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CHANGE 1 
SUMMARY OF CHANGES 

CHANGE 1 
DoD 5220.22-~f 

The following is a br.i.ef description of substantial changes to this manual. 
Some paragraphs contain only editorial revisions and therefore are not 
enumerated. 

Paragraph 

Ie, 4cs, 
Appendix II 

Su, Sv, Sah, 
6a(19) , 6b(4), 
(9) alid (10), and 
9d(1) (b)l. and 1 

10h, 94a 

lib (4) 

l1g 

20c(1) , 24a(1) (a) , 
24b 

25 

27a(4), 27d(S) 

41e 

41e(l) (b) 

9Sc, 
Apppndix VIII 

Appendix VIn 

Adds United States Information 
Agency as new UA. Deletes 
Health and Human Services as 
UA. 

Revises Footnote 10/ to 
include countrieswhose 
policies are inimical to U.S. 
interests. Changes the term 
"Communist" countries to 
"Designated" countries. 

Expands types of security 
classification guidance which 
may be given. 

Changes marking instructions 
for a completely un~lassified 
major component of a classi
fied document. 

Provides marking instructions 
for portions of documents 
classified on the basis of 
their compilation. 

The change corrects a print 
error. It allows individunls 
with 24b contractor-granted 
CONFIDENTIAL PCL's to have 
access to FORMERLY RESTRICTED 
DATA. However, the matter is 
now under review by DOE. 

R~vises preemployment 
clearance application policy. 

Adds National Guard personnel. 

Restricts Category 5 visits to 
U.S. citizens. 

Deletes immigrant aliens. 

Adds OISI Field Office, 
Mannheim. West Germany 

Revises addresses and 
t~lephone numbers of several 
CSO's. 
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1900 HALF STREET, S.W. 
WASHINGTON,D.C.20324 

FOREWORD 

DoD 5220.22-M 

March 1, 1984 

This manual is issued under the directional authority of, and in accordance 
with, Department of Defense Directive 5220.22, "Department of Defense 
Industrial Security Program." It establishes uniform security practices 
within industrial plants, educational institutions, and all organizations and 
facilities used by prime contractors and subcontractors having classified 
information of the Department of Defense, certain other executive departments 
and agencies, or certain foreign governments. Users of this publication are 
encouraged to submit suggestions for improving the publication, through 
channels, to the Director, Defense Investigative Service. 

DoD 5220.22-M. "Industrial Security Manual for Safeguarding Classified 
Information." January 1983. is hereby canceled and superseded. 

This revision is required by the demands of national security as determined 
by the U.S. Government. It is issued pursuant to and constitutes notice prescribed 
by section lA(i) of DD Form 441. "Department of Defense Seclority Agreement," 
January 1984 and section lA of DIS Form 1149. "Department of Defense Transpor
tation Security Agreement." January 1981. 
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DoD 5220.22-M 

SUMMARY OF CHANGES 

The following is a brief description of substantial changes which have been 
incorporated into this manual. Asterisks appearing in the right-hand margin of 
the text delineate such changed material. 

Please note that several changes to this manual are only editorial revisions 
which are intended to make the document more readable. These changes include 
reductions of some long sentences and minor changes or phrasing. However, 
since the editorial changes do not affect the context of the regulation, they 
are not referenced here. 

In addition, abbreviations have been used extensively within this manual in an 
effort to decrease its volume. New acronyms are included in the "Glossary of 
Acronyms and Abbreviations Commonly Used in the DoD Industrial Security 
Program" on pages v through vii of this publication. These acronyms are 
highlighted in the glossary by asterisks which appear in the right-hand 
margin. 

Paragraph-

3,;, 3ab, 5u 
20c, 37d(5), 
append1x XIII 

3bj 

3bt 

5i 

5,ah 

6c 

llb(8) (f) , 

lle(2) 

17a(1) 

17f 

Change 

Changed to be consistent with new DoD 5220.22-S-1, 
"COMSEC Supplement to Industrial Security Manual for 

Safeguarding Cla,ssified Information." 

Expands definition of organizational officers. 

Expands definition of reference material. 

Clarifies the marking of classified container 
combination records. 

Adds paragraph on contacts with nationals or 
representatives of Communist countries. 

Adds footnote 11/, which defines adverse information. 

Revised to include the reporting of empl~yee contacts vith 
nationals or representatives of Communist countries. 

Explains marking of U.S. documents containing 

NATO extracts. 

Eliminates receipt forms when transmitting 
CONFIDENTIAL material. 

Expands methods of transmitting classified 
material within a facility. 

iii 
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I9c 

22 

31 

4Id 

45c 

48d(2) 

48e 

60i 

65 

Section XI 

Appendix I 

Appendix IV & V 

Appendix VII 

Appendix VIII 

Appendix XIII 

Removes the prohibition against the shredding of TOP 
SECRET Material. 

Revised extensively; allows for certain OODEPs to 
be cleared at a level less than that of the facility. 

Adds requirement for Canadian citizens born outside of Canada. 
deletes portion of paragraph 3Ib. and revises paragraph 31c. 

Removes the requirement for reciprocally cleared 
facilities to process visit requests through foreign 
embassies. Clarification of f01:eign national visit 
request responsibilities is alRo provided. 

Deleted -- DLA sponsored visits will be handled as all 
other UA visits. 

Adds UA procedure for endorsing contractors visit requests 
outside CONUS. 

Changed to comply with existing federal regulations. 

Provides a means for contractors to obtain 
classification guidance. 

Provides necessary guidance for subcontracting with 
foreign industry. 

Revised to include the conditions and instructions for the 
authorized hand-carrying of NATO classified material 
across international boundaries. 

Eliminates paragraph O. 

Revised to reflect that the construction requirements are 
now mandatory and minor editorial changes. 

Expands paragraphs A2 and B4 to assist the contractor 
in preparing security briefings. 

Revised to reflect CSO and DSI name changes. 

Adds references to assist contractors in checking and 
assessing the security conditions of their facilities. 

iv 
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ACDA 
ACO 
ACSI 
ADP 
ADPE 
APO 
ASD(C) 

BI 
BL 

(c) 
CAB 
CBL 
CDSS 
CENTO 
CM 
CNWDI 
COMINT 
COMSEC 
CONUS 
COR 
COSMIC--TOP 

SECRET 
CPU 
CSISM 
CSO 
CUSR 
CRT 

DAR 

PCAS 
DCASR 
DCII 
DIA 
DIS 
DISCO 
DISCR, OGC. 

OSD 
DLA 
DNACC 
DoD 
DOE 
DOT 
DSI 

DSP&P 
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CHANGE 1 
DoD 5220.22-M 

GLOSSARY OF ACRONYMS AND ABBREVIATP,S COMMONLY USED 
IN THE DoD INDUSTRIAL SECURITY PROGRAM 

u.S. Arms Control and Disarmament Agency 
Administrative Contracting Officer 
Assistant Chief of Staff for Intelligence, Department of Army 
Automatic Data Processing 
Automatic Data Processing Equipment 
Army Post Office 
Assistant Secretary of Defense (Comptroller) 

Background Investigation 
Bill of Lading 

CONFIDENTIAL 
Civil Aeronautics Board 
Commercial Bill(s) of Lading 
Canadian Department of Supply and Services 
Central Treaty Organization 
Candidate Material 
Critical Nuclear Weapon Design Information 
Communications Intelligence 
Communications Security 
Continental United States 
Central Office of Record 
Property of NATO and Subject to Special Security Controls 

Central Processing Unit 
COMSEC Suppleme,lt to the Industrial Security Manual 
Cognizant Security Office 
Central United States Registry 
Cathode Ray Tube 

Defense Acquisition Regulation (formerly ASPR) -- will be 
renamed FAR (Federal Acquisition Regulation) effective 
April 1. 1984 
Defense Contract Administration Services 
Defense Contract Administration Services Region 
Defense Central Index of Investigations 
Defense Intelligence Agency 
Defense Investigative Service 
Defense Industrial Security Clearance Office 
Director for Industrial Security Clearance Review, Office of 
the General Counsel. Office of Secretary of Defense 
Defense Logistics Agency 
Defense National Agency Check Center 
Department of Defense 
Department of Energy (formerly ERDA) 
Department of Transportation 
Defense Security Institute (forme.rly the Defense Industrial 
Security Institute (DISI» 

Director for Security P18ns & Programs. Office of the Deputy 
Under Secretary of Defense (Policy) 

v 

* 

* 

* 
* 

* 
* 
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DTIC 
DUSD (P) 

EAM 
EAR 
ENAC 
E.O. 
EPA 

FAA 

FAR 
FBI 
FCL 
FEMA 
FMS 
FOCI 
(FRD) 
FRS 
FSC 
FSO 
FSS 

GAO 
GBL 
GFE 
GFP 
GPO 
GSA 
GSOIA 

HHS 
HOF 
HQ 

ICC 
IFB 
IPO 
ISB 
ISCRO 
ISL 
ISM 

ISR 
lTAR 

KGB 

LOC 

HAAG 
MAP 
MDAP 

Defense Technical Information Center 
Deputy Under Secretary of Defense for Policy 

Electronic Accounting Machines 
Export Administration Regulation 
Expanded National Agency Check 
Executive Order 
Environmental Protection Agency 

Federal Aviation Administration, Department of Transportation 
(Formerly Federal Aviation Agency) 
Federal :lcquisition Regulation 
Federal Bureau of Investigation 
Facility (Security) Clearance 
Federal Emergency Management Agency 
Foreign Military Sales 
Foreign Ownership, Control, or Influence 
FORNERLY RESTRICTED DATA 
Federal Reserve System 
Federal Supply Code 
Facility Security Officer/Supervisor 
Federal Supply Schedule 

General Accounting Office 
Government Bill(s) of Lading 
Government Furnished Equipment 
Government Furnished Property 
Government Printing Office 
General Services Administration 
General Security of Information Agreement 

Department of Health ane Human Services 
Home Office Facility 
Headquarters 

Interstate Commerce Co~ission 
Invitation for Bid 
International Pact Organization 
Industrial Security Bulletin 
Industrial Security Clearance Review Office 
Industrial Security Letter 
"Industrial Security Manual for Safeguarding Classified 
Information" (DoD 5220. 22-M) 

"Industrial Security Regulation" (DoD 5220.22-R) 
"In.ternational Traffic in Arms Regulation" 

Committee of State Security (Soviet Union) 

Letter of Consent, DISCO Form 560 

Military Assistance Advisory Group 
Mutual Aid Program 
Mutual Defense Assistance Program 

vi 
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MFO 
MIL-STD 
MTMC 
N/A 
NAC 
NASA 
NATO 
NCSC 
NIS 
NPLO 
NRC 

* NSA 
NSF 

OASD(C) 
OASD(PA) 
ODC 
OISI 
OODEPs 

OPM 

OSI 

PCL 

) 
PCO 
PMF 
PRP 
PSCF 
PSQ 
PSS 

(RD) 
RFI 
RFP 
RFQ 

(S) 
SBA 
SEATO 
SEC 
SIOP 
SPP 
SSS 

TO 
(TS) 
TSEC 
TWX 

(U) 
UA J) U.K. 

, 

Multiple Facility Organization 
Military Standard (Book Form) 

CHANGE 1 
DoD 5220.22-M 

Military Traffic Management Command (formerly MTMTS) 
Not Applicable 
National Agency Check 
National Aeronautics and Space Administration 
North Atlantic Treaty Organization 
National Communications Security Con~ittee 
Naval Investigative Service 
NATO Production Logistics Organization 
Nuclear Regulatory Commission 
National Security Agency 
National Science Foundation 

Office of the Assistant Secretary of Defense (Comptroller) 
Office of the Assistant Secretary of Defense (Public Affairs) 
Office of Defense Cooperation 
Office of Industrial Security, International 
Owners, Officers, Directors, Partners, Regents, Trustees, or 
Executive Personnel 
Office of Personnel Management OSD 
Office of Secretary of Defense 
Office of Special Investigations, USAF 

Personnel (Security) Clearance 
Procuring Contracting Officer 
Principal Management Facility 
Personnel Reliability Program 
Personnel Security Clearance Files (Industrial) 
Personnel Security Questionnaire 
Protective Security Service 

RESTRICTED DATA 
Representative of a Foreign Interest 
Request for Proposal 
Request for Quote 

SECRET 
Small Business Administration 
Southeast Asia Treaty Organization 
Securities and Exchange Commission 
Single Integrated Operational Plan 
Standard Practice Procedure (s) 
Signature Security Service 

Transportation Officer 
TOP SECRET 
U.S. Telecommunications Security 
Teletype Communications 

UNCLASSIFIED 
User Agency 
United Kingdom 

vii 
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UL 
U.S. 
USAFSS 
U.S.C 
USIA 

gnderWriters l Laboratories 
nited States of America 

U.S. Air Force Security Servi 
United States Code Ce 

United States Information Agency 

viii 
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Section I. 

1. Scope. 

GENERAL 

CHANGE 1 
DoD 5220.22-M 

a. This manual establishes the requirements for safeguarding all 
classified information to which contractors and their subcontractors, vendors, 
or suppliers have access or possession (see paragraph 3aa). The manual is 
written in terms of the most common situation where the contractor has access 
to, or possession of, classified information in connection with the perform
ance of a classified contract. However, it also is applicable to the safe
guarding of classified information in connection with all aspects of pre
contract activity including preparation of bids and proposals, precontract 
negotiations, and all aspects of postcontract activity. Moreover, the 
requirements ar.e equally applicable tn the safeguarding of classified 
information not released or disclosed under a procurement Gontract, such as 
government-sponsored independent research and development advance agreements 
or User Agency (UA) programs participated in by a firm, org~nization, or 
individual on a voluntary or grant basis. Examples of the latter programs 
are the long-range scientific and technical planning pr.ograms and programs 
designed to provide planning briefings for industry. In such situations the 
official of the UA (ar his or her designated representative) who releases or 
discloses the classified information to the contractor shall fulfj.ll the 
responsibilities which this manual assigns to the contrac~ing officer (such 
as furnisnir!g necessary classification guidance, authorizing retention of 
classified material, and certifying contractors' need to attend classified 
meetings) • 

b. The requirements of this manual reflect the provisions of applicable 
federal statutes, E.O.'s, and DoD directives. 

c. The Secretary of Defense is authorized ta act in behalf of the 
departments and agencies listed below in rendering industrial security serv
ices. This authority is contained in an exchange of letters between the 
Secretary of Defense and: (i) the Adnlinistrator, National Aeronautics and 
Space Administration; (ii) the Secretary of Commerce; (iii) the Administrator, 
General Services Administration (GSA); (iv) the Secretary of State; (v) the 
Administrator. Small Business Administration; (vi) the Director, National 
Science Foundation (NSF); (vii) the Secretary of the Treasury; (viii) the 
Secretary of Transportation; (ix) the Secretary of the Interior; ex) the 
Se.::re,tary of Agriculture; (xi) the Director, United States Inforn'iation * 
Agency (USIA); (xii) the Secretary of Labor; (xiii) the Administrator, * 
Environmental Protection Agency (EPA); (xiv) the Attorney General, Department 
of Justice; (xv) the Director, U.S. Arms Control and Disarmament Agency; (xvi) 
the Director, Federal Emergency Management Agen~y (FEMA); (xvii) the Chairman, 
Board of Governors, Federal Reserve System (FRS); and (xviii) the Comptroller 
General of the United States, General Accounting Office (GAO). 

d. The Deputy Under Secretary of Defense for Policy (DUSD(P», his or 
her designee, or higher authority provides overall policy guidance for the 
DoD Industrial Security Program. The Director, DIS is responsible for the 
administration of the DoD Industrial Security Program on behalf of all UA's. 
Except for certain functions performed by the Commander or Head of a UA 
installation, with respect to those facilities or contractor activities 
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located on the installation. the Directors of Industrial S 
perform cognizant security office (CSO) f ti ecurity shall 
with respect to all contractor facilitiesu:~th~~St~:~:cribed i~ this manual, 
(see appendix VIII for geographical areas of responsibi~~:~)~t ve regions 

~ractr~g o~:~~e~a:: ~~:s~~~~:~i~~ ~~isa~:n~:~r~!~et~~eI;~~ct~~~:a~~'o; 
unct ons, under delegation, are performed by the ACO. 

con
these 

f. This manual also shall a 1 t h f 
fied information, which has been f~~nrsh:d tt e ~asegUarding of foreign class i
U.S. Government is obligated t ,0 •• contractors and which the 
When foreign classified inform~tirot~ct 1~ the interest of national defense. 
UA in connection with a U S 1 o~f s rna e available to a contractor by a 
U.S. classified informati~n's~a~~s1 ied contract, procedures applicable to 
information is made available t ua~plY. However, when foreign classified 
classified contract, the respon~ibilitco~!rac~ors in connection with a foreign 
charges to the contracting off' dY h r t e actions, which this manual 
scribed in appendix III. ResP~::~b~~i ~ e contracting UA, shall be as pre
appendix III are reserved to the fo~eit es no: specifically aSSigned in 
contracting activity concerned. gn goveLnment agency or foreign 

g. Revisions to this manual that have b 
be bli h een approved by the DUSD(P) ill pu s ed in page change form and wi11 "De ff w 
of h ~ e ective the date t e Change. 

2. A 

a. 

b. 

c. 

d. 

e. 

f. 

g. 

h. 

i. 

j. 

k. 

1. 

m. 

2. 

licable Federal Statutes, Executive Orders. and Re ulations. 

Espionage Acts, 18 U.S.C. §§ 793-799 

Sabotage Acts, 18 U.S.C. §§ 2151-2157 

Conspiracy Statute 18 U.S.C. §§ 371 

Internal Security Act (1950) (in part). 50 U.S.C. §§ 781-798 

National Security Act of 1947. as amended 

Armed Services Procurement Act of 1947, as amended 

Atomic Energy Act (1954), Public Law 703, 83rd Congress. . as amended, 

E.O. 10104. February 1, 1950 

E.O. 12356, April 2, 1982 

National Aeronautics and Space 

E.O. 10865, February 20, 1960 

Act of 1958, as amended 

Federal Aviation Act of 1958. as amended 

E.O. 10909, January 17, 1961 

2 

, 

I 
J - ,; 

n. International Traffic in Arms Regulation (ITAR), Code of Federal 
Regulations, Title 22, Chapter 1, Parts 121-127 

o. Export Control Act of 1949, as amended 

p. Mutual Security Act of 1954, as amended 

q. Information Security Oversight Office (ISOO) Directive No.1, 
June 23. 1982, concerning national security information 

3. Definitions. The following definitions are established for the purpose 
of this manual. 

a. Access, Accessibility. This refers to the ability and opportunity 
to obtain knowledge of classified information. An individual, in fact, may 
have lilccess to classified information by being in a place where such 
infvrmation is kept, if the security measures which are in force do not 
prevent him or her from gaining knowledge of the classified information 1/. 

b. ADP System. An ADP system is an assembly of computer hardware, 
software, facilities, personnel, and procedures configured for the purpose of 
computing. sequencing, storing, retrieving, or otherwise manipulating data and 
information with a minimum of ,human intervention. 

c. ADP System Security. This includes all hardware/software functions, 
characteristics, and features; operation procedures, accountability proce
dures, and access controls at the central computer facility. remote computer. 
and terminal facilities; management constraints, physical structurc:s, and 
devices; and personnel and communications controls needed to provide an 
acceptable level of protection for classified information to be contained in 
an ADP system. 

d. Alien. An alien is any person who is not a citizen or national of 
the U.S. (see "Immigrant Alien," paragraph 3av). 

e. Authorized Persons. Authorized persons are those persons who have a 
need-to-know for the classified information involved and have been cleared for 
the receipt of such information (see paragraph 3bg). 'Respollsibility for de
termining whether individuals' duties require that they possess, or have 
access to. any classified information and whether they are authorized to 
receive it rests on the individual who has possession. knowledge, or control 
of the information involved. and not on the prospective recipients. 

1/ The entry into a controlled area. per se, will not constitute access to 
classified information. if the security measures which are in force prevent 
the gaining of knowledge of the classified information. Therefore, the 
entry into a controlled area under conditions that prevent the gaining of 
knowledge of classified information will not necessitate a personnel secu
rity clearance (PCL). 
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f. Candidate Material. This is material that is referred to 
collectively as special nuclear materials and nuclear weapons. 

g. Central Computer Facility. The term refers to one or more ADP 
systems, including communications equipment, within a single protected area. 
This does not include remote computer facilities, terminals, or peripheral 
devices which are located outside the single protected area, even though they 
are connected to the ADP system(s) by approved communications links. 

h. Classification Authority. This refers to the authority that is 
vested in an official of a UA to make an initial determination that 
information requires protection against unauthorized disclosure in the 
interest of national security. 

i. Classified Contract. A classified contract is any contract that 
requires or will. require access to classified information by the contractor or 
his or her employees in the performance of the contract. (A contract may be a 
classified contract even though the contract document is not classified.) 

j. Classification Guide. This is a document issued by an authorized 
original classifier that prescribes the level of classification and appropri
ate declassification instructions for specified information to be classified 
on a derivative basis. (Classification guides are provided to contractors,by 
the DD Form 254, "Department of Defense Contract Security Classification 
Specification.") 

k. Classified Information. This is information or material that is: 
(i) owned by, produced by or for, or under the control of the U.S. Government; 
(ii) determined under E.O. 12356 or prior orders to require protection against 
unauthorized disclosure; and (iii) so designated. 

L Classifier. A classifier is an individual who makes a classifi
cation determination and applies a security classification to information or 
material. A classifier may be a classification authority or may derivatively 
assign a security classific~tion based on a properly classified source or a 
classification guide. Within this context, contractors may apply security 
classification markings based on classified source material or a DD Form 254, 
as required by this manual. 

m. Closed Area. 
to safeguard classified 
be adequately protected 
during nonworking hours 

A closed area is a controlled area that is established 
material, which, because of its size or nature, cannot 
by the safeguards prescribed in paragraph 16 or stored 
in accordance with paragraph 14 (see section IV). 

n. Closed Vehicle. A closed vehicle is a conveyance which is fully 
enclosed by sides, permanent top, and door. 

o. Critical Nuclear Weapons Design Information (CNWDI). CNWDI is TOP 
SECRET RESTRICTED DATA or SECRET RESTRICTED DATA revealing the theory of 
operation or desi£n of the components of a thermonuclear or implosion-type 
fission bomb, warhead, demolition munition, or test device. Specifically 
excluded is information concerning arming, fusing, and firing systems; limited 
life components; and totally contained quantities of fissionable, and high-
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.. '" explosive materials by type. Among these excluded items are the components 
which DoD personnel, including contractor personnel, set. maintain, operate, 
test, or replace. 

p. Cognizant Security Office (CSO). The term refers to the office of 
the DIS Director of Industrial Security who has industria,l security jurisdic
tion over the geographical area in which a facility is located. 

q. Colleges and Universities. This refers to all educational 
institutions that award academic degrees, and related xesearch activities 
directly associated with a college or university through organization or by 
articles of incorporation. 

r. Communications Intelligence (COMINT). This is technical and 
intelligence information derived from foreign communications by other than 
the intended recipient. 

s. Communications Security (COMSEC). COMSEC refers to protective * 
measures taken to deny unauthorized persons information derived from tele- * 
communications of the U.S. Government relating to national security and * 
to ensure the authenticity of such communications. COMSEC protection * 
results from the application of security measures to electrical systems * 
which generate, handle, process, or use national security information and * 
also includes the application of physical security measures to COMSEC * 
information or materials. * 

't. Complex. A complex is a facility, or any element thereof, which 
consists of one or more buildings or structures physically enclosed within a 
common perimeter barrier that is supplemented by protective measures to 
inhibit unauthorized access and control authorized access. * 

u. Compromise. A compromise is the disclosure of classified 
information to persons not authorized access thereto. 

v. CONFIDENTIAL. "CONFIDENTIAL" is the desigr:ation that shall be 
applied to information or material the unauthorized disclosure of which 
could be reasonably expected to cause damage to the national security. 
Examples of "damage" i'., c_ude the compromise of information that indicates 
strength of ground, air, and naval forces in the U.S. and overseas areas; 
disclosure of technical information used for training, maintenance, and 
inspection of classified munitions of war; and revelation of performance 
characteristics, test data, design, and production data on munitions of war. 

w. Consignee. The consignee is a person, firm, or government activity 
named as the receiver of a shipment; one to whom a shipment is consigned. 

x. Consignor. The consignor is a person, firm, or government activity 
by whom articles are shipped. The consignor is usually the shipper. 

y. Continental Limits of the United States (CONUS). Tbis refers to 
U.S. territory, including the adjacent territorial waters located within the 
North American continent betwe~n Canada and Mexico. 
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z. Contracting Officer. A contracting officer is any government 
official who, in accordance with departmental or agency procedures, is 
currently designated as a contracting officer with the authority to enter into 
and administer contracts, and make det~rminations and findings with respect 
thereto, or any part of such authority. The term also includes the designated 
representative of the contracting officer acting within the limits of his or 
her authority. For purposes of this manual, the term contracting officer 
refers to the contracting officer at the purchasing office who is identified 
as the PCO and the contracting officer at a contract administration office who 
is identified as ,the ACO. Normally, the responsibilities which this manual 
assigns to the contracting officer during the precontract, contract award, and 
postcontract stages of a classified procurement will be performed by the PCO, 
with the ACO performing those !t .• ~sponsibilities which arise during the perform
ance stages of a classified contract. 

aa. Contractor. A contractor is ~ny industrial, educational, commer
cial, or other entity that has executed a DD Form 441, "Department of Defense 
Security Agreement," with a DoD agency for the purpose of performing on a 
classified contract or other classified procurement. The term contractor also 
refers to an. individual who manages such an entity. 

abo CRYPTO. "CRYPTO" is a marking or a designator identifying all * 
COMSEC keying material that is used to protect or authenticate telecommuni- * 
cations carrying national security-related information. (This CRYPTO mark- * 
ing also identifies COMSEC equipment and/or computer software containing * 
operational keying variables.) * 

ac. Custodian. A custodian is an individual who has possession of, or 
is otherwise charged with, the responsibility for safeguarding or accounting 
for classified information. 

ad. Declassification. This is the determin3tion that classified infor
mation no longer requires, in the interests of national security, any degree 
of protection against unauthorized disclosure, together with a removal or can
cellation of the classification designation. 

ae. Declassification Event. This is an event that eliminates the need 
for continued classification of information. 

af. Department of Defense. DoD refers to Office of the Secretary of 
Defense (OSD) (including all boards, councils, staffs, and commands), DoD 
agencies, and the Departments of the Army, Navy, and Air Force (including all 
of their activities). 

ago Derivative Classification. This is a determination that infor
mation is in substance the same as information currently classified and 
application of the same classification markings. 

ah. Document. A document is any recorded information, regardless of 
its physical form or characteristics, including, without limitation, written 
or printed matter, data processing cards and tapes, maps, charts. paintings. 
drawings. engravings. sketches. working notes. and papers; reproductions of 
such things by any means or process; and sound. voice. magnetic or electronic 
recordings in any form. --- • 
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a1. Downgrad.e. This is a determi.nation that classified information 
requires, in the interests of national security. a lower degree of protection 
against unauthorized disclosure than currently provided. together with a 
changing of the classification designation to reflect such a lower degree of 
protection. 

aj. Executive Personnel. Executive personnel are those individuals 
in managerial positions. other than owners. officers. or directors. who 
administer the operations of the facility. (This cat'egory includes such 
designations as ge~eral manager. plant manager. plant superintendent, or 
similar designations. and facility security supervisor (FSO).) 

ak. Facility. A facility is a plant. laboratory. offic~. college. uni
versity. or commercial structure with associated warehouses. storage areas. 
utilities. and components. which. when related by function and location, form 
an operating entity. (A business or educational organization may consist of 
one or more facilities as defined above.) For purposes of industrial secu
rity. the term does not include UA installations. 

ale Facility (Security) Clearance (FCL). This is an administrative 
determination that. from a security viewpoint. a facility is eligible for 
access to classified information of a certain category (and all lower 
categories). 

am. Firmware. Firmware is a method of organizing tne ADP system's 
control hardware in a microprogrammed structure. rather than as wired cir
cuitry. such that the method falls in neither the software nor the hardware 
subsystems. Microprograms are composed of microiastructions. normally 
implemented in read-only control storage. to directly control the sequencing 
of computer circuits at the detailed level of the single machine instruction. 

an. Foreign Government Information. This is information that is: (1) 
provided to the U.S. by a foreign government or governments. a~. international 
organization of governments. or any element thereof with the expectation. 
expressed or implied. that the information. the source of the information. 
or both. are to be held in confidence; or (ii) produced by the U.S. pursuant 
to. or as a result of. a joint arrangement with a foreign government or 
governments. an international organization of governments, or any element 
thereof. requiring that the information. the arrangement. or both are to be 
held in confidence. 

ao. Foreign Interest. The term refers to any foreign government or 
agency of a foreign government; any form of business enterprise organized 
under the laws Jf any country other than the U.S< or its possessions; and any 
form of business enterprise organized or incorporated under the laws of the 
U.S., a state. or other jurisdiction of the U.S. that is owned or controlled 
by a foreign government. firm. corporation. or person. Included in this 
definition is any natur&l person who is ~ot a citizen or national of the U.S. 
(An immigrant alien as defined in paragraph 3av is excluded from the 
definition of a foreign interest.) 

ape Foreign Nationals. This refers to all persons not citizens of. not 
nationals of. nor immigrant aliens to. the U.S. 
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aq. FORMERLY RESTRICTED DATA (FRO). This is information removed from 
the RESTRICTED DATA category upon a joint determination by the DOE (or 
antecedent agencies) and the DoD that such information relates primarily to 
the military utilization of atomic weapons. and that such information can be 
adequately safeguarded as classified defense information. For purposes of 
foreign dissemination. however. such information is treated in the same manner 
as RESTRICTED DATA. 

ar. Graphic Arts. This refers to facilities and individuals engaged 
in performing consultation. service. or the production of any component or end 
product which contributes to. or results in. the reproduction of classified 
information. Regardless of trade names of specialized processes. it includes 
wr~ting. illustrating. advertising services. copy preparation. all methods of 
pr1nting. finishing s~tvices. duplicating. photocopying. and film processing 
activities. 

as. Hardened Containe~. A hardened container is a container of such 
strength and durability as to provide security protection to prevent items 
from breaking out of the container and to facilitate the detection of any 
tampering with the container while in transit. Some examples of hardened 
containers are banded or wired boxes. wooden boxes. and closed cargo 
transporters. 

at. Hardware. Hardwarg is physical equipment such as mechanical, 
magnetic. electrical. or electronic devices used in the configuration and 
operation of an ADP system. This term is synonymous with ADP equipment 
(ADPE). and includes: 

(1) general and special purpose digital. analog. and hybrid 
computer equipment; 

(2) components which are used to create. collect. store. process. 
communicate. displ£y. or disseminate classified information; 

(3) auxiliary or accessorial equipment such as data communications 
terminals. source data automation recording equipment. and data output equip
ment (for example. printers. plotters. and computer output microfilmers). 
either cable-connected or self-standing. used in support of computer 
equipment; 

(4) electrical accounting machines (EAM) used in conjunction with. 
or inuependent of. computers; and 

system. 
(5) computer equipment which supports or is integral to a weapon 

au. Home Office (HOF). The HOF is the headquarters facility of a 
multiple facility organization (see paragraph bc below). 

avo Lmmigrant Alien. An immigrant alien is any person who is lawfully 
admitted into the U.S. under an immigration visa for permanent residence (see 
paragraph 24 for special prerequisites for clearance of immigrant aliens). 
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aw. Industrial Security. This refers to that portion of internal 
security which is concerned with the protestion of classified information 
in the hands of U.S. industry. 

ax. Information. Information is knowledge that can be communicated by 
any means. 

ay. Information Security. This refers to the result of any system of 
administrative policies and procedures for identifying. controlling. and 
protecting from unauthorized disclosure, information the protection of which 
ia authorized by E.O. or statute. 

az. Intelligence. Intelligence is the product resulting from the 
collection. evaluation, analysis. integration, and interpretation of all 
a .. ailable information, which concerns one or more aspects of foreign nations 
or of areas of foreign operations, and which is immediately or potentially 
significant to military planning and operations. 

ba. Locked Entrance. A locked entrance is an entrance to a closed or 
restricted area which is kept closed and locked at all times except when tem
porarily unlocked and opened under supervision for the purpose of passing 
material or authorized personnel into or out of the area. 

bb. Material. Material refers to any product o'c substance on. or in 
which. information is embodied. 

bc. Multiple Facility Organization (MFO). This refers to a legal 
entity (single proprietorship. partnership, association, trust, or 
corporation) that is composed of two or more facilities (see paragraph ak 
above). 

bd. National of the United States. A national of the U.S. is: 

(1) a citizen of the U.S., or 

(2) a person who, though not a citizen of the U.S., owes permanent 
allegiance to the U.S. !/. 

be. National Security. This refers to the national defense and foreign 
relations of the U.S. 

bf. NATO Classified Information. The term "NATO classified informa
tion" embraces all classified information -- military, political, and 
economic -- that is circulated within and by NATO, whether such information 
originates in the organization itself or Is received from member nations or 
from other international organizations. 

See 8 U.S.C. § 1101(a)(22). 8 U.S.C. § 1401. subsection (a) lists in 
paragraphs (1) through (7) categories of persons born in and outside the 
U.S. or its posseSSions who may qualify as nationals of the U.S. When 
doubt exists as to whether or not a person can qualify as a national of the 
U.S •• this subsection ~hould be consulted. 
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bg. Need-co-Know. This is a determination made by the possessor of 
classified information that a prospective recipient, in the interest of 
national security, has a requirement for access to (see par~graph a above), 
knowledge of, or possession of the classified information in order to perform 
tasks or services essential to the fulfillment of a classified contract or 
program approved by a UA. 

bh. Negotiator. A negotiator is any employee, in addition to the 
OODEPs, who requires access to classified information during the negotiation 
of a contract or the preparation of a bid or quotation pertaining to a prime 
or subcontract. (This category may include, but is not limited to, account
ants, stenographers, clerks, engineers, draftsmen, and production personnel.) 

bi. Nuclear Weapon Security Proiram. A limited number of defense 
contractors are involved in the DoD nuclear weapon security program. This 
program identifies certain positions categorized as Critical or Controlled, 
depending upon the degree of involvement with nuclear weapons. Assignment 
to such positions is governed by the DoD Nuclear Weapon Personnel Reliability 
Program (PRP). the spe~ific procedures of which will be set forth separately 
in appropriate contractual agreements. All personnel in Critical or Con
trolled positions must have a security clearance commensurate with the 
security classification of information required by their duties. 

bj. Officers (Corporation, Association, or Other Types of Business or 
Educational Institution). Officers are those persons in positions established 
as officers in the articles of incorporation or bylaws of the organization. 
This definition includes all principal officers; that is, those persons * 
occupying positions normally identified as president. senior vice president, * 
secretary" treasurer, and those persons occupying similar positions. In * 
unusual cases" the determination of principal officer status may require a * 
careful analysis of an individual's assigned duties. responsibilities, and * 
authority as officially recorded by th~ organization. * 

bk. Operating System. This is a~ i~tegrated collection of computer 
programs that controls all resources of the ADP system. internally manages job 
flow through the computer, and plays a central role in ensuring the secure 
operation of the ADP system (synonymous with monitor, executive, control 
program, and supervisor). 

bl. Original Classification. This is an initial determination that 
infoIlllation requires. in the interest of national security, protection against 
unauthorized disclosure, together with a classification designation signifying 
the level of protection required. 

bl.l. Parent. A parent firm is a corporation that can control another 
corporation (subsidiary) by ownership of a majority of its stock. The control 
may exist by direct stock ownership of an immediate subsidiary or by indirect 
own2rship through one or more intermediate levels of subsidiaries. 

bm. Personnel (Security) Clearance (PCL). A PCL is an administrative 
determination that an individual is eligible, from a security point of view, 
for access to classified information of the same or lower category as the 
level of the PCL being granted. 
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bn. Possessions. U.S. possessions aTe the Virgin Islands. Guam, 
American Samoa, Swain's Island. Howland Island. Baker Island, Jarvis Island, 
Midway Islands (this consists of Sand Island and Eastern Island). Kingman 
Reef. Johnston Atoll. Navassa Island. Swan Island. Wake Island and Palmyra 
Island. 

boo Principal Management Facility (PMF). The PMF is a cleared facility 
of a MFO which reports directly to the HOF. and whose principal management 
official has been delegated the pesponsibility to administer the contractor's 
industrial security program within a defined geographical or functional area. 

bp. Protected Area. A protected ~rea is an area housing one or more 
ADP systems, including communications equipment. remote computer facilities. 
terminals. or peripheral devices. which is continuously protected by physical 
security safeguards and access controls as set forth in alternatives provided 
in paragraphs 106 and 107. 

bq. Protective Security Service (PSS). This is a Signature Security 
Service (SSS). as described in paragraph cg b~low. which requires constant 
protection of the shipment at all times by one or more carrier custodians. 
between raceipt from the consignor and delivery to the consignee. In the case 
of air movement, however. observation of the shipment is not required during 
the period it is stored in the carrier's aircraft in connection with flight, 
provided the shipment is loaded into a compartment that is not accessible to 
any unauthorized person aboard. Conversely, if the shipment is loaded into a 
compartment of the aircraft that is accessible to an unauthorized person 
aboard, the shipment must remain under the constant surveillance of an escort 
or carrier custodian. 

br. Public Disclosure. Public disclosure is the passing of information 
and/or materials pertaining to a classified contract to the public. or any 
member of the public. by any means of communication. 

bs. Qualified Carrier. A qualified carrier is a carrier that has met 
all of the following criteria. 

(1) The requirement for the carrier's service has been established 
by a shipper. 

(2) The carrier is authorized by law. regulatory body. or 
regulation to provide the required transportation service. 

(3) A determination has been made by MTMC or the designated Comman
der overseas that: (i) the carrier is capable of and authorized to furnish 
PSS in accordance with an applicable tariff, government tender. agreement. 
or contract provision; and (ii) no other qualified carrier is available to 
perform the required service. 

(4) The carrier h'as executed a DIS Form 1149, "Transportation 
Security Agreement," with. and has been granted a SECRET FCL by. the 
appropriate CSO. 

bt. Reference Material. The term reference material means documentary 
material over which the UA does not have classification jurisdiction. and did 

11 3. 



not have classification jurisdiction at the time such material was originated. 
Most material made available to contractors by the DTIC and other secondary * 
distribution agencies is reference material as thus defined. * 

bu. Regrade. This is to assign a high\r or lower security classifica
tion to an item of classified material. 

bv. Remote Terminal. A remote terminal is a device for communication 
with an ADP system from a location, which is not within the central computer 
facility. 

bw. Representatives of a Foreign Interest (RFI). This term refers to 
citizens or nationals of the U.S. or immigrant aliens who, in their individual 
capacities, or on behalf of a corporation (whether as a corporate officer or 
official, or as a corporate employee who is personally involved with the for
eign entity), are acting as representatives, officials, agents, or employees 
of a foreign government, firm, corporation, or person. However, U.S. citi
zens and nationals who have been appointed by their U.S. employer to be its 
representatives in the management of a foreign subsidiary (that is, a foreign 
firm in which the U.S. firm has ownership of at least 51% of the voting stock) 
will not be considered RFI's, solely because of their employment, provided the 
appointing employer is their principal employer and is a firm that possesses 
or is in process for a FCL. 

bx. Restricted Area. This is a controlled area established to safe
guard classified material, which, because of its size or nature, cannot be 
adequately protected during working hours by the safeguards prescribed in 
paragraph 16, but which is capable of being stored during nonworking hours 
in accordance with paragraph 14 (see section IV). 

by. RESTRICTED DATA. "RESTRICTED DATA" is all data (information) con
cerning: (i) design, manufacture, or utiliz~~ion of atomic weapons; (ii) the 
production of special nuclear material; or (iii) the use of special nuclear 
material in the production of energy, but not to include data declassified or 
removed from the RESTRICTED DATA category pursuant to Section 142 of the 
Atomic Energy Act (see section 11y, Atomic Energy Act of 1954, as amended, and 
paragraph aq, FORMERLY RESTRICTED DATA, above). 

bz. SECRET. "SECRET" is the designation that shall be applied only to 
information or material the unauthorized disclosure of which reasonably could 
be expected to cause serious damage to the national security. Examples of 
"se.rious damage" include disruption of foreign relations significantly affect
ing the national security, significant impairment of a program or policy 
directly related to the national security, revelation of significant military 
plans or intelligence operations. compromise of significant military plans or 
intelligence operations, and compromise of significant scientific or techno
logical developments relating to national security. 

ca. SECRET Controlled Shipment. This refers to SECRET material moving 
in commercial transportation service that requires PSS of a qualified carrier 
in the interest of flational security. 

cb. Security. Security refers to the safeguarding of information clas
sified TOP SECRET, SECRET, or CONFIDENTIAL against unlawful or unauthorized 
dissemination, duplication, or observation. 
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CHANGE 1 
DoD 5220. 22-M 

i C i ance This refers to the responsibility for acting 
for U~~~ ins~~~rd~;ch~~;ezof i~dustrial security responsibilities described in 

this manual. 

d SENSITIVE COMPARTMENTED INFORHATlON (SCI). Thi~ is all inl~orma-
c • . s s ecial controls for restr1cted hand lng 

tion and material that requ1re p d for which compartmentation is 
within compartmented intelligence systems an 
established. 

the one who releases custody of material to 
ce Shipper. A shipper is h 

. -- consignee (see also consignor, paragr~p 
a carrier for transportation to a 
3x. ) 

b · . of letters and Short Title. This is an identifying com 1natlon 
cf. f rposes of brevity. 

numbers assigned to a publication or equipment or pu 

( ) Thi' service designed to 
cg. Signature Security Service SSS c~stod so~ss~ipments in transit, so 

provide continuou~ responsib~l;~r/o:r~h~eqUire/ from e~ch person handling the 
named because a s1gnature an y. f oint of origin to destination. 
shipment at each stage of its :rans~ti r~rnf~om the flight crew or attendants 

~~rt~~rc:~;~:~~~s~i~~r:~~~iP~o~Sr:~rs~~pments, no receipt is required from 

the train crew if the car is sealed. 

f t freight that moves from point 
ch. Single Line Service. This re ers 0 

of origin to destination over the lines of only one carrier. 

. rogram S ecial Access Program. A special access program IS any p. 
. ~i. "ne~d-to-know" or access controls beyond those normally prov1ded for 
ImpOSIng CONFIDENTIAL, SECRET, or TOP SECRET information. ,Su~h a,pro-
access to . . d s ecial clearance, adJud~catl0n, or 
gram inclu~es, but ,is nO~sll:~~~ia~OdeS~gnation of officials authorized to 
investiigat~ve rdeqtu01rkenmo:n" ~r special lists of persons determined to have a 
determ ne nee - - , 
"need-to-know." 

. bsidiar is a corporation that is controlled by 
cj. SUbsldiary. A su Y of the latter corporation's ownership 

another corporationi(par(ent) b5~% r)e~~o~he. capital stock. A subsidiary is a 
of at least a major ty over 0 

legal entity and shall be processp-d separately for a FCL. 

k S t rn Software. System software consists of the operating systenl 
c. ys e . bl input-output control systems~ 

and associated software, includ~ng assem er~,~ stems and other programs that 
interpreters, compilers, data base managemen ay , 
are not considered user application software. 

TOP SECRET. "TOP SECRET" is the designation that shal~ be applied 
cl. ma~'erial the unauthorized disclosure of winch r:eason-

ly to information or ~ I t 1 on to cause exceptionally grave damage to t le na 1~n~ . 
ably could be expected" 11 ve damage" includE: armed hostliltles 
security. Examples of excePtio~~ y ~~~n of foreign relations vitally 
against the U.S. or its allies, ~rup omise of vital national defense 
affecting the national security, t e compr 
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plans or complex cryptologic and communications intelligence systems the 
revelation of sensitive intellf.gence operations, and the disclosure ~f 
scientific or technological developments vital to national security. 

cm. . Transmission. Transmission is the sending of information from 
one locatlon to another by radio, microwave, laser, or other nonconnective 
methods, a~ well as by cable, wire, or other connective medium. Transmis
sion also,lncludes movement involving the actual transfer of custody and 
responsibllity for a document or other classified material from one author
ized addressee to another. 

~n. Transshipping Activity (Government). This refers to a government 
activlty to which a carrier transfers t d f f h cus 0 y 0 reig t for reshipment by 
another carrier to the consignee. 

co. Un~ted,States and Its Territorial Areas. This includes the 50 
states, the Dlstrlct of Columbia, the Commonwealth of Puerto R1'c G 
Arneri S h Vi . 0, uaJn, 
( can amoa, t e rgln Islands, the Trust Territory of the Pacific Islands 
also cal~e~ Hicronesia), Midway Islands, WakE' Island, Johnston Atoll, Kingman 

Reef, Swalu s Island, Howland Island, Baker Island, Jarvis Island, Navassa 
Island, Swan Island, and Palmyra Island. 

cpo Unauthorized Person. An unauthorized person is any person not 
authorized to have access to specific classified information in accordance 
with the provisions of this manual. 

cq. United States (U.S.). This refers to the 50 states and the 
District of Columbia. 

cr. Upgr~de. This is a determination that certain claSSified infor
mation, in the,lnterest of ~ation~l security, requires a higher degree of 
protection agalnst unauthorl~e~ dlsclosure than is currently provided, coupled 
with a changing of the classlflcation designation to reflect such a higher 
degree. 

cs. User AgenCies (UA's). fhis term refers to the OSD (including all 
boards, councils, staffs, and commands), DoD agenCies, Departments of the 
Army, Navy, and Air Force (including all of their activities), and Depart
ments of: Sta~e, Commerce, Treasury, Transportation, Interior, Agriculture, * 
Labor and Justlce, NASA, GSA, SBA, NSF, EPA, ACDA, FEMA, CAO, FRS, and * 
USIA. 

ct. Heapon System. Weapon system is a general term used to describe a 
weapon and those components required for its operation. 

* 

,cu. Word Processing System. This refers to a combination of automated 
equlpments, procedures, and personnel employed for the primary purpose of pro
duc~ng do~uments and other written communications through the storage and 
manlpulatlon of textual material. 

4. Design~tion of Cognizant Security Office. The Regional Directors of DIS 
a:e responslble ,for administration of industrial security within their res ec
tlve regions. The office of the Director of Industrial Security in each D~S 
Region is designated as the CSO for all contractor facilities located within 
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the region (see appendix VIII). All relationships between the UA and the 
contractor on industrial security matters shall be handled through. or in 
coordination with, the CSO, except those matters specifically set forth in 
this manual as responsibilities of the contracting officer. All questions 
of interpretation with respect to this manual, or problems involving the 
industrial security procedures as they pertain to the contractor, shall be 
forwarded to the CSO. In the case of a facility or contractor activity 
located on a UA installation, requests for interpretations of this manual 
shall be forwarded to the eso through the Commander or Head of the UA 
installation. The management of each facility that has been assigned to 
one of the DIS Regions for security cognizance shall be notified in writing of 
this action at such time as the DoD Industrial Security Program is initiated 
at the facility. The designation of CSO to exercise security cognizance at a 
facility will not relieve any UA of the responsibility for protecting and 
safeguarding its classified information incident to its classified contracts 
with the facility, or from visiting the facility to review the. security 
aspects of such contracts. However, the security administration of a U.S. 
classified contract awarded to a U.S. contractor, which requires performance 
for a UA at a location outside the U.S., Puerto Rico, or a U.S. possession 
or trust territory. shall be the responsibility of the UA awarding the 
classified contract, except when the contracting UA has an agr~ement with the 
U.S. installation Commander in such area to perform this function for it, or 
DIS has accepted responsibility at the request o~ the UA. The Director of 
Industrial Security in each DIS Region in which the HOF or principal U.S. 
based office of the contractor is located will assume security cognizance for 
such U.S. based facility, and except for contractor granted CONFIDENTIAL 
clearances, DISCO will clear all of the contractor's employees requiring 
access to classified information in support of a UA contract. regardless of 
the physical location of such employees. Contractor activities located 
outside the U.S •• Puerto Rico. or a U.S. possession, territory, or trust 
territory will not be granted a FCL. 

5. General Requirements. The contractor shall be responsible for 
safeguarding all classified information under his or her control. In the 
furtherance of this requirement, the contractor wj.1l be responsible for the 
following. 

~. Facility Security Officer/Supervisor (FSO). The contractor shall 
appoint a U.S. citizen, who is required to be cleared as part of the FCL, to 
supervise and direct security measures necessary for the proper application of 
U.S. Government furnished guidance or specifications for classification, 
downgrading. upgrading, and for safeguarding classified information. 

b. Automatic Data Processing. The contractor shall not utiliz~ an ADP 
system for the processing of classified data without the prior approval of 
the CSO (see section XIII). 

c. Limitation on Disclosure. Contractors shall ensure that classified 
information is furnished or disclosed only to authorized persons (see para
graph 3e). To this end they shall determine to what extent their employees. 
subcontractors. vendors. and suppliers require access to classified informa
tion in the performance of tasks or services essentinl to the fulfillment of 
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the contract 3/. They shal.1 take all reasonable measures to adjust plant 
layout and organize work, so as to limit such access to the least number 
of individuals or firms consistent with the efficient performance of the 
classified contract. In those exceptional cases where contractors cannot 
adjust plant layout and organize work so as to prevent access by representa
tives of food, beverage, or vending equipment organizations, they may request 
that their CSO process the servicing organization for a FCL, provided the 
management of the facility can justify the continued need for the service. 
Representatives of cleared service organizations shall, in such cases, be 
processed as Category 1 visitors at the facility being visited (see paragraph 
41a). 

d. Safeguarding. The contractor shall provide suitable protective 
measures within his or her facility for the safeguarding of classified infor
mation. A contractor performing work within the confines of a UA installation 
must safeguard classified information in accordance with provisions of this 
manual, unless responsibilities for security are modified by the contract. All 
classified material received by the contractor which: (1) is not related to a 
contract, project, or program pursuant to paragraph la, or (2) for which no 
safeguarding or disposition instructions have been received, shall be safe
guarded in accordance with the provisions of this manual, and the CSO shall be 
notified pursuant to paragraph 6a(18). 

e. Exclusion of Personnel. Contractors shall exclude from those 
parts of their plants, facilities, or sites where classified work is being 
performed, any person or persons whom the Head of a UA concerned, or his or 
her authorized representative, in the interest of security, may designate in 
writing. Exclusion does not mean that the affected employee must be dismissed 
or denied employment in another part of the plant, facility, or site. This 
should be resolved consistently with normal employer-employee relationships. 

f. Individual Responsibility for Safeguarding. The contractor shall on 
a recurring basis, remind all cleared personnel, including those located out
side the U.S., of their continuing responsibilities for safeguarding classi
fied information. Each cleared employee shall be made aware of the security 
procedures: (i) pertaining to that empl9yee' § P~It;!-Gylar wgrk B.S8ig!'..ment; 
(i1) any security deficiencies resulting from recurring inspections by the CSO 
that require individual corrective action on the part of the employee; and (iii) 

1/ 

5. 

A contractor is not authorized to turn over classified intelligence informa
tion to a subcontractor, vendor, or supplier without prior written autho'riza
tion of the contracting UA. All classified intelligence information, whether 
obtained during a visit or through other sources, shall be safeguarded and 
controlled in accordance with the provisions of this manual, as well as 
any additional instructions that may be received from the releasing UA 
activity and any specific restrictive markings or limitations appearing on 
documents. All inquiries concerning source, acquisition, use, control, or 
restrictions pertaining to intelligence information shall be directed to 
the contracting UA activity concerned. 
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shall be given an indoctrination in the methods and operatio:ls used by hostile 
intelligence services to subvert U. S. inoustt'ial personnel, as well as defen
sive measures to be employed by employees in order to counter such subversion. 
Part B of appendix VII provides indoctrination information on this subject. 
When representatives of the U.S. Government provide specific counterintelli
gence awareness briefings to the FSO, the FSO shall ensure that all cleared 
key personnel are also briefed, either at the time the FSO is briefed or at a 
subsequent briefing to be conducted by the FSO or designee. In addition, the 
employee who has possessiGu or knowledge of an element or item of classified 
information shall be informed that the employee is responsible for determining 
whether a prospective recipient is an authorized person (se£ paragraph 3e). 
The employee shall be informed that be or she is required to advise the recip
ient of the classification of the information which he or she discloses. The 
contractor shall also inform its employees that unauthorized disclosure of 
classified information violates DoD regulations and contractual obligations, 
and is punishable under the provisions of federal criminal e.tatutes. 

g. Security Briefing and Termination. Contractors shall, prior to per
mitting their employees to have access·to classified information, brief them 
on their obligations to safeguard classified information, advise them of its 

'importance, inform them of the required security procedures, and have them 
read, or have read to them, the p~rtions of the espionage laws, conspiracy 
laws, and federal criminal statutes applicable to the safeguarding of classified 
information appearing in appendix VI of this manual. In addition, the employees 
shall be advised that they must report to the contractor if they become a RFI 
(see paragraph 3bw). Following the briefing the employees shall be required to 
execute part 1 of DISCO Form 482, "Security Briefing and Termination Statements." 
The DISCO Form 482 shall then be retained by the contractor. Employees who exe
cute part 1 of DISCO Form 482 and who subsequently are absent from their places 
of employment, for any reason, in excess of 12 months, must reexecute part 1 
of DISCO Form 482 before being permitted access to classified information. The 
employee shall be required to execute part II of DISCO Form 482 at the time of 
termination of employment (discharge, resignation, or retirement) and at the 
beginning of a layoff or leave of absence for an indefinite period or for a 
period in excess of 12 months, upon termination or revocation of the FCL, or when 
administrative termination of PCL is accomplished in accordance with the provi
sions of paragraph 29. The contractor shall retain part II, DISCO Form 482, or 
its predecessor form, for not less than 3 years when an employee has had ~ccess 
to TGP SECRET or other information requiring a special access authorization by 
the U.S. Government, and for not less than 2 years when an employee has had access 
to SECRET or CONFIDENTIAL information. The importance of the termination state
ment shall be brought to the terminating employee's attention. If the terminat
ingemployee had access to TOP SECRET, COMSEC, or other information requiring 
a special access authorization by the U.S. Government, ,he or she shall be given 
an oral debriefing which shall include a stat,ement of: (i) the purpose of the 
debriefing, (ii) the serious nature of the subject matter which requires protec
tion in the national interest, (iii) the need for caution and discretion. and (iv) 
advice concerning any travel restrictions which are appropriate. The CSO shall 
be notified immediately, in accordance with paragraph 6a(9), of the circumstances 
involved whenever an employee refuses to execute the DISCO Form 482 !/. 

(Footnote !/ is on the following page.) 
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h. Special Features of Design. Shall not incorporate any special 
features of design or construction in any project other than that for which 
they are furnished by, developed for, or designed for the Government, if such 
incorporation would disclose classified information unless prior written 
authorization of the contracting officer concerned has been obtained. However, 
classified features of design or construction may be incorporated by the con
tractor in other U.S. User Agency projects of equal or higher classification 
unless specically prohibited by the Government. U.S. classified information 
shall not be used j.'<l the performance of a foreign classified contract unless 
the information was furnished through the designated military department in 
connection with that contract, or the U.S. contracting officer concerned has 
expressly authorized in writing the use of that information. 

i. Security of Combinations. The contractor shall ensure that the 
combinations to safes, containers, vaults, and three-position dial-type * 
changeable combination padlocks used to lock containers holding classified * 
material are classified and safeguarded, in accordance with the highest * 
level of the classified material stored in a given container. If a written * 
record is established for the combinations, the record shall be marked with * 
the classification designation, that is, TOP SECRET, SECRET. or CONFIDEN- * 
TIAL. of the highest level of material stored in the container. Other * 
markings specified in paragraph 11 for classified material are not required. * 
However, if the record is for the combination of a container used for stor- * 
age of special c3tegories of information. such as NATO. CNWDI. RESTRICTED * 
DATA. or other information that requires special briefinga or access * 
requirements. procedures shall be established to ensure that the special * 
requirements are adhered to and only those persons having a need-to-know * 
are given access to the record of the combination. In addition. account- * 
ability for the written record shall be established in accordance with * 
paragraph 12. The combinations shall be changed at intervals of at least * 
onc~ every year (if NATO or CRYPTO classified material is stored. the com- * 
bination shall be changed every 6 months) and at the earliest practical time * 
following: * 

(1) the reassignment. transfer. or termination of any person having 
knowledge of the combination, or when the PCL granted to any such person is 

!/ When a terminated employee fails to execute pare II of DISCO Form 482, 

5. 

the contractor shall make every reasonable effort to contact the former 
employee for the purpose of correcting the oaission;'for example, enclosing 
a copy of the form in a registered or certified letter, return receipt 
requested, sent to the former employee's last known address. If. once 
contact is established with the former employee. he or she fails to comply 
with the request to execute and return the form. such failure shall be 
considered as tantamount to a refusal and should be reported as such in 
accordenc~ with paragraph 6a(9). indicating what efforts had been made to 
locate the former employee. When employees are also required to be given 
an oral debriefing, the contractor may. if the former employees are located 
in a remote distance from the facility. direct them to contact the nearest 
CSO and make arrangements to receive the required debriefing. In such a 
case. the CSO should be requested in writing to perform the debriefing on 
behalf of the contractor. 
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downgraded to a level lower than the category of material stored. or is 
suspended or revoked by proper authority; 

(2) the compromise or suspected compromise of the safes and 
containers or their combinations, or discovery of the container being left 
unlocked and unattended; ££ 

(3) the initial receipt of safes, containers. and three-position 
dial-type changeable combination padlocks. 

Combinations to safes, containers, vaults. and three-position dial-type 
changeable combination padlocks shall be changed under the above schedule by' 
a person entrusted with the combination or authorized acces~ to the c~ntentG 
of the container in accordance with paragraph 14c. or by the FSO or his or her 
designated representative. Under no circumstances shall the changing of the 
combinations be performed by an outside locksmith or sub~ontractor emp~oyee. 
To prevent unauthorized substitution. combination padlocks shall be placed 
inside of the open container or secured to a hasp, drawer, or handle of the 
container when it is open. 

j. Security Checks. The contractor shall perform security checks 
within the facility to ensure that at all times security precautions are 
taken to protect classified material in the possession of the facility and 
shall designate an individual or individuals to make room or area checks 
during normal working hours to ensure that all classified material not under 
surveillance has been properly stored. 

k. Transmission. The contractor shall establish procedures for the 
proper transmittal of classified material under the provisions of paragraph 
17. 

1. Disposition of Classified Mat!!!!!. The contractor shall return 
to the contracting officer. or his or her designated representative, all 
classified material furnished by a UA. including all reproductions thereof, 
and shall surrender all classified material developed by the contractor in 
connection with a UA contract. program, or solicitation 1/ ~/. unless the 
material has been destroyc,d in accordance with paragraph 19. or the retention 
of the material is authorized under the provisions of paragraph m below. Such 
material shall be returned or surrendered in eccordance with the following 
schedule: 

!/ 

The placing of an appropriate notation on each document, indicating the 
specific contract to which it pertains, will assist in achieving compliance 
with this paragraph. 

Classified material. which is not related to a proposal or classified 
contract (see paragraph la), may be destroyed in accordance with the 
provisions of paragraph 19c (unless specifically prohibited), or disposed 
of in accordance with instructions issued by the UA that or~.ginally 
furnished the material. 
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(1) if a bid, proposal, or quote is not submitted or is withdrawn 
within 90 days after the opening date of bids, pr.oposals, or quotes; 

(2) if a bid, proposal, or quote is not accepted -- within 90 da s 
~fte~ notification that a bid, proposal, or quote has not been accepted an~ if 
urt er retention is necessary to serve a UA purpose, a request for a roval 

shall be submitted to the appropriate contracting officer i d pp 
paragraph m below; or n accor ance with 

(3) if a successful bidder -- on final delivery of goods or serv
ices, or on completion or termination of the contract, unless otherwise pre
scribed in the contract or directed by the contracting officer. 

m. Retention of Classified Material. 

(1) The contractor may retain classified 
when a bid, proposal, or quote is not accepted or 
of the contract, provided the contractor requests 
and its retention is agreed to by the contracting 
shall be "authorized to retain classified material 

material in special cases 
on completion or termination 
and justifies such retention 
officer. The contractor 
only: 

(a) when retention is necessary for the maintenance of the con
tractor's essential records; 

(b) when classified inf ti i I etary data in which the orma on s a so patentable or is propri-
contractor has title; £r 

and will benef~~)thwh~nsre~ention of the material will assist the contractor 
( he. • overnment in the performance of other UA contracts 
t e contracting officer of a current classified contract may authorize -

transfer of the material to the current contract when the material is 
identified by the contractor in accordance with the procedure set forth in 
iaragraph 5m(1)(d) 1/ -- in these situations the material will be disposed of 
a:daccordance with paragraph 51. at the completion of the current contract); , 

(d) when the contractor justifies and requests retention 
authority in writing, indicates the period of time retention is necessar 
and identifies the claSSified material for which retention is requested ~~ 

1/ 

5. 

