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HEC 30 1852

MEMORANDUM FOR: Chief, (-2 Documsnt Library
SUBJECT e CIA Library Services to 0-2

1. Reference is made to your memoranda of L and 19 December 1952
respectively on the general subject of CIA Library Services to G-2
Documsnt Library. This memorancum is to confirm the several telephone
conversations already held oz this subject. The CI4 Library welcomes
?c I;pportunity tc extend its facilities to (~2 and wishes to cooperate

ully.

2. Comments specifically are as follows:
&, MHemorandum of L Decemder. The CTA Library is willing to

undertaie 1) uﬁcﬁg of G-2 requests for intellofax tapes by
subject, and 2) the loan of CIA documents. Close wateh will be
kept on the volume to see that it ia ¥ithin the perscnnel capa-
bilities. It is requested that the G-2 iibrary in turn provide
occasional qualitative evainations of the service provided to as-
sist in CIA Library assessment of its sabject analysis, cireu-
lation and bibliographic activities.

b, Memorandum of 19 December. The intsllofax rup recuested

on USSR Vacwan Tubes has been delivered. The G-2 Document Library

will receive on a regular basis all TBM cards containing abstracts
covering basic intelligence, flashes, etc. The cards will be
unpunched and will be sent to You weekly, starting the first wsek

in January.

3. The interest of -2 Document Library in improving the library
facilities for the intelligence community is a commendadble cne. The
CIA Library wishes toc reeord its appreciation.

ABT:mec Tibrarian

30 December 1952
Distribution: ,
AD/CD -1  vAp/I1C - 1

Signer - 2 Admin. Files - ISEGHET
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OEPARTMENT OF THE ARMY
OPPIOR OF THE ASBISTANT GOEN OF STAPY, -4, INTELLMGIDGE
WASIEVEN 0. B\ 8. :

4 December 1952
G2=CIL

YEMCRANIUY FOR: CHIEF, CENTRAL INTELLITENCE ACENCY LIBRARY
SUBJECT: Services Availsadle from CIA to 02

1, Due to space and persoanel limitations the 0-2 Docment
Library has under consideration a plan to restrict considerebly its
cataloging of intelligence reports received from other IAC agencies.
If-this plan is put into effect, 1t would increase the demards for

rvice on the CIA Libtrary. The plan in essence follows: .

&, N2 Document Library would give complete subject cats-
loging to all intelligence reports received from Arwy sources and
would continue to ma.ntain permenent file ooples of such reports.

be The G=2 Document Library would ma:intain temporary file
copies only of reports received from other agencies and would do no
subject cataloging on such reports, It is anticipated that these
temporary file copias would be retained for perhaps ome year after
reneipt,

¢. The 0-2 Document Library would depend on the CIA Librery,
to furnish lists of references by subject on Intellofax tap+s when-
ever requests are received for information by subject which cammot be
answered sclely from intelligence reports of Arwmy origin., It is
anticipated that requests for such Intellofax tapes would increase
from the present average of about (LO) per m-nth to a maximum of (200)
per momth, '

de It is further anticipated that G2 would depend
after

ary file copy of the 3=2 Document L& been destroyed. No

ostimate can be given at this time of the inereased loed this would
place on the inter-library loan fasilitiece; however, it 1s not be-
lieved that it would be very exteasive.

2. Information is desired fer Purposes as to whether
the CIA Lidrary 1s in a pesition %o the increased load men-
tioned above,

GEOROR 3. MEOWN
Major aB
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PROSPECTUS

Prosramphnnérs of the research offices of CIA began
of 1951 an intemsive re-examination of the problem of mobilizing overt
and classified source msterials in support of intelligence research. as

in November 1951. Concurrences in the proposals were coutributed by
ORR, OFC, OCI, OIC, and 0SI.

FROGRAM

Final authority was received by the CIA Library oa 1 May 1952 to
establish a Resources Sectiom to provide the following reference services

i. heyuratimmdmiutmoramdm
Research Facilities - (to be limited Inftially to ﬁ
Agencles; to provide comprehensive descriptions of col-
lections and collection policies.)

