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SUBJECT: proposed Far East Area Command Message Center

1. PROBLEM:--To prepare recormendations regarding the organization,
functions and procedures of the proposed Far East Area Command
Message Center. .

2, FACTS BEARING ON THE PROBLEM:--

a. The Far East Area Command will be a relatively self-contained
element of CIA, insofar as communication, correspondence
and registry functions are concerned.

b. The FEAC Message Center will be required to perform complete
and centralized registry, document analysis and non-technical
commnications handling functions in support of administrative
and operational activities of FEAC.

c. A primary function of the Message Center will be to provide in-
formation for the FEAC Secretariat. The Message Center will
also serve as a focal point for the transmission of informa-
tion to the nucleus of FE Division in CIA headquarters.

d. Cable and dispatch facilities will be available to receive and
transmit communications at all levels of the FEAC. For short
distance transmission, relay facilities should be included in
the Message Center.

e. The organization, functions and procedures recommended in this
staff study were developed after discussions with Records
Integration Staff and the Signal Center.

3. DISCUSSION:--

a. As a comprehensive overseas organization carrying out a variety
of clandestine activities, the Far East Area Command will re-
quire complete intelligence indices of the type compiled by
Records Infesamtfon Staff. Because of its location overseas,
however, the FEAC will not have access to RI indices. Accordingly,
the FEAC Message Center must perform this analysis and indexing
function. In order to permit CIA headquarters access to these
indices, there should be close working relationships between
the FEAC Message Center and RI.
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b. 1In addition to the analysis and indexing functions, the Message
Center must serve as a control center for the flow of cor-
respondence and communications within the FBAC. The suc=-
cessful operation of the Secretariat and Liaison Control
Staff and of other staff elements of the FEAC will depend
upon the guality and quantity of information which may be
obtained from the Message Center.

c. Within the FEAC, there will be regional elements which will also
require registry, document analysis and comaunications dis-
tribution facilities. Physical locations will necessitate the
creation in at least one region of a message center similar to
the FEAC Message Center. It does not appear to be possible to
prevent such duplication, if successiul regional operation is
to be permitted.

d. A revised organization has bcen recoumended for the present Doc-
waent Control Section of FE. Functions and procedures of this
Section will depend upon the coiposition and functions of the
FE nucleus.

e. The organization, procedures and functions for the FEAC Message
Center recormended here are based upon the new area command
concept, which differs from present concepts of overseas
operation. Actual operating experience will point out the
need for further implementation of these recormendations.

4, CONCLUSIONS: ==

a. The FEAC Message Center should be initially created as a control
center for all communications and correspondence flowing through
the FEAC.

b. The FEAC Message Center will, in effect, be a combined RI and
central mail room.

¢c. TFormal channels should be established for liaison between the
FEAC Message Center and RI.

5. RECOMMENDATIONS: --
8. Specific recommendations:

(1) Organization.

(a) Annex & is recommended organization of the FEAC Message
Center, and of regional message centers. No such
message center will be required for the Far East Area
Support Cormand, since it will be physically located
in the same place as the FEAC Message Center. IT




Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8

i raalis>

FRU activities are to be continued, it may not be
necessary to establish a regional message center for
the North Asia Regional Command.

(p) Annex B is recommended organization of a station command
mail room. K¢ document analysis functions are included.

(c) Annex C is present organization of the FE Document Control
Section. Annex D is recommended organization of this
Section, The proposed organization differs from the
existing one by providing for a merger of "S0"and "PC"
material hendling (nov N 2S5X1A8a
respectively). 25X1A8a

(2) Punctions.

(a) Annex E is recommended functions and responsibilities
of the FEAC and regional message centers.

(b) Annex F is recommended functions of a station command
mail room.

(3) Flow of Material.

(a) It is recommended that all action material be reviewed by
the Secretariat and Liaison Control Staff, until
specific determinations can be made regarding which
papers and documents will be channeled to the Secre-
tariat by the FEAC Message Center.

(b) Amnex G is recommended flow of correspondence and com-
munications from CIA headquarters to FEAC. Provision
is made for the centralization of all material through
the FE nucleus in Washington and through the Senior
Representative overseas, The flow through the Scnior
Representative is assumed, and is not a recommendation
of this study.