~:nC~~~:i~~:~o::;e!~a~r::!~~ ~:en~~~~~:~t~;gt~fficer who has cognizance over 

In the event retention of information under theec~~~~~~~:!r:~!!:! ~!!!~er. 
in this :aragrap~ involves information of a DoD UA being retained byPa con
tractor f a non DoD UA, or vice versa, or between non-DoD agencies the 
concurrence of the contracting officer of the completed or terminat;d con
~ractf~~ bid which was not accepted must be obtained by the current contract-
ng 0 cer prior to authorizing retention of the materials. Information 
~uthorized for retention under these circumstances will be identified as to 
~~horiitgin'ianid its ultimate disposition or declassification will remain 

w s or g nating agency. 
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follows: TOP SECRET and SECRET material shall be identified in a list of 
specific documents unless, in the case of SECRET material only, the contract
ing officer has authorized identification by subject matter and approximate 
number of documents; CONFIDENTIAL material shall be identified by subject 
matter and approximate number of d~cuments. However, authorization of the 
contracting officer is not required for the retention of: (i) records held by 
the contractor in accordance with the records retention requirements of the 
basic contract; (ii) records authorized for retention for a specific period 
under the terms of the basic contract; and (iii) records which during the 
contract period, the contracting officer authorized the contractor to retain 
for a specific period following completion of the contract; provided that in 
each case the contractor informs the contracting officer of the material to be 
retained, identifying it in the manner prescribed above • 

(2) The contractor may retain classified material which does not 
relate to a contract, for a limited time unless indicated otherwise on the 
material. For example, the contractor may retain material obtained at 
classified symposiums or meetings as long as needed, but not for a period to 
exceed 1 year from the date of receipt. Retention beyond that time is 
authorized only when the contractor requests and justifies such retention, and 
retention is agreed to by a contracting officer of a current contract or an 
official of the UA which released th~ information. 

n. Termination of Security Agreement. The contractor shall, notwith
standing the provisions of paragraphs I and m above, in the event that the DD 
Form 441 is terminated for any reason by either party and is not superseded by 
a new DD Form 441. render all classified material in his or her possession to 
the UA concerned, or dispose of such material in accordance with instructions 
from the UA concerned. The DIS FL 381-R, "Letter of Notification of Facility 
Security Clearance," and the contractor's copy of the DD Form 441 shall be 
returned to the CSO. Cuntrol station records, reproduction records, destruc
tion certificates. and visitor records for which the retention period is not 
expired at the time of termination of the DD Form 441, shall continue to be 
maintained by the contractor until the expiration of the prescribed retention 
period. These records shall be subject to review and recall by the U.S. 
Government at any time within the retention period. 

o. Public Disclosure. The contractor shall not disclose information 
pertaining to classified contracts or projects, except as specified in para
graphs (1) through (6) below without the clearance of the Directorate fo~ 
Freedom of Information and Security Review. Office of the Assistant Secretary 
of Defense (Public Affairs), the Pentagon, Washington, D.C. 20301 8/. in order 
to preclude the disclosure of information requiring protection in the interest 
of national security. Requests for clearance shall be submitted to the 
activity specified in item 13 of the DD Form 254, "DoD Contract Security 
Classification Specification." Contractors performing on DoD classified 
contracts need not submit for clearance the following information: 

!/ If the information pertains to a classified contract or project awarded by 
an non-DoD agency. a request for clearance to disclose infol1D8tion shall be 
submitted to the contracting agency. 
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(1) the fact that a contract has been received, including the 
subject matter of the contract and/or type of item in general terms, provided 
the name or description of the subject matter is not classified' , 

(2) 
and so on; 

the method/type of contract; that is, bid, negotiated, letter, 

(3) 
equates to: 

the total dollar amount of the contract, unless that information 

(a) a level of effort in a sensiti've research area or 

(b) quantities of stocks of certain weapons and equipment which 
are classified; 

(4) whether the contract will require the hiring, or termination of 
employees; 

(5) 
case-by-case 
and Security 

(6) 
OASD(PA). 

other information which from time-to-time may be authorized on a 
basis by the OASD(PA) or the Director for Freedom of Information 
Review in a spe~ific agreement with a contractor' and t __ 

information previously officially approved for disclosure by 

~l information developed subsequent to the initial clearance shall also 
be c,.eared by the Directorate for Freedom of Information and Security Review 
prior to public disclosure. The provisions of this paragraph also apply to 
unclasSified brochures, promotional sales literature, reports to stockholders 
and similar material 1/. In case of doubt about the ne~d to clear informa- ' 
tion, a contractor may query the activity identified in item 13 of the DD Form 
254 or the Directorate for Freedom o,f Information and Security Review. 

p. Classified Sales Literature. The contractor shall not publish or 
distribute, or permit to be published or distributed, brochures, promotional 
sales literature, or similar material containing classified information 
without prior review and written authorization by the contracting offic;r 
concerned or his or her designated representative. The authorization for such 
publication and distribution shall be indicated on the cover of the do cum t 
or the first page of the document. if there is no cover. However, PUblic:~i~n 
and distribution to authorized persons (see paragraph 3e) may be made without 
specific authorization from the contracting officer for: 

(1) classified material which is published or distributed for neces
sary Uf8e within the organ1.zation of the contractor or his or her subcontractor 
in the performance of the contract, 

1/ In ,addition to the requirements of this paragraph, the disclosure of unclas
sified technical data is also governed by the Export.Administration Act ~f 
1969. as amended, administered by the Secretary of Commerce, and Section 38 
of the Arms Export Control Act of 1976, administered by the Secretary of 
State through the ITAR. 
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(2) classified material prepared in reply to a request for proposal 
or invitation to bid received from a UA or a cleared prime contractor or 
subcontractor of a UA or clasRj.fied information contained in an unsolicited 
proposal submitted to a UA, and 

(3) classified material submitted in response to an official request 
of a UA. 

q. Disclosure at Meetings. The contractor shall not disclose in any 
manner classified information at a conference, seminar, symposium, exhibit, or 
convention (hereinafter referred to as a meeting), unless one of the following 
conditions is met. 

(1) Classified information may be disclosed at a meeting conducted 
pursuant to, and as a necessary element of, a specific contract held only in 
the prime or subcontractor's facility and attended only by authorized persons 
who have a need-to-know in connection with the contract, including employees 
of the contractor or subcontractors, consultants thereto, and authorized 
visitors, and over which meeting controls have been established to ensure that 
the meeting site is physically secure, that the classified notes, minutes, and 
summaries resulting from the meeting are properly safeguarded and that the 
attendees are given sufficient classification guidance during the oral 
presentations. 

(2) Classtfied information may be disclosed at a meeting conducted 
by a DoD activity, provided that when the information to be disclosed is under 
the jurisdiction of another U.S. Government agency or when the meeting is to 
be attended by representatives outside the DoD, the contractor requests the 
conducting activity to obtain written approval from the contracting officer 
concerned prior to the disclosure. A copy of such request shall be furnished 
to the contracting officer concerned. The contractor is not required to 
obtain approval if only DoD information is to be disclosed, and only the 
contractor. subcontractors and their employees, and DoD personnel are to 
attend the meeting. 

(3) Classified information may be disclosed at a meeting conducted by 
a contractor, association, institute, or society whose membership is comprised 
primarily of contractors cleared by DoD, contractor employees, or DoD personnel, 
and sponsored for security purposes by the DoD (including the departments and 
agencies named in paragraph lc), provided written approval of the contracting 
officer concerned is furnished to the sponsoring activity prior to the disclo
sure, and the additional requirements of paragraph 9 are fulfilled. or 

(4) Classified information may be disclosed at a meeting conducted 
or sponsored by U.S. Government agencies other than DoD, provided the con
tractor requests and obtains written approval from the contracting officer 
concerned prior to the disclosure. Security sponsorship of a meeting by a UA 
other than DoD will be in accordance with the provisions of that agency. 
However, as a minimum the requirements of the ISM shall apply for the safe
guarding of classified information. 

r. Controlled Areas. The contractor shall place in effect a system to 
control access of employees and visitors to closed and restricted areas (see 
section IV). 
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s. Standard Practice Procedure (SPP). The contractor shall, prior to 
the issuance of'~ FCL by the CSO, submit a written SPP (interim or final) in 
sufficient detail to place into effpct all security controls required by the 
DD Form 441 and this manual which are applicable to the operations of the 
facility. An interim SPP must implement requirements of this manual which are 
immediately applicable to the operations of the facility in connection with 
the facility's anticipated involvement in the DoD Industrial Security Program. 
A MFa, or, as provided for in paragraph 72c, parent-subsidiary collocated 
facilities, may publish a SPP applicable throughout the organization, but such 
publication shall then be adapted as necessary to apply to specific operating 
locations. A copy of the SPP shall be furnished to each appropriate CSO. The 
contractor shall modify the SPP on notification from the CSO that it does not 
adequately implement the requirements of this manual. The SPP may be revised 
at any time after issuance of a revision to this manual. However, the SPP 
shall be revised as necessary to implement the revisions applicable to the 
contractor's operation within 4 months after receipt of a revision. The SPP 
for a facility at which only one employee or management official is assigned 
shall provide for the notification to the CSO of 'the death or incapacitation 
of that employee. Specifically, the SPP shall: 

(1) identify by name, address, and telephone number, the individual(s) 
who would notify the CSO of such an occurrence (the said individual(s) would not 
requice access to classified information and therefore need not be cleared); and 

(2) include provisions for keeping the CSO advised of the current 
combination to the container and, in the case of one-person facilities of a 
MFa, keep the HOF FSO advised of the current combination to the container. 

t. Special Access Programs. The contractor shall implement special 
access program requirements when such requirements are included in a DD Form 
254 or other appropriate contr~ct-related document. 

u. Defensive Security Briefing. 

(1) The contractor shall require all cleared employees (including 
cleared directors), Type A Consultants, and temporary help supplier person
nel, to inform him or her of their intended travel to or through a Designated * 
country 10/; attendance at an international scientific, technical, engineer
ing, or other professional meeting, regardless of the geographic location of 
such a meeting, when it can be anticipated that representatives of Designated * 
countries will participate or be in attend8nce; or of plans to host an unclas-

l..Q./ 

5. 

Designated countries (those countries whose policies are inimical to 
u.S. interests) are: Iran, Afghanistan, Angola, Ethiopia, Iraq, 
Nicaragua, South Yemen, Syria, Libya, Albania, Bulgaria, Kampuchea, 
People's Republic of China (including Tibet), Cuba, Czechoslovakia 
North Korea, German Democratic Republic (CDR) (East Germany including 
the Soviet Sector of Berlin), Hungary, Laos, Mongolian People's Republic 
(Outer Mongolia), Poland, Rumania, Union of Soviet Socialist Republics 
(USSR includes Estonia, Latvia, Lithuania, and all other constituent 
republics, Kurile Islands and South Sakhalin (Karafuto)), Vietnam, and 
Yugoslavia. 

24 

* 
* 
* 
* 
* 

':' " 

,,~>, fo 

... .. 

p 

CHANGE 1 
DoD 5220.22-H 

sified visit by representatives of Designated countries at a facility * 
engaged in classified work or research. In instances where the individual 
is located at n using contractor or UA as a consultant or an employee of a 
temporary help supplier, the using contractor or UA, as appropriate, will be 
notified of the intended travel, attendance at a meeting, or hosting of a 
visit. In the case of a facility where only one individual is located, the 
CSO will be so informed. When an individual wor.ks for more than one 
contractor or UA, each will be notified, and in the case of temporary help 
supplier personnel, the principal employer in addition to the using contractor 
or UA shall be notified. 

(2) The contractor shall give the individual a defensive security 
briefing based upon the guidance contained in appendix VII. For temporary 
help supplier personnel, only or.e contractor or UA (where access is at the 
highest level) is required to accomplish the briefing. Usually the individual 
involved would be in the best position to determine which contractor or UA can 
nlost conveniently accomplish the briefing. Accordingly, the individual should 
make appropriate arrangements with that activity and furnish the other 
contractors or UA's at which he or she is employed an advance notice stating 
when and by whom the briefing is to be given. Individuals who frequently 
travel, attend meetings, or host visitors as described above need not be 
briefed on each such occasion provided the individuals have been thoroughly 
briefed at least once within the preceding 6 months and reminded of their 
security responsibilities. Prior to departure of personnel for travel to or 
through a Designated country or to attend a meeting outside the U.S., all * 
classified jnformation :!.n the custody of such personnel shall be accounted 
for by the using contractor or UA. Employees expected to engage in market
ing activities with representatives of Designated countries shall 8lso be * 
provtded with a defensive security briefing based on the guidance contained 
in appendix VII. 

(3) The contractor shall, on completion cf the briefing, obtain 
from the individuals briefed statements identifying whlJ Lurnished the briefing 
and attesting that they understand their individual responsibilities for safe
guarding classified information. This statement shall be retained for at 
least 3 years when an employee has had access to TOP SECRET, COMSEC, or spe
cial access program information, and for at least 2 years when access has 
been to SECRET or CONFIDENTIAL information. In the case of temporary help 
supplier personnel, the statement shall be forwarded to the temporary help 
supplier for retention. If the UA or CSO conducts the briefing, it is 
responsible for obtaining the briefing statement. 

(4) The contractor fohal1 submit a report as required by paragraph 
6b(9) unless the VA or CSO conducted the briefing, in which case the UA or CSO 
will submit the report. 

v. Relationships with Citizens or Kesidents of Designated 
Countries 12./. 

(1) The contractor shall require all cleared employees, including 
those in the process of being cleared by the DoD, to immediately notify the 
eontractor who shall submit a report to DISCO, in accordance with paragraph 
6b(4), if either or both of the following events should occur subsequent to 
the completion of the employee's PCL forms: 
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(a) a member of the immediate family of the employee or the 
employee's spouse takes up residence in a Designated country; ~ 

(b) through marriage, the employee acquires relatives who 
are citizens or residents of a Designated country. 

* 

* 
(2) The contractor shall require all temporary help supplier person

nel, while such personnel are working under the contractor's direction and 
control on the using contractor's classified programs or contracts, to notify 
the contractor immediately if either or both of the events in paragraphs (a) 
and (b) above should occur. In such a case, contractors shall then take 
action to ensure that the temporary help suppliers are notified so that they 
can take action to submit reports to DISCO in accord&nce with paragraph 6b(4). 

w. Emergency Procedure. Contractors shall include in their SPP general 
instructions for safeguarding classified material in emergency situations, 
such as natural disasters or any civil disturbances. The procedure shall be 
as simple and practical as possible and should be adaptable to any type of 
e~ergency that may arise. A procedure shall be incorporated in the SPP to 
provide for the submission of a report to the CSO and contracting officer, 
by the most expeditious means, of any emergency situation which renders the 
facility incapable of safeguarding the classified material (see paragraph 
6a(17». Courses of action, not necessarily limited to the following, are 
available to contractors to safeguard the classified material in their 
possession. 

(1) Secure the classified material in authorized storage containers 
or controlled areas. If feasible, a guard(s) should remain with material 
secured in controlled areas. The storage containers and controlled areas 
shall be examined on return to the facility to determine whether the clas
sified information has been compromised or if any classified material is 
missing. A report shall be submitted in accordance with paragraph 6a(1) or 
(2), if appropriate. 

(2) Request assistance from appropriate civil authorities including 
local and state law enforcement agencies. 

(3) Seek legal remedies such as the issuance of a court restraining 
order or injunction against interference with the contractor in the exercise 
of his or her property rights or in the discharge of his or her contractual 
obligation to safeguard classified information. 

. (4) Request, when necessary, the assistance of the CSO; for ex~mple: 
; (i) in obtaining the legal remedies described in paragraph (3) above and (ii) 
in arranging for the removal and safekeeping of the classified material by 
either the CSO, contracting activity, or a military activity located at or 
near the facility. 

x. Release or Transmission Outside Contractor's Facility. The 
contra~tor shall obtain the approval of the contracting officer in every 
instance prior to release or transmission of TOP SECRET information outside a 
contractor's facility. With respect to SECRET and CONFIDENTIAL information, 
the contractor shall obtain the contracting officer's approval for release or 
transmission outside the contractor's facility except in the folloWing 
instances: 
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(1) when release is required by the specific terms of the contract; 

(2) when it is necessary in the performance of the contract; 

(3) in connection with precontract negotiations with prospective 
subcontractors. vendors. or suppliers; 

(4) in prime contractor-subcontractor. MFO. and parent-subsidiary 
relationships as authorized by sections VI and VIII. respectively; and 

(5) during visits among prime contractors which are participating 
under U.S. Government direction in contracts pertaining to research. develop
ment. or production of a weapon system (see paragraph 3ct). 

When a contract requires classified material to be disseminated by a con
tractor to another contractor in accordance with a standard mailing or 
distribution list. and there is no current contractual relationship of a 
classified nature between the contractor and a designated recipient. the 
releasing contractor shall verify the FCL and safeguarding ability of the 
recipient prior to making the first release of any material. except when 
advised by the contracting activity supplying the distribution list that it 
will retain the responsibility for these dp.te~nations. If appropriate. 
the CSO of the recipient shall be 3dvised by the releasing contractor that 
classified material will continue to be disseminated to the recipient under 
terms of the contract (identify the contracting-activity and co~tract number) 
for a specified period (not to exceed the estimated date of contract com
pletion or renegotiation). unless advised by the CSO of a change adversely 
affecting the recipient's FCL or s~feguarding capability. When the mailing or 
distribution list requires dissemination of the; lIIaterial to a UA installation. 
the foregoing requirements do not apply. but the material shall be transmitted 
in accordance with paragraph 17. 

y. DoD Technical Information Dissemination Activities. The contractor 
shall forward the DD Form 1541. "Facility Clearance Register." to the CSO when 
making the first application for access to classified scientific and technical 
information in the possession of the DTIC (Cameron Station. Alexandria. 
Virginia 22314), its field extensions. a DoD information analysis center. or 
the Redstone Scientific Information Center (U.S. Army Missile Command. 
Redstone Arsenal. Alabama). This form is used to obtain certification of the 
category of classified material that an applicant (contractor) is cleared to 
receive and is capable of safeguarding. A DD Form 1541 shall be submitted 
only when requesting approval of the first "Registration for Scientific and 
Technical Information Services" (DD Form 1540). When certified. the DD Form 
1541 remains in effect for all future registrations and until the contractor's 
FCL is suspended. revoked. or terminated. or until the contractor is no longer 
able to safeguard classified material at the specified category. The DD Form 
1540 shall be submitted to the sponsoring UA contract5,~g officer. in accord
ance with guidance provided by DTIC. Scientific and technical information 
acquired from DTIC. its field extensions. a DoD information analysis center. 
or the Redstone Scientific Information Center shall be safeguarded in 
accordance with the requirements of this manual and the restrictions on the 
use. disclosure. and dissemination of the information. which are marked on the 
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documents. When the contract to which the DD Form 1540 appJ.tes is completed 
or terminated,' the contractor shall either destroy the material in the manner 
prescribed in paragraph 19 or o~tain authorization to retain the documents 
from the sponsoring UA in accordance with paragraph 5m. The placing of an 
appropriate notation on each document, indicating the specific contract to 
which it pertains, will assist in achieving compliance with this requirement. 

z. List of Classified Contracts. The contractor shall, after receiving 
notice of a forthcoming security inspection, prepare a listing of all. classi
fied contracts on which the facility is currently performing. 

aa. Investigative Aasistance. The contractor shall cooperate fully 
with representatives of federal investigative agencies and of the CSO con
ducting official investigations pertaining to the unauthorized disclosure of 
classified information or concerning the eligibility of personnel requiring 
access to UA classified information. This should include providing suitable 
arrangements within the facility for conducting private interviews with 
employees during normal working hours, making employment and security records 
available for review on request by such representatives, and otherwise 
rendering assistance as necessary. 

abo Temporary Help Supplier Personnel. The contractor shall orient 
temporary help supplier personnel in the security practices and procedures 
of the facility, which will enable such personnel to understand and comply 
with the procedures applicable to the duties they are to perform. Using 
contractors will also submit, as appropriate, reports pertaining to such 
personnel while they are actually working at their facilities under their 
direction and control. This action by the using contractor in no way relieves 
the temporary help suppliers from complying with the requirement for security 
indoctrination and training of their employees or other concurrent require
ments of this manual. 

ac. Self Inspections. Contractors shall conduct their own self
inspection program for the purpose of evaluating all security procedures 
applicable to the facility's operations. Contractors shall review their 
security system on a continuing basis and shall also conduct a formal 
self-inspection so as to occur at a reasonable interval; that is, midway 
between inspections conducted by the CSO. The inspection may be conducted 
by a security representative(s) from the facility or by a HOF of cleared 
parent representative(s) at the discretion of management. In any event, 
management shall establish, at an appropriate organizational level, a 
procedure for evaluating the effectiveness of the self-inspection program. 
Self-inspection shall consist of an audit of all the facility's operations 
in light of its SPP and the requirements of this manual. As a minimum, 
self-inspections will include all elements normally inspected by the CSO. 
The guidelines used by U.S. Government inspectors in conducting inspections 
of contractors are outlined in appendix XIII. These guidelines will change 
from time to time to reflect changes in ISM requireme~ts. Not ,all of the 
items listed in appendix XIII are intended to be covered during anyone 
inspection, but over a reasonable period of time thos~ items in appendix XIII 
that pertain to a facility should be covered during the self-inspections. 
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Deficiencies identified as a result of self-inspections shall be corrected 
as expeditiously as possible. In the event difficulty is encountered in 
resolving a deficiency, the CSO will provide assistance on request. The 
contractor shall maintain a record of the dates on which the self-inspection 
has been accomplished, and this record must be available for review during the 
next scheduled inspection by the CSO. 

ad. Classification Responsibilities of Contractors. The contractor is 
responsible to implement the classification decisions of the U.S. Government 
contracting authority. Contractor implementation shall be based on classified 
source material or a DD Form 254 with its enclosed or referenced classifi
cation guides. 

ae. Verification of U.S. Citizenship. The contractor shall require 
each employee who is an applicant for a PCL (including the "CONFIDENTIAL" 
level) and who claims U.S. citizenship to produce evidence which will 
verify such citizenship. Documents which are acceptable evidence of U.S. 
citizenship are listed at appendix XII. Unless the form has a verification 
block, a statement as follows will be typed or stamped by the contractor in 
the "Remarks" portion of the appropriate DoD clearance forms: "Authorized 
evidence of U.S. citizenship has been reviewed by the certifying official and 
the name, date, and place of birth therein are as stated on this form." (The 
recent revisions of DD Forms 48 and 49 have included verification blocks added 
to the forms.) In the case of PCL's by the DoD, if the requireJ documentary 
evidence is not immediately obtainable prior to submission on the application 
to DISCO, a statement as follows will be typed or stamped in the "Remarks" 
portion of the appropriate DoD clearance form: "Applicant has applied to 
(insert name of agency organization) for authorized evidence of citizensl1ip 
(insert acceptable document from appendix XII)." On receipt of evidence of 
citizenship, the contractor will notify DISCO that authorized evidence of 
U.S. citizenship has been reviewed and that the name and date and place of 
birth are as stated in the previously submitted clearance form. DISCO will 
not forward a LaC until the contractor has certified the applicant's U.S. 
citizenship. CONFIDENTIAL clearances by the contractor shall be granted in 
accordance with paragraph 24b. 

af. Supervisory and Managerial Responsibility for Reporting Adverse In 
formation. Supervisory and managerial personnel shall be reminded of their 
responsibilities for advising the FSO of the existence of any information coming 
to their attention concerning any employee who has been cleared or is in the 
process of being cleared for access to classified information, when information 
indicates that such access may be questionable or not in the interest of national 
security. 

ago Security Inspections. As provided for in section II of the 
"Department of Defense Security Agreement," security inspections shall be 
conducted by the CSO for all cleared contractor facilities in order to ensure 
that the procedures, methods, and physical safeguards employed by contractors 
are adequate for the protection of classified information, which may be en
trusted to them. The frequency of such inspections is normally determined by 
the highest level of classified material possessed at the facility. However, 
security inspections may be conducted on an announced basis, or they may be 
unannounced. 
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ah. Contacts With Nationals or Representatives of Designated * 
Countries lQ/. Such contact shall require all cleared employees. including 
those in the process of being cleared by the DoD. to notify the contractor 
immediately of all questionable or suspicious contacts with nationals or 
representatives of Designated countries. A questionable or suspicious con- * 
tact in this regard is any personal exchange. encounter. or relationship which 
is determined to consist of an actual. probable. or possible hostile 
intelligence collection effort (see paragraph B, appendix VII, for assistance 
in recognizing a reportable contact). 

6. Reports. 

a. The contractor shall inunediately submit in writing to the CSO a 
report of any of the following 11/. 

(1) Espionage, Sabotage, or Subversive Activities. The contractor shall 
submit an information copy of any report filed under paragraph 6c with the FBI. 

(2) Loss, Compromise, or Suspected Compromise. The contractor shall 
submit a report, classified, if appropriate, of any loss, compromise 
(including deliberate compromise), or suspected compromise of classified 
information ll/. 

(3) Other Security Violations. The contractor shall submit a 
report, in addition to the requirement of paragraph (2) above, classified, 
if appropriate, of each violation of the requirements of this manual involving 

ll/ When reports are submitted or information is provided pursuant to these re
quirements, either classified if qualified, or offered in confidence, and 
so marked by the contractor, applicable exemptions to the Freedom of Infor
mation Act will be invoked as a matter of policy to withhold the informa
tion contained in such reports from public disclosure. When any of the 
reports submitted pursuant to these requirements contain unclassified in
formation pertaining to an individual, the Privacy Act of 1974 permits the 
withholding of that information from that individual only to the extent 
that the disclosure of the information would reveal the identity of a 
source who furnished the information to the U.S. Government under an express 
promise that the identity of the source would be held in confidence or 

, ' , 
pr10r to September 27, 1975, under an implied promise that the identity of 
the source would be held in confidence. In appropriate cases, the DoD will 
entertain a request from a defense contractor or its employees for such 
assistance as may be necessary against legal action based on the reporting 
of information in accordance with the requirements of this manual. Such 
assistance may include support for a claim by the contractor or the em
ployees concerned that the information was reported unde~ an absolute or 
qualifying privilege. In such cases, the DoD will request appropriate 
assistance from the Department of Justice. 

When the facility or contractor is located on a UA installation, and the 
Commander or Head of that installation is performing certain prescribed 
functions of a csa, the original copy of the report shall be furnished to 
the Commander or Head of the installation with an information copy of the 
report furnished to the CSO. 
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TOP SECRET or special access information, RESTRICTED DATA, or COMSEC infor
mation, regardless of classificati0~> which the contractor possesses in 
connection with UA contracts or programs 11/· 

(4) Changed Conditions. 

(a) The contractor shall submit a report of any change of owner
ship, including stock transfers that affect control of a corporation. 

(b) The contractor shall submit a report of change of operating 
name ur address of the facility (s) covered by the DD Form 441. 

(c) The contractor shall submit a report of any change (that is, 
additions, deletions, or any change relative to the information which was 
previously submitted) in officers, directors, partners, regents, tru~t:es, or 
executive personnel, including, as appropriate, the names of , the indlv1dua~s 
they are replacing. In addition, a statement shall be made 1ndicating: (1) 
whether the new officers, directors, partners, regents, trustees, or executive 
personnel are cleared, and if so, to what level and w~en, t~eir date",and place 
of birth, social security number, and their citizensh1p; (i1) whethe~ they 
have been excluded from access in accordance with the provisions of 22e; (iii) 
or whether they have been temporarily excluded from access pending the grant
ing of their PCL's. A new complete listing of aODEPs need only be submitted 
at the discretion of the contractor and/or when requested in writing by the 

CSO. 

(d) The contractor shall submit a report about any OODEP who 
becomes a RFI, as defined in paragraph 3bw, or whose status as a RFI changes 
in a manner that would make the OODEP ineligible for a peL pursuant to 

paragraph 20k. 

(e) The contractor shall submit a report of action to terminate 
business for any reason, imminent adjudication or reorganization in bankruptcy, 
or any change that might affect the validity of the DD Form 441. 

(f) The contractor shall submi.t a report of any change which 
affects the information previously reported by the contractor on the DD Form 
441s, "Certificate Pertaining to Foreign Interests." This r.eport will be made 
by the submission of a revised DD Form ,~,41s. Moreover, when entering into 
discussions or consultations with foreign interests which may reasonably be 
expected to lead to the introduction or increase of FOCI and necessitate the 
submission of a revised DD Form 441s, the contractor shall report the details 

----~----

by letter. Additionally, whe~ the contractor becomes aware of negotiations 
for the sale or transfer of securities to a foreign interest and such sale or 
transfer would necessitate the submtssion of a revised DD Form 44ls, the details 
will be reported by letter. Reports made pursuant to the foregoing are presump
tively proprietary and will be protected from unauthorized disclosure and handled 
on -'l strict need-to-know basis. When such reports are submitted in confidence, 
an 30 marked, applicable exemptions to the Freedom of Information Act will be 
invoKed to withhold them from public disclosure. In cases where the contractor 
considers the information to be particularly sensitive or delicate and wishes 
to further restrict dissemination, the foregoing report may be appropriately 
marked and submitted to the Director, DIS, ATTN: Deputy Director (Industrial 
Securi,y), 1900 Half Street, S.W., Washington, D.C. 20324. 
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(5) Change in Closed or Restricted Areas, Vaults, and Strongrooms. 
The contractor shall submit a report of any change in the extent or location 
of closed areas, restricted areas, vaults, or strongrooms created under the 
provisions of section IV and appendix IV, respectively, including the 
establishment of such areas. 

(6) Change in Storage Capability. The contractor shall submit a 
report of any change in the storage capability that would raise or lower the 
level of classified information the contractor is able to safeguard. 
(This provision does not require the contractor to report the acquisition 
of additional containers approved for storage at the same level as that 
previously reported to the CSO.) 

(7) Employee Information in Compromise Cases. The contractor shall 
submit a report, on the written request of the C~O, of information concerning 
any employee working in any of his or her plants, factories, or sites where 
work for a UA is being performed, when the informa~ion is needed in connection 
with the loss, compromise, or suspected compromise of classified informati.on. 

(8) Category of Classified Information. The contractor shall submit 
a report of the highest classification category of classified material received 
or generated at the facility. However, when the classification of the material 
received or generated is no higher than that of the material in possession of 
the facility during the last inspection or previously reported pursuant to this 
paragraph since the last inspection, an additional report need not be submitted. 

(9) Termination Statement. The contractor shall submit a report, in 
accordance with paragraph 5g, when an employee refuses to execute DISCO Form ',82. 

(10) Delay in Shipment. The contractor shall submit a report, in 
accordance with paragraphs 17c(5)(d) and 17d(3)(d), of the delay in the 
movement of classified material by commercial carriers of more than 48 hours 
after the expected time of arrival. 

(11) Evidence of Tampering. The contractor shall submit a report, in 
accordance with paragraph 12e(2) or 17g, of evidence of tampering with a ship
ment containing classified material. 

(12) Improper Shipment. The contractor shall submit a report when a 
classified shipment is received by other than an approved method prescribed by 
paragraph 17. 

(13) Badges and Identification Cards. 
rep,ort, in accordance with paragraph 8c, which 
adoption of a new or revised employee badge or 

The contractor shall submit a 
will inform the CSO of the 
identification card system. 

(14) Authorization to Apply Classifications. On request, the con
tractor shall submit a report, in accordance with paragraph 10f(4), of the 
number of individuals cur:t'ently authorized by the contractor to apply a 
classification to information at each of the following categories: TOP 
SECRET, SECRET, and CONFIDENTIAL. 

(15) Location or Disposition of Classified Material Terminated From 
Accountability. The contractor shall submit a report, in accordance with para
graph 12h(2), when the whereabouts or disposition of classified material 
previously terminated from accountability is subsequently determined. 
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(16) Inability to Safeguard Classified Material. The contractor 
shall submit a report, by the most expeditious means, of any emergency 
situation, such as a natural disaster or civil disturbance, which renders the 
facility incapable of safeguarding all classified material (see paragraph 5w). 
A report shall also be provided to all contracting office~s concerned. This 
requirement of the DoD does not preclude sj,milar reporting of the incident to 
appropriate local, state, and federal civil authorities, as the situation 
warrants. 

(17) Foreign Classified Contracts. The contractor shall submit a 
report of any precontract negotiation or award of a foreign or NATO contract 
for a foreign firm or government involving either U.S. or foreign classified 
information which is not placed through a UA. 

(18) Receipt of Classjfied Material Not Related to a Classified Con
tract, Project, or Prograffi. The contractor shall submit a report of the 
receipt of any classified material, which is not related to a contract, 
project, or program and for which no specific safeguarding and disposition 
instructions have been received; further, if the contractor has been unable 
to obtain classification guidance or disposition instructions from the 
government o..-iginator, or the government activity releasing the material, the 
report shall state so. The report should identify the material by source, 
originator, quantity, subject or title, date, and classification category. 

(19) Visits by Designated Country Representatives or Nationals. * 
The contractor shall submit a report, as soon as the visit arrangements are 
known, of the intent to ho~·t an unclassified visit by representatives or 
nationals of a Designated ·country 10/. The report shall include the name and * 
address of the contractor to be visited, the name(s) of the visitor(s) and the 
foreign firm or governmen:t agency and country represented, and the date and 
purpose of the visit. If access to information which relates to a classified 
contract or project is involved, the report shall include a description of the 
information and any other information concerning the visit which may be 
pertinent. In preparation for the visit, the contractor, "in accordance with 
paragrHph 5u, shall provide a defensive security briefing and a 
counterintelligence awareness briefing to cleared personnel hosting the 
visitor(s), as well as employees expected to engage in marketing activities. 
Disclosure of unclassified information pertaining to classified contracts or 
projects is governed by the provisions of paragraph 50. The contractor shall 
include in the report a statement as to whether paragraph 50 is applicable or 
an export license 2/ is required. 

b. For all cleared personnel, the contractor shall submit the following 
reports immediate.ly to the DISCO, Columbus, Ohio 43216, unless the indi.vidual 
involved is or was required to be cleared in connection with the FCL pursuant 
to paragraph 22, in which case the report will be submitted to the CSO l!..i 12/· 

(1) Adverse Informati.on 13/. Contractors shall submit reports, 
classified, if appropriate, of any-rnformation coming to their attention 

(Footnote 11/ is on the following page.) 
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concern~ng any of their employees who have been cleared or who are in the 
process of being cleared. for access to classified information, which indicate 
that such access or determination may not be clearly consistent with the 
national interest. The subsequent discharge of an individual by the contractor 
who receives this information does not obviate the requirement to submit this 
report. In addition, if the indiv-; ::.ual is employed on a UA installation, a 
copy of such report shall be furnished to the Commander or Head of the UA 
installation. Where the employee concerned had been granted a CONFIDENTIAL 
clearance by the contractor, in accordance with paragraph 24b, and is not in 
process for a U.S. Government granted PCL, the PCL forms specified in para
graph 26c shall accompany the report of adverse information. This requirement 
to submit information reports also applies to cleared temporary help supplier 
personnel or Type A Consultants utilized by the contractor. This requirement 
in no way affects the temporary help supplier's responsibility for submission 
of such reports when adverse information regarding his or her employee is 
brought to his or her attention. 

(2) Change in Employee's Status. The contractor shall submit a report 
of the death. the change in name, or the termination of employment of those 
employees who have been or are in the process of being cleared by the DoD for 
access to classified information, or who have taken residence or assignment 
outside the U.S., Puerto Rico, Guam, or the Virgin Islands for a period in 
excess of 90 consecutive days during any 12-month period. Visiting contractor 
employees under section V are not included under provisions of this paragraph. 
Such c"nanges will be reported by submission of a DISCO Form 562, "Personnel 
Security Clearance Change Notificat:i"on." If the individual is reemployed within 
a 12-month period, DISCO shall be notified immediately. Clearances may not be 
reinstated after the 12-month period has elapsed. Additionally, if it is 
subsequently determined that an employee woo is in the process of being cleared 

11/ As a general rule, any information that reflects adversely on the * 
integrity or character of the employee, which suggests that his or her * 
ability to safeguard classified information may be impaired, should be * 
reported to DISCO. In turn, DISCO will evaluate the information and * 
decide whether further action is warranted. The following are some * 
examples of the types of information (that is, based on incidents which * 
may occur within or outside the contractor facility), which should be * 
reported to DISCO: criminal activities; bizarre or notoriously dis- * 
graceful conduct; treatment for mental or emotional disorders; excessive * 
use of intoxicants; use of illegal, controlled substances such as * 
marijuana, herOin, cocaine, and hashish; and excessive in debtedness or * 
recurring financial difficulties. These examples are not all inclUSive, * 
but are intended only to serve as a sample of the types of information * 
which should be reported. Only information which has been confirmed by * 
the contractor as fact need be reported. Reports based on rumor or in- * 
nuendo should not be made under this paragraph. If there is doubt * 
whether information should be reported, furnish the information to DISCO * 
for evaluation. In two court cases, Becker vs. Philco and Taglia vs. * 
Philco (389 U.S. 979), the U.S. Court of Appeals for the 4th Circuit * 
decided on February 6, 1967, that a contractor is not liable for defama- * 
tion of an employee because of reports made to the government pursuant * 
to the requirements of the ISM. * 
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by the DoD will not require access, DISCO shall be notified immediately so as 
to permit termination of the investigative action. When an individual is 
placed in temporary layoff status, a report of termination of employment is 
not required, provided reemployment occurs within 12 months. 

(3) Official Investigation. Contractors shall submit reports, on the 
written request of DISCO, of information concerning any employees working in 
any of their plants, factories, or sites where work for a UA is being 
performed, when the information is needed in connection with an official 
investigation. 

(4) Relationships in Designated Countries. The contractor shall * 
submit a report, in accordance with paragraph 5v, of the establishment of a 
relationship between a cleared employee, or one who is in the process of 
being cleared by the DoD, and a citizen or resident of a Designated country. * 

(5) Representative of a Foreign Interest. The contractor shall 
submit a report of any cleared employee (including those in the process of 
being cleared by the DoD), except those covered by paragraph 6a(4), who 
becomes a RFI, as defined in paragraph 3bw, or whose status as a RFI changes 
in a manner that would make him or her ineligible for a PCL pursuant to 
p~ragraph 20k. 

(6) Changed Intentions and Foreign Residence or Assignment of Immigrant 
Aliens. The contractor shall submit a report of: (i) residence or the assign
ment of a cleared immigrant alien outside the U.S. -- such individuals on 
visits of 90 consecutive days or lesB to foreign areas are not considered to 
be assigned outside the U.S., or (ii) a change in the intention of a cleared 
immigrant alien to reside permanently in the U.S. An immigrant alien's change 
of intent to reside permanently in the U.S., and residence or assignment of an 
immigrant alien outside the D.S., negates the hasis (see paragraph 25) on 
which the LOC was issued, and the LOC will be administratively terminated 
without prejudice by DISCO on receipt of contractor notification. Except in 
connection with visits of 90 consecutive days or less, immigrant aliens may 
not be authorized access to classified informatioa when visiting outside the 
U.S. Visits in excess of 90 consecutive days duration, shall invalidate any 
existing clearance. 

(7) Citizenship by Naturalization. The contractor shall submit a 
report of a cleared immigrant alien who becomes a citizen through naturaliza
tion. This report will be made by the "Personnel Security Clearance Change 
Notification" (DISCO Form 562), setting forth in the "Remarks" block: (1) city, 
county, and state where naturalized; (ii) date naturalized; (iii) court; and 
(iv) certificate number. On receipt of such a report, DISCO will issue a new 
LOC (DISCO Form 560). 

(8) Category 5 Visit Authorization. The contractor shall submit a 
report of the termination of a Category 5 visit authorization, in accordance 
with paragraph 41e. when the requirement for such authorization ceases to exist 
prior to the expiration of the period for which it is valid. 

(9) Travel or Attendance at Meeting. The contractor shall submit 
a report, in accordallce with paragraph 5u, on completion or t1:"avel to or 
through a Designated country, or attendance at an international meeting where * 
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Designated country representatives participated or attended. The report * 
shall include the employee's full name, clearance status, date and place of 
birth, a brief description of the projects, including the category of clas
sified information.. to which he or she had access during the past 2 years 
(depending on the ~eriod of employment or utilization by the co~tractor in the 
case of temporary help supplier personnel), the countries visited 6r the 
neeting attonded, the dates of the travel, and the employee's statement of the 
purpose and objective of the travel. The report shall include, if appropriate, 
a narrative statement of the circumstances surrounding all hostile intelligence 
efforts to obtain information from or to compromise the traveler, or any 
endeavor by an unfriendly interest to establish a continuing relationship with 
the employee. 

(10) Zmployees Desiring Not to Perform on Classified Work or Accept 
Security Responsibility or Requests to Terminate Clearance or Clearance 
Processing. The contractor shall submit a report on notification by an 
employee that he or she no longer wishes to be processed for a PCL, pursuant 
to paragraph 26, or to continue an existing PCL. 

c. The contractor shall submit immediately, in writing 14/, to 
the nearest field office of the FBI a report, classified, if appropriate, 
regarding the following events: 

(1) information coming to his or her attention concerning existing 
or threatened espionage, sabotage, or subversive activities at any of his or 
her plants, factories, laboratories, or other sites, at which work for any UA 
is performed, or at which related material is acquired, stored, fabricated, or 
manufactured, or is in process of research or development, and 

(2) information coming to his or her attention concerning 
employee contacts with nationals or representatives of Designated countries * 
(see paragraph 5ah). 

7. Loss, Compromise, or Suspected Compromise of Classified Information. 

a. The contractor shall establish a procedure to ensure that each loss, 
compromise, or suspected compromise of classified information and each failure 
to comply with a requirement of this manual is immediately reported to the 
FSO. Classified material which is out of the control of its custodian or 
which cannot be located shall be presumed to be lost until an investigation 
determines otherwise. 

b. The contractor shall establish such procedures as are necessary to 
ensure that any employee discovering the loss, compromise, or suspected com
promise of classified information outside a facility promptly reports such 
a fact to: 

(1) the nearest office of the FBI, and furnishes sufficient 
information to assist in identification of the information -- if the loss, 

iii If time is of the essence and the initial report is made vi.a phone to the 
FBI, it must be followed in wri.ting, regardless of disposition made of the 
report by the FBI. 
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compromise, or suspected compromise occurs outside the U.S., the nearest 
u.S. authorities shall be notified in lieu of the FBI; and 

(2) the FSO, by the fastest means of communication, who will then 
comply with paragraph c below. 

c. Immediately on receipt of a report, in accordance with paragraphs a 
or b above, the contractor shall initiate a preliminary inquiry to ascertain 
all of the circumstances surrounding the reported loss, compromise, suspected 
compromise, or failure to comply with a requirement of this manual. In the 
event of loss, a thorough search shall be conducted for the classified material. 

d. If the contractor's inquiry prescribed in paragraph c above 
confirms: (i) that a loss, compromise, or suspected compromise of any clas
sified information occurred; or (ii) that a violation of a requirement of this 
manual involving TOP SECRET, COMSEC. special access information, or RESTRICTED 
DATA occurred, the contractor immediately shall submit a report of the inci
dent to the eso in accordance with paragraph 6a(2) or 6a(3), as appropriate, 
and conduct a complete investigation of the incident unless otherwise notified 
by the CSO. Submission of the report shall not be deferred pending completion 
of the contractor's investigation. 

e. On completion of the investigation prescribed in paragraph d above, 
a final report shall be submitted to the CSO referencing the preceding 
preliminary report, and containing the following: 

(1) a resume of the essential facts surrounding the incident, such 
as where, when, and how it occurred, and what were the contributing factors; 

(2) the name and position of the individual(s) who was primarily 
responsible for the incident, including a record of prior loss, compromise, 
suspected compromise, or failure to comply with the requirements of this 
manual for which the individual had been determined responsible; 

(3) a statement as to the corrective action taken to preclude a re
currence of similar incidents and the disciplinary action taken against the 
responsible individual(s). if any, and 

(4) specific reasons for reaching the conclusion that: (i) loss or 
compromise occurred, (1.i) ~ompromise is suspected, (iii) the probability of 
compromise is considered remote, or (iv) compromise did not occur. In repert
ing the loss or compromise Qf classified material. sufficient descriptive data 
shall be furnished to permit the UA concerned to properly identify the material 
involved, such as originat.ing activity or contractor, date uf origin, document 
title, number of pages, description of contents, and the contract or program 
under which the material was received or produced. 

8. Badges and Identification Cards. 

a. Employee Badges and/or Identification Cards. Provided the con
tractor deema it necessary, he or she may use color or symbol coded identifi
cation badges or cards, or a combination of the two to assist in identifying 
the level of security clearance of the holder and/or to indicate that the 
holder is authorized to enter specified closed or restricted areas. However, 
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coded badges and cards shall be considered only as an aid in determining the 
current level of PCL of the holder or the closed or restricted areas to which 
the holder may have access. Release of classified information or entrance to 
a closed or restricted area, on the sole basis of an identification badge or 
card, is not authorized. Further, whe~ever a combination of badges or cards 
is used, both must bear correlating data such as the same registration number 
or the name of the holder. If identification cards or badges are used for 
such purposes, the following shall apply. 

(1) The minimum identifying information to be shown on an employee's 
identification badge or card shall be the name and photograph of the holder. 
Other descriptive information to identify the authorized holder may be 
included on badges and/or cards at the option of the contractor. 

(2) The words TOP SECRET, SEC~T. or CONFIDENTIAL, or abbreviations 
thereof, shall not appear on the badges or identification cards. 

(3) For entry into a closed or restricted area or access to classified 
information the contractor must establish some additional method for verifying 
clearance and need-to-know to be used in collaboration with the identification 
badge or card system. To the maximum extent possible, personal recognition should 
be the basis for ensuring that the holder of the badge or identification card has 
an appropriate PCL and need-to-know. When personal recognition is not possible, 
the individual responsible for the security of the closed or restricted area or 
holder of the classified information shall verify the identity of the individual 
and determine whether the individual has the appropriate PCL and need-to-know. 
This can be accomplished in a number of ways, including access lists, verification 
of clearance status through the office of the FSO, and the need-to-know through 
the prospective recipient's supervisor. Where cipher or similar locks are used 
in closed or restricted areas, the individual's knowledge of the cipher-lock com
bination, coupled with his or her badge, would establish the individual's authority 
for entry into the area. 

(4) The make-up and construction of badges and identification cards 
shall be designed to minimize the possibility of tampering or unauthorized use. 

(5) Badges and identification cards coded to indicate the level of 
security clearance or access to closed or restricted areas, shall be rigidly 
controlled and accounted for by the contractor by use of a numbering system. 
Such controls shall apply equally to permanent and temporary cards and badges. 
Badges and identification cards shall be promptly recovered or, when appro
priate, recoded whenever an employee's requirement for entry to a closed or 
restricted area no 10nger exists due to an internal transfer, termination of 
employment, revocation of PCL, or for other appropriate reasons. 

(6) Coded badges and cards shall be considered only as an aid in dete.r
mining the current level of PCL of the holder or the areas to which the holder may 
have access. The clearance status of a person who holds such a badge or identifi
cation card shall be verified when there is doubt as to the validity of the badge 
or card. 

(7) An employee'badge and/or identification card may be issued to 
persons referred to in paragraphs 37h and 41a. 
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b. Visitor Badges. A badge of such design as the cont~actor considers suit
able may be issued to assist in identifying visitors who are authorized to be 
present in clos~d or restricted areas. Visitors' badges, except for those issued 
in accordance with paragraph a(7) above, shall not be used to indicate a visitor's 
PCL status. Visitors' badges shall be recovered at the conclusion of their 
visit, and they shall be rigidly controlled and accounted for by the contractor. 

c. Reporting. The procedure for use of badges or identification cards, 
as authorized in paragraphs a and b above, shall be incorporated in the SPP. 
In addition, the adoption of a new employee badge or identification card 
system or any change in an existing badge or identification card system shall 
be reported to the CSO in accordance with paragraph 6a(13). 

d. Use on User Agency Installations. The use of badges or identification 
cards to indicate the level of PCL of individuals performing duties within a 
UA installation shall be subject to regulations which apply to the installation. 

9. DoD Sponsorship of Meetings. Meetings described in paragraph 5q(3) which 
serve a government pu~pose and at which adequate security measures have been 
provided for in advance may be sponsored. As used herein, sponsorship shall 
refer only to sponsorship for security purposes which shall require a DoD 
Component to undertake all security responsibility and administration of the 
meeting. However, in the case of a meeting as described in paragraph 5q(3), 
the DoD Component having primary responsibility for the information involved 
may designate a cleared DoD contractor to undertake oVE"all responsibility for 
security and administration. 

a. Requests for Sponsorship. Contractors desiring to conduct meetings 
requiring 000 sponsorship shall submit their requests to the DoD activity 
having principal interest in the subject matter of each meeting. Only one 
activity may sponsor a meeting on behalf of the 000. Therefore, a request 
shall be sent only to one DoD activity at a time. If that activity declines 
to accept sponsorship, or if it is appropriate to change the sponsoring 
agency, the request may be sent to another DoD activity having a principal 
interest in the subject matter of the meeting. Such requests shall include 
the details concerning all prior requests. Approval and sponsorship by the 
DoD will normally be granted only for a meeting conducted by a cleared DoD 
con::ractor. However, a meeting conducted by an association, contractor, 
institute, or society, whose membership is comprised primarily of cleared DoD 
contractors, contractor employees, or DoD personnel, may be sponsored for 
se~urity purposes by the DoD, provided that a cleared contractor is 
designated and accepts overall security responsibility for the meeting Oli 

behalf of the association, society, or group. The request shall explain how 
the interests of national defense will be served by disclosing classified 
information at the meeting, and why the use of conventional channels for 
release of the information will not accomplish the purpose of those interests. 
The request shall also include a list of any foreign nationals or RFI's 
(including the names of the individuals, firms, or government:;) whose 
attendance at the meeting is required. 

b. Attendanee of Foreign Nationals or RFI 15/. No invitation, written 
or oral, shall be tendered to a foreign national,~r to a RFI, to attend any 

(Footnote lJ../ is on the following page) 
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session of a meeting sponsored by a DoD activity, until approval for his or 
her attendance has been received from the sponsoring activity. If the 
attendance of a foreign national or RFI is required, a written request in 
advance of the meeting shall be submitted and shall include: 

(1) identification of the foreign national or RFI by name, 
nationality, and government, for the individual or firm represented; 

(2) sessions or subject matter for which access authorization is de
sired (nationals or representatives of Designated countries shall be excluded * 
without exception, from attendance at any classified session); and 

(3) subject titles of scientific,. technical, and other papers scheduled 
for presentation by any foreign national or representative of a foreign national 
or RFI. 

c. Location of Meetings. The sponsoring activity is responsible foz 
evaluating and approving the location proposed for the meeting. 

(1) Heetings at which TOP SECRET or SECRET information is to 'be dis
closed shall be held only at a U.S. Government installation or at an appropri
ately cleared facility of a contractor, which has adequate means for safeguard
ing classified presentations. Under this criteria, the proposed site would have 
to be located within the physical boundaries of a cleared facility as indicated 
on the DD Form 374, "Facility Security Clearance Survey." An auditorium, assembly 
hall, or gymnasium which is used primarily for campus activities and public 
gatherings will not be approved for a classified meeting at which TOP SECRET 
or SECRET information would be disclosed, even though it is located on the 
campus of a college or university, portions of which are a cleared facility. 

(2) Meetings at which information classified no higher than 
CONFIDENTIAL is to be disclosed shall normally be held at a U.S. Government 
installation or a cleared facility. However, if suitable f~cilities are not 
available at a U.S. Government installation or contractor facility, the use of 
other locations may be approved, provided adequate security can be maintained. 
Contractor requests to use a location other than a U.S. Government installation 
or contractor facility shall include: 

(a) a justification of the proposed location; 

(b) an explanation why a U.S. Government installation or cleared 
facility cannot be used; and 

(c) an explanation why separate classified and unclassified 
sessions cannot be scheduled, thereby permitting the use of a U.S. Government 
installation or a cleared facility for the classified portions of the meeting. 

~/ Persons granted reciprocal clearances, and RFI's cleared for access to 
classified infor~ation under the DoD Industrial Security Program, are not 
subject to the limitation of paragraph 9b. However, persons granted 
reCiprocal clearances are subject to the access limitations prescribed in 
paragraph 31. 
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d. Security Procedures. ~len sponsorship of a meeting has been 
accepted by a DoD activity, the contractor shall develop the security measures 
and procedures to be used, and obtain the sponsorin~ activity's approval 
thereof. The security measures shall include adequate arrangements for the 
following. 

(1) Security measures shall include strictly limiting attendance at 
classified meetings to those persons whose presence is necessary in the 
interest of national defense and who are otherwise eligible. This shall 
include measures for the following. 

(a) Security measures shall include determining and ensuring 
that all persons selected and approved to attend classified sessions have been 
granted a peL for access to classified information eqUAl to or higher than the 
category of information to be disclosed, and have duties in connection with a 
classified contract or program that requires such access in promoting the 
interests of national defense. For contractor personnel, the certification of 
PCL and need-to-know shall be accomplished as provided in paragraph f below. 

(b) Security measures shall include review and approval by the 
sponsoring activity of all announcements and invitations related to the meetings 
and lists of attendees pertaining thereto. Announcements and invitations shall 
be unclassified, and shall include the name of the sponsoring activity and the 
date of the approval. 

1 Notices and announcements of meetings, whether classified, 
unclassified, or mix·ed, and not amounting to invitations to attend, may be pub
lished publicly, provided classified information is not included in such notices 
or announcements. 

2 In the case of classified meetings, invitations to attend 
(whether on an individual or class basis) shall not be sent to a person known 
to be a national from or a representative of a Designated country. * 

3 In the case of mixed meetings, that is, those having both 
classified and unclassified sessions, the restrictions as to invitations to 
persons known to be nationals from, or representatives of, a Designated * 
country to attend are applicable to the classified session. As to the 
unclassified session, such notice Or invitation to attend shall not be sent 
to persons known to be nationals from, or representatives of, a Designated * 
country, unless and until specific authorization, on an injividual name basis, 
has been made in advance by the Secretary or Head of the DoD Component. 

(2) Security measures shall include safeguarding and controlling the 
distribution of notes, minutes, summaries, recordings, proceedings, and 
reports on the classified portions of the meeting. Such material shall 
normally be sent only to those approved for attendance at ~he classified 
sessions. However, the sponsoring activity may also authorize distribution to 
others who are determined to be eligible for, and require access to, the 
classified information involved. In any event, the material shall only be 
sent to a U.S. Government activity or cleared contractor facility and marked 
for the attention of the intended recipient, as provided for in paragraph 17k. 
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(3) Security measures shall include notifying each person who presents 
or discloses classified information at the meeting of the security limitations 
on disclosures for such h I reasons as t e evel of clearance or need-to-know of 
members of the audience or other limitations established by the U.S. Government. 

f h (4) Security measures shall include ensuring the physical security 
~hit ehm~~ting site and the area used for classified sessions or displays. 
ide~ s a include provisions for guards, entrance controls, personnel 

tification, storage faCilities, and adequate security against unauthorized 
access to, or illicit acquisition of, the classified information. 

meeting 
limited 
only on 

(5) Secllrity measures shall include ensuring that 
or session at which classified information is to be 
to persons whose names appear on an approved access 
proper identification. . 

Attendance at a 
disclosed is 
list, and then 

(6) Security measures shall include submitting the minutes 
recording~, proceedings, and reports of the meeting to the sponso;in' 
for secur1ty review and for approval of the proposed distribution. g 

sumrnaries. 
activity 

I (7) Se~urity measures shall include ensuring that individuals making 
orablpre~entations at meetings provide classification guidance suffiCient to 
en: ~faL~endees to identify what information is classified or unclassified 
an, c assified, at what category or categories of classification. 

e. Request for Disclosure Authority. A contractor desiring to disclose 
classified information at a meeting as provided in paragraph 5q(3) or 5q(4) shall: 

