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PUBLIC AFFAIRS
FOREWORD |

1. This handbaok sats forth tha guidelines to be followed by those indi-
viduals responzible for reviewing roanuscripts tas are intendsd for nonoffi-
eial publication by ctrrent or former Agancy employess and others. It pros
vides guidaove for the reviewer, describes the review process, lsts the fune-
tions of the Publications Review Board (FRB or Board), and cites tha agtho.
rizing documents for the review,

2. Questions eoncerning the veview of maovscripts should be diracted o
womponent PRE repregentatives and, fadling resolution, t¢ the FRE Exccutive

who is located in ¥ e of I jen Technology,

Deputy Direeror of Central Intelligence




MORI DoclID: 1512164

INSTRUCTION SHEEY

This handbook soperseden the sxisting
which should be deatroryed.

This handbook is revised to provide information and geidelines 1o those
individuals responsible for tha revisw of nomofficial publications by cmploy-
eeq, former employees, and others.

i
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1. Purrposk

This handbook preseribes guldelinés in acoardance with policies aet
forthin[ "~ for the review af material intended for nonoffietal publioa-

vion that is written by former Agency smployess, current smployeos apd
othexs,

i Monofficial writings and seriptg or owtlings of oral pregentations by
former smployess vnst be submined to the Publicativns Review Board
(ERB) For review,

b. Deputy Directors and Huads of Indapendeat Officen shall submit
marsrial they have written which is lotended for nonofficial publication
eithar 1o the Executive Dircetor of the Agency or to the Board for review,

e, Gther guprant.employess must submit nonofficial manwseripts through
digir supervisory chains of command to their Doputy Directors or Heads of
Indapendant Offices who may determine whathae, as & policy matter or
classification, public disclosnre iz authodzed. A Deputy Divsoror or Head of
Indepandent Office may approve pablication, spprove publication with
deletions and/or changes, or iay disapprove publicatlon. Alternatively, any
supervizory official in tha avthor's chain of commund may submit the mate.
rinl to the Board for a decision on whether peblic disclosure of the informs-
tion reagonalily could be expacted to harm the nations) $&&urity interests of
the United States, Current employess other than Deputy Diractors o Heads
of Independent Difices may elect ¢ make submissions directly to the Chair
of the Publications Reviaw Board only for datermination of the necessity for
any Agensy review,

d. The progeduces for submission and review of proposed nonofficial "
publication: by Agency contractars depend on the tetmy of the contrace. 1f
the contrastor is a former Agensy employes, the manuseript shall be submit-
ted to the Board, The Chair will coordinate the roview with the contracting
component if the subject matter of the manugeript and the contract for
gervicas overiap. Otherwise, the manoscript review will ba treated like that:
for any former employec. If the contrastod is not a former employen, the
Agency contracting component will conduct the manuseript peview in aceor-
dance with the tarmy of the contraet for gervices and the zohtracior’'s asaresy
agreement, gnd provide a record of the results to the FRE,
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. The Publications Review Board is the office of record for all compe-
nent-approved matesial inended for nonefficial publication by current
Agoncy exaployees and conteactars, In this capacity, the FRB Staff receives
a copy of the approved material along with a copy of the signed approval
memorandum from the Depury Directors or Hesde of [ndepandent Offices
depanding upon the component of the wuthor

2, Review PROCESS

&, The purpose of prepublhcation review is to identify information ob-
tained during the course of an suthor's amployeent or other service with the
LA thar eould hamm pational sccurity if dizcleged. In the case of many-
seviphs submitted by corrent employess and contractors, the purposc is also
to identify atatemants that might impair the author's performancs of dutiss,
interfere with the arhorized functiony of the CLA, o bave an adverse: impact
on the foreign relations or security of the United States.

