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Bxploit for intelligence purposes all types of foreign language
documents, including captured documents, foreign press, pori-
odicals and books.

Receive collection directives, expressive of information re~
quirements, and requests for other supporting action; assign
responsibility for action; ensure proper action on such requesis;
and maintain records of such requests and action taken on each.

Review all available foreisn lanpuage documents to determine
applicability io existing intelligence requirements.

Analyze, select, index and compile intelligence information in
the exploitation of such documents in order to [ulfill require-
wments.

Haintain sppropriate cross-index files of foreign language
source materials and information.

Develop new methods of loltation for foreign language docu~-
ments in order to assure best possible coverage of these
materials to meet the needa of intelligence agencles fop
informstion,

Prepare intelligence information reports and anslyses of foreign
langusge source materials in response to collection directives
or other suthorized roquests for supporting action.

Review g}l Division roports for publication from a substantive
amd intelligence standpoint to determine accuracy of interpre-
tation, clarity of presentation end spplicability to requirements.

4¥dit all Division publications for editorial correctness,
standardized style, and format.

Prepare all Division reports for publication by typing and
drafting for reproduction.

Prepare required werkload, progress and other statisticel
reports} malntain records nccessery for this purposes:

Survey snd develop world-wide sources of foreign languape
documenta to determine existence and availlability of docunenis
af potential intelligence interesty establish procurement
channels; end maintain the flow of intellizence material into
the Division.

Conduct continual screening activities at the main forelign
langumgze document repositories in the Vashington ares.
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Recelve, select, and route incoming foreign language material
to appropriate unit for exploitation.

Index, catalog and perform other related library functions in
connection with forelpn language material acquired by the
Divieion for exploitation and subsequent forwarding to approw
priate repository.

Provide reforence service for CIA snd other intelligence
agencles on foreign language holdings in the Division and
existence of pertinent foreigzn languahe materials in other
repositories.

Coordinate CIA requests for procurement of foreign language
documentis. :

Haintaln working level liaison with approved counterparts in
other offices of the Agency; obtain clearance from OCD far
1iaipon with cutside agencies; maintain records of each outszide
CIk lisison contact.

Provide speclalized mratianal and intelligence support amd
Infermation to compononts of CIA and when suthorized to other
appropriate sovernmont agenciese

Provide a central translation service to support informational
and operational nsoeds of the Agency, and to {ulfill, vhen
workload parmits, translation requests from other approved
govermment agencies. :

Compile date for centrel exploitetion files, provide informaticon
therefrom to authorised requestorsj and propare monthly a Cone
solidated Translation Survey for distribution to participating
intelligence agencies.

Coordinate with officisls of other govermacni agencles and
representatives of foreign governments in connection with
foreign language document exploitatiom as directed by the
Asgistant Director for Operations. '
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FPURICTIONS OF THE ADMININTRATIVE STAFF

1e Inberviews and initiates processing of quslified applicants
for existing vacancies on the Divieion T/C.

2 Conducts necessary lialison with CIA plecement officers with
reference to possible apilicants, applicants im process, possibilities
of Aintrawagency tracsfers, eic.

3. Haintains current records of suthorized veacancies and submits
recruitment request actions for such vacancies.

L+ Contacts Classification survey when situation erises to
nscessitate the reclassilying of positions or changlng of job descrip-
tions to meet the current needs and situation of the bivision.

Se Haintains close coordination with Branch chiefs to expedite
Division matiers for effective placement and utilization of porsounel.

6 Coordinates administrative functions within the Division t
conform with CIA policiles. '

Te Implements indoctrinatiom program of efficient administrative
procedures within the Dranchese

He Haintains constructive good employee relations and work re~
lationship so that working conditions and relations will emhance
morale and efficlency.

Yo Hakes decisions or takes action concerning rersonal complaints,
grievances, and misunderstandings that may arise.

0. Briefs all new employces concerning internzl and CIA policy
functions that pertain to the individual cmployes.

1le Provides a message center and & 'courier and mail service
with internal routing of official correspondence.

12, Provides receptionist service by roceiving officisl visitors,
making out visitor's passes, contacting party they are to see and
referving them to appropriate offices,

13+ Supervises security matters for the Division in compliance
with CIA security regulations.

lke Prepares budget estinstes for the Division.