(1) obtain prior written authorization for each proposed dis~losure of 
~~~~;!!!~~ni~!~~~!!O~_f~~m th~ c~ntracting officer having jurisdiction over the 

i h aut or zation for foreign nationals to attend the 
meet ng fas db~en requested from the sponsor, that fact shall be stated in t~e 
request or 1sclosure authority; • 

(2) furnish a copy of the disclosure authorization to the U.S. Govern
ment activity conducting o.r sponsoring the meeting; and 

(3) furnish a written copy of the presentation. as made. to the con-
tracting officer and to th d i 
one and the same. e con uct ng or sponsoring activity, if they are not 

f. Requests to Attend Classified Meetings. A contractor desirin to 
have an employee attend a classified meeting shall: g 

(1) certify to the PCL status and need-to-know f h ill d hot e employee who w atten t e classified meeting. and 

(2) forward the application or request to attend the meetin to ether 
with the.nec~ssary justification (see paragraph d(l)(a) above). to th!· g 
:ont:act1ng officer for the classified contract under which acc 
Just1fied, requesting that it be forwarded to the sponsoring aC:~~i!S being 
However, where access is being justified under a UA program, rather ~han a 
contract, the request shall be forwarded to the official of the UA act! it 
who is monitoring the contractor's participation in the program. v y 
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Section II. HANDLING OF CLASSIFIED INFORMATION 

10. Classification. 

a. The security classification (TOP SECRET, SECRET, or CONFIDENTIAL) 
to be applied to information involved in UA contracts and programs will be 
supplied by the contracting officer or the designated representative of the 
UA concerned. The DD Form 254, with attachments and supplements, as appro
priate, provides classification specifications to be used for this purpose. 
The completed DD Form 254 is the basic document for conveying to the 
contractor the classification, regrading, downgrading, and declassification 
specifications for a classified contract. It is designed to identify the 
specific items of classified information involved in the contract which 
require security classification protection. Contractors are encouraged to 
advise and assist in the development of the classification specification in 
order that their technical knowledge may be utilized and they may be in a 
better position to anticipate the security requirements under the contract and 
organize their procedural and physical plant layout accordingly. Contractors 
are also urged to submit recommended changes to the classification specifica
tion if they encounter difficulty in applying or interpreting the guidance 
provided. 

b. An original DD Form 254, which sets forth the classification 
specifications or cites the classification guidance in item 15, is provided 
to the contractor by the UA with an RFP, RFQ, IFB, or other solicitation and 
with the award of a contract which will necessitate access to clasaified 
information. A revised DD Form 254 will be issued at any time a change or 
additional classification guidance is necessary. The UA reviews the existing 
classification specifications periodically during the contract and at least 
once eve~] 2 years. When the biennial review establishes that no change 
is necessary in the existing guidance, the prime contractor is advised in 
writing. A final DD Form 254 is issued on final delivery of goods or services 
or on termination of the contract when authority is granted under paragraph 5m 
for the contractor to retain classified material originated by the UA or 
generated by the contractor in the performance of the contract, or when all 
classified material, for which retention authority would be required, is 
ordered immediately decla~sified. A final DD Form 254 is not issued, however. 
when authority is granted under paragraph 5m for the contractor to retain only 
reference material (see paragraph 3bt). 

c. At the end of a retention period authorized under paragraph 5m, if 
the contractor requests an e~tension of the retention period, the UA will 
conduct a review to ensure that the contractor has a continued requirement for 
possessing the classified material and to revise the existing classification 
specifications as necessary to cover the classified material for which an 
extension of retention authority is authorized. 

d. The application of a security classification to information devel
oped by the contractor shall be based on: (i) the classification guidance 
furnished by the the contracting officer of the VA. in accordance with 

43 10. 



paragraph a above, or (ii) the contractor's knowledge that such information 
is in substance the same as, or would reveal, other information known to be 
currently classified. Material developed by the contractor containing 
classified information, or from which classified information could be 
obtained, shall be marked in th~ manner prescribed in paragraph 11. 

e. If contractors holding classified information have substantial 
reason to believe that the information is classified improperly or unneces
sarily, they are encouraged to discuss such classification with the classifier 
of the information, with a view to bringing about correction, if appropriate. 
If unsuccessful and it is believed that corrective action is still required, 
a formal challenge may be made to the element of government that originally 
classified the information. Challenges to classification made under the 
provisions of this paragraph must include a sufficient description of the 
information and the identification of the original classifier. Challenges to 
a classification must also include the reason(s) why the challenger believes 
that the information is classified improperly or unnecessarily. Likewise, if 
a contractor who receives classified information has reason to believe that 
current security considerations justify downgrading to a lower classification 
or upgrading to a higher classification, the foregoing procedures will also 
apply. However, in all of the above instances pending a final determination, 
the material shall be safeguarded as required for its assigned or proposed 
classification, whichever is higher. until the classificatian is changed or 
verified as correct. If no answer is received within a 45-day period, the CSO 
may be requested to provide assistance in obtaining a response. 

f. The contractor shall establish a procedure to ensure the following. 

(1) In the case of a document, and except as specified in para
graph (3) below, the manager or supervisor, whose signature or other form of 
approval is required before the document may be issued, transmitted, or 
referred outside of the facility, determines the necessity, currency, and 
accuracy of the classification applied to that document. 

(2) In the case of material other than a document, and except as 
specified in paragraph (3) below, the manager or supervisor in charge at the 
operational level where the material is being produced or assembled determines 
the necessity, currency, and accuracy of the classification applied to that 
material. 

(3) In those situations involving the copying or extracting of 
classified information from another document, or involving the reproduction 
or translation of a whole classified document, the individual responsible 
for such copying, extracting. reproduction, or translation marks the new 
document or copy with the same classification as that applied to the 
information or document from which the new document or copy Was prepared. 
However, if the contractor believes the classification marking is improper 
in any respect, such marking shall be in accordance with a final disposition 
of the contractor's action under paragraph IDe. 

(4) Employees responsible for the currency. necessity, and accuracy 
of the classification applied to information. under paragraphs (1) and (2) 
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above. are held to a minimum number consistent with operational requirements. 
The number of such employees shall be reported to the CSO on request in 
accordance with paragraph 6a(I4). 

(5) Questions on the currency of the classification of reference 
material are referred as indicated in paragraph 60i. 

g. Whenever a contractor develops an unsolicited proposal or originates 
information not in the performance of a UA contract or program, the following 
rules shall apply. 

(1) If information is included in the proposal or other material 
which the contractor identifies as already being classified, the proposal or 
other material shall be marked with the appropriate classification in accord
ance with paragraph 11. 

(2) If the case does not fall within paragraph (1) above, and the 
contractor believes that the proposal or other material contains information 
which mayor should be safeguarded, the contractor is requested to protect the 
information as though classified at the appropriate level, until an advisory 
classification opinion is obtained from a UA which has an interest in the 
subject matter. In any such case, the following protective marking, or a 
similar marking which clearly conveys the same meaning, will be used: 

Classification determination pending. 
Protect as though classified 

(CONFIDENTIAL, SECRET, or TOP SECRET) 

This marking shall appear conspicuously at least once on the material, but it 
is not necessary to mark the material further in accordance with paragraph 11 
until the advisory classification opinion is received. In addition, if appli
cable, contractors are not precluded from designating such inform~~ion as 
company private or proprietary information. 

(a) Pending determination by the UA, the following 
precautionary measures should be taken in regard to safeguarding such 
information. 

1 Access to the information should be limited to the 
minimum number of personnel practical. 

2 Persons selected to have access to the information 
should be limited to U.S. citizens or immigrant aliens who are known to be 
trustworthy. They should be advised of the importao.ce of the information. 

3 When not in use, documents containing the information 
should be stored in a secure container. 

4 In forwarding the information between persons or loca
tions, a secure method of transmission should be used. 

5 Reproduction of the information should be kept to a 
minimum. 
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(b) It is the policy of the U.S. Government not to classify 
information over \.rhich it has no jurisdiction. The proposal or other material 
shall not be classified by the UA: (i) unless it incorporates classified 
information to which the contractor was given prior access, or (ii) unless the 
government first acquires a proprietary interest in the information. 

h. The contractor shall provide security classification guidance to 
employees performing in a sales or technical capacity and under a classi
fied contr.act outside of the U.S. 

i. The fact that information currently classified by a UA has been 
disseminated by a public medium of communication does not automatically mean 
that it has been declassified. Classification shall be continued until 
advised to the contrary by the UA. Questions as to the propriety of cont.inued 
classification in these cases should be brought to the immediate attention of 
the contra~ting officar. 

11. Harking. 

a. General. Classif1c*tion designation by physical marking, notation, 
or other means serves to warn and to inform the holder what degree of protec
tion against 'unauthorized disclosure is required for that information or 
material. Other notations facilitate downgrading, declassifi.cation, and aid 
in derivative classification actions. Therefore, it is essential th!3t all 
classified information and ma.terial be marked in such a manner that it is 
clear to the holder what leve,l of classification is assigned to the informa
tion or material, exactly what portions of the information or material contain 
or reveal classified information, how long the protection is required, and any 
other additional markings required for protection of the information or 
material. 

b. Marking Requirements for Information and Material. The markings 
shown in paragraphs (1) through (8) below are required for all classified 
information, regardless of tae form in which it appears. Some material, such 
as documents, letters, and rep~rts, can be marked easily with the appropriate 
markings. Marking other mat~~l. such as equipments. ADP media, and slides, 
will be more difficult due _;,·~1U or other physical characteristics. Since 
the purpose of the markings"··ti,_:·Ii,-waTh the holder that the information 
requires special protection~.,~"t: {s necessary that all classi.fied material be 
marked with the appropriataatarJUngs to the fullest extent possible to ensure 
that it is afforded the nec~a6anr safeguards. 

(1) Identification Markings. All classified material shall be 
marked to show: (i) the n~. ~d address of the facility responsible for its 
preparation, and (ii) the da~~ot pr~paration. These markings are required on 
the face of all class1fied4q~t)ts. 

(2) Overall Marld,.a.t,.:Th~ overall classification of a document, or 
any copy nr reproduction thereof, shall be conspicuously marked or stamped at 
the. top and bottom on the outside of the front cover (if any), on the title 
page (if any), on the first page, and on the outside of the back cover (if 
any). If the document does 'not have a back cover, the outside of the back or 
last page, which may ser~e at? a cover, may also be marked at the top and 
bottom with the overall classification of the document. The markings shall be 
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stamped, printed, etched, written, engraved, painted, or affixed by means of a 
tag, sticker, decal, or similar device on classified material, other than 
documents, and on containers of such material, if possible. If marking the 
material or container is not practical, written notification of the appro
priate markings shall be furnished to recipients. Copies of documents shall 
include the appropriate markings on the documents themselves. 

(3) Page Markings. Interior pages of classified documents shall be 
conspicuously marked or stamped at the top and bottom with the highest classi
fication of the information appeartng thereOt>, or t;he designation UNCLASSI
fIED, if all the portions on the page are UNCLASSIFIED. Alternatively, the 
overall classification of the document may be conspicuously marked or stamped 
at the top and bottom of each interior page, when necessary to achieve produc
tion efficiency and so that the particular information to which classification 
is assigned is adequately identified, in accordance with paragraph b(5) below. 
In any case, the classification marking of a page shall not supersede a lower 
level of classification 'indicated by a portion marking applic.able to informa
tion on that page. 

(4) Component Markings. The major components of complex documents 
are likely to be used separately. In such instances, each major component 
shall be marked as a separate document utilizing the classification marking 
requirements of this manual. Examples include: (i) each annex, a~~endix, 
or sim'ilar component of a plan, program, or project description; (~~) 
attachments and appendices to a letter; and (iii) ~ach major part of a 
report. If an entire major component is UNCLASSIFIED, the first page of 
the component may be marked at the top and bottom with the designation 
"UNCLASSIFIED" and a statement included, such as, "All portions of this 
(annex, appendix, etc.) are UNCLASSIFIED." When this method of marking is 
used, no further markings are required on the unclassified major component. 

(5) Portion Markings. Each section, part, paragraph, or similar 
portion of a classified document shall be marked to show the highest level 
of its classification, or that such portion is unclassified. Portions of 
documents shall be marked in a manner that eliminates doubt as to which of 

* 
* 
* 
* 
* 

* 

its portions contain or reveal classified information. For the purpose of 
applying these markings, a portion or paragraph shall be considered a distinct 
section or subdivision of a chapter, letter, or document dealing with a 
particular point or idea which begins on a new line and is often indented. 
Classification levels of portions of a document shall be shown by the 
appropriate classification symbol placed immediately following the portion's 
letter or number, or in the absence of letters or numbQrs, immediately before 
the beginning of the portion. In marking portions, the parenthetical symbols 
"(TS)" f~r TOP SECRET, "(S)" for SECRET, "(C)" for CONFIDENTIAL, and "(U)" for 
UNCLASSIFIED shall be used. When appropriate, the symbols "RD" for RESTRICTED 
DATA and "FRD" for FORMERLY RESTRICTED DATA shall be added, for example, 
"(S-RD)" or "(C-FRD)." In addition, portions that contain Critical Nuclear 
weapon'Design Information (CNWDI) will be marked "(N)" following the 
classification, for example, "(TS-RD)(N)." 
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(a) Portions of U.S. documents containing foreign government 
information shall be marked to reflect the country or international organiza
tions of governments of origin as well as the appropriate classification. {for 
example. "(NATO-S)" or "(U.K.-C)." or "(NATO-R)" for NATO-RESTRICTED). except 
where such markings would reveal that the information is foreign government 
information. when that fact must be concealed. or if a confidential source or 
relationship not otherwise evident in the document is revealed. Where a UA 
determines that this information would be revealed. the classification 
specifications and source documents furnishp.d to contractors will not bear 
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this information. and in these cases contractors will not identify the foreign 
governments in any classified material generated. See paragraph e below for 
other marking requirements for foreign government information. 

(b) When illustrations. photographs. figures. graphs. drawings. 
charts. or similar portions are contained in classified documents they shall 
be marked clearly to show their classified or unclassified status. In this 
instance, such markings shall not be abbreviated and shall be prominent and 
placed within or contiguous (touching or near) to such a portion. Captions of 
such portions shall be marked on the basis of their content alone by placing 
the symbol "(TS)." "(S)." "(C)." or "(U)" immediately preceding the caption . 

(c) If, in an exceptional situation, parenthetical marking in 
the portions is determined to be impractical, the classified document shall 
contain a description sufficient to identify the exact information that is 
classified and the classification level(s) assigned to it. For example, each 
portion of a document need not be separately marked if all portions are 
classifled at the same level, provided a full explanation is included in the 
document. 

(d) When elements of information in one portion or paragraph 
require different cl-sssifications. but segregation into separate portions or 
paragraphs would destroy continuity or context. the highest classification 
required for any item shall be applied to that portion or paragraph. 

(6) Subject and Title Markings. Subjects and titles of documents 
shall be selected, if possible. so as not to require classification. A 
classified subject or title shall be marked with the appropriate symbol (TS), 
(S), or (C) placed immediately following and to the right of the item. An 
unclassified subject or title shall be marked with a (U) ?loced immediately 
following and to the right of the item. When applicable, other appropriate 
symbols. for example, "(RD)," "(FRD)," "(N)." or "(NATO)" shall be added. 

(7) Downgrading/Declassification and "Classified by" Markings. 
Procedures for marking downgrading and declassification instruct-.i,ons, and for 
completion of the "Classified by" line are prescribed in appendix II. These 
markings shall be placed either on the cover. first page. title page. or in a 
similarly prominent position on classified documents. 

(8) Additional Markings. In addition to the markings sped.f.ied 
above. classified material shall be marked. if applicable. with one or more 
of the notations prescribed below. or other markings specified by a UA. The 
appropriate notation shall be printed. stamped. typed, or otherwise affixed 
conspicuously at least once on classified material possessed 1/, prepared. 
or reproduced by the contractor. In addition. when a copy. extract. or 
paraphrase of a document contains classified information. or when a page. 
chapter, or other component is separated from such a document, the extract 
or component shall also be conspicuously marked at least once with the 

1/ Classified material that is already marked with officially prescribed 
additional warning notices that convey in substance the same meanings as 
those prescribed in paragraph b(8) need not be re-marked • 
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appropriate notation. In the case of documents, these warniug notices shall 
be conspicuously marked on the outside of the front cover (if any) or on the 
first page if there is no front cover. When display of warning notices on 
other materials is not feasible, the warnings shall be included in the written 
notification provided to recipients. 

(a) RESTRICTED DATA Notation. The following notation shall be 
affixed on all material which contains "RESTRICTED DATA": 

RESTRICTED DATA 
This material contains RESTRICTED DATA as defined 

in the Atomic Energy Act of 1954. Unauthorized disclosure 
subject to administrative and criminal sanctions. 

(b) FORMERLY RESTRICTED DATA Notation. Except when the 
"RESTRICTED DATA" notation is us.ed, all material containing information in 
the "FORMERLY RESTRICTED DATA" category shall be marked with the following 
notation: 

FORMERlY RESTRICTED DATA 
Unauthorized disclosure subject to administrative 

and criminal sanctions. Handle as RESTRICTED DATA in foreign dissemination. 
Section 144 b, Atomic Energy Act 1954. 

(c) INTELLIGENCE SOURCES OR METHODS Notation. Classified infor
mation or material involving intelligence sources or methods and subject to 
specific dissemination controls shall be marked with the following warning 
notice '!:../: 

'itlARNING NOTICE 
INTELLIGENCE SOURCES OR 

METHODS INVOLVED 

(d) DISSEMINATION AND REPRODUCTION NOTICES. From time to time 
certain UA's may promulgate certain classified information, which the govern
ment agency originating the material has determined should be subject to 
special dissemination or reproduction limitations or both. Statements sub
stantially as follows will be included on the front cover of such documents: 

REPRODUCTION REQUIRES APPROVAL OF 
ORIGINATOR OR HIGHER GOVERNMENT AUTHORITY. 

(Reproduction of all portions of the information contained in such documents is 
absolutely prohibited without the permission of the originating oifice or higher 
government authority.) 

'!:../ Existing stamps and preprinted labels containing the caveat, "Warning 
Notice -- Intelligence Sources and Methods Involved," may be used until 
a replacement stamp is obtained or the supply of labels is exhausted. 
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FURTHER DISSEMINA'I'ION ONLY AS 
AUTHORIZED BY CONTRACTING 

OFFICER 

(Further dissemination within the receiving contractor facility 
persons authorized by the addressee. Dissemination outside the 
prohibited without the permission of the contracting officer.) 

is restricted to 
facility is 

(e) FOREIGN GOVERNMENT INFORMATION. This marking is used on 
lJ. S. documents contiiirilIig "FOREIGN GOVERNMENT INFORMATION" to ensure that such 
information is not declasaified prematurely or made accessible to nationals of 
a third country without the consent of the originator. 

(f) THIS DOCUMENT CONTAINS NATO INFORMATION. This marking is * 
used on U.S. documents which contain extracts from NATO documents to ensure * 
that such information is not declassified or made accessible to nationals of * 
non-NATO countries without NATO approval. * 

c. Marking Specific Types of Material. The following procedures for 
marking specific types of material are not all inclusive. Due to the ~any 
variations that may occur in the preparation of classified materials. every 
possible marking situation cannot be addressed. These procedures are for 
marking various types of material. which are most often encountered by 
contractors. and may be varied to accommodate the physical characteristics 
of the material and organizl..i.ional and operational requirements: 

(1) Artwork. Original artwork shall have the overall security 
classification stamped or conspicuously marked in the top and bottom margins 
of the mounting board and on all overlays and cover sheets. Other markings 
specified in paragraphs b(l) through (8) above also shall be included on such 
documents. as applicable. 

(2) Charts. Maps. Drawings. and Tracings. The appropriate classifi
cation markings for the legend. title. or scale block shall be shown in the 
legend. title. or scale block itself. or in such a manner as to diffe~entiate 
between the overall classification assigned to the document and any classifi
cation assigned to the legend or title !tseJ.f. The overall classification 
of the document shall be marked or stamped at t,he top and bottom of each 
document. Any identifiable portions of such documents shall be marked in the 
manner 'prescribed in paragraph b(5) above. if possible. When the customary 
method of folding or rolling charts. maps, drawings, or tra~ingB. would cov.er 
the classification markings, additional classification markings shall be 
placed so as to be clearly visible when the document is fo~ded or rolled. 
Other mw.~king~ specified in paragraphs b(l) through (8) above also shall be 
included on such documents, as applicable. 

(3) Decks of Automatic Data Process~.ng Punched Car!!!.. When a 
deck of classified automatic data processing punched cards is handled and 
controlled as a single document. only the first and last cards require 
classification markings. An additional card shall be added (or the job 
control card modified) to identify the contents of the deck, and to show the 
appropri~t~ markings specified in paragraphs b(l) through (8) above. Cards 
removed fot separate processing or use, and not immediately returned to the 
deck. shall be protected to prevent compromise of any classified information 
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contained therein. and for this purpose shall be individually marked as 
prescribed in paragraphs b(l) through (8) above. Alternatively, a grouping 
of cards so removed may be controlled as a separate document and so marked. 

(4) ~cuments Produced by ADP Equipment. These documents are 
divided into two groups: (i) printouts and listings which are produced in 
a continuous form, and (i1) all other documents produced by ADP equipments. 

(a) Continuous Form Documents. The overall classification 
markings shall be affixed as prescribed in paragraph b(2) above. Classifica
tion markings of interior pages may be applied by the ADP equipment or by 
other means. If individual pages of a continuous form document are removed or 
reproduced. they shall be marked as prescribed in paragraph b(4) above. The 
other applicable markings may be applied by the ADP equipment or. if not 
practical, by other means. 

(b) Other ADP Produced Documents. Other documents produced by 
ADP equipment shall be marked in the same manner as prescribed by paragraphs 
b(l) though (8) above. 

(5) Files. Folders, or Groups of Documents. Files. folders. 
binders, envelopes, and other items, containing classified documents. when 
not in secure storage, shall be conspicuously marked according to the highest 
classification of any classified document included therein. Classified 
document cover sheets may be used for this purpose. 

(6) Messages. Electron.ically transmitted messages (that is. those 
transmitted via authorized CRYPTOSYSTEMS) shall bear appropriate markings as 
specified in paragraphs b(l) through (8) above. except as noted herein. The 
first item of information in the text shall be the overall classification of 
the message. The message also shall show the date or event for declassifica
tion or the notation "Originating Agency's Determination Required" or "OADR." 
and downgrading action. if applicable. The "Class:f.fied by" line information 
is not required. Portions shall be marked in the manner required for other 
documents. When messageslue printed by an automated system. all markings may 
be applied by that system, provided that the classification markings are 
clearly dist1ngul.,:..hed from the printed text. (NOTE: Th .. highest level 
official identified on the message as the sender. or in the absence of such 
identification. the highest level official at the facility originating the 
message. is deemed to be the classifier of the message. The originator is 
responsible for maintaining adequate records to show the source of an assigned 
derivative classification.) 

(7) Microforms. Microforms are copies usually produced on trans
parent or opaque materials in sizes too small to be read by the unaided 
eye. Accordingly, the appropriate markings as specified in paragraphs b(l) 
through (8) above shall be conspicuously marked on the microform medium or 
its container, so as to be readable by the unaided eye. These markings silall 
also be included on the image so that when the image is enlarged and displayed 
or printed. the markings will be conspicuous and readable. The markings 
specified in paragraph b(7) above may be abbreviated. Further markings and 
handling shall be as appropriate for the particular microform involved. For 
example, roll film microforms (or roll microfilm employing 16, 35. 70. or 105 
mm films) may generaJly be handled as provided for roll motion picture films, 

51 11. 



and decks of "aperture cards" may be handled as decks of automatic data 
processing punched cards. Whenever possible. microfiche. microfilm strips. 
and microform chips shall be handled in accordance with this paragraph. 

(8) Motion Picture Films. Classified motion picture films and video 
tapes shall be marked at the beginning and end of each reel by titles bearing 
the appropriate classification and applicable associated markings. Such 
markings shall be visible when projected. Motion picture fil,l1 and video tape 
containers shall bear conspicuous classification. declassification. and if 
applicable. downgrading markings. Other markings specified in paragraphG b(l) 
through (8) above shall also be applied. if applicable. 

(9) Photographs. Photographs shall be marked in such a manner so 
that a recipient or viewer will know that information of a specified level 
of classification is involved. Negatives and positives shall be marked. 
whenever practical. with the appropriate classification and appli,cable 
associated markings. Roll negatives or positives may be so marked at the 
beginning and end of each strip. Containers for negatives and positives 
shall be conspicuously marked with the highest level of classification of 
their contents. Other markings specified in paragraphs b(l) through (8) above 
shall also be applied. if applicable. All prints and reproductions shall be 
conspicuously marked with the appropriate markings. as specified in paragraphs 
b(l) through (8) above. on the face side of the print. if possible. Where 
such markings cannot be applied to the face side. they may be stamped or 
marked on the reverse side. or affixed by pressure tape label. stapled strip. 
or other comparable means. (NOTE: When self-processing film or paper is used 
to photograp~ or reproduce classified information. all parts of the last 
exposure sha~l be removed from the camera and destroyed as classified waste. 
or the camera shall be protected as classified information.) 

(10) Recordings. ~~gnetic. electronic. or sound recordings shall 
contain a clear statement of the overall classification at the beginning and 
end of the recording which will provide adequate assurance that any listener 
or receiver will know that classified information is involved. Containers for 
recordings shall be conspicuously marked with the appropriate classification 
and applicable associated markings. as specified in paragraphs b(l) through 
(8) above. 

(11) Removable, Automatic Data Processing and Word Processing Storage 
Media. 

(a) ~ernal. Removable information storage media and devices. 
employed with ADP systems and typewriters or word processing systems. shall 
bear external markings clearly indi~ating the appropriate markings as speci
fied in paragraphs b(l) through (8) above. Included are media and devices 
that store recorded information in analog or digit~l form. and are generally 
mounted or removed by the users or operators. Examples include magnetic tape 
reels. cartridges. and cassettes; removable disks. disk cartridges. disk 
packs. and diskettes; paper tape reels; and magnetic cards. 

(b) Internal. In addition. ADP systems and word processing 
systems employing such media shall provide for internally recorded security 
markings to ensure that classified information contained therein. when repro
duced or generated. will bear appropriate markings as specified in paragraphs 
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b(l) through (8) above. (Existing ADP systems and word processing systems. 
that is~ systems previously approved by the CSO. shall provide this internal 
classification identification where the capability exists for implementation 
without extensive system modification. Alternately. where extensive system 
modification would be required for existing systems. an exception may be made 
by the CSO. provided procedures are established to ensure that users and 
recipients of the media. or the information therein. are clearly advised as 
to the appropriate markings for the contents. Requirements for the security 
of nonremovable ADP storage media and clearance or declassification procedures 
for various ADP storage media are contained in section XIII.) 

(12) Translations. Translations of U.S. classified information into 
a language other than English shall be marked to show the U.S. as the country 
of origin. with the appropriate U.S. markings as specified in paragraphs b(l) 
through (8) above. and the foreign language equivalent thereof (see appendix 
XIV of this manual). 

(13) Transmittal Documents. A transmittal document. including 
endorsements and comments when such are added to the basic communication. 
shall carryon its face a prominent notation as to the highest classification 
of information transmitted by it and a legend showing the classification. if 
any. of the transmittal document, endorsement. or comment standing alone. For 
example. an unclassified document that transmits liS an att:tchment a classified 
document shall bear a notation substantially as follows: "Unclassified when 
Separated from Classified Enclosures." 

(14) Transparencies and Slides. Applicable classification markings 
shall be shown clearly on the image of each transparency or slide. and on its 
border, holder. or frame. Other applicable markings as specified in para
graphs b(l) through (8) above shall be shown on the border. holder. or frame. 
if possible. or in the image area. in accompanying documentation. or other 
written notification. When a set of transparencies or slides is handled and 
controlled 8S a single document. only the title slide or transparency requires 
the other applicable markings. Slide and transparency storage containers 
shall also be marked with the appropriate markings as specified in paragraph 
bel) through (8) above. 

(15) Working Papers. Workings papers and material such as notes. 
drafts. and drawings accumulated or created in the preparation of a finished 
document. shall be dated when created and marked in the same manner as pre
scribed in paragraphs b(2) and (3) above. The remainder of the markings 
required by paragraphs b(l) through (8) above need not be affixed to the 
material. until it is entered into the accountability records in accordance 
with paragraph 12. made a part of a permanent record. or dispatched outside 
the facility. 

(16) Miscellaneous Material. Unless a requirement exists to retain 
material such as rejects. typewriter ribbons. carbons. and similar items for a 
specific purpose. there is no need to mark. stamp. or otherwise indicate that 
the information is classified. (NOTE: Such material developed in connectior. 
with the handling. processing. production. and utilization of classified 
informs.tion shall be handled in a manner that ensures adequate protection of 
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the classified information involved and destruction at the earliest practical 
moment.) 

d. Marking of Regraded Documents and Material. Whenever classified 
inforruation is downgraded, declassified, or upgraded, the material shall be 
promptly and conspicuously marked to indicate the change 11. 

(1) Automatic Downgrading or Declassification Actions. Holders of 
classified material may take automatic downgrading or declassification 
actions, as specified by the markings on the material. without further 
authority for the action. All old classification markings shall be canceled 
and the new markings substituted. whenever practical 4/. In the case of 
documents. as a minimum. the outside of the front cover (if any). the title 
page (if any). the first page, and the outside of the back cover (if any). 
must reflect the new classification markings, or the designation UNCLASSIFIED. 
Other material shall be re-marked by the most practical method for the type of 
material involved to ensure that it is clear to the holder what level of 
classification is assigned to the material. Old markings shall be canceled. 
if possible. on the material itself. If not practical. the material may be 
marked by affixing new decals, tags. stickers. and the like to the material or 
its container. 

11 In the interest of providing quick and efficient service on requests for 
classified documents. DTIC re-marks downgraded or declassified documents td 
reflect such action only on the front and back covers and the title. first. 
and back pages. A notice will be affixed by DTlC to the front cover or the 
title page of such documents indicating that it is the responsibility of the 
recipient (the contractor who requested the document) to complete the 
re-marking of the regraded document in accordance with this paragraph. 
Documents originally marked under the provisions of previous E.O.'s may 
contain pages which do not bear any classification markings. Before 
extracting or reproducing the information from these pages. recipients 
should direct any questions they may have concerning the classification of 
an individual page, chapter, section. and the like. to the originator of 
the document. 

~I When the volume of material is such that prompt re-marking of each 
classified item cannot be accomplished without unduly interfering with 
operations, the custodian may attach downgrading and declassification 
notices to the inside of the file drawers cr other storage container in 
lieu of the re-marking otherwise required. Each such notice shall specify 
the authority for the downgrading or declassification action, the date of 
the action, and the storage container to which it applies. ~hen documents 
or other material subject to downgrading or declassification are withdrawn 
from the container solely for transfer to another, or when the container is 
transferred from one place to another. the transfer may be made without 
re-marking, if the notice is attached to the new container or remains with 
each shipment. When the documents or material ere withdrawn for use or for 
transmittal outside the facility, they shall be re-marked in accordauce 
with paragraph d(l) or d(2) above. 

11. 54 

.. 

; 
" '1 

CHANGE 1 
DoD 5220.22-M. 

(2) Other than Automatic Downgrading or Declassification Actions. 
When contrBctors are notified of downgrading or declassification actions 
that are contrary to the markings shown on the material, the material shall 
be re-marked to indicate the change. All old classification markings shall 
be canceled and the new markings substituted. whenever practical 4/. In the 
case of documents, as a minimum, the outside of the front cover (if any), the 
title page (if any), the first page. and the outside of the back cover (if 
any) shall reflect the new classification markings or the designation 
UNCLASSIFIED. In addition, the material shall be marked to indicate the 
authority for the action, the date of the action, and the identity of the 
person or contractor taking the action. Other holders shall be notified if 
further dissemination has been made by the contractor. 

(3) Upgrading Action. When a notice is received to upgrade material 
to a higher level, for example from CONFIDENTIAL to SECRET, or from UNCLASSI
FIED to CONFIDENTIAL, the new markings shall be immeciately entered on the 
material, in accordance with the notice to upgrade, and all the superseded 
markings should be canceled, if applicable. Other holders shall be notified, 
if further dissemination of the material has been made by the contractor. If 
contractor-generated material is inadvertently distributed outside the 
facility without the proper classification assigned to it, or without any 
markings to identify the material as classified, the following procedures 
shall apply. 

(a) Determine that all holders of the material are authorized 
access to it. 

(b) Determine that control of the material has not been lost 
by the communication. (NOTE: ~~en both these conditions are determined to 
exist, then promptly notify 51 all holders of the proper classification and 
markings applicable to the material. If it is found that control of the 
material has been lost or that unauthorized personnel have had access to it, 
a report of the compromise to the CSO under the provisions of paragraph 7d is 
required.) 

e. Marking of Foreign Classified Material. Foreign classified material 
shall be marked in accordance with instructions received from the foreign 
contracting authority, the CSO, or the UA. In any case, if the classifica
tion and the country of origin are in a language other than English, the 
appropriate equivalent U.S. classification and the country of origin will be 
marked on the foreign classified material. Except for the foreign security 
classification designation RESTRICTED, foreign security classification 

'll In the case of material being upgraded, the contractor's written notice 
shall not be classified, unless the notice contains additional information 
warranting classification. In the case of material which was inadvertently 
released as UNCLASSIFIED, the contractor's written notice shall be classi
fied CONFIDENTIAL, unless the notice contains additional information war
ranting a higher classification. The notice should cite the applicable 
DD Form 254 or other classification guide on the "Classifi\:ld by'l line and 
be marked with a declassification instruction such as, "UNCLASSIFIED WHEN 
UPGRADING ACTION IS COMPLETED." 
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designations, including those of international oLganizations of governments, 
such as NATO, generally parallel U.S. classification designations. A table of 
equivalent classifications is contained in appendix XIV. Many foreign govern
ments and international organizations, such as NATO, use a fourth security 
designation identified as RESTRICTED to denote a foreign requirement for 
security protection of a lesser degree than CONFIDENTIAL. Documents received 
by contractors that are marked with any of the classification designations 
listed in the last column of appendix XIV shall be marked RESTRICTED together 
with the country of origin and protected in all respects in the same manner as 
U.S. CONFIDENTIAL, except that foreign RESTRICTED material may be stored in 
locked filing cabinets, desks, or other similarly closed spaces that will 
prevent access by unauthorized persons. 

(1) When foreign government information is incorporated in a 
contractor-generated document, that document s~all be identified in a 
manner to ensure that such information is not declassified prematurely or 
made accessible to nationals of a third country without consent of the 
originator. This requirement may be satisfied by marking the face of the 
document lITith the notation "FOREIGN GOVERNMENT INFORMATION" or with another 
marking that otherwise indicates that the information is foreign government 
information. Portions of documents containing foreign government information 
shall be marked as specified in paragraph b(5)(a) above. All such documents 
containing foreign government information shall include on the "Declassify on" 
line the following notation, "ORIGINATING AGENCY'S DETERMINATION REQUIRED," or 
"OADR," unless the foreign entity has specified or agreed to a date or event 
for declassification. 

(2) U.S. documents which contain extracts of NATO classified 
information shall be marked on the face of the document with the following 
notation: "THIS DOCUMENT CONTAINS NATO CLASSIFIED INFORMATION." This 
notation is required to ensure that NATO information is not declassified or 
maae accessible to nationals of non-NATO countries without NATO approval. 
Portions of such documents shall be marked "NATO" with the appropriate 
classification, for example, (NATO-S) or (NATO-C). The "Declassify on" line 
shall be completed with tne notation, "ORIGINATING AGENCY'S DETERMINATION 
REQUIRED," or "OADR," unless the foreign entity has specified or agreed to 
a date or event for declassification. The marking "FOREIGN GOVERNMENT 
INFORMATION" is not required on these documents. 

f. Marking Wholly Unclassified Material. Normally, wholly UNCLASSIFIED 
material will not be marked or stamped "UNCLASSIFIED," unless it is essential 
to convey to a recipient of such material that: (i) the material has been 
examined specifically with a view to impose a security classification and has 
been determined not to require classification, or (ii) the material has been 
reviewed and has been determined to no longer require classification and it is 
declassified. 

g. Marking Compilations. 

(1) Documents. In some instances, certain information that would 
otherwise be unclassified when standing alone may require classification when 
combined or aSf:ociated with other unclassified information. When classifica
tion is required to protect a compilation of such information, the overall 
classification assigned to the document shall be conspicuously marked or 
stamped at the top and bottom of each page and on the outside of the front 

11. 56 

:", 
,« .. • 

" 

* 

\ 
II 

CHANGE I. 
DoD 5220.22-~ 

and back covers, if any. The reason for classifying the compilation shall be 
stated at an appropriate location at or near the beginning of the document. 
In this instance, the portions of a document classified in this manner need 
not be marked. 

(2) Portions of a Document. If a classified document contains 
certain portions that are unclassified when standing alone, but classified 
information will be revealed when they are combined or associated, those 
portions shall be marked as unclassified, the page shall be marked with 
the highest classification of any information on the page, and a statement 
shall be added to the page, or to the document, to explain the classifi
cation of the combination or association to the holder. This method of 
marking may also be used if classified portions on a page, or within a 
document, will reveal a higher classification when they are combined OT 

associated than when they are standing alone. 

12. Record of Classified Material. 

a. Accountability Records. The contractor shall maintain, at one 
or more control stations, an accountability record of all TOP SECRET and 
SECRET material, and CRYPTO, regardless of classification. The record 
shall include all such classified material received or produced by, or in 
the possession or custody of, the contractor and shall reflect as a minimum: 
(i) the date of receipt or origin, (ii) the activity from which received or 
by which originated, (iii) the classification of the material, (iv) a brief, 
unclassified description of the material and (v) the disposition of the 
material and the date thereof (that is, destroyed, downgraded to CONFIDENTIAL, 
declassified, or dispatched outside the facility). These records shall be 
retained by the contractor for a minimum of 3 years for TOP SECRET material, 
special access material, and CRYPTO, regardless of classification; and for 
SECRET material for 2 years from the date the last item recorded thereon was 
destroyed, downgraded to CONFIDENTIAL, declassified, dispatched outside the 
facility, or transferred to another accountability record. 

b. Inventory/Accounting of Classified Material. When directed by a 
Director of Industrial Security, the contractor shall make an inventory and 
accounting of all TOP SECRET and SECRET material, and CRYPTO, regardless of 
classification, and shall submit a report of all unresolved discrepancies to 
the CSO. The inventory and accounting shall consist of the actual sighting of 
each item listed in the accountability records or an examination of the 
evidence of its proper disposition (the receipt, certificate of destruction, 
authorization to terminate from accountabi!ity, or record of downgrading or 
declassification); and an examination of the contents of all containers 
authorized for storage of classified material to ensure that all TOP SECRET 
and SECRET material, and CRYPTO, regardless of classification, has been 
entered into the accountability records. 

c. Receipt and Dispatch Records. In addition to the accountability 
records required in paragraph a above, the contractor shall maintain a record 
at one or more control stations of all nonaccountable classified material 
received by, or dispatched from, the facility. This record shall reflect as a 
minimum: (1) the date of receipt or di.spatch, (ii) the activity from which 
received or to which dispatched, (iii) the classificatiml of the material, and 
(iv) a brief. unclassified description of the material. These records shall 
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be retained by the contractor for a minimum of 
last entry. However if the co t t 2 years from the date of the 
di • n rac or combines this d f spatch with the accountabilit d recor 0 receipt and 
TOP SECRET material. special ac~e::c~:tS ~r~scribed in paragraph a above for 
classification. the 3-year retenti er a • and CRYPTO. regardless of 

on period shall apply. 

d. Control Station Personnel Em 1 
to operate a control station shall b lP oyees designated by the contractor 
facility at which they are ass' dec eared at the same level as the 
to have a TOP SECRET clearance 1~~~Y·ifH~~ever. su~h personnel will be required 
access to. possession of. or custody of TOeppeSE:CsRonE s duties afford him or her 

T material. 
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e. Receipt of Classified M~~erial. When classified material is 
received at the facility. either by m~il. bulk shipment. or messenger. the 
following controls shall apply. 

(1) All classified material shall be delivered unopened to person
nel designated by the contractor to receive it at the control station(s). In 
addition. when U.S. Registered Mail, U.S. Express Mail. U.S. Certified Mail, 
or classified material delivered by messenger is not received directly by the 
designated control station personnel. procedures shall be established to 
ensure that such mail is received by appropriately cleared and authorized 
personnel. for delivery with the inner container unopened to the control 
station(s). In effect, all contractor personnel who handle U.S. Registered 
Mail, U.S. Express Mail. or U.S. Certified'Mail shall be appropriately 
cleared. 

(2) The package shall be examined for any evidence of tampering and 
the classified contents shall be checked against the receipt. Evidence of 
tampering shall be reported immediately to the CSO, in accordance with para
graph 6a(11). Discrepancies in the contents of a package or absence of 8 

receipt for TOP SECRET or SECRET material, and CRYPTO, regardless of cl&~d~ii
cation. shall be reported immediately to the sender. If the shipment is in 
order, the receipt shall be signed and returned to the sender. For purposes 
of positive identification, the name of the employee signing the receipt shall 
be printed, stamped. or typed on the receipt. In those special cases where 
the sender includes a receipt form with CONFIDENTIAL material. the receiver 
shall execute the receipt and return it to the sender. if the contents of the 
package are in order. 

f. Production of Classified Material. When a contractor produces TOP 
SECRET or SECRET material, and CRYPTO, regardless of classification, account
ability shall be established. as follows. 

(1) TOP SECRET Documents and CRYPTO Docum~!!, Regardless of 
Classification. Such documents shall be entered into the control station 
accountability records when the first of any of the following events occurs: 
(i) the document is retained after the next successive stage in its develop
ment is completed (for example notes converted to draft. final draft placed on 
masters. or photographic prints developed from negatives); (ii) the document, 
including classified working papers and drafts. is retained for more than 30 
days from the date of origination; (iii) the document is reproduced for 
internal purposes (for example. draft review or coordination prior to 
preparation of final copy); or (iv) the document, regardless of its stage of 
development. is transmitted outside of the facility on a temporary or 
permanent basis. 

(2) SECRET Documents. Such documents shall be entered into the 
control station accountability records. when the first of any of the following 
events occurs: (i) the document is retained as a completed document (includ
ing working papers) in excess of 30 days from the date of completion; (ii) the 
document is reproduced for internal purposes; (iii) the document is retained 
as a partially completed document on discontinuance of the work; or (iv) the 
document. regardless of its stage of development, is transmitted outside of 
the facility on a temporary or permanent basis. 
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(3) Other Material. TOP SECRET and SECRET material, and CRYPTO, 
regardless of classification, in other than documentary form, shall be entered 
into the control station accountability records, when the first of any of the 
following events occurs: (i) the material reaches the final stage in the 
fabrication or manufacturing process; (ii) the material is retained for more 
tnan 30 days from the date of origination; or (iii) the material, regardless 
,.: ... .its stage of development, is transmittedoutside of the facility on a 
,','''lporary or permanent basis. 

(4) Incorporation of Classified Material. When a classified 
document or other material is joined to, incorporated in, or otherwise made 
a part of another classified document or item of material. account6bility 
for the incorporated documellt or item of material shall be terminated, and 
accountability for the document or item of material in which it was incor
porated shall be established. The control station records shall be posted 
accordingly. Similarly, when a classified document is disassembled for the 
purpose of creating a new document or an item of material is removed from a 
classified assembly or end item (for example, for testing or replacement), 
accuuntabi1ity for the new material, if classified, shall be established or 
adjusted, as appropriate, in the control station accountability records, and 
the ~ccountability for the basic document or end item shall be terminated, 
provIded the residue is unclassified. 

g. Dispatch of Classified Material. When classified material is to be 
dispatched from the facility, the following rules shall apply. 

(1) The proposed transmittal shall be examined to ensure compliance 
with the preparation for transmission requirements of paragraph 17. 

(2) Receipts, when required by paragraph 17, shall identify the 
classified contents, the control station, and the name and address of both 
sending and receiving facilities. Receipts shall not contain classified 
information. A short title or abbreviation shall be substituted for a 
classified title. 

(3) A duplicate copy of the receipt shall be retained in a suspense 
file until the signed copy is returned. A suspense date (normally not to 
exceed 30 days) shall be established, and follow-up action shall be initiated, 
if the signed receipt is not received within that period. If after the 
follow-up action a signed receipt is not returned or the addressee indicates 
nonreceipt of the classified material, an inquiry shall be conducted, in 
accordance with paragraph 7. Copies of signed receipts for classified 
material shall be retained at the control station for a minimum of 2 years. 

h. Termination of Accountability. 

(1) On notice from the CSO that accountability may be terminated 
for classified material determined to be lost after completion of the in
quiries prescribed in paragraph 7, the contractor shall annotate the ac
countability records to show the date, reason, and authority for terminating 
accountability for the lost material. 

(2) If the location or disposition of the material should subse
quently be determtued, the contractor shall immediately submit a report to the 
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CSO in accordance with paragraph 6a(15). and shall reestablish accountability 
for, or indicate correct disposition of. the material on the control station 
accountability records. 

13. Special Requirements for TOP SECRET. 

a. It is mandatory that an up-to-date record be maintained of all 
persons who are afforded access to TOP SECRET information. A record shall 
be maintained that identifies each item of TOP SECRET material, and shows the 
names of all individuals given access to the item and the date (or inclusive 
dates) on which access by each individual occurre~. In the case of employees 
whose duties require knowledge of the combination of containers of TOP SECRET 
material. the record need only identify the material. the employee(s). and the 
period of time during which access was available. Such records shall be 
retained in the appropriate control station for a period of 3 years from the 
date the material was destroyed. dispatched outside the facility. declassi
fied. or downgraded. This record requirement also shall apply to those 
employees to whom the contractor affords visual or aural access to TOP SECRET 
information. 

b. The number of persons afforded access to TOP SECRET information 
shall be kept to an absolute minimum, and each person shall be individually 
warned against disclosing such information to persons whose duties no not 
require knowledge thereof. 

c. The dissemination of TOP SECRET information should be effp.cted 
orally whenever practical, without the physical transmittal of material. 

d. The transmittal of TOP SECRET material shall be covered by a 
continuous receipt system both within and outside of the facility. 

e. Each copy of a TOP SECRET document shall be numbered in series. The 
copy uumber shall be placed on accountability records and on the distribution 
record and receipt for each TOP SECRET document transmitted. 

f. Only designated employees in the control station, cleared for access 
to TOP SECRET information. shall open incoming TOP SECRET transmittals. De
liveries of TOP SECRET material within the facility shall be accomplished in 
accordance with paragraph 17f. 

g. An annual inventory and accounting of all TOP SECRET material shall 
be conducted in the manner prescribed by paragraph 12b. 

h. TOP Sj'!!C!l.ET material shall be reproduced only with the prior written 
authorizatio'o of the contracting officer (see paragraph 18a). 

i. Transmission of TOP SECRET material outside of the facility requires 
the written authorization of the contracting officer (see paragraph 17b). 

j. Written approval of the contracting officer is required before 
disclosing TOP SECRET information to a subcontractor, vendor, or supplier (see 
paragraph 59a). 
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(b) For the purpose of detecting unauthorized personnel or 
attempted illegal entry to the container, the interior of the room, building. 
or structure (whichever is controlled in accordance with paragraph (a) above) 
in which the container is located shall be patrolled and each container 
inspected at least once during each 2-hour period by a guard, one of whose 
principal duties is safeguarding classified information, and who is supervised 
by a system that provides a written record of the coverage of iU:,7" pOints 
within th~ area. or 

(c) The room, building, or structure in which the container is 
located, or' the container itself, shall be equipped with an alarm system as 
prescribed in paragraph 3S. The response time to an activated alarm shall not 
exceed lS minutes. 

(3) SECRET -- Cab:i.nets, St~ongrooms, and Vaults. When not in use, 
SECRET material shall be stored in a cabinet or vault authorized for the 
storage of TOP SECRET, or in a secur;f.ty cabinet, strongroom, or vault as 
specified in paragraphs (a) through (g) beluw. 

(a) A GSA approved cabinet originally procured from an FSS 
supplie:: and bearing a GSA Test Certific.ation Label ~/ II may be used. 

(b) A Clasa B Vault constructed, in accordance with the 
requirements outlined in append1A IV ~/. may be used. 

(c) A safe, steel file cabinet, or safe-type steel file 
container having an automatic unit locking mechanism and a b~llt-in three
position dial-type changeable combination lock may be used. (See subparagraph 
(4) below.) 

(d) A steel file cabinet secured by a steel bar 10/ and a 
three-position dial-type changeable combination padlock. listed on the GSA 
QualHied Products List as meeting the requirements of Federal Specification 
FF-P-l10 may bp. used. Non-FSS three-position dial-type changeable combination 
padlocks in use at the present time may remain in use until replacement is 
necessary, or ~dditional padlocks are required. (See subparagraph (4) below.) 

(e) A Class C Vault constructed in accordance with the 
requirements of appendix IV ~/. (See &<Abparagraph (4) below.) 

(f) A strongroom may be used, provided the strongroom is 
supplementally controlled by a regularly scheduled 2-hour guard patrol, or is 
equipped with an alarm system as prescribed in paragraph 3S, and response time 
to an activated alarm shall not exceed 15 minutes. (See paragraph F, appendix 
IV, for construction requirements.) 

lQI The keepers of the steel lock bar shall be secured to the cabinet by 
welding, rivets, or bolts, so that it cannot be removed and replaced 
without leaving evidence of the entry. The drawers of the container shall 
be held securely, so that their contents cannot be removed without forcing 
open the drawer. 
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(g) A steel container in a desk pedestal, which encloses the 
container on five sides and is riveted or bolted to the desk ruay be used, 
provided the exposed face of the container is secured by a steel bar and a 
three-position dial-type changeable combination padlock 1!l/. (See 
subparagraph (4) below.) 

(4) SECRET -- Supplemental ControlB. In addition to the cabinets 
and vaults specified in paragraphs (3)(c), (d), (e), and (g) above, during 
non-working hours the following area controls are required ~/. 

(a) Entry to the room, building, or structure in which the 
container is located shall be controlled by a properly cleared, authorized 
employee or guard stationed so as to control admittance to the room, building, 
or strocture, or by a lock that provides reasonable protection against sur
reptitious entry; or by a properly cleared guard stationed at each unsecured 
perimeter entrance to a complex 111 that is enclosed by a physical barrier, 
and prov~~ed further that the area is patrolled D~equately to provide 
reasonable opportunity to detect unauthorized personnel. and 

(b) For the purpose of detecting unauthorized personnel or 
attempted illegal entry into the room, building, or structure (whichever 
is controlled in accordance with paragraph (a) above) in which the container 
is located, the area shall be patrolled at least once during each 4-hour 
period by a proptrly cleared, authorized employee or guard. One of this 
employee's or guard's duties must be safeguarding classified information ~nd 
he or she must be supervised by a system that provides a written record of the 
coverage of key points within the area. or 

(c) The room, building, or structure in which the container 
is located, or the container itself, shall be e~u1pped with an alarm system, 
as prescribed in paragraph 35, and the reoponee time to an activated alarm 
shall not exceed IS minutes. 

(S) CONFIDENTIAL -- Cabinets, Strongrooms. and Vaults. When. not in 
use, CONFIDENTIAL material shall be stored in the same manner as TOP SECRET or 
SECRET material; however, supple~ental cont~ols Rre not required. 

b. Bulky Material. When it is impractical to store classified material 
because of its nature, size, or unique characteristics, in accordance with 
paragraph a above, the contractor shall liafeauard euch I118terial by cont7:o1 of 
the area in which it is located, to the extent required by section IV. 

c. Supervision of Storage Containers. Only a minimum number of 
authorized persons shall possess the combinations to the storage containers or 
have access to the information stored therein. To facilitate investigation of 
a container found open and unattended, a record shall be maintained of the 
names and addresses of persons having knowledge of the combination. Cabinets, 

11/ A complex is a facility or any element tbereQf ~1ch consists or one or 
more buildings or stru~tures phyeically"'.nclosed within a common perimeter 
barrier supplemented by protective measures. which prevent unauthorized 
access and control authorized access. 
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vaults, and other containers in which classified material is stored shall be 
kept locked, when not under the direct supervision of an auth(lrized person 
entrusted with the combination or the contents. In the case of a one-person 
facility, the management official shall inform the CSO of the combination 
of the container. The combination shall be classified, in accordance with 
paragraph 5i, shall be placed in a sealed envelope marked, "to be opened 
upon death or incapacitation of (name of management offid.al)," and shall 
be transmitted to the CSO, in accordance with paragr~ph 17. In addition, 
conspicuously displayed on the outs.ide of the container shall be a notice to 
contact the CSO, prior to opening Qr moving the container. This notice shall 
contain the mailing address of and an appropriate telephone number at the CSO. 
The above provisions pertaining to one-person facilities do not apply to 
cleared one-person facilities of a MFa. For such facilities, provisions 
should be made in the HOF SPP for affixing an appropriate notice on the 
outside of the cabinet, and for furnishing the combination to the FSO of the 
HOF who shall be identified as the official to contact rather than the CSO. 

d. Protection During Nonworking Hours. Unless specified in a UA con
tract, a contractor shall not be required to establish additional conttJls 
over classified material stored in accordance with paragraph a above. 

e. Removal to Residence. Although the contr~ctQr may ha\:e provided for 
adequate storage facilities at the respective residences of his officers, 
directors, and other employees, removal of class: :ied 11.,ia.1s to such dwell
ings for "after hours" work as a convenience to such persons is not authorized. 
These facilities, provided they meet the requiremcL1ts of. this manual, may be 
utilized for temporary storage purposes qnly ~n connection with authorized 
travel when the individual, in order to accomplish the objectives of the trip, 
is authorized to carry classified material ~B prescribed in paragraph 17h, or 
in other cases of necessity on approval ,an official of the facility who 
was cleared in connection with the granti~g of the FCL. In no case will TOP 
SECRET Aaterial be removed to a priYate r('~'idence without: (i) the written 
authorization of the contracting ctficer il\ accordanc.e with paragraph 17b, and 
(ii) approval of the CSO as to '. e security controls to be ma'1ntained over the 
TOP SECRET m~terial while i~ :emairt§ outside of the facility. 

f. Repair pI Damaged Security File Cabinets. Neutralization of lock
outs or re: 11' of any damage which affects the integrity ~f a security file 
cabinet a~lj ~ed for storage of classified information sharl be accomplished 
only p" ?propriately cleared or continuously escorted personnel specifically 
trained ~n approved methods of maintenance, neutralization of lockouts, and 
repair of perforations. 

(1) A GSA approved security file cabinet ia considered to have been 
restored to its original state of security integrity if: 

(a) all damaged or altered parts (for example locking drawer and 
drawer head) are replaced with manufacturer's replacement or identical canni
balized parts, or 

(b) when a container has been drilled immediately adjacent to 
or through the dial ring to neutralize a lockout, the replacement lock is 
equal to the original equipment and the drilled hole is repaired with a tapered 
case-hardened steel rod (for example, dowel and drill bit) '\/ith a diameter 
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slightly larger than th,e hole, and of such a length that when driven into the 
hole there shall remain at each end of the rod a shallow r€cess of not less than 
1/8 inch deep, nor more than 3/16 inch, to permit the acceptance of substan
tial welds, and be weldled both on the inside and outside surfaces. The 
outside of the drawer hlead shall then be puttied, sanded, and repainted in 
such a way that no visible evidence of the hole or its repair remains on the 
outer surface after replacement of the damaged part (for example, new lock.) 

(2) If damagla to a GSA approved or other approved security file 
cabinet fa repaired with welds, rivets, or bolts, which cannot be removed and 
replaced 'without leaving evidence of entry, the cabinet thereafter may be used 
for storage of CONFIDENTIAL mhterial or SECRET material with supplemental 
controls as outlined in paragraph 14(a)4. If the damage is repaired using 
methods other than those specified in paragraph (1) above or this paragraph, 
use of the cabinet shall be limited to unclassified material. 

g. Damage to Approved I'He Cabinets 1/. A list shall be maintained 
by the FSO of all approved file cabinets which have sustained damage other 
than normal marring or scratching from use. Each cabinet listed s~all be 
identified by giving its location and a description of the damage. There 
shall also be on file a signed and dated certification, provided by the 
repairer, setting forth the method of repair used. The list and certification 
shall be retained for the life of the file cabinet and shall be available for 
review during recurring security' inspections. Each such cabinet shall have a 
label posted on the inside of the top drawer to indicate the highest category 
of classified material which may be stored therein. If the damage affects the 
integrity of a GSA approved cabinet, the GSA Approved Security Container Label 
and the GSA Test Certificatinn Label shall be removed. However, these labels 
may be retained by the FSO for a period of 30 days for those GSA approved 
cabinets deSignated for repair to restore their original integrity. If 
integrity is not restored within 30 days, the labels shall be destroyed. 
When a GSA approved cabinet is repaired in accordance with --

(1) Paragraph f(I)(a) above, the replacement locking drawer will 
have its GSA Test Certification Label affixed. In this case the retained GSA 
Approved Security Container Label shall be affixed to the outside of the top 
drawer and the retained GSA Test Certification Label shall be destroyed. 

(2) Paragraph f(I)(b) above, the retained GSA Approved Security 
Container Label shall be affixed to the outside of the top drawer, and the 
GSA Test Certification Label shall be affixed to the inside of the locking 
drawer. 

15. Alternate Storaie Locations. 

a. General. Material classified no higher than SECRET, requiring 
protection in the interest of national defense and essential to continuity of 
production operations, may be duplicated ar.d stored in an alternate le·cation, 
provided the contracting officer approves the use of such storage for informa
tion pertaining to the contract. The provisions of section VI shall apply to 
the procurement of this service. Acceptable alternate storage locations are 
cleared facilities of: (i) a parent, a subsidiary, or another facility of a 
MFO; (ii) a bank offering safe deposit box/vault facilities; or (iii) a 
company providing a protective storage service. 
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b. Security Clearance Requirements. The alternate storage location 
shall be a cleared. facility. PCL requirements will depend on the type of 
service provided. Where the alternate storage facility is required to provide 
both secure storage and other services requiring access to the classified 
information. PCL's are required for employees whose duties will involve access 
to the classified material or responsibility for providing security protection 
for the classified material. Wilen the facility is to provide only secure 
storage space. PCL's are required only for those personnel whose duties 
involve responsibility for security protection of the classified material. 

c. Records. When the alternate storage facility provides both secure 
storage and file service for the classified information. all of the security 
requirements prescribed in this manual shall apply. When the alternate storage 
facility provides only secure storage service. accountability for the alternate 
files shall be maintained on a separate record by the facility which deposits 
the material. 

d. Containers. When the services of a bank are utilized, safe deposit 
boxes will be considered equivalent to FSS security cabinets. provided the 
prime contractor: 

(1) controls the keys to the safe deposit box in the same manner 
that combinations to storage containers are safeguarded. in accordanc~ with 
paragraph 5i; 

(2) utilizes only cleared employees. whose signatures are on file 
with the bank. to deposit and remove classified material; and 

(3) ensures that establiched proce~ures preclude access to the 
classified information by employees of the bank. 

16. Safeguards During Use. Classified materials. when not safeguarded as 
provided for in paragraphs 14a or b. or 34. and when in actual use by author
ized personnel. shall be protected as follows: 

a. keFt under the constant surveillance of an authorized person, who is 
in a physical position to exercise direct security controls over the material; 

b. covered. turned face down. placed in storage containe!'s. or 
otherwise protected. when unauthorized persons are present; and 

c. returned to sto~age containers as soon as practical after use. 

17. Transmission. 

a. Preparation for Transmission of TOP SECRET. SECRET. and CONFIDENTIAL 
Material. 

(1) Outside of a Facility. TOP SECRET. SECRET. and CONFIDENTIAL 
material to be transmitted outside of a facil.:f,.ty shall be enclosed in opaque 
inner and outer containers. except as provided for in paragraph (b). (c). or 
(d) below. If the classified material is printed or writte~. and is of 
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such size as to permit the use of envelopes for wrapping. the classified 
information shall be protected from direct contact with the inner container 
by a cover sheet or by folding inward. Except as indicated in paragraph (e) 
below. the inner container shall be addressed. return addressed, carefully 
sealed. and shall be plainly and conspicuously marked with the classification 
of the contents and. if appropriate, with the notations required by paragraphs 
llb(S), 88a, and 123. The outer container shall be addressed, return addressed. 
and carefully sealed with no markings or notations to indicate that the contents 
are classified. If the outer container is not sufficiently opaque to prevent 
the classification markings on the inner cover from being visible, the inner 
container shall be wrapped with sufficient paper to conceal the markings. If 
the classified material is of a size, bulk, weight, or nature which precludes 
wrapping as described above, materials used for the packaging shall be of 
such strength and durability as to provide protection while in tr~nsit. To 
prevent items from breaking out and to facilitate the detection of tampering 
with the container, the following will be used, whenever practical: seals, 
kraft paper. kraft tape laminated with asphalt and containing rayon fibers 
(snake type) or nylon sensitive tape, puncture resistant material, wire mesh • 
or other knife-slash resistant material. As long as the material is enclosed 
