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IR MATLON REVORTING , REPOFTS, e FEQUIREMLRTS
Runber &

1. - 19 July 1957

MHorsey, 1 July 1957

c830-0900 Kegistratioa

0500 -~1000 Procedures in tre Cowuse

10003200 Practices ia Processirg Iaformation Reports
1300-XT0O Lebcratory

Tuesdsy, 2 July 1957

0£30-1030 Orgeniznatios OF {eforation Repocts
1030-3120 Taz Cadle Yaform: tioca Report
1230~3.300 Reodlog Period

1300-1T00 Lasoratory

vednesdxy, 3 July 1957

0830-.0%0 Sourcirg apl Eveluattion of Content in Tuformatiom Poporis
1030-1130 Ccomunications +hzou. tte Cable Report

1300-17C0 Laboratoxy

7pursdey, b July 1957

0830-17C0 FoLIDAYX
tridey, 5 Jwy 1951
083n-1700 LEAVE - (ccarersnied fcr Seturdey, 13 July)
SE-C
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 Tussday, 9 July

Monday,. 3 July

0830-1030

1030-1130

1230-1300
1300-2700

L

. G830-0530

€330-1030
103041130

12301300

1300-1700
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Lditim; Inforuacion Rueporte
Tha Inteliligence Comummliy sad the Clawiestine Services

Beading Periof
Leboratory

The Reporter's Job
Customer Requireaments
Bridging Customer Eequirements ond Repoxter Avsigemonts

Reading Pericil
Lahoratory

' Hetnenday, 40 July

' Thurada,} 11 _JuLy

0830~0530
273301630
103CG-1130

12301300
300 ~1700

0830 ~0930
0930--1030

10301200

13001700

Direction mud Developrent of a Beporter
Cuatomer Bvalustiors ond Infovaul Requirerents
Cuatcmer Raletions -

Reading Fariod
Leboxrators

Operstions in Neportirg
Iliuntrations of the Fequircmente Cyele
Reporte Of{icers’ Part in Fequirements snd Dvaluabicnm

Leboratory

- Do
S-LeC-R-E-T

- arm
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v, 12 Juiy

0830-17330 Conterl snd Orgapizeticr of o Faw Report
0G34-2030 I‘e-_ﬁ"t.icujea‘i::;x g Rejuivercats LnRo cuclganents

Foy ogwuzt?on

|

1235-.300 Biiefing o I“.
13G0-1500 f ollecudiyt In
1506C-"TOO Vittlun z\(t;u‘

Cu2i~-2000 L acussicn of S7itipz T1chlers
OO0 12 I'“genenics ©f ccurrraencs eand Byve anticon

2 SAding Ferioa
3 J ’ P\)rn.‘. Gr o2 S .
C".-er:;.ti e Trouan:  Geserel uarvzy w0 Jeoortd o - i1}
‘ Boiefsog a2 TYESSVRLLOR U0 )en

Cooretiocs Gioa:  DLo0rvelicen Jrevlon

Faporte Do Froglyrern

BEreodlng Pevicl
Lohorastory

Tucefay. 16 Jul:

330 -1.7C0 ""'orﬂtlf*ns Creay . Obseruacyoa ¥rod el

0830-030 Senerts Grow: Beledinp owun (LXhe Duercise
093C -~ 200 SIPIES L N, NURS

12003500 Weitla cw Cakle
150C-170C T W2 Re-ort
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‘Vedresday, 17 Juwiy

0830-0930 Operatincas Sroun: Eriefing on Prepsration of the KReaw Report
0930-1130 Writing tne Riwr Report
0830-1130 Rerorts Greoup: Writimg the TL Repom

1230-1300 Rea2ding Period
1300-1700 Leroratory

Thureday, 186 July

0830-1130 Lavoratory

1230-1300 Reeding Perioc .

1300-1700 Operations Grovp: Digcussion of Observeticop Reroric
Reports Group: Lsboratery

Fridey, 19 July

0830-1G30 Opcrations Grouo: Observation Problem
102C-1200 Vriting a Cabirc Report
0830-1200 Reports Group: Laborastory

1300-1L00 Ch+crout wvith Desks of Reporte Materia)

1400-1500 Di:cussior of Trobleas Brougnt to Light im the {ourse

1500-1600 Future Preciicces ip Informatica Reporting, Feports,
ar. Hequirements

1600-1700 Ccurae Checkout
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INPURMATIOR REPORTIRG, REPORTS, AND REQUIREMLETS FO. @
26 August - 13 September 1957

Pirst Week

Mondey, 26 August

0830-0900 Registration
0900 -1000 Procedures in the Courge
1000-1200 Basic Processing Practices

1300-1400 Basic Processing Practices
1400-170Q Laboratory

Tuezday, 27 August

0830-1030 Organizetion of Reports
1930-1230 Format of the Ceble Report:

1230-1300 Reading Period
1300-~-1700 Laboratory

Wedmesdxy, 23 August

0830-1030 Orgsnizatiorn and Expressior of the Ceble Jejort
1030-1130 Socurcing emd Appraissl of Coat:nt

1230-1300 Resdiog Period
1300-1700 Laboratory

Thursday, 29 Augusnt

0830-0930 The Compositior of the Rew Report
0930-1130 Rditisgz Practices

1230-1300 Reading Period
13200-1700 Laboratory

Friday, 30 August

0830-0930 Guidaace Regponsibility of Irt~lls:zarxce TCIscorr
0530-1030 The Intelligence Community amé the Cloawzatise Cervices

1030-1130 Reproduction, Disseminationr, ozd Z.ichens:

1230-1300 Reading Period
1300-1700

. pproed for Release: 201 8/09/1 C02293788



0830-0930
0930-1030
1030-1130

1230-1300
1300-1700

Approved for Release: 2018/09/17 C02293788

Second Week

Monday, 2 September

HOLIDAY

Tuesday, 3 September

The Revorter's Job
Customer Requirements

Bridging Customer Requirements and Reportiag
Assignaents

Readiny Period
Laboratory

Weduesday, 4 September

0830-0930
0930-1030
1030-1130

1230-1300
1300-1k00

1400-1T00

The Reporter and His Development
Customer Evaluations and Informal Requirements
Illustrations of the Reqguirements Cycle

Briefing on Requirements Report
Custone

Calllect.ion of Requiremerts Information

Thursday, 5 Septcmber

0830-1030
1030-1200

1300-1500
1500-1T700

Reporters® Collection of Information
Reportu Officers’ Part ia Requirements amd
Evaluation

Writing Requirenents Reports
Laboratory

Friday, 6 September

0830-0930
0930-1200

1300-1T00

Operations and Reporting
Discussion of Requirements and Evaluatioas

Part 1 Requiren>nts into Assi ents

(b)(3)

Reports Group: Laboratory
Operatioms Group: Probloms in Reportimg; Briefing
on Observation Exercise

n pproved for Release: 2018/09/17 C02293788
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Third Week
)'.ox_xgﬂ. 9 Septeuber
0830-1700 Operations Group: Obscrvation Exercige
0830-0930 Reporis Group: Governrent Style Practices
0930-1030 Speciaiized Reports
1030-1130 Bad Prictices in Reportiag,
Editimg;, and Guidance
1230-1300 Reading; Period
1300-1700 Laborat.ory
’l‘uﬁﬂ, 10 September
0830-1700 Operations Group: Obscrvation Exercise
08330-0930 Reports Group: Briefirg on Cable Exercise
0930-1200 Observi.tion
1300-1500 Writimg- the Cable Report
1500-1T700 Tae TD Report
Wednesday, 11 Septembdber
0830-0930 Opera:ions Group: Briefing on Preparation of

the Cveservation Report

093C-1150 Writimg the Report
. 0830-1130 Repor:e Group: Writing the TD Report
1230-1300 Readisng Period
1300-1700 Leboratory
Thursday, 12 September
0830-1200 Laborntory
1300-1500 Opera:ions Group: Obgervation
1500-1700 Writing the Cabile Report
1300-1T700 Reports Group: Leboratory
Friday, 13 Septenber
0830-1130 Operations Group: Discussiom of Observation Reports
Reporis Group: Luboratory
1230-1300 Reading Period
1300--1400 Puturm Practices 1ip Rfofin? Rfrtsj and Requirements
1%00-1500 Clase Discussion of the Course
1500-1600 Course Checkout
1600-1700