2. Preparation of 2 Guide to Inte e Reference Works -
(to report by area and by -

3. Field gearches for source materials according to briefings
from researchers.

AStufforlixineludiuaSeetmchief four librarians and a
secretary was suthoriged. OnlytheSecticucl’nefanatb secretary

tion of catalogs and source materials of established value to CIA
e) utilising rescurce information in support of research projects.
Ituestimtodt;;:the&cuonmcwmedmm (parts 1
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Semple Sheets of the
Yroposed

Index to Intelligencs Furiudicele

Containdng:

i~ Pr Gap@ﬂtus. :

s Proposed 1ist of poriodicals o be indexmsd.

3: Key 1o abbrsviations.

4, Semple entry ond explanation.

5. Semple pages of proposed indew containing
indawing of five of the propcasd periodieale.

Qetobor 16, 1952
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Index %0 Intelligense ‘oriodicalm
PROSPECTUS

FURPOSE

Te osteblich a current, contimuing, cunulative, subjset index to
ertielen and studies eontainad in a selscted list of the more impertant
intelligonce periodlicala, herstofore not sovered by cumlative indexing.
HEED |

it is boped thot the Jrdex will aatisfy the need felt by research
analyets and libearians for a "Readers’ Guide® type of index to glassified
intelligense periodicals, until now soversd ir a very few casas by only
occcasionnl snnual or semi-anmuel indexes. : .
SCOFE

The meterial to be indexed has been salseted by the following axriteriat

1. That it be in a publication (up through top secret) of the
120 Agercies, certain subordinate ocommends,| 25X1

2. That 1% be in English.

3. That 1t be a periocdicsl, that is, @ publicatiorn vith a
distinetive title appearing st successive intervels, contain-
ing artiocles on various subjects by ssveral contyibutors.

4o That it be an original, authoritative, substantive presenta-
tion of the subject covered.

5o That it not be indexed olsewher: on a current, continuing
basis outaide of the Intellofax System.

METH(D OF IKDEXING
Indexing is done by approved library methods with éams“adaptations

in terminology and form to fit tho needs of CIA and other intelligenca
groupz.

‘ )1731R003400090001-9
Approved For Releas | 25X 1
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FREQUENGT
e index will be published mouthly i cummlated yearly.
The entries show the follawing Inforvatien:

b Subjest

3. Szeurity information

4. Iliustrative ard bibllographic mstier
. Abbreviated title «f publiosticn

. Yolume or mumber

f.. Paginmtien

2. Date

3¢ CRET
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Fon Rgoorp 20 Ju 1952
AcYimm Cuier, CiRCULATION BaancH, CIA Ligrary

{MPROVED FROCEDURED FDR CIRCULATING BOOKS ANG PERIODICALS BETWERN A
Lignany ano FOD DocuseNts Brawcs

fe IN THE INTEREST OF SPEEDING P SEAVILE TO REQUESTERSE AND REGUCING

THE CEA LignARY'S CLERICAL woRK {NVOLVED, THREE PROCEDURAL CHARGES (8EE
PaRY, 2 Ao & \ H STEL BY ThE Li@RaRY 'S CIaCULATION BRANC:
To FDO's Documeni Branch | |

CONCURNED tn By THEM, AT AN | NFORMMAL
SE (N ¥ BUILDING OB FRIDAY, 20 JUNE. WiTw THE SUBSEQUENT CONCURRENCE
OF THE CLA LIBMARIAN, THE CHANGES |NDIGATED BELOW MAvE BEEN PUT INTO EFFRCY
AND JEEM YO BY WORKING SATISFACTRRILY 43 PLANNED,

. il RERONG. gF, 81§ EMs _rROM L) BRAS CongaE 38 BY FOD.
For 4 L0uS TiME FOD HAS SEEN GORAOWINE CEMTAIN §TENE ZACH WERH OIRECTLY FROM
™ LWL, wiTH THE CONCURRENCE 0F THE C1A LIBRARIAN, AS PART OF THE COOPCRAT I vE
"BI8" PHOUECT, PRE-sIGNED REouEsT LETIERS, sianeb By CIA Liarany peraowNe: ,
HAVE BEEN wotD @Y FDD. P 1o mow, HOWEVER, THE ClA LiBHARY was NOY moTIFIEZD
9F THE 1YEMS BORROVED UNTih AFTER THEY WEPRE RETURNED O Y L3 vy M
LIBRARY WAD CHARDED FOR Aii DUERGLZ 1TEME BY YME LC. Unnem Ter wew PROCEDURET,
FOO Wiki MOTIFY THE CIA LiGAARY A7 ONCE, BY MEANS OF A CARBON COPY OF THE
REQUEST LETTER, FiNMLY, AS BEFoRE, FOD winh 2EM0 Tue CIA LIBRARY A copy oF
&t L1 9T oF "REvumns®,