15« Responsible for sssignment and maintenance of space, supplies,
equipment, telephone, service.

[T
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16 Promotes pood relationships between other officisls of the
Ageney and erployees of TID

17+ Uaintains persomnel and administrative files of the
Division in asccordance with Apency regulationsg.

18, Maintains Time and Attendance records for personnel of the
Diviagion in accordance with dgency and Civil z;:&mica regulationg,

19+ Supervises the overtime progrem in the Division; maintains
appropriate retords thercfore

20. Supervises the Croup Hospitalization and Covernment znployess
Health program in the bivision.

21 Prepares travel requests and vouchers for cmpleoyees of tho
Iivisione '
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FAR ZASTERR BRANCH O

1. Reviews fareipn language documents dealing with China, A? \//
Korea, Japany, Indo=China, Siam, Surna, Indonesia, Tibet and the
Philippines (except sclentific and tochnical)e

2, Anslyzos new serial publications received; detormines v
whether such publicetions ahould be procured regulerly; end initiates
procureaent requests for Lhese.

3, scans foreign language documcnis received and selects thore= -5
fron information angwering intelligence requirenenis.

Lo Proparce information for publicaiion a8 gpot roports, com- -

pllations, trenglations, collastod roeports, or resoarch reports and
assions corpoct scourily clessifications

5, txoloits repularly all avallable newspapcrs from Ching, o
Korse, Indo«Chine, siam, Dumsa and Indonosia for intellirence inlor~
nation. _

6. :xploite specifie Far iastern periodicals for intelligence

3

7. ixploits books and monographs om assigned area in answer to <
specific reguosts.

8. Exploite captured Japanese docuncnts desling with the Far (™
Bagt to satisfy certaim intclligence requircmonts.

9 Receives Collection Dircctives, both specific and guide +
type, and takes action on them.

10, Haintsins sppropriate files on sowrce matorialse #

11. Conduocte oporational liaison with anslysts of other intelli~
- gence offices o clarify existing informational requirements and
/ specific translation requesis.

12, hesds and filss for a limited period of time pertinent ro- S}L_
of other intellironce activities to aveid daplication and 0
rolate the Branch effort most efféctively to that of otber inatelli-
gsempo widis with nimdlor swrpogiSe
3. serves as consiltant to other ares Dranchos on maticrs pore /
taining to the Far tast snd 6 other authorized requostors on the /
oredgn languages in its arede

ke “veluates the roliability and accuracy of individusl foreign
documents op catezories of foreign docusents upon requost. ‘%7
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15« Frovides translation service as directod by Bivision Chial.

16+ irovides miscellancous speclal pervwices, such as inter- )
weting, corvection of language exeninctionz for other offices, trane~
from nglish into a foreipn language, eztc: » a8 dirvected by the
Vivision Chief,s

17 iaintains Branch
securdly rogulations.

18, Indoctrinates vew
ard t rains them in document

reurity in accordance with CIA

reonnel in basic intellizence orocedurcs
Hloitvation techniquese
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NEAR BAST/AFRICA HRANCH FURCTIONS

1+ Reviews foreign language documents dealing with Turkey,
Greeca, Igﬁ, iran, India, Pakistan, Afghanistan, Syria, Lebanon,
Isvracl, Jordan, Saudi irabia amd Africa {except scientific and
technical) to determine applicability to intelligence reguiremonts.

2+ Analyees new serial publications received; determines
whether such publications should be procured regularlyi snd initiates
procurenent requests for thess.

3+ Seans forelgn language documents recelved and selects therew
from information answering intelligence reguirements.

Ls Prepares information for publication as spot reports, com~
pllstions, {ranslations, collated reporis, or research reports and
asslgns corvect securlty classification,

Se Exploits regularly all Near :ast/Africa newspapers received
for intelligence information.

Ge Lxploits specific Hear xast/Africa periodicals for intelli-
gence information.

T» Explolits books and nmonographs on assigned area in answer to
specific requosts.

Ue kxploits capiured Cerman documents dealing with the Near
East and Africa to satisfy certain intelligence requirementse

9» Exploits pertinent VWestern iz;uropeaa.publicauma containing
infornation on Near Last/Africa when time pefmits.