in a double container, the material may be wrapped or boxed in paper, wood, 
metal, or a combination thereof. When transmitting TOP SECRET and SECRET 
material the inner container shall contain a receipt form which identifies 
the addressor. the addressee, and the contents by unclassified or short 
title. Where this is not practical, the receipt shall be sent to the pro-
posed recipient with the advance notice of shipment required by paragraphs 
c(5)(c) and d(3)(d) below, or hand-carried by a responsible employee 
designated to accompany the classified shipment to its destination. When * 
transmitting CONFIDENTIAL material, a receipt form is not required. Special * 
provisions for the packaging of classified material are as follows. * 

(a) The transmission of written materials of different classi
fications. for example, the inclusion of CONFIDENTIAL and UNCLASSIFIED with 
SECRET in a single package. should be avoided. However. when written 
materials of different classifications are transmitted in one package. they 
shall be wrapped in a single inner envelope or container. and the receipt 
re~uired by paragraph (1) above, shall be enclosed. The inner envelope or 
co~tainer shall be marked with the highest classification of its contents. 

(b) If the classified material is an internal component of a 
packageable item of equipment with an outside shell or body. which is not 
classified and which completely shields the classified aspects of the item 
from view, the shell or body may be considered as the inner container. 

(c) If the classified material is an inaccessible internal com
ponent of a bulky item of equipment that is not reasonably packageable, such 
as a missile. the outside shell or body of the item may be considered as the 
outer container, provided the shell or body is not classified. 

(d) If the classified material is an item of equipment that is 
not reasonably packageable and the shell or body is classified. it shall be 
draped with an opaque covering that will conceal all classified features. Such 
coverings must be capable of being secured so as to prevent inadvertent expo
sure of the item. 
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(e) Specialized shipping containers, including closed cargo 
transporters, may be used in lieu of the above packaging requirements. In 
such cases the container m~y be considered to constitute the outer container. 

(f) The address may be omitted from the inner and outer 
container for shipment in full truckload lots, when such an exception is 
contained in the provisions of the contract. The DAR requires that complete 
consignment and marking instructions, to the extent known at the time the 
contract is awarded, be included in the contract to assist in ensuring 
delivery of items to proper destinations without delay. It further requires 
that additional consignment instructions be furnished to the contractor as 
soon as they become known. Under no circumstances will the outer container, 
or the shipping document attached to the outer container, reflect the 
classification of the contents or the fact that the contents are classified. 

(2) Additional Requirements for SECRET Material to be Shipped ,bI 
Commercial Carrier ~/. SECRET material to be transmitted outside a facility 
by commercial carrier shall be prepared for transmission to afford additional 
protection against pilferage, theft, and compromise. Specific provisions for 
shipment of SECRET material are as follows. 

(a) Except as authorized in paragraph 17a(1), SECRET material 
shall be shipped in hardened containers (see paragraph 3as), unless specifi
cally authorized otherwise by th£ contracting officer or his or her designated 
representative. 

(b) The outer container shall be plainly and conspicuously 
marked, labeled, or tagged with the words, "Protective Security Service 
Required" (see paragraph 3bq). 

(c) Carrier equipment shall be sealed by the shipper, or 
at his or her direction, when there is a full carload, a full truckload, 
exclusive use of the vehicle, or a closed and locked compartment of the 
carrier's equipment is used. The seals shall be numbered and the number 
indicated on all copies of the BL. When seals are used, the BL shall be 
annotated substantially as follows: 

DO NOT BREAK SEALS EXCEPT IN CASE OF EMERGENCY OR UPON PRIOR 
AUTHORITY OF THE CONSIGNOR OR CONSIGNEE. IF FOUND BROK~ OR 
IF BROKEN FOR EMERGENCY REASQNS, APPLY CARRIER'S SEALS AS SOON 
AS POSSIBLE AND IMMEDIATELY NOTIFY BOTH THE CONSIGNOR AND THE 
CONSIGNEE. 

~/ Commercial carriers have been issued instructions in the "Carrier 
Supplement to Industrial Security Manual for Safeguarding Classified 
Information," 000 5220.22-C applicable to their responsibilities for 
transmissions of SECRET controlled shipments. 
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L (d) The notation "Protective Security Service Required" .!l/ 
shall be reflected on all copies of the BL. The BL will be maintai~ed in a 
suspense file to follow up on overdue or delayed shipments. 

(3) Within a Facil~. TOP SECRET, SECRET, and CONFIDENTIAL 
material shall be prepared for transmission within a facility in such manner 
as to ensure a degree of security protection adequate for the method of trans
mission to be used, using guidance contained in paragraph (1) above. Material 
does not require double wrapping for intraplant transmission. However, in all 
cases, adequate measures shall be taken to protect against unauthorized 
disclosure of classified information. 

b. Method of Transmission of TOP SECRET Material Outside a FacilitI' 
When a contractor is authorized in writing, by the contracting officer or his 
or her deaignated representative, TOP SECRET material may be transmitted by: 
(i) specifically designated escort or courier cleared for access to TOP SECRET 
information (military, U.S. civilian employee, or a responsible employee desig
nated by the contractor, except that the contractor employee shall not carry 
classified material across international boundaries); (ii) Armed Forces Courier 
Service, in accordance with the instructions of the contracting officer; and 
(iii) by electrical means in a CRYPTOSYSTEM approved for encryption of TOP 
SECRET information. Under no circumstances shall TOP SECRET material be 
transmitted through the U.S. or company mail channels. 

c. Method of Transmission of SECRET Material Outside a Facility. 
SECRET material shall be transmitted by one of the following means within and 
between the U.S., Puerto Rico, or a U.S. possession or trust territory. 

(1) SECRET material shall be transmitted by one of the means 
established for TOP SECRET. 

(2) SECRET material shall be transmitted by U.S. Registered Mail, 
including U.S. Registered Airmail, through U.S. civil postal facilities or 
Army, Navy, or Air Force postal facilities. Addresses may be obtained from 
the "DoD Activity Address Directory," 000 4000.25-0 (a reference copy is 
located at the CSO), or from the ACO/PCO. A copy of 000 4000.25-0 may also be 
purchased from the GPO. 

(3) SEC_5T material shall be transmitted by appropriately cleared 
employees of the conl;(tactor who have been designated and briefed in their 
responsibilities as cuuriers or escorts for protecting the SECRET material. 
When such couriers or escorts are utilized, the classified material remains 
under the constant custody and protection of the contractor personnel at all 
times and the commercial transportation service (ship, rail, air, or truck) 
is not required to have a FCL. Escorts or couriers shall alwl1Ys accompany 
shipments when rail or ship transportation is involved (see appendix IX for 
use of escorts for classified shipments and appendix X for hand-carrying of 
classified documents aboard commercial passenger aircraft). 

11/ In such cases the SECRET shipment shall be routed via a cleared commercial 
carrier under a tariff, tender, or contract that provides PSS in accord
ance with the 000 5220.22-C. 
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(4) SECRET material shall be transmitted by electrical means 
Over approved CRYPTOGRAPHIC communication circuits (telephone, wire, radio, 
or an intercommunication system), including computer data, but only with the 
prior written approval and in accordance with the instructions of the con
tracting officer. 

(5) SECRET material shall be transmitted by commercial carriers 14/ 
(air or surface) only when the size, bulk, weight, nature of the shipment, -
shipping costs, or escort considerations make the use of the foregoing methods 
impractical. Only qualified carriers (see paragraph 3bs) will be used for the 
transmission of SECRET material. When the services of a commercial carrier 
are required, the contractor as consignor shall be responsible for the fol
lowing. 

(a) The contractor shall utilize a qualified carrier selected by 
the U.S. Government that will provide a single line service from point of origin 
to destination, when such service is available, or by such transshipping pro
cedures as may be specified by the U.S. Government. and 

(b) The contractor shall request routing instructions, including 
designation of a qualified carrier, from the contracting officer or designated 
representative (normally the government transportation officer.) The request 
shall specify that the routing instructions are required for the shipment of 
SECRET material via Protective Security Service (DO NOT ABBREVIATE THIS) and 
include the point of origin and point of destination. or 

(c) As an exception to the general requirements enunciated 
above, if time is of the essence and the total shipment weighs less than 200 
pounds gross, the contractor, as consignor, may make arrangements directly 
with a cleared commercial carrier to provide PSS for the transporting of 
the SECRET shipment when a CBL is to be used. This exception may not be 
utilized for COMSEC or SENSITIVE COMPARTMENTED INFORMATION material without 
the approval of the PCO. Under this exception the contractor must specify 
to the commercial carrier that SECRET material is to be shipped and that PSS 
fs required. The points of origin and destination must also be provided. 
Verifications of the clearance of the commercial carrier and the fact that it 
provides PSS are to be obtained from the CSO of the HOF of the carrier prior 
to release of any classified material. and 

(d) The contractor shall notify the consignee (including U.S. 
Government transshipping activity) of the nature of the shipment, the means of 
the shipment. numbers of the seals. if used. and the anticipated time and 
date of arrival by separate communication at least 24 hours in advance. (or 
immediately on dispatch if transit time is less than 24 hours) of the arrival 
of the shipment, in order that the consignee may take appropriate steps to 
receive and protect the shipment. This notification shall be addressed to the 
approp.riate organizational entity in the same manner as provided in paragraph 

l!1 Commercial carriers may be used only within and between the 48 contiguous 
States and the District of Columbia or wholly within Alaska, Hawaii. Puerto 
Rico, or a U.S. possession or trust territory. 
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17k and not to an individual. Request the consignee activity (including a 
military tran,sshipping activity) to notify the consignor of any shipment not 
received within 43 hours after the estimated time of arrival indicated by the 
consignor. In addition. the consignor shall annotate the BL to require the 
carrier to provide immediate notice to the consignor of any delay en route, 
regardless of the reason of delay. On receipt of either, the consignor shall 
immediately request the carrier to trace the shipment and shall notify his or 
her CSO, in accordance with paragraph 6a(10). of the delay in the delivery of 
the classified material and the circumstances as known to the consignor. 
Subsequent developments concerning the delayed shipment shall also be reported 
to the CSo. A copy of the report shall also be submitted to the contracting 
officer concerned or his or her designated representative. The consignee, 
consignor, and carrier are required to take similar inquiry and reporting 
action if a shipment is received with broken seals, or the numbers on the 
seals do not match those on the advance notice of shipment. 

(6) SECRET material shall be transmitted by a commercial messenger 
service which has been granted a SECRET FCL and is engaged in the intra
City/local area delivery (same day delivery only) of classifi2d material 
between cleared contractors, or between cleared contractors and a UA and/or 
the U. S. Post Office. Transmissio"tl of COMSEC information and SENSITIVE 
COMPARTMENTED INFORMATION will not be released to a commercial messenger 
service without contracting officer approval. 

(7) SECRET material shall be transmitted by such other methods 
directed through specific instructions from the contracting offic~r or his or 
her designated representative, because of special conniderations ()~ the nature 
of the shipment (for example. explosives, high priority items, nu(~lear weapons 
or direct shipments between military installations) 11/· 

d. Method of T~ansmission of CONFIDENTIAL Material Outside a Facilitv 
15/. Such material shall be transmitted by one of the following means within 
and between the U.S •• Puerto Rico, or a U.S. possession or trust territory. 

(1) One of the means established for SECRET in paragraphs c(l). (2). 
(3), (4), (6), and (7) above l!/ may be used. 

(2) U.S. Express Mail li/ or U.S. Certified Mail for CONFIDENTIAL 
material may be used. However, U.S. Registered Mail shall be used for trans-

11/ 

li/ 

When a shipment by truck is contemplated for classified CM (CONFIDENTIAL 
or SECRET), the contracting officer will issue specific shipping 
instructions requiring a driver holding a final SECRET clearance in 
addition to the military escort normally provided for such shipment8. 

U.S. Express Mail is a premium tnail service consisting 
snd regular service. The servic:e is intended for. but 
by, the busines~ mailer or othelr large volume users of 
service is a high-speed intercity delivery system that 
the requirement to hand-carry CONFIDENTIAL material in 
notice. Additional information is available through a 
customer service representative regarding the specific 
available. 

71 

of both programmed 
not limited to use 
the mails. The 
usually can negate 
cases of short 
local postal 
options that are 

17. 



mittal of such material between any of the following points: the CONUS. 
Alaska. Hawaii. Puerto Rico, or a U.S. possession or trust territory. 
Addresses may be obtained from the '!Department of Defense Activity Address 
Directory," DoD 4000.25-D (a reference copy is located at the CSO). or from 
the ACO/PCO. A copy of the DoD 4000.25-D may be purchased from the GPO. 

(3) A commercial carrier li/ (air or surface) may be used only when 
the size. bulk. weight, nature of the shipment, shipping costs, o~ escort 
considerations make the use of the foregoing methods impractical. The 
commercial carrier must be authorized by law. regulatory body. or regulation 
to provide the required transportation service and a determination must be 
made by MTMC that the carrier has a tariff, government tender, agreement. 
or contract that provides a SSS. A FCL is not a requirement. The foregoing 
information may be obtained from the contracting officers or their designated 
representatives. In addition to the aforementioned coordination with the 
contracting officers or their designated representatives, the contractor. as 
consignor shall: 

(a) utilize containers of such strength and durability as 
to provide security protection to prevent items from breaking out of the con
tainer. and to facilitate the detection of any tampering with the container 
while in transit; 

(b) indicate on the BL, "Signature Security Service 
Required" -- in addition. the consignor shall annotate the BL to require 
the carrier to notify the consignee immediately. if the shipment is delayed 
en route for any reason; 

(c) instruct the carrier to ship packages weighing less than 
200 pounds gross in a closed vehicle or a closed portion of the carrier's 
equipment; and 

(d) notify the consignee (including a U.S. Government trans
shipping activity) of the nature of the shipment. the means of shipment. and 
the anticipated date and time of arrival by separate communication at least 24 
hours in advance (or immediately on dispatch if transit time is less than 24 
hours) of the arrival of the shipment in order that the consignee may take 
appropriate steps to receive and protect the sh!pment. This notification 
shall be addressed to the appropriate entity in the same manner as provided 
in paragraph 17k and not to an individual. Request the consignee (including 
a military transshipping activity) to notify the consignor of any shipment 
not received within 48 hours. after the estimated time of arrival indicated by 
the consignor. On receipt of such notice, the consignor shall immediately 
request the carrier to trace the shipment and shall notify his or her CSO. in 
accordance with paragraph 6a(10). of the delay in the delivery of the classi
fied material and the circumstances as known to the consignor. Subsequent 
developments concerning the delayed shipment shall also be reported to the 
CSO. A copy of the report shall also be submitted to the contracting officer 
concerned or his or her designated representative. for forwarding to the MTMC. 

e. Method of Transmission of SECRET and CONFIDENTIAL Material Outside 
of Areas Enumerated in Paragraphs 17c and d. SECRET and CONFIDENTIAL material 
shall be transmitted only under the provisions of the contract or with the 
written authorization of the contracting officer. However, when the classified 
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material had previously been authorized for export under a State Department 
license or letter, the contractor shall notify the contracting officer of the 
classified material to be transmitted outside of the areas enumerated in para
graphs c and d above. A contractor shall not transmit classified material 
directly to a foreign government or firm. The only exception to this would be 
when a foreign government. with whom the U.S. has entered into a reciprocal 
agreement pert-aining to the filing of classified patent applications in the 
respective countries, has authorized its U.S. patent agent to return its 
foreign classified information directly to that foreign government. Except 
as noted above. transmission shall take place between the contractor and a 
designated U.S. Government representative for forwarding to the foreign 
activity. This is known as transmission by government-to-government channels. 
Transmittal arrangements shall be made by the CSO. when the foreign firm or 
government has awarded a contract to the U.S. contractor. When authorized. 
SECRET' and CONFIDENTIAL material shall be transmitted by one of th.e following 
means. 

(1) SECRET and CONFIDENTIAL material shall be accompanied by a 
contractor employee. courier or escort. who is cleared for access to the 
classified information involved and who has been designated by the contractor. 
provided: (i) the classified material is not transported across international 
borders (this does not preclude use of regularly scheduled nonstop flights on 
U.S. carriers between the U.S. mainland and Alaska. Hawaii. Puerto Rico. or 
U.S. possessions or trust territories); (ii) time limitations do not permit 
the use of U.S. Government channels; (iii) an appropriate courier or escort 
authorization is issued to the employee; (iv) the transmission is begun and 
completed during normal daytime duty hours of the same day and is by surface 
means only and within the national borders of the country within which the 
transmission takes place; and (v) the employee can comply with the specific 
security instructions for the safeguarding of classified material involved; 
that is, storage at a U.S. Government installation within the country 
concerned. 

(2) SECRET and CONFIDENTIAL material shall be accompanied by a 
U.S. Government civil service employee or military person who is cleared for 
access to the level of the classified information involved and who has been 
designated by the contracting officer. (Appropriately cleared officers of 
the Department of Navy. Military Sea Transportation Service Civilian Marine 
Personnel, may also be designated as escorts by the contracting officer.) 
Foreign carriers may not be utilized. unless the designated escort has con
tinuous physical control of the material being transported. 

(3) SECRET and CONFIDENTIAL material shall be transmitted by 
registered mail through U.S. Army, Navy, or Air Force postal facilities. If 
the intended recipient is not authorized to receive classified material through 
APO channels, arrangements shall be made with an activity which is so authorized 
to receive and hold the classified material pendin& pick~~p by the intended 
recipient. 

(4) SECRET and CONFIDENTIAL material shall be transmitted by U.S. 
and Canadian registered mail with registered mail receipt to and from Canada 
in accordance with instructions from the contracting officer and via a U.S. or 
a Canadian government activity. 
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(5) SECRET and CONFIDENTIAL material shall be transmitted by 
Armed Forces Courier Service in accordance with specific instructions from the 
contracting officer. 

(6) SECRET and CORPIDENTIAL material shall be transmitted in 
accordanc~ with specific instructions fro. the ccntracting officer. whenever 
the nature of the classified .hipaent does not lend itself to transmission by 
any of the above methods. In such cases. the proceduree for advance notice to 
consignee. reporting of delayed receipt. and so on set forth in paragraph 
c(5)(d) above apply. 

f. Method of Transmiosicn of TOP SECRET. SECRET, and CONFIDENTIAL 
Material Within a Facility. This material shall be transmitted within a 
facility by a responsible employee designated by the contractor who has been 
cleared for access to the cateaory of classified in.formation involved. 'Also. 
a responsible subcontractor guard who is employed on a full-time basis at * 
the facility. possesses an appropriate PCL, and has been designated and * 
briefed by the contractor, may be utilized to transmit SECRET and CONFIDEN- * 
TIAL material. The classified material shall remain uncler the direct sur- * 
veillance of the designated individual at all times. This material may be * 
t=ansmitted by electrical means over approved CRYPTOGRAPHIC communications * 
circuits with the prior written approval and in accordance with instructions 
of the contracting officer. or other approved circuits with the pr::",r J.iritten 
approval of the CSo. 

g. Inspection of Classified Shipment. On receipt of a classified ship
ment. the consignee shall examine it to ensure that there is no evidence of 
tampering (see paragraph 12e(2». Evid~nce of tampering shall be reported to 
the CSO in accordance with parasraph oa(11). 

h. Protection En Route by Contractor Employees. When employees desig
nated by the contractor are used to transmit or carry classified material, 
the storage provisions of parasraph 14 shall apply at all 8t~ps en route to 
destination. unless the material is retained in the personal possession of the 
employee at ell times. This involves constant surveillance by the employee 
who is in a physical position to exercise direct security controls over the 
material at all times. The hand-carrying of classified ~aterial on trips that 
involve an overnight stopover is not permissible. unless arrangements are made 
in advance of departure for overnight storage of the hand-carried classified 
material in a U.S. Government installation or a cleared contractor's facility. 
Transmission or carrying of classified material shall not be authorized when 
there is doubt as to whether the aateri,al can be properly handled and 
protected. Additional special requirements for hand-carrying of envelopes 
containing classified documents aboard co~rcial passenger aircraft are 
contained in appendix X. These procedures, however, apply to classified 
documents only. Instructions for hand-carrying classified hardware and other 
bulky packages aboard commercial passenger'aircraft shall be obtained from the 
CSO on a ~a8e-by-case basis. 

i. Additional Protection in Connection With Visits. When classified 
material. other than TOP SECRET. is required on a visit, such material sha!l 
be addressed by the contractor to his or her employee making the visit and 
shall be transmitted to the destination being visited. to be held for the 
employee, in accordance with paragraphs c(2) or d(2) above. This method 
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also shall be used for t~e return of the material. However. if contractors 
determine that time limitations do not 'permit mailing materials required 
during visits. they may authorize the employees concerned to carry the 
classified material, subject to the provisions of paragraph h above. An 
inventory of the material shall be made prior to departure and retained at 
the control station. A copy of the inventory shall be carried by the 
employee. Only that classified material absolutely essential to the purpose 
of the visit may be carried by the employee. On the employee's return from 
the visit. an inventory shall be made of the material for which he or she 
is charged. If, in connection with the purpose of the visit. classified 
material is not returned to the facility. a receipt shall be obtained and the 
transaction shall be recorded in the records of the contrvl station. in 
accordance with paragraph 12. However. should there be a need to leave 
CONFIDENTIAL material at the facility visited. a receipt is not necessary. 
except if otherwise required in accordance with paragraph 12. 

j. COMSEC Information. Classified COMBEC information shall be 
transmitted as prescribed in the "COMSEC Supplement to Industrial Security 
Manual for Safeguarding Classified Information" (CSISM). DoD 5220. 22'-S-1. 

k. Addressing Mail or Shipments of Classified Material. Ex.cept as 
provided below. mail or shipments containing classified material shall be 
addressed to the Colltllander or Head of the UA activity or installation 
(Commander. Commanding Officer. Director. TO. or similar designation) or 
to the cleared facility concerned, using the appropriate business name and 
address, and not to an individual. This does not prevent use of office code 
letters or numberR, or such phrases in addition to the address as. "ATTN: 
Research Dept •• " or similar aids in expediting internal routing. 

(1) When it is considered desirable or appropriate to direct SECRET 
or CONFIDENTAL material to the attention of a particular employee of a facility 
or UA. other than to a consultant as prescribed below. the identity of the 
intended recipient shall be indicated on an attention line on the inner con'
tainer or on an attention line placed in the letter of transmittal. If such 
mail is to be delivered directly to the s!lecified em,ployee. a procedure shall 
be established to ensure that all classified enclazures are promptly entered 
into the facility's document control system in accordance with paragraph 12. 

(2) When transmitting SECRET or CONFIDENTIAL material to an 
individual operating as a cleared facility or angaged as a Type B or C 
Consultant. or to any facility at which only one employee is assigne~. the 
contractor shall specify on the outer container: "TO BE OPENED BY ADDRESSEE 
ONLY." Further. the outer container shall be annotated: "Postmaster -- Do 
Not Forward. If undeliverable to Addressee. Return to Sender." Postal 
regulations allow "Restricted Delivery" mail to be delivered to the addressee 
or to an agent the addressee has authorized ~.n writing to receive "Restricted 
Delivery" n-.ail. In all such instances. only app'ropriately cleared personnel 
shall be designated as agants for the addres~ee. Type C Consultants shall 
make arrangements to ensure that all incoming U.S. Certified Mail. U.S. 
Registered Mail. and U.S. Express Mail addressed to them in their capacity as 
independent consultants is delivered unopened to them personally through their 
employC!r's mail distribution system before entering it into their employer's 
document control system. 
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1. RESTRICTED DATA and FORMERLY RESTRICTED DATA. RESTRICTED DATA and 
FORMERLY RESTRICTED DATA shall not be transmitted or otherwise made available 
to any regional defense organization or foreign government, except under the 
provisions of the Atomic Energy Act of 1954, as amended, and in accordance 
with instructions issued by the contracting officer concerned. 

18. Reproduction. All reproductions of classified material shall be marked 
or stamped with the same classification as the original. Only sufficient 
copies necessary to meet operational requirem.ents shall be prepared, 8:,.~d 

reproductions shall be destroyed, if otherwise proper, as soon as they have 
served their purposes. Reproduction of classified material shall be made only 
on equipment specifically designated for the reproduction of classified 
material. Rules governing the use of such designated equipment will be 
conspicuously poste.d on or near the equipment. Further, appropriate warning 
notices prohibiting reproduction of clasaified material shall be posted on or 
near equipment used only for the reproduction of unclassified material. 

a. Reproduction by Authorization Only. The contractor shall not make 
nor permit to be made without prior written authorization of the contracting 
officer, or his or her designated representative, any photograph or other 
reproduction of TOP SECRET information, SECRET information (when apecifically 
prohibited), or CRYPTO information, regardless of classification, for any 
purpose. However, if the contract is for a TOP SECRET, SECRET, or CRYPTO 
report, then ar,ditiOLlai reproduction authority is not necessary. (See 
paragraph 87a regarding restrictions on the reproduction of COSMIC TOP SECRET 
information.) In clddition, TOP SECRET and SECRET material originated by the 
DOE or its contractors may be reproduced only with the consent of the 
originator or higher authority within the responsible DOE activity. 

b. Reproduction Not Requiring Authorization. The contractor may 
reproduce, without prior authorization of the contracting officer, non
CRYPTO information classified SECRET (unless specifically prohibited) or 
CONFIDENTIAL, when such reproduction is essential to the: 

(1) performance of the contract, 

(2) preparation of a solicited or unsolicited bid, quotation, or 
proposal to a UA of the U.S. Government or another authorized contractor for 
U.S. Government work, 

(3) correspondence in connection with the contract, and 

(4) preparation of patent application to be filed in the U.S. 
Patent Office. (This paragraph shall not be deemed to authorize the filing of 
patent applications, and such applications shall not be filed. except as 
specifically provided in the contract). 

c. Records. The contractor shall maintain a record of the number of 
copies of all TOP SECRET, SECRET. and CRYPTO material, regardless of classifi
~ation, that is reproduced. Reproduction records shall be retained by the 
contractor, for. a min.imum of 3 years for TOP SECRET, CRYPTO, or other special 
access material and for a minimum of 2 years for SECRET, and shall be incor
porated in the control station records required by paragraph 12. 
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d. Additional Markings. When reproducing classified material, any 
additional marking shown on the original shall be shown on all reproductions. 

19. Destruction. 

a. Requirement for Destruction. The contractor shall establish a 
program for the review of classified material for the purpose of reducing 
to an absolute minimum the quantity on hand at any given time. With the 
exception of infol~tion listed in paragraph b below, contractors shall 
destroy classified material in their possession as soon as practical. after 
it has served the purpose for which it was: 

(1) released by the government. 

(2) developed or prepared by the contractor. and 

(3) retained after completion or termination of the contract. 

b. Disposition by Specific Authorization. COSMIC TOP SECRET 
material (see paragraph 85c(2» shall not be destroyed. but shall be 
returned to the contracting officer or his or her designated representa
tive. Accountable COMSEC classified material shall be destroyed only when 
destruction is authorized in writing by an appropriate government official. 
In all instances where specific instructions have been issued by the 
contracting officer. such instructions will dictate the disposition to be 
accomplished. 

c. Methods of Destruction. Classified material shall be destroyed 
beyond recognition so as to preclude reconstruction of the classified 
information in whole or in part. The destruction. wh1.ch may be limited 
to those components or portions of the material that incorporate classi
fied ·information. can be accomplished by burning. melting. mutilation. or 
chemical decomposition. In addition. pulping. disintegration, pulverizing. 
or shredding may be used for the destruction of paper products. Methods of 
destruction. other than burning. and the equipment used for such. shall be 
approved by the CSO. Public incinerators may be used only with the prior 
approval of. and under conditions prescribed by. the CSO. The following 
additional requirements pertain to destruction. 

(1) If classified material is removed from the facility for 
destruction. it shall be destroyed on the same day it is removed. 

(2) The equipment and methods used to destroy classified material 
shall be inspected each time destruction is effected to ensure that the 
minimum requiraments approved by the CSO are met. 

(3) When classified paper products are shredded. the residue shall 
not exceed a size greater than 1/32 of an inch in width (with a permissible 
plus tolerance of 1/64 of an inch) by 1/2 inch in length. and shall be 
accomplished in sufficient quantities of material. and types of paper. to 
preclude reconstruction or recognition of the material being destroyed. * 

(4) The SPP shall include specific instructions which apply to the 
method of destruction. and shall inc~rporate instructions provided by the CSO. 
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d. Witne88 to Destruction. The destruction of classified material 
shall be accompiished by. or in the presence of. two employees of the 
contractor who possess appropriate security clearances. One shall be a 
responsible employee who has been briefed in the destruction provisions of 
this paragraph. and who has been designated by the contractor to perform the 
destruction. The other shall be a responsible employee or a subcontract 
employee who is working on the premises of the contractor and who has been 
designated to witness the destruction of the classified material. However. 
CONFIDENTIAL material. other than accountable COMSEC material, may be 
destroyed at the facility a'.ld witnessed by: (i) one responsible employee or 
(ii) one responsible subcontractor guard who is employed on a full-time basis 
at the facility, is under the supervision and direction of the FSO, possesses 
an appropriate PCL, has been briefed in the destruction procedures, and has 
been designated to perform and witness the destruction. 

e. Destruction Records and Certificates for TOP SECRET, SECRET, or 
CRYPTO Material. When TOP SECRET. SECRET, or CRYPTO material, regardless of 
classification, is destroyed. the contractor, in addition to maintaining 
accountabilit~ records reflecting the destruction of such material, shall 
execute a destruction certificate indicating the date of destruction and 
identifying the materi~l destroyed. The certificate shall be signed by both 
the individual designated to destroy and the individual designated as a 
witness at the time the material is destroyed. Both individuals shall be 
required to know, through their personal knowledge, that such material was 
destroyed. The contractor may, at his or her discretion, combine the 
information required in the destruction certificate with the accountability 
recorus maintained in accordance with paragraph 12a. On request. a copy of 
the destruction certificate shall be sent to the contracting officer at the 
time of destruction. Destruction records and destruction certificates shall 
be maintained at the control stations established under paragraph 12, and 
shall be retained by the contractor for a minimum of 3 years for TOP SECRET, 
special access. or CRYPTO material. regardless of classification. and for 2 
years for SECRET material. 

f. Classified Waste. Classified waste sha!.: be destroyed as soon as 
practical. in accordance with the provisions of paragraph c above. This 
applies to all waste material containing classified information. such as pre
liminary drafts. carbon sheets. carbon ribbons. plates. stencils. masters. 
stenograph~c notes. worksheets. and similar itp.ms. Typewriter and ADP 
equipment ribbons used in transcribing classified material shall be 
safeguarded in the manner appropriate for the classificat1.on category 
involved. until the ribbon is cycled through the typewriter or printer a suf
ficient number of times to obliterate information contained thereon. Normally 
this can be accomplished if the ribbon is completely 6verprinted five times jn 
all ribbon typing or printing positions. Any ribbon which remains substan
tially stationary (that is. receives at least five consecutive impressions) 
shall be treated as unclassified. CONFIDENTIAL waste. except waste containing 
CRYPTO or other special access information. may be destroyed by one employee 
or one responsible subcontractor guard pursuant to the provisions of paragraph 
d above. Pending destruction. classified waste shall be safeguarded in accor
dance with paragraph 14. Receptacles utilized to accumulate classified waste 
shall be clearly identified. If not promptly destroyed. accountability shall 
be established over that mat~rial containing information classified SECRET or 
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higher. special access information. or CRYPTO. regardless of classification. 
in accordance with paragraph 12f. When destruction does take place. the pro
visions of paragraph e above are applicable. 

g. Alternate Procedure. Where there is onlY,one employee assigned at a 
facility and there is a need to destroy material, one or more of the following 
alternate procedures shall be used for disposal of the classified material. 

(1) Return all classified material eligible for destruction, includ
ing classified waste, to the contractor or UA for whom the classified work is 
being performed, or to another facility of the same MFO. 

(2) Utilize the destruction facilities of another DoD contractor 
or UA, provided that the individual granted use of such facilities retains 
physical custody of the classified material ~.nd personally ensures its complete 
destruction. To satisfy the requirements of paragraphs d and e above. an 
appropriately cleared employee of the contractor or UA providing the destruction 
service may serve as a witness to the destruction and sign the destruction 
certificate. 

,(3) Employ the destruction services of a subcontractor. vendor, or 
supplier specializing in the destruction of classified material, provided that 
the controls set forth in paragraph c above are observed and an appropriately 
cleared employee of another DoD contractor or UA is present to witness the 
destruct:l.on, when required pursuant to paragraph d and e above. 

h. Magnetic Recordings. 

(1) All classified information recorded on magnetic media 'shall be 
safeguarded and accounted for, according to the requirements prescribed in 
this manual for the highest level of classified information ever recorded 
thereon. 

(2) When the classified information recorded on magnetic media 
is itself regraded or declassified, the recording media shall be regraded, in 
accordance with th~ provisions of paragraph lId, and, except when completely 
declassified, safeg.uarded according to the requirements prescribed in this 
manual for the new level of classification. 

(3) P~,ocedures for declassification of magnetic recording media 
are contained in pc:.'ragraph 116. 
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Section III. SECURITY CLEARANCES 

20. General. 

a. An individual shall be permitted to have access to classified 
information only when cleared by the U.S. Government or by the contractor, as 
specified in this section, and the contractor determines that access is neces
sary in the performance of tasks or services essential to the fulfillment of a 
contract or program; that is, the individual has a need-to-kno~ (see paragraph 
3bg). The contractor shall limit the number of personnel processed for clear
ance to the maximum extent possible consistent with contractual obligations. 

b. To be eligible for a PCL, the following age must have been attained. 

For CONFIDENTIAL •.•••......•....... 
For SECRET or TOP SECRET ..•••••.... 

Years 
16 
18 

c. A PCL granted by the DoD, or by a contractor as specified in this 
section, is valid for access on a need-to-know basis to all classified defense 
information at the same or lower category, except for the following. 

(i) Contractor-granted CONFIDENTIAL PCL's ar.e not valid for 
access to RESTRICTED DATA, COMSEC information (see DoD 5220.22-S-1), 
SENSITIVE COMPARTMENTED INFORMATION (see paragraph 75), ACDA classified 
information, NATO information (see paragraphs 85 and 86) (however, a 
contractor-granted CONFIDENTIAL PCL is valid only for access to NATO 
RESTRICTED information and FORMERLY RESTRICTED DATA), or to meet the PCL 
requirement as a prior condition for certification to fill a Critical or 
Controlled Position under the Nuclear Weapon PRP (see paragraph 3bi). 

(ii) Interim SECRET or interim CONFIDENTIAL PCL's are not valid 
for access to RESTRICTED DATA, NATO, or COMSEC, and SENSITIVE COMPARTMENTED 
INFORMATION (however, interim TOP SECRET PCL's are valid for access to 
RESTRICTED DATA, NATO, COMSEC, and SENSITIVE COMPARTMENTED INFORMATION at 
the SECRET level and below). 

* 

* 

(iii) Access under reciprocal clearances is limited as set forth in 
paragraph 31c. 

(iv) PCL's granted to immigrant aliens are not valid for access 
to NATO classified information, COMSEC information, or SENSITIVE CO~frARTMENTED 
INFORMATION. In addition to a final security clearance granted by the DoD, 
specific autborization of the UA is required for access to SENSITIVE COMPART
MENTED INFORHATION. 

d. Personnel shall not be cleared for access to classified information of 
a higher level than the clearance of the facility at which they are en.ployed, 
except for: 

(1) Type A Consultants, as provided in paragraph 68, and 
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(2) employees of a MFa who are physically located at an uncleared 
facility or a facility with a lower level of clearance, who require access 
to a higher category of classified information exclusively in connection with 
the performance of duties at another cleared facility or at a U.S. Government 
installation; or who are transferred to an uncleared facility or to a facility 
with a lower level of FCL within the MFa, provided the contractor desires to 
retain the LaC at the higher level, so it will be available in the event the 
individual is transferred back to a facility at which the clearance will be 
needed. A PCL granted "nder this authority shall not be of a higher level than 
the FCL of the HOF of ..:he contractor, and the LaC will be issued or forwarded 
to the HOF or to the PMF, as appropriate. If the contractor elects to have 
the LaC retained at a PMF, in accordance with paragraph 26k, PCL's granted to 
personnel located within the geographical or functional area of responsibility 
assigned to the PMF shall not be of a level higher than the FCL of the PMF. 

e. All personnel assigned the duty or entrusted with the responsibility 
of safeguarding classified material shall be cleared at the same level as 
the facility to which they are assigned, except that such personnel will be 
required to have a TOP SECRET PCL only if the person's duties require that he 
or she has access to, or possession of, TOP SECRET information, or is exercis
ing control over TOP SECRET areas, as prescribed by paragraph 34. This rule 
shall apply to personnel whose duties involve the safeguarding of classified 
material whether they are acting as guards in addition to other regularly 
assigned functions (guards required by paragraph 34 shall not be assigned 
additional functions which will interfere with their protective duties); 
employed by the contractor for the primary purpose of serving as a member 
of the police, guard, or protective force of the facility; or ~mp10yees of a 
firm awarded a contract to furnish police, guard, or protective services at 
the cleared facility. 

f. The fact that a contractor has qualified for and has been granted 
a FCL shall not be used for advertising, promotional purposes, or in the 
recruitment of employees. Employment advertisements shall not state or 
imply that a PCL is a condition or prerequisite for employment. Reproduc
tion in any manner of the DIS FL 381-R, furnished to the contractor by the 
U.S. Government, shall not be made, except for the necessary records of the 
contractor or unless requested by competent U.S. Government authority. 
Further, the reproduction in any manner of a LaC or security assurance 
furnished by the government to the contractor for his or her employee shall 
not be made, except for necessary records of the contractor, or unless 
requested by competent U.S. Government authority. A copy of the LaC or 
security assurance shall not be furnished the employee named on the form * 
for any purpose whatsoever, nor shall the employee be given any other writ
ten notification of the granting of a LaC or security assurance. However, 
this does not preclude the issuance of a color-coded identification card or 
badge to reflect the level of PCL in accordance with paragraph 8. 

g. When DISCO determines that it is unable to meet the full investiga
tive requirements for the level of PCL requested, the contractor shall be 
advised that such PCL cannot be granted because of such inability, and the PCL 
action shall be discontinued. 

h. Unless administratively terminated, suspended, or revoked by the 
DoD, the clearance of an employee shall be effective so long as he or she is 
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continuously employed by the contractor. and during any period oi reemployment 
by the contractor which commences within 12 months after the cessation of 
prior period of employment. provided DISCO is notified of the reemployment. in 
accordance with paragraph 6b(2). However. if the employee no longer has or 
requires access to classified information and no requirement for such access 
is anticipated in the foreseeable future, the PCL can be administratively 
terminated by complying with paragraph 29. In addition. vhen an employee is 
grant~d a leave of absence, it shall ~ot be considered as an interruption or 
discont.~nuance of employment. provided it does not exceed 1 year. When the 
leave of absence granted the employee exceeds 1 year. the termination date 
reported in accordance with paragraph 6b(2) will be the first day of the leave 
o.t absence. 

i. In all cases in which a contractor furnishes copies of board minutes. 
certificates, or other records. such records shall be on company letterhead or 
identified by typing the contractor's name and address and, in addition. they 
shall indicate the date of submission. 

j. As a general rule. a contractor may be issued only one LOC for each 
cle~red employee. However, in the case of an individual who, pursuant to 
paragraph 22, is required to be cleared in connection with the HOF FCL and who 
has his or her primary place of work at another facility of the MFO, a LaC 
may be issued to both facilities. 

k. Requests for PCL's of personnel required to be cleared in connection 
with a FCL, as prescribed by paragraph 22, who are also RFI'e. shall be s~b
mitted to the CSO. All other requests for PCL's of employees who are RFI s 
shall be submitted to DISCO. RFI's (see paragraph 3bw) are not eligible fOl 
PCL's if: 

(1) the foreign interest involves a Communist country or a citizen. 
firm, or other entity of a Communist country; ~ 

(2) their work as RFI's could create a potential conflict of interest 
situations vis-a-vis their work for the contractor, if PCL's were issued for 
them (a potential conflict of interest situation is considered to exist when 
an individual's technical or scientific endeavors on behalf of a foreign 
interest are similar to his or her technical or scientific endeavors on behalf 
of the U.S. contractor; for example. the individual is performing services as 
a consultant to a foreign government and to a contractor involving the same 
general scientific or technical discipline); ~ 

(3) they are not U.S. citizens or U.S. nationals. This general 
exclusion is not applicable to individuals who are eligible for or have been 
previously granted a reciprocal clearance. in accordance with the provisions 
of paragraph 31. 

Decisions as to whether an individual is eligible for a PCL pursuant to 
paragraph (1). (2), or (3) above are made by DIS. With the exception of 
the foregoing. RFI's are eligible for consideration for PCL's. provided 
they submit statements explaining fully their foreign connections. The 
statement should identify the foreign entity. If it is a business enter
prise, the statement should explain the nature of the husiness and to the 
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extent possible, details as to its ownership. including the citizenship of 
the principal owners or blocks of owners. The statement should fully explain 
the nature of the relationship between applicant and the foreign entity and 
indicate the appt'oximate percentage of the applicant's time devoted to the 
interest of the foreign entity. In addition. the statement shall incorporate 
the provision that the applicant recognizes his or her special responsibility 
to protect classified information from disclosure to any unauthorized person, 
foreign or domestic. Two copies of the statement described above shall be 
included with each request for an initial PCL, transfer of PCL, concurrent 
PCL, or conversion of clearance. In those cases where an individual who is 
cleared (or is in the process of being cleared) becomes a RFI, the contractor 
shall submit a written report, in accordance with either paragraph 6a(4) or 
6b(5). This report shall include the statement described above. In those 
cases where a RFI is required to be cleared in connection with a FCL pursuant 
to paragraph 22, the provisions of paragraph 22f are applicable, in addition 
to the provisions of this paragraph. 

1. Foreign nationals are not eligible for a PCL, except that reciprocal 
clearances may be granted in accordance with paragraph 31. 

m. Except for short-term visits (not in excess of 90 consecutive days 
during any 12-month period) residence or the ~ssignment of a cleared immigrant 
alien outside the U. S., Puerto Rico, Guam, or the Virgin Islana,s negates the 
basis on which the LOC was issued, and it shall be administratively terminated 
without prejudice by DISCO on receipt of notification of such residence or 
assignment (see paragraph 6b(6». 

n. Persons not ,ligible for PCL under the provisions of this section 
shall be granted access to classified information only a& specifically 
authorized in writing by a UA. The granting (If such access is beyond the scope 
of the DoD Industrial Security Program, and all necessary instructions will be 
provided by the UA concerned. 

o. When an interim PCL has been granted and derogatory information is 
subsequently developed, DISCO may withdraw the interim PCL pending completion 
of the processing which is a prerequisite to the issuance of a final PCL. 
When an interim PCL for an individual who is required to be cleared in 
connection with the FCL pursuant to paragraph 22 is withdrawn, the interim 
FCL will also be withdrawn, unless action is taken to remove the individual 
from the position requiring PCL. Withdrawal action is not a denial or 
revocation of PCL and is not appealable. 

20.1 Immigrant Aliens. In rare circumstances, when an immigrant alien 
possesses special expertise and it is determined by the U.S. Government that 
it is in the national interest to issue a PCL at the SECRET or CONFIDENTIAL 
level, a PCL may be obtained if the alien states in writing hi.8 or her 
intention to become a U.S. citizen as soon as becoming eligible to do so. 
Requests for authorization to submit a PCL application for an immigrant alien 
must be addressed to the contracting officer for approval. The request must 
include appropriate justification as to the special expertise that warrants 
this significant exception. After approval has been obtained from the 
contracting officer, the request for PCL may then be submitted as provided for 
in paragraph 26. Interim PCL's are not authorized for immigrant aliens. 
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21. Facility Security Clearances. 

a. Procedures fo~ Processing. A FCL is an administrative determination 
that a facility (see paragraph 3ak) is eligible from a security viewpoint for 
access to classified information of the same or lower classification level as 
the clearance being granted. FCL's shall not be granted to contractor activi
ties located outside the U.S., Puerto Rico, or a U.S. possession or trust 
territory. FCL's may be granted only to contractors organized and existing 
under the laws of any of the fifty states and Puerto Rico. Contractors 
organized and existing under the laws of a U.S. possession or trust territory 
may not be processed for or granted a FeL, unless prior approval is received 
from the Deputy Director (Industrial Security), HQ DIS. The CSO assigned 
responsibility ;or the geographic area in which the facility is located (see 
appendix VIII) will advise the prospective contractor of the actions required 
for the processing, the issuance, and the continuation of a FCL. In connec
tion with the issuance of a FCL, PCL's must be granted to certain management 
personnel as prescribed in paragraph 22. In addition, the contractor shall 
execute a DD Form 441, or, where appropriate, ap. "Appendage to Department of 
Defense Security Agreement" (DD Form 441-1) aCd a "Certificate Pertaining 
to Foreign Interests" (DD F0111l 441s). In the CASU of a MFO, where more than 
one facility is covered by the DD Fe 441 or u~ Form 441-1, the contractor 
shall furnish a copy of the DD Form .. 41. with DD Form 441-1, when appropriate, 
to each facility cov~red under the agreement and to the CSO of each covered 
facility. Before a contractor is eligibl~ for custody of classified informa
tion, he or she shall, in addition to having a FCL, have storage capability 
as prescribed in paragraph 14 and be pr~pared to apply such other safeguards 
as prescribed by this manual. Cl~ssified information which is of a higher 
security classification than the contractor's FCL may not be disclosed to the 
contractor. 

b. Licensing. Patent, and Trade Secret Agreements. Licensing, patent, 
and trade secret agreements with a foreign entity may render a contractor 
ineligible for a FCL, unless appropriate procedures are established in the 
facility's SPP to ensure that such agreements will not jeopardize the security 
of classified information, which is entrusted to the contractor. In this 
connection. attention is directed to the State Department's I TAR , in particu
lar, parts 124 and 125 thereof. This regulation provides, inter alia, that 
before the execution of any license agreement envisaging the transmittal 
abroad of classified U.S. military information, it must first be submitted 
to the Department of State for review and approval, and that prior to any 
approval of such agreement, the release of the classified information involved 
must be approved by the cognizant U.S. military department and the DoD under 
established procedures. 

c. Foreign Ownership. Control, or Influence (FOCI). Facilities which 
are determined to be under FOCI are not eligible for a FCL. Agreements with 
a foreign interest may make a contractor ineligible for a FCL. Execution 
of a DD Form 441s, in accordance with instructions set forth in appendix I, 
paragraph L, is required in connection with a determination of the degree, if 
any, of FOCI. The contractor must execute a new DD Form 441s whenever there 
is any change in the information previously submitted. It is not necessary to 
repeat answers on the new DD Form 44ls, which have not changed. In addition, 
when any question on th~ DD Form 441s has been answered affirmatively, a new 
complete DD Form 441s must be submitted every 5 years from the date of the 
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last change submitted. If no changes have occurred, so state. Any investor 
who has acquired a direct or indirect beneficial ownership interest of 5 
percent or 'more of any class of stock of a registered company, or any investor 
who plans to make a tender offer to purchase securities. which is reasonably 
expected to result in such an ownership interest, is required to file a Sched
ule 13 D report with the SEC. with the company whose securities are involved, 
and with any national exchange on which the securities may be traded. If the 
acquisition will result in the submission af a revised DD Form 441s, and the 
contractor has received a Schedule 13 D from the investor. a copy of the 
Schedule 13 D will be forwarded with the DD Form 441s or, if appropri~te, with 
the report (notification letter) required by paragraph 6a(4)(f). A new DD 
Form 441s sha).l also be executed by the contractor whenever advised that the 
form is required for an official purpose. It is the contractor's responsi
bility to provide complete information to ensure that the degree of FOCI to 
which the facility may be subjected is fully explained so that the U.S. 
Government can ascertain that the security of the classified information in 
the possession of the contractor will not be jeopardized. 

22. Personnel Clearances Required in Connection with Facility Clearances. 
Certain individuals, as described below, must be processed for clearance * 
in connection with FCL's. As a related matter, unless notified by the * 
CSO that such determinations are not required. individuals other than those * 
described below, who exercise control over the management of the facility * 
through stock ownership, proxy voting rights, majority ownership of securi
ties, or by some other method control the management of the facility and 
affect the appointment and tenure of officers, directors, or principal 
supervisory management personnel of the facility, shall be processed for a 
determination of clearance eligibility by the CSO in connection with the PCL. 

a. Corporations, Associations, and Nonprofit Organizations. Except 
as provided for below. the following individuals are required to be cleared 
in connection with, and at the level of, the FCL. 

* 
* 
* 

(1) The chairman o~ the board and all principal officers, (see * 
paragraph 3bj) must be cleared. * 

(a) Other officers 1/, who shall not require access to * 
classified information in the conduct of the organization's business and who * 
do not occupy positions that would enable them to affect adversely the * 
organization's policies or practices in the performance of classified * 
contracts, are not required to be cleared, provided the organization * 
complies with the provisions of paragraph e below. or * 

(b) Other officers who require access to classified 
information in the conduct of the organization's business, but at a lower 
level than that of the FCL, may be cleared with a U.S. Government granted 

* 
* 
* 

1/ All officers. as defined by paragraph 3bj, are considered OODEPs of an * 
organization, but not all OODEPs occupy positions required to be cleared in * 
connection with a FCL. * 
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PCL at the lower level. provided they do not occupy positions that would * 
enable them to adversely affect the organization's policies and practices in * 
the performance of the higher level classified contracts, and the organiza- * 
tion complies with the provisions of paragraph e below. * 

(2) All directors must be cleared, unless one of the following 
options is elected. 

(a) Directors, who shall not require access to classi~ied in
formation in the conduct of th~ .:>rganization's business and who do not occupy 
positions that would enable th~m to affect adversely the organization's poli
cies or practices in the performance of classified contract~, are not required 
to be cleared, provided at least a legal quorum of the board of directors or 
similar executive body shall be cleared. If the corporation or association 
conducts meetings with a pro tem chairman or by a rotating chairmanship, all 
board members who are eligible for or who could sit as board chairman shall be 
cleared, and, with resp~ct to all uncleared directors, the organization shall 
comply with the provisions of paragraph e below. 

(b) If the board has seen fit to delegate c~rtain of its duties 
and responsibilities to a legally constituted executive committee, all members 
of this committee shall be cleared. Other directors are not r~quired to be 
cleared, provided the committee has full executive authority to exercise 
management control and supervision for the corporation, including responsi
bility over all matters involving the security of classified information in 
the possession of the organization, and provided further, with respect to all 
uncleared directors, the organization complies with the provisions of para
graph e below. If required. directors who are not members of this executive 
committee may be cleared, but only at the same level as the FCL and when this 
is done, paragraph e below would not be applicable. Two copies of the board 
of director's resolution delegating this authority to the committee shall be 
furnished to the CSO. 

(3) Executive personnel (see paragraph 3aj) must be cleared. The 
management official in charge at the facility and the FSO shall always be 
cleared in connection with the FCL. 

* 
* 
* 

(4) A current list of all OODEPs shall be maintained by the 
facility, with a copy furnished to the CSO. The list shall designate by 
name those individuals granted a LOC. those who are being processed for a 
PCL, and those who have been excluded from access to classified information * 
pursuant to the provisions of paragraph e below. Such lists shall be signed * 

* by an OODEP of the corporation. 

b. Sole Proprietorships. The following individuals are required to 
be cleared in connection with, snd at the level of, the FCL. 

(1) The owner must be cleared. 

(2) All officers, if applicable, must be cleared. 

(3) Executive personnel (see paragraph 3aj) must be cleared. The 
management official in charge at the facility and the FSO shall always be 
cleared in connection with the FCL. 
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(4) A current list of all OODEPs shall be maintained by the sole * 
proprietorship and the CSO. The list shall designate by name those indi- * 
viduals granted a LOC, those who are being processed for a PCL, and those * 
who have been excluded from access to classified information pursuant to * 
the provisions of paragraph e below. Such lists shall be signed by an OODEP * 
of the sole proprietorship. * 

c. Partnerships. Except as provided for below, the following indi- * 
viduals are required to be clear~d in connection with, and at the level of, * 
the FeL. 

(1) All general partners must be cleared. 

(2) All other partners must be cleared. 

(a) Partners, other than general partners, who do not 
require access to classified information in the conduct of the organiza
tion's business and do not occupy positions that would enable them to 
affect adversely the or&anization' s p'olicies or practices in the perform
ance of classified contracts, are not required to be cleared. provided the 
organization by official action of the general partners complies with the 
provisions of paragraph e below. or 

(b) Partners, other than general partners, who require 
access to classified information in the conduct of the organization's 
business. but at a lower level than that of the FCL, may be cleared with a 
U. S. Go\'ernment granted peL at the lower level. provided they do not occupy 
positions that would enable them to adversely affect the organizations poli
cies and practices in the performance of higher-level classified contracts. 
and the partne:r/ilhip. by official action of the general partners, complies 
with the provisions of paragraph e below. 

* 

* 

* 
* 
* 
* 
'k 

* 
* 

* 
* 
* 
'" 
* 
* 
* 
* 

(3) If the partnership has seen fit to delegate certain of its * 
duties and responsibilities to a legally constituted executive committee, * 
all members of this committee shall be cleared in connection with the FCL. * 
General partners who are not members of this executive committee may be * 
cleared, but only at the same level as the FeL. Other non-executive com- * 
mittee member general partners may be. excluded, provided the committee has * 
full executive authority to exercise management control and supervision for * 
the partnership, and, with respect to these other partners, the organization * 
complies with the provisions of paragraph e below. Two copies of the part- * 
nership's resolution delegating this authority to the committee shall be * 
furnished to the eso. The resolution shall specify which partners are * 
excluded from access to all classified information, and which partnere are * 
excluded from access to higher-level classified information. as appropriate. * 

(4) The management official in charge of th~ facility and the * 
FSO shall always be cleared in connection with the FCL. * 

(5) A current list of ~ll OODEPs shnll be maintained by the * 
partnership. with a copy furnished to the CSO. The list shall designate * 
by name those individuals granted a LOC, those who are being processed for a * 
PCL, and those who have been excluded from access to classified information. * 
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pursuant to the provisions of paragraph e below. Such lists shall be signed * 
by a partner or executive personnel of the partnership. * 

d. CollegeL' and Universities. Except as provided for below, the * 
following individuals are required to be cleared in connection with, and at * 
the level of, the FeL. * 

(1) The chief executive officer must be cleared. 

(2) Those other officers or officials who are specifically and 
properly designated by action of the board of regents, board of trustees, 
board of directors. or similar executive body, in accordance with the 
institution's requirement. as the managerial group having the authority and 
responsibility for the negotiation, execution, and administration of UA 
contracts, shall be cleared. The institution shall furnish the eso a copy of 
such designation of authority, from which the particular officers who are to 
be processed in connection with a FCL can be determined, and thereafter, 
changes shall be furnished as they occur. If this requirement is not met, * 
all officers shall be processed for peL's in connection with the FeL. * 

(3) All regents, trustees, or directors must be cleared. unless one 
of the following options is elected. 

(a) Regents, trustees, or directors, who shall not require 
access to classified information in the conduct of the institution's business 
and who do not occupy positions that would enable them to affect adversely the 
institution's policies or practices in the performance of classified contracts, 
are not required to be cleared, provided at least a legal quorum of the board 
of regents, board of trustees, board of director~, or similar executive body 
shall be cleared, and, if the college or university conducts meetings with a 
]ro tem chairman or by a rotating chairmanship. all board members who are 
eligible for, or could sit as, board chairmata shall be cleared. With respect 
to all uncleared regents, trustees. or directors, the institution shall comply 
with the provisions of paragraph e below. 

(b) If the board has seen fit to delegate certain of its duties 
and re8ponsibiliti,~s to a legally constituted executive committee. all members 
of this committee shall be cleared. Other regents. trustees. or directors 
are not required to be cleared, provided the committee has full executive 
authority to exercise management control a~d supervision for the institution. 
including responsibility over all matters involving the security of classified 
information in the possession of the institution. and provided further, with 
respect to all uncleared regents, trustees, or directors, the institution 
complies with the provisions of paragraph e below. Regents, trustees, or 
directors, who are not members of this executive committee, may be clear~d, 
bllt only at the same level as the PCL and when this is done paragraph e below 
would not be applicable. Two copies of the board of directors' or similar 
executive body's resolutiQn. delegating this authority to the committee shall 
be furnished to the eso. 

(c) If the board has seen fit to delegate all of its duties 
and responsibilities pertaining to the protection of classified information 
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to a managerial group comprised of officers or officials of the college or 
university. and. if because of this delegation the board will not be in a 
position to affect adversely the performance of classified contracts. the 
board may exclude itself from the requirement for its members to be processed 
for a PCl by complying with the provisions of paragraph e below. Election of 
this alte7.native will not preclude a regent. trustee. or director from being 
processed for a PCl. if such clearance is necessary ir. connection with the· 
individual's duties other than in the capacity of a regent. trustee. or 
director. However. in such cases the PCl sha1.l be at the same clearance 
level as the FCL. Two copies of the resolution by the board of regents. 
trustees, directors. or similar executive body excluding the board members 
from access to classified information and delegating such authority to the 
managerial group shall be furnish~d to the CSO. 

(4) Executive personnel must be cleared. The management official 
in charge of the facility and the FSO shall always be cleared in connection 
with the FCl. 

(5) A list of OODEPs shall be maintained by the college or un i- * 
versity and the CSO. The list shall designate by name those individuals * 
granted lOC's, those who are being processed for PCl's, and those who have * 
been excluded from access to classified information, pursuant to the pro- * 
visions of paragraph e below. Ruch lists shall be signed by an OODEP of the * 
college or university. * 

e. Exclusion Procedures. This paragraph applies to those officers, * 
directors, partners, regents. and trustees who, pursuant to the provisions * 
set forth above. can be excluded altogether from the requirement for a PCl. * 
or who can be excluded from higher-level access by virtue of possessing a * 
PCl at a level below that of the FCl. In order to invoke these exclusion * 
procedures. the organization by formal action of the board of directors, all * 
general partners. or similar executive body shall affirm the following, as * 
appropriate. * 

(1) Such officers. directors. partners, regents. or trustees 
(designated by name) shall not require. shall not have. and can be effec
tively excluded from access to all classified information iu the possession 
of the organization. They also do not occ.upy positions that would enable 
them to adversely affect the organization's policies or practices in the 
performance of classified contracts or programs for the UA's. This a~tion 
shall be made a matter or record in the organization's minutes of the board * 
of directors. partnership. board of regents. or trustees, or similar execu- * 
tive body. Two copies of such minutes. dated and identified by the name * 
and address of the facility. shall be furnished to the CSO. • 

(2) Such officers or partners (designated by name) shall not * 
require. shall not have. and can be effectively denied access to higher- * 
level classified information (specify which higher level(s» and do not * 
occupy positions that would enable them to affect adversely the organi- * 
zation1s policies or practices in the performance of higher-level classified * 
contract (specify higher level(s» or programs for the UA's. This action * 
shall be made a matter of record in the organ1.zation' 8 minutes of the board * 

22. 90 

CHANGE 1 
DoD S220.22-M 

of directors .• partnership, board of regents, or trustees, or similar execu
tive body. Two copies of such minutes, dated and identified by the name and 
address of the facility, shall be furnished to the to the CSO. 

(3) In the event the organization does not comply with one or 
both of the above, as applicable, all officers, directors, partners, 
regents, or trustees shall be processed for a PCL at the level of the FCL. 

f. Representative of a Foreign Interest. When a RFI (see paragraph 
3bw) is required to be cleared in connection with a FCL, and the RFI has not 
been excluded in accordance with paragraph e above, the following procedures 
shall apply. 

(1) When the statement required by paragraph 20k has been execu
ted, official notice of its execution shall be made a matter of record in the 
organization's minutes by the board of directors or similar executive body. 
Two copies of the minutes shall be furnished the CSO. 

(2) Failure to obtain a PCL for, or to exclude a RFI, shall make 
the facility ineligible for clearance and any existing FCL shall be adminis
tratively terminated by the CSO. Such action is not appealable. 

(3) In those cases where an individual who is cleared in connection 
with the FCL becomes a RFI, the contractor shall submit the report required by 
paragraph 6a(4)(d), in addition to the actions prescribed in this paragraph. 

23. Security Clearance of Negotiators. Negotiators (see paragraph 3bh) 
designated by the contractor as being required to participate in the 
preparation of a bid or quotation may be processed for PCL's concurrent with, 
but not as a part of, the FCL. A FCL is not dependent on the PCL of nego
tiators, and changes in negotiators shall not affect the status of a FCl. 
S~bsequent to the issuance of a FCl, negotiators are processed for PCL's in 
the normal manner prescribed by paragraph 24. 

24. Security Clearance of Additional Personnel. Except in the case of 
personnel who are required to be cleared in connection with a FCL as 
prescribed by paragraph 22, and negotiators as prescribed in paragraph 23, the 
contractor shall not initiate PCL action on employees until a FCL has been 
granted. Contractor employees, other than those cleared in accordance with 
the provisions of paragraphs 22, 23, 27, 31, or 41e (Category 5 visitors), 
whose access to classified information is essential in the performance of a 
classified contract, shall be cleared as specified below. 

a. Clearance by the DoD. 

(1) DoD shall grant PCL's for U.S. citizen employees of the con
tractor. who: 

(a) require access to information classified TOP SECRET ~I 
or SECRET, or to any COMSEC information, regardless of classification, 
SENSITIVE COMPARTMENTED INFORMATION, RESTRICTED DATA; 

(Footnote ~I is on the following page.) 
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(b) are employed by a college or university; 

(c) require access to NATO information classified CONFIDENTIAL 
or higher as described in section XI; 

(d) require access to ACDA classified information; 

(e) make determinations to grant access authorizations, in 
accordance with paragraph b below; 

(f) are RFI's; .£E. 

(g) require security clearance as a condition of the Nuclear 
Weapon PRP for duties in Critical and Controlled positions under the Nuclear 
Weapon Security Program (see paragraph 3bi). 

(2) DoD shall grant PCL's for immigrant alien employees of the 
contractor, when approval has been obtained from the contracting officer as 
provided for in paragraph 20.1. The request for clearance submitted to ~ISCO 
(or to the CSO in the case of OODEPs) must include the PCO's authorization for 
clearance and a statement from the alien of his or her intention to become a 
U.S. citizen as soon as becoming eligible to do so. Immigrant aliens may be 
cleared for access to SECRET or CONFIDENTIAL. Clearances granted to immigrant 
aliens are not transferrable, except in the case of a MFO. They are not 
eligible for access to SENSITIVE COMPARTMENTED INFORMATION, COMSEC, NATO 
information (see paragraphs 20c, 75, 76, and 86), or for performance of duties 
in Critical or Co~trolled positions under the Nuclear Weapons Security Program 
(see paragraph 301). Moreover, ~mmigrant aliens are not eligible to be 
processed for DoD clearances at the TOP SECRET level. 

