Sign and Retum as Sha‘t on Reverse Side
SEMDER OF DOCUMENT(S) ROOM BLOG. DATE DOCUMENT(S] SENT
DESCRIPI DOCUMENT(S) SENT
CIA NO DOCUMENT DATE | COPIES 1 OCUMENT TrTLE ATTACHMENTS CLASS
A

4 i
Fi RECIPIENT
ADDRESS OF RECIMENT | SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENT(S)
i
i
}‘ ROFFICE DATE OF RECEIPT
Y
£ \
FORM USE PREVIOUS EDITIONS 33
815 7 y

TO: CIA RECIPIENT

Place signed receipt jh outgoing messengey box for return to sender of document
through agency messgnger service.
TO: NON-CIA RECIPIENT

Place signed receig in envelope and transmit toy

CENTRALFINTELLIGENCE AGENCY \
2430 EBTREET NW.
WASHINGTON 25, D.C. Stop 64 \\
\ #GPO - 1962 O - 651682

SECRET
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Part VIIT Materials for Assembling and Forwarding Memorandums

&. Dsemusnt Recsipt, Form 615

A Document Receipt is required for all correspondence classified
SECRET transmitted outside CIA. Its use is optional for SECRET cor-
respondence transmitted within the Agency and CONFIDENTTAL material
forwarded outside CIA. Document Receipts are prepared in an original
and one copy. The original is transmitted with the correspondence;
the copy is retained by the sender until the original bearing the
recipient's signature is returned. The copy 1s then destroyed.

CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT COURIER REC. NO. DATE SENT
DOCUMENT RECEIPT Sign and Return as Shown on Reverse Side
SENDER OF DOCUMENT(S) ROOM LOG. DATE DOCUMENT(S) SENT
DESCRIPTION OF DOCUMENT(S} SENT
CIA NO. DOCUMENT DATE COPIES DOCUMENT TITLE ATTACHMENTS CLASS

RECIPIENT
ADDRESS OF RECIPIENT SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENT(S))
OFFICE DATE OF RECEIPT
FORM 515 % PREVIOUS EDITIONS 33)
12-61

TO: CIA RECIPIENT
Place signed receipt in outgoing messenger box for return to sender of document
through agency messenger service.

TO: NON-CIA RECIPIENT

Place signed receipt in envelope and transmit to:

CENTRAL INTELLIGENCE AGENCY

2430 E STREET Nw.
WASHINGTON 25, D.C. Stop 64

L _

BACK
ACTUAL SIZE - 33" x 74"
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CONFIDENTIAL :
HB 42-100-1

HANDBOQK - CORRESPONDENCE - GENERAL

NO. k2-100-1
3

i. Postage Slip, Form 239

A Postage Slip shall be completed and attached to each piece of
correspondence which will require special postage or handling. Envelopes
and labels which bear the penalty indicia may require additional postage
for special type services. In completing the Slip, indicate the type of
mailing service desired, and fill in each pertinent space except the box
marked "For Use by Central Mail Only." In addition, type the words "DO
NOT METER" if for security reasons the postage should not be affixed by
a postage meter.

NOTE: A single Postage Slip may be used to cover a group of letters if
each letter in the group requires only first class postage. For
such cases, type the word "various" in the addressee box on Form
239, followed by the number of addressees in parentheses. Attach
a listing of these ‘addresses.

Postage Slips will be requfred when the originator of registered cor-
respondence desires a Return Receipt Card for Registered Mail, Post
Office Form 3811.

SEE INSTRUCTIONS qﬂ REVERSE SIDE ) POSTAGE SLIP

THE ATTACHED 0 ICIAL MATERIAL REQL*RES POSTAGE FOR THE FOLLOWING PURPOSE :

REGISTERED
AIR SPECIAL FIRST (RETURN RECEIPT
MAIL DELIVERY REGISTERED REQUESTED)
Ot Jistmen
(EXPLAIN FULLY)

ADDREﬁEE r FOR USE BY CENTRAL MAIL ONLY
é WEIGHT
ADDRESS |
SENDER !
;s POSTAGE
OFFICE : \ AFFIXED
DATE TELEPHONE EXT.

§28 % 35-11

SAME STIZE AS SHOWN
EXHIBIT 17
-68-

CONFIDENTIAL
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FOR GEFIGIAL USE ONLY

MATERIALS FOR ASSEMBLING AND FORWARDING Memorendums Part VIII

H. Postage Slip, Form 239 -

1. A Postage Slip shall be completed and attached to each memo-
randum which will require special postage or handling. In com-
pleting the slip, indicate the type of mailing service desired, and
fill in each pertinent space, except the box marked for use by “Central
Mail Only.” In addition, type the words, “DO NOT METER," if for
security reasons the postage should not be affixed by a postage meter.

NOTE: A single Postage Slip may be used to cover each letter in the group

of letters if each letter in the group requires only first class postage. For

such cases, type the word, ‘gvarious,” in the addressee box on Form 239,

followed by the number of addressees in parentheses. Attach a listing

of these addressees.