10+ Receives Collection Directives, both specific and guide
type, and takes action on them.

1le Haintaln: appropriate files on source materialse

12, Conducts operational liaison with analysts of other intelli~
gence offlces to clarify exlsting informational requiremente and
specific translation requests.

13+ Reads and lles for a limited perlod of time pertinent ree
ports of other intelligence activities to avoid duplication and to
relste the Branch effort most effectively to that of other intellie
gencs units with similar purposes.

li. Serves as consultant to othor area Rranches on matters PEY-

taining to YMear Lest/Africe and to other authorized requestors on the
foreipn languages in its ares.
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154 Evaluates the reliability and sccuracy of individual foreign
documents or categories of foreign documents upon request.

16+ Provides translation scrvice as directed by Division Chief,

17« Provides miscellaneous speclal services, such as inter—
preting, correction of language examinations for other offices; transe
lating from inglish into a foreign language, etc., as directed by the
Division Chief.

‘lﬂ.. Hainteins Branch area security in accordance with CIA
security regulations.

19« Indoctrinates new persomnel in basic intelligence procedures
and traing them in document axploitation techniques.

W’\ mﬂ “'4% E‘" i
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USSR DRANCH FUNCTIONS

1v Teviews foredgn language documents dealing with the R
{except sclentific and techmlcsl) to determine applicability to
Intelligeace requirements.

2+ Analysep new serial publications received; deteruines
whothor such publications should Lo procured regulariy; and initiates
procurenant roquests for these,

3. cans foreign language dooumcnte recsived and sclects theprce
fron information answering intelligence roquirencnta.

Le Prepares infermation for publication as spot reports, cooe
pilat ions, trenslations, collated roports, or research reporis ang
assigns correct scowrity classification. '

S5 Fxplofits all available Soviet newspapere and poriodicals
(except selantific and technleal) avoiding duplication with ihe
Joint Press Reading Service in Hoscow.

6o txploits Soviet books of high priority upon request.

7o ixploits captuwred GCermen and Japanese docwments dsaling with
the UWSl for intelligemns information,

Yo mxploits pertinent Western Zuropean publications containing
information on the Ust® when time pavits. :

‘9« Rocelves Collection Directives, Loth specific and guide
tyre, and takes action on them,

10« isdntaine ajpropriato iles on sowrce matorislg.

1, Conduwots gperational lialson with analysts of other Libclli
gence of ficos to elarify existing informational requirencntes and
specific translation reguosts,

12+ Leads and files for a mitad paricd of time certinest re-
porte of othar intelligence actlvities to avold duplication and o
relate the Iranch effort woad effectively to that of olier inbellde
gonce uniis with similar purposes,

3. SBerves as consultant to other arca franches cn matters perw
talning to T8N and to other authorized requestors on the foreign
langusges in its area.

ke c<valuates the relisbility aml accuracy of individual foreign
documents categories of foreign decuments upon requests

15« Provides translation service as dirccted by Division Chief,
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16, Provides miscelleneous special services, such as inter-
preting, correction of language exsminations for other offigesy tranpe
lating from inglish into a foreign langusge, e¢ic.; as directed by the
Division Chief,.

17« Haintains Drsnch srea sccurity in accordance with Cla
ssowrlty rogulations.

18+ Indoctrinetes new persomel in basle intellizence procedurcs
and trains them in decmment cxploitation techniquose

SEC
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EASTERN nURUPEAN BRANCH FUBCTIONS

le Deviews lorelgm langusge docwacnts dealing with lbania,
Dulgarie, Czochoslovakia, Domasrk, Finlad, Huncary, Jugoslavia,
Horway, Poland, Bunanle, woden and Soviet sones of Sermany and
Auvstrie, (cxoept eclerdific and toclmical) to determine applicebility
to intalligence requiremants.

2« Analyses new scrial publications receivedj detornines
whether such publications should be procured regularly; and initistes
procurcment requests foar these,

Je ‘oans forelgn langusge documents roceived wyl solects thorew
fron Infornstion answering intellisence roguirements.

Le Preperes infarmation for publication as spot reports, coue
pilations, translatlons, collatod reporis, or research reports and
assigns correct sscurity classification.

