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JUN 25 1947

MEMORANDUM FOR. ASSISTANT DIRECTOR FOR REPORTS AND ESTIMATES
ASSISTANT DIRECTOR.FOR COLLECTION AND DISSEMINATION
ASSISTANT DIRECTOR FOR QPERATIONS
ASSISTANT DIRECTOR FOR SPECIAI OPERATIONS

.-
CHIEF OF ICAPS C M/\o/’
"Subject: Funotions of the Reference Branch, ORE

"1. Reference is made to paragraph 2j, CIG ffemorandum dated
19" December 1946, addressed to all Assis ant Directors, subject:
Functions of the Office of Reports and Estimates.

- 2. In order to establish a olearer understanding of the func-
tions and capabilities for service to be developed by the Reference
Branch, ORE, there is attached for your information a detailed state-
ment of functions for this Branch, including its subdivisions.

- The Reference Branch is now prepered to begin operastions in each
of its stated functions. K11 CIG activities will make such adjustments
in ourrent operational procedures as may be necessary to conform theremth

e . £OR THE DIRECTOR OF CENTRAL INTﬂ“GmCE‘
1 Attach.
’ Statement of Functions

Exec for P&A : SHEFFIELD EDWARDS
Exac Regist COLONEL F.
CentralgRecolyrds-'z ASSISTANT Execunvs "DIRECTOR
1 ICAPS Chrono

LTS Chrono
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OFN?RAL INTRLLIGRNCE GROUP

REPERENCE BRANCH,ORE

Statoment of Rimsion

To bo the repository for all intelligence and intele
ligence information to be permsnently filed by CIG, to
maintain records of all available intolligence sources,
intelligence infornation end intelligence; to provide a
referonce library for CIG; and to establish,in coordinae
tion with OCD, procedures for utilization of i{ts mater.

. ials and catalogues dy other agencies,

OFFICE OF THE CHIEF

The Office of the Chief will:

. 1. Establigh the osntral referonce activitiss for CIG, and maintain
eppropriate lisison, adiinistrative and poliocy making activities.

2« Establim & machine oporations center for recording and filing intel-
ligencs information and intelligemoe in a readily eccessidble state for later
1istings, tebulations end statistical reporting by machine research techniques,

3. Tstablish e central reference repository for intelligonce documents
and materiale inoluding library fecilities for C1G.

) 4. Batablish central record files of the actus) location of all available
potantial intelligenco sources and existing intelligencs docunentary matsrials
pertaining to the national security (whether irmedietely nccessible within CIG
or sraileble slsewhere). -

S, Represent the Reference Branch in all najor inter-office mnd intere
agenoy ovordination, cowreletion and functional activities.

EXSCUTIVE STAFF

The Executive Staff will:

| 1. Coordinute administretive procedures of the Refereonce Branch, include
lng the nhblhhmnt of tables of organisation; personnel administration;
budgetary space and property and equipment allocations; and security and other
regulations, ‘

2. Prepare sdninistrative reports for signature of the Chief as roquired,
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COORNLHATING GTAFF

The Coordinating Staff will:

1. Coordinate the employment of machins feoilities and services to satisfy
adninigtrative requirenents as they develop, and to satisfy intelligence rvo-
gquirements calling {or spscial machine teohniques and rethods,

2, Coordinate the establishment of appropriate record files to enable
prorpt and efficlient location of any available documsntary matarial whsn and
ag roguested.

- 8 Initiate mction to secure intar-office and inter-departmental coordi-
nation in the fields of foreign intelligence of interest to the Reference Braneh.
- 4 Coordinate sotivitiss betweer machine opsrations and lidrary functions
within “the Bsference Sranch. .

‘

CONTACT CORTROL RZGISTER

The Contact Control Begister will:

1« Becord, by machins techniques, pertinent information regarding all
availuble potential and actual, individusl and organizational sources of foreign
intslligence within the United States and its possessions, together with infore
mation as to any restrictions relative to contacting such ascurces. '

2: Beocord the nature md extent of the foreign intelligenoce potential of
sach such souroce.

3¢ Locate for amuthorized recipients any recorded source ospable of mup=
plying intelligenoe information to satisfy stated requirements,

4. Maintain dossiers on all sources to augment the information containsd
2 g machins records and to refins the selectivity of the mmchine soarching
3. qus e

6. GBupply, upon request of suthorized recipients, details of the back-
ground of eny recordad source, '

- 6, Uointain current records of security "nams checks™ of sll active or
potsntial sources.