2. Postage Slips'will be required when the originator of « reglgﬁgred
memorandun  desires a Return Receipt Card ‘for Registered Maii, Post
Office Form 3811.

SEE INSTRUCTIONS
SEE INSTRUCTION REQUEST FOR POSTAGE
REQUIRED SERVICES
= ] J
L FIRST CLASS PARCEL POSY OTHER (EXPLAIN FULLY)
! AIR MAIL D FILM OR BOOK RATE
D SPECIAL DELIVERY S INSURED (VALUE )
D REGISTERED D SPECIAL HANDLING
| ReTURN RECEIPT® l:l DELIVER TO ADDRESSEE ONLY*
*AVAILABLE ONLY ON REGISTERED AND INSURED MAIL
ADDRESSEE CENTRAL MAIL ONLY
DISPATCHED
ADDRESS
DATE TIME CLERK
ORIGINATING OFFICE POSTAGE AFFIXED
DATE ' EXTENSION | BY
FORM R
7-62 239 Use previous editions

SAME SIZE AS SHOWN

FOR GFFIGIAL USE ONLY !

Lo
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PART VIII

I.

DOCUMENT CONTROL, Form 238

'is six-part form is designed to provide intra-office mail control
when the volume of correspondence justifies using control measures.
‘ienerally other transmittal or routing 8lips are unnecessary when

this form is used.

FORM NO. REPLACES FORM 3B.{ . (19-40)
1 MaAv Be 238 WHICH 18 OBSOLETE DOCUMENT CONTROL wra. s.06
SEC. CL.| ORIGIN CONTROL NO.
DATE OF DOC | DATE REC'D | DATE OUT |SUSPENSE DATE| CROSS REFERENCE OR
POINT OF FILING
- DATE —{ S5 °R
NG
FROM ROUTING peaf
suBJ.
ICE OR
ATE ING
ENT
ATE
— | ENT
- OR
—Is
_ ) OR
—_ e ¢
—_— ]
COURIER NO | ANSWERED NO REPLY — —f— —
l o T | —]——5
i —_—— D | R ———
[COURIER NO. , ANSWERED ‘ NO REPLY 2
COURIER NO. ANSWERED NO REPLY J‘ i
I COURIER NO. , ANSWERED NO REPLY 4 - | —
| COURIER NoO. ANSWERED NO REPLY 5 _—
COURIER NO. ANSWERED NO REPLY _ 6

ACTUAL SIZE - 5" x 3 1/16"

T FORGESREAL USE GALY
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CORRESPONDENCE HANDBOOK

PART IX

REGISTERED MAIL AND

AGENCY MATLING PRODEDURES
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Registered Mail and Agengy Mailing Procedures Part IX
INDEX
Page
A, General .....ceeecesesssecssecansassssscsatssssossoonsenss
B, PrOCEAUTES eeeeeeeencsaenensnsancssssnssssssosssosnsasons !
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FOR (RB3AL USE ONLY

Registered Mail and .
Agency Mailing Procedures Part IX

A, General

United States postal regulations require that
return addresses on registered mail include the
name of the Agency. Domestic memorandums and let-
ters with a defense classification of SECRET or
CONFIDENTIAL forwarded outside the Agency as
registered mail will be accompained by a completed
Form 239, EXHIBIT I.

B. Procedures

Each division or component is responsible
for preparing the envelopes and the documentation

required for all correspondence it forwards through
registered mail facilities.

1. The return address to be used for official
overt domestic mail when there are no security
restrictions is:

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20505

Penalty indica envelopes will be used. The return
address will be placed in the left corner above the
notation, "official business," and needs no other
sender identification.

2, Mail forwarded as registered mail using the
Agency as a return address is to be accompained by
a copy of Form 239, "Request for Postage," with the
appropriate blocks completed. (See EXHIBIT I.) The
originating office should be shown along with the
originator's true name on the form, No tape of any
kind should be used on registered mail.

FOR OERREAL USE ONLY
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FOR OFFICIAL USE ONLY

WRT 11X Reglatered Mail and AgendMAILING PROCEDURES

ExHiBIT 1
SEE INSTRUCTIONS
ON REVERSE SIDE. REQUEST FOR POSTAGE
N REQUIRED SERVICES
El FIRST CLASS D PARCEL POST E] OTHER (EXPLAIN FULLY)
[X AIR MAIL D FILM OR BOOK RATE
D SPECIAL DELIVERY D INSURED (VALUE ____)
B REGISTERED D SPECIAL HANDLING
D RETURN RECEIPT* D DELIVER TO ADDRESSEE ONLY*
*AVAILABLE ONLY ON REGISTERED AND INSURED MAIL
ADDRL3SEE A CENTRAL MAIL ONLY
’I‘;:)Jngxer Hodge IBM Corporation pa——
9000 W. Lyon St. DATE TIME CLERK
New York 22, N, Y, 10001
ORIGNATING OFFICE POSTAGE AFFIXED
Qﬁ Sender's Ta=wp Name)
DATE & | EXTENSION I BY
} 4 ‘ 581
;9:2 Use previous editions

2

SAME SIZE AS SHOWN

" FOR OFFIGIAL USE ONLY
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