(3) DoD shall grant PCL's for employees of contractors whose 
applications for clearances are referred to DISCO, according to paragraph b(4) 
below. 

b. Clearance by the Contractor. Employees of the contractor not 
covered by paragraph a above, who are U.S. citizens and who require access to 
information classified no higher than CONFIDENTIAL, shall be cleared by the 
contractor, as prescribed below. Such clearances shall remain valid, unless 
otherwise revoked, within any facility of the same organization, so long as 
the individual continues in the contractor's employment. However, if the 
employee no longer has or requires access to classified information and no 
future requirement for such access is anticipated in the foreseeable future, 
clearance can be administratively tf.!rminated by complying with paragraph 29. 
The contractor is not authorized to grant an interim CONFIDENTIAL clearance. 
Contractor-granted CONFIDENTIAL clearances are not valid for access to 

1..1 When a TOP SECRET clearance is requested, DISCO will automatically issue a 
LOC for SECRET when the investigation necessary for PCL a~the SECRET level 
has been completed with satisfactory results. That LOC will subsequently 
be superseded by a LOC for TOP SECRET when the required additional 
investigation is completed. 
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RESTRICTED DATA, COMSEC information, SENSITIVE COMPARTMENTED INFORMATION, 
ACDA classified information, or NATO information, except for NATO RESTRICTED 
information. 

(1) The clearance shall be based on the contractor's determination 
of the following. 

(a) The employment records of the employee are in order. 

* 

(b) The "Application and Authori7.,ation for Access to Confidential 
Information (Industrial)," DD Form 43-2, executed by the employee indicates 
that: (i) the employee is a U.S. citizen and not a RFI; (ii) the information 
furnished in item 8, if any, does not reflect that a PCL has been suspended, 
denied, or revoked in his or her case. 

(c) The. individual is a U.S. citizen. Verification of U.S. 
citizenship shall be accomplished by the contractor by sighting documents 
described in appendix XII. If the required documentary evidence is not 
immediately obtainable, the contractor may grant the CONFIDENTIAL clearance 
after having explained to the employee that the clearance is conditional, 
based on submission of the necessary documentary evidence as soon as possible, 
but, in any event, no later than 90 days. If the employee does not produce 
the necessary proof of U.S. citizenship within 90 days, the contractor shall 
withdraw access pending the presentation of proof of citizenship. 

(d) There is no information known to the contractor which would 
indicate that the employee's access to classified information is not clearly 
consistent with the national interest. 

(2) When the response to item 7 indicates that the applicant has 
applied for or received a previous PCL, and there is no indication in the 
applicant's response to item 8 that a prior PCL has ever been suspended, denied, 
or revoked, the contractor may grant the CONFIDENTIAL clearance, if otherwise 
appropriate. However, a copy of the DD Form 48-2 shall be sent to DISCO for a 
check of the PSCF. 

(3) Before individuals sign the DD Form 48-2 they should read the 
certification statement. After they sign it in the presence of a witness, the 
witness shall affix his or her signature and address. 

(4) When the determination required in paragraph (1) above cannot be 
made, or if the employee will not sign the DD Form 48-2, the contractor shall 
forward the application for CONFIDENTIAL clearance, together with the forms 
prescribed in paragraph 26c, to DISCO for appropriatP action. 

(5) An affirmative answer to item 11 or an answer to item 12 
indicating that the applicant has relatives living in a Communist country 
will not, in itself, preclude a determination by the contractor that an employee 
is eligible for a CONFIDENTIAL clearance, when all other available information 
indicates that access is clearly consistent with the national interest. In 
such cases, when the contractor grants a CONFIDENTIAL clearance, he or she 
shall forward promptly to DISCO one copy of DD Form 48-2 together with the 
forms prescribed in paragraph 26c, for further evaluation and determination 
of continued eligibility for access to CONFIDENTIAL information. 
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c. The contractor is not authorized to revoke a clearance that he or 
she has granted. 

25. Preemployment Clearance Application -- Prohibited. The contractor shall 
not initiate any preemployment clearance action. An applicant for employment 
in a position which requires access to classified information may be informed 
that a PCL will be required and that a PCL can only be granted to: (1) U.S. 
citizens, or (ii) citizens of countries with whom the DoD has entered into 
reciprocal industrial security agreements (see paragraph 31). A DD Form 48, 
"DoD Personnel Security Questionnaire (Industria1-NAC);" DD Form 48-2, 
"Application and Authorization for Access to Confidential Information;" DD 
Form 48-3, "DoD Personnel Security Questionnaire (Updating);" or DD Form 49, 
"DoD Personnel Sec,urity Questionnaire (Industrial)" shall not be offered to, 
or be required to be completed by, an individual until he or she is employed 
by the contractor in a position requiring access to classified information 
and placed on the payroll. However, in exceptional cases the PCL application * 
forms may be furnished prior tc the date of entry on duty. This exception is * 
limited to cases in which a written contract for future employment in a posi- * 
tion that requires access to classified information has been executed between * 
the prospective employee and the employer which prescribes a fixed date of * 
entry on the payroll within a reasonable and justifiable period of time, * 
normally not to exceed 120 days from the effective date of the employment * 
contract. 

26. Application for Personnel Security Clearance. 

a. General. 

(1) Contractors shall make application for DoD PCL's in accordance 
with the provisions of this section. For PCL's required in connection with a 
FCL under paragraph 22, applications shall be submitted to the CSO. Applica
tions for all other peL's shall be submitted to DISCO, P.O. Box 2499, 
Columbus, Ohio 43216. In addition to the forms required in connection with 
the application for a PCL, the forms required by paragraph c below shall be 
accomplished and submitted, when requested to satisfy an official requirement 
by DISCO or the CSO. Failure by any employee to furnish PCL application 
forms, when requested or when required by this manual, shall preclude the 
granting of any new PCL to the applicant, and shall constitute sufficient 
basis to ~evoke any outstanding PCL of the employee concerned. Whenever a 
contractor employee has submitted forms prescribed by this paragraph to DISCO 
but subsequently objects, for any reason, to being processed for a PCL or to 
have an existing PCL continued, the contractor shall submit a report to DISCO, 
tn accordance with paragraph 6b(10). Verification of such objections shall be 
wade by the U.S. Government. On verification, any pending PCL shall be 
terminated, and any PCL then held by the employee shall be administratively 
terminated by the U.S. Government without prejudice to the employee. 

(2) The contractor shall establish adequate procedures to ensure 
th&t items 2 through 13F of DD Form 48, section I of DD Form 49, or parts I 
and II of DD Form 48-3, as appropriate, are completed prior to execution of 
any other part of the respective form by the employee. Additionally, the 
contractor will ensure that items 14 through 18, plus the certification, of DD 
Form 48, section II of DD Form 49 __ and part III of DD Form 48-3, as appli
cable, are completed by the employee in private. Moreover, the instructions 
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relating to these privacy secti,ons and the provision for adding additional 
information, which may have a bearing on the applicant's PCL, shall be brought 
to his or her attention. 

(3) Moreover, the employee shall be advised that, prior to affixing 
his or her signature to the respective privacy section, the form shall be 
folded or catered, so that the witness to his or her signature will not see 
any portion thereof. 

(4) The employee shall be further advised that, on completion of 
the above, the PSQ shall be inserted by him or her into the preaddressed 
envelope (DISCO Form 703) provided, together with the previously completed 
"Applicant Fingerprint Card" (FD Form 258). For PCL's required in connection 
with a FCL~ the application shall be submitted to the CSO in the envelope 
(DISCO Form 704) provided, which requires affixing the address of the 
appropriate CSO together with the previously completed FD Form 258. (The 
FD Form 258 is not required when a DD Form 48-2 or DD Form 48-3 is submitted. 
It is required in connection with all other submissions.) The employee shall 
be advised that: (i) the envelope shall be sealed by him or her, (U) the 
employee's signature shall be affixed across the envelope flap on the line 
provided, (iii) the date of the signature will be inserted on the line 
provided, and (iv) the envelope shall be immediately returned to the employer 
for mailing. 

(5) The employer shall ensure that the "Applicant Fingerprint 
Card", if required, is completed prior to completion of the DD Form 48 or DD 
Form 49, so that it will be available for the employee to insert in the 
preaddressed envelope on completion of the DD Form 48 or DD Form 49. In 
addition the contractor shall establish procedures to ensure that an employee 
of the c~ntractor will witness the taking of the employee's fingerprints on 
the card to ensure that the person fingerprinted is, in fact, the same as the 
employe~ being processed for the clearance. The employee shall witness the 
placing of the FD Form 258 in the envelope and the sealing of the envelope, to 
ensure that substitutions do not occur. 

(6) When the sealed envelope containing the completed personnel 
security forms is received from the employee by the contractor, it shall be 
forwarded unopened to DISCO, or to the CSO. as specified in paragraph (1). 

(7) All forms required by this section in connection with PCL's 
shall be obtained from DISCO. Instructions for completion of such forms are 
contained in pamphlets. which are also obtained from DISCO. These 'pamphlets 
are entitled: (i) "Detailed Instructions for Completion of DD Form 48. 
Personnel Security Questionnaire (Industrial - NAC)." (ii) "Detailed 
Instructions for Completion of DD Form 49. Personnel Security Questionnaire 
Industrial (BI/SBI)." and (iii) "Instructions for Completion of DD Form 48-3." 

b. Immigrant Aliens. As a general rule. clearances are not issued to 
immigrant aliens. In rare and unusual cases when an immigrant alien possesses 
special expertise, as determined by the U.S. Government, resides permanently 
in the U. S.. ai7,d intends to become e. U. S. citizen as soon as becoming eligible 
to do so. the immigrant may be processed for a PCL. Prior to requesting 
contracting officer authorization as required by paragraph 20.1 and submitting 
the application for a PCL for an immigrant alien. the contractor shall require 
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the alien to produce for the contractor's re 
Registration Receipt Card" (Form No. I-I view. his or her "Alien 
only to aliens who have been lawfull d5~ or 1-551). This card is issued 
tion visa for permanent residence ~ a m tted to the U.S. under an immigra
the Immigration and Naturalizatio~ se~~ing issuance of the new Form 1-551. 
notation to be stamped on officiall i cedhas authorized the following 
immigrant alien registration: y Ssue documentation as evidence of 

PROCESSED FOR 1-551. TEMPORARY EVIDENCE OF LAWFUL 
ADMISSION FOR PERMANENT RESIDENCE VALID UNTIL 
EMPLOYMENT AUTHORIZED. 

c. New clearances. Application for 
existing PCL. or for requesting a PCL i ian initial PCL. for upgrading an 
this manual are not applicable shall bn s tuations where other provisions of 
of the following forms: ' e made by the contractor by submission 

(1) DD Form 48 11. completed and executed b 
to be processed for a DoD issued CONFIDENTIAL y U.S. citizens who are 
paragraph (2) below applies; or SECRET clearance, unless 

(2) 
DD Form 49 ii, completed and executed in th~ following cases: 

(a) immigrant aliens who are to be 
CONFIDENTIAL clearance, processed for SECRET or 

(b) 
clearance, U.S. citizens who are to be processed for TOP SECRET 

(c) U.S. citizens who ar t b 
PCL when the applicant lists relatives, e 0 e processed for any level of 
who are residing in Communist countries or relatives of his or her Spouse 
footnote lQI to paragraph 5u), and (Communist countries are listed in 

1 (d) U.S. citizens who are to be processed for 
c earance when the appli d any level of cant a vises he or she is a RFI; ~ 

(3) a properly completed and executed FD F 
submitted pursuant to paragraphs (1) o.r (2) above. orm 258 with each request 
ensure that fingerprints are authentic 1 Care shall be exercised to 
not meet prescribed standards shall be'reegible, and complete. Those which do 
result in clearance delays Th 1 turned for reexecution, which will 
insert and seal all the fo~ i

e e~p oyee being processed for access shall 
provided. The employee shall t: t elPreaddressed envelope (DISCO Form 703) 

. en p ace his or her signature and the date 

11 Ththe DDiForm 48 packet consists of an original and 1 copy of the 
e pr vacy section. PSQ and 

il The DD Form 49 packet consists of two 
worksheet printed on the reverse of thse~tions: section I -- a DD Form 49 
packaged as a 5-copy carbon set. and e ~structions, and the DD Form 49 
original and one copy of the pri' sect on II -- a DD Form 2221, and an 

vacy section. 
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across the envelope flap on the line provided. The employee shall deliver the 
scaled, signed, and dated envelope immediately to the designated company 
representative, who will ensure mailing. 

d. Interim Clearance. Except as authorized below, requests for interim 
PCL's must be approved by.the contracting officer. Contracting officer approval 
will be given only in an emergency situation in order to avoid crucial delays 
in precontract negotiation, or in the award or performance on a contract. The 
contractor shall: (i) obtain such approval and submit it with application for 
interim PCL, or (ii) forward the application for interim PCL through the con
tracting officer. An application for an interim SECRET or CONFIDENTIAL PCL 
shall not be made when a request for a SECRET or CONF'IDENTIAL PCL is already in 
process based on a previously submitted PCL application. The application for 
interim PCL shall consist of the forms prescribed by paragraph c above. The 
words "Interim TOP SECRET," "Interim SECRET," or "Interim CONFIDENTIAL," as 
appropriate, shall be placed in bold letters in the lower right-hand corner of 
the "Job Title" block of the DD Form 48 or 49. The approval letter from the 
contracting officer shall be attached behind the FD Form 258. As an exception 
to the foregoing procedures, and paragraph i below, when an emergency situation 
exists which would render the facility incapable of adequately safeguarding 
classified material in its possession and no contracting officer is available 
to approve the interim PCL request within the time required to negate the 
threat, the CSO is authorized to approve interim PCL requests being forwarded 
to DISCO. Interim SECRET and CONFlDENTIAL PCL's for immigrant aliens are not 
authorized. Access limitations for interim PCL's are set forth in paragraph 
20c. 

e. Clearance Transfers. Application for a PCL may be made by the con
tractor for an employee for whom a LOC ~as previously issued while the individual 
was employed by another contractor, provided there has not been a lapse of more 
than 12 months since termination of the employment for which the LOC was issued. 
Application is made by submitting one copy of an executed DD Form 48-3. As an 
exception, when transfers are between collocated cleared facilities (paragraph 
72c, ISM), which have a common security services agre~ment, the FSO need only 
forward the DISCO Form 562, in acco~~ance with appendix I, paragraph Pb(8). 
If there is a break in employment of more than 3 working days during the 
transfer process, then ~~is exception will not apply. 

f. Clearance Transfers -- MFO's. When an employee for whom a LOC has 
been issued is transferred from one facility to another in a MFO with the same 
or higher level of FCL, the contractor shall: 

(1) forward to the gaining facility either a copy of the LOC for 
the employee being transferred, which shall be certified by the contractor, or 
his or her authorized representative, as a true copy or the original LOC, if 
it lists only the employee being transferred, and 

(2) promptly submit a DISCO Form 562 to DISCO as notification of 
the transfer. 

However, when an employee is transferred to an uncleared facility or a 
facility with a lower level FeL than the employee's clearance, and if the 
employee will continue to require access at the level of his or her clearance 
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at another cleared facility or a U.S. Government installation, or if the 
contractor desires to retain the LOC at the higher level, so itwill be 
available in the event the indivir~al is transferred back to the facility at 
which the clearance will be needed, the LOC shall be forwarded to the HOF or 
the appropriate PMF of the MFO rather than to the gaining facility. If an 
employee is transferred to a facility with a lower level FCL than his or her 
PCL and the contractor desires to retain the LOC only at the lower level, the 
contractor shall amend the LOC to reflect the lower level of the access 
authorization and include a statement to this effect in the "Remarks" block of 
the DISCO Form 562 that is submitted to DISCO. Clearance transfer action 
under this paragraph may be initiated after determination to reassign has been 
made, prior to the actual transfer. 

g. Concurrent Clearances. 

(1) When a contractor hires an individual or engages a consultant 
on a temporary or part-time basis, who is also employed by or acting as a 
consultant to another contractor, and who has a current LOC, an additional LOC 
shall be requested, if the individual requires access to classified 
information. ~pplication for this LOC will be made by the submission of one 
copy of an executed DD Form 48-3, with the "Concurrent" clearance block marked 
on part 1. 

(2) An exception to the requirement for submission of a DD Form 
48-3 to obtain a concurrent clearance can be made when an OODEP oi a parent 
company becomes concurrently an OODEP of a subsidiary, or when an OODEP of a 
subsidiary becomes concurrently an OODEPof the parent company, provided the 
new clearance being requested is not at a higher level than the existing 
clearance. In these cases the contractor (parent or subsidiary) to whom the 
existing clearance has been issued, will submit a letter to the CSO of the 
facility (parent or subsidiary) to which the new clearance is to be i&sued 
setting forth full name, date and place of birth, social security number, date 
and level of clearance of the OODEP, and request a concurrent .clearance at the 
parent or subsidiary, as the case may be. After issuance of the concurrent 
clearance, the facillty (parent or subsidiary) to which the new clearance has 
been issued will furnish a copy to the facility to which the initial PCL was 
issued. That facility, in turn, will furnish to the other facility a 
reproduction of part I of the DISCO Form 482. If the OODEP employment is 
terminated at either facility, the eso of that facility will be advised in 
accordance with established procedures. In addition, part II of the DISCO 
Form 482 will be completed and maintained iQ the records of that facility. If 
employment with the parent and subsidiary is terminated, their respective 
CSO's will be notified, in accordance with established procedures. Only one 
debriefing statement (part II of DISCO Form 482) need be completed, but a 
reproduction will be furnished the other facility. 

(3) Any acUon 
clearance will be equally 
the consultant or OODEP. 
each employer by the U.S. 

by the U.S. Government to suspend or revoke a 
applicable to all concurrent clearances issued for 
Concurrent notices of such action will be provided 
Government. 

h. ReemplOyment of Cleared Personnel. When, within a period of 12 
months, a contractor reemploys an individual for whom he or she had previously 
been issued a LOC, the contractor may reactivate the LOC by submitting a 
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notice of reemployment on a DISCO Form 562 to DISCO. Contractor-granted 
CONFIDENTIAL clearan~es of individuals who are reemployed within a period of 
12 months may be reinstated by the contractor without notification to DISCO. 
When the previously issued LOC was at the TOP SECRET level, and there is no 
valid requirement to reinstate the clearance at that level, the contractor may 
request a LOC at the SECRET level for the individual within a 12-month period 
by submitting a DISCO Form 562 to DISCO, annotated in the "Remarks" section to 
indicate the lower level of clearance to be reinstated. 

i. Formerly Cleared Personnel. In cases involving U.S. citizens where
b a final SECRET or final TOP SECRET clearance cannot be transferred or cannot e 

reactivated because there has been a lapse of more than 12 months since termina
tion of the employment for which the LOC has been issued, the contractor may 
request an interim SECRET clearance without obtaining approval from the con
tracting officer, provided application is made within 25 months from the date 
of termination of employment for which the original LOC was issued. The 
application will be made by submitting the forms specified in paragraph c above 
to DISCO. Applications submitted pursuant to this paragraph shall be annotated 
in the "Job Title" block of the DD Form 48 or DD Form 49, if applicable, to 
indicate that interim clearance pursuant to paragraph 26i is requested. Where 
the previous clearance was issued at the CONFIDENTIAL level by the DoD, the 
contractor may request an interim CONFIDENTIAL clearance under the provisions 
of this paragraph. 

j. Change of Name. The contractor shall submit one copy of DISCO Form 
562 to DISCO, whenever a change occurs in the legal name of an employee for 
whom the DoD has issued a LOC. On receipt of this report, a new LOC will be 
issued. 

k. Issuance of Letter of Consent. 

(1) Except as authorized below, LOC's are issued to the facility at 
which the individual is principally employed and the name and address of this 
facility shall be entered in the "Name and Address of Employer" block of 
DD Form 48 or 49. The following are exceptions applicable only in the case of 
MFO's. 

(a) The employee: (i) in co~nection with the performance of 
his or her duties at another cleared facility or U.S. Government installation, 
requires access to a higher category of classified information than the FCL 
of the facility at which he or she is employed or physically located, or (ii) 
is employed or physically located at an uncleared facility. In such cases the 
LOC is issued to ,he HOF or the appropriate PMFof the MFO, but it may not be 
for a higher category of access than the FCL of the HOF or the PMF. 

(b) The contractor elects to have the LOC's issued to the HOF 
or a PMF rather than to the facility at which the individual is employed or 
physically located. Prior to requesting DISCO to send LOC's to a HOF or PMF. 
Lhe contractor shall develop an amended SPP or a proposed procedure for 
inclusion in the existing SPP and submit it to the eso of the HOF or the PMF 
for review. The SPP shall identify: (i) each facility of the MFO, or (ii) 
each facility of the MFO which is located within the geographical or 
functional area for which the PMF 1s administratively responsible. On receipt 
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of notice from the CSO that the SPP is adequate. the contractor may request 
DISCO to issue LaC's to the HOF or PMF. 

(c) The individual is required to be cleared in conne~tion 
with the HOF clearance. and his or her principal place ~f work is at another 
facility of the MFa. In this case. LaC's are issued to both the HOF and the 
facility where the individual is principally employed or physically located, 
or to the appropriate PMF. An additional LaC may be issued on submission of a 
DISCO Form 562 which shall indicate in the "Remarks" section the reasons 
for it. 

(2) If the LaC is issued to the HOF or P~~ rather than to the 
facility at which the individual is principally employed or physically located. 
the contractor is required to do the following. 

(a) Maitltain a clearance record at the facility where the 
individual is employed or physically located. In addition. the HOF or PMF 
shall maintain records, which reflect: 

1 the facility at which the individual is employed or 
physically located; 

2 the date(s) of initial and recurring security briefings. 
and the name{s) of the briefer(s); and 

3 the date{s) and name{s) of the officials conductin~ 
visits to the uncleared facilities pursuant to paragraph 73. 

(b) Report transfers within the MFa. in accordance with 
paragraph f above. 

(c) Process visits to other facilities of the MFa. in 
accordance with paragraph 41a and 73. 

(3) On the application for clearance submitted pursuant to paragraphs 
k(l) (a) and (b) above. the DD Forms 48. 49. or 48-3. or DISCO Form 562 shall 
clearly indicate the name and address of the facility at which the individual 
is employed or physically located in the "Name and Address of Employer" block 
of the form. In addition. the name and address of the facility to which the 
LaC is to be mailed shall be placed in the "Job Title" block of the DD Form 48. 
49. or 48-3. or the DISCO Form 562. The facility's name and address shall be 
preceded by the words "MAIL TO" in bold letters. 

1. DOE (previously ERDA) and NRC Clearances. The "Q" and "L" clearance 
granted by DOE and NRC are considered accept.,:&ble· for conversion to a DoD 
industrial PCL. The "Q" clearance is considered an authoritative basis for a 
DoD clearance at the TOP SECRET level. and the "L" clearance is considered an 
authoritative basis for a DoD clearance at the SECRET level. A contractor may 
request a DoD industrial PCL for an employee who currently has a "Q" or "L" 
clearance or previously held such a PCL when there has not been a lapse of 
more than 12 months since termination of the PCL. Application for conversion 

f th "Q" "L" 1 o e or c earance to a DoD industrial PCL may be made by submitting 
one copy of the DD Form 48-3 to DISCO. The "Job Title" block in part I of the 
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DD Form 48-3 will be annotated: "DOE (or NRC) 'Q' (or 'L') Conversion 
Reque.sted." The "Q" or "L" number if known will be indicated. Following 
verification of the clearance information with DOE or NRC. DISCO will issue a 
LaC to the contractor. 

27. Clearance of Present and Former Civilian and Military Personnel of the 
DoD a~d Certain Other Government Agencies. 

a. PCL's issued by a UA to civilian or military personnel who are U.S. 
citizens may be converted to industrial PCL's as follows: 

(1) top-level civilian or military personnel 
time of separation from active federal service; 

18 months from the 

(2) retired civilian and military personnel of any grads with 19 
years or more of federal service -- 18 months from the date of retirement from 
active federal service; 

(3) for other civilian or military personnel Eeparated or retired 
from active federal service -- 12 months from the time of separation or 
retirement from ac.tive federal service; and 

(4) National Guard and Reserve military personnel who actively * 
participate in the Ready Reserve Program and have been granted security * 
clearances by the Military Departments may have such clearances converted * 
to industrial PCL's. Clearances granted to such personnel who have trans- * 
ferred to the standby or retired Reserve also may be converted to industrial * 
PCL's within 12 months of a person's being placed in the standby or retired * 

* Reserve. 

b. PCL's issued by other departments or agencies of the executive 
branch of government to personnel who are U.S. citizens may be converted to 
industrial PCL's. when: 

(1) a determination can be made, based on a review of the prior 
investigation, that the investigation meets standards prescribed by the DoD 
for such clearances; 

(2) the service of the employee, in a cleared status, has been con
tinuous since the investigation with no break in service longer than 12 months; 

and 

(3) an inquiry to the employee's previous employer or employers dis
closes no reason for expanding or updating the investigation. 

c. Top-level civilian personnel are defined as presidential appointees. 
civil service appointees of the supergrades (GS-16 and above), and members of 
industry advisory committees who have been duly appointed by secretariat 
levels of the UA. Top-level military personnel ar.e those of the general and 
flag officer grades. 

d. Contractors employing personnel eligible for conversion of 
clearance, under the provisions of this paragraph, may request clearance to 
the level of access required by submitting the following information: 
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(1) one signed copy of DD Form 48-3; 

-- - ----

(2) fOl" former civilian personnel -- a copy of the "Notification of 
Personnel Action" (Standard Form 50), which terminated his or her employment 
with the U.S. Government; 

(3) for former ;nilitary personnel -- a copy of the DD Form 2J.4, 
"Certificate of Release or Discharge From Active Duty;" and 

(4) for civilian or military personnel presently employed by or on 
active duty with a UA, the forms prescribed by paragraphs (2) or (3) above are 
not required. However, in the case of military personnel, the individual's 
service number shall be placed in REMARKS section of the DD Form 48-3. * 

(5) For National Guard and Reselve military personnel actively * 
participating in the Ready Reserve Program and for those who have trans- * 
ferred to the standby or retired Reserve within the past 12 months, the * 
forms prescribed by paragraphs (2) or (3) above are not required. However, * 
the individual's service number, the identity and exact address of the unit * 
to which assigned, and the date such partici-pation commenced shall be placed * 
in REMARKS section of the DD Form 48-3. In addition, for those individuals * 
who have transferred to the standby or retired Reserve, a copy of the order * 
effecting such a transfer shall be attached to the DD Form 48-3. * 

e. The complete set of forms required by paragraph 26c shall be accom
plished when: 

(1) the clearance requirement is for a higher level than is reflected 
in the clearance records; 

(2) there has been gre,ater lapse of time than that set forth in 
paragraph a above; £E 

(3) requested by DISCO. (The request will state that the forms are 
needed to satisfy an official requirement.) 

28. Contractor's Clearance Record. The contractor shall maintain a current 
record at each facility of all employees and consul~ants located at the 
facility who have been cleared for access to class.Hied information. The 
record will indicate the level and date of clearance and whether cleared by a 
specific military department, DISCO. or the contractor. 

29. Administrative Term.ination of Personnel Securitx Clearances. 

a. The contractor, under the conditions stated below, may request the 
administrative termination of SECRET and other U.S. Government granted PCL's, 
which are no longer required. If a cleared employee no longer has or requires 
access to classified information, and no requirement for such access is 
anticipated in the foreseeable future. administrative termination of a U.S. 
Government issued clearance is accomplished by submission of a prop~rly com
pleted DISCO Form 562 to DISCO. Contractor-granted CONFIDENTIAL c!£iarances 
may be administratively terminated by the contractor in accordance 'with the 
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procedures and criteria of this paragraph. The contractor shall process for 
administrative termination. or downgrading to a lower level (see paragraph 
30). all TOP SECRET clearances which are no longer required. When an 
individual with a TOP SECRET clearance has not had acceS6 to TOP SECRET 

. information in the previous 18 months. but the contractor anticipates a 
requirement for access to TOP SECRET information in the foreseeable future, 
justification for retention of a TOP SECRET PCL shall be provided to the CSO. 
If a contractor fails to take action to terminate a TOP SECRET PCL under the 
conditions described above. and fails to submit justification for retention of 
the clearance. the CSO shall submit a recommendation to the Deputy Director 
(Industrial Security). HQ DIS for processing pursuant to the provisions of 
paragraph f below. 

b. If the contractor determines that an individual previously cleared 
in connection with the FCL no longer requires clearance and can be excluded 
from access. in accordance with the procedures set forth in paragraph 22e, a 
recommendation for administrative termination of the clearance may be 
submitted to the CSO by submission of a properly completed DISCO Form 562 and 
two copies of the organization's minutes attesting that the exclusion action 
required by paragraph 22e(l) has been completed. 

c. In connection with the preparation of the DISCO Form 562 the con
tractor shall advise the employee as follows: 

(1) the PCL shall be administratively terminated. since there is 
no current or foreseeable future requirement for access to classified 
information; 

(2) the proposed action in no way reflects adversely on the 
employee's PCL eligibility; 

(3) the employee may be processed for a new PCL with a minimum of 
delay. when the occasion and need arises for the employee to require access to 
classified informat'ion; and 

(4) the employee's signature on the DISCO Form 562 will certify 
that he or she understands and acknowledges this action. 

d. At the time the employee signs DISCO Form 562 he or she will also be 
debriefed. in accordance with paragraph 5g. and requested to sign part II of 
DISCO Form 482. On completion of DISCO Form 562 by the employee the con
tractor will forward the form to DISCO. (In tne case of an OODEP. the DISCO 
Form 562 shall be forwarded to the CSO.} The ,::ompleted DISCO Form 482 will be 
ret'ained by the contractor. in accordance with paragraph 5g. In the case of 
the administrative termination of a contractor-granted CONFIDENTIAL clearance. 
DISCO Form 562 will be reteined by the contractor for 2 years along with DISCO 
Form 482. The administrative termination of a contractor-granted CONFIDENTIAL 
clearance is completed at the time the employee signs DISCO Form 562. As 
provided for in paragraphs 29 and 30. if subsequent to such termination it 
becomes necessary to revalidate the clearance. part I of a new DISCO Form 482 
will be executed prior to the person having access to classified information. 
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e. If the employee will not sign the DISCO Form 562, the contractor 
shall refer the matter to the CSO for determination. Included with the letter 
of referral shall be the partially completed DISCO Form 562. The contractor 
shall also furnish the home address of the eL.ployee. The CSO will contact the 
employee and request him or her to show cause as to why the recommended action 
should not be completed. If the individual fails to respond within 30 days 
from receipt of such request to show cause, the government will consider such 
failure as notice to the government that the individual no longer objects to 
the administrative termination of the clearance. 

f. In those rare and exceptional cases where DUSD(P), or higher authority, 
determines that PCL's were granted in error or are not required, he or she may 
opt to administratively terminate the PCL or clearance action in process, 
without prejudice to the individuals concerned or jeopardy to their employer's 
operations. 

g. In the event a need arises for employees to have access to 
classified information subsequent to the administrative terminations of their 
clearances, and such need occurs within 24 months from date of the notices 
from the U.S. Government that the previous clearances were administratively 
terminated, the previous clearances may be revalidated immediately, provided: 
(i) the individuals have been continuously employed by the same contractor, 
and (ii) the contractor knows of no adverse information concerning the 
employees. Revalidation will be effected by submission of DISCO Forms 562 to 
DISCO or the CSO, as appropriate. The DISCO will revalidate the clearance. 
The statement, "This is a request for revalidation of a clearance administra
tively terminated on (date)," shall be included in item 14, "Remarks." 

h. In the event an employee for whom a LaC was administratively terminated 
is transferred from one facility to another in a MFa with the same or higher 
level of FCL, and the gaining facility has a need for the employee to have access 
to classified information, and such need occurs within 24 months from date of 
notice from the U.S. Government that the previous clearance was terminated, the 
previous clearance may be revalidated, provided: (i) the individual has been 
continuously employed by the same contractor, and (ii) the contractor knows of 
no adverse information concerning the employee. Revalidation will be effected 
by submission of a DISCO Form 562 to DISCO or the CSO, as appropriate. The 
DISCO will revalidate the clearance. The block "Multiple Facility Transfer" 
will be checked in item 1, and the statement, "This is a request for revalidation 
of a clearance administratively terminated on (date)," shall be included in 
item 14, "Remarks." 

i. In the event an employee for whom a LaC was administratively terminated 
j.s employed by another contractor in a position requiring access to classified 
information, and such employment occurs within 12 months from date of notice 
from the U.S. Government that the previous clearance has been terminated, the 
previous clearance may be revalidated by submission of one copy of DO Form 48-3. 
DIOCO will issue a new LOC to the contractor. 

j. If the administratively terminated clearance had been a contractor
granted CONFIDENTIAL clearance, and the need arises again for the individual 
to have access to CONFIDENTIAL information, the actions required by paragraph 
24b. shall be accomplished as a new clearance action. 
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30. Administrative Downgrading of TOP SECRET Personnel Security Clearances. 

a. When an employee cleared at the TOP SECRET level, other than an 
OODF.P, has not had access to TOP SECRET information during the preceding 18 
months, and a requirement for such access is not anticipated, but access to a 
lower level of classified information is required, the PCL shall be downgraded 
without prejudice to the lower level by submission of a DISCO Form 562 to 
DISCO. The properly completed form shall set forth in the "Remarks" block of 
the form a request to downgrade the TOP SECRET clearance without prejudice to 
the appropriate level. On notification of completed action by DISCO, the 
contractor shall annotate the previously issued LaC to reflect the new level 
of access and the date such action was taken by DISCO. The LOC retains the 
original date of issuance. 

b. TOP SECRET PCL's downgraded, in accordance with this paragraph, can 
be reinstated summarily on request of the contractor, when a requirement for 
such access exists, provided that: (i) there has not been a lapse of more 
than 24 months from the date of the downgrading or termination action, (ii) 
the individual hRS been continuously employed by the same contractor/MFa, 
(iii) the contractor knows of no adverse information concerning the employ
ee, and (iv) a justified need exists for the revalidation of the TOP SECRET 
clearance. Application is made by submission of a DISCO Form 562 to DISCO 
requesting in the "Remarks" section reinstatement of the TOP SECRET clearance. 
On receipt of the LaC, from DISCO reflecting the upgrading action, the 
previously issued LaC will be destroyed by the contractor. The LaC will bear 
a new date of clearance because of the upgrading action. 

c. When there has been a lapse of more than 24 months from the date the 
TOP SECRET clearance was downgraded to a lower level clearance, DISCO will 
issue a new LOC, provided that: (i) the individual has been continuously 
employed by the same contractor/MFO since the date of the downgrading action, 
(ii) the contractor knows of no adverse information, and (iii) a valid need 
exists for the TOP SECRET clearance. Application for the new LaC shall be 
made by submitting one copy of DO Form 48-3 to DISCO. 

31. Reciprocal Industrial Security Agreements. 

a. Pursuant to the proviSions of the reciprocal industrial security 
agreements entered into by the 000 with certain foreign governments, employ- * 
ees of the contractor who are citizens of these countries, except those * 
individuals who have status as aliens admitted to the U.S. under an immi- * 
grant visa for permanent residence, may be processed for a reciprocal 
clearance authorizing access to classified information in connection with the 
performance of classified work at a facility located in the U.S. Individuals 
with reciprocal clearances are authorized for access to classified infor
mation only when geographically located within the U.S. or, as appropriate, * 
in the signatory foreign country involved. * 

b. Application for reciprocal clearances for employees described 
above shall be made by the ~ontractor by submission of the DO Form 49 and 
three copies of executed PO Form 258. The words "RECIPROCAL CLEARANCE" 
shall be placed in b~ld, block letters in the "Job Title" block of the DO 
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Form 49. For Canadian citizens born outside of Canada. copies of their * 
Canadian citizenship certificates. or registrations of births abroad. should * 
accompany their applications. * 

c. Limitations on Access Under Reciprocal Clearances (Both FCL and PCL). 
Reciprocal clearances granted under the provisions of this paragraph are not 
valid for access to: 

(1) RESTRICTED DATA, as defined in the U.S. Atomic Energy Act of 
1954, as amended; 

(2) FORMERLY RESTRICTED DATA removed from the RESTRICTED DATA 
category pursuant to Section 142(d). as amended; 

(3) "Classified Atomic Energy Data" as defined in the Atomic * 
Energy Control Act (Revised Statutes of Canada 1952) and the Atomic Energy * 
Control Regulation. Order-in-Council PC. 1959-1643. when Canadian reciprocal * 
clearances are involved; * 

(4) COMSEC information; 

(5) any ACDA classified information; 

(6) information for which foreign dissemination has been pro
hibited in whole or in part; 

(7) information for which a special access authorization 
is required; and 

(8) any ipformation which has not been specifically authorized for 
release to the government of the signatory country involved. * 

d. Individuals who have been granted reciprocal clearances. and who 
subsequently become immigrant aliens or U.S. citizens. need not be processed 
for a regular clearance. pursuant to paragraph 26. unless a requirement arises 
for access to information set forth in paragraph c above or for information 
of a higher classification c4tegory than covered by the reciprocal clearance. 
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Section IV. CONTROL OF AREAS 

32. Purpose. Normally. the contractor shall protect classified material in 
the manner prescribed in paragraphs 14. 15. and 16. If. however, because of 
the nature. size, or unique characteristics of the classified materials, 
unauthorized personnel cannot be effectively denied access to such material by 
the safeguards set forth in the above paragraphs. the material shall be 
safeguarded by controlling the area in which it is located 1/. Controlled 
areas shall consist of closed and restricted areas as defined in paragraphs 3m 
and 3bx, respectively. 

33. General. 

a. A controlled area shall not be established for the sole purpose of 
storing classified documents (see paragraph 14a(3)(f) for guidance on use of 
"other vaults and strongrooms" for the storage of classified documents). 

b. Area Approval. The CSO and the contractor shall agr~e on the need 
to cdtablish. and the extent of. the controlled area prior to the award of the 
contract, when possible. or at such subsequent times as the need for such 
areas becomes apparent during the performance on the contract. 

c. Reports. The CSO shall be advised, in accordance with paragraph 
6a(5). of the establishment of any new controlled areas or of any change in 
the location or extent of any existing controlled areas. Controlled areas 
which have been temporarily deactivated, in accordance with e below. and 
subsequently reactivated wi~!!.in 180 days need not be reported. 

d. A controlled area shall be considered disestablished when the original 
or existing need for the creation of the area no longer exists (for example. all 
classified material is removed from the area for delivery to the customer), 
and there is no anticipated need to reactivate the area within the following 
180-day period. Area designations shall be promptly removed when controlled 
areas have been disestablished. If a disestablished controlled area is 
subsequently reestablished, it must be approved as a new area in accordance 
with band c above. 

e. Controlled areas shall be considered temporarily deactivated when a 
controlled area environment is no longer required (see paragraph 32). and there 
exists a known or anticipated need to reactivate such areas within the follow
ing 180-day period. The area controls specified in paragraphs 34a and bare 
optional, except that posted area designations shall be promptly removed or 
covered. Temporarily deactivated controlled areas shall be considered dis-

1/ The entry into a controlled area. per se. will not constitute access to 
classified information if the security measures that are in force prevent 
the gaining of knowledge of the classified information. Therefore, the 
entry into a controlled area under conditions that prevent the gaining of 
knowledge of classified information will not necessitate a peL. 

107 33. 



established if the need to reactivate fails to materialize within the above 
lBO-day time frame. 

34. Area Controls. 

a. Closed Areas. 

(1) General. Closed areas shall be separated from adjacent areas 
by a physical barrier capable of preventing unauthorized entry and. when 
visual access to classified materials is a factor. observation by unauthorized 
persons. The physical barrier shall be substantially constructed of materials 
that provide protection against surreptitious entry or removal of classified 
material. and offer visual evidence of attempted surreptitious or forced entry 
(see appendix V for construction requirements). 

(2) During Working Hours. 

(a) Open or unlocked entrance -- if,the material within the area 
is classified no higher than CONFIDENTIAL. admittance shall be controlled by 
a properly cleared contractor-authorized employee or guard stationed so as to 
supervise the entrance to the area. If the material is classified TOP SECRET 
or SECRET. admittance shall be under the direct and continuous supervision of 
a properly cleared guard posted at the entrance. 

(b) Locked entrance -- if the material within the area is clas
sified no higher than SECRET. admittance shall be under the direct and con
tinuous supervision of a properly cleared contractor-authorized employee or 
guard, except as may be provided for by complying with paragraph 36. The 
employee or guard designated to control the entrance shall be required to 
unlock and open the entrance, remain at the entrance while it remains open, 
supervise the passage of material or authorized personnel through the en
trance, and to lock the entrance immediately thereafter. If the material is 
classified TOP SECRET, admittance shall be under the direct and continuous 
supervision of a properly cleared guard posted at the entrance. 

(3) During Nonworking Hours. 

(a) Admittance shall be controlled by locked entrances and 
exits, secured with either a built-in three-position dial-type changeable 
combination lock or a three-position dial-type changeable combination padlock 
as described in pa'ragraph 14a(3) (d). However. doors secured from the inside 
with a panic bolt (that is. actuated by a panic bar). a dead bolt. a rigid 
wood or metal bar. or other means approved by the CSO. will not require 
additional locking devices. 

(b) If TOP SECRET or SECRET information is stored in the area. 
p,upplemental controls are required. as follows: 

(i) the area is alarmed. in accordance with the 
requirements in paragraph 35; £! 

(ii) the area is patrolled by guards or other properly cleared 
and authorized personnel supervised by a system which provides a written 
record of the coverage of key points of the area. The patrol shall be once 
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hourly for TOP SECRET areas and once every two hours for SECRET areas. The 
guard shall view both the inside and outsid~ of the area to determine the pre
sence of unauthorized persons. Guards are not required to enter the closed 
area. if substantially all o,f the interior space can be viewed from outside 
the area through windows. peepholes. or expanded metal/wire-mesh walls. (Drapes. 
curtains. or si,milar window coverings may be utilized during working hours and 
tarpaulins over hardware during nonworking hours to protect classified external 
configuration from visual access.) If the contractor elects to have the guard 
enter the closed area. an approved key-operated padlock 2/ with high-security 
cylinder may be used to secure the area. If the contractor does not want to 
have the guard enter the closed area and if windows. peepholes! or expanded 
metal/wire-mesh walls cannot be used, because exterior configuration of 
hardware is classified and the use of tarpaulins to prevent visual access is 
not practical. the contractor may elect to utilize the following alternative 
procedure: 

The area will be thoroughly checked at the end of 
the working hour period by the last person leaving 
to ensure area integrity and that no individual 
remains within. A written record, to include the 
signature of the person securing the area and the 
time secured. will be posted on the interior side 
at the door. Additionally, a log will be posted 
at the exterior of each door and the guard will 
be required to sign and indicate the time checked, 
certifying that the door was checked and found to 
be locked during the course of each patrol. 

Approved key-operated padlocks shall meet the requirements of: Mili-
tary Specification P-43607 (shrouded shackle), National Stock Number 
5340-00-799-B24B, and Military Specification P-4395l (regular shackle). 
National Stock Number 5340-00-799-B016. The keys shall be safeguarded as 
classified material of a classification equal to the highest level of the 
classified material being protected. On initial receipt, or when not in 
use. high security key locks shall be stored consistent with the level of 
the facility's authorized safeguarding capability. Use of key-operated 
padlocks are subject to the following requirements: (i) a key and lock 
custodian shall be appointed to ensure proper custody and handling of keys 
and locks used for protaction of classified materialj (ii) a key and lock 
control register shall be maintained to identify keys for each lock and 
their current location and custodYj (iii) keys and locks shall be audited 
each monthj (iv) keys shall be inventoried with each change of custodYj 
(v) keys shall not be removed from the premises; (vi) keys and spare locks 
shall be protected in a secure containerj (vii) locks shall be changed or 
rotated at least annually. and shall be replaced after loss or compromise 
of their operable keysj and (viii) making master keys is prohibited. A 
"secure container" as used herein is any cabinet or vault specified in 
paragraph l4a(3). including supplemental controls when required. However. 
at no time shall a keyes} be afforded less protection than that accorded -
the highest level of the classified material protected by its corresponding 
lock(s). 
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The SPP shall specify which of the above options has been elected by the con
tractor and shall describe the procedures for implementing this requirement. 

(c) No patrol or alarm systems are required for CONFIDENTIAL 
material stored in closed areas. 

(4) Areas shall be designated and marked "CLOSED AREA." 

(5) Employees assigned to the area shall challenge the presence of 
any unknown persons. The need-to-know principle shall be adhered to at all 
times within the closed area. 

b. Restricted Area. 

(1) During working hours, the same controls as prescribed for 
closed areas during working hours shall be applied. 

(2) During nonwork.ing hours, the same con~rols as prescribed by 
paragraph 14 shall be applied. 

(3) Areas shall be designated and marked "RESTRICTED AREA." 

c. Area Approval. The CSO and the contractor shall agree on the extent 
of the cont=olled area prior to the award of the contract, when possible, or 
at such subsequent times as the need for such areas becomes apparent during 
the per.formance on the contract. When the costs of construction and/or 
maintenance of the controlled areas are to be charged against a UA contract, 
the CSO shall obtain and furnish to the contractor written authorization from 
the contracting officer concerned for the expenditure of necessary funds. 
This authorization shall only be required when the contractor is performing on 
cost-reimbursement contracts as opposed to fixed-price contracts in which such 
security costs would be included in the initial contract price. 

d. Reports. The CSO shall be advised, in accordance with paragraph 
6a(5), of the creation of any new controlled areas or of any change in the 
location of any existing controlled areas. 

35. Supplemental or Supplanting Alarm Systems. 

a. Alarm systems may be divided into those that supplant the use of 
guards required under paragraph 34a(3), and those that supplement and extend 
the capability of guards. 

(1) When used to supplant guards, the electrical protective alarm 
system shall be connected to a central control station. 

(a) The central control station may be located at the contrac
tor's facility or at the facility of a subcontractor who maintains and operates 
the electrical protective alarm system and responds to alarms 1/ i/o 

(Footnotes 1/ and i/ are on the following page.) 
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(b) Such a subcontractor and its employees shall have FCL's 
and PCL's, as prescribe~ in paragraph 20e. 

(c) Additional requirements for a central control station are 
as follows. 

1 Trained and appropriately cleared operators shall be in 
attendance at the central station at all times when the electrical protective 
alarm system is in operation. The device which signals alarms shall be 
continuously monitored. 

2 Trained and appropriately cleared guards, :uffic1ent in 
number to dispatch immediately a guard to investigate each alarm, shall be in 
att£::ildance at the central station at all times when the electrical protective 
alarm system is in operation. 

1/ A direct-connect or remote station alarm system (that is, a system connected by 
direct wire to alarm receiving equipment located in a local police depart-
ment headquarters, which is activated and deactivated by the using contrac-
tor and responded to by personnel of the local police department), may be 
utilized when: (i) the contractor's facility is located in an area where 
the central station services of a subcontractor are not available; (ii) it 
is impractical for the contractor to establish a proprietary or in-plant 
alarm system, in accordance with the provisions of paragraph 35a(I)(c); 
(iii) the material and installation standards prescribed by paragraph 
35b(l) or (2) are observed; (iv) response time to an ac~ivated alarm by 
local police personnel does not exceed 15 minutes from the time the alarm 
was first registered, and arrangements shall have been made with the police 
department to immediately notify a representative of the contractor (pre
ferably the FSO) on receipt of an alarm; and '(v) the representative of 
the contractor shall be required to report immediately to the facility to 
ascertain the nature of the ularm and to take appropriate measures to 
ensure the security of the area concerned. Approval of the CSO is required 
before a contractor may utilize a direct-connect system as an alternative 
to the use of a central station system. The proposed plan explaining how 
the system would operate should be submitted in duplicate to the CSO, 
including sufficient justification for the granting of an exc~ption and the 
full name and address of the police department that will monitor the 
system and provide required response. The name, address, and clearance 
level of the subcontractor who installed the system and who will inspect, 
maintain, and repair the equipment shall also be furnished, if applicable. 

Central station burglar alarm systems classified by the UL, Inc. as Grade A 
shall satisfy the requirements of this paragraph. Evidence of compliance 
with the UL standards may take the form of a UL certificate or a letter 
issued by the installing company (see UL 611, Central Station Burglar Alarm 
Units and Systems, and the list relating to authorized burglary protection 
equipment and installing companies in UL publication, "Automotive, Burglary 
Protection, Mechanical Equipment Directory"). 
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3 A signal shall be maint~ined at the central station to 
show whether or not the system is in working order and to indicate any 
tampering with the system. Necessary repairs shall be effected immediately. 

4 Response t~me to an activated alarm (that is, the time 
required for guards to reach the area) shall not exceed 15 minutes from the 
time the alarm was first registered. 

5 Records shall be maintained indicating time of receipt 
of alarm, name of guards, time dispatched to area, time guards checked in, and 
nature of alarm. Such records shall be kept for a minimum of 1 year. 

(2) When used to supplement guards required by paragraph 34a(3), 
electrical protective alarm systems of the central station type, described in 
paragraph a(l) above, and systems not connected to a central control station 
may be used. However, if a central control station is not employed, the 
system shall provide an audible or visible alarm signal, which shall be 
capable of attracting the immediate attention of guards on patrol in the area 
and directing them to the location of the alarm. In any event. the time 
required to respond to an activated alarm shall not exceed 15 minutes. 

(3) When such systems are used. they shall be activated immediately 
at the close of business. 

b. Material and Installation Standards. 

(1) Where electrical protective systems are applied to an area to 
supplant or supplement guards. all material and equipment used in the system 
shall equal or exceed the standards prescribed in and shall be installed in 
accordance with: (i) the provisions of Interim Federal Specification W-A-00450 
(GSA-FSS). "Alarm Systems. Protective. Interior (Security)." February 16. 
1973. or (ii) Underwriters' Laboratories Standards for Intrusion-Detection 
Units. UL-639. and Underwriters' Laboratories Standards for Installation and 
Classification of Mercantile and Bank Burglar Alarm Systems, UL-681 1/ ~/. 

(2) When individual alarms are installed on classified storage con
tainers, in accordance with paragraph 14a(2)(c) or 14a(4)(c), the installation 
shall provide "complete" protection of the top, bottom, sides, and outer 
drawers or doors of the container (see Interim Federal Specification W-A-00450 
and UL Standards 681 and 639). In addition. the requirements for a central 
station or direct-connect alarm system shall also apply (see paragraph a(l) 
above) • 

35. 

The minimum required standard for installation on premises shall be Instal
lation No. 3 (s~e UL-681). New installations shall conform to Interim 
Federal Specification W-A-00450 to the maximum extent permitted by avail
ability of qualified equipment. 

Copies of the Interim Federal Specification may be obtained from any 
regional office of the GSA. Copies of the UL Standards may be obtained 
from Underwriters Laboratories. Inc •• 333 Pfingsten Road. Northbrook, 
Illinois 60062. 
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c. Approval by the CSO is required before the installation of either a 
supplanting or supplemental alarm system to meet a requirement of this manual 
(see paragraph 34c regarding cost considerations). 

36. Supplanting and Supplemental Electronic, Mechanical, and Electromechanical 
Access Control Devices. 

a. Supplanting Devices. Provided that the. material within the controlled 
area is classified no higher than SECRET, electronic, mechanical, or electro
mechanical devices which meet the criteria stated below may be used to supplant 
contractor-authorized employees or guards, required under paragraph 34a(2)(b). 
to control admittance to the area during working hours. 

'. (1) Security enclosures may be used. (This refers to an enclosed 
metal booth, having an inner and an outer door, inserted into an opening in 
i:;he perimeter barrier for ingress to and egress from a controlled area. 
Access to the controlled area through the booth is restricted to authorized 
persons having knowledge of the combination on which the access control device 
is set to operate.) 

(a) Control cards, if used in conjunction with the combination 
control panel. shall be rigidly concrolled and accounted for by use of a con
secutive numbering system and promptly recovered on termination or transfer of 
the holder to duties no longer requiring access to the controlled area in
volved. (Enclosures operated by a control card alone shall not be approved 
to supplant contractor authorized employees or guards required under paragraph 
34a(2)(b).) 

(b) Possession of both the combination on which the booth is 
set to operate. and, if used. the control cards, shall be limited to a minimum 
number of authorized personnel consistent with operational requirements. 

(c) The combination on which the booth is set to operate shall 
be classified in accordance with the classification of the highest classified 
material within the controlled area. 

(d) The selection and setting of the combination in the control 
panel shall be accomplished by an employee of the contractor who is authorized 
to enter the area. iu the performance of his or her duties, or by the FSO or 
his or her designated representative who is authorized to enter the area. The 
combination shall be changed at least once every 3 months. When located 
outside the controlled area. the control panel shall be secured by a 
three-position die.l-type changeable combination padlock, as specified in 
paragraph 14a(3)(d). However. if the control panel is located within a closed 
area, it shall require only a minimal degree of physical security protection 
designed to preclude unauthorized access to the mechanism. The CSO may be 
requested to approve the security measures afforded the control panel. 

(e) Except as provided in paragraph b below, the person entering 
or leaving the area through the security enclosure shall be responsible for 
ensuring that the inner and outer doors are securely shut. In addition, only 
one authorized person may pass through the security enclosure at a time. 
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(f) If an alternate entrance is used to transport bulky 
classified material to and from the area, a contractor-authorized employee or 
guard shall be designated to unlock and open the entrance, remain at the 
entrance while it. remains open, supervise the passage of the material and 
authorized personnel, and lock the entrance immediately thereafter. 

(g) During shift changes and emergency situations, when the 
fast exit switch in the control panel is set to allow both the inner and the 
outer doors of the booth to be opened at the same time, admittance shall be 
controlled by a contractor-authorized employee or guard stationed to supervise 
the entrance to the area. 

(h) Electrical gear, wiring included, shall be accessible only 
from inside the area. 

(2) Electronic, mechanical, and electromechanical door devices may 
be used. (That is, a system that operates by either a push-button combination, 
which activates the locking device, or by a control card used in conjunction 
with a push-button combination, thereby excluding any system that operates 
solely by the use of a control card.) 

(a) The control panel shall be installed in such a manner, or 
have a shielding device mounted, so that an unauthorized person in the 
immodiate vicinity cannot observe the selection of the correct combination of 
the push buttons. 

(b) The electronic control panel containing the mechanical 
mechanism by which the combination is set may be located inside or outside 
the controlled area. When located outside the controlled area, the control 
panel shall be securely fastened or attached to the perimeter barrier of the 
area and secured by a three-position dial-type changeable combination padlock, 
as specified in paragraph 14a(3)(d). However, if the control panel is located 
within the closed area, it shall require only a minimal degree of physical 
security protection designed to preclude unauthorized access to the mechanism. 
The eso may be requested to approve the security measures afforded the control 
panel. 

(c) The combination and, if also used, the control cards shall 
be controlled in the manner prescribed by subparagraphs (1) (a), (b), (c), and 
(d) above. 

(d) Authorized personnel entering or leaving the area shall be 
required to immediately lock the entrance behind them. 

(e) During shift changes and emergenc,y situations, if the door 
remains open, admittance shall be controlled hy a contractor-authorized 
employee or guard stat1.oned to supervise the entrance to the area. 

(f) In all cases when used, electrical gear, wiring included, 
or mechanical links (cables, rods, and so on) shall be accessible only from 
inside the area, or shall be secured within a protective covering to preclude 
surreptitious manipulation of such components. 
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b. Supplemental Devi,ces. A number of electromechanical security device.s 
for identification and authent.ication of indi"iduals are currently available. 
These devices. such as those involving hand 01' fingerprint scanning and 
comparison. may be used to supplement the access control systems described in 
paragraphs a(1) and (2) above. 

c. Approval. The approval by the eso is required before effecting the 
installation of either a supplanting or supplemental access control device to 
meet a requirement of this manual (see paragraph 34c regarding cost considera
tions) • 
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Section V. VISITOR CONTROL PROCEDURES 

Part 1. VISITS TO USER AGENCY CONTRACTORS 

37. General. 

a. The provisions of this section. except paragraphs 45 snd 48. apply 
only to persons who will have access to classified information. Access to in
formation r.lassified higher than the level in the visit authorization will not 
be granted. regardless of the level of the visitor's PCL. The contractor or 
activity being visited shall take such security measures as may be required to 
preclude visitors from having unauthorized access to classified information. 
Nothing in this section will limit the requirements of paragraph 5c. 

b. The number of visitors requiring access to classified information 
shall be held to a minimum" and the following requirements must be established: 

(1) that the visit is necessary. and 

(2) that the purpose of the visit cannot be achieved without access 
to classified information by the visitor. 

c. In the event the visit is disapproved. the requester shall be prompt
ly notified by the contractor or activity which made the decision. 

d. Requests for visits shall be furnished in writing (mail or teletype) 
to the contractor_ UA activity being visited in advance of the proposed visit. 
In exceptional cases. the telephone may b; used. provided the visit request is 
confiI1llcd in writing. Under no circumstances. however. may employees h&nd-carry 
their own visit requests to the place being visited. All Category 1 and 2 
requests shall contain the following information: 

(1) name and address of the contractor or UA activity to be visited; 

(2) name and title of person(s) to be visited. if known; 

(3) name of the proposed visitor. his or her date and place of 
birth. and citizenship (if immigrant alien. so indicate); 

(4) job title or position of the proposed visitor; 

(5) requesting contractor's or UA activity's certification of the 
level of clearance of the proposed visitor (see paragraph 38) -- specifically 
indicate if the visitor's clearance is an interim clearallce~ company-granted 
CONFIDENTIAL clearance, or a reciprocal clearance (see paragraph e below for 
special access requirements); 

(6) purpose and justification for the visit in sufficient detail 
to allow for a determination on the necessity of the visit -- including the 
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contract, project, or program number or name will assist the recipient in 
making this determination !/; 

(7) date or period during which the request is to be valid; 

(8) name and address of requesting contractor or UA activity; 

(9) requesting contractor's certification of his or her FCL (not 
requiced for representatives of the U.S. Government. see paragraph 38); if the 
contractor has a reciprocal facility clearance, state so; and 

(10) name, address, and telephone number (if known) of requesting 
contractor's CSO. 

e. When visits involve access to classified ~.nformation requiring a 
special access authorization (for example, CRYPTO, NATO, military space 
project, or other special or limited access programs), the request will, in 
addition to the other required information: 

(1) specify the program or project, 

(2) specify the level of information to be released, 

(3) certify that the visitor has been authorized access to such 
information, and 

(4) identify the office or UA activity granting such authorization. 

f. When appropriate, the visit request shall ask for approval for subse
quent visits within a 12-month period. The contractor or UA activity initiating 
the Vi~it request shall immedia,tely notify the contractor or activity being 
visiteG of any change in the visitor's status, such as, the termination of 
employment, suspension, leave of absence, and the revocation or termination of 
clearance, which will require the visit authorization to be canceled prior to 
its normal termination date. In the event the initiating contractor's FeL, as 
indicated in paragraph d(9) above, changes to a reciprocal clearance, the 
initiating contractor shall immediately notify contractors or UA's honoring 
current visit requests, so as to preclude the visitor's access to certain 
types of classified information as set forth in paragraph 31c. A downgrading 
of the FCL also req'aires an immediate notification to contractors and UA' s 
honoring current visit requests. 

g. Machine-run or other rosters of employees, limited to those personnel 
who are authorized access to particular levels of classified information and 
who occupy positions which require classified visits, may be used for estab-

!/ To avoid delay in proceusing or rejection of visit requests, contractors. 
should exercise care in using nicknames, abbreviations, and acronyms which 
may be unfamiliar to the recipient. Where repeated use of short terms is 
desirable for brevity, an explanation should be provided. 
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lishing visit request and approval authorizations as required by this section, 
provided the machine-run (or other ruster) or a covering letter furnishes the 
essential information required by paragraphs d, e, and f above, and adequate 
procedures are in effect to notify the visited facility of changes in em
ployees' status, which will affect his or her visit authorization. Use of 
such procedures must be acceptable to the facility being visited and such 
records and controls shall be maintained in a current status at all times. 

h. Industrial security re~resentatives of the DoD and other UA's are 
not considered visitors, when acting in their official capacities. 
Representatives of the following U.S. Government agencies, when acting in 
their official capacities, are not visitors: 

(1) Defense Investigative Service 

(2) U.S. Army Intelligence Command (Army) 

(3) Naval Investigative Service (Navy) 

(4) U.S. Air Force, Office of Special Investigations (Air Force) 

(5) Secret Service (Treasury Depaor:tment) 

(6) Federal Bureau of Investigation 

The contractor shall grant access to classified information to the minimum re
quired upon presentation of proper credentials by the representative. In case 
of doubt as to identity or level of ~ccess authorized, such credentials and 
level of clearance will be verified by contact with the agency or activity 
concerned. 

38. Identification and Control of Visitors. 

a. Contractors being visited by representati.ves of another contractor 
are responsible for determining that the requesting contractor has been 
granted an appropriate FCL. This determination is based either on an exist
ing contractual relationship involving classified information of the same or 
higher category ~ by verification from the CSO of the requesting contractor, 
the visitor's identity, and authorization. prior to any disclosure of clas
sified information. When the requesting contractor's FCL status has been 
determined, his or her certification as to the proposed visitor's PCL status 
may be accepted. If, however. there is any question as to the validity of a 
visit request or identity of the visitor, appropriate confirmation shall be 
obtained from the contractor or UA activity that initiated the visit request. 

b. The contractor shall establish such controls over the movement of 
approved visitors as are necessary to ensure that the vi~itors are only 
afforded access to classified information consistent with the authorized 
purpose of the visit. Particular care shall be taken to ensure that his or 
her procedures for the control of Category 4 (foreign national) visitors are 
sufficient to prevent any access not provided for by the terms of the visit 
authoDization. Such procedures shall provide for an escort while access is 
being afforded in accordance with the terms of the foreign national's visit 
authorization and when such a visitor is in areas where classified information 
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may be accessible. The esco-rt, when required, shall be a res'p-onsible, 
appropriately cleared employee who has been informed regarding the. visitor's 
access limitations or restrictions on the visitor's movements. 

c. Visitors shall be prohibited from making records of classified dis
cussions and taking photographs in areas where classified information might be 
recorded on the film, without the express permission of the contractor being 
visited. 

d. Classified material shall not be released to the visitor to take out
side the contractor's facility, except in accordance with other provisions of 
this manual and specificelly paragraphs 5x and 17. 

39. Visitor Record. 

a. Except when the visitor is issued an identification card or badge, 
in accordance with the provisions of paragraph 8a(7), the contractor shall 
maintain a record of all visitors to the facility for the purpose of having 
access to classified information. The record will indicate: (i) the visitor's 
full name, (ii) the name of the contractor or activity he or she represents, 
and (iii) the date(s) of his or her arrival at and departure from the 
facility. A separate set of visitor records shall be maintained for NATO 
visitors in accordance with paragraph 54. 

b. A NATO visit shall be considered to be: (i) a visit by a person from 
a NATO country to a contractor in connection with precontract negotiations or 
contract performance on a NATO classified contract, (ii) a visit between a U.S. 
prime contractor and a subcontractor performing a NATO classified contract, 
and (iii) other visits in which access to NATO classified information has been 
specifically authorized. Representatives of the CSO, whose requirement for 
access to NATO classified information is only incidental to the accomplishment 
of the security inspections at the contractor's facility, shall not be considered 