b. The material to be reviewed will e gént by the PRE Staff to the Board
meinbers snd/or other reviewing officialy repragenting the companants with
r&umﬂkﬂibilily for the subject material, The Board members or reviewing
officials may wish 1o consult saperts within their companents, especiaily
when unfamiliar material needs o ba evatveted, The Bonrd members or
reviewing officials remain responsible for reviawing an expert's proposed
deletions to envire thal they ace properly justified by identification of the
gpecific harm 10 the national seeurity that could result from publication,

o When reviewing manuscripts by former aroployees, the reviewer mny
recommend deiction of material from a manugcript only when digclosure of
the information reatonably sould be expested to damags national sccurity.
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The damage must be reasonably specific and must flow Yogically from the
wniqke circumstances of the disclosure proposed bry the duthor,

prohibits deiction of material solely bétiuse ntaterments mny be nmhum!ma
% or critical of the Agency.

d. The tesults of the review should be reported to the PRE on a PRB

routing slip of i 4 memoranduim to the FRB Chair using ons of the five
responies:

(1) The manuscript containg oo mfomuum that could harm national
secunity if disclosed,

(2} The manuscript contains information that oould barm national
sseority iF publicly disciosed. When this accuts, cach recommended
deletion must be specifically Identified. | |
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{3} The manuzeript iz disapproved {n ity entirety buciuse the work

would be meaningless if all the material that could harm national secn-
rity if disclosed were deletad. '

(4) The mamuseript containg no slassified mateial, but certain
chapges are guggested baeause the material is annecassarily close to or
draws undne altention to sengitive nyatters, In sush cases, the Agency
can request but not ingist that deletions or changes be made. Often such
changes can ba worked oot with the anthor 1o the mutyal satisfaction of
all concerned.

(5 Varloos combinations of the wltarnatives rmentionsd in prrogrephs

cane through four abova.

&, Reviowsars should not correct srvors of any kind, factual or grammati-
cal, contained in the mnnun'criptn under review.

f. The assigned datez by which reviews maost be compleicd arc very

important. In United States v, Marcheti 1n 1974, the Fourth Cirewit Court of
Apprals hald that:

“Because we are dealing with & prior resraint upon speech, we think
thai the CLA must act promptly 1o approve or disappoove any materinl which:
may be submitted to it by Marchartl, Undue delay would impady the ressons
ableness of the regtraing, and that reasonableness is to be maintained if the
restraing is to be enforced. We should think that, io a$l eveits, the maximom
period for responding after the snbmission of material for approval should not
axcmd thivty days.”

The: Department of Justics has sinoe adopted and imposed the M0-day ruls
us 4 standard. The prodessing time beging on the day 4 manugcript is re-
ceived by the PRE. Bscause administrative processing takes additional time,
it 1% esgentiz] that reviewsrs adbere clogely to aggigned deadlines.

E. For current smployees, capiss of final decisions made by supervizors
or othar offieials in components will be sent to the PRB. In addition, io all
cages, because the manuscripts ars propristary in naturs, they should not be
ghared with anyone not sonducting s review, wnd o}l coplas mugr be returned
to the PRB. '
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9. AppreaL PROCESS

Authors wha wish 1o appaal decisions should address such appeals in
wriling 10 the Execotive Director of the Agency, sccompanied by the muterial
intenided for publication and any supporting matarials the author wishes the
Exseutive Drirecior 10 congider. Appeals are to be submined through the
Chair, PRB. On behalf of the Executive Director, the Chair will forward the
appeal throogh the senier operating officials of the affected component 1o
mach Deputy Dixector of Head of Independent Offics whose representative on

~ the Board found classified infermavion in the maguscriph st issve, The

Deputy Director or Head of Independent Office will affiom or recommend
revigion of the Board's decision affecting his equities and will forward that
recenmendation 1o the Ganersl Coungal. The General Connscl will review
the recommendations for legal suffiziency and will maks a cecommendation
tn the Execntive Director for a final Agency decigion, Every effort will be
magle. to complers the appeal process within 30 daya.
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