Nt 7 I S NAL ot RN L il A1 AN - SRR q %

AMITTED HEMGLTORTH 1C BORROW BIRRCTLY MOT ONLY “BIB" i TEmME But ALsa
SYHER |TEms NECOED By FOD, ID@ER THE MEW PROCEDURE, FDD Wikl ACCUMGLATE up
To B0 REOQUESTS, TYRC THEN ML bN 4 SINGLE REQUEST LETTER (PRe~3ianED By CIA
Limsany}, or19raten 11 oiRECTLY TB LC, AN 3END & CARROH COPY 15 CIA Lisnmany,
AS THE 1T8MS ABE RECEIVED By THE CIA Lismary Faon L, Tugy wisl ae CHECRED OFF
AL PORWMRGED TO FLD; sup, CONVERBELY, THEY will 8 SEw7 BACH 10 LC via THE

#ﬁ, HL 1 BeRRoWIng D ERALIBERE e siBnsny o A BEQUETTERS, T
APPEARED, FROM THE CONFERENGE wiTh FOU, 7THAT MANY 1TEME ARE CHARGES ouT DALY

BY FDD, FRON 175 FOREIGH » ASNGUAGE BO0R AND PERIODICAL COLAEETIONS, DIRTETLY
YO MRS ERS THROUGHBLT ClA. I spotvion, apour POO REQUERTS 205 MOHTH POl

CUNTROLLED 1TEMS MRE REGKI vkl @Y ClA Lissary awo, 1n Pas: PRACYICE, THEY
HAVE BEEN BR-REQUESTER or FOD, ave {upon agcriey M Buiising) reeciaparn Vo
THE ORIGTNAL ACGMESTER. FOD « COMTROLLED 1 igMs COMMI ST, TYPICALLY, oF (A)
LiBRARY » CATALOGED BOOXS wi- SH IME CATALOG CARD, {B) VINDEFINgTE
Loan" Boors CHARGED TUT To A2 otTugn FOO pemsomwet, ans (c)
PERLODICAL SUBBCHIPTIONS CHARGED ¥o FRG:  tmokr THE nEw PROCEDUME , BU0H ROGUESTS,
WHEN RECEIVED 0¥ CIA LI8BARY, will BF FORWARGED To FOD ror praEeT AcTian, witdous
hOSGING OB RETYPING OY Cl) Li0esRY, EXCERT Tuat The REQUESTER wilL B8 NOVIFigo
W TELERHONR OF THE REF «  THIS with REDUCE DOwWMLE HARDL $ M, £LiMINAYE
WLLCATR TYPLEn, BEDUCE T SELAY 15 FILLiMG $HE REQUEST, Anp, FImhtLy, ponuyy
T FDD LIGRARIANG TO LEE THE oRigiNaL REQUEST AND, 17 NECESSARY, CONTACT THE
CRIGINAL REQUEOTER iF A POOR CITATION OR OYMER QUESTION 13 I HVOLVED,

RESTRICTED:

SOAPC1 e (20 vk 1952)

B TR BT L on
or Release 2003/03/07 : CIA-RDP80R01731R003400090001-9

iA
§ -
Fow i

3 o PFE L imisanyt dsy

25X1

25X1
25X1



i

e z. T Approved FogBelease 2003/03/07 : CIA- RDP80R0173‘I3003400099001 9 "/\6

SECRET \
Lo
25X1 L '
17 i#erch 1952
AEAORANLUM PCR: CHAIRWAN, SUb=COMWITTEE ON KREQUIREMENLTO ANL
. FAGILITIES FOR COLLATION, EIC
PROM: CIA Librarian
oUBJECT s Central Reference Facilities for the Intellipvnce
Community

1. Prior to and curing éorld var II, U, S. intelligence directed
its efforts mainly toward the objectives of current intellipence. Since
then, the pattern has changeo; today equal emphasis is being given to
the nceds of intelligence research. The problem is to supply the right
background for correlation witn events of current significance.