to be "NATO visitors" nor be required to enter their names on NATO visitor 
records. 

c. The visitor- record need not indicate whether the visitor actually 
did or did not gain access to classified information, but it must distinguish 
between classified and unclassified visits. Records of authorized visit re
quests for visits actually consummated shall be maintained by the contractor 
for a minimum of 2 years. Visit requests submitted in accordance with this 
section may be retained in lieu of a visitor record, if they also contain the 
information required in items (i), (ii), and (iii) of paragraph a above, and 
are retained for the required period. 

40. Long-Term Visitors. When employees of one contractor are temporar:1.1y 
stationed at a facility of another contractor, the security procedures of the 
facility visited will govern. However, when such visits are on a continuing 
basis and it is found impractical for such visitors to comply with the 
security procedures of the host facility, the respective contractors shall 
prepare an agreement delineating their respective responsibilities and 
encompassing the procedures to be followed. This agreement must conform to 
the provisions of this manual and a copy shall be furnished to the CSO of tbe 
host contractor. The CSO of the aost contractor is responsible for conducting 
periodic inspections to ensure that classified information in the possession 
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of the visiting employees is properly safeguarded, and for notifying the host 
contractor of security deficiencies. 

41. Visitor Categories and Procedures. 

a. Category 1. This category applies: (i) when a contractual or 
prospective contractual relationship exists between contractors or between a 
contractor and a UA. and visits to a contractor by representatives of the GAO 
for auditing purposes, authorized representatives of the Department of Labor, 
and other agencies of the executive branch of the government when acting in 
their official capacities; (ii) to visits among,prime contractors who are 
participating under government direction in contracts pertaining to research, 
development, or production of a weapon system; (iii) to employees of contrac
tors producing items furnished to assembling contractors (GFP) for purposes 
pertaining to such assembly; and (iv) to employees of B cleared facility, 
which had previously been furnished a classified report directly by the con
tractor being visited under the specific terms of a contract (excluded from 
this category are facilities that receive only abstracts of classified reports 
or reports from sources other than the preparing contractor). Such visit 
requests will. in addition to the information required in paragraph 37, also 
contain a statement identifying the specific report that the visitor is 
authorized to discuss. 

(1) The above visit requests will be submitted directly to the con
tractor to be visited. 

(2) The contractor to be visited has approval authority, provided 
such visits meet the provisions of paragraph 37. 

(3) The prime contractor or assembling contractor, as the case may 
be, may initiate visit requests for employees of a subcontracto~ or contractor 
supplying' GFP, in accordance with paragraph 37, when he or she is in 
possession of the information required by paragraph 37d. 

(4) Employees of a temporary help supplier working for contractors 
at their facilities shall be treated as regular employees of the using con
tractors for the purpose of security orientation in facility pra~tices. 
procedures. and pertinent reports. while working under the contracto~s 
direction and control (see paragraphs 5u. v. ab, and 6b (1» . This actioll by 
the using contractor in no way relieves the temporary help supplier from 
complying with these and other requirements of this manual. 

b. Category 2. This category applies to visits between contractors who 
have been granted FeL's, but do not have a contractual relationship, and 
visits that do not otherwise meet the requirements of Category 1. 

(1) The requesting contractor will obtain in writing a verification 
of the visitor's need-to-know from his or her contracting officer and include 
it with the visit request. 

(2) The contractor to be visited will approve the request. if he or 
she desires the visit. 
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(3) The visiting contractor may ~,ubstitute another cleared employee 
to make the visit without additional verification of the need-to-know, if this 
is acceptable to the contractor being visited. Information about the substi
tution shall be furnished the contractor being visited, as required in para
graph 37d. 

c. Category 3. This category applies to representatives or employees of 
the DOE and its contractors whose visits req~ire access to other than RESTRICTED 
DATA. 

(1) The activity requesting the visit will furnish the requfred 
information to the contracting officer of the VA whose information is involved, 
using DOE F 5631.20. 

(2) If approved, the contracting officer will notify the contractor 
of the scheduled visit, including required information concerning the visit 
(DOE F 5631.20). 

d. Category 4. This category applies to foreign representatives. 
Except as authorized in subparagraph 41d(8) below, visits to contractor 
facilities by foreign nationals (see paragraph 3ap) and persons acting as 
representatives of a foreign interest (see paragraph 3bw), hereafter 
referred to collectively as foreign representatives, must be officially 
sponsored by a foreign government. Foreign sponsorship is normally re
flected in an official request for visit from the embassy of the nation 
concerned to the cognizant VA foreign disclosure office 1/. The cognizant 

* 
* 
* 
* 
* 
* 
* 
* 

1/ The Defense Intelligence Agency is responsible for processing requests * 
to visit elements of the OSD, the Office of the Joint Chiefs of Staff * 
(OJCS) the Unified and Specified Commands, the Defense Agencies, and * 
activities administratively supported by the OSD. The following offices * 
are responsible for processing other visit requests: * 
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Department of the Army 
Assistant Chief of Staff 

for Intelligence 
ATTN: Foreign Liaison 

Directorate (DAMI-FL) 
Washington, D.C. 20310 

Department of the Navy 
Foreign Disclosure and Policy 

Control Branch 
Office of Chief of Naval 

Operations (OP-622E) 
Washington, D.C. 20350 
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Department of the Air Force * 
International Affairs Division * 
Information Branch (CVAII) * 
Office of the Vice Chief of Staff * 
Washington, D.C. 20330 * 

Defense Intelligence Agency * 
Foreign Liaison Branch (DI-4A) * 
Washington, D.C. 20301 * 

* 
* 
* 
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UA may then sponsor, deny, or elect not to sponsor the visit. UA sponsored 
visits shall not be used to avoid the licensing requirements of the ITAR 
published by the Dep;lrtment of State, or the Export Administration Regula
tions, published by the Department of Commerce. The contractor shall be 
responsible for ensuring that both sponsored and unsponsored visits by 
foreign representatives are effectively denied unauthorized access to: (i) 
classified information, (ii) unclassified technical data governed by the 
Export Administration Act, administered by the Secretary of Commerce, and 

* 
* 
* 
* 
* 
* 
* 
* 

the Arms Export Control Act, administered by the Secretary of State through * 
the ITAR,and (iii) other unclassified information for which the DOE, NRC, or * 
other government department or agency has prescribed dissemination limita
tions. 

* 

(1) Foreign nationals shall not be afforded access to classified * 
information, unless specifically authorized in writing by a UA. * 

(2) The UA sponsorship of a visit is based on the existence of 
a specific or potential program or project with the foreign government 
concerned. UA notification of sponsorship will contain the level and scope 
of classified information authorized for disclosure (visual and/or oral 
only), as well as any limitations, and will be transmitted to the csa 
for review and retransmit tal to the contractor facility to be visited. 
Final acceptance of the visit will be subject to the concurrence of the 
contractor. The contractor shall notify the UA when the visit is not 
desired. The contractor may not change the level or scope of classified 
information to be released, or modify any limitations, without the approval 
of the UA that approved the visit. 

(3) The contractor shall n.ot inform the foreign representatives, 
or their employers, of the scope of access authorized or of the limitations 
imposed by the UA, nor shall the foreign representatives be induced to seek 
a higher access level than previously approved by the UA. 

'" 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 

* 
* 
* 
* 

(4) The fact that a foreign representative may possess a PCL at a * 
particular lev~l does not automatically entitle the individual to receive * 
U.S. classified information at that level. * 

(5) Prior to disclosure of classified information to foreign 
representatives, the contractor being visited shall advise such visitors of 
their continuing responsibilities to safeguard the information to be dis
closed. The contractor shall also inform the visitors that the information 
affects the national defense of the U.S. within the meeting of the espionage 
laws of the U.S., and that unauthorized disclosure violates international 
agreements and is harmful to the interests of national security. 

(6) If the UA declines to sponsor a visit, a declination notice 
will be furnished to the r~questing embassy with an information copy to the 
security office of the contractor fncility(ies) to be visited. A copy of 
the visit request will accompany the declination notice. Lack Df sponsor
ship does not equate to disapproval nor does it preclude accomplishment of 
the visit, provided the contractor has, or obtains, a munitions licen~e for 
the specific technical information proposed for release, or the information 
is otherwise exempt from the licensing requirements of the ITAR. Unspon
sored visits may be arranged between the foreign activity proposing the 

* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
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visit and the contractor. Disclosure of classified infonlation during 
unsponsored visits is prohibited: (i) without specific written authoriza
tion from the cognizant Military Department, or (ii) without a previously 
approved and current munitions license issued by the Department of State. 
It is the contractor's responsibility to consult applicable Department of 
Stat~ and Department of Commerce regulations to determine export licensing 
requirements or exceptions regarding the disclosure of unclassified techni
cal data during visits by foreign representatives. 

(7) In the event a UA denies a request to visit, the requesting 
embassy and the contractor(s) involved will be advised of the reasons(s) 
for it by means of the distribution channels prescribed in paragraph (6) 
above. 

(8) The following rules apply to reciprocally cleared contractors. 

(a) Visit requests involving U.S. citizen employees of recipro
cally cleared contractors (see paragraph 31) that require access to classi
fied information or unclassified information related to a classified program 
or project, and all visit requests involving foreign national employees of 
such fir~nJs, shall be processed to the UA foreign disclosure office having 
jurisdiction over the information involved. To reduce administrative burden 
and facilitate the timely conduct of visits associated with current or poten
tial classified prime contractual or subcontractual relationships, contrac
tors are encouraged to include as many activities to be visited as possible 
on each such request and propose that such visit request be approved on a re
curring basis, preferably for the duration of the contract or subcontract 
involved. Copies of approved requests will be furnished by the ~ognizant UA 
foreign disclosure office to the requesting contractor and to each contrac
tor and UA activity approved for visitation. All subsequent chang.'es to the 
list of visitors may be communicated by the request.ing contractor directly 
to the activities to be visited, ATTN: Security Officer, making reference 
to the pertinent approved visit request on file. However, requests to visit 
activities not previously approved must be submitted separately to the cog
nizant foreign disclosure office for approval. 

(b) Visits by U.S. citizen employees for unclassified conunercial 
purposes may be arranged directly with the security office of the contractor 
or UA activity to be visited. 

e. Category 5. This is a miscellaneous category which is used only 
if Categories 1 through 4 do not apply. Only U.S. citizens are eligible to * 
make visits in this category. These visits must be authorized by DISCO. * 

(1) This category includes persons, other than employees of the 
contractor, whose visits are considered necessary by the contractor and who 
cannot be denied access to classified information by escort or other proce
dures because of the nature of their presence in the area. The contractor to 
be visited will furnish DISCO the following information. 
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(a) The information specified in paragraphs 37d(1),(2),(3), 

(b) The justification for the visit and the reason access to 
classified information cannot be prevented. * 

(c) The PCL forms specified in paragraph 26. Contractors to 
be visited wi.ll act as sponsors instead of employers in the completion of the 
clearance forms. 

(2) DISCO will notify the contractor of the authorization or dis
approval of the visit. A DISCO Form 560 shall not be used. 

(3) Category 5 visits are normally authorized for one-time vi.sits 
only, but may be approved by DISCO for periods up to 1 year, when justified . 
Such visit authorizations may be renewed by forwarding a request to DISCO 
with appropriate justification for the renewal and the information specified 
in paragraphs 37d(1), (2), (3), (4), and (7). When the requirement for a 
Category 5 visit authorization ceases to exist prior to expiration of the 
Period for which it is valid, notice of termination shall be provided to 

d · h "R k " DISCO by forwarding one copy of the DISCO Form 562, annotate ~n t e emar s 
section to reflect the action taken. Sponsoring contractors being visited 
shall handle the briefing, debriefing, reporting, and other provisions of this 
manual as they would for their own employees. 

42. Visits Involving Access to RESTRICTED DATA. 

a. Visits to a DoD or NASA contractor by a DoD or NASA representative 
or contractor shall be processed as prescribed in paragraph 37. 

b. Visits to a DoD or NASA contractor by representatives of UA's, other 
than DoD and NASA and their contractors, t~quire prior approval of the DOE. 
The DOE F 5631.20 shall reflect this approval in part B of the form. Contrac
tors submitting visit requests in this category shall, after certifying to the 
clearance status of the proposed visitor(s) in part A of the DOE F 5631.20, 
forward the form to the contracting officer for certification of the visitor's 
need-to-know and further processing, in accordance with the UA's regulations. 
The contractor receiving a visit request in this category shall ensure that 
the required certifications have been made and that the visit has received DOE 
approval. 

c. Visits to a UA contractor, other than to a DoD or NASA contractor by 
representatives of the contracting UA and between a prime contractor and his or 
her subcontractor on such a UA contract, shall be processed as prescribed in 
paragraph 41. 

d. Visits to a UA contractor, other than to a DoD or NASA contractor by 
representatives of UA's other than the contracting UA and by contractors other 
than under a prime-subcontractual relationship, require prior approval of the 
DOE and shall be processed in the manner prescribed in paragraph b above. 
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Part 2. VISITS TO USER AGENCY ACTIVITIES 

43. General Rules -- In Addition to Paragraph 37. 

a. Contractors shall com~_j with any requests received from the 
Commander or Head of UA activities for additional information needed in the 
processing of visit requests. 

b. The contractor is encouraged at the time of the initial visit to 
request approval for subsequent visits within a period of 12 months, when 
necessary and consistent with the purpose of the initial visit. Arrangements 
for continuing visits will be made between the contractor and the Commander or 
Head of the UA activity. Final approval is the prerogative of the Commander 
or Head of the UA activity. 

c. Visits to DoD or NASA activities by DoD or NASA contractors, 
involving access to RESTRICTED DATA, shall be processed as prescribed in 
paragraph 42a. Visits to other UA's involving access to RESTRICTED DATA shall 
be processed in the manner prescribed in paragraph 42b. 

d. Contractor employees shall comply with written regulations and 
operating instructions issued by UA activities concerning visitors to such 
activities. 

44. Visits to User Agency Activities in the United States. 

a. Visits to Field Activities. Contractors desiring to have an employee 
or consultant visit a UA activity involving access to classified information 
shall address a request in writing to the Commander or Head of the activity to 
be visited. Visit requests shall be accompanied by a statement from the 
contracting officer that the release of classified information is required in 
connection with a specified classified contract or program. (Visit requests 
normally will be sent via the contracting officer.) 

b. Visits to UA Activities in the Washington, D.C. Area. Requests to 
visit offices of headquarters activities of the UA's in the Washington, D.C. 
area shall be submitted in writing and addressed to the specific office to be 
visited. Whenever possible, the exact code number, division. branch, and so 
on, of the activity or office to be visited shall be included in the address 
of the request. Visit requests shall be accompanied by a statement from the 
contracting officer that the release of classified information is required in 
connection with a specified classified contract or program. (Visit requests 
normally will be sent via the contracting officer.) 

c. As an exception to paragraphs a and b above, a visit request may be 
submitted directly to the activity or office to be visited without a statement 
from the contracting officer, when the classified information to be disclosed 
and the determination as to the contractor's need for such access is known to 
be a responsibility of the activity or office to be visited. This exception 
does not apply to visits involving access to classified intelligence 
information as set forth in paragraph e below. 
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d. The contractor's request shall contain the information specified in 
paragraph 3·7d. 

e. If a contractor contemplates discussion or viewing of classified 
intelligence in the custody of a UA activity. the contractor's visit request 
shall be forwarded in all cases to the contracting officer of the UA activity 
authorized to release classified intelligence to contractors for the required 
need-to-know verification and routing to the UA to be visited. In addition to 
the information specified in paragraph 37d. the visit request shall contain 
the following: 

(1) the contractor's certification that: (i) access to classified 
intelligence is required for contract performance. and (ii) the contract is a 
classified contract (see paragraph 3i). and 

(2) sufficient additional information concerning classified 
intelligence required to permit the agency or activity receiving the visit 
request to assess: 

(a) applicability of available classified intelligence to the 
contractor's needs. and 

(b) whether available intelligence may be released to the 
c.ontractor wlthout permission of the originator and/or sanitization of the 
material. 

45. Visits to User Agency Activities Outside the United States. This 
paragraph is applicable when a contractor desires to have an employee make a 
classified or unclassified visit to a UA activity outside the U.S. The 
information required by paragraph 37d shall be furnished for the visits 
enumerated in this paragraph. 

R. Contractor Sponsored Visits. A contractor shall process a request 
for his or her employee to visit a UA activity outside the U.S. through DIS~O 
to the UA activity concerned, if the visit is on the initiative of the con
tractor. The Commander or Head of the activity to be visited will notify the 
contractor of the approval or d:f.sapproval of the visit request. (See para
graph 50 for an employee based in Europe.) 

b. UA Sponsored Visits. A visit request for a contractor employee 
sponsored by a UA and traveling on the UA's orders will be processed by the 
UA. in accordance with the regulations of such agency. The traveler's orders 
sh~ll reflect the traveler's level of security clearance. if required. in 
connection with the travel. The contractor shall submit the request for such 
visit directly to the UA activity concerned. 

Part 3. VISITS TO GOVERNMENT ACTIVITIES OTHER THAN USER AGENCIES 

46. Visits to DOE Installations or DOE Contractors. Requests for visits to 
DOE installations or to DOE contractors. which will require access to DOE 
classified information. shall be prepared utilizing DOE F 5631.20. (Copies of 
this form may be obtained from any DOE installation.) (In addition to 
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completing the appropriate portions of the DOE F 5631.20}, the contractor 
(usually the FSO) shall include in the first block of the form immediately 
after the P\~'::sonnel clearance data, a certification of the prospective 
visitor's PC:,. The DOE F 5631. 20 shall then be forwarded, for the required 
official certification, to the contracting officer of the UA who signed the DO 
Form 254 that was issued in connection with the contract for which the DOE 
classified information is required. 

47. Visits to Activities Other Than DOE. Requests for visits to government 
activities, other than UA's and the DOE, which involve the release of 
classified information to such activities in connection with a UA contract, 
require the approval of the contracting officer and, if the classified 
information to be released includes RESTRICTED DATA, the approval of the DOE. 
Such requests shall be submitted by the contractor to his or her contracting 
officer who will process the request. The contractor shall provide evidence 
of the fact that the activity to be visited had either requested the proposed 
visit or consented to the contractor's request for the visit. In addition, a 
statement shall be included explaining: (i) the purpose of the visit in 
detail. (ii) a description of the classified information to be divulged during 
the visit either to or by the activity being visited, and (iii) the direct or 
indirect eifect the visit may have on the performance of the classified 
contract involved. 

Part 4. VISITS TO FOREIGN GOVERNMENTS AND ACTIVITIES 

48. General. 

a. Contractor visits to foreign governments or activities or to inter
national bodies fall into three categories. 

(l) The first includes visits that involve the disclosure of U.S. 
classified information: 

(a) in connection with a government-to-government agreement to 
furnish U.S. military equipment to the foreign government (that is, the 
purchase of the equ:tpment is under aU. S.. not a foreign government contract); 

(b) in connection with exploratory sales visits, precontract 
negotiations, or contract performance, other than those covered under 
paragraph (a) above (that is, the purchase of the U.s. military equipme~t or 
services when and if consummated will be or is under a foreign,government 
contract); .£! 

(c) in connection with U.S. Government presentations to foreign 
governments and international pact organizations, when the U.S. Government has 
requested the contractor's participation. 

(2) The second includes visits that do not involve disclosure of 
U.S. classified information. but where the foreign government or activity 
requires a U.S. security assurance on the visitor: 
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disclosure of unclassified technical data on 
(a) which involve 

the "u. S. Mllnit ions Lis t ;" .£! 

not i nvolve disclosure of technical data on the 
(b) which will 

"u.S. Munitions List." 
on a commercial ba~is (that is, the 

(3) The third includes visits classified information and do not 
visits do not involve disclosure of u.~. visitor). These visits mayor may 
require a U.S. security ~ssur~ncei~~e~ :ata on the "U.S. Munitions List." 
not involve disclosure 0 unc ass d under the provisions of this manual. 
Visits in this category are not pr~~~:s~or compliance with the lTAR and for 
However. the contractor is respons t license or letter, if required. 
obtaining a State Department expor 

b The following information concerning the requirements of the lTAR 
is fur~ished for the guidance of the contractor. 

(1) Disclosure of 
in the category described in 
require an export license. 

i connection with visits classified information. n 
a(I}(a} and (c) above. does not paragraphs 

a h (3) below. disclosure of 
(2) Except as specified in p~~a~r ~nitionS List" items requires an 

unclassified technical data related to •• 
export license. 

ired if the visit has been approved 
(3) An export license is not requ

d 
d (i) the technical data to be 

f d b i by the UA concerne • an h i 1 on an unclassi ie as ~ factur1ng license or tec n ca 
disclosed is information covered by a ma:~tment of State, ~ (ii) the technical 
assistance agreement approved by the Dep i i of the ITAR. 
data to be disclosed is exempt from the prov s on 

i n overnments or activities shall be 
Requests for visits to fore g g fLOC Contractor-issued 

c. 1 ee who is the subject 0 a • 
processed only for an emp oy t lid for such visits. 
CONFIDENTIAL clearances are no va 

d. Visit requests shall be processed as follows. 

i described in paragraphs 
(1) Visit requests in the categor es d by the contractor through 

a(l)(b) and a(2)(a) and (b) above shall be processe 

DISCO. 
d ibed in paragraphs a(l) (a) and (c) 

(2) Visits in the categories :sc~n accordance with the regulations 
above shall be processed by the con~rac~on' overnment. The contractor shall 
of the UA that is dealing with the ore gtlg to the UA concerned. If the UA 
certify visit clearance information :~~ecwiil so endorse the contractor's * 
is unable to p~ocess such requests. Y in Such endorsement will * 
request and refer it to DISCO ~or P~O~:~:re:~e to an exp~rt license will * 
constitute approval of the vis t an * 

rmally be required on the visit request. not no . 
h DISCO shall be submitted in du-

e. Visit requests processed th:::~tional country to be visited. and 
plicate with one extra copy for ea~h d in paragraph 37d. as well as proposed 
shall contain the information req~ re d number and date and place of 
visitor's passport or identificat on car • 
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issuance. In addition, the contractor shall specify the category of visit 
that is involved (see paragraph a above) and, for a visit of the type 
described in paragraphs a(l)(b) or a(2)(a) above, will certify the export * 
license number and license expiration date within the visit request. For * 
visits to the Swiss Government and contractor facilities, the legal residence 
address of each visitor must also be shown. 

49. Pr~cessing Time. Visit requests should be received by DISCO at least 45 
days in advance of the proposed travel date for all countries and U.S. 
overseas commands. Exceptions are for travel to Switzerland, which requires 
70 days advance notice. Requests for visits in Fran(!e must be for specific 
dates, as France will not approve visits for indefin:l.te periods. 

50. Use of OISI. If tbe U. S. cont..:'actor employt!e 1I1aking the visit is based 
in Europe, or in an adjacent non-European country, the visit request may be 
submitted through OISI rather than through DISCO. Tlhe information required in 
paragraph 48e shall be included with the request. The OISI will verify the 
proposed visitor's security status. In addition to furnishi.ng a copy of the 
export license or letter, when required in accordance with paragraph 48e, the 
contraCl:or is resp.:Jnsible for compliance with the IT'AR, if applicable, in the 
same manner as though the visit were arranged throug;h DISCO. 

Part 5. VISITS IN CONNECTION WITH BILATERAL INDUSTRIAL SECURITY AGREEMENTS 
AND NATO VISITS PROCEDURES 

51. Visits in Connection With Bilateral Industria.l Security Agreements. 

a. The following procedures apply to visits pertaining to precontract 
negotiations o.r contract performance under approved bilateral agreements 
involving a foreign classified contract in the U.S. or a U.S. classified 
contract in a foreign country. 

(1) Authorizat.ion for visitors or those visited to have access to 
classified information shall be limited to that necessary for official pur
poses in connection with precontract negotiations or contract performance. 
When requested, the. authority to visit the facility of the prime contractor 
may include authorization to have ae.cess to or to disclose classified in
formation at the facility of a subcontractor engaged in performance of work 
in connection with the same contract. 

(2) A list may be developed to indicate those individuals who are 
authorized to visit the facility for extended periods of time, not to exceed 
6 months. as may be necessary in the performance of the contract. This 
authorization may be renewed for additional periods of 6 months as may be 
necessary in the performance of the contract. 

(3) Visits shall be approved only for persons possessing U.S. 
Government granted security clearances. 

b. U.S. contractor visits in connection with foreign classified contracts 
shall be processed in accordance with the provisions of paragraph 48. 

51. 130 

.. j. 

• 

.. 

c. Representatives of foreign governments visiting U.S. activities shall 
be processed as Category 4 visitors, in accordance with paragraph 41d. if the 
U.S. classified information is involved in the foreign government's contr.act. 
If only foreign classified information is involved, the visit shall be 
processed by DISCO. 

52. NATO Visit Procedures. The following visitor control procedures apply 
to a NATO precontract negoti.ation or to a NATO contract awarded to a U.S. 
contractor by a NATO gover.nment other than the U.S .• a contractor of such NATO 
country. or a NATO international body. 

a. Visits by Representatives of a U.S. Contractor to the NATO Contract
ing Officer, a NATO Management Office. or a Contractor of a NATO Country Other 
Than the U.S. The visit request, in quadruplicate, will be directed through 
DISCO to the NATO contracting office or to the NATO management office and will 
be processed together with a Certificate of Security Clearance (see paragraph 
55). The Certificate of Security Clearance shall indicate whether or not the 
visitor has received a NATO security briefing. Whenever possible. the NATO 
security briefing will be accomplished prior to the submission of the visit 
request and the certificate will state so. When this is not practical. the 
visit request will include a statement as to when and by whom the NATO 
security briefing will be conducted. The visit request shall include the 
information specified in paragraph 37d, the visitor's passport or identity 
card number, date and place of issuance, and the NATO contract or program on 
which he or she is engaged. 

b. Visits by Representatives of NATO Contracting Officer, a NATO Manage
ment Office, or of a Contractor of a NATO Country to the U.S. Contractor. Such 
requests shall be processed by the NATO activity concerned as a Category 4 visit 
(E:ee paragraph 41d) through the appropriate UA activity. Such visit requc£lts 
will contain the information specified in paragraph a above. 

c. Visits in Connection with NATO Contracts by Representatives of a 
U.S. Contractor to Another U.S. Contractor in the U.S. 

(1) Such visits shall be processed as Category 1 visits (see paragraph 
41a), if both contractors are performing on the same NATO contract in a prime 
contractor to subcontractor or subcontractor to subcontractor relationship. A 
statement on NATO security briefing shall be included in the visit request. 

(2) If no contractual relationship existB between the contractors, 
the visit request shall be processed as a Category 2 visit (see paragraph 41b) 
requiring the approval of the NATO contracting officer whose information is 
involved. Supporting information on NATO briefing and the Certificate of 
Security Clearance shall be included in such visit requests. The visit 
request, together with two copies of the Certificate of Security Clearance, 
will be processed through DISCO to the NATO Contracting Officer. 

d. Recurring Visits. Subsequent visits shall be processed in accordance 
with paragraph 37f. Authorization for subsequent visits shall not exceed a period 
of 12 months. but may be subject to renewal for succeeding periods of 12 months, 
if required (see paragraph 53b for NPLO visit requests). 
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53. NPLO Programs Clearance and Visit Procedures. Clearance and visit 
control procedures in effect for contractors performing on specific NPLO 
programs are different from other NATO visit procedures. Current NPLO 
programs are HAWK, F-104G, NAMSA, and NISCO. As an aid to simplifying visit 
procedures, it is necessary to establish the visiting contractor employee's 
clearance in connection with a specific NPLO program. This may be accomplished 
prior to the initial or concurrently with the request for such visit. 

a. Initial Visits. 

(1) The visit request, in quadruplicate, will be directed through 
DISCO to the NPLO Management Office with a copy to the NATO activity to be 
visited and will be processed together with a Certificate of Security Clearance 
(see paragraph 55). The visit request shall include the information specified 
in paragraph 37d, the visitor's passport or identity card number, date and 
place of issuance, and the NPLO program with which he or she is concerned. 

(2) The DISCO will forward the visit request to the NPLO Management 
Office, which will inform appropriate NATO and foreign activities of its 
action; that is, approval or disapproval. 

(3) The Certificate of Security Clearance will be forwarded by DISCO 
to the NATO Office of Security, Industrial Security Section, for recording and 
dissemination of the information to the NATO member countries and NPLO Management 
Offices concerned. 

(4) In case of urgency when a Certificate gf Security Clearance 
has not been forwarded to the NATO Office of Security, Industrial Security 
Section, in advance, DISCO will attach a copy of the Certificate of Secur.ity 
Clearance to the visit request for transmission to the NPLO Management Office. 

b. Recurring Visits. If the initial visit is approved, subsequent 
visits, not to exceed 6 months to the same NPLO activity for the same U.3. 
contractor employe'e, will be processed by the U. S. contractor directly to the 
NPLO activity to be visited. That activity will notify the contractor of the 
approval of the visit. These subsequent visit requests will contain the 
information required by paragraph 37d and will include the visitor's passport 
or identity card number, and date and place of issuance. 

54. Records of NATO Visits. The contractor shall keep a separate set of 
visitor records for NATO visitors containing the information specified in 
paragraph 39. 

55. Certificate of Security Clearance. 

a. A standard format Certificate of Security Clearance has been adopted 
for use within the NATO community in connection with visits from one NATO 
country to another, or to a NATO office, agency, command, or to or between 
contractors when a visit will involve access to NATO classified information. 

b. The Certificate of Security Cle~rance shall be completed on plain 
bond paper by the contractor for his or her employees desiring to make a 
v~sit, and submitted in duplicate for certification to DISCO. The employee's 
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name shall be listed in the following order: last name, first name, middle 
name. 

c. This certificate shall be sent suffiCiently in advance by the con
tractor through DISCO so as to ensure receipt by the foreign officials of the 
NATO offices, agencies, commands, or contractors before arrival. In excep
tional circumstances, the information required by the certificate may be 
supplied by other means of communication, but must be confirmed in writing. 
Normally, a copy of this certificate should not be given to the traveler. 
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(Sample) DEFENSE INDUSTRIAL SECURITY 
CLEARANCE OFFICE 

Certificate of Security Clearance 

(Authorizing Access to NATO Classified Information) 

Issued by 
Date and p~l~a~c~e~07f~i~s~su~e:----------------------------------------------------

Valid unt.il 
(If issuedltt:;;o:-;;a:;;n~i;;-n;id:riv;;:;id~u;:-a~l;-, -;t:\h:-:i;:s:-:c::e::r::t:-;i"f";i-=c-=a::t":'e---sh;--ou-l;-d~b:-e--r-e-t-u-r-n-e~d:--t-o--t-h-e--
granting authority on the termination of the mission for which issued.) 

This to certify that 
-YL~a:s~t~n~am=:e~,-"f~i-=r=s~t~n::am=::e-,---m~i~d~d~l-e--n-am--e----------------------

Date of birth 
Place of birth------------------------------------
Nationality 
Where employ~e~dr---------------------------------------------------·----

Progrso..:;une (s) 
Ho J..ler of pas;;;s;;:p;;;o:;r:;t:jl':ji:id-:e;-n-;t-:;i=ty:;-c~a~r::d:;--;N;:o:-.---------------------------------------
T.:ssued at 
Military r~a:;;n~k-;a;;-n~d-n~u~m~b~e~r~--------------------------------------------------

(where applicable) has been cleared for access to information classified 
up to and including 
in accordance with c~u~r~r~e~n~t~N~A~T~O~S~e::c~u::r~i~t~y~R~e~g-u~l:-a~t~i:-o-n-s-.---------------------

(Has)(Has not) received a NATO Security briefing. 
Date of briefing: 
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Signature and Title of Granting Authority 
(seal or stamp) 
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Section VI. SUBCONTRACTORS, VENDORS, AND SUPPLIERS 

56. Application to Subcontractors. The provisions of this manual apply to 
subcontractors, vendors, or suppliers of prime contractors (hereafter referred 
to as a subcontractor). A subcontractor shall submit requests through the 
prime contractor to the contracting officer for an authorization or approval 
requiring action by the contracting officer under the provisions of this 
manual. However, if any such request is clearly encompassed in an authoriza
tion previously given in writing to the prime contractor by the contracting 
officer, in relation to a specific contract, the prime contractor, acting 
within the scope of such authorization, may approve or disapprove such 
request. Requests involving release of U.S. classified information to foreign 
subcontractors must be forwarded to the UA for authorization. 

57. Application to Sub-Subcontractors. For the purposes of this manual, 
each subcontracto~ s.hall be considered as a prime contractor in relation to 
his or her subcontractors. 

58. Determination of Clearance Status. 

a. The prime contractor shall determine from the CSO of the prospective 
subcontractor that the prospective subcontractor has been granted an appro
priate FCL prior to disclosure of any classified information, unless there is 
an existing contractual relationship between the parties involving classified 
information of the same or higher category. (A FCL is not prima ,facie evi
dence that a facility has the capability to physically safeguard classified 
material.) If physical possession of any classified material is to be granted 
to the prospective subcontractor, the procedures outlined in paragraph 59 
shall he followed. 

b. If the prospective subcontractor does not have an appropriate FCL, 
the prime contractor may request the CSO over the geographic area in which the 
subcontractor is located to initiate clearance action. 

59. Safeguarding Ability. 

a. Prime contractors, having complied with paragraph 58a, shall obtain 
written approval from the contracting officer, or his or her designated 
representative, prior to the disclosure of TOP SECRET information to 
prospective subcontractors. 

b. Prime contractors, having complied with paragraph 58a, shall deter
mine that prospective subcontractors meet the requirements of this manual for 
safeguarding TOP SECRET, SECRET, and CONFIDENTAL material prior to granting 
physical possession of such material to prospective subcontractors. (This 
dete~ination may be made at the same time as the FCL determination is made 
under paragraph 58a.) Such determination shall be based on the following: 

(1) the prime contractor's knowledge of the ability of the pro
spective subcontractor to safeguard adequately the material to be ~eleased 
and produced under the subcontract based on a current contractual relation
ship involving classified material of the same or higher category as that to 
be released or produced under the new subcontract, or 
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(2) the written authorization of the CSO of the prospective subcon
tractor. In this connection. the prime contractor shall provide the CSO of 
the prospective subcontractor wit~ available information. such as description. 
quantity. end-item. and classification of information related to the proposed 
subcontract and any other factors. in order to assist the CSO in determining 
whether the prospective subcontractor meets the safeguarding requirements of 
this manual. 

(3) The CSO of the prospective subcontractor shall advise the prime 
contractor in writing that the prospective subcontractor is or is not physically 
equipped to safeguard the classified material involved. When necessary action 
is taken by the prospective subcontractor to provide adequate safeguards. the 
CSO of the prospective subcontractor shall immediately inform the prime 
contractor. 

(4) Verifications may be requested from the appropriate CSO by 
message. telephone. or letter. Should the foregoing verifications be requested 
via telephone. oral confirmation will (normally) be i~ediately provided. In 
any event. under normal circumstances written confirmation will be furnished 
to the requester within 5 working days from receipt of inquiry. regardless of 
mode. Unless otherwise notified (superseded) in writing by the CSO. each 
verification furnished in accordance with this paragraph shall remain valid 
for a period of 1 calendar year from the date of issuance. 

(5) Clearance status and safeguarding capabilities of facilities 
shall be obtained only when a specific procurement need exists. 

60. Classification Guidance. 

a. Prime contractors have a requirement to inform prospective subcontrac
tors of the category of classification to be assigned the various elements in a 
subcontract. RFQ. RFP. IFB. or other solicitation. The prime contractor in 
preparing the DD Form 2!i4 for his or her subcontracts may extract pertinent 
data from the DD Form 254 pertaining to the prime contract. The DD Form 254 
prepared by the prime contractor shall be submitted to the official shown in 
item 16e of the prime contract's DD Form 254 for approval and distribution. or 
authorization and instructions for distribution. by the prime contractor. In 
the absence of exceptional circumstances which clearly support classification. 
the DD Form 254 will not be classified. If classified supplements are re
quired as part of the security guidance. they shall be identified in item 15 
of the DD Form 254 and forwarded by separate correspondence. Classified 
information shall be so furnished after verifying clearance status and 
safeguarding ability. in compliance with paragraphs 58 and 59. The provisions 
of this paragraph do not waive the requirements of paragraph 62. 

b. After selection of a subcontractor. the prime co~tractor shall prepare 
a DD Form 254 for the subcontract and shall request the official designated in 
item 16e of the DD Form 254 for the prime contract to approve and sign the 
DD Form 254 for the subcontract and to make the required distribution. How
ever. with the agreement of the contracting activity. the prime contractor may 
accomplish the required distribution of the approved DD Form 254. The dis
tribution schedule of the DD Form 254 is included as paragraph 61. 
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c. When the prime contractor receives a revised DD Form 254 providing 
additional guidance or a change in guidance. he or she shall prepare a revised 
DD Form 254 for each subcontractor whose DD Form 254 requires a related 
change. An ACO/PCO authenticating signature and distribution. or instructions 
for distribution. of the contractor's DD Form 254 are required. When prime 
contractors receive notices that reviews have reaffirmed their existing 
guidance. or receive revised DD Forms 254 that do not require related changes 
in any subcontractors' DD Forma 254. they shall promptly give written notices 
of reaffirmation of guidance to each subcontractor involved. This notice of 
reaffirmation to subcontractors does not require ACO/PCO authenticating 
signature. Instead. a true copy of the notice of reaffirmation received by 
the prime contractor. or, wbenapplicable. a true copy of pages 1 and 2 of the 
revised DD Form 254 received by the prime contractor. annotated by the prime 
contractor with the statement, "This revised DD Form 254 does not affect your 
current DD Form 254 dated ." will suffice. In either 
of the above cases. a signed transmittal letter from the prime contractor 
shall be attached. Distribution of this written notice of reaffirmation to 
subcontractors shall be in accordance with paragraph b above. With respect to 
a MFO. the HOF shall provide the guidance for the revised DD Form 254. or the 
written notice of reaffirmation of the existing guidance described above. as 
applicable. to each of its operating facilities affected by the revised 
gUidance or involved in the notice. as the case may be. 

d. The prime contractor will receive from the UA a DD Form 254 for each 
classified item of GFP or GFE issued or authorized for purchase. when such 
material is not covered by the classification specification issued with the 
contract. The contractor shall furnish a DD Form 254 providing the classifi
cati~n specification necessary for each of the subcontractors requiring use of 
classified GFP or GFE in connection with their contracts or negotiations for 
contracts with the prime contractor. 

e. . A new DD Form 254 is not required for a follow-on contract or sub
contract when the procurement is of a recurring nature, or the end item is not 
changed and there is no change in the security classification requirements of 
the contract. However, a copy of the currently valid DD Form 254 for the 
prececing subcontract shall be furnished and distributed with the follow-on 
subcontract and annotated in items 3 and 4 to show the contract number and 
date of the follow-on prime contract and subcontra'ct. Item 6 will also be 
completed. as appropriate. 

f. There is no authorized substitute for the DD Form 254. There are 
exceptional conditions in which a prime contractor has a serious time limita
tion in preparing his or her response to a RFP. IFB. or similar solicitatiGQ 
to a UA. In such cases the prime contractor. concurrent with dispatching the 
DD Form 254 for official U.S. Government approvlll and signature. may supply an 
unofficial copy of the same guidance to a prospective suhcontractor for the 
latter's use pending receipt of the approved and signed DD Form 254. 

g. A single DD Form 254 ~y be ueed to provide the classification speci
fication for an open-end or call type subcontract. excevt when the individual 
call. purchase order. or request for services or products requires a different 
classification specification from that provided for the overall subcontract. 
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h. The following special provisions are applicable to service, graphic 
arts, research, or commercial carrier classified contracts. 

(1) A DD Form 254, which specifies the highest level of 
classification involved, but does not provide detailed classification 
guidance, will be issued under the following circumstances. 

(a) The total requirement of the contract is the performance 
of a service, all of which takes place at a cleared contractor's facility or 
U.S. Government activity which has and makes available, for use by the con
tractor performing the service, a currently valid Contract Security Classifi
cation Specification, which includes complete guidance for the service to be 
performed. In such cases, item 15 of the DD Form 254 will be annotated: 
"Using contractor or activity will furnish complete classification guidance 
for the service to be performed. The highest level of classification for the 
contract is (TOP SECRE~, SECRET, or CONFIDENTIAL). Contract performance is 
restricted to (name of facility or location)." 

(b) The contractor has no performance requirement involving 
actual knowledge of, generation, or production of classified information, but 
has only a requirement to be physically present in an area where classified 
information is located. Examples include, but are not limited to, contracts 
calling for guard, alarm, alternate storage, or equipment maintenance services. 
In these cases, item 15 of the DD Form 254 will be annotated: "Actualknowledge 
of, generation, or production of classified information is NOT REQUIRED. This 
document serves as written notice of the letting of a classified service con
tract. The highest level of classification for the contract is (TOP SECRET, 
SECRET, or CONFIDENTIAL). " 

(c) The contract requirement is limited to graphic arts 
reproduction and classification markings appearing on the material to be 
reproduced. These classification markings constitute the required Contract 
Security Classification Specification. In these cases, item 15 of the DD Form 
254 will be annotated: "Reproduction service only. The highest level of 
classification for the contract is (TOP SECRET, SECRET, or CONFIDENTIAL). 
Classification markings on material to be reproduced specify the required 
security guidance." 

(2) When a cleared commercial can'ier enters into a classified 
service subcontract with a cleared facility, \iithin the meaning of paragraph 
(1) (b) above, the carrier, serving as a prime contractor for such purpose, will 
issue a DD Form 254 to that cleared facility. In any such case, the require
ments of paragraphs (1) (b) above and (3) belolO' will apply. 

(3) In each of the cases described fn paragraphs (1) and (2) above, 
if a subcontract at any tier is involved, the ll'D Form 254 for the subcontract 
will ~ require authentication by the signa,tul'e of an ACO/PCO. Instead, the 
contractor who is the principal prime, or who s,erves as a prime contractor in 
relation to a subcontractor in the particul!ar Clise, will complete and sj gn 
item 16. Further, in all cases distribution of the DD Form 254 will be made 
to the subcontractor involved, his or her CSO, illnd the contract administration 
office(s), if designated, of the immediate primt! contractor and subcontractor 
involved. 
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(4) Where a contract involves research services requiring detailed 
classification guidance, but it is too early to determine these detailed re
quirements, item 15 of the DD Form 254 will be annotated: "This is a research 
contract. The highest level of classification for the contract as a whole is 
(TOP SECRET, SECRET, or CONFIDENTIA~. A revised DD Form 254 viII be issued 
as soon as possible, to provide detailed security classification guidance." 

i. In the case of a subcontract, which is expected to require access 
only to classified reference material (see paragraph 3bt), an original DD Form 
254 will be issued to describe the highest category or various categories of 
classification of such material to which access wiJ 1. be required and to pro
vide other instructions, as appropriate, for example, the protection of infor
mation extracted from such material. Classification guidance concerning 
reference material is the responsibility of the department or agency having * 
classification jurisdiction over such material at the time it was prepared, * 
or of the current successor in interest of that department or agency. When * 
the prime contractor requires classification guidance for reference mate- * 
rial in order to prepare a DD Form 254 for the subcontractor, or for other * 
reasons and needs assistance in identifying the responsible department or * 
agency, he or she shall, by direct communication, seek assistance from the * 
following. * 

(1) The secondary distribution source from which the material was 
received. Examples of sec(.'ndary distribution sources are: DTIC, Alexandria, 
Virginia 22314 and its field extensions; DoD Information Analysis Centers; and 
the Redstone Scientific Information Center, U.S. Army Missile Command, Redstone 
Arsenal, Alabama 35808. 

(2) The UA contracting office last involved with the contractor 
concerning the subject matter of the material. 

(3) If unsuccessful in identifying the responsible department or * 
agency by communication with (1) and (2) above. the contractor shall seek * 
assistance from: * 

(a) the UA which awarded the prime contract, £! * 
(b) the Director for Information Security, OUSD(P). 

61. Required Distribution. Original, final, and revised DD Forms 254, sup
plements, attachments, and written confirmation of existing classification 
specifications are to be distributed as follows 1/. 

11 Reflect the distribution in the "Required Distribution" block of the DD Form 
254. For SENSITIVE COMPARTMENTED INFORMATION contracts, distribution of 
the DD Form 254 and attachments will be as prescribed by the procuring 
contracting agency concerned. 
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a. For prime contracts: 
(1) Prime contractor 
(2) CSO of prime contractor 
(3) Appropriate ACO 
(4) Quality assurance representative 
(5) Official ioentified in item 12b. DD Form 254 
(6) Others as necessary 

b. For subcontractors: 
(1) Prime contractor 
(2) Appropriate ACO 
(3) Subcontractor 
(4) CSO of subcontractor 
(5) Quality assurance representative 
(6) Official identified in Item 12b. DD Fona 254 
(7) Others as necessary 

c. For sub-subcontracts: 
(1) Prime contractor 
(2) Appropriate ACO 
(3) Subcontractor 
(4) Sub-subcontractor 
(5) CSO sub-subcontractor 
(6) Quality assurance representative 
(7) Official identified in Item 12b. DD Form 254 
(8) Others as necessary 

d. For solicitations (IFB. RFQ. RFP). distribution of DD Form 254 for 
IFB. RFQ. or RFP. will be the same as for the prime contract. subcontract. or 
sub-subcontract to which the solicitation is related. except that none is to 
be sent to the quality assurance representative. 

62. Notification of Selection. The prime contractor shall immediately 
furnish in writing to the contracting officer. or his or her designated 
representative. the names and addresses of each of the subcontractors to 
be engaged on classified work under a prime contract. and the highest clas
sification of information that shall be released or developed thereunder. 

63. Unsatis,factory Security Conditions. If notified by a CSO of unsatisfac
tory security conditions within a subcontractor's facility. contractors shall 
follow the instructions they receive from the contracting officer relative to 
what action. if any. should be taken in order to safeguard classified material 
relating to their subcontract. 

64. Disposition of Classified Information. The subcontractor shall destroy 
classified material. as provided by paragraph 19. unless the prime contractor 
requests return or authorizes retention. However. the prime contractor shall 
obtain the approval of the contracting officer. or his or her designated 
representative. authorizing a subcontractor to retain classified information. 
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65. Subcontracting With Foreign Industry. 

a. The U.S. has entered into bilateral security agreements with 
several foreign governments to establish the intent of both parties to 
protect each others classified information. The U.S. negotiates two basic 
types of security agreements. the General Security of Information Agreement 
(GSOIA) Bnd the Industrial Security Protocol. The CSO should be contacted 
concerning whether a particular country has entered i,nto either type of 
bilateral agreement. 

* 
* 
* 
* 
* 
* 
* 

(1) The General Security of Information Agreement (GSOIA). The * 
GSOIA is a government-to-government agreement. negotiated through diplomatic * 
channels. It states. in substance. that each party to the agreement will * 
afford to the classified information provided by the other the degree of 
security protection afforded it by the releasing government. It contains 
provisions concerning the use of each government's information. third party 
transfers. and proprietary rights. It specifies that transfers of informa
tion will be on a government-to-government basis. It provides that both 
parties agree to report any compromise. or possible compromise. of classi
fied information furnished by the other party. Moreover. the GSOIA states 
that both parties will permit visits by security experts of the other party 
for the purpose of conducting reciprocal security surveys. The purpose 
of ,such surveys is to determine whether the foreign government has the 
capability to protect U.S. classified information in a manner that is 
substantially equivalent to the protection afforded to it by the U.S. 

* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 
* 

(2) The Industrial Security Protocol. The Industrial Security * 
Protocol is negotiated by the DoD as an annex to the GSOIA. with those * 
foreign governments with which DoD has entered into coproduction. codevelop- * 
ment. and/or reciprocal procurement arrangements. involving industry. It * 
includes provisions for clearance of facilities and personnel. the handling * 
and transmission of classified material. and procedures for visits. * 

b. The above-cited security agreements apply only when a contract. * 
subcontract. or other such government approved arrangement. is awarded to a * 
foreign or U.S. contractor by or on behalf of the U.S. Government or the * 
signatory foreign government. as applicable. They do not apply in the case * 
of an industry-to-industry arrangement. unless it is in furtherance of a * 
documented government-to-government cooperative program. for example. a co- * 
production memorandum of understanding. In such instances. the government- * 
to-government arrangement will stipulate that all classified military in- * 
formation approved for release under the program will be safeguarded. in * 
accordance with the applicable GSOIA and Industrial Security Protocol. If * 
such agreements do not exist with the foreign government concerned. the * 
necessary security provisions are incorporated in the documentation estab- * 
lishing the government-to-government program. Consequently. subcontracts. * 
which require the release of U.S. classified military information. may be * 
awarded to foreign industry only when: (1) the subcontract is in * 
furtherance of a specific government-to-government arrangement. or (2) * 
assurances are obtained through government channels that the government of * 
the country in which the foreign industry resides will assume responsibility * 
for ensuring the security protection of the U.S. classified information * 
involved. All such subcontracts require the approval of the UA having * 
jurisdiction over the classified informati~n involved. * 
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66. Subcontracts Arising From Foreign Classified Contracts. Unless 
specifically prohibited in the contract, a U.S. contractor awarded a foreign 
classified contract by a government with which the DoD has entered into a 
bilateral industrial security agreement may subcontract within the U.S., in 
accordance with the provisions of this manual, within the country of the con
tracting foreign government, in accordance with instructions furnished by the 
designated agency of that government, through the Deputy Director (Industrial 
Security), HQ DIS. In addition, a U.S. contractor may subcontract within any 
other country only with the permission of, and under conditions agreed to by, 
the contracting government, and the government of the country of the subcon
tractor. These conditions shall be furnished to the contractor through the 
Deputy Director (Industrial Security), HQ DIS. In those cases where U.S. 
classified information is involved in the subcontract, the contractor or 
foreign government, shall. prior to its release to the foreign government. 
obtain an export letter/license authorization from the Department of State or 
specific approval of the U.S. UA that originated the information. 
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Section VII. CONSULTANTS 

67. Gelleral. PCL and/or FCL requirements for self-employed consultants to 
UA activities and contractors shall be determined in accordance with this 
section. In all cases, self-employed consultants shall have valid PCL's 
issued in accordance with the requirements of this manual. Consultants are 
not eligible for access to classified information outside the U.S. and its 
trust territories and possessions. unless in official travel status of not 
more than 90 days in any 12-month p~~iod. Consulting firms and Type B 
Consultants shall be processed for a FCL, in accordance with paragraph Zl. 

68. Consultant -- Type A. The consultant does not possess classified 
material. except at the using contractor's cleared facility. on the premises 
of a UA activity. or while on visits authorized under section V. All 
requirements of this manual apply to the consultant who, fo~ security 
administration purposes only, shall be considered to be an employee of the UA. 

a. The requirement for a separate FCL for the consultant (including the 
execution of the DD Form 441 and the DD Form 441s by the consultant) shall be 
waived, provided the using contractor or U.A. activity jointly execute a 
certificate as follows. 

(1) Except in connection with authorized visits: classified mate
rial shall not be possessed by the consultant off the premises of the using 
contractor or UA; the using contractor or UA shall not furnish classified mate
rial to the consultant at any other location than the premises of the using 
contractor or UA. and performance of the consulting services by the consultant 
shall be accomplished at the activity of the using contractor or UA; and 
classification guidance w1.ll be provided by the using contractor .or UA. 

(2) The consultant shall not disclose classified information to 
unauthorized persons. 

(3) The using contractor or UA shall brief the consultant as to the 
security controls and procedures applicable to the consultant's performance. 

b. One copy of such certificate shall be furnished by the using contrac
tor to his or her eso. In the case of a consultant to a UA activity, the certif
icate shall be retained by the Commander or Head of that activity. 

c. The consultant shall complete the forms required by paragraph 26. 
These forms shall be submitted to DISCO through the UA activity or the contracto~ 
for which the consulting service is to be performed. Each application for 
clearan~.e shall be accompanied by a copy of the certificate prescribed by para
graph a above. The Loe shall be issued to the using contractor or UA activity. 
as appropriate. 

d. Fallu,re to accomplish the certification described above shall 
require the prc.\cessing of a FCL, as prescribed 'by paragraph 21. 

143 68. 



69. Consultant -- TYp~~. The cousultant possesses classified material at 
his or her place 'of bu~iness or residenc.e, the consultant having full 
responsibility for security'of the classified material. 

a. A FCL iscequired for the consultant to cover the premises at which 
he or she will possess the classified material and perform the consulting 
services. 

b. Consultants of this type shall be considered to be prime contractors 
to the UA activity, or subcontractors to the using contractor. 

c. The provisions of this manual pertaining to contractors or subcon
tractors, aa appropriate, shall apply. 

70. Consultant w_ Type C. Consultants possess classified material at their 
regular employer's cleared facility, the consultants and their employer having 
agreed as to their respective responsibilities for security of the classified 
material. The clearance status and safeguarding ability of the consultants' 
regular employer shall be obtained from the employer's CSO, prior to the 
disclosure or release of any classified information to the consultant. 

a. No requirement exists for a separate FCL for the consultant (in.eluding 
execution of the DD Fo~ 441 and the DD Form 441s) or to have an existing 
FCL raised, provided that the. employing facility, and the employee who is 
acting as a consultant to another contractor or to a UA activity, are both 
cleared for access to at least the category of classified information as that 
to which the consultant will require acces's, and provided the employing 
facility and the employee jointly execute a letter agreement to safegus.rd 
classified information for an employee performing consultant services (see 
appendix I, p:augraph U) by wh1.ch the employing facility and the employee 
agree to the following. 

(1) Both agree to place classified material, which the consultant
employee must have in his or her possession, into the employing f~cility's 
accountability system. 

(2) Both agree to incorporate procedures in the employing facility's 
SPP, which prohibit the dissemination of the classified material within the 
facility, except that appropriately cleared personnel of the facility may be 
designated in writing on a strict need-to-know basis to provide the conSUlting 
employee clerical, destruction, and reproduction services necessary to his or her 
performance as a consultant. 

(3) Both agree to furnish the employee, who is act.ing as Ii consultant, 
a storage container, so that the classifi~d material may he stored under his 
or her control. A~cess to the storage container shall be limited to the 
employee who is acting as a consultant and the minimum number of employees 
designated in accordance with paragraph (2) above, which are essential to 
support the consultant. 

(4) Both agrea to advise its CSO immediately on a,ny change in the 
consultant's status as an employee of the facility. 
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b. One copy of the letter agreement described in paragraph a above, 
shall be furnished by the employing facility to its CSO, and one copy to the 
contractor or UA employing the consultant. 

c. In the event it is necessary to raise the consultant's PCL to 
a higher level (not above that of the employing facility), the consultant 
shall complete the forms required by paragraph 26 and submit them through the 
employing facility to DISCO with a copy of the letter agreement prescribed in 
paragraph a above. (If required to be cleared to a higher level than that of 
the employing facility, the consultant shall be processed for a sepa~ate FCL, 
in accordance with paragraph 69. and required to maintain a security program 
fully independent of that of his or her employer.) 

71. Consultants to U~er Agencies Employed Under Civil Service Procedures. 
Security clearances for persons employed as consultants to UAts under civil 
service procedures normally will be issued under the separate regulations of 
the UA concerned. However, UAts may process such a consultant for a PCL 
and/or FCL uncier the provisions of paragraph 68-70, when deemed desirable. 
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Section VIII. PARENT-SUBSIDIARY AND MULTIPLE FACILITY ORGANIZATIONS 

72. Parent-Subsidiary Relationships. 

a. When a parent-subsidiary relationship exists between two companies, 
the parent company must have a FCL of the same or higher classification level 
as the subsidiary company, unless by formal action of its board of directors 
or similar executive body: (i) it is excluded from access to all classified 
information held by the subsidiary company, or (ii) it is excluded from access 

-------~---

to classified information held by the subsidiary company, which is of a higher 
classification leve,l than the parent company's FCL. However, if the parent 
company is under FOCI, exclusion action may not be taken. In such circumstap:.as, 
the subsidiary company is ineligible for a FCL. (Certain exceptions to t~is 
rule can be made when the foreign ownership or control is exercised by a 
Canadian or U.K. interest. Consult the CSO for details.) Each exclusion action 
shall be made a matter of record in the minutes of the executive body of both 
the parent company and the subsidiary company. Two copies of both sets of 
minutes shall be furnished to the CSO of each cleared subsidiary company, along 
with a copy of the DD Form 441s, executed independently by the excluded parent 
company and the subsidiary company. In addition, when officers or directors 
of a subsidiary hold similar positions with the excluded parent company, they 
shall execute one of the following certificates, as appropriate: (i) "I under
stand that the (name of parent company) is not cleared for access to classi-
fied information and I certify that I shall not disclose classified information 
to the (name of parent company) or any of its agents, regardlesa of my official 
business or personal association therewith," ~ (it) "I understand that (appro
priate classification level) is the highest level of classified information 
which may be disclosed to the (name of parent company) or any of its agent,"s, 
regardless of my official business or personal association therewith." Official 
notice of the execution of each such certificate shall be made a matter of 
record in the minutes of the executive body of the subsidiary company and two 
copies of the minutes shall be fllrnished to the CSO of the subsidiary. Two 
copies of each certificate, executed in accordance with the requirements of 
this parag'raph, shall be furnished to the CSO of ;:he subsidiary. 

b. Interchange of classified information and visits between a parent and 
its subsidiaries, or between the subsidiaries, shall be accomplished in the 
same manner as an interchange between a prime contractor and a subcontractor. 
However, in the case of a classified cpntrar.t awarded to a subsidiary, the 
subsidiary, as necessary in the performance of the contract, may release 
claosified information to the parent, when required, provided the parent 
company has an appropriate FCL and safeguarding ability. Moreover, where the 
parent organization is owned or controlled by a foreign il1terest, the U.S. 
subsidiary shall not release U.S. classified information to the parent, except 
with the express written authority of the contracting UA. In such cases 
visits between the subsidiary and the parent shall be considered as Category 1 
visits, as defined in paragraph 41a. Neither the subsidiary nor the parent 
may release or disclose. classified information, pertaining to the contract of 
the subsidiary, to other subsidiaries of the parent without specific approval 
of the contracting officer or his or her designated representative, or unless 
within the provisions for exceptions set forth in paragraph 5x. 
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c. In case the parent corporation or its subsidiaries have cleared 
facilities which are collocated with each other (occupying the same office 
space or located side by side), the collocated facilities may request CSO 
approval of a formal written agreement between the facilities to utilize 
common security services for: (i) personnel security administration, (ii) 
document control (to include storage), (iii) reproduction, (iv) visitor 
control, and (v) other similar administrative services. In all caseS, the 
agreement shall be incorporated into the SPP (or appropriate supplement to an 
SPP) applicable to the facilities involved. The proposed SPP shall be 
submitted to the CSO as part of the request. The SPP shall establish workable 
security procedures and clearly fix responsibility for security administration 
within the collocated facilities. The procedures shall be structured (for 
example, separate accountability systems) to ensure that the need-to-know 
principles outlined in the previous paragraph are not violated. One FSO shall 
be designated for all facilities; the designee shall be considered an OODEP of 
these facilities and shall require a concurrent clearance at each facility. 
Appropriately authorized (cleared with a need-to-know) -personnel rendering 
security services shall be designated in the agreement by job title to provide 
the specific services agreed to. Additionally, procedures may be incorporated 
into the SPP whereby a machine run or other roster (for example, record of 
clearance) may be used in lieu of a visit letter •. provided such records are 
maintained in a current status at all times. When combined. the SPP and the 
roster ehall provide tOile essential information required in parag-raph 37ci. 

73. Multiple Facility Organizations. In the case of a MFa. the contractor 
(HOF) is responsible for ensuring the adherence. by each of its cleared oper
ating locations, to the terms of the DD Form 441 and the security require-
ments of each classified contract being performed. A copy of the basic DD 
Form 441, with "Appendage to Department of Defense Security Agreement." shall 
be furnished to each facility listed in the appendage and to each CSO concerned. 
The HOF shall have a FCL of the same or higher level as any cleared facility 
within the organization. Classified information may be interchanged among the 
cleared facilities of a MFa. when the contractor determines that such inter
change is essential to the fulfillment of a contract. Before the contractor 
places classified information or work in a facility of his or her organization. 
it shall have been determined that it has an appropriate FCL and the capability 
to safeguard the classified material. The contractor shall provide the facility 
performing the work and its CSO with classification specifications extracted 
from the DD Form 254 or other appropriate classification guidance, Revised 
guidance or notice of the reaffirmation of existing guidance. as applicable. 
shall also be provided. The SPP of a contractor having two or more facilities 
shall include security instructions. which provide the controls necessary to 
protect classified information within the organization. These, among other 
procedures. shall include, but not be limited to. instructions for the trans
mission of classified information and for visits of the contractor's employees 
between his or her cleared facilities. Such visits shall be considered as 
Category 1 visits as defined in paragraph 41a. Within each facility. the SPP 
shall be adapted, as necessary, to meet local conditions, as prescribed by 
paragraph 5s. If the contractor elec~s to have LOC's issued to (1) the HOF or 
(ii) one or more PMF(s) of the MFO. the HOF or the PMF shall provide the CSO a 
listing of each subordinate facility (both cle~red and uncleared) within its 
respective area of cognizance wherein a cleared individual(s) is employed or 
physically located. When a PMF(s) is established, the HOF SPP will specifi
cally reflect that all associated security responsibilities have been delegated 
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to the PMF(s) for its specifically defined geographical or functional area. 
In all cases where the aforementioned cleared individuals are employed by or 
physically located at uncleared facilities falling under the cognizance of the 
respective HOF or PMF(s), the SPP shall reflect that the HOF or PMF, as appro
priate, is responsible for personnel security administration. Such responsi
bilities will include meeting securi~y education and paragraph 6 reporting 
requirements for all cleared personnel located and/or employed at these un
cleared locations. In order to ensure the security awareness of these cleared 
personnel. at their respective U.S. uncleared facilities falling within the 
set CSO boundaries (see appendix VIII), the respective HOF or PMF security 
supervisor, or his or her appropriately cleared representative. shall visit 
each of these locations on an annual basis. Regarding the briefing.of cleared 
personnel employed or physically located outside of the CSO boundar1es. ~uch 
briefings will be handled as required in paragraph 97. Other considerat10ns 
applicable to visits to uncleared facilities are as follows. 

As an alternative to annual visits to the aforementioned uncleared 
U.S. ~~cations, the HOF or PMF(s) may develop procedures. which provide: (i) 
equal or better assurance than annual visits, (ii) that all aspects of 
personnel security administration will be properly accomplished. (iii) that 
proper management attention is directed on a continuing basis tr this area. 
and (iv) that responsibility and authority for accomplishment is formally 
assigned to cleared l.nanagerial personnel. Such procedures will be clearly set 
forth in the HOF's or PMF's SPP. as appropriate, and shall require the approval 
of the CSO prior to being placed into effect. 

b. Records that reflect the accomplishment of these requirements will 
be maintained as provided for in paragraph 26k. 

74. Temporary Help Suppliers. 

a. General. A temporary help supplier is a subcontractor who dispatches 
personnel on his or_ her payroll to perform work on the premises of the using 
~ontractor or UA (see paragraph 5ab). A temporary help supplier and his or her 
field, branch, or associate offices having a valid parent-subsidiary or MFO 
relationship are covered in paragraphs 72 and 73 respectively. The following 
paragraphs are concerned with: 

(1) 
licensor) who 
use the name, 
licensor in a 

a temporary help supply licensor (hereinafter referred to as the 
grants licenses or franch1.ses to other individuals or firms to 
administrative support, methods of operation, or style of the 
specific geographic area; and 

(2) a license or franchise holder (hereinafter referred to as a li
censee) who owns ',~d operates a legal entity separate and distinct from the 
licensor, and is licensed or franchised to do business under the name, method 
of operation, or style of the licensor. 

b. Where the temporary help personnel are actually employees, and on 
the payroll, of the licensee, the licensee may be granted a FCL as provided 
for in this manual. 
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c. Where the temporary help personnel are employees, and on the payroll, 
of the licensor, normally there would be no valid basis for the licensee to be 
granted a FCL. As an alternative, a FCL may be granted in the name of the 
licensor at the address of the licensee, if there is a valid requirement for 
employees of the licensor to have access to classified information at a con
tractor facility or UA activity, provided that: 

(1) the licensor has a FCL at its HOFj and 

(2) an employee of the licensor located on the premises of the 
licensee is appointed as FSO for the licensor; ~ 

(3) an employer-employee relationship is established between the 
licensor and at least one or more employees of the licensee through execution 
of a separate written agreement between the parties, or by the insertion of a 
clause in the franchise or license agreement. The agreement or clause shall 
specifically provide that, for a consideration, one or more employees of the 
licensee will act as FSO for the licensor in the territory covered by the 
license or franchise. One signed cq,py or certified true copy of the agreement 
or clause shall be furnished by the licensor to the CSO concerned. 

d. If the provisions of paragraphs c(l) and (2), or c(l) and (3), above 
are followed, a FCL may be granted to the licensor at the address of the 
licensee. This location will, for industrial security purposes, be considered. 
as an operating facility of a MFO. Among other things, the SPP of the operating 
facility shall specify the functions and responsibilities of the FSO and the procedures for: 

(1) processing PCL's including the granting of company CONFIDENTIAL clearances by the FSO; 

(2) accomplishing the requirements of paragraphs 5 and 6 which 
relate to its (temporary help) personnel; and 

(3) processing visit requests dispatching its temporary help per
sonnel to the using contractor's facility as Category 1 visits (see paragraph 5ab and 41a). 

e. When a licensee has a licens~ or franchise agreement with more than 
one licensor, a FCL may be issued in the name of each licensor. Similarly, if 
a contractor is engaged in a business which requires a FCL in connection with 
such business and, in addition, is a licensee for a temporary help supplier, 
a FCL may be issued in his or her own firm's name and one in the name of the licensor. 
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Section IX. SENSITIVE COMPARTMENTED INFORMATION AND COMSEC 
INFORMATION 

75. SENSITIVE COMPARTMENTED INFORMATION. 

lIto research, development, and pro-
a. The provisions of this ma~~;O~~I~N In addition, special security 

duction of SENSITIVE COMPAR~:T;~nual will be· prescribed by the contracting 
requirements supplementing TM~NTED INFORMATION contracts, except that, for 
department for SENSI!IVE COMPAR t warded by military department E COMPARTMENTED INFORMATION contrac s a i 
SENSITIV h NSA will prescribe the special secur ty procurement activities for the NSA, t e 
requirements. 

ED INFORMATION contracts awarded b. In the case of SENSITIVE COMPiARiTMENi T
for 

the NSA the NSA shall be 
b mJ litary department procurement act v t es , t 
r~sp~nsible for exercising security controls over the contrac • 

f SENSITIVE COMPARTMENTED INFORMATION contracts 
c. In the case 0 ti ity designated 

by and for a military departme~t orD~~DA:::~;y~h:~la~e ~esponsible for contracting military departmen or 

awarded 
by the 
exercis-

ing security controls over the contract. 

Access to SENSITIVE COMPARTMENTED INFORMATION will be granted to 
contr:~tor employees requiring access by theda~ti~ity designated to exercise 
security controls over the contract as provi e a ove. 

h i ti for access to SENSITIVE COM-D i al or revocation of aut or za on e. en 1 
PARTMENTED INFORMATION is not appealab e. 

h 11 rotect COMSEC information in 76. COMBEC Information. The contractor s ;220P22-S-1 (CSISM). 
accordance with the requirements of the DoD . 
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Section X. GRAPHIC ARTS 

77. Special Requirements for Graphic Arts. This section of the manual 
provides specific security measures for the safeguarding of classified 
information during the development stages, performance of service, or 
production of material by the graphic arts industry. The security measures 
apply whether the work is performed by the prime contractor on his or her 
premises or subcontracted to a graphic arts facility. 

78. Production Control Records. While the production control records remain 
w1th the classified job to which they relate, they shall be: (i) platnly and 
~onspicuously marked or stamped at the top and bottom with the same classifi
cation as the material being produced, or (ii) unless the production control 
record itself contains classified information, covered over with a cover sheet 
conspicuously marked or stamped at the top and bottom with th~ same classifi
cation as the material being produced. In either case. the additional mJlrkings 
required by paragraph llb(8) shall be applied, as appropriate. Production 
control records or cover sheets shall be marked with a notation indicating 
that they are unclassified when separated from the classified material being 
produced, unless they contain or have attached thereto classified information. 
The contractor may, at his or her discretion, use the production control 
records as the records required by paragraphs 12 and 18, provided they contain 
the required information and are retained for the period of time specified in 
paragraph 12. 

79. Area Controls -- Additional Requirements. During the layout, composition, 
platemaking, presswork, and bindery stages of the production of classified 
material, controls shall be established to deny unauthorized personnel access 
to the immediate area in which such work is being performed. In t.he event the 
safeguarding requirements prescribed in paragraph 16 are insufficient for this 
purpose, such aress shall be designated as restricted areas and shall be 
controlled in accordance with the prOVisions of paragraph 34b. Additional 
requirements are as follows. 

a. Pressrooms. While the press is being made ready or being run, the 
press itself shall be identified and marked the same as the classified informa
tion being run. The press shall remain so identified until the run has been 
completed and all classified material removed. Marking and identification of 
the press is not required for press run~ of short duration, provided the run 
is completed prior to the end of the workday. Plates, blankets, chases, and 
the like, need not be removed from the press at close of working hours, when 
the press run is incomplete, provided the area meets the requirements of 
paragraph 34a(3). 

b. Composition Areas. Linecasting (for example, intertype and 
linotype) and photocomposition machines shall be identified and marked the 
same as the classified information being set in type, except for jobs of short 
duration completed prior to the end of the working day. Slugs (that is, lines 
cast on a linecasting machine), coded tapes, ribbons, negatives, and so on, 
need not be removed from the machines at the close of the workday when the 
composition is not completed, provided the area meets the requirements of 
paragraph 34a(3). 
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c. Bindery Area. Bindery areas shall be secured by the same method as 
pressroom areas. 

d. Darkrooms. Admittance to all film processing units shall be re
stricted to cleared personnel who are assigned to the particular job or jobs 
inv. -.i :')., classified information. 

Proofreading Areas. Proofreading areas shall be controlled by. physical 
barriers capable of preventing visual o~ audio access and entrance by unauthorized 
persons. 

f. Shipping Entrances. Shipping entrances shall be secured when classi
fied information is in the area. Loading and unloading operations shall be 
performed under the supervision of a cleared employee of th~ contractor. 

80. Special Conditions. 

a. Overruns. All assembled copies of printed material not spoiled during 
a printing operation, which are in excess of the number of copies ordered, shall 
be designated as overruns. Overruns shall be held to a minimum. An exact count 
of the overruns shall be maintained and they shall be accounted for as pre
scribed in paragraph 12. Overruns shall be transmitted to the customer with 
the balance of the job or promptly destroyed in compliance with the provisions 
of paragraph 19a through e !/. 

b. Proofs. A record shall be kept of the number and disposition of 
proofs. Galley or page proofs approved by the customer shall be retained until 
the product is delivered, and shall be returned to the customer along with the 
original manuscripts 1/. 

c. Waste Disposal. The contractor shall provide properly identified 
waste containers at each production point at which waste, spoilage, trimmings, 
or cuttings accumulate. Waste shall include paper stock used for press make
ready, spoilage during running, printed copies spoiled during bindery 
make-ready, or excess copies of individual pages that are not to be assembled 
to form a complete product. Waste containers shall be adequately safeguarded 
and the waste promptly destroyed, in accordance with paragraph 19f. Waste 
shall not be retained in production areas during nonworking hours. 

d. Return of Samples. All graphic arts samples (that is, classified 
material furnished by the customer for reproduction) shall be returned to the 
customer immediately after the completion of the work !/. 

1/ Where the classified production has been accomplished on tha premises of the 
contractor, as opposed to being done by a graphic arts subcontractor, the 
disposition of overruns. ptoofs, samples, and other material, except for 
waste '.'.sed in the production of the job, may be delayed until the completion 
or termination of the contract concerned. 
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e. Bulk Shipment. Graphic arts products that are shipped in bulk in 
double containers will be stacked in the inner container face up. A cover 
sheet shall be placed on top of the material before sealing the inner container. 
The contractor shall maintain a record of the quantity shipped in each con
tainer, and when copies are serially numbered, the contractor shall number the 
inner containers, and the record shall show which serial numbers were packed 
in each container. Such records shall be incorporated into the control station 
records maintained in accordance with paragraph 12. The classification mark
ings and, if appropriate, the notations prescribed in paragraph 11b(8), shall 
be applied on all outside surfaces of the inner container. Outer containers 
shall be sealed by wire stapling or by tape, so that tampering will be 
evident. No markings shall be made on the outer containers, which will in any 
way indicate that the package contains classified material. Address labels 
will be placed on the top surface of both containers, and receipts will be 
placed inside the inner container. 

f. Materials Used in Production. 

(1) All materials used in production, which contain classified 
information (that is, negative flats, layouts, masters, dummies, vellums, 
stencils, composition tapes, proofs, tympan sheets, negatives, type. plates, 
and so on), shall be safeguarded, in accordance with paragraphs 14 and 16, and 
immediately after completion of the work, destroyed in accordance with para
graph 81, or returned to the customer along with the job on which they were 
used !/ (see paragraph 12f for accountability requirements). 

(2) Rubber blankets, after use in a classified production, may be 
reused on classified and unclassified production, provided they are properly 
washed and safeguarded, in accordance with paragraph 16. The rubber blankets 
shall be identified as required in paragraph 11c and the classification shall 
at all times reflect the highest category of classified information for which 
the rubber blanket has been used (see paragraph 12f for accountability require
ments). When no longer serviceable, or reuse is not desired, rubber blankets 
used for classified productions shall be destroyed as prescribed in paragraph 
19c. 

(3) Plates and other than rubber blankets used on a classified pro
duction shall not be reused, and shall be destroyed as prescribed in paragraph 
81. A contractor is not authorized to turn O'i"c;r classified plates to a 
subcontractor for the sole purpose of regraining such plates. Moreover, the 
regraining of plates shall not be considered as an authorized method of 
destruction under paragraph 81. 

(4) "Rollers" and other parts of presses, which retain impressions 
of classified information during the printing stages, shall be cleaned to 
remove the classified information on completion of the run. 

81. Destruction -- Special Requirements. Classified material used in the 
reproduction process shall be destroyed, in accordance with paragraph 19c, 
except that: 

a. classified information on metal foundry and wooden type shall be 
considered as having been destroyed when the type is redistributed in the type 
case; and 
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b. classified information on glass negatives shall be destroyed by 
dissolving the emulsion or by pulverizing. 

82. Mailing Lis t~~. 

a. Classified. When a mailing list used for the distribution of unclas
sified material is classified, the material shal~ be protected as though clas
sified (markings not required), until separated from the classified mailing 
list during the production process or at the point of mailing or shipping. 

b. Unclassified. When a mailing list used for the distI'ibution of 
classified material is unclassified, the list shall be protected as though 
classified (markings not required), until separated from the classified 
material during the production process or at the point of mai~ng or shipping. 

c. Related Material. When classified mailing lists are prepared or 
maintained by a contractor, all material which retains an impression of the 
addresses, such as carbons, addressing plates, identificRtion strips, and 
verification lists, shall be classified and safeguarded accordingly. 
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Sectioo XI. NATO INFORMATION 

83. Application. This section of the manual provides for the additional 
security measures that have been established for the safeguarding of NATO 
classified information. The provisions contained in thi~ section supplement 
the provisions of sections I through X of this manual. These additional 
security measures apply whether the NATO class:tfied information is in the 
possession of the prime contractor or in the possession of his or her sub
contractor(s). The provisions of this section do not apply to U.S. docu
ments which contain NATO information (see paragraphs Ilb(8)f and lle(2». 

84. Authority. The requirements of this section reflect the security pro
cedures established by the U.S. Security Authority for NATO for the safe-" 
guarding of NATO classified information in the possession of U.S. industry. 

85. §upervision and Orientation Requirements. 

a. The FSO is responsible for supervising and directing security 
mea6ures for safeguarding NATO classified information. 

b. The contractor shall maintain a separate record of all employees 
located at the fac1.lity who have been authorized access to NATO classified 
information, in addition to the clearance record required by paragraph 28. 

c. The contractor shall notify all employees who will have access to 
NATO classified information of the following. 

* 
* 

* 
* 

(1) The term "NATO classified information" used in this section * 
applies to classified information circulated within and by NATO, including * 
information released by member nations into the NATO security system, as well 
as information originated in the organization itself. However, classified 
information contributed by a member natio~ remains the property of the 
originating nation, even though it is circulated in a document belonging to 
NATO. 

(2) The marking "NATO" on a document is used to sign1.fy that the 
document is the property of NATO. This marking will be applied to all cop
ies of documents classified SECRET, CONFIDENTIAL, and RESTRICTED that are 
circulated within NATO. The marking of "COSMIC" also signifies that the 
document i~ the property of NATO, and i3 applied exclusively to all copies 
of TOP SECRET documents circulated within NATO. 

* 
* 
* 
* 
* 

(3) COSMIC TOP SECRET documents, NATO SECRET documents, and NATO 
CONFIDENTIAL documents shall be protected according to the rules in other sec
tions for TOP SECRET, SECRET, and CONFIDENTIAL material and the additional 
rules prescribed in this section. NATO documents marked "RESTRICTED," which 
are furnished to the contractor, shall be marked and protected as prescribed 
in paragraph lle. 
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d. The contractor shall bring to the attention of all employees, who * 
will be authorized Clccess to NATO clasaified information, their continuing in
dividual responsibilities for safegu~rding NATO classified information; fur
ther, they shall be advised that when they are in other NATO countries they 
may be subj ect to the l~~ws of those countries that pertain f~tI the. handling 
of classified information. When access to COSMIC TOP SECREt 1l\fonnation is 
involved; employees shall sign certificates to the effect that they have been 
briefed on their responsibilities for safeguarding COSMIC TOP SECRET 
.information. 

86. Security Clearances. 

a. A final PCL granted by DISCO for a U.S. citizen is valid for access 
to NATO information of the same or lesser security classification, provided 
the individual has been given a securHj' briefing, io. accordance with para
graph 8.5d abovE:!. Immigrant a.Hens or aliens issued reciprocal peL's are 
not authorized access to NATO classified information (see paragraph 20e, 
24a(2), and 31c). 

* 

b. All contract.or employees who require access to NATO information 
classified CONFIDENTIAL or '!1igher shall be cleared by DISCO (see paragraph 
24a (1) (cD. 

c. Applications for peL's for employees who are U.S. citizens and 
require access to NATO CONFIDENTIAL infonnation or higher shall be made by the 
contractor, in accordance with paragraphs 24, 26, and 27. 

d. An interim. CONFIDENTIAL or interim SECRET clea . ..:ance granted by DISCO 
is not; val:l.d for access to NATO information classified CONFIDENTIAL, 01' above. 

e. Contractor. employees who requil:e access to NATO RESTRICTlID ;".nformation 
shall be cleared by the contractor, in accordance with paragraph 24b. 

87. Reproduction, Preparation, and Marking. 

a. Requirements in paragraph 18 and section X apply equally to the 
reproduction of NATO classified documents. Iii the case of COSMIC TOP SECRET * 
information, reproduction requests shall be forwarded to the Central U.S. * 
Registry (CUSR) for authorization. (Address: Chief, CUSR, Room IB889, The >\ 

Pentagon, Washington, D.C. 20310) * 

b. Except for COSMIC TOP SECRET material, special permi$sion is not 
needed to include references to, extracts from, or paraphrases of NATO 
classified documents in other documents, which the contractor must prepare 
in performance of the NATO contract. 

c. Requirements in paragraph 11 apply equally to the marking of NATO 
classified documents. A SECRET, CONFIDENTIAL, or RESTRICTED document that 
is reproduced from a NATO document shall be marked NATO at the top and bot
tom, in addition to the claSsification markings. A TOP SECRET document that 
is reproduced from a NATO document shall be marked COSMIC at the. top and 
bottom, in addition to the TOP SECRET MARKING. 
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d. When NATO classified information is included in other documents, 
the NATO classified information shall be identified within the dOGument by 
marking each paragraph with the appropri~te NATO marking. Moreover, a 
statement will be included on the cover or first page, as applicable, that 
the document contains NATO classified information. 

88. Tran~mission of NATO Material. 

a. When NAT.O SECRET or CONFIDENTIAL material is prepared for trans
mission a~d an inner container is required by paragraph 17a, that container 
shall be r!larked NATO, in addition to the classification marking •. When trans
mitting NATO TOP SECRET material the inner container shall be marked "COSMIC 
TOP SECRET," in addition to the "TOP SECRET." 

* 
* 
* 
* 
* 

b. The transmis~ion of NATO classified information within the U.S. shall 
be in accordance with the procedures set forth in paragraphs 17b, c, and d, 
except that the minimum requirement for mailing NATO CONFIDENTAL information 
is U.S. Registered Mail. 

c. All NATO classified information furnished to a U.S. contractor in 
connection with R U.S. classified contract shall be transmitted to destinations 
outside the U.S. only with the authority of the contracting officer. If such 
information is tc be returned to the U.S., approval of the contracting officer 
ie not required. 

(1) COSMIC TOP SECRET transmitted to or from the U.S. shall be 
transmitted to the Chief, CUSR, Room IB889, The Pentagon, Washington, D.C. 
20310, by one of the methods authorized by paragraph 17b for forwarding to the 
intended destination. 

(2) NATO SECR}:;T and NATO CONFIDENTIAL information transmitted to 
or from the U"S. shall be transmitted by the contractor via one of the means * 
authorized in paragraph 17e. with the following exceptions: Canadian postal * 
channels cannot be used to transmit NATO classifieil material; 1'nformation trans
mittedto a NATO activity outside the U.S. shall be transmitted to an appro
priate U.S. act:1.vity for forwarding to the NATO activity; NATO classified 
information coming to the U. S. shall be transmitted through an appropria.te 
U.S. Government activity to the U.S. con'Cractor. 

d. NATO classified information furnished to a U.S. contractor in * 
connection with a NATO command or agency, or NATO member nation's classified * 
contrllct or project, shall be transmitted to destinations outside the U.S. 'it 

only 'liith the authority of the contracting officer. Hand-carrying of NATO * 
RESTRICTED, CONFIDENTIAL, and SECRET material across international borders * 
may be authorized by the CSO, provided an urgent situation exists, such as a * 
need exists for personnel to travel on short notice, time does not allow * 
documents to be sent ahead by approved secure means, and copies cannot be * 
made available locally at the travelers destination. The contractor shall * 
notify the CSO of the urgent situation. which necessitates the need to hand- * 
carry the material, and request the CSO to approve thiR exception. The CSO * 
may issue a NATO "Courier Certificate" for the appropriate cleared contrac- * 
tor employee to hand-carry the NATO material, provided: (i) the employee is * 
to be routed via U.S. flag or other NATO member nation air carrier, (ii) the * 
route taken to the NATO country destination is not to be over a Communist * 
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country, nor will the aircraft land i 
travel will be taken by surf n a Communist country, and (iii) if 

b ace means it. will not b h 
mem er nation. The CSO will affix a 'ro e t rough a non-NATO 
well as the authorizing sign t f P Per stamp to the certificate, as 

a ure 0 ~ designated official of the CSO. 

(l) Pre-Travel Procedures. Prior to 
Certificate," the contractor shall ensure i""suing a NATO "Courier 
taken. that the £ollowing steps are 

arrangements 
the existing 

(a) All reasonable steps have been 
for delivery of the NATO mat i 1 taken to make other 
availability of the i f er a to its destination; that 

. n ormation at the destination. 
is, 

"" 
"" 
"" 
* 

'* 
* 
* 
I'< 

"" 
* 

to the level 
(b) 

of the 
The employee deSignated to carry the 
classification of the information t .. o material is cleared * 

be hanJ-carried. * 

(c) The employee h b 
storage facilities on the as cen provided the lOGation of secure 

b premises of NATO commands or 
mem er Hation including U.S. Government installations. agencies, or a NATO 

* 
* 
* 

employee ' s (d) A suitable container, whic~' can tid 
Possess'; 11 ,~ a ne in the * ... on at a times, will be used "0·· transmit. ~ secure the material in * 

(e) The package is 
been made of the contents. 'p'toperly sealed, and an accounting has 

* 

* 
(f) The details of itinerar ith 

used will be completed by the gov~~nment y w a specimen of the seal * 
* 

Government on hi:)orT~:remplc~.e has been properly briefed by the U S 
guard procedures ,::.d hu ;~=r)~~!bilities, as well as on emergency ;afe
The briefing certificate shall b signed the NATO "Briefing Certificate." 

e retained for 1 year. 

* 
* 
* 
* 

?' ,2) Packaging. Each package to b h -
on~y ~TO classified material through NATO S~C anc1-carri .. d shall contain :t, 
Bhal~ ~ersonally inspect each d RET. The FSO or designee I'< 

material shall be packaged, asP;~~~~:edS~!~ment to verify its contents. The I'< 

an appropriate seal on the exterior f th in paragraph 17, and shall bear * 
affixed to the details of iti 0 e package. The seal shall also be 

i 1 nerary column adjace t t h tr p isted on the itinerar h n 0 eac stage of the 
"Specimen of Seal Used" ThY s eet. The seal will be placed under the liIle 

f h . e name and address on th ka o t e sender and addressee if diff e pac ge must be that 
carrying the material. ' erent from that of the employee hand-

* 
* 
* 
* 
* 
* 

(3) Seals. The contractor will h 
company seal affixed by a representative of ~~: 
Government official approved by the CSO. 

a NATO, U.S. Government, or * 
eso or other authorized U.S. * 

* 
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(4) Custody. In the event it is necessary to store the package, * 
as provided for in 1.c. above. a receipt shall be obtained for the material. * 
On arrival at the destination and delivery of the package, a r~ceipt shall * 
also be obtained. It will be the responsibility of the reCipient to sign * 
the receipt for the contents of the package. The receipt for the contents * 
of the package may be returned to the sender by mail or turned over to the * 
contractor ~mployee who hand-carried the package. * 

(5) Customs Search. if a official insists that the package be * 
opened regardless of the NATO "Courier Certificate" and the employee's claim * 
to exemption, the e~ployee should open the package, but only to the extent * 
that the customs official can confirm that NATO classified documents are * 
contained therein. The employee shall request that the customs official * 
both reseal the package in his or her presence and provide written evidence * 
of the incident. The courier shall make a full report of the incident to * 
t.he FSO on returning to the facility. ,~ 

(6) Return Travel. Should the employee be authorized to carry * 
the same documents on the return journey, the NATO "Courier Certificate" * 
spall so state and an accounting shall be made by the contractor on the * 
employee's return. In the event a NATO command or agency, or a NATO member * 
nation or one of its contractors, wishes to have the employee hand-carry * 
NATO classified material back to the U.S., the employee will follow the * 
procedures established by the requesting NATO command, agency, government * 
activity, or eont~actor. Procedures for hand-carrying NATO classified * 
material across international borders are similar, since they are based on * 
requirements established for all member nations by NATO. * 

e. All NATO classified bulky material, of any category, shall be sent 
through channels established by the CSO on instructions from the Deputy 
Director (Industrial Security). HQ DIS. 

89. Functions of the Contracting Officer. 

a. When a U.S. contracto~ enters into precontract negotiations involving 
NATO classified information with a U.S. contracting officer, the contractor 
shall obtain his/her instructions from the contracting officer concerned, as 
prescribed in this manual. 

b. When n U.S. contractor enters into precontract negotiations with a 
NATO government other than the U.S., a contractor of such NATO country, or a 
NATO international body requiring that the contractor have POssE-.ssion and access 
to NATO classified information in the U.S., the U.S. contractor shall request 
the necessary instructions from the contracting officer of such NATO country 
or international body. 

90. NATO Reporting Requirements. The CQntractor shall immediately report, 
through the CSO to the Chief (CUSR), Room IB889, The Pentagon, Washington, 
D.C. 20310, receipt of COSMIC TOP SECRET information from a source outside the 
p.S., when the information has not been transmitted via the CUSR. A copy of 
the report shall be sent to the Deputy Director (Industrial Security), HQ DIS. 
The contractor shall report to the CSO receipt of NATO SECRET or CONFIDENTIAL 
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information from any source other than through a U.S. Government activity, 
unless the information is received in connection with approved visits (for 
example, attendance at a bidders' conference). 

91. Subcontracting. Prior to negotiating a NATO classified subcontract in 
the U.S. or in another NATO country, a U.S. prime contractor shall obtain 
permission to negotiate such a subcontract from the contracting officer who 

, let the prime contract or his or her designated representative. 
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Section XII. OVERSEAS OPERATIONS 

Part 1. ACCESS TO U.S. CLASSIFIED INFORMATION 

92. General. 

a. This part sets forth access, safeguarding, and notification requirements 
for cleared U.S. citizen employees of U.S. contractors assigned to duty stations 
outside the U.S. These requirements also apply to U.S. citizens who, in 
addition to being cleared as employees of cleared U.S. contractors, are also 
dual-status employees of foreign subsidiaries, which are wholly owned and con
trolled by cleared U.S. facilities. 

b. This part does not apply to: 

(1) uncleared employees of cleared U.S. contractors who are sta
tioned outside the U.S.; 

(2) U.S. citizens who are RFI's or employees of foreign subsidiaries 
of cleared U.S. facilities, but do not hold dual-status employment with the 
owning or controlling U.S. facility; and 

(3) representatives (not employees) of cleared U.S. contractors. 

c. Cleared employees of U.S. contractors stationed overseas are encour
aged to attend periodically scheduled security briefings conducted by the OISI. 
These briefings are designed to familiarize the employees with the international 
aspects of the DoD Industrial Security Program and the security requirements 
unique to the foreign countTies in which the contractor does business. 

93. Access to Classified Information. Contractors are authorized to grant 
access to U.S. classified information to their cleared employees who are 
assigned overseas, subject to the following rules. 

a. Access to U.S. classified information identified in this paragraph 
shall be granted only with the prior written approval of the UA having primary 
interest if the information concerned is: 

(1) TOP SECRET information, 

(2) RESTRICTED DATA or FORMERLY RESTRICTED DATA, 

(3) COMSEC and SENSITIVE COMPARTMENTED INFOP~TION (see paragraph 6, 
CSISM and section IX, ISM, 

(4) special access programs information (see paragraph 5t), and 

(5) information for which foreign dissemination has been prohibited 
in whole or in part. 

b. Access shall be limited strictly to that information required by the 
employee for pe'rformance of the specific duties or contracts for which he or 
she is assigned overseas. Further, access to U.S. classified information under 
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this section sha.ll be madE, to the maximum extent practical, on an oral or 
visual basis. When physical access is to be granted to an employee, the 
appropriate safeguarding provisions set forth in paragraph 94 shall be 
strictly complied with. 

c. Access to U.S. classified information for cleared employees assigned 
overseas may be granted both in the U.S. and overseas. 

d. Access to U.S. classified information granted to a cleared employee 
of a clp.ared U.S. facility, who is also an employee of a U.S. wholly owned and 
controlled foreign subsidiary of such a facility, is granted only in his or 
her capacity as an employee of the cleared U.S. facility. The contractor 
granting the access is responsible for ensuring that the employee provides 
adequate safeguards for any classified information disclosed to such employee. 
In addition, the contractor shall take action, as appropriate, to ensure that 
U.S. classified information entrusted to the employee is not further released 
or made available to other employees of the foreign subsidiary. 

94. Safeguarding U.S. Classified Information. The following additional safe
guards are prescribed in connection with U.S. contractors' overseas 
operations. 

a. Security Class,ification Guidance. The contractor shall provide 
security classification guidance, commensurate with the actual performance 
requirements, to employees performing outside of the U.S. on a classified 
contract, project, or mission.. This guidance may be a DD Form 254, extracts 
from a DD Form 254. a classification. guide, or other guidance as appropriate. 
If classified documents themselves will provide the necessary guidance, no 
further guidance is necessary. 

* 
* 
* 
* 
* 
* 

b. Transmission. Transmission of classified material to a cleared con
tractor employee located outside the U.S. shall be strictly in accordance with 
paragraph 17e. The material shall be addressed to a U.S. military activity or 
other U.S. Government activity, and shall be marked for the attention of the 
contractor or the employee for whom it is intended. The U.S Government activ
ity will notify the contractor or contractor employee of the receipt of the 
material. Classified material will be transmitted only through U.S. Government 
channels. Normally, transmission will be by Registered Mail through the U.S. 
Hilitary Postal Service, or by the ARFCOS. However, the contracting officer 
may authorize any of the other approved methods of transmission described in 
paragraph 17e. If disclosure authorization is required and has been obtained 
it should be cited in the transmission document with the effective dates and ' 
auy other limitations. The contractor shall make prior arrangements for the 
storage of U,S. classified material with a U.S. military installation, the 
OISI, a military attache, a MAAG, an ODC, or a U.S. diplomaU.c or consular 
officer prior to transmitting U.S. classified material overseas. 

c. Custody and Storage. 

(1) Personnel authorized access to U.S. classified material over
seas will normally be permitted such access at a U.S. Government activity 
only. The storage of U.S. classified material overseas at any location other 
than a U.S. military installation or U.S. Government controlled installa.tion 
is prohibited. 
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(2) If in the performance of a contract, project, or mission it is 
necessary for a contractor employee to physically require temporary custody of 
U.S. classified material, authorization for removal shall be obtained from the 
U.S. Government activity. When such custody is authorized, the employee is 
responsible for personal possession and surveillance of the material at all 
times. Immediately following the purpose for which the material was needed 
and the removal was authorized, but in all cases prior to the end of the work
day, the material is to be returned to the U.S. Government activity for stor
age purposes. Movement of the material while in the employee's custody shall 
be governed by the provisions of paragraph 17h. 

d. Disclosure. Except as provided for in paragraph 48, contractor 
personnel are not a~thorized to disclose classified information to any foreign 
government, commercial activity, or entity, or to an international pact 
organization or its representatives. Cleared contractor personnel overseas 
may, however, disclose classified information: 

(1) to another cleared employee within their company who has been 
granted a LOC at the required level and who has a need-to-know for access to 
the information concerned; 

(2) to any appropriately cleared military Qr civilian member of a 
U. S. UA whc, has a valid need-to-know; and 

. (3) outside the contractor's organization within the U.S. only in 
'accordance with this manual, and outside the U.S. only in accordance with 
instructions from the contracting office of the UA. 

95. Overseas Assistance. 

a. The DoD has established the OISI to provide administrative assistance 
for industrial security purposes to U.S. industry in their marketing, liaison, 
and technical assistance activities outside the U.S. The OISI operates under 
the supervision and direction of the Deputy Director (Industrial Security), HQ 
DIS. The OISI acts as a central file for information pertaining to security 
clearances and security assurances for U.S. contractor employees located outside 
the U.S. Such information from the file is available for official use by 
agencies and activities of the U.S. Government, foreign government, NATO, and 
U.S. contractors. OISI conducts inspections of contractor operations on U.S. 
installations outside the U.S., when authorized by the Deputy Director 
(Industrial Security), HQ DIS. 

b. The OISI assists U.S. industry by: (i) arranging classified visits 
for U.S. contractor employees; (ii) providing storage for classified material; 
(iii) providing mail channels for transmission of classified material between 
a contractor in the U.S. and an approved destination outside the U.S., when 
specifically authorized by the Deputy Director (Industrial Security), HQ DIS; 
(iv) providing security briefings and security certificates, as appropriate; 
and (v) providing assistance on security matters, such as visits to military 
activities or contractors c,.\:t<;.;'le the U.S. 

c. The civilian street ~tddress of OISI is: Office of Industrial Secur
ity, International, Steenweg Op Leuven 13, 1940 St. Stevens-Woluwe, Brussels, 
Belgium; the telephone num:jt:r is 0-322-720-8259. The APO 3ddress is: OISI, 
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APO New York 09667. u.s. Government cable address is: OISI, BRUSSELS, 
BELGIUM; other cables: OISI, American Embassy, Brussels, Belgium. TELEX 
address is OISI: American Embassy, 21336 Brussels, Belgium. (See 
page 285 for address of Mannheim, West Germany Field Office.) 

96. Notification of Overseas Assignment. 

* 
* 

a. Whenever a contractor assigns a cleared employee to an overseas duty 
station, the contractor shall furnish the following information to DISCO on 
DISCO Form 562: full name, social security number, date and place of birth, 
level of access to U.S. classified information required overseas, passport or 
ID number, name and address of his or her new duty station overseas, and 
notice that the briefing required by paragraph 97 has been accomplished. 

b. On receipt of this information, DISCO will forward a copy of the 
e~ployee's LaC to OISI, when the employee is assigned to an overseas location 
within the geographical jurisdiction of OISI. Subsequently, the contractor 
is required to provide written notice to DISCO and OISI, when appropriate, of 
any permanent change of mailing address in the overseas duty station of its 
employees, the reassignment of an employee to the U.S., or other changes in 
status as rrflected in paragraph 6b(2). 

c. Residence or assignment of cleared immigrant aliens outside the 
U.S. for a period of 90 consecutive days or more in any 12-month period 
negates the basis on which the LOC was issued, and the LaC will be 
administratively termi.nated without prejudice by DISCO on recf',ipt of the 
contractor notification as outlined in paragraph 6b(6). 

97. Security Briefin~s and Certificates. 

a. Cleared employees who are to be assigned to duty stations outside 
the U.S. are to be briefed on the security aspects of their new positions. 
These briefings are the responsibility of the contractor. If access to NATO 
classified information is or may be involved, the briefing shall also cover 
NATO security requirements as described in section XI. 

b. Each cleared employee assigned overseas shall execute and have 
witnessed a certificate attesting to the following. 

(1) The employee has received a security briefing and understands 
his or her responsibilities. 

(2) The employee will safeguard classified information, in accord
ance with prescribed security standards. 

(3) The classified information to which he or she has been 
granted access will be used only for the purpose for which released. 

(4) The employee understands and accepts the fact that h.is or 
her LaC may be suspended or revoked for violation of security regulations or 
improper use of classified information. 

(5) The employee underLtands that he or she may be sul;>ject to 
action under the esp.ionage statutes of the U.S., with respect tc the 
classified infoLmation to which access is granted. 
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(6) The employee also understands that on termination of the 

purpose for which he or she has been granted access, the employee's 
responsibilities for safeguarding the classified information continue unabated 
until the security classification is removed by appropriate government 
authority. The executed and witnessed briefing certificate shall be retained 
by the contractor for the duration of the overseas assignment. 

c. Subsequent to the initial security briefing, each indivi4ual shall be 
given an annual refresher briefing. A certificate similar to that described 
above shall be executed annually and maintained as long as the individual is 
assigned overseas. The certificate shl/,ll be modified as necessary to reflect 
any change in the nature and extent of the classified information to which the 
individual requires access, and the scope and nature of the threat to which the 
overseas activity may expose the individual. 

d. Normally, refresher briefings should be accomplished on the temporary 
return of employees to the U.S., or by a security representative of the con
tractor stationed overseas or on visits overseas. When this is not practical, 
the briefing and execution of the c.artificate may be accomplished by OISI at the 
request of the contractor. Outside of areas serviced by OISI, the contractor 
may obtain a written briefing statement by mail from the employee. 

e. The contractor shall ensure that a company SPP, or supplement 
thereto, is prepared to cover security procedures at the contractor's overseas 
locations. 

Part 2. ACCESS TO CLASSIFIED INFORMATION OF FOREIGN GOVERNMENTS ~ 
INTERNATIONAL PACT ORGANIZATIONS UNDER A SECURITY ASSURANCE 

98. General. In its relations with friendly and allied foreign governments, 
the u.S. has entered into various treaties and agreements whereby each 
signatory government agrees to safeguard the classified information released 
to it by the other government. These range from simple bilateral agreements 
providing that each government will safeguard, in accordance with mutually 
agreed procedures, the classified information released to it by the other 
government, and that the information will not be disclosed to a third country 
without the consent of the originating government, to multilateral treaties 
establishing international organizations for concerted defense. Such treaties 
usually contain either a technical annex establishing the detailed procedures 
and standards for safeguarding classified information originated or dissemi
nated by the organization, or provisions authorizing the organization to 
establish mutually agreeable regulations for safeguarding such information. 

a. Access to classified information of a foreign government or international 
pact or~anization (for .example, NATO) is granted by the activity possessing the 
information, and the scope of access is governed by the regulations of the activ
ity possessing and disclosing the information. Hence, this part prescribes no 
specific limitations on the access to classified information of foreign govern
ments or interna.tional pact organizations, which may be afforded an individual 
under a security assurance determination. The responsib.ility for release of 
the information rests with the foreign activity or international pact 
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organization. or with the contractor. if the information had previously been 
released to him or her directly by the foreign government. the prime 
contractor. or an international pact organization without going through 
government channels. 

b. A contractor. or contractor employee. granted access to foreign or 
international pact organization classified information must take note of the 
limitations prescribed relative to the further dissemination of such informa
tion. For example. NATO classified information cannot be stored in non-NATO 
countries or released to nationals of non-NATO countries. nor can NATO classi
fied subcontracts be let to contractors of non-NATO countries. Foreign COI~11-

tries normally have restrictions on the disclosure and dissemination of their 
classified information to nationals of a third country. 

99. Security Assurance. This paragraph establishes the procedures to assist 
U.S. cleared contractors in meeting personnel security requirements imposed by 
friendly and allied foreign governments and international pact organizations 
with whom the U.S. has entered into either a bilateral or multilateral 
security agreement for access by U.S. citizens to foreign classified material. 
which is under the control of the foreign government or organization. 

a. The contractor may make application foroa security assurance by sub
mitting a written request containing the information required by paragraph (3) 
below. On application by the U.S. contractor. DISCO will issue a security 
assurance for currently cleared contractor employees. If the employee does 
not have a valid LOC. the contractor will submit the following to DISCO: 

(1) the forms prescribed in paragraph 26c 1/; or 

(2) two copies of DD Form 48-3 II. if there has been less than a 
12-month lapse in a prior employment at whIch time the employee was granted a 
LOC; and 

(3) a written request containing the following information: 

(a) the title of the position and summary of the duties of the 
individual for whom the request is made; 

(b) the name and location of the overseas office or activity 
to which the individual is assigned or attached for duty; 

(c) the employee's passport or ID card number. if available; 

11 Under Item 11 of DD Form 48 or 49. or Item 7 of DD Form 48-3. the applicant 
shall list both his or her overseas residence and permanent U.S. residence. 
if one is maintained. In addition. under Item 12 of DD Form 48-3. the appli
cant shall list all previous overseas residence.s. Under Item 16b of DD Form 
48. Item 16 of DD Form 49. or Item 11 of DD Form 48-3. the applicant shall 
show the names and addresses of all firma or foreign government activities 
with which the applicant is associated. the relationships and duties in con
nection therewith. and the nationality of the controlling interests of the 
firma involved. 
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(d) a justification ~I for the request. which identifies the 
activity or the subject matter of the proposed visit. sales activity. or 
contract that will require a security assurance; and 

(e) a statement providing the name and address of the foreign 
government activity or international pact organization. requesting the U.S. 
security assurance and the level of access required. If access to U.S. origi
nated. and appropriately marked. classified information will be granted to the 
employee by the foreign requester. the contractor will execute and maintain 
one copy of the briefing certificate prescribed by paragraph 97. 

(4) In the case of persons who are employees of foreign subsidiaries. 
the application shall be sent through the parent organization or ~he PMF. 

(5) On termination of employment or assignment overseas. tle 
security assurance determination is void and the contractor shall immediately 
notify DISCO of the individual's changed status by means of DISCO Form 562. 
and return the individual's security assurance determination to DISCO. 

(6) Requests for reinstatement of a security assurance determina
tion will be processed in the same manner as an original request. 

(7) If an individual on whom a security assurance has been given is 
subsequently employed by a cleared contractor and requires a U.S. security 
clearance. the contractor may make application within 12 months for a security 
clearance for the individual under section III by submission of a DD Form 48-3 
(see paragraph 26e). If the time lapse is more than 12 months. the forms pre
scribed by paragraph 26c shall be submitted. 

b. Normally. requests for a security assurance determination will be 
limited by the foreign government or international pact organization to 
CONFIDENTIAL or SECRET access. 1n exceptional cases. a request for a TOP 
SECRET security assurance. received from a foreign government or i •• ternational 
pact organization. will signify that access to TOP SECRET information is 
necessary for the consummation of a specific contract. project. or activity. 
TOP SECRET security assurance determinations shall be limited to the specific 
contract. project. or activity for which they are granted. 

]j The need and justification may be stated in general tenlS. For example: "In 
order to participate in the negotiation of contracts with foreign governments 
or international pact organizations. it will be necessary for him or her to 
have access to classified information of those countries and organizations 
(identify countries and/or organizations)." or. "As our overseas elec
tronics engineer. it will be necessary for him or her to have access to 
foreign classified information in order to service equipment sold by o\.\r 
company to (identify country or countries concerned)." 
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Section XIII. SECURITY REQUIREMENTS FOR ADP SYSTEMS 

Part 1. GENERAL 

100. Purpose. This section of the manual establishes special security 
measures for the safeguarding of classified information and material contained 
in or handlEd 1/ by automatic data processing (ADP) systems and word proces
sing systems. -As hereafter used in this section, the term "ADP systems" will 
include word processing systems and equipment. It specifies conditions and 
prescribes security requirements under which ADP systems will be operated when 
handling classified information. It also provides that in addition to the 
other requirements of this manual, classified information contained in an ADP 
system shall be safeguarded by the continuous employment of protective 
features in the system's hardware and software design and configuration, and 
by other administrative, physical, personnel, and communications security 
controls. 

101. Applicability. The provisions of this section apply to classified 
information that is contained in or handled by ADP systems in the custody and 
control of contractors, including computer service organizations that provide 
contractual ADP services to the DoD or its contractors. 

a. Security measures for UA owned and controlled ADP systems located on 
UA premises, but operated by the contractor, are prescribed by the controlling 
UA. 

b. This section applies primarily to general purpose ADP systems and, 
as stated in paragraph 100 above, word processing systems. The security 
measures for ADP systems, which are integral or adjunctive to weapon systems, 
communications systems, tactical data exchange and display systems, or com
munications security systems, should be established concurrently with the 
design and development of the system, using the fundamental security concepts 
outlined in this section. If the security requirements for such systems are 
not provided with the contract, contractors should request them from con
tracting officers. In the absence of such security guidance from contracting 
officers, the provisions of this section will be applied to the extent 
appropriate to the situation, as determined by the CSo. 

c. This section prescribes the requirements for the protection of 
information classified in one of the three classification categories: 
CONFIDENTIAL, SECRET, or TOP SECRET. Special access programs may impose 
additional security requirements or limitations for specified ~ of 
classified information, which are beyond the requirements prescribed herein. 
Contractors shall implement special access program requirements, when included 
in a DD Form 254 or other appropriate contract-related document. 

Jj The terms "contain" and "handle" in this section refer to classified informa
tion in an ADP system 1n any state, regardless of purpose or function, in
cluding any state of storage, use, processing, transformation, display, or 
communication within the system and its components. 
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102. Objectives. 

a. Basic ADP system reliability and integrity features must be augmented 
as provided herein to ensure that an ADP system which handles classified 
information will. with reasonable dependability. prevent: 

(1) unauthorized (accidental or intentional) disclosure, destruction. 
or modification of classified information. and 

(2) unauthorized manipulation of the .ADP system which could result 
in the compromise of classified information. 

b. In accomplishing the foregoing, collective ADP system security con
trols should. to the maximum extent possible. provide the following. 

(1) Individual Accountability. The identity of each user shall be 
positively established. and his or her access to the system and activity in 
the system (including information accessed and actions taken), shall be 
controlled and open to scrutiny. 

(2) Environmental Control. The ADP system shall be externally pro
tected to minimize the likelihood of unauthorized access to system entry points. 
access to classified information in the system. or unauthorized modification of 
the system. 

(3) System Stability. All elements and components of the ADP system 
shall function in a cohesive. identifiable, predictable, and reliable manner. so 
that malfunctions can be detected and reported in a timely manner. 

(4) Data Integrity. Each file or collection of information in the 
ADP system shall have an identifiable origin and use. Access to. maintenance, 
movement. and disposition of information shall be governed on the basis of 
security classification and need-to-know. 

(5) System Reliability. The system shall provide each user access 
to all of the information to which he or she is entitled. but no more. 

(6) Communications Security. Communication links and lines shall 
be secured in a manner appropriate for the information designated for trans
~ission through such lines or links. 

(7) Classified Information Control. SllCh information handled and 
produced by the ADP system. or stored on media for recording classified infor
mation. shall be safeguarded as appropriate for the classification assigned to 
the information. as provided in this manual. 

Part 2. REQUIREMENTS 

103. General. ADP system security shall consist of the continuous employ
ment of protective features in the system's hardware configuration and 
software design and operation. together with other appropriate administrative. 
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personnel. physical. and communications security measures, controls. and 
constraints needed to provide an acceptable level of protection for classified 
information to be contained in an ADP system. The procedures and methods 
necessary to safeguard classified information depend on the nature of the ADP 
system and the uses to which it is put. It is the contractor's responsibility 
to safeguard all classified information contained in an ADP system and ensure 
that approved security controls are in place and effective. To accomplish the 
objectives above. this section prescribes the following. 

a. The initial approval. in writing. of the CSO is required. prior to 
processing any classified information in an ADP system. This section requires 
reapproval by the CSO for major system modifications made subsequent to initial 
approval. Reapprovals will be required because of: (i) major changes in per
sonnel access requirements; (ii) relocation or structural modification of the 
central computer facility or remote terminal facilities; (iii) additions. dele
tions. or changes to mainframe. storage. or input/output devices; (iv) system 
software changes that i,mpact security protection features; (v) any changes in 
clearance. declassification. audit trail. or hardware/software maintenance 
procedures; and (vi) other system changes. as determined by the CSO. 

b. The contractor shall prepare a SPP describing the ADP system and the 
security controls implemented for that system (paragraph 112). This documen
tation will provide the basis from which the CSO will approve and inspect the 
ADP system for the proper safeguarding of classified information. 

c. The contractor shall appoint an ADP system security supervisor for 
each facility with an ADP system that is approved for the handling of 
classified information. The ADP system security supervisor. where different 
from the FSO. shall be responsible to the FSO for implementation of procedures 
and practices prescribed for the safeguarding and control of his or her 
respective ADP system(s). In cases where multiple ADP systems operate in a 
facility and the contractor deems that the ADP system security supervisor 
cannot effectively discharge that responsibility. then one or more ADP system 
security custodians. working under the auspices of the ADP system security 
supervisor. may be designated to accomplish security responsibilities for 
separate ADP systems. 

d. The establishment and maintenance of hardware and software integrity 
is essential to ensuring continued safeguarding of classified information in 
an approved ADP system. All software used during classified processing 
periods must accordingly be safeguarded. as provided in paragraph 108.1. 

104. ADP System Security Modes. The ADP system security mode refers to 
authorize.d variations in the security environments and methods of operating 
ADP systems that handle classified information. The modes are primarily 
defined by the manner in which the basic access requirements for user PCL and 
need-to-know are implemented for an ADP system. The modes involve a varying 
mix of automated (that is, hardware/software) and conventional (that is, 
personnel. physical. administrative/procedural, and. where appropriate. 
communications) security measures and techniques in dischargin~ these basic 
access requirements. In the dedicated mode. for example. the role of 
automated security measures in effecting basic user access determination is 
minimized. In all modes. the total integrated set of automated and conven-
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tional security 
tives set forth 
store. use, and 

measures applied to an ADP system shall be based on the objec
in paragraph 102. A contractor may accordingly process. 
produce classified information in an ADP system as follows. 

a. Dedicated Security Mode. The following measures apply when 
operating in a dedicated security mode where all users with access to the 
system have both a PCL and need-to-know for all classified information then 
contained in the system. 

(1) In such cases. the objectives of paragraph 102 are normally ful
filled by the access. personnel. administrative, physical, and communications 
security controls established for: (i) the central computer facility, (ii) the 
ADP system's interconnecting communications links. (iii) all peripheral devices 
and input/output terminals, and (iv) areas containing remote terminals con
nected to the system. 

(2) These controls shall conform to those required for the pro
tection of the highest classification category and most restrictive type(s) of 
information (that is, certain special access program material) then contained 
in the system. 

b. System High Security Mode. The following measures apply when 
operating in a system high security mode where all users with access to the 
system shall have a PCL for the highest classification and most restrictive 
type(s) of information then contained in the system, but at least some users 
do not have a need-to-know for all classified information then in the system. 

(1) In such cases, the obj ectives of paragraph 102 are normally 
fulfilled by application of the controls as enumerated and outlined in para
graph 104a above. Additional controls identifying and separating users and 
classified material on the basis of need-to-know shall be provided for in the 
operation of the system. Implementation of these need-to-know controls by 
security measures contained within the ADP system's operating system and associ
ated system software is authorized. 

(2) These controls shall conform to those required for the highest 
classification and most restrictive type(s) of information then being handled 
by the system. 

c. Controlled Security Mode. The following measures apply when 
operating in a controlled security mode where at least som~ users with access 
to the system have neither a peL nor a need-to-know for all classified 
information then contained in the system, in a manner that the eso or higher 
authority has determined will achieve and maintain the degree of security that 
is consistent with this manual. This mode provides a limited capability for 
the concurrent access to and utilization of the ADP system by users having 
different security clearances and need-to-know. 

(1) The objectives of paragraph 102 are normally fulfilled by appli
cation of the controls as enumerated and outlined in paragraph 104b above. In 
addition, system controls consisting of hardware, software, and other appropri
ate measures shall be implemented to identify, separate, and control users and 
classified information on the basis of PCL and information security ~lassifi-
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cation category. The controlled security mode specifically requires: (i) 
effective augmentation of. or enhancement to. the ADP system's internal 
capability. under operating system control. to separate and control users and 
classified information on the basis of PCL and classification category. 
respectively. (ii) limitation of users with concurrent access to the system to 
no more than three adjacent PCL levels. and (iii) fulfillment of the 
requirements of paragraph 108. (See appendix XI for amplification and 
guidelines. ) 

(2) While the controls for the central computer facility shall con
form to those required for the highest classification and most restrictive 
type(s) of information then being handled by the ADP system, the controls for 
remote terminal areas shall conform to those required for the highest classifi
cation, most restrictive type(s) of information. which will be accessed 
through the terminal under system constraints. 

105. Personnel Security. As provided below, unescorted entry and access to 
the ADP system central computer facility or any of its components, including 
areas housing connected remote terminals, shall be limited to authorized 
persons who have a peL and a need-to-know for the highest classification and 
most restrictive type(s) of classified information they will access under 
system constraints. 

a. ADP System Users. ADP system users are authorized persons with the 
ability and the means to approach, communicate with (input to or receive output 
from). or otherwise make use of any information or component in an ADP system. 
Personnel who code, test, or maintain application programs used to produce a 
service or product are considered to be ADP system users. Those authorized per
sons who make use of application programs via over-the-counter or remote 
means, and who have the ability and means to create, destroy, change, or 
retrieve data or program instructions in the system are also considered system 
users. All ADP system users shall have a PCL and a need-to-know as follows. 

(1) Dedicated security mode ADP system users shall have a PCL and a 
need-to-know for all classified information then contained in the system. 

(2) System high security mode ADP system users shall have a PCL 
for the highest classification, but not necessarily a need-to-know for all 
classified information then contained in the system. 

(3) Controlled security mode ADP system users shall have a peL 
and need-to-know for the highest classification and the most restrictive 
type of information they will access under system constraints. The lowest 
level of PCL permitted in this mode is a CONFIDENTIAL clearance granted by 
the contractor, provided all provisions of paragraph 104c are also met. 

(4) Exceptions. 

(a) Personnel only receiving computer output products from the 
ADP system and not inputting to or otherwise interacting with the system (that is, 
no "hands on" or other direct input or inquiry capability) are not considered 
to be ADP system users and are accordingly not subject to the PCL requirements 
of this section. Such output products, however, shall either be reviewed by 
appropriately cleared and responsible personnel prior to dissemination or 
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othe~ise determined to be properly identified and segregated as to content 
and classification, as prescribed in paragraph 108. 

(b) Personnel producing application programs and chan.ges thereto 
or preparing data that may be input to the ADP system during classified process
ing periods may be excepted from the peL requirements of this section, 
provided they do not receive unreviewed output products from the system or 
otherwise directly interact with the system during the classified processing 
and provided the software or data are introduced into the ADP system as 
prescribed in paragraphs 108.1c(2) and 108.1d, respectively. 

b. System Support Personnel. Persons who administer and operate the ADP 
system are considered to be system support personnel and shall have a peL for 
the highest classification and the most restrictive type(s) of information 
contained in the system or its areas at the time of their access. This cate
gory includes all persons in the immediate vicinity of the system attending to 
the operation, control, and functioning of the system, as well as those 
persons who design, program, modify, test, or install system software used for 
the processing of classified information. Access to specific classified 
material shall be governed by need-to-know in relation to individual duties 
and responsibilities. 

c. Visitors. Unescorted entry to the central computer facility or access 
to any of its system components (hardware ot' software) shall be limited to per
sonnel who are cleared for access to the highest classification category and the 
most restrictive type(s) of classified information then contained in the ADP 
system, and whose need-to-know has been confirmed by the responsible ADP system 
security supervisor or designated representative. All persons involved in main
tenance or repairs requiring access to any parts or components of the ADP 
system (central or remote) that could affect or modify the secure operation of 
the system, or permit access to classified information, must be cleared for 
the highest classification and most restrictive type(s) of information ever 
contained in the system. If maintenance personnel not possessing such 
clearance require access to the system, they must be accompanied by an escort 
duly designated by the ADP system security supervisor. Escorts must be 
appropriately cleared for the classified information contained in the system 
and sufficiently knowledgeable to understand the security implications of, and 
be able to control, the activities of the individual being escorted. Persons 
visiting the area on a one-time or infrequent basis, and who will not have 
access to classified information or to the system hardware or software, may be 
admitted to the area, when accompanied by an escort who will control visitor 
access and be responsible for visitor activities while in the area. 

d. Individual Responsibility for System Security. In furtherance of the 
requirements of paragraph 5f, it is the responsibility of the contractor to 
indoctrinate all ADP system users and support personnel in: (i) the need for 
sound security practices in protecting the information handled by the system, 
including all output products, (ii) the specific security requirements 
associated with the system in terms of system security mode of operation and 
user access requirements, (iii) the security reporting procedures in the event 
of system malfunction or security incident, and (iv) what constitutes an 
unauthorized action(s) with regard to system utilization. ADP system users 
shall be so informed prior to being granted system access, and then shall be 
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reindoctrinated, as deemed necessary. System suppor personnel shall also be 
indoctrinated in appropriate operational security procedures for the particular 
ADP system and facility before they assume their duties. Additional briefing 
specifics for AUP systems approved to concurrently process multiple categories 
of classified information are identified in paragraph 108. 

106. Physical Security. Physical security safeguards and access controls 
must be established and continuously maintained for ADP systems approved for 
the processing of classified information, even when such information is not 
contained in the system. 

a. If the security measures established and approved for the central 
computer facility and the area(s) housing remote terminals connected to the 
system are suspended or discontinued for any reason other than approved imple
mentation of paragraph 107, the system must be reevaluated by the eso, as would 
any new system, before being reapproved for the processing of classified 
information. 

b. The physical security safeguards and access controls for the central 
computer facility of an approved ADP system shall continuously conform to those 
required for the highest classification and most restrictive type(s) of informa
tion processed by the system, except for: 

(1) central computer facility area controls approved for adjustment 
pursuant to paragraph 107a or b, 

(2) word processing systems meeting the criteria and requirements 
set forth in paragraph 107d, and 

(3) where two or more computer systems are located in the same pro
tected area, and the equipment comprising each system is located and controlled 
so that direct personl,el and ADP system access will be effectively limited to 
a specific system. In such cases, the area controlled and effectively limited 
to a specific ADP system may be considered that system's "central computer 
facility" for the purpose of this section, and the measures and techniques for 
so "isolating" that ADP system shall be reflected in the SPP. 

c. The physical security safeguards and access controls for areas housing 
remote terminals connected to an approved ADP system shall continuously conform 
to those required for the highest classification and most restrictive type(s) of 
information processed by the system, except for: 

(1) remote terminals disconnected from the ADP system in an approved 
manner (paragraph 107c); and 

(2) specifically designated remote terminals connected to systems 
approved to operate in the controlled security mode (paragraph 104c). 

d. Adequate continuous physical protection and access control of the 
central computer facility and remote terminal areas can be attained through 
one or a combination of the following. 

(1) Protection and control may be attained through establishment of 
continuously protected areas for the central computer facility and areas 
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housing remote terminals. The physical safeguards for these. areas will vary 
depending on the overall physical security posture of the facility, the 
relative potential for unauthorized access, and the classification level and 
volume of the information to be protected. Subject to the approval of the 
CSO, appendix V may be used as a guide to establish the overall level of 
structural safeguards, but the basic intent is to take advantage of the 
security controls already in effect at the contractor's facility and complex. 
A level of collective controls must be established, which will ensure the 
detection of attempted surreptitious entry illto the areas being protected, so 
that in the event of an unauthorized entry, the system and equipment can be 
thoroughly inspected prior to classified operations. 

(2) Protection and control may be attained during working hours 
through continuous survelllp.:Llce by appropriately cleared and specifically 
designated personnel who are in a physical position to exercise direct security 
controls over the system and the classified information being processed. Use 
of supplemental surveillance and/or supplanting devices is also authorized per 
paragraphs 35 and 36 for working and nonworking hours, with the provision that 
during nonworking hours the surveillance function applies to the ADP system per 
se, in addition to the classified information involved. 

(3) During nonworking hours, protection and control may be attained 
through storage of the hardware and associated media in approved containers 
where feasible, in accordance with paragraph 14. 

(4) Protection and control may be attained through establishment of 
closed areas for the central computer facility and remote terminal areas. If 
for any reason classified information is left in the system (that is, primary 
or secondary storage) or elsewhere unsecured within the central computer 
facility or remote terminal areas during nonworking hours, closed area(s), in 
full compliance with paragraph 34a and appendix V of this manual, shall be 
established. 

107. Adjustment of ADP System Area Controls. Subject to the approval of the 
CSO, ADP system area security controls may be adjusted to the level of protec
tion required for the highest classification category and most restrictive 
type(s) of information actually being handled during given periods of time by 
the system, provided the central computer facility and those system components 
approved for the storage and processing of classified information will not be 
downgraded below the security level required to protect secure communications 
equipment, to maintain the reliability and security of the ADP system, and to 
protect the essential hardware and software components of the ADP system as 
prescribed herein. Such adjustment provides exceptions to the requirements of 
paragraphs 105 and 106 for continuous, comprehensive protection of the ADP 
system central computer facility and remote terminal areas, in accordance with 
the requirements for the highest classification anrl the most restrictive 
type(s) of information ever processed by the ADP system, as follows. 

a. Occasional TOP SECRET Processing. ADP systems that occasionally 
handle TOP SECRET or applicable types of special access information may adjust 
the system security level of continuous area controls (including the central 
