5 '-;‘;m-g-' A

Approved for Release: 2022/07/20 C02280177

- V/i'?/(,

MEHORANDN FUOR: Management Staff, DD/S

fz and Divisions

SUBILCTE

on

Sepnuitive

REFERENCES ¢ A, GSI 2l Materizls Program
B, 48 Tecoods ¥ mﬁmamn 5 Meamorand

¢, OsH Reeords Rebiremsnt Procedures

" Befayranes B pzf-ov:i‘cir:s ‘“:;h:afa sxtremsly ssnsitive dootte
v i Ly pi#_:ze,ciﬁg and sealing
ezwum*i& with instructions ¥To b=
cpenad Gnly “hv rs:::,;. GO of { Dranch}, {Staf? or Uivie
glon) . In order Lurbher 6 1 end faciiitake the hendling of
sueh sensitive rv:zu@ri.u.& black tape one inch wide, will be used ag

follows:
a. Envelopes and Smeld Packapen =- Plack tape is placed diagopally
on frent, bwo inches down fmr upper vight hand corper. Tepe

extends around envelops oF packa ge
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b, Boxues -- Black tape is placed horizontally in center erovnd
four sides of box,

a, Whers extremely sensitive malterial is retired in accordance with
CSH snd marked frestyrict to branch? under Section IT of Form
1666, it will be tape marked by RID in the menner indieated in parsa.
2.8, or b. above aftsr processing such material in RID ia completed
and before 1t is sent to the Rscords Center for storage.
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Petired moterial not "restricted to twanch® will be handled by the
hacords Center Staff, DD/S in accordance with exisbing syrangenents
afoer procesging in RID is completed.

HDELL B, LITER
/P Bescords Manapement OLficer

WOTE FOR RMOs: A supply of black scoteh tape, one ineh wide, is available

4n RIW/PPS, Room 1104 I Buillding, phone Ext, 8223,
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ANDUM Fiile

R&QC‘»‘JiS Iunape:mmu ‘Si:s‘f”“fii, bh/s
18, ?

Iden‘e;:i,firv'-’»‘%*,,:‘lc;zaz and Processing of Extremely Sensitive

SHBJHCT e P
it‘(" AT
HEFERFHOES g A Li=2, Vitel Materials Program
B, ¢ ; Management Memorandum #3, dated
1960
i Rocords Hedbirsmsnt Procedwres
s

ARprL

Para., 2,8.(2) of Refersnce B provides that extremely sensitive docu-
werbe of tha G5 may Le processed to the VHE W placing and sealing
gueh uomnm;s g in #n immer (second) enveLope with instructions "To be
ypenad gy e fxcmnm of { Branch), _{Staff or Divi-
sien)®.in owier further to identiiy and facilitate the handling of
such sensitiva r;:a.,ﬁri..k_s.‘,_,; black %aps one inch wide, will be used am
Followse

a, Enveleopss and Small Packages =~ Black tape is placed diagonally
on Ivent, %wo inchss dowm from upper right hand corner, Tape
axtends arcound spvalope or packoge.,
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2 inches

€ F‘"’*’OZT:‘%»}

b, Boxes -- Black teps is placed horizontslly in center around
four sides of hox,

[y
o

Retiremsnt

a, whers extremely sensitive material is retired in acewrdance with
CSN h3-39 and marked 9restrict to branch® under Section IT of Form

1666, 1t will be tope marked by RID in the manner indicated in para,

2.4, or b, above aitter processing sech material in RID iz completed
and tefore 1t is sent to the Records Center for storage,
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b, Retired moterial not Yrestricted to branch” will be handled by the

Reaords Cenber Stafl, DD/S in accordance with existlng arrangements
af%er oroesssing in BID is completad,

UD/P Bacords Monagement Officer

HOTE FOR RHOs: A supply of black scotch r'i;ap@g onge inch wide, is available
in WID/PPS, Roem 110 L Building, vhone Bxb,
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2% Felgpusry L2600 ;
PR Hecords Management Staff, DL/S E
Staffs snd Dviediong E
z  Identification and Processing of BExtremely Sensitivs
!J.}‘ﬁi/,i‘jﬁi{ & &=
24 2 ¥ital ?"lb“ﬂ’.hl_ﬁ_u Program i
: sement Menorandun ﬂi, dat -:ud E
£
wis Retiremant Procedures B

£n Vitel Materials
/ =
qu— 2.8.(2) of Refsronce B provides that extremsly sansitive docue E
winhs of vhe 05 mey be processed Lo the Vi by placing and sealing i
;JLL(,»I" docomenhs in i imner (second) & w with insiructions "o b
opened only by persunnel of LBraneh), (Staff or Divie 5
sion)®,. i.n" order furbher to 1dentily and Ffaeilifate ths handling of g
guch sengitive 1%1::331:13“;3 black tspe one inch wide, will be used as E

follows:

a4, Dnvelopes and Small Packages == Blachk tape is placed dlagonally

on frewt, two inches down from uwppsr right h:mct corner, Ta
extonds around anvelops o r;acmafwea ! E
R i s e, e i

~¥-,p =

% =i 2 inches e

{Front) i

b, Boxes -- Black tups is placed horizontally in center around

four sides of box,

4., Whers extremsly ssnzitive material is retired in aceordance with
CSN 543-39 and marked "restiict to brench® wnder Section IT of Form
1666, it will be tape marked by RID in the manner indicated in para,
2.,a, or b, above after processing such material in RID iz completed

and before it is sent Ho the Records Center for storags, B
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B, Hetlred wo aria}l not “?@him.cuczd to branch' will be handled by the
Bacords Cenber Stall, /S in aceordencs with emcmin:g syrengensnts
afrey processing in EID Is commleted,

(LN P
T/ e Hecords Menepensnt Officer

HOTE FOR Mi0s: A suoply of black scoteh teaps, ons inch wide, is available
in R_,B/ PPS, heom 13104 I Buwdlddinz, phone Exb,
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[] SECRET

SUBJECT: (Optional) -

‘Tdentification and Processing of Extremely Sensitive Documents

| FROM:
DD/P Records Management Officer

NO.

DATE

23 February 1960

TO: (Officer designation, room number, and DATE

OFFICER'S

building}
RECEIVED

FORWARDED

INITIALS

COMMENTS (Number each comment to show from whom
to whom. Draw a line across column after each comment.)

1. C/RMS - I
604 1016 16th Street
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10.

114,

15,
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