) ¥+ Insurm, where necessary, by -ppmpvriato codes the anonymity of each
/OUrcE,

8., Survey the Begister at repular intervels %o ascertain the scope and
m :ft‘ge forgiﬁr intelligence potential of recorded sourves vithu{: the
‘ 8, and inform authorized recipients of the pensral litie
of the Ragietar P g capabilities

9. Prepare statistical reports and calculations on the points of strength
and woakness in domestic source coverage, and bring all Mada«;’:ncias to the
attontion of appropriate authorities for remedial sction.
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The Biograohiocal Intellipgence Rogister will:

1. I'aintain, by machine techniques, a current file of biographical intel-

ligenoe data concerming irportant foreign personalitiee in all fields of humen
eudeavor,

2, Beocord the membership, nature, and type of businsss, professional,
social or fraternal organizations. ’

S. Haintain a 'aster File on all foreign personslities and organizations
and such other blogrephic files deened necessary to sugment the inforaation
contained in the machine records,

4. Provide and/or looate upon request detailed biographical informtion
regarding any importmnt foreigner,

50X1

50X1

7+ Survey the Register at regular intervals to ascertsin the soope,
intant, and timeliness of available foreign blographioal intelligensce, and
infom suthorised reoipients of the gemeral aspabilities of the Register,

8. Frepare statistical reports end csloulations on the points of strength
md the gaps {n availadle biogrephical information, and bring all inadequacies
to the attention of the appropriste suthorities for remedial action.

CENTRAL INDEX
The Central Index will;

l. Index, by business machine procedures, the subjoot mattor of all availe
able reports, and other deuments of » foreign intelligence nature, repardless
of physiocal location of such materials. '

2. loaste and fdentify upon request all available intelligenoe materials
pertaining to any specific foreign subjest or area,

Se Analyse the Index at regular intervals to determine superabundance or
dearth of swailable documentary foreign intelligence on any subjeot of interest

to the national security, and inform suthorized rocipients of the results of
such analyses,

¢. Prepare and Qdistribute accession liatz of all newly acquired rt
foreign intelligence dosuments, ¥ aoq » important
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5. Provide, upon requeat fron authorized recipients, complete biblio-
graphies of awvailable intellirenco naterial on any specific Toreign Squecb
or area.

6, iaintein and analyre the evailable speoial card files acquired from
other agenoies for listinge and statistical intelligence information, withim
the capebilities and physical limitstions of the Reference Branch.

7+ Acquire, code and process evailable special dacumentary files within

the limits set dom by responsible intelligence and resoarch offices, within the
capabilitlies and physical limitations of the Reference Branoh.

FOREICH IADUSTRIAL REGISTER

The Foreign Industrial Register will:

1. Maintain an upwtpedate gensral file, by machine methods, of foreign
industyial installations, developments end respurces, and their intornational
or functional relationships.

2. « Correlate these data by machine techniques, upon request from auth-
origed recipients, for the purpose of economic analysis on country or world=
wide scale or for statistical compubatibdnsa..

8« Provide, by machine techniques, appro‘priate edonemic or operational
dotaile of any particular foreign industrial installation.

4. Survey the Register at regular intervals to determine the nature and

extent of available intelligenco regarding all foreien industry, and inform
suthorized reciplents of its general cepabilities,

INTELLIGENCE DOCUHMENTS DIVISION

Intslligence Decmmnta Division will:

1. Classify and catalogue all 1ntelligenca docunsnts of a foreign intsla-
ligenoce nature &vallable 1:o CIG.

2, ¥nintain one copy each of such documents for pemanent reference file
ad & second copy (vhen available) for limited lomn purposes.

3. Establish efficient procedures for the prompt documsntation of aingle
copy items upon arrival in the Reference Bmoh.

4. Initiate the procurement of reference material,

S5« Provide the Central Index with the catalogum;; infomnation required for
the preparation of accession list cards.

6, ‘Provide the Central Index with classification infor'mtzon and & gledsi-
fication breakdown on every deoument processed by 0CD.
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GRAPHIC UATARIALS DIVISION

Grephic Uaterials Division will: A
'1.. " Operate a oentral reference a’xd.lom file of charts, naps and blue-
prints required for intelligsnce purposesz and a complete index of available
graphic materiale and their location.

2. Ratablish and maintaln a central roference and lom file and a single
index of availadle intelligence films throughout the govermment agencies and
slsendwre. A

5. Set up & cantral piotorisl records reference and losn fila, and produoe
the required classiffeation information for maintaining the Central Index machine
records on’ avalladle photographs.