5S¢ Exploits repulerly &1l Bastern ruropean and scandinevien
newspapers rocelived for intellizence information.

Ge Exploits specific iastern iupopean and Scandinavisn peri-
odicals for intelligence information.

Te Exploits bocks and monographs on sssigned area in snswer to
apecific requssta.

Oe bxploits captured Cermen docwrmnts dealing with Esstern
Burope to satisfy certain intellizence requircmonts.

9w ixploits pertinent vestorn Tuwropean publications oontaining
infarnation on Lastern Zuropesn couniyles whon ime permitse

10a Racelves Collection Directives, toth speeific and guide
type, md takes action on tham.

1o vaintelne appropriste files on source matericlse

12, Conduwets operationsl lisison with analysts of other intellie
gemee ofTices to clarify oxisting informstionsl requivements and
specific translation requests.

13« Aceds and files for a limlted poricd of time pertinont re-
parts of other intelligence ectivities to avoid duplication and to
relate the hranmch effort most offectively to that of other iatellie
gense units with similsr purposes.

e serves s consultant to other ares Branches on matiers per—

taining to sastern surcpe and the scendinavign countries and to cther
autherized requestors on the foreign languages in its area.
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15, walustes the reliability snd accuracy of individual foreipnm
documents ar categories of foreign documents upon requests.

15, Provides translaiion sorvice as directed by Division Chiefs
17+ Provides miscellaneous specm sexvices, such as intor-
mreting, correction of language cxaninations for other offices, transe
leting fraa tnglish into a foreipn language, etc.; eg directed by the

Division Chief.

18. Haintains Branch ayze sccurity in accordance with CIA
seourdty rogulations. ‘

19. Indoctrinstes new personncl in basie inbellironce procedures
and traing thm in document explolbation tecinliquese

SECRET
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DOCTMENTS COWTROL BRANCH FUNCTIONS

1» Surveys worldwide sources of forelgn language documents,
including government agencles, academic institutions, publishers,
bookstores, libraries, commercial firmg and research organizations,
to determine the existence and avelilability of documents of
potentis) intelligence interest; conducts the surveys by moens of
personsl contact or by request to appropriate collecting sctivity
and by exemination of domestic and foreign publications.

2+ Arranges for procurement of docuzents of interest either
directly or through appropriate channels.

3, Prepares reports and studies fram surveys with reference to
location, type, intelli-ence potential and availability of documents.

L« When publications of a country become or are believed sboub
to become uwnavailable for overt acquisition, undertakcs specldl sur-
veys to determine the oxistence and avallability of these publications
in other countries. Flans and implements the procurcmendt of scnsitive
publications by means of speclal sources.

5, Conducts surveys on foreign documents periaining to special
subjects or geographical areas in response to collaction dircetives
or other informational requosts.

6e YMaintains a central locator file containing information cb-
tained in surveys as to location, description, intelligence value,
extent of exploitation, ste., of foreign docusent collections,
ewrrent listings of foreign ianguage sorisls and thelr availebility,
reference materisls and other information of source valuej collocts
and collates information for this file by condueting continuous
exmaination of foreign publications lists, periodicals both foreigm
snd domestic, reporis, etc., in arder to ascertaim the existence and
aveilability of publications of interest.

7. Advises authorized requestars on captured 8erman and
Japsnese documents as to locatiom, type, intelligence value, amount
of exploitation, etc. Uponm request donducts surveys involvirg
scroening, assessing, reporting and procuring of captured document s
on special subjects or geographical arcase

8. Conduwte continual exbermal scroening activities at the main
document repositories in the “ashington area, infarms appropriate
parties of current findings an! arranges for procurcxent of such
materisl when necessary.

9. Haintains constant liaicon with document eoploiting braches
of the Divielon ag to documsnt roguiremenis, informs on avallability
of new material and suzpests meterial for subseriptionme

SECRET
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104 Briefe publications procurement officers «ho are going
abroad as to forelgn document requirements; confers with returning
intelligence personnel &3 to availability of foreign language
publicationsg. - :

11ls Coordinstes the ordering of publications for the Office
of Operations} propares selected requirements listings for the
dgency of forelgn language documents for procurement by specified
publications procurement officers abrcads Drepares cstimates of
funds required to procure publications nezded by the Office of
Operations.