computer facility) to the SECRET level when TOP SECRET or special access 
information is not being handled or contained within the ADP system, or is 
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otherwise accessible in the central computer facility, provided that the 
following conditions are met: 

(1) the central computer faci.lity and all remote terminal areas 
shall continuously meet the personnel and physical security requirements for 
the SECRET level; 

(2) prior to introducing TOP SECRET information into the central 
computer facility or the ADP system, the system security level must be 
upgraded, in accordance with the provisions of paragraph 113; 

(3) at the completion of processing TOP SECRET information, the ADP 
system security level will be downgraded, in accordance with the provisions of 
paragraph 114, whereupon the system may be subsequently maintained at the 
SECRET level, and 

(4) a written record must be maintained indicating the date and time 
the above actions were taken and by whom. Such records shall be retained for a 
period of one inspection cycle. 

b. Periodic SECRET or CONFIDENTIAL Processing. ADP systems that only 
periodically handle information classified no higher than SECRET may adjust the 
ADP system security level and area controls as indicated below, provided the 
following conditions are.met. 

(1) As set forth in the SPP and approved by the CSO, a minimum level 
of continuous physical protection and access control is established and 
maintained for the ADP system as follows: 

(a) the central computer facility and remote terminal areas 
shall continuously meet the personnel and physical security requirements for 
the CONFIDENTIAL level, or 

(b) 'an alternate lower level of continuous protection may be 
developed by the contractor for approval by the CSO for periods when classified 
information is not in the ADP system, central computer facility, or remote 
terminal areas. Security measures for this alternative shall be specifically 
keyed to the prevention or detection of unauthorized modification of system 
hardware, the classified information and protected software having been 
removed from the system and properly secured. The safeguards employed for 
this alternative must be evaluated on the basis of: (i) the environment in 
which the system is employed; (ii) security measures already implemented by 
the contractor for the overall facility and complex, as well as for the 
central computer facility and ADP system under consideration; (iii) effect
iveness in reducing the risks of identified threats; (iv) costs involved to 
implement, use, and maintain; (v) consistency and reliability; and (vi) 
auditability. Additional measures that may be considered part of the minimum 
continuous controls include the use of seals or locks to preclude or detect 
unauthorized access to system hardware component cabinets or containers, and/or 
the use of appropriate software diagnostic routines, which comprehensively 
test system hardware to reveal hardware modifications. Should surreptitious 
entry and equipment modification be suspected, a thorough inspection of the 
area and equipment must be conducted prior to classified operation. 
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(2) Prior to the introduction of classified 
tion of a higher classification category into the ADP 
system security level must be u r d 

information or informa
system or its areas the 
with the provisions'of paragraph 113. pg a ed, in accordance 

(3) At the completion of hi h 1 . 
cessing, the ADP system security lev 19 ~~l ~vel classified information pro-
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(5) A written record must be maintained to record the date and time 
the above actions were taken and by whom. Such records shall be retained for 
a period of one inspection cycle. 

d. Word Processing Systems and Equipment. Standalone word processors, 
which are operated independently and exclusively controlled by one person at a 
time, may be exempted from the requirement to maintain a minimum level of con
tinuous physical protection, as set forth in a and b above in this paragraph, 
wnen classified information is not in the system, subject to the approval of 
the eso. Thi& exemption may also apply to word processors meeting the above 
criteria and which share a separate printer, provided the printer is under the 
d.lrect visual observation and exclusive control of the operator during 
classified processing. In such cases, the following conditions shall be met. 

(1) Prior to introducing classified information into the system, the 
system security level must be upgraded, in accordance with the applicable 
provisions of paragraph 113. 

(2) For the duration of the classified processing, safeguards, in 
accordance with paragraph 16, shall be established and maintained, to include 
appropriate safeguards to deny to unauthorized persons visual access to video 
and other displays containing classified information. 

(3) When the system will be used by another individual during the 
classified processing period and the classification category or type of infor
mation or need-to-know will change, the system shall be cleared first, in 
accordance with the procedures set forth in paragraph 115. 

(4) At the completion of classified processing or prior to nonwork
ing hours, whichever occurs first, the system shall be downgraded, in 
accordance with the applicable provisions of paragraph 114. 

(5) A written record must be maintained indicating the date and time 
the above actions were taken and by whom. Such records shall be retained for 
a period of one inspection cycle. 

108. Concurrent Processing of Multiple Classification Categories. The 
concurrent processing and storage of more than one security classification 
category of information, together with unclassified information where approved 
by the eso, in an ADP system approved to operate in the foregoing ADP system 
security modes, is authorized, provided the following minimum conditions are 
a.lso met. 

a. The contractor and the eso have determined that the design and 
operation of the ADP system ~ill, with reasonable dependability, provide the 
consistent and correct identification and segregation of: (i) the different 
security classification categories, (ii) certain additionally restrictive 
types of classified information when such concurrent processing is authorized 
by special access program directives, and (iii) unclassified information. 

b. Measures have been implemented to monitor the system for 
malfunctions and occurrences that may adversely affect the dependability of 
such identification and segregation. 
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c. Procedures have been instituted, which, in the,event of system 
crash, malfunction, or other occurrence adversely affecting the dependability 
of such identification and segregation, provide that all system output will be 
initially marked and handled as the highest classification and most 
restrictive type of information in the system, pending a determination of 
actual classification. These procedures shall remain in effect until the 
occurrence cause is determined and corrected. 

d. Software and data to be concurrently contained in the system shall 
be handled and protected pursuant to the provisions of paragraph 10B.1. 

e. All ADP system users have been advised that this option has been imple
mented, and they are instructed to return to the ADP system security supervisor 
any system output that is either incorrectly labeled as to classification or 
not requested by that user. A determination of the cause of the incorrect 
system action shall be made, and a record of each instance and the corrective 
action taken shall be maintained for at least one inspection cycle. 

10B.1 Protection of Software and Data. 

a. System Software. All system software used during classified process
ing periods must be sa{eguarded commensurate with the requirements for the 
highest level of classified information processed, even when the software is 
not in the system, until the software is no longer used during classified pro
cessing. Such software, whether obtained from sources outside the facility or 
developed by the contractor, shall be so safeguarded from the earliest feasible 
time that it is in the custody and control of the contractor and identified for 
use during classified processing periods. When system software or modifica
tions thereto are developed by contractor personnel, these individuals shall 
meet the personnel security requirements of paragraph 105b. 

b. Classified Application Software. Application software, which in 
itself contains classified data or comments, or implements classified 
processes or algorithms, must be marked (see paragraph 11) and protected, in 
accordance with the classification guidance provided with the contract or by 
the UA. Both human and machine readable versions of such software, along with 
supporting and related documentation, shall be classified and must be 
protected as any other classified material in compliance with the provisions 
of section II. 

c. Unclassified or Lower Classified Application Software. 

(1) Unclassified or lower classified application software used 
during classified processing periods for systems operating in the dedicated or 
system high security modes shall normally be produced by appropriately cleared 
personnel (see paragraph 105a) and safeguarded commensurate with the require
ments for the highest classification of information with which it is processed. 

(2) It is recognized, however, that s~~h application software 
may be purchased from outside sources, produced for other purposes by contractor 
personnel without requisite peL's, or obtained from other unprotected sources. 
(See also paragraph 105a(4)(b).) Such software, not meeting the requirements 
set forth in (1) above, may be employed during classified processing periods, 
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provided the software is introduced into the system in accordance with (a) 
below, and either of the additional conditions set forth in (b) or (c) below 
is also met, subject to the approval of the CSO based on specific review by 
the regional computer specialist. 

(a) During classified processing, such software must be 
introduced into the system in a read-only or write-protected manner (that is, 
loaded into the system through media which have a positive, hardware-enforced 
write-protected storage mode,1 such as control by hardware switch or absence of 
a write-ring). This prevents posdible unauthorized disclosure of classified 
information by effectively precluding the writing of classified information to 
that unclassified (or lower classified) software's associated media. The soft
ware may be executed during the classified processing period in which loaded, 
or may be copied to dedicated and previously protected media for subsequent use 
exclusively during classified processing periods. and 

(b) Before use during classified processing periods, such 
software must be reviewed, approved, and authorized for use by appropriately 
cleared and knowledgeable contractor personnel who understand the security 
implications of the software being reviewed. ££ 

(c) Standard contractor configuration control and software 
management procedures are utilized in the programming and modification of such 
software, and the procedures have been accepted by the CSO as providing reason
able assurance for the integrity of the software. 

(3) Changes to such unclassified or lower classified application 
software that will employed during classified processing periods shall 
normally be made by personnel cleared as prescribed in (1) above. Changes to 
such software generated by personnel without the prescribed PCL's must be 
handled as set forth in (2) above. Unclassified and lower classified application 
software and changes thereto, which have been executed from write-protected 
media during a classified processing period. but not afforded appropriate 
subsequent continuous protection, must be handled as set forth in (2) above. 
prior to use during another classified processing period. 

d. Data. Unclassified input data or input data classified at a lower 
lavel than the highest level processed during a classified period shall be 
handled the same as application software described in paragraph c above. 

e. Media Control. Physical protection requirements for software and 
data. as provided for in this section. may be satisfied by marking and safe
guarding the respective storage media (for example. computer tapes and disk 
packs), when the software/data can be determined to reside on specific media. 
Protection shall be commensurate with. the requirements for the highest classi
fication level of software or data ever contained thereon, as provided in 
paragraph 116. However, selective overwriting for the clearance or declassi~' 
fication of storage media (paragraphs 115b and 116c, respectively) is not 
authorized for systems handling unclassified or 10werclass1fied application 
software or data under the provisions of paragraph c(2) above. 
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109. Transmission Controls. Transmission and communication lines and links 
between the components of the ADP system (for example. the central computer 
facility and remote terminals) may transmit classified information as follows. 

a. Inter-Complex. Transmission of classified information between COll

tractor facility complexes must be over approved CRYPTOGRAPHIC communication 
circuits. and only with the prior written approval and in accordance with the 
instructions of the contracting officer. 

b. Intra-Complex. Transmission within a contractor complex may be over 
approved CRYPTOGRAPHIC communication circuits. with the prior written approval 
and in accordance with the instructions of the contracting officer. In the 
event the contracting officer advises that CRYPTOGRAPHIC equipment is not avail
able. other approved circuits may be used. with the prior written approval of 
the CSO. Such circuits shall be protected by an in-depth physical security 
system to include the following. 

(1) Dedicated Lines. The transmission line(s) must be dedicated to 
the computer and the remote terminals. which must be approved for the handling 
of classified information. The transmission line(s) shall be dedicated to com
puter/terminal traffic and be separated from. and not included in. a cable 
that contains other lines not dedicated to the transmission of classified 
data. These lines must be installed according to criteria furnished by the 
CSO and may be routed within buildings through visible overhead conduit or the 
equivalent. or between buildings within protected perimeters thro~gh approved 
aerial/underground conduits. The lines may not be connected or go through 
telephone frames. switching equipment. or any otller telephone equipment. 

(2) Line Surveillance. In' the event the transmlssion lines cannot 
be contained entirely within secure areas certified for the safeguarding of the 
highe~t level of classified information transmitted. continual surveillance 
shall be accomplished by one of the following: (i) alarming the transmission 
lines with an alarm system which will provide a control station response time 
which is not greater than 15 minutes and by conducting checks of the lines and 
alarm integrity at least once daily; (ii) constant surveillance of the lines by 
appropriately cleared guards. who are indoctrinated as to the security 
significance of the lines -- indoctrination must be sufficient to enable the 
guards to detect attempts to comprom~se the security of the system. and to 
determine the action to be taken in the event of compromise or suspected 
compromise; or (iii) a combination of protected transmission lines and guard 
patrols, in which event the frequency of guard patrols will be determined by 
the degree of line protection and other pertinent security features. 

(3) Physical Security of Terminal Stations. As a general rule, the 
physical security of line terminal blocks and repeater stations should be equal 
to a strongroom (paragraph F, appendix IV). Supplemental controls shall pro
vide for either an alarm system with a IS-minute control station response 
time. or irregularly scheduled hourly patrols. Junction boxes and manholes 
should be secured and locked with a three-position dial-type changeable 
combination lock. 
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110. Subcontracting Controls. 

a. Processing by Subcontractor. A contractor may subcontract with 
another cleared contractor for the processing of classified information. pro
vided the ADP system has been approved pursuant to this section. Subcontrac
ting under this category encompasses job shops that process individual jobs on 
an "across-the-counter" basis and subcontractors who provide the complete 
software package. as well as the actual processing of the classified programs. 
The provisions of this section and section VI apply. Prior to processing 
classified information for another contractor. the subcontractor shall clear 
and verify computer storage and all other addressable media on which 
classified data has been recorded. 

b. Use of an ADP ~stem on a Leased Basis. A contracto!' may use the ADP 
system. approved pursra~t to this section. of another cleared contractor on a 
leased basis. provided the following conditions are met. 

(1) The lessor is responsible for ensuring that the integrity of 
the ADP system is maintained at all times. 

(2) The using contractor establishes adequate physical and personnel 
security controls. including provisions for clearing the equipment of classi
fied information prior to relinquishing physical control. Such procedures 
shall be incorporated in his or her SPP (or supplement thereto). 

(3) The CSO approves such procedures. Prior to granting approval. 
the CSO shall ensure that adequate securi~y measures will be placed into 
effect by the using contractor. while classified information is being 
processed, and that residual classified information will not be retained in 
the ADP system. In many instances, a representative of the lessor remains in 
the computer area during the run for equipment maintenance purposes. Th~ 
using contractor, therefore. is responsible for ensuring that the lessor s 
employee has the appropriate clearance and need-to-know. In addition. all 
classified information and material belonging to the using contractor shall be 
removed from the lessor's premises at the end of the lease period. 

Ill. Audit Trails. 

a. The general security requirement for any ADP system audit trail is 
that it provide a documented history of the use of the system. An approved 
audit trail will permit review of classified system activity and will provide 
a detailed activity record to facilitate reconstruction of events to d~termine 
the magnitude of compromise (if any) should a security malfuncltion occur. To 
fulfill this basic requirement, audit trail systems, manual. automated. or a 
combination of both must document significant events occurring in the following 
areas of concern: (i) p,reparation of input data and dissemination of output 
data (that is. reportable interactivity between users and system support person
nel) (ii) activity involved within an ADP environment (for example, ADP support 
pers~nnel modification of security and related controls), and (iii) internal 
machine activity. 

b. The audit trail for an ADP system approved to process classified in
formation must be based on the above three areas and may be stylized to the 
particular system. All systems approved for classified processing should con-

185 
111. 



tain most if not all of , the audit trail records listed below. The contractor's 
SPP documentation must ldentify and describe those that are applicable. 

(1) Personnel Access 

(2) Unauthorized and Surreptitious Entry into the Central Computer 
Facility or Remote Terminal Areas 

(3) Start/Stop Time of Classified Processing Indicating Pertinent 
System Security Initiation and T i i E erm nat on vents (for example, upgrading/ 
downgrading actions pursuant to paragraph 107) 

(4) 

(5) 
graph 107c) 

All Functjons Initiated by ADP System Console Operators 

Disconnects of Remote Terminals and Peripheral Devices (para-

(6) Log-on and Log-off User Activity 

(7) Unauthorized Attempts to Access Files or Programs, as well as 
all Open, Close, Create, and File Destroy Actions 

(8) Program Aborts and Anomalies, Including Identification (that 
is, user/program name, time aIld location of incident, and so on) 

(9) System Hardware Addition D 1 ti d Actions s, e eons, an Maintenance 

(10) Generations and Modifications Affecting h S 
of the System Software t e ecurity Features 

t ilci The ADP system security supervisor or designee shall review the audit 
ra ~gs at least weekly to ensure that all pertinent activity is properly 

recordea and that appropriate action has been taken to correct any anomaly. 
The majority of ADP systems in use today can develop audit trail systems in 
accord with the above; however, special systems, such as weapons 
communications, co~unications security, and tactical data excha~ge and 
display systems, may not be able to comply with all aspects of the above and 
may require individualized consideration by the CSO. 

d.. Audi t trail records shall be retained for a 
G period of one U.S. overnment inspection cycle. 

Part 3. PROCEDURES 

112. ADP System Security Approval. 

f ~. ~eneral. The system approval (or reapproval) pr.ocess COmDllences when a 
orma wr tten request, accompanied by a SPP describing the ADP system and its 

security measures, is received at the CSO. The SPP (inte·rim or final) may be 
either ~ separate document relating to the ADP system pro/posed for classified 
rrocessl.~g or an addendum to the facility SPP previously ,submitted, pursuant 
to parag~aph 5s. This documentation submitted by the contractor tCl the CSO 
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b. System Reapprovals. Requests for system reapproval shall be submitted 
when required, as indicated in paragraphs 103a and 106a. 

c. Standard Practice Procedure. The contractor shall prepare and main
tain a SPP describing the ADP system and the security controls implemented for 
that system. This documentation will be the basis from which the eso will 
approve and inspect the system. Therefore, complete and accurate descriptive 
information about the ADP system, categories of classified information to be 
processed, security controls to be implemented, and audit trail records is 
need to formulate this document. Specific information to be included in this 
documentation shall be a description of the following. 

(1) ADP System Security Mode. The SPP for a system proposed for 
operation in the controlled security mode must also provide the additional 
information required by appendix XI. 

(2) Personnel and Physical Controls. Personnel and physical secu
rity controls shall be specified for the central computer facility and for 
each area where a remote terminal is to be connected. Identification and 
control of all ADP system users shall be explicitly documented, as well as 
control procedures for system support personnel associated with the handling 
of classified information. Exceptions and adjustments concerning these 
controls should also be indicated (for example. paragraph 107). 

(3) Hardware and Software Configuration and Security Controls. 
Information describing the hardware configuration used during classified pro
cessing is required. This should include device types within component sub
systems. both local and remote, and corresponding channel assignments; Central 
Processing Unit (CPU) model number and memory size; and whether the system is 
multiprocessing or using shared files or storage media. If device disconnects 
are used. they shall be fully described. The capabilities offered to users, 
the system software used (appropriately identified). ~6 well as any security 
features coded in the application programs shall be described. As applicable. 
all administrative and procedural controls employed to ensure that hardware 
and software security safeguards are functioning effectively shall also be 
included. If special modifications to the operating system are used, they 
shall be specified and described. 

(4) Transmission Controls. The mode of transmission shall be 
specifipq. If the transmission is by other than approved CRYPTOGRAPHIC means. 
a compl~te description of the in-depth physical controls of the transmission 
lines shall be included. 

(5) Administrative/Procedural Controls. ADP system procedural con
trols, which address storage media clearance, declassification, audit trail, 
and other procedures (for example, see paragraph 107), shall be specified in 
the SPP. Other specific procedures to be included, as applicable, or on the 
CSO's request, are as follows. 

(a) Control, use, and maintenance of password files and 
privileges, including authentication of each authorized user (that is, 
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need-to-know'implementation) -- one acceptable method would be the use of 
a six character alphanumeric password classified the same as the highest 
category of information to which the user is authorized access in the system. 
Such a password must be changed at least once every 3 months and on termina
tion or reassignment of any user possessing knowledge of the password, or when 
the password is believed to have been compromised or subjected to compromise. 
Other operationally acceptable individual identification devices, such as the 
use of hand geometry (fingerprint scanner or hand scanner), voice, or signa
ture comparison devices, may also be utilized as additional safeguards to 
supplement access control procedures, subject to approval by the CSO. 

(b) Summary of how, when, where, and why the system will be 
used -- in the case of multiprogramming systems, this must include the run 
schedule mix during classified processing, interactive programming from 
remotes, and file owner/user procedures and controls. 

(c) Access control procedures for the central computer facility 
and remote terminal areas shall be included. 

(d) Methods and techniques to augment the system software to 
ensure the isolation of users with different levels of clearance and need-to
know shall be included. 

(e) If remote terminals are used, user sign-on/sign-off proce
dures and terminal identification techniques shall be included. 

(f) Storage and protection procedures for documentation files 
and input/output products shall be included. 

(g) Safeguards afforded system software while not in use shall 
be included. 

(h) Software test and verification procedures/records shall be 
included. 

(i) Normal and abnormal start-up. re-start, and shut-down 
operating procedures shall be included. 

(j) Controls for handling visitors and service technicians 
shall be included. 

113. ADP System Security Level Upgrading Procedures. To adjust ADP system 
security level and associated area controls to initiate the procesRing of a 
higher category or more restrictive type of classified information, or to 
change from unclassified to classified processing, the following procedures 
shall be implemented. 

a. All remote terminals that are to remain unsecured, or secured to a 
level lower than the highest classification of processing to be accomplished, 
shall be disconnected (paragraph.107c). 

b. All removable storage media not to be used in the higher level pro
cessing period shall be dismounted and removed from the area or otherwise 
segregated within the area. 
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c. Main memory and the remaining secondary storage media not dismounted 
or disconnected. including peripheral device buffers, shall be appropriately 
cleared, as set forth in paragrapb 115. 

d. Higher level security controls for the central computer facility and 
connected remote terminals, including the implementation of access controls, 
personnel clearance, and physical security requirements. shall be imposed. 

e. A dedicated and previously protected copy of the system software shall 
be loaded into the system whenever uncleared persons, or persons with a PCL at 
a level lower than the security level being established by these procedures, 
had access to the system in the preceding processing period. Unclassified or 
lower classified application software and data shall be loaded into the 
system, in accordance with the provisions of paragraph 108.1e. 

f. A final security check shall be made of the foregoing and documented 
prior to initiation of the higher level processing. 

114. ADP System Security Level DOWDjrading Procedures. To adjust ADP syr,tem 
security level and associated area cont~ols to initiate the processing of a 
lower category or less restrictive type of classified information. or to 
initiate unclassified processing, the following security procedures shall be 
implemented. 

a. All removable storage media, listings, ribbons, cards. classified 
waste. and so on associated with the higher level processing (including that 
containing the safeguarded higher level software) shall be dismounted. 
collected, marked. removed, and appropriately secured. However. where area 
controls for the central computer facility are continuously maintained at the 
higher classification level. the removable storage media may be segregated 
within, rather than removed from, the central computer facility. provided the 
higher level classified information is not on-line or otherwise accessible 
through the ADP system. 

b. Main memory, remaining secondary storage media. and peripheral device 
buffers shall be cleared or declassified. as appropriate. Declassification 
action. pursuant to paragraph 116. is required when the ADP system. including 
the central computer facility, is being downgraded to the alternate lower 
level of continuous area controls authorized under paragraph 107b(1)(b). or 
when word processing systems are being downgraded under paragraph 107d(4). In 
all other cases under paragraph 107. the clearance procedures in paragraph 115 
may be employed. 

c. A security check shall be made of the foregoing and documented before 
initiating lower level or unclassified pro~essing. 

115. Media and Equipment Clearance Procedures • 

a. Main Memory. To preclude unauthorized disclosure of classified 
information when changing the classification category (or type) of information 
to be processed in the system, each memory location, register, and other 
internal c~rcuitry used for the storage of classified information shall be 
overwritten or otherwise cleared of classified information before reutiliza
tion. This may be done by program instruction, clear switch action. power-on 
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reset cycle, or a combination thereof. The clearance action will be verified 
and recorded to ensure that all applicable portions of memory have been 
cleared. 

b. Other Storage Media. Other storage media on which classified infor
mation has been recorded may be used for processing a lower category of classi
fied information, or unclassified information, if overwritten once with un
classified information, or otherwise cleared (for example, power-on reset), 
and the action is appropriately verified and recorded. These media shall 
be safeguarded as required for the highest classification of information ever 
recorded thereon, until they have been declassified, pursuant to paragraph. 
116, except as provided in paragraph 114b. Selective overwriting of storage 
media is permissible when the exact storage locations of classified infor
mation are known, those locations can be overwritten, and that action 1s 
verified. 

c. Equipment. Punch card or card reader equipment must be physically 
examined as a part of the process of clearing the equipment. This may include 
visual examination of the normal card path through the equipment and the opera,
tion of the equipment for three or more card cycles with input hopper empty to 
detect the possible presence of punched cards, which have not been processed. 
If the equipment malfunctions, an examination of the equipment must include a 
search of the locations where a punched card or portion of a punched card may 
have become lodged. Under these circumstances, equipment access panels and/or 
other removable components must be removed or opened to perform the visual 
inspection. 

116. Media and Equipment Declassification Procedures. The eventual release 
of a storage device or a system, including storage media, should be antici
pated. Due to the physical properties and retentive capabilities of magnetic 
media and devices, special precautions must be taken in the release of such 
media to' safeguard possible residual classified information, until the 
declassification procedures described below have been executed. Except as 
authorized below and in paragraph 115, all storage media and internal memory 
on which classified information has been recorded shall be safeguarded and 
accounted for according to the requirements prescribed in this manual for the 
highest category of classified information ever recorded thereon. 

a. When such media are declassified and removed from the protected environ
ment, a record of media declassification must be completed. This requirement can 
be met in the case of aC'countable media by completing a destruction certificate 
as required by paragraph 19. For all other declassified storage media, a record 
of media declassification and release must be created and retained for a period 
of 2 years after disposition of the media. Each declassification action must be 
verified and recorded to ensure that all classified info~ation contained on the 
device or component was totally eradicated I/. 

I/ For specific guidance regarding the eradication of specific types of 
special access program information from various media, see appropriate UA 
publications. COMSEC keying material. for example, may not be recorded on 
computer systems without specific written approval of the contracting 
officer. ' The contracting officer will provide disposition instructions to 
the contractor, when required. 
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b. Procedures for declassification are as follows. 

(1) Magnetic Tape. When all classified information has been eradi
cated from a magnetic tape by use of degaussing equipment authorized by the 
eso 1/, the tape may be handled as unclassified, provided that: 

(a) all markings identifying source, subject matter, use, or 
classification of the information previously recorded are removed; and 

(b) the cuntractor establishes procedures to ensure strict 
compliance with the manufacturer's instructions for operating the degaussing 
equipment. 

(2) Magnetic Disk, Disk Pack, and Drum. Magnetic disks, disk packs, 
drums, and other similar rigid magnetic storage devices must be overwritten a 
minimum of three times, once with binary high values, once with binary low 
values, and once again with a single numeric, alphabetic, or special character 
(other than blank). Unclassified information used in the final overwrite shall 
be left on the device. If the storage device is inoperable and cannot be over
written, the device may be declassified by exposing the recording surface to a 
permanent magnet having a field strength at the recording surface of at least 
1500 oersteds, or by destroying the oxide recording surfaces by sandblasting, 
chemical decomposition, or other means approved by the CSO. 

(3) Ferrite Core Memory. Ferrite core memory used in the processing 
of information classified SECRET and below must be declassified by setting 
each addressable memory location alternately to binary high values and binary 
low values for 100 cycles until the state is changed at least 99 times. The 
same procedure applies for the declassification of core memory used for pro
cessing TOP SECRET information, except that the state shall be changed at 
least 999 times. 

(4) Plated Wire Memory. Plated wire memory used to continuously 
store classified information undisturbed more than 8 hours may not be declas
sified. Such medfa will continue to retain their classification, until 
physically destroyed. If the classified information is stored less than 8 
hours and unclassified data is later stored for at least an equal time. 
the memory may be declassified according to the procedures for magnetic 
ferrite core memory. 

(5) Thin Film Memory. Thin film memory devices, such as nickel
cobalt devices, may be declassified by the application of a magnetic field of 
no less than 1500 oersteds to the recording surface. 

1/ The eso will, on request. advise the contractor of currently authorized 
magnetic tape, card. and cassette degaussing equipment and of any con
ditional instructions issued by HQ DIS regarding their use. Requests 
for approval to use other degaussing equipment must be submitted to the 
eso, including a full description of the equipment and operating procedures. 
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(6) Semiconductor Memory. 
in accordance with the procedures for 
tile read/write semiconductor memory. 
may be declassified by setting "zero" 
removal of power from the system (for 

Semiconductor memory may be declassified 
magnetic ferrite core, except for vola
Volatile read/write semiconductor memory 

or "one" in all memory locations or by 
example, a power-on-off reset action). 

(7) Cathode Ray Tube. Each cathode ray tube (CRT) screen surface 
shall be inspected under high intensity internal CRT illumination to detect 
evidence of burned-in information. If the inspection reveals classified in
formation etched in the phosphor, the CRT device shall be retained within 
the appropriate security environment, or the screen itself shall be destroyed. 
In the absence of such classified information, the CRT may be handled as 
unclassified. 

(8) Magnetic Storage Media for Non-Digital Information. Magnetic 
tape used to record analog, video, or similar non-digital information may be 
declassified through the use of degaussing equipment authorized by the CSO as 
in paragraph 116b(1) above. Rigid magnetic storage devices may be declassified 
as in paragraph 116b(2) above, except that the overwriting signal shall be 
analog instead of binary. Inoperable magnetic storage devices may also be 
declassified as in paragraph 116b(2). 

(9) Printer Ribbons. Printer ribbons shall be handled as provided 
for in paragraph 19. 

c. Selective overwriting of storage media is authorized when the exact 
storage locations of classified information are known, those locations can be 
overwritten as required, and that action can be verified. 
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Section XIV. CRITICAL NUCLEAR WEAPON DESIGN INFORMATION 

117. Policy. The sensitivity of CNWDI is such that it is in the national 
interest to ensure that access is granted to the absolute minimum number of 
employees who require it for the accomplishment of assigned responsibilities 
on the strictest need-to-know basis. The FSO shall be responsible for 
ensuring that access to CNWDI is limited on a strict need-to-know basis within 
the facility. The top management official shall ensure that the need-to-know 
principle is strictly enforced. Management personnel at all levels will be 
responsible for ensuring that requests for access to CNWDI are not auto
matically approved. Full and complete justification mU.st be made before any 
employee is authorized for access to CNWDI. Because of the importance of such 
information to our national policies, special procedures have been established 
for its control. 

118. Access Requirement. A final TOP SECRET or SECRET PCL, granted in 
accordance with paragraph 24a(1), is valid for access to CNWDI of the same 
or lesser security classification, provided the employee has been given a 
security briefing. in accordance with paragraph 119. In rare instances. an 
immigrant alien who possesses a unique or very unusual talent or skill that is 
essential to the U.S. Government, and is not possessed to a comparable degree 
by an available U.S. citizen, may be authorized for access to CNWDI only. In 
such cases a request ~ith full justification shall be forwarded to the con
tracting officer. If access to CNWDI is approved for the immigrant alien, 
such approval is limited to the specific contract of the UA, and is not valid 
for access to CNWDI on other contracts. 

119. Briefings. Employees having a need for access to CNWDI shall be 
briefed on its sensitivity by the FSO or his or her alternate. The briefing 
shall include the definition of CNWDI, a reminder as to the extreme sensi
tivity of the information, and an explanation of the individual's continuing 
responsibility for properly safeguarding CNWDI and for ensuring that dissemi
nation is strictly limited to other personnel who have been authorized for 
access and have a specific need-to-know for the particular information. The 
briefing shall also be tailored to cover any local special requirements. 

120. Records. The contractor shall maintain a record of all employees who 
have been authorized access to CNWDI, and the date on which such employees 
were briefed. These records will be maintained in a manner that will 
facilitate verification. and shall be retained for 3 years following the . , 
termination of employment and/or the tel~ination of the individual s 
clearance, as applicable. 

121. Marking. In addition to other markings required by this manual, 
documents, including working papers, sound, voice, or electronic records, and 
any other media, which contain CNWDI and are generated after September I, 
1978, shall be clearly marked, "Critical Nuclear Weapon Design Information -
DoD Directive 5210.2 Applies." Documents shall be marked on the cover. title 
page, lead page. and the back cover. Similar documents and other media 
published before September I, 1978 that are in working files will be similarly 
marked (substantially as provided above) to indicate they contain CNWDI in
formation. In addition. paragraphs of documents generated after September 1. 
1978 that contain CNWDI will be so marked. (Example: (SRD) (N). An (N) fol-
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lowing the classification denotes that the classified material is additionally 
identified as CNWDI.) 

122. Subcontracting and Consultants. The contractor shall not award a 
subcontract which would necessitate access to CNWDI without the prior written 
approval of the contracting officer. This approval may be included on the 
DD Form 254. Type A Consultants may be briefed and afforded access to CNWDI, 
but such access may be permitted only at the facility of the contractor who 
engaged the Type A Consultant or at the government contracting activity. Type 
Band C Consultants shall not be briefed or afforded access to CNWDI without 
the prior approval of the contracting officer. 

123. Transmission Outside the Facility. Transmission outside the facility 
is authorized only to the contracting activity. a prime contractor, or a 
subcontractor approved pursuant to paragraph 122. Any other transmission must 
be approved by the contracting officer. In addition. prior to transmission to 
another cleared facility. the contractor shall verify from the CSO of the 
recipient facility that the facility has been authorized for access to CNWDI. 
When CNWDI is transmitted to another facility. the inner wrapping will be 
addressed to the personal attention of the FSO or his or her alternate. and in 
addition to any other prescribed markings on the inner wrapping will be the 
marking, "Critical Nuclear 'Weapon Design Information -- DoD Directive 5210.2 
Applies." Similarly. transmissions addressed to the contracting activity or 
other U.S. Government agency shall bear on the inner wrapper the marking, 
"Critical Nuclear Weapon Design Information -- DoD Directive 5210.2 Applies." 
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Appendix I. INDUSTRIAL SECURITY FORMS 

di i to describe the forms used i The purpose of this appen x s i A. Applicat on. 1 it matters. and to provide instruct ons 
by DoD contractors in industria :ec~rth~se forms. A sample of each form is 
for the use and completion ~f :~cbeoused for any purposes or in any other 
included. These formsi:h:l fo: in this manual or for training purposes. 
manner, except as prov e 

S it uestionnaire (Industrial-NAC)" 
B "De artment of Defense Personnel ecur I data from a U S citizen 

• } Thi f rm is used to obtain persona • • d 
(DD Form 48 • s 0 IAL or SECRET PCL. The form is prepare 
being considered for a DoD CONFIDENT b i considered for the clearance. The 
jointly by management and the person e ng exce t when the person con-
submission of this form shall notlbe require~he com:leted form should be for-
cerned is being processed for a c ea~a~ceb Ohio 43216 However, forms that 
warded to the DISCO. P.O. Box 2499d i

O um ;S~ction with ~he FCL application, 
pertain to OODEPs and are submitte n con u

h 
CSO 

or as a change thereto. shall be mailed to t e • 

~'r~~, 
, )' 
~, .... ~/ 
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DO Form 48 

SAMPLE 

PERSONNEL SECURITY QUESTIONNAIRE 

INDUSTRIAL - NAC 

DDFORM48 

DATA REQUIRED BY THE PRIVACY ACT OF 117416 U.s.C. §552., 

AlTTHORITY: Int~rnal Security Act or 1950 .nd E.ecutive Order 10865 ... , amended by E.ecutive Order 10909. 

----~--- ---

PRINCIPAL PURPOSES: To obtain IuIck,round inrormation ror perlOnnel security InveltljljltlYc and evaluative pUrpoael in order to det.rmine the security 
elisjbility or Department of Derense contractoll and employeel or Deputment or Defense ConlractOIl ror (I) aceea to clalsified information, or (2) assignment 
to a RnsitiYe position. 

ROmINE USES: (I) Determine the leope of a penonnel security Invcl1iptlon. 

(2) Provide e.aluatoll or adjudicatollwlth pellonal history information rel..,antto pellonnelsecurity determinationl. 

The information may be dj",losed to other Federal .,.,nclcl that are authorized under lpecific lIatutory or E.ecutive authority to make penonnel security 
determination .. 

A copy of the report or pellOnnel Rcurity in.eltiption wW be maintained by the PerlOnnellnvelli",tionl Center of the Defe"se Invelli",ti.e Service and mlY be 
uied in ruture RCurity clearance det.rmination .. You have the n,htto obtain a copy of the report of Inveltijljltlon and/or roquell amendment to the me. 

MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAl OF NOT PROVIDING INFORMATION: Voluntary. Failure, howeyer. to 
fumish all or part of the information requested may re.lIt in (I) denial or aceea to claalOed inrormation. or (2) no ..... lection for .. si~nment 10 a sen.itive 
position. Disclosure of your Social Security Number is necesu,y to fulfill ,equirements of Ihe above cited aUlhoritle .. It is intended thai Ihis notice be relained 
ror pellOnal ,ecords. 

GENERAL INSTRUCTIONS 

THE PERSONNEL SECURITY QUESTIONNAIRE (PSQ) IS AN IMPORTANT DOCUMENT AND MUST BE COMPLETED WITHOUT MISSTATEMENT OR 
OMISSION OF IMPORTANT FACTS. ALL ENTRIES ARE SUBJECT TO VERIFICATION BY INVESTIGATION. 

• THE FORM MUST BE TYPED OR PRINTED. 

• COMPLETE ITEMS 1-13, SIGN THE FORM AT THF. IIOTTOM. ~D THEN PROVIDE THE FORM TO YOUR EMPLOYER WHO WILL 
REVIEW IT TO ASSURE THAT ENTRIES ARE COMPLETE AND COR R t:cT. AI'TER THE FORM IS RI::TURNED TO YOU, PROCEED TO 
COMPLETE 14-18 OF THE PRIVACY SECTION. 

• IF ADDITIONAL SPACE IS REQUIRED FOR ANY ITEM. ATTACH ADDITIONAL SHEETS OF PLAIN WHITE PAPER, WHEN ATTACHING 
ADDITIONAL SHEETS ALWAYS IDENTIFY THE ITEM NUMBER BEING CONTINUED AND FOLLOW THE FORMAT FOR ENTERING INFOR. 
MATION PRESCRIBED ON THE FORM AND IN THE DETAILED INSTRUCTIONS. . 

• ALL QUESTIONS MUST BE ANSWERED. II' AN ITEM IS NOT APPLICABLE INDICATE "NOT APPLICABLE" OR "N/A." 00 NOT USE TIlE 
TERM "UNKNOWN" FOR DATES OF EMPLOYMENT OR RESIDENCE. IF THIS INFORMATION IS NOT KNOWN PRECISELY, GIVE THE DATE 
AS BEST YOU CAN RECALL FOLLOWED BY APPROPRIATE QUALIFYING LANGUAGE, E.G., "DATE ESTIMATED" OR "APPROX." 

• UNLESS OTHERWISE SPECIFIED: 

• ~LL DATES SHOULD BE ENTERED IN TERMS OF YEAR AND MONTH USING THE LAST TWO DIGITS OF Tim YEAR AND A TWO DIGIT 
NUMBER REPRESENTING THE MONTH. E.G .. JANUARV 1979 WOULD BE ENTERED AS 79-01 AND DECEMBER 1979 WOULD BE 
ENTERED AS 79-12. 

• NAMES OF PERSONS SHOULD BE ENTERED IN THE I'OLLOWIN(: ORDER: LAST NAME. FIRST NAME AND MIDDLE INITIAL. 

• ADDR FSSFS SHOULD INCLUDE THE NUMBER AND STREt.T. CITY. STATIWR COUNTRY, AND liP CODE. 

• BEl'ORf. ENTERING ANY INFORMATION ON THE FORM. RI':AD CAREFULLY THE DI:TAILED INSTRUCTIONS PROVIDED WITH THE 
FORM. IF AT ANY TIME DURING COMPLIITION OF THE FORM. A QUESTION ARISES THAT OOES NOT APPEAR TO BE COVERED BYTHE 
DETAILED INSTRUCTIONS, CONT A<'T TIlE INDIVIDUAL OR OFFICE THAT PROVIDED YOU WITH THE FORM. 

• ONCE TIlE FORM HAS BEEN COMPLETEI>. PLAC!, II IN THE PRE'ADDRI'S5ED ENVELOPE THAT HAS BEEN PROVIDED. TOGETHER WITH 

!~~ ~~~I'i~~~DDr~E2~~: ~;~NN~ETRJ':llt~~:tl~~:~ ;1~~~t!:~~:~~~i.?~~I~~ y~R~:~'Y~~~~'i?:~lr~~r y~N THE LINE PROVIDED 
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Page two 

DEPARTMENT OF DEFENSE 

SAMPLE 

Penonnel Security QuestiolUllire (INDUSTRIAL-NAC) 
1. •• LAST NAME-FIRST NAME-MIDDLE NAME b. MAIDEN NAME III any) 

P'ORM APPROVED 
OM. NO. a700.~OOO5 
EX", DATa APR •••• 

DATE 
FOR DIS USE ONL !'_. ___ 

2. ALIASES [3 .•• SEX J b. RACE J 4. SOCIAL SECURITY NUMBER 
[ [Moole [ 1 [ [Female [ 

5. DATE OF BIRTH [6. PLACE OF BIRTH 
(Yw-Month-Doy) I" CITY I b. COUNTY ,e. STATE d. COUNTRY 

7 .•• U.S.CITIZEN, hATIVE JC.IF NATURALIZED. d. IF DERIVED', PARENTtsl I.' DATEj f. PLACE !9. COL 
CERTIFICATE NO.t.1 CERTIFICATE NO.tsl 

tJ Yes Ii No V •• nNO 

h. DUAL CITIZEN I I Ya liND (II .. Y ...... DETAILED INSTR UCTIONS.) 

B. MI LITARY SERVICE (Inclutl, R."",,/Na,/anal a_.) 
D. FROM [b. TO Ie. BRANCH I d. RANK I •. SERVICE NO.t.1 If. COUNTRY 

I J I I 
I I I 1 I 

9. PREVIOUS CLEARANCE DATA Iv .. No 

•. H.v. you avar been grlnled .... urlty .......... 1 (II "y,," Ii .. d,fIIII, bdow.) I [ 
LEVEL , DATE GRANTED , GRANTED BY , NAME OF EMPLOYER 

b. H ... you OYllr l"mlNted employment whlla requeat for ..... rlty cl.'a ........ pending? I .. Y .... an,., mw' , .. upllllnnlln acco"",,,nc. w/," ,h. y.,. No 

DETA "ED INSTRUCTIONS.) 

to. FAMILYiASSOCIATES (SH DETAILED INSTRUCTIONS lor IHnon"o'" llIfnl.) .. RELATIONSHIP AND NAME b. DATE OF BIRTH c. PLACE OF BIRTH d. ADDRESS e. CITIZENSHIP 
FATHER 

~ .. , 
""OTHE~ 1~","",1d6" NGm,) 

SPOUSE (Mald,n Nam,) 

FORMER SPOUSE 

t 1. RESIDENCES !Bq/n "",II <urNn, IIddrru-S., DETAILED INSTRUCTIONS.) 
e. DATES IY,& Mol b. c. d. ., 

FROM TO NUMBER AND STREET CITY STATE ZIP CODE 

Pr...,,' 

~. 

12. EMPLDYME,NT (InelutU _/f",mploymm" ""n.""" .... p1oym.", "n4/or u,.""ploy",m,.) (SH DETAILED INSTRUCTIONS.) 

•• DATES (y,& Mo) b. c . d. .. SUPER· NAME OF EMPLOVER ADDRESS ZIP CODE VISOR FROM TO 

Prnanl 

13. FEDERAL SERVICE, FClREIGN TRAVEUCONN~CTION6 (1IuYa" _ DETAILED INSTRUCTIONS.) Ye. No 

•• tilo .. you __ baen in til. Fedor.1 Civil 6.",lco1 

b. H."" you tra .. led Or 'aided abroad ID' oth., lhan Ih. U.S. Go_nm.nt1 

c. Do you ha .. any 'oreign property or bUll,.. oon,.1IoOl or ha .. you .... , ,b..., ampIoyed by or ICted as. oonsultant or ,.,,, ... ntall,,,, for a 
for.ign gowrnment, firm, Of agency 1 

TO BE COMPLETED BV EMPLOYER I', LEVEL OF CLEARANCE I I Secret I Confldant"l 

b. CITIZENSHIP VERIFtED I IV. liND Ie. JOB TITLE 

d. FEDERAL SUPPL V CODe I •. CONTRACT NUMBER 

f. CERTIFICATIDN-t cortify Ihlt tho above named Indlviduel it _'oyed by Ihis ~ny and has Ih. naed for th ....... nee IndlClltod 10 perform on 
el ... llled contr ..... 

DATE rlGNATURE OF EMPLOVER OR DESIGN0T,ED REPRESENTATiVE 

DD ~=48 E111t1 •• If' .IAN 7. May II UIIII Ulltil E ....... 
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Page Three 

--
SAMPLE 

'RIVACV I£eTION 
ENTRIES IN THIS SECTION ARE NOT SUIJECT TO REVIEW BY YOUR EMPLOYER. Wh", you, __ 10 II ... 1·13 on Ihe lirtl page of lhe 

I ~~=!! ~ ':":!..-:::!!~' lIftPIoyer .nd retu~.: ~~11~11~~~.c~~ .... ~ .. Campl8l. Ileml 14·1B In Ihll _lion. l!un wh.,. Indlc8led 

14. ARRUTS r·y .... _ .. - .......... lit •. 111-.,11 , kI_ lit ~ wtrll "" DETAILBD INSTRUCTIONS.} (A,."II _/tiona/III ..... 
Y. No I/-~·I 

•. H_ you _, been .''''Ied. chet •• cited. 0' held by F ...... I. ltell. or loell lew ",f_nl or juwnll •• uthorill .. ,.gIrdl ... of whlthe, Iho 
cltenon _ d~ or dilmlaed. 0' you _rw lou .... nol gullty1 (I .. clvd • .u "011"'",-, ,,, "" ... /udleMl pUrl"""' ... ' wlllll lit mil/lOry ,..-1'1".. 
(YOII _, 'JC"lud. ",lit,,, IN"'" w ......... fIN wIIlcIo • /1_ IN flNf.'ru,. of 1100 or , ....... Imp_.} 

b. AI • ,-It of being ..... Ied. ch ••• clled. or held by lew .nfo.-nl or juwnll •• uthorlll ... hew you _ bien convicted. fi~ to; '" forf.ited 
bond 10 • F .... rwl. au •. or other judicial auflorlly or edjudiceted • youthful off_fide, 0' ju .... lI. dellnquenl (,. .. ..n.u of wll.r,~.? '~J ,.eanl 'n 
,au, ... II ....... "_"," 0' 0111 ...... _"" "..",. III. eau" NCanI}1 

c. ~ yOU _ been det.ined. held in. 0' ......, lime In MY jell or prison. or reform or IndullrlellChoal or eny juwnlla facilily 0' inlliludon undor 
the juriediction of .ny city. county.lI.ta. Federal or for.1gn counlry1 

d..... you _, been _rded. or .re you _ und. ouiClendod .ntance. perOl •• or p,obetlon 0' _Iting MY action on ell ..... IIIlnII 
you1 .. f. OFFENSE OR "II . NAME AND LOCATION h. NAME AND LOCATION I. PENALTY IMPOSED OR DATE VIOLATION OF POLICE AGENCY OF COURT OTHER DISPOSITION 

15. MEDICALIFINANCIAL ("y"" ........ ",_,,. uplal""'''' • ..,.".,. .... willi III. DETAILED INSTRUCTIONS.} (A 11#11 eddIII .... 'Ih_~ If",e .... ".} - . Y. No 

•• Hew you _ ....... ny ...... otic. __ I. lIimul.nt. hellucinogon (10 _d. LSD 0' PCP) 0' Cennabil (ro 'rttlud ..... rl/u.,.. or llultbh} 
.. ..,t .. p,...ribed by • Ilea ..... p/ly1ic1en1 

b. ~ you _, been invOlwd in the ill.l purch_. _Ion. 0' .... of .ny narcotic. dep_nt. stimul.nl. halluclnogon. or Cennabi.1 
ci, 

Co It. you, u .. of ... oIIo1ic bowrwgel (lUelt .. 'lquor. b.or. -""} _ raoulled in th. I ... of • jab •• rrall by pOiIea. Of lrulm.nl for IIcolloliom1 

d. ~ you _ had or been tr .. ted for. mentel. _odonel. PlYChologiCIi. Of peraonality diaordo,1 

•. ~ yOU _, petilioned 10 be decl.,.., benkrupl1 

16. ORGANIZATIONS 

e. (L,.." ~~.do .... u~p, ybo, u .. "' ..... rod III ... "f __ d '0 ,,, b. billow. '0 wlllell ,OIl bd .... , 0' prwv/aull" b<l.".,..,.) 

I. NAME iI. ADDRESS i. TYPE Iv. FROM v. TO 

WoO 

b. ( .. Y .... " ..... " ....... Iw UPy, .. ", Ineccmrla .. ". willi III. DETA'LEDINSTRUCTIONS.} (A"",," IIddlll""'" lII .. a. 'fn«._".} 
Y. No 

i. A,~ you now 0' hew you ... , b.n I membe, 0' the Communisl Party 0' eny Communitt OIIIInilillon1 

ii. A,. you now or hew you aw' been .ffillated with .ny o'geniution ... oei8lion. m ........ nl. groo.:P. ~ combinoti~n 01 pertOns wh.ich .dvocales 
the ow"h,ow 0' ou, constitulional fo,m of gow,nmenl. or which heo ed""ted the policy of .dvoc8lu'll or _,ov.ng Ih. commill.on 01 eell of 
fon:. or vlol.nc. 10 d",y olh., pellonl Ih.i, ,ifi\1I undo' til. Conllitulion of Ih. United Stel .. or which _k. 10 .11" Ihl fo,m 0' governmenl 
01 the Uniled Stela by unconslitutional m .. nll 

17. SECURITY CLEARANCE ("re," .,._, ",UI' b. upllllnld ,,, ICCOrrl4"". w'''' In. ur.''''' .. r.u '/'I~'"U''' IV"';., (AIIG." _1II0IIIIl Ill., I, " tv;;r;;;'l "", •• ",.} 
Hive you ever ha:J • lKurily cfur.nce den led or revoked7 

18. DISCHARGE F ROM THE ARMED FORCES ( .. r .... Gn_, ",UI' b. uplllln'" ,,, eccmrlanc. wl,II ,,,. DETAILED 'NSTR UCTIONS.} (A """It Gdd'"onal 

Y-I No 111 •• ,1, 'f ", •• _",.} 

Have you ... ' been discharged f,orn Ih. Armed Fo, ... under 0111 .. than hanOl.bl. condilionl1 

CERTIFICATION 

I ..,"ify thaI the entrie, made b) me .re true, complele. a"d accutlle to the be.i of my knowled~c and belier and a,e made in ~ood raith. I und.,.tand 
lhet a knowinB .nd wilful faJae ""tement on this fo,m can be punished by line Of imprilOnmcnl 0' bolh IS" U.S. Cnd •• fY", lB. St<non 100'}. 

TYPED OR PRINTED NAME OF PERSON COMPLETING FORM 

DATE SIGNATURE OF PERSON COMPLETING FORM 
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C. "Application and Authorization for Access to Confidential Information 
(Industrial)" (DD Form 48-2). This form is used to obtain personal data from 
a U.S. citizen being considered for a CONFIDENTIAL peL by a contractor. The 
form is prepared jointly by the person being considered for the clearance and 
py the contractor. Completion of this form is a prerequisite to the granting 
of a CONFIDENTIAL clearance by a contractor. The use of this form is not 
retroactive in the case of employees who previously were granted CONFIDEN
TIAL clearances by the contractor, so long as they are continuously employed 
by the same contractor, or there has been no break in employment in excess of 
12 months. 
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DO Form 48·2 

SAMPLE 

APPLICATION AND AUTHORIZATION FOR l I FORM A .... ROVED TYPE OR PHINT OM. NO. 010A·00'. 
ACCESS TO CONFIDENTIAL INFORMATION (INDUSTRIAL) A/~L AN8WA~/fS EXit. DATE DEC 19 •• 

NOTE: PENALTY· J."a1lure to al16wer all queslions, or any mi$reprCSfnlaliun (by omission or cunn!oln1l'flt, ur by mi..·dt,'adli'l!. 
falst, or r,:rlial answers) may serue as a bu.i. for denial of c"'aranee for access 10 classified DepartfTllnl of DrferL" infor. 
mation. n adduion, Title 18 UniJed Slules Cod. 1001 makes a a criminal off ell"', punishabl. by a maximum of 5 YC'flrs' 
imprisonm.nl, $10,000 fine, or bolh, knou'ingly and wiUfully 10 make a fals. slatemenl or repre •• n/aJion 10 any D.'parlme,1i 
or Ag.ncY oflhe Uniled Slates as 10 any molter w.ihin the juri.diclion of any v.panmerJ or Agen~ of the United Slate .•. 
This incrudes any slat.menl knowingly and willfully mad. by tTf,.loy.r or tCr.I':!." htrein w ich is knowingly il/corrcc~ 
incomplet. or misl.ading in any imponanJ pankuwr • Tille 18 nited States 0 e 911 atates ·whoe,,.r falsely ancl willful/)' 
repre •• nls hims.1f to b. a citiz.n of th. UniJed Stut ••• hall bt fined nol more than $1,000 or imprisoned nol more lhan Ihree 
y.ars, or both·. 

PU RPOSE: The completion of thl. form Is required In the national Intere.t prior to an individual being granted a security 
clearance for clas.lfied information. 

INSTRUCTIONS· This Is a three-part form. Part I I. an appUcatlon for acceu and lhaU be executed by U.S. citizen .mployees 
provided their employer determines that accea. to Confidential information II ~Ulred In the perfo/mance of the employee'. 
aulgned dutl.... Part II I. the employee'. authorization for acceD to Confidentl Information and shall be comp leted by the 
employer. Co~y of thl. form shall be maintained by the contractor for all employ_ granted a security clearance for Confidential 
Information. art 1111. a listing of Communi" countries wblch the employee Ihould refer 10 wben completing Item II. 

PART I • APPLICATION FOR ACCESS TO CONFIDENTIAL INFORMATION 

TO BE COMPLETED BY EMPLOYEE 
NAME AND "'[.)D~ES5 OF EM,.LOYER 

1. L..AST NAME· ",RST NAWE - MIDDLE ",,,"E 2. ANY OTHER "'AME BY WHICH KNOWN (Alh., maidrn or former 
166 01 ,..."..) 

3. DATil OF a.RTH (MoAlA. Doy cI Yeor) 4, .. LACE 0'" Bun ... (CiIy, Courtly. Sla~) 

S, SOCIAL aI.CU",YY HUM.IUI e. SEX 

7. HAVE YOU EVE" "'''''1.,£0 FOft Ollt REC£fVItO A aECUllllrTY CLEARANCE" VI. NO 
e. ., THE ANSWER TO ITEM 7 18 "YO". INDtCATE BILOW THE LEVEL Of' CLEARANCE. WHEN .. ,.,.LIED FOR. WHEN G"-'NTE:D, BY WHOM, AND WHERE 

D1,.1.0V£O AT THAT TlML 

to. OJtGA~JIZATION. WITH wHICH A'FILiATED (pUl and pry"nJ) OTH£Jt THAN RELIGIOUa OR foOL'TlCAL ORGANIZATIONS OR THOSE WHICH 5HOW 
RIEUGIOUS Ollt "OLlTH:AL A"'FILlATION. (II nORl, .0 1lIJU) 

10. ARE yOU A crUZEN OF THE UNITED STATES" DYES DNO. (qaru""f',.iI •• y ...... complluw/oUowin&:i!oll.w,r u -No·, return 
thd fonn to your employ,,..) 

o I AM A CITIZEN 0,. THE UNITED STATES .y REASON 0'" MY .UtTH IN THE UNITED ITATE. o ~1~:!.~:;~~t:O 
o MY .IIITH IN A FOREIGN COUNTRY Oil" UNITED STATU ~ARIINTS D MY DPNATNII ~ITlZEN&HI" • 

• If ch«lt«t complrU .ilIa.r ·Citiz.,..hip by NGluraliaoJion· or -CiJizm.Ilip by IHrill41ion· S«tiOfl below. 

CITIZENSHIP BY NATUR"LIZATION. 

WHPII NATURALiZED (C~. CO"",>" StoU) DATI. NATUtllALIZED 

COUIIT CIIRTIII"ICATE. NO. 

CITIZENSHIP BY DER"'ATION • 

~""IIN"'. NAME ~ARENrs CERT'II"'CATE NO. 

11. HAVIl YOU RESIDED AT ANY TIME DU.UNG THE ~AST t B yug OR IINCE YOU'" 18TH aUtTHDAY. WHICHEVER IS LATER, IN COMMUNIST COUNTRIES 

USTW UNDER "ART III', (I/4lUw,r;' "Ya-, indit:au city and counJry, dala 0( raJdnu:c. IUIckr /l.m D-~~rlI&. -b NO 

12. LlST RIlLATNa AND IIIELATNES OF S~U8E KNOWN TO ell LIVING IN CO .... UNIST COUNTRIES LISTED UNDEI'I "ART III. 

.ELATION N .... E ADDRUS 
"LACE a DATI( ,. .. E:SE""T 

Oil" e, .. TH CITIZENSHIP 

11. ARE yOU A "'E .... E.EHTATIVE 0'- A ,"OREIGN INTE"UT? Dvu DNO 
14. .&MA .. KS 

,.oId 
I.W 
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DO Form48.2 
Page Two 

SAMPLE 

INSTRUCTIONS: Read every aentence of the Certlficatlon before sl In 
~:;'~~~~r~. you cannot .Ign the certification for any rea.on, retu~ t1~.I~ot;,:: rore;~':.,;, eO~ ~ wllnes~ who may be a member of 

poyer w 0 will have you complete a 

CERTIFICATION 
I certify thai I bave never been, pallor present, a member In an 0 

:~ pe~nl, (I) whk:h advocales the overthrow of our con.t1tutl~n~gf::atl~n, association, movement, group, or combination 
voca Ilg or approving the camml .. lon of actl of force 0 governmenl, (2) or which had adopted a II f 

of Ihe United Stat .. ,·( 3) or wblcb seeks to oller the form of ':{o:!~~'::tto /~~y ~ther persons their rights under Ihe Cons:':n 
0 

. 0 e nlled States by unconslltullonal means. 

~~:~~r!~~~~Wm~~a~y mllrepn!8enlaUon or falae l::.,cengy Ihat.1 have read and undersland each 
under Title 18, U nlted SI!~~ C~~:,'!.':J~od me ~roaecutlon rtl cation. ""nlence of thl. 
and 1001 with enaltl e, Ions 911 
and $10,000 fin~. eo up to five (5) yean Imprisonment 

I certify that Ihe enlri .. mode b hi 

I certify that I am a citizen of the U nlled States. 
~ij'~lete'd and correct to the beJ .:r':,,~~ k~o~f~~ :::'dtrue, 

e ,an are made In good faith. 

SIGNATU"" 0,. WITNESS 

SIGNATURE OF PIERSON MAKING CERTIFICATION 
DATE OF SIGNA.TURE 

ADDRESS OF WITNESS (Cily, COU1'Ii.v, Slot~) 

PART II • AUTHORIZATION FOR ACCESS TO CONFIDI:NTlAl 
INFORMATION 

Wb TO BE COMPL f.' 1 'ED BI' EMPLOI'ER 
f .rea. the Department of Defen.e has delegaled 10 lis 

~it~~~~l~Ef~~)~iJ;:~~~£~~:~~~~~~~fJJ2~~~1Jf~f~E;~~~far~~:~;~J~~;~:~;~~~~rf.~ed 
I n as etermlned thai: ~ 

I. The employee I. 0 United Sial .. citizen; and thai 

0 2. The employee may be g a led 
Information In accorda':;'en';Uh atl~ecoJrltyl ~Ieararce for Confiden!lal 
Induslrlal Security Monual for S e prov .lOn.? par:sraph 24b, 
such authorization Is hereby gra~~:~hl~d.l'.:re;C:;J/~r Informallon and 

0 3. The ar,Pllcation Is required 10 be referred I h 
office or determlnallon. 0 t e military cognlza.nl securlly 

Date 

lIy 
(S'~'JWllln') 

(Name' ()f CUll/tudor) 

PART III • LIST OF COMMUNIST 
(7)'pt,tJ /HII/II' (/lId 111/.' or UlltJwrLud rt'pn.'!jclltal'Ul'j 

A1banlo COUNTRIES 
lIulgorio 

g~:::.''''' I\>opl .. RepUblic (Commwlisl Chilla) (i/lc/u/liIlJl Tibet) 

Czechoslovokla 

g:::~::I~ ~:IWIcRer~~lIc of Korea (N,!nh Kllrra) 
German Democ:o.llc : etnam. (No'1~ VU"!1am) , 
HUngary epubllc (GJ)R) (f_n." c..""IIIa/l.,', ''''''mlilllllh,' So"i,'/ .x~·/(lr of 1.I,'rlill) 

~1::dUan I'eoples H.epubUc (Owe,' MOllllrJUn) 

Rumania 
Yugollavla 
Ku rile lalan':. 
South Sakhalin (Karo{wo) 
Union of Soviet Soclallat Republica (USSR) (" Iud' . 

DD &IIC inl( Estonta, LaluitJ Lilhuania, arui ul/ oth.:r tom"titwml 't'pUblics) 'OAM 48-2 ' 
I A"'" ,. EDITION OF , JAN 68 MAy BE S I U ED JNTlL EXHAUSTED 
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D. "Department of Defense Personnel Security Questionnaire (Updating)" (DD 
Form 48-3). This form is u~ed to obtain current personal data to process a 
clesrance action, when an individual with a security clearance is transferring 
employment from one contractor to another contractor within a 12-month period 
and requires a PCL in his or her new employment. It is also used in convert
ing a UA clearance to an industrial security clearance. This form is prepared 
jointly by management and the individual being processed for the new clearance. 
In the section to be completed by the employer, the form is addressed to the 
DISCO, P.O. Box 2499, Columbus, Ohio 43216. However, forms that pertain to 
OODEPs, which are submitted in conjunction with the FCL application, or as a 
change thereto, shall be mailed to the CSO. 
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SAMPLE 

DEPARTMF.NT 01' DEI'ENSE 
DATE "ORM APPROVED 

OMB NO. 0704-0005 
PERSONNEL SECURITY QUESTIONNAIRE (UPDATING) EXP. DATE APR .". 

PENAL TV • Failure 10 an.w., .11 que.tlon •• 0' eny fII/.t.pt ••• nt.tlon (by 0lIl ... /0" 01 conc •• /m.nl, Ot by ml., •• d/n" """ or partl.t an.wo,.) 
m." ,.tv. a •• b •• ,. lor d.n/., 01 c'.arenc' fot .cc ••• '0 cI ••• III.d D,p.'men, 01 D,'.n •• '"'OIm,tlon. In .ddltlon, TIf'. 18, United St., •• 
Code 1001, maJre. It • cr/mln.' ollen •• , punt.llabl. by • m •• /mum 01 , ,. • ." Imptl.onmen,. 110.000 lin., or both. latow/n,/" end .llIlully 10 mo • 
• I,,.. ,','e"'enl Ot tapt •• entatlon 1o any Dep.r,m.nt ot A,.ncy 01 th. Unlt.d St.t •• •• 10 any at.".t .. /illin the Jurl.d/ctlon 01 any Depattment 
0' AQenty 01 the United St.t ••• T'h'. Includ •• any .t.temenl tn.d. he,.'n ""ch I. ,,"owln,ly end wllliully 'nco".et. Incompt.t. at tnl., •• dlnQ 
In .ny Important p.rt/cutar, 
... " ~ .. OCTIONS: one (\) copy or accomphohed form wlll be aubmitted by the contractor when prescribed by ~the Industrial 

Security Manual for Safeguardini Classified Infonnation to requeat transfer of clearance. Type or print all anawers; form will 
not be accepted unless completely and properly executed. UI" blInk aheets for additional information, identify in II by item 
number. Questions which do not apply will be marked "None." 

INSTRUCTIONS TO EMPLOYEE: Thi. form 10 in three plrtl. Patt 1 mUlt be completed by your employer before you complete 
the other parts. You must complete Part ]11 in private. Before mUni in nny part, you Ihould familiarize youroelf with all 
questions. Do not siKtl this form without first readinll the inatructions In Plrt III. 

PART I 
TO BE COMPLETED BY EMPLOYER 

TO. NAM. ANe. ·AOCfIlEI' OF ItMP!-OVllfIl (II •• ub.,dl.y, Inelude name 01 

Defense Inves'iaative Servic~ 
par.nt camp.,.y) 

Defense Indu.Uial Security Clearance Office 
Box 2499 
Columbu.s, Oblo 43216 

FEDERAL SU,,DPLY CODE: 

JOD TITLE ANO OESCRIPTION OF EMPLO,(EE'S DUTIES .wHICH REQUIRE ACCIlS, TO C!-AIIIFIEO CONTRACT NUMBER, WHEN 
INFORMATION APP!-ICABI...£ 

I.CufIlITY CLASSIFICATION OF 
MATERIA!-' OR INFOR~ATION 
EMPL.OVE£ WILL HAVE. A.CCESS TO 

CLEARANCE REOUESTED IS: O-TRANSFER o CONVERSiON o CONCURRENT 

I CERTII'Y TOiAT TOiE ENTRIES M"DE BY ME ABOVE ARE TRUE, 1I0NATUR£ OF EWPL.ovEA OR OItIlGNATEO REPRESENTATIVE 

COMPLETE, AND CORRECT TO ,'tit. !lEST 01' MY KNOWLEDGE AND 
BELIEI' AND ARE MADE IN GOOD ~'AITH 

PART II 
TO BE COMPLETED BY EMPLOYEE ., LAIT NA~E". FIRST NAME' MIODLVo, NAME 2. AN,( OTHER NAME By WHICH KNOWN (All •• , m.lden, onnet 

1.,., n ... ; d.",n.t. ""'ell) 

•. ""<'0' ", .. ,.. , ... ' .. ",,,, O~ "'R'" 40. C, '~EN 0 WHAT COUNTfIlV 

e. SOCIAL 'EC"~, ~U_"L' .. SE< 

7. RESIDENCE (Pr ••• nt Adctt ••• OnlY) 

STREET, CITY, STATE OR OTHER POL.ITICAL. SUBDIVISION, AND COUNTfIl ... I ~RO" (Doto) 

'. LAST EMPLOYMENT (Ar WhIch CI •• .,e. Ir •• ar.nt.a) 
PO!UTION HELO I E""LOYER ."0 ..... "o'.TE SU"I:Rl·DoRua 1 FROM (Dato) 

I 
TO (Date) 

VIIOR 

.. HAVE YOU EVER BEEN PREVIOUSLY GRANTED A SECURITV C!-EARANCE' (It en .... r I. ur •• ", Indl..:.t. l.v.1 01 clearenc.., ... hen 
"anted, by whom .nd wh.re .mployed .t th., 11m. under It.m ". URemarlr.") 

DyES DNO 
• O. !-IST CACH FOREIGN GOVERNMENT. FIRM. CORPORATION OR PE.RSON FOR WHO .... 'You AC:T OR HAVE ACTED AS A REPRE-

SENTATIVE, 0ffFICIA!- OR EMPLOYEE IN THE PAST & YEARS. LilT ALL COMMUNIST GOVERNMENTS, FIRMS OR CORPORATIONS 
FOR WHOM YOU HAVE EVER ACTED IN SUCH CAPACITY, ATTACH A 'TATEMENT A. REQUIRED ey PARACiRAPH 20k INDUSTRIAL 
SECURITY MANUAL. FOR EACH AFFILIATION, I 

I', REWAAKS 

FURTHER INSTRUcfloNS: Do not complete PART IiJ or the Certification at this time. Arter complelinll PART 11 return the 
form 10 your employer who will revIew it to asaure that 811 entriea .re complete and the form ia filled out properly. Arter your 
emplol'er return. the form t010U then start PART III and follow Inllructlonl on reverae aide. 

DD FOAM 
., NOV 48-3 PrlViouslditio .. of Ibis form may lit used until ..... Ulttld. 
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DO Form 48·3 
Page Two 

SAMPLE 

PART III 
PRIVACY SECTION 

ENTRIES IN THIS SECTION ARE NOT SUBJECT TO REVIEW BY YOUR EMPLOYER. When your respon ... to items 1·11 on P8qe 1 of the DO Form 48·3 
have been reviewed by your employer and returned to you, you should proceed to complete items 12·16 in this section, sign where indicated at the bottom of 
the paqe, and follow the instructions contained in the DETAILED INSTRUCTIONS applicable to the DO Form 48·3. 
12. ARRESTS ( .. y .... answers must be expk,;ned In e. through L below In accordance with the DETAILED INSTRUCTIONS.) 
~-;;~ ifnecu.m':~.) 

(.A trach addiriolliJi Ihu IS, 

8. Have you ever been arrested. charged. cited, or held by flderal, state, or local law enforcement or juvenile authorities regardless of whether the 
citation was dropped or dismissed, or you were found not guiltY? (Include "II ,·uu.I'II·mdrtisd or nun·judidDI punishment while in miUror>, ten'i~. 
(You moy exclude minor rroffle violation. for whleh 0 fine or forfel",,, of Jloo or I ....... s Imposed.) 

b. As a result of being arrested, charged, cited. or held by law enforcement or juvenile authorities, have you ever been convicted, fined bV or fodeited 
bond to a federal, state, or other judicial authority or adjudicated a youthful offender or juvenile delinquent (rrgardlrll o/whtther tht recOt'd in 
your CllU hCJI been "JN/ed" or oth~rwiff nriclcen lrom rh~ court ncoi'd)? 

c. Have you ever been detained, held in, or served time in any jail Or prison, or reform or industrial school or any juvenile facility or institution under 
the jurisdiction of any city, county, Itate, federal or foreign country? 

d. Ha.e you ever been awarded, or Bre you nOV'll under IUlpended sentence, parole, or probation or awaiting any action on charges against 
you] 

e. f. OFFENSE OR g. NAME AND LOCATION h. NAME AND LOCATION i. PENALTY IMPOSED OR DATE VIOLATION OF POLICE AGENCY DFCOURT OTHER DISPOSITION 

.-

13. MEDICALiFINANCIAL ( .. y .... on .... ,.. must be oxp/Qlned In occordonce with the DETAILED INSTRUCTIONS.) (Artaeh odditlonol.heers, If nec.ss."y.) 

VnNo 
a. Have you ever used any narcotic, depressant, stimulant, hallucinogen (to include LSD or PCP) or cannabis (ro includt morijuano or halh;mj 

except 85 prescribed by a licensed physician? 

b. Have you ever been involved in the illegal purchase, possession, or sale of any narcotic, depressant, Itimulant, hallucinogen, or cannabis? 

c. Has your use of alcoholic beverages (such lU liquorj betr, wine) ever resulted in the loss of a job, arrest by police, or treatment for alcoholism? 

d. Have 'IOU ever had or been treated for a mental, emotional, psychological, or perlon81hy disorder? 

e. Have you ever petitioned to be declared bankrupt? 

14. ORGANIZATIONS 

B. (Lin illl orranuatio,.s, except I4bor un/Onl, and tho.s~ nf~rred to in b. below, ro which you belong or p'~lIioudy b~/OI1gtd.) 

i. NAME ii. ADDRESS Ii •. TYPE I N. FROM I', TO 

I I I 
I I I 

b. ( .. y .... onswers musr be explolned in occordonce with the DETAILED INSTR UCTIONS.) rvn7c) (A "och oddlrlo"'" shu .. , If nece ... ry.) 

i. Are you now or have you ever been a member of the Communist Party or any Communilt organization? 

ii. Are you now or hBve you ever been affiliated with any orglniz8tion, auociatlon, movement, group, or combination of penons which advocates 
the overthrow of our constitutional form of government, or which ha adapted the policy of advocating or approving the commission of acts of 
foree or violence to deny other penonl their ri-.a under the Conltitution of thl United Statn or which seeka to aiter the form of government 
of the United States by unconstitutional mana? 

15. SECURITY CLEARANCE ( .. Y .... onswe' mult b. exp/Qlntd In oecordone< with the ~~. M~~~ 11'I57HUC;numi.1 IAttoen oaarr on .. ,nuts, If 
~- ,.~c~UG"',) 

Have you ever had a security clearance denied or revoked? 

16. DISCHARGE FROM THE ARMED FORCES ( .. Y .... answe, musr b. explolned In oeconlonce with rho DETAILED INSTR UCTIONS.) 
~ sh~e,1. Ifnec~WJ"',) 

(A Udeh dddl,;onal 

Have you ever been discharged from the Armed Forces under other than honorable conditions? 

CERTIFICATION 

I certify that the entries made by me are true, complete, and acc!!rate to the be.t of my knowledge and belief and are made in good faith. I understand 
that a knowing and wilful fal .. statement on this form can be punished by fine or imprisonment Or both (See U.S, Code, TWo 18, Soet/on 1001). 

TYPED OR PRINTED NAME OF ?ERSON COMPLETING FORM 

DATE SIGNATURE OF PERSON COMPLETING FORM 
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E. "Department of Defense Personnel Security Questionnaire (Industrial)" 
(DD Form 49). This form shall be used in making application for: 

1. a U.S. citizen being considered for a TOP SECRET PCL. 

2. a U.S. citizen being considered for any level of clearance. when the 
individual advises that he or she is a RFI. 

3. a U.S. citizen who has relatives or relatives of his or her spouse 
who are residing in Communist countries. 

4. an immigrant alien being considered for a PCL. and 

5. a citizen of a signatory country being processed for a reciprocal 
clearance. 

The form is prepared jointly by management and the person being considered for 
clearance. In the section to be completed by the' employer. the form should be 
addressed to the DISCO. P.O. Box 2499. Columbus. Ohio 43216. However. fo,~s 

that pertain to OODEPs. which are submitted in conjunction with the FCL 
application. or as a change thereto. shall be mailed to the CSO. 
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DD Form 49 

SAMPLE 

SECTION I 
PERSONNEL SECURITY QUESTIONNAIRE 

INDUSTRIAL 

DO FORM 49 

DATA REQUIRED BY THE PRIVACY ACT OF 197416 U.S.C. §662e1 

AlIlltORITY: Internal Security Act or 1950 and Executive Order 10865. as amended by Executive Order 10909. 

PRINCIPAL PURPOSES: To obtain background inrormation for personnel security investigative and evaluative pwposes in order to determine the secwily eligi
bility or Department or Defense contractors Ind employ ... of Department of Defense contrlctors ror (I) access to clulified inrormation. or (2) assignment to a 
SC'nsitivf position. 

ROUTINE USES: (I) netermine the scope or a personnel security investigation. 

(2) Provide evaluators orldjudicators with personal history inrormation relevant to personnel security determinations. 

The inrormltion may be disclosed to other Federal agencies that are authorized under specific statutory or Executive authority to make personnel security 
determinations. 

A copy of Ihe reporl of personnel oecurity investigation will be maintained by the Penonnel Inveltigations Center or the Derenoe Investigative Service and maY be 
used in future security clearance determinations. You have the right to obtain a copy or the report or inveltigation and/or request amendment to the me. 

MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL OF NOT PROVIDING INFORMATION: 

Voluntlry. Failure. howe.er. to furniJh all or part of the information request.d may r.sult in (I) d.nia1 or ICC ... to clauified inrormation. or (2) non-selection for 
ulignmenl to • sensitive position. Disclosure or your Social S.curity Number is nec .... ry to rulflU requir.m.nts of the Ibove cited IUthOrities. It is inl.nded that 

this notice be retained ror personal records. 

GENERAL INSTRUCTIONS 

TIlE AITACHED PACKET 01' MATERIAL CONSISTS OF TWO SECTIONS; SECTION I A DD FORM 49 WORKSHEET PRlNI'ED ON mE REVERSE OF 
THESE INSTRUCTIONS AND THE DD FORM 49 PACKAGED AS A 5<:OPY CARBON INTER LEAF SET; SECTION U - A DD FORM 2221 AND AN 
ORIGINAL AND ONE COPY OF TIlE PRIVACY SECTION. DETACH TIlE WORKSHEET AND COMPLETE ITEMS 1-16. WHEN YOU ARE SATISFIED TIlAT 
ALL ITEMS ARE CORRECT AND COMPLETE IN ACCORDANCE WITIl THE DETAILED INSTRUCTIONS WHICH YOU HAVE BEEN FURNISHED. TURN 
THE WORKSHEET OVER TO YOUR EMPLOYER WHO WILL REVIEW IT TO ASSURE mAT ALL ENTIRES ARE COMPLETE AND ACCURATE. AT TIllS 
POINT ENTER THE ENI'RIES FROM mE WORKSHEET ONTO THE DD FORM 49 5<:OPY CARBON INTERLEAF SET USING A BALL-POINT PEN OR 
TYPEWRITER (YOUR EMPLOYER MAY HAVE TIlE FORM TYPED FOR YOU). BE SURE YOU SIGN mE FORM AT TIlE BOITOM UNDER THE 
REMARKS SECTION. WHEN TIlE DD FORM 49 HAS BEEN COMPLETED AND SIGNED. COMPLETE SECTION 11- mE PRIVACY SECTION TO INCLUDE 
ENTRY OF YOUR SIGNATIJRE. AND THEN SIGN AND DATE TIlE DO FORM 2221. PLACE ALL COMPLETED MATERIAL, TOGETHER WITH A 
COMPLETED FD FORM 258 (FINGERPRINT CARD) IN TIlE PRE-ADDRESSED ENVELOPE mAT HAS BEEN PROVIDED. SEAL mE ENVELOPE. SIGN 
ACROSS THE ENVELOPE FLAP ON THE LINE PROVIDED AND AFFIX THE DATE OF SIGNATURE. DELIVER THE SEALED ENVELOPE TO YOUR 
EMPLOYER IMMEDIATELY. IN COMPLETING THE PACKET OF MATF.RIAL. THE FOLLOWING APPLