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Secarity Information

GIIDF FOR PRTPARING AGVNCY REJLATIONS:
1. General Content.

CIA Regnlations will contain all officially appruved courses of actiom
necessary or desiratie fer the eontrol and direction of Apency actlvitios.
The Regulatione will imclude organization, policies, funotdions, autioriiles,
responsibilities, and preceduras. ~

2. Organisation.

In general, eath sestion of asch series of the Regilations should be
organized to include the following topical breakdown:

8. GCeneral: A general statement of the purpose and obje:divoes
of the Regulation, what it purports to accemplish, anc o
whom 1t is applicables

b. Policy: A statement of the Agemecy policy which the porbti-
cular seetion of the series of the Regulationz in que:siion
ie designed to establish, define, and disseminate.

6. Functionss A brief statement of the functions invelved in
ths particular section of the Regulations.

do Responsibilitics: Assignment of the specilic respongibilitles
for the performance of the functions invelved in this socction
of the Regulations.

oo Authority: Besic delegaticn or placement of mithority essen-
tial to mest the responsibilities assigned, snd for the en-
forcement and activation of the pslisy and procedure :et forth

~4n the particular section of the Regulaiions.

¢. Procedures: Detailad procedures essential to the psriormanse
of the function, fulfillment of responsibilities, and proper
axereiss of suthorities toward the accomplishnant of the
objective and purpose of the Ragulations.
3. Detailed Content.
Regralations should incorporatss:

8. Existing material from regulations in the CIA “emual pertein-
ing to each seriss.

b. Sestions of the Confidential Funds Tegalations appropriate
and pertinent to the particular series in qusstion.

25X1 ¢

RESTRICTED
Security Information

Approved For Release 2006/07/20 : CIA-RDP70-00211R000300330045-2



25X1

»‘:lrs

Approved For Releasé 2006/07/20 : CIA-RDP70-00211R000300330045-2

Semar i iy Ancoroalion

g. ALl essentisl procedures of genaral Arency Lnterssk )(‘
siish nave not baen published heretofors. :

Writing. - General

Pha following generak. principles snd fundamentals may serve &s ruddes

Lo the nroper writing of regulations.

2~ Understand the policy or progadure undar consideration.-—
in order to deseribe any particular policy or prodedure
g0 that it may be used offectively, it is necessory that

tha writer be thorcughly familiar not only with the mailer

dirsetly invelved, but the implisations andraasons oy

thab matter., Cuestiois, for instante, of the reletionship
af a parbicular issuance %o previously eshablishes 11 K8y
rogiiations and progedures mist be racogrnized. kegulaihons

g 1ld establish and describe funotions snd the poliviem

gaverning t'ose functions, They ghoukd agsign srzanizationsi
rasponsibility for the effectuation of policies and the per-
formance of functiong. They should explisitly provide proper
sathorization for the fulfillment of all assigned respens-

sibilities.

b. trite for ths lowest degree of somprehension among those

whe will use the materials - & particular jsssance te ef fes~-
tive in proportion to the degres o whieh it may be under-
gtond, and if thosessho must use it cannet entirely fompre-

hend its meaning, its effectivensss iz lost, Thercfore,

the general principle may be followad that the writing should
be di rected to kwest degree of comprehension as long as the

apperrance of "writing down" is avoided.

. Foflect in the procedure the poinb of view of the ulitimate
user - the issmtance has only one rurposs, that i# to serve
the user, not the writer. Consequently, rogardiess eof the
noed for complete understanding of technieal detail on the
pary of the writer, in wriling a particular issuance fure
should be taken to reflect the peint of view of the used.

Tpaeedures shoild be written in sueh 2 manner Lnat the

. prdormance of funetlons can gontimie without regard to %he
topare in office of any individusl. There must bo suffleieny
somprehensivenass of procedures o parmit the perfornance
of any given formalized functlion essential to the business of
the Agency by any individual incombant without relianse upon
gnowladge and informal procedares of any predecessor, or any

gupervisor who may be absent from dubye

d. Anawer the questdons who, whai, when, where and how - fSunda-
mental to procedures writing is & thorough understanding of
the objectives to be obtained ly the izsuance, and a gonscious

-
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effort to raach that objective. As an ald to thiz end the
gquestions whe, why, what, when, whera, and how shouzlid be
congidered,

¥, uriting - “pecifie.

It is suggented that the compilation of materials to be incorporated
in Lhe Repilations may be anproached in somewhat the foliwinz manners

Ko

bo

Bo

ds

rnalyse all existing written matorials as outlined in parasraph
3 above by topieal subjsct matter breakdown and prepare indices
on § x J index cards. In this mammer all references from sli
sources ralated to sny given subjesct or topic may be lacated

in one place when the actual writing and organisation of mterials
bepins., This technique will facilitate the organisation of
materials and aid in the logical, coherent sequence both in the
praparation of outlines and in writing the regulatione. ¥y this
Jdevice avary policy, authority, responeibillty and funetion
ralated to any particular subject of a significance warranting
its inclusion in Agency Regilations will be assembled and w131
simplify the organization of the over-all Regulatiops. Thias
systaen will aleo be invaluable in preparing an adequate index
for the total volume of regulations. -

Adequately prepared index cards will sermit the assocliation of
polieies and authorities with related subjects or functiony.
T™ey will also permit the application of clear, deflinitive
titles to cach section and sub=-section of the Regulations,

The index cards may then be organized in logicel end eohercnt
saquence toward the preparation of detailed vutlines of any
piven saction of the reglations.

npeparation of these indsx eards sheald elso ba directed toward
+he interporation of all significant policies, functions, suthor-
ities, responsibilitine, and progedures whieh have never boem
formally published, The initial analysis of materizls shoild
ancompaas infornation of this Lype.

flaving organized these materials in this mamner, the problam
bacomas merely & meghanical process of drawing from each scures
eited on each eard Lo ussemble a draft copy for rewrita and
'Bditlngo ;

pariicular atbtention sho id be piven to make gertain bhst every
naew Ltem, fact, soncept and relavionship which may be foreign
w the usar is ademquataly defined.

Care sho.ld bz tales %o enzure that the flow of work and th
sequencze of aguion is explieit. rhe source from which aash
plece of material or other motivalion comes, the siap=iy-siep
oroeess or operatiens inclding all details essentinl W the
gompletion of %the purticular action, shoild be clueariy and
dafinitively sot forth. 2
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*lakg gertain thut all previous nractices, mathods, or require-
viente which are discontinued are specifically identified in all
drafts - an issuance defeats its own purpose when conilicis with
previous issuances are permitted to exist. Cenfdiching, as well
as superseded issuances should be specifically modified ow
rescinded.

Check the issuance with authorities in the field vefore final

‘preparation - issuances which nay be susceptible- to tachrieal

interpretation in fields with which the writer may be unfauiliar
gshould be checked with authoritiss and written coordinately with
them.

6 o St»yl - 13

8o

Ba

The aim of Agency Regalations should be perfect clarity attained
by logical development, concise statement, and incisive, direct
presentation. In line with the current trend, no mark 88 pune-
tuation should be used unnecessarily. Punctuation should, how=
ever, be used when necessary to aid expression and meaning or

to ensure clarity. lFormat should facilitate rapld rzading and
subasguent refersnce.

The subject should normally be iniroduced ky 2 "generail® oo
wpackground" paragraph. The principal purpose or cbjective of
the regulation should be stated at the berinndng; procedursl
steps, if any, should be developed in logical order.

7. Number of Coples Required.

An original and one carbon copy of the mamuseript presentad for final
authentication should be prepared for Agency Publigations Service. Inl-
tial drafts should be provided in multi-copies dependent upon coordination
ragaired.

8. Format.

- ¥

b

d.

All drafts should be typeswritten, deutle-spaced.

Centering = all centering should be related to the positiorn of
the text rather than to the blank page.

The security elassification may be stamped or typed and sheuld
be centersd approximately one inch from the top and bottom of
each pags. when it is typed the classification should be in all
capital letters and tha words "Security Information", using ini-
tial eapital letters, centered immadiately below the claseiflice-
tion at the top of the page. It is not necessary Lo repeat
nsgeurity Information" below the claasification at the bottom of
the page.

Margins. Leave & loft margin of twelve spases, a right margin
of five. 5
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Formal Heading.

(i} Two lines balow "Sacurity Informatisn®, at the teft moargln
typa in capital letbters the lleading sCoantral Invelligoece
Apeney®; the fellewing line type "RuGULATION NO. .

{?) On the corresponding lings ab the right margin, type she
sateporical heading of the Rogulation {Ganeral, Jparaiions,
atc.) on the first line; type the dato on the setond [ ing.

Subje¢t. Three lines balow the [ormal heading {(two hinee 3£
there is a referensse or a rescission) type the sabiset of the
vep dation, underlingd centered in selid capital Levtars.

uaference andfer lescission. A refarence or 3 rasgisgion, an-
slosed in brackets, is shown at the laft margin twe lines hadow
the fermal heading. I1f both ogeur in the same regalation, show
the reference firat, the rescission two Lines balow.

Contenta. Two lines balow reference or rsgeission typa “COMTENTS®

_senterad in sapital letters. Prepare brief contents as & aylis-

tus of the Hagulation,
Text.

{1) Prarapraph Numbers. All paragraphs and sub-paragraphg shouid
b2 mumbored or lettzred., “Exhibit t" shows the brsakdown
pattern to be followed.

{2} Paragraph Titles., Titles of major paragyaphs and key lead
" phrages of the subeparsgraphs sho.ld be gapitalized o
high=iight contents.

{3} Indentation and margine. [he text is begun three lin:s balow
the contant. M@éjor paray-apha should be indewied Fonii
spaces, Sub-paragraphs shoild be indented ig waltipios of
four apacas. [he sesond linz of text, whether najer paraprape
or sub-paragraph shoild be aligned with the initial lotler
of tha paragraph.

Subsequant. Fages.

{3) nRapsat the aeéuri&y classification and foraal hoading on
aach aibsequent page-

{2) Uo not earry over gubject or paragra~h headiny to subse-
gquent pages.

Parinatior. Namber all pares consecitively (incluading exh.tdts
and attachmants) at .hoe botlem centzr of each page; except that
rapilations o only ona niy 3 #111l net be numbered.
. = ‘ﬁ:.:‘:a
KES PRICTED
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Seeurity Information

is Appendices and Attachmonis. On appendlees and atlachuen®s,
wpxhibit *4%Y, "Attachment 1", ete., will be shown in solid
capital letters in the upper rigint hand cormer.

w. Sample format. ¥xhibit 4 ie attached for use as a pabtern for
format.

4
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ARAGRAPH BREAKDOHE PATTERN FOR |
AEWCY REGULATIONS
HRADTNG |

“F‘m"’{. x 'xmmmxxmmmmxxmmmmmmmwmm
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‘~ .;m; Paragoraph 3OO0 XII0 LI
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Y R B3 S M M K YO S K R M KR KK S E KX KR RIITH R KRR X XK KA XK K
RE RIS IR R ALEN XA AR AR HHRANAR K o

Sub-titlie
Terd R EIARK WWWWWWWGW
N T R MK B KR K A X R KA I KKK KKK AR R KR XK KICKA KA KANK

Po it o S EEF SIS NGV S0P 063 es s Es T

{l?) S I K X N K K S M A X M XK KK MR KR K K K KR A XK AR LKA N R AKR I
I Y K L R I X 3 K K I KA R M A K HHH XXX R H KSR UL HA IR KK K

IO R AR AL TR RN X o

gﬂ ] oI 610 6 010 0. 0/0 S oA 0 RN 00O EE LRGSO IS0 EEE 0SS0 xmxxmamxxxmcxxxmxxx:m
HIHRHXLAAALKAAXY. MHJMWW&WWWWWWWWA
HINHUNERYKEIAR LR L XLFHRALTALKA KX o

( .3,:) ;mwmummumvxxumxxxxxvyxrwxxyxwxwxy'xwyxyxx*mnmwxvxxxxxxx
T R KX XK R A IR K R UK KKK XNE X AR KKK A SRR KSR R KK KK IHHANN
,gmmxmxxxxxxxmmmmxmx ®

f{& ) XWWWMWWWWHW
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