(¢c) Annex H is recomuended flow of material within FEAC and
from FEAC to CIA headquarters.

(d) Annex I is recommended flow of material through the
Message Center.

(4) Procedures:
(a) Annex J is recommended internal procedures for the FEAC

and regional message centers. This Annex is a hand-
book prepared by RI for field installations.

ity lr;}";rmaiion
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(b) It is recommended that procedures Presently being
prepared by RI and the Office of Communications in
regard to the preparation of dispatches and cables
respectively be adopted for FEAC.

(5) Table Of Orgenization:

(a) A T/0 for the FEAC Message Center has not been recom-
mended because the final organization and functions of
the FEAC have not yet been finallized. Based upon
simildr organization of registry and mail room functions
in other CIA components, it is anticipated that at
least thirty personnel will be required to operate the
FEAC Message Center, and that a somewhat smaller nurber
will be required at regional levels. Station cormand
mail rooms may nead less than s half-dozen clerical
and messenger personnel. Actual T/0 must be based
upon volume and type of handling.

(b) General recormendations: It is recommended that

1. Records Integration Stafr formally review the pro=-
posed organization and functions of the FRAC
Message Center and that consideration be given to
utilizing RI personnel in staffing the Message
Center.

2. Consideration be given to calling the proposed or-
ganization g Registry, a term with which most CIA
personnel are familiar,

25X1A%9a

Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8



X
o~
o
=
=
<
3
o
=
e
o
=
I
s

[« s JANEZ A

3

N1 vyNosaq
Q30

0

YILNID  JIYSIIW

™01 493%

ELRVERERY

TYNOI93Y ¥0 DV3A

NS

sS3W3

noLLRas

ONIdAL

NoDES

SISATUNY

NO1133S
NOYANDY
13915 4oL

NOIL3S

ERL LR

NodAS

%3IQNL

NOLARAS

LRTLERIN

NOL1dSS
WIAINISTIW
ONY YW

Sanitized - Approved For Release : CIA-RDP§0

D EURLIIH £ LTS
2 w 134938 -~

43w Aingddq

4310

Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8




Sanitized - Ap‘p-roved For Release : CIA-RDP6(f50538A000100140002-8

DISPATCH
ulT

s
O
o
Q<
—d
<
b3
-
w
o pan
(1%
w o @ w =
~ T o ¢I; 5:
Voo v 'y s
o [ ]
P
[ ()
o
= =
£ o
2 —
= <
b =
= %)
o ¥
z
< 2 k
w
sz
= 2°
b I

Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8




Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8

-

nor1nQ W ASI1Q
38V
Od

uonewsojuf A

NOI11D3S TO¥IN0) AINIWND0Q 34 1nasayd

¥39MASSIN
d

oN1990 ANy
L TX¢ 1Y

SHADLVISIQ NV VWA
d

9NIFPO0 AWy
P NAYeg

SIININYS'T vy vy

oS

V0YINOY

139738 9oL
43 1H)D

uonew.ogu| Ay

Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8

|



Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8

-

uoewiofuf A1k

NO1LDIS  TO¥IN0D LM3WA0Q 34

(suwsnd 1)

1IN0 WIAVESIQ

(sypoNIs em 1)

A0 y39NISSIY

13504034

( sy )

AN 38V

(Shemn )

AN W

LMD 103 1N0YH
1392038 4oL
EELLN

uoljew o) AL

Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8



-_ ‘ : )
Sanitized - Approved For Release : CIA-RDP60-00538A000100140002-8

The FEAC Message Center is responsidle for proper routing, record-
ing, filing and accounting for intermal correspondence, documents,
cables and dispatches and for the ceatralized processing, msintenance,
snalysis and recording of intelligence documents and papers in support
of thester operations. The following functions will be performed by
the FRAC Message Center:

Mail and Messenger Section

1. Distributes and picks up all incoming and outgoing communica-
tiona on a regular schedule,

2. Sorts intermal correspondence by destination.
3. Assigns control numbers to all internal correspondence.

4. Logs internpal correspondence and documents not classified as
Top Secret, "Eyes alone” or sensitive indicators.

g
.

Perforns special messenger service.

Prepares and maintains coples of receipts for outgoing classi
fied papers and documents except Top Secret documents and

pepers.
Dispatch Section

1. Receives and checks manifests of incoming pouches.

T
.

2. Maintains logs of incoming and outgoing dispatches.

3. V¥raps all outgoing dispatches. ‘

k. Properly addresses outgoing dispatches.

5. HMaintains manifest files.

€. Maintains lists of correct pouching sddresses.

7. +seviews outgoing dispatches for proper form and Security.

8. Advises area of regional command components of pouch channels
and facilities.
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Cadble Bection
1. Logs incoming and outgoing cables.
2. Maintains files of cables.

3. Apalyzes routes incoming cables in accordsnce with a prescribed
procedure.

k. Llogs and routes copies of cables, prepares cable boards and
maintains files of cable copies.

Top Secret Control Section

1. logs incoming and outgoing Top Secret papers snd documents.

2. Assigns control numbers to Topl Secret material and maintains
control files.

3. Prepares and signs receipts for Top Secret material.

k. Maintains files of Top Secret materials.

5. Relogs TS material for re-distribution.

6. Delivers and collects TS material.

T. Adviges FEAC ccmponént- regarding handling of TS material.

€. Pouches TS material.

9. Destroys TS material and maintains records of material destroyed.

Index Section

1. GHeviews incoming and outgoing operational documents and papers
and searches main index for names and information contained

therein.

2. Attaches pertinent existing files to documents or papers.
3. Maintains central Index in support of operations.
Analyeis Section
1. Keads incoming and outgoing operational dociuments and papers.

2. Marks meterial for indexing and filing by subject content and
ares concerned.

S 3
Lo ety L Ty s
Seoirity 1nSrmation
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3. Maintains liaison with operating components to determipe
analysis needs.

k. Forwards copies of indices to RI. Regional Message Center
forwverds coples of indices to FEAC Message Center.

ing Section

1. Types index cards and sbstracts of material received from
analysis section for indexing.

2. Performs various typing tasks as required.
Fileg Section
l. Kaintains files of material carded and indexed.
2. Haintaing chronological files of correspondence and documents.
3. Maintaips s charge-out system for materials files.
4. Performs micro-film functions in regard to mmterial filed.
5+ Haintains files of inactive papers and materials.
Code Demignations Section »
1. heceives and forwards requests for code designations to HI.

2. Hecords and maintains records of code designations assigned
snd devised.

3. Maintains a secure code designation cross-reference central
file.

k. Maintains 1liaison with RI in all metters relating to code
designations.

5. logs "Eyes Alons" and other sensitive materials.
Teletype Section

1. Encrypts messages for transzission.

2. Transmits messcages to componentes of FEAD,

3. FKeceives and deciphers incoming nessages.

]
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i{ COMMAND

1, Déistributes and picks up all incoming end oulgoling coue
munications and correspondence on a4 rezular achedule.

2, 3Zorts inberval correspondence by destinatisa,

3, Llogs interssl correspondence mot classified as Top Secret,
"eves alome” or nateriel with sensitive lndicators.

, Perfors specisl nessenger service.

5, Prepares and maintains coples of recelpls for oulgolng
classified papers and docwents excepl Top Jecret materisls.

5., Files correppondence end docurents,

Digpateh Unit

i, Repmives and checis wmuifests of lncosiag poucivs.

2, Maiutaineg lops of incouming and outgoulng dispalcies.

3. draos and addresses ocutpoing dispalches.

b, Maiotalns sanifest Piles.

£, Maintalns Lists of correct pouchlng SUAreGDOU.

6. zeviews oubzolng dispatches for prope: form and security.

7. Advises sistion cosismnd cogponents o pouch chamnels and
feciiitioa.

e Unit

l. logs incoming and oubtgolng cabies.

2. Maintaing files of coblec aud cable coples.

3. Analyzes and routes cobles in accordeice with e preseribed
procedure.

4, Logs and rouies cable coplies.

S Prepares cable boards.
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Logs inconing and outgoling Top Secret materiasls.

Asaigne coutrol nuzbers to Top Secret materials and meintains
control filen.

Prepores and sigos receipts for Top Secret amterials.
Saictaing Tiles of Top Secrst materials.

Relogs Top Secret material befure reedistribution,
Towies Top Secret smterial,

Dealroys T0p Jecret material and maintains records of
mmterial desiroyed.
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1, Pick up by FRAC Message Center messenger.
2. To Hessage Center,
3. Delivery to destination.
Aelon
1. Fick up by FEAC Message Center messenger.
2. 7o nessage Center,
3+ 7To Secretariat
. 7To message center,
5« Delivery to destination.

1. Pick up by FEAC Message Center messenger,
2., To PRAC zessage center,

* 3, To ceble or dispateh facilities,

* L&, To local cable or dispatch Pfacilities,
S5« ‘Po Regional Message Center
6, Delivery to destination,

Action

1. Pick up by FEAC Message Center Messenge:,
2. To FEAC lescage Center,
3. To Secretariat,
4, To FEAC Message Center,

* 5. To {able or dispatch facilities.

# 6. To local csble or dispatch facilities.
T« 7o Regional MHessage Center,

viby Pnonnannn
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8. Delivery to destination.
*Where necessitated by physical distance.
Staff Element to Washington

1. Pick up by FEAC Message Center messenger.

2. To FEAC Message Center.

3. To Secretariet.

k. To FEAC Commo or to FFAC Dispatch facilities.
5. 7To Senlor hFepresentative.

6. To CIA Commo or dispatch facilities.

7

- &. Cables to Cable Secretariat
b. Dispatches to RI

8. To Document Control Section
9. Delivery to Destination
Staff Element to Station Command Thru Region
Regional Flemeat o Star? By i leklon
S Lo Star Flament
1. Pick wp by Regional Message Center messenger,
2. To FEAC Hessage Center by hand, or by cable or dispatch facilities.
3. Delivery to destination.
Action
1. Pick up by Reglional Message Center ressenger,
2. To FEAC Message Center by hand, or by cable or dispatch facilities.
3. To Secretariat.
h. To FEAC Message Center.
5+ Delivery to destination.

Regional Element to Regional Element
l. Pick up by Regional Message Center Ressenger.

2. To Reglonal Message Center (copy to FEAC Message Center for
reviev by Secretariat).
4‘
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3. To Reglonnl cable or dispatel: facillties st source,

#* L, To Reglonal csble or dispatcl: fecilities at destination.
9¢ To destination Regiomal ressegs center,
5. Delivery to destinatlon.

%k Yhere commmications between north Asia or South Asls regionel

compands and FY Ares JSupport Copmond FEAC MHessage Center and ceblc
ar dispatch Pacilivies will Ye routing centers.

Ele i Lo Sbation Commmnd

l. ilck up by Regiouel Message Center imsserger.
2. To Aeglonal Mesosie Center {copy to Secrsteriat)

3+ To station commnd cable dispatch facilities,; 1f necessary,
or by hand Lo stebiion coupand mespege cexter,

b, Delivery % desiluation.

re  Fitk up by degiousl Hessage Center Messeoger,
2. Tu Beglomal Hessnors conter.

3« To regioual ceile v dispatch fecilities; il necessary.
4, To FEAC cable or dispatel (ascilities,

we  T0 FREAL Messuge U2oter.

G. To Gecretaciat,

Te To FEAC Usble or dispate: facilltes,

Ge To Senlor Jepressutative,

~oe DO CIA coupand o dispatel fecllities,

lo. Cablez to Cable Secretariat, dispatches to 5Y.
il To Document Comirel Section.

ide Delivery tw deatination.
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Station Command to Staff Element

Reverse of staff to station command.
Station Commend to Regional
Reverse of regional to station command.
Station Command to Station Command
Through Regional Message Center. (No lateral comsunication permitted).

S8tation Command to thigggon

Reverse of Washington to Station Command.

A
N 1

Secirrity Information
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