Checkout with Degks of Reports Material

A pprved for Release: 2018/09/17 C02293788
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3 Frid:gg_, 11 Octobfsx'
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IE"CEHATIGN REPORTIHG«, REPORTS, AND REQUIHEHEETﬁ RG. 10

T October - 25 Oectober 3.957

FIRST WEEK
Mcnd@;{ 7 October

0830-—0900 Regliotration

- Q900 -1.000 The Course
1000-1200 The Basic Xnformstion Report
1300~1500 The Basic Information Report
1400-1.500 Pick-up of Field Reports
1500-1L700

Lakoratory - Procesaing Informetion Reporis

Tueséay, 8 October

06301030 Organizatlior and Bxpression iu Informetion Reports
1030-1130 Cazble Reportis

1230-1300 Headlug or Checking

1300~-1700 Lsboratory - Processlog Tuformation chorte

Hednmd ay, 9 October

0830-~0930 The Couposition of the Agent Report
0930-1100 The Intelligence Community ‘u:d the Clandestirve Sax'ﬂces
e © (b))
1100-2130 Introduction to Requirements '
. 1230-1300 Reading or Chocking
:_‘1300-1700 - Laboratory - Processing Information Repoﬁ.a

RO 0830-0930 ' Quidsnce of the Reporter’
. 0930-1030 ‘Reproduction., MT and Excha.nge : (bj(3)
1030-1130 Cuab’ome_ngLqum | .
' '1230-1300  Resding or Checking
o _,'1.300-1700 - . Ledorstory - Processing Inforuation Reporte

Bridging Customar Reqtﬂmnts and Reporting
Requiremente and Eveluations Procedurn
Tha Rapomr'u Jab

Reading or Chscking - ol
ALabontory - Procening Infomation Repm’t

54&444
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m 1 October
L ',’.08304)930

7 123053300
Ll 1300-2700

0830-1000
- 10002200

 1300-3700

R g ‘....sﬁ, R A A, -,,gi,;'sA.w'<va,', R o

-

Requix-emnts ond Bvaluations Proceduree
Ilustrations of the Requirements Cycle end
Responsibilities of Sealquarters snd Field Officera
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Readdng aud Checking

Iﬂbom:mr - Procezaing Infnmtlon Repozrta
" Tmsdgg, 15 ocf;meﬂ'

'I.'he Reporzer and Bis Develoment
The Roports Officer'e Part in Requimntn snd

Ev&luaf' loan

Leboerotory o

© 0830-0930
093030

‘ 1230 «1.300
300-1 700

e wmoe%,.é Octobor

Observetion and the Collection of Information
- Porticulsrizing Gensrol Requirements into Spesific
-AsBignrents and, Mzcuani.on of Reqvizwmta end

10Cen8;

Intorastion chorts

Bva.lrmﬂ an

Roeding or Cheching

Loboratory - Procsessing Informetion Reporis

S o (0830-0930 :
- 0930-1000
- 3000-3200

© 1300~3400
141003700,

(MM; 15 Getobmr
oy i"roaao-m.ao |
3 mso.l‘sm T

| 13001500

,'.euuz-m% 17 Oatiobse
‘ The Collaction of Information ‘Ihrou@ Polk
Briefing on the Requirements Repozt

Tue Collacticn of Aree Requizerents Irxformution

The Colleation of Avea Requirements Information
. Leboratory - Writing the Reguireminte Report

- Leboratory

nessing Iﬁfomﬁion Ropoi'ta

Recding or Cheoking

Digcussion of Editorial Proleas
, Di.ﬁgmsiqn of Reporting Proilems
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Hooday, 21 Cctober
] Eg14 Qroap
05300530 Briefing on Obseyvation Bacrelin
09301030 Agnigmante
3 1030-1700 Gomeration Ezercise
4 Beadquartera Uroup
G820-0%30 Hectanics of Style
8 09301030 Spacislized Information Reports
3 1030=-1130 The Bew Buporte Officer
1330-1 300 Rea2ding or Chicking
13001700 aoratory - Pyvocsastag Inforwatizn Repoyta
Tuzaday, 27 Octobar
Field Group ’
OG30-1700 Ooseryation Brereiss
Headoveartoon Graun
0850 -0930 Bilefing oa Cable Exercize
0930 -3 2 Thaervation
L300-1500 Writiag the Cahle Report
15001100 Tas TR Peport
Wednsrday, &3 Ociiner
Fleld Group
08200930 Briefing un Cbuervetion Repoct
0930=LT00 Laboratoyy - Writing the Coservation Repott
Heodounvters rouy
4 0830-~1130 Leboratory « Weliing the 70 Repoxt

1230-13%00 Resding or Checking
1300~-1700 Laboratory - Proceseing Infnrrsti.s Beporta

SeB Qb g ST
o

S R

DN
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Thrndu 3..1:" O= Sy 5
Hiedd troun g
o Py 48 :
OB30-~1500 Lan k
20-15 SEIOVRIOTT - Uriting the Cha rvation Bopors
] S vy
:;:-.’:; .LEGQ Msareation
: ‘ Fo0-1700 - Writdng the Cebie Report
Herdguavters & FEQ D)
l ‘.’)8"' n“‘t i T ;
3G A.M«?OO MEIVTREOLY « Procensing Infop etion Renortg |
g Liste Lt oSBT Lk
_'f_’*f){}u.‘{” 4 Lt g
o 700 Lmozatoxy; - P ‘Oeessing Inforcntiog Feporta
Exidan, 25 Octoher
~ RE2LE Groun
: GH50-017 isevas
1 MUH0-AL30 Bizcuseicn ng Uhaervation Keporta
: Hopdunorters Gegon
005433130 : RELEY ,
% 3 Luboratory - Purocessing IaZomation Repo-ta |
;
|

both Gr’*{mg

FEN

I230~1300 Reeilng

L0014 , 4

jlj‘%olyg {;g'? f;;‘-t_l(ﬂ Rﬁ"r"ﬁlt [54) JGL,‘, couwm ﬂoz‘.,:;enl:‘ ‘{

g Beusglion of chae W o ,{
¢ & .“; ey 4y 2y aeyniste o] | »

Reons pomens wre n Reportlog, Repopts s BO ]

[l b
:-5.5‘?0",-%;@9 "’ﬂwz' 2 Chackeun
0001700 Tneckout with Danks
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THEORMATION RE POI'{TJ.NG, REPORTS, AND REUIHEMERTS WO, L
25 Novembar - 13 Decomber 1957
VIRST WK

Mondsy, 25 Hovsinber

083009200 Reglsteation
DRG0 100G The Coursg
1020x.1,200 Tha Basic Infermatien Hapord

1300-11100 The Bzgiec Informatien Ronort
. 1L00-2700 Operations Groups Brisling for Uhesrvabive

( o I\,nwc@a“
- 1L00~1.500 Bditorlad Group:  Plokeup of Fiekd Heporis
7 I
15G0=1700 Laboratery ~ Provessing Inforaitics Raperis

Tuesdey, 26 Howonbor
0830-1030 Ocganizati
1030-11.30 Cabls Reps

cnoanud Exorausion dn 1al-romatlon Peoor i
r

K

= 1230-1700 Onerations Croup:  Coserwstion Fueooise
- 1230~1300 KEdltorial Groupt lieading or Cheoking
1300=170G0 Lwbaravory - Iyesessing Informstic- daports

f

Yednesday, 27 Hovennor

06300930 The Compusition of <he kgeat ke,

09301030 The Intelllysnce Comuunity zmd fhe Slondeatiine Lo o
1030-1130 Introduction o Eequirwmnis
lHjQ-m'}_?f)Q Oparations Croupr  Uooeorvaticn | oo oios
l?BOﬂiiﬁO gl toriai Croap: Nasding or Ch'vk‘”
3001700 Lelrmatory - Processing Tnformy’ o I
Thursday, 20
Holidey
Fridsy, 29 Rovamhyer
083G=0930 Guidanew of tha Reporier
0930-1030 The Reportertys Job
1020-2130 Hoproduciion, Disnenduats: nye Loocnngn
. o (0)(3)
1230-1700 marations Group:

1250--1300° wliterie) Group:

a4

12001700 abaratory - Prosess

G CulionieT
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GH30-08 90 4 P
D53 3-0R 30 iping Gusteomer Regqulremsnts svs Repor tine
090103 1 rs ; PR
GO 1G3 e )._fwfr*'; mnd I‘,m.v.v_ viong Proscouraeg

i? 2017030

Wstomar Patlatinnag

"’}

BT T .~ ?

L2 30300 Heading or Uhecling
3 mprem e 5 .

L350 3700 Laboratory

. - -

wr-',;'au,n servation Beporta
Procossing Informatica None o

- -
La‘. s, n.x&” '7 D(“fc ”, 1“'-‘;

EROIR AN A% T SR A

Q8350930
GO0

1230~ 300

13000700 Liaks

o Feet
LaTp S Y

Hc:pm:” i

Procezsiay Informes

17, . |
Aamaday, 5 Besoter
- LT . +3 -
08360930 Coldlenticr of Infoemstion T RTINS
G r 194 e I 1 "
Ce30-1030 Wasavesion of 1?’111)’"'\’?&";“"" oyl [EARE R

iy
16303030 PartienIarTeoing Daguiraninis drd  foeirmn o

E TR N Y ¢l K R . .
123G 3200 lsading o Checleing

TV S VU, o . .
1306-1.7200 Laboratvniry « Frocaraing Inforist o, Heroris

x v (’) q”*"’&’ “U \,A. “

g,
R b TR R N .

3 1S3 Ta it - .
: J,z“ "),; 33 Brieting cn Honwiresoads Hooopti
Y LT o o o - - \
G100 Gelltestion of Aria Degwivemesmie w48 oo

1300217006 Laveratory « Wr
Guidines 7

Hing ,tfpr“'*t o fos
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Jonday, 9 Decanbyer
08301130 Laboratory = Prosessing Information Reports

1230-1300 Haadinpg or Checking

13001500 Discussticn of Neporiing Problans
18001700 Daseusaslon of Ediiing Preblsns

Tueaday, 10 December

06300930 Hechanics of Style
0530-1030 Specialised Infornmetion Heports
10361130 The Now Yrworls U{lluer

1230-1.300 tpading oy Dhecking

1300-L7C0 Lenoratory ~ Processing Information Reports
Wednesday, 11 Detenbor

- A

08300930 PBrisfing on Cable Exercise
0930=1130 Cossrvation

¢
‘b
¢

123021200 Reading or Chocking
13041500 Writing 1ha Ceble Heport
1501700 The T Napcrt

Thursday, 12 Decaier

EaSe e JE e

J 0830-1130 fabor ztory !
= Wit ting tha Cable Heport ’
Wri%ing the TD Deport

. 12301300 Reaging or Chesking
1300=31700 Laboratory « Processiop Informat: on laports

Fridey, 13 December

0830-1120 Laboratory - Individual Sonieran 45 |
Y . : - (v‘a i ;
A _ ©1230-17300 Reading
. [ : : 12003500 Pinal Hepori ou Coursa Sontant
3 e 1500-1600 Tho Psst, tho Present, ond the F ture

1600-1700 Checkout

1
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