12+ Sereens documents received for intelligence value based
on requlrements of the Division and the Agency; routes documents to
sppropriate branches for epleitation and/or information. lMsintains
propar accountablility records for all documents received by the
Divisions keeps visible card files showing by areas and language the
title, publishing authority, periodiclity, issue receipt and dissemi-
nation of all serial (newspapers and periodicals) publications;
indexes by mmber non~scrial publications (boolks, nonographs, bro-
chures, ete.) of intelligence value and sbstracts their subject
matter content on IDM cards for incorporation into the Dranchts
nom=gerdal index file and the CIA Library leeckly Accessionsg Liste

13« fHetains foreign languege documents of intelligence wvalue
for a pericd comsensurate with their value and interest to intelli-
gence activities; provides a reference service on these documents
to authorized requestors; forwards subsequently 211 documents to
OCD with recommendations as to permanent repository.

e Haintains central files of all Division products.

15« Soreens and roubes all intelligence reports, cables and
refercnce materials received by the Divislom to the appropriate
branch or branches; determines the order of routing within the
Division on a priority basis.

16+ Prepares bibliographies of foreign language documente
held by the Division in asccordance with Collection Directives.

17. Initiates requests for loan and/or purchase of serial
and non-serial publications for the Division, maintaining tracer
functions on all such requests.

18+ Coordinates the reguests from branches of the Divisiom
for microfilming andfor photostating of material; supervises ihe
operation of thermo~faxing for the Division.

19 Maintains o central file on 211 documents sent to Graphics
Register for pholographing and on the captiom reports which accompany
such documents. '

20, Coordinates CIA requests for procurement of foreign lang-
unage materialse
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REPCRTS BRANCH FUNCTIONS s

1« Revicews all Division reports from substantive and intelligence
standpoint to determine accuracy of interpretation, clarity of presen-
tation end applicability to requirements coopcrates with appropriate
Branch in the revision, corrcction and/or roconstruction of reports
when necesoary; reviews such reports far value in rclation to disponie
nation and, for use by intelligence analysis, for security clsssifi-
cation, and for possible assigmment of "UB Officials Only® or "Internsl
CIA Use Orly” restrictions; deternmines method of handling as an infor-
metion report or other form of publication; exercises discretion in
withholding from publication material of exclusive interest to the
covert operations officesj and forwards tho latter through the Division
Chief and AD/00 for their attention.

2. Raceives Collection Directives and othey infarmational re-
quests directed to the Division} assipgns such requests to appropriate
Branch or Sranches for actlonj conducts lialsonm and proparsg corres—
pondence relating to such requestsj malntains files of all Collection
Directives and roquests and keeps suspendo files to assure compliance

appropriste Branch and determines in cooperation with appropriate
Branch possibility of meeting requirement target dates and carries out
necessary liaison end correspondence in this comnnectiom.

3o Edits ell Division reports for editarial correctness, stan-
dardize style and format.

Lis Prepares for printing and dissemination by typing om duplimat
plates, mimeograph stencils, or for direct photolithographic repro=
duction, all of the publishable production of the Divisionj by expert
drafting, copies or provides illustrations, diagrams, sketches and
maps {or products of Division exploitationy arranges for gufficient
coples md adequate dissemination for both published and unpublished
reports of the Divisiom.

Ge Obtaing liasison clearance for persemncl of the Division with
outside agencies and maintains records of all such liaison.

6o Maintaing a cross-indexed document exploitation £ile of work
completod or in process in the Division or othar intclligence agencies
by subject, area, author, document and publication mehers in wrder to
prevent duplication of translatiom and exploitation smong the intelli-
gence sgencies; provides information therefrim and edits, prepares arnd
publishes monthly a Consolidated Translation Swrvey in cooperation
with the papticipating intelligence agencies, thereby informing them
of mﬁranalation and exploitation completed and initiated during oach
BONLL -

7« Plang with the cooperation of appropriate DBranches & prepa-
retion of Division products for content, illustration, method of

Approved For Release 2%9%{1: cAﬁ’E(TR000200060035-3
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preparation, time preparatiom send possible date of publication.