2. All scientific and eaucational research begins with a survey
of the major bibliographical sources in the specific fiela of jnguiry.
buring this process the researcner directs his intellectual energy to
recovering and extracting from the mass of recoraec aata those segments
taich are relevani %o his pariicular problem; he attempts to do thlb
with the ulmost speed and economy.

2. The research worker in intelligence must examine twe bodies of
recorded information., First, the "open" literature=-that which is
avallable through public publishing sources., Then, the "classifiea®
literature=~that which is available only to members of ihe intelligence
communily. Standing by to help the researcher fing informstion in
"open® sources are the excellent bibliographic controls which libraries
have developed over the years. The indices, the catalogs, the guides,
the handbooks, etc, are all available tc serve him, In the arca of
felassified® literature, however, the situation is quite wifferent.
There exists no checklist cf the oocumrntar; resources and facilities
of the several intelligence agencies; there is no well=organized, com-
prehensive catalog of intellizence materials; there is neo single complete
coliection of intelligence documents located anywhere; arna there is no
commen indexing system in use within the IAC community.

L. The document units aaa libraries of the IAC now duplicate each
other by keepiag everything which is sent to them; no one, however, has
a complete set of the total take, CIA excepiea, they each index only a
small porticn of what is received. Indexing is done at different levels
of detall and is performed weeks after the document has been received
from the ficld, The result is a delayed, plecemeal processing approach
with much duplication of effort, There might be some e=xcuse for

Approved For Release 2003/%%%;1.CIA-RDP80R01 731R003400090001-9
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cduplication if it strengthened the facilities of one Agency or provided
an over-all gain for the intelligence community. This; unfortunately,
is not the case. within any one intelligence agency, the researcher
can today get only a fragmentary, oftentimes stale, answer to his
reference inquiry. He can never be certain that the information search
was exhaustive, and there is no central refcrence system to which he
can refer for further help. he trusts to luck that some senior person
won't trip him up by procucing a pertinent document which he missed.

5. Lach step of the intelligence research activity is in some way
dependent on documentation. Each man involvea in the research process
must have available the right type of information organizeo in a way
that will best suit the jot he hac to do. uithout a strong cocumentation
mechanism for “classified" literature, the best that can be expected of
the research organization are inconclusive anc consequently ineffective
results.

6. Any approach to complete bibliographic control of "classifiea™
literature, in the sense of both physical and content accessibility,
depends on the coordinated efforts of the intelligence community. System
weaknesses and¢ deficiencies which exist today cananot be attributed to
lack of cooperation or indifference to the problem by the intelligence
agencies, The present situation was the natural result of the shift in
U, So policy to emphasize intelligence research—-and the subsequent need
to recover data. Top=level guidance 1s now required to help build the
best possible type of documentation support into the intelligence
research process. The goal is clear; the mechanics must be developed
to attain it. It seems that a logical starting point for tackling
this problem would be the Sub=Committee on Requlrements and Facilities
for Collation of the EIC.

7. It is recommended that the Sub=Committee establish a working
group that will study the many facets of this problem and develop an .
objective proposal for strengthening the reference and documentation
facilities of the JAC into a service of commnon concern for the benefit
and use of the entire intelligence research community. '

SECRET
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PROJECT I - MICROFIIMING OF ATL INCOMING
INTELLIGENCE DOCUMENTS

The CIA Library is the Agency's documentaticn center: the focal
point in CIA for the receipt of new intelligence documents. Its main
task is to index these reports, distribute them to appropriate CIA
Offices, and make them available to all requesters for reference and
circulation.

A steady stream of requesters make their way tc the Library each
day in search of documentary support for: their intelligence work.
Although requests vary, they are generally seeking information on &
subject, looking for a specific document, requesting bibliographic
service, or performing research in the Iibrary's files and catalogues.

Since CIA was the first U.S. intelligence agency to apply central-
ized library methods to the crganization of intelligence information,
the Library has been keenly aware of the importance of its role in the
research process. One of the Library's key objectives has therefore
been to develop & complete, well-organized collection of documentary
materials. It has endeavored to build intoc this collection the same
bibliographic control for classified documents that a researcher is
accustomed to using in unclassified work. On the premise that efficiency
of service in information work depends to a very great extent cn the

_efficient arrangement of material, the Library has constantly sought
new ways to strengthen its ccllection and sc improve its services.

After exhaustive investigation, the CIA Library recommends the
application of microfilm techniques as the cheapest, speediest, and
surest way of guaranteeing the availability of a complete collection
of documents in the Library at all times.

PROPOSAL:

The Library proposes that it microfiim all intelligence docu-
ments as they are received, keeping a copy of the document as well as
the film. The original document will be available on loan to the Offices
for a period not to exceed one week. The microfilm will be available at all
times for viewing purposes and for reproduction in those cases when the
requester requires a retenticn copy. Single copy originals will be the
only copies routed on initial disgemination; all other copies recelved
by the Offices on distribution will be marked DESTROY AFTER USE.

Approved For Relea.se 2003I(§€ﬁR%TRDP80RO1 731R003400090001-9



25X1

*

L4

¢

4

SECRET

Approved Fo;@elease 2003/03/07 : CIA-RDP8(QR01731R003400090001-9

KEY ADVANTAGES:

1)

2)

The Library's collection is safeguarded in the event

of disaster. )

7. disaster in the Library would render useless the greater
part of the Agency's indexing and reference activities by
destroying the primary collection of intelligence documents.
A duplicate collection of original documents cannot now be
provided withcut doubling the size of appropriate library
units and facilities. Microfilming will enable CIA to
prepare a security copy of the ccllection on film for storage
at the Vital Records Repository. With this form of insurance
in being, CIA Offices would no longer be required to micro-
film intelligence documents on their own for vital records
storage.

A complete set of documents is at the research analyst's

disposal.
At present the researcher is assured of finding the docu-

ment he wants in the Library's collection only 60% of the
time. Too often he is disappointed because the document

is out on loan or routing, is over at Services being
reproduced, or has been misplaced or inadvertently destroyed.

. In consequence the Library is unable to produce all documents

3)

that turn up on an Intellofax tape. The Library cannot
service multiple requests for the same document, it cannot
give the speedy reference service which an intelligence
organization demands, and it must keep a large staff busy
just performing tracing, recalling, and re-loaning work.
Microfilming will ensure the availsbility of a master set
of documents for on the spot viewing by researchers and
reference librarians. It will cut down considerably the
number of circulation delays and disappointments.

The Library and the Offices can systematically retire

their files.

With space always at a premium, it is mandatory now for

the Library to retire parts of its document collection.

This is now accomplished on & piece-meal basis by filming
certain segments of the collection every three years.

At best the results are spotty because there 1s no assurance
that the file is complete at the time the filming takes
place. As a corollary, CTIA Offices tend to build up unit
document files because they have no central source of supply
to rely on after documents are destroyed.

Systematic microfilming of the documents at point of intake
and. the maintenance of a master microfilm set in the Library
will speed up the Library's records retirement program, and
reduce the time and space required for storage of unit docu-
ment files by the Offices.

Approved For Release 2003/0ﬂcﬁWDP80R01 731R003400090001-9
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REQUIREMENTS :

A. Personnel:

No. Grade Title Duties Cost

25X1

SUMMARY :

An alternative plan to microfilming would be the maintenance of
a two-copy set of original documents in the Library. Although this ensures
the availability of a master set for reference, it means doubling the size
of the present Library Files Staff, purchesing twice as meny cabinets, and
finding twice as much inflexible space to house the collection. The plan
can neither provide the Agency with an insurance set o documents for vital
storage nor yield any of the service by-products inherent in the microfilm
proposal.

Results of the microfilm application to the intelligence document
collection will not be measurable immediately. It will, however, minimize
record-keeping, and achieve greater flexibility in library service to the
researcher: he will get what he wants when he wants it. Security require-
ments will also be met by the availability of a complete set on microfilm
of the Librery's entire document file. Microfilm thus cffers the advantage
of gerving several live, operational purposes over and above its accepted
function of pure records reduction.

JB:pnb
13 Nov'51
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PROJECT V - CIA LIBRARY REFERENCE SERVICE '

\Bibliographic control, the art of being able to find what you want
in published materials, has been & perennial challenge tc librarians and
research people in general. Much has been done to meet this challenge
in the field of non-intelligence publiéations. No corresponding effort
has been made to organize classified intelligence publications on &
continuing basis.

To attack this problem, tools must be provided. A comprehensive
cumulative index to the many intelligence periocdicals issued by the
‘respective agencies is of high priority (Project III). Continuing
efforts must be concentrated cn a thorough survey of the scope and
content of the most important publications in the various fields of
intelligence, together with annotated inventories of the numerous ref-
erence and research library collections available to the intelligence
family (Project II).

Each day the trained reference librarians in the CIA Library receive
a wide range of information requests from most CIA Offices. Most of
the requests are complicated to answer; some are less difficult. Every
request must.be treated on its merits; each has its own set of individual
problems. The reference specialist has been inculcated with a gense of
duty which requires that he place before the requester all the informa-
tion bearing on his subject, without the intrusion of personal ideas
or bias. His knowledge of basic reference tools, their scope and arrange-
ment, permit him to direct the requester to apprcpriate scurces. The
untrained requester who tries to tackle the job himself will inevitably
lose much time and miss pertinent material. He actually resents this
intrusion into his otherwise occupied time.

Tt is increasingly epparent that intelligence planning will con-
tinue being severely handicapped unless every effort is made to provide
those who need to know with all pertinent informetion. The phencmenal
growth in the volume of information for intelligence purposes literally
swamps the researcher in his efforts to select, extract, synthesize
and organize his data. When confronted with & list of several hundred
or thousand documents somewhat related to his problem, he is discouraged.
He needs help. He has asked for it. It is at this point that additional,
qualified reference assistance mist be rendered to enable the researcher
to conserve his energies for his original mission.

gix senior reference specialists added to the current Information
section staff would provide the type of service requested and needed.

These bibliographical experts must be well-grounded in subject fields
of particular Agency interest.

PERSONNEL REQUIRED: (6) GS-12 Librarians

Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9



25X1 Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9

Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9



Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9

O Hovemsor IV L

Hhat costl

Applics to all documesnts - ruw ané finlehad? resmidicss o ﬂiﬁ
wvhat if we could get multiple coples from optafraucr] f' Ly Wy
Ge2 waekly, ete.)

Poastbility of deciding that both sides can't be planssd
ag route
B} keop Librery cooy

Provide IAvrary "steck cudbiclies”™ and insist 8l ie oimiss awev
in Litwary, (ef, Space in SAatin- Sink)

nery il sselyste nsed ¢ be ket 80 current thet ihey musnt soe
singls copy reports - try accesgions lista.

Govermmat and nopegowsnient libraries’
Vet stans would theer =ir peonle taked
How lony would survey take?

e ve only seed a list of oibliosraphic sources cr 1w reed o
Taow vhat 1istinze that sowece nan?

do the asoescies know Wwhei they have?
o thay lave sigoilicant gusntities of ssieriel %%4:2 i

have spd vhich CI4 could wse o borrow?  {is
purely with pon-Id) wenetesT)

I11.

Loag el (Qcit) Indez their ¥.1.R.7

if ciher spancies do thiie v woulld need s referencs naooles aod
aa index sou far &s they are comcerned « vee!

HSow much tiwe (bow sy sources) woudd %his seve Bhe aeloats
(m&i&* - &t Jeagut of %ﬂ%ﬁ saemer Lo B LAUD oo onon Ful ,;

Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9



Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9

Zous thin Brench handle uny mmterisl mot svaliable v (ar muin
Idvrary?

I
3 *

Susnent setting up Brane: ¥ith P prosde allocsiel wad i ased
arings nore.

Yo

« et 1dve LAS.
« gentt get imte real research with nick mrice belp.
« a%ick o
ie givings snswera o specilic factheal quesiionn.
2. “eut-andepatta’ typo of wor: sven lategravin seserial

from savepal soarees « Hub withowd swvplwilen, smlreis
gl conclusions.

Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9