8. Haintains statistical records for the Division on {ypes of
exploitation, mmbers of pages prepared, langusges exploited and
types of documents exploited and quantity of specisl translation
service; prepares from such records monthly statistlcal reports,
status reports and other specisl reports as required by Management,
Budget, OCD or O

SECRE]
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Yoreign Docvments Division {1)

CFFICE OF THE CHIEP

A, mrmﬂ/ ‘the exploitation for intelligence purposes of all types
of foreign langunge documents, including captured documents,
foreign press, periodiesls, and books.

Y, !’rmﬁdﬁ;/ 2 oentral translation service to support informational
and oéae:rational needs of the agency and to fulfill, when Agemey ’
workload permits, translation requests from other approved
government agencles,

C., newlog;i”m; sources and methods of exploitation for foreign
lan@z;;;e documents In order to assure best possible coverage of N
thewo materials to meet the needs of intelligence agencies for
information,

Approved For Release 2003/1 2&-‘ EWE-§
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Foreign Documents Division (2)

ADMINISTRATIVE STAFF
Provides adninistrative support for the Division, including 11
matters pcrtaining to persomnel, security, supply, property,
space, budgot, finance, and meintenance of a message center,
Ml:spa and gupervises implementation of divisional administra—

tive procedures,

Approved For Release 2003/12/04 :Stm-T7OGR000200060035-3
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Foreign Docurents Diviaion {3)

DOCIRMENT CONTROL BRANCE
Surveys vorldewide sources of forelgn language doouments, eatsblishes
procurement channels, and maintains the flow of forelgn langusye
intelligence material into the Diviston, .~
Receives, selects, and routes ineoming foreign langmagze meterisl to
appropriate unit for ea:pléitation. v
Indexess, catalogues, and nerforms other related library funeti-ns in
ecanoction with forelgn lansuaze documentary materlal ascouir @ 'b;y
the Division for exploitation and subsequent forwarding to appropriate
Provides reference service for CIA and other intellivence agencles "m
foreign language holdings in the Division, . |
Coordinates CIA requests for procurement of Lf‘araign lenguage documents.

Approved For Release 2003/12/048&@% 0706R000200060035-3
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Poreign Documents Division {s)

REPORTS BRANCH

Reviews all Division publications from a substantive and intellde
gence standpoint to determine mccuracy of interpretation, clarity
of presentation, and applicebility to requirements,

Edits all Division publicstions for sditorial correctness, standard-
$z0d otyle, and format,

Recelves and processes incoming requests, from OCD and other CIA
offices, assigns action to aprropriste branch, and maintains follow-
up controls,

Complles data for central exploitation files, rroviding information
therofrom to authorized requestors and preparing monthly Consolidated
Translation Survey for distribution to participating intelligence
agonelen,

Preperes required workload, progress, and other statistical reports,
mairtaining records necsssary for this purpose,
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Foreign Dosuments Divisfon (5)

SCIENTIFIC AND TECHNICAL BRARCE

Reviews all available sclentific and technical foreign language docu-
ments to cetormine applieability to existing intelligence requirements.

Analyzos, selects, indexes, and complles intelligence informstion of a
sclentific and teehnical nature in the exploitation € sueh documents
to fulfill requirements.

Mainteins aprropriate eross-index f1les of foreign selemtific and techw
nleal source materials and inforastion.

Prepares intelligence information reports and analyses of foreign
languege source materials in response to eollection directives,

Msintains working-level lisison with 051 counterparts and authorized
requestors, |

Provides translation service for sclentific and technieanl documents as
directed by the Division Chief,
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Foreign Documents Division (6)

REGIONAL BRANCHES

Bach regional branch, for its assigned foreign geographieal area, wills

Reviov all available foreign lsnguage dotuments {except seientific and
tesintonl) to determine applicability to existing intelligence re-
quiremsntsa,

Analyze, select, index, and eompile intelligence information in the ex~
plei‘txnt;ton of such docunents to fulfill regunirements,

Haintaln appropriate cross-index files of foreign langusge sourece
materials and information.

Prepars intelligence information reports and analysaes of foreign lenguage
source naterials in response to collection directives,

Maintaln werkingwlevel liaison with (RE counterparts and euthorized

regquestors,
Provide translation service as directed by the Division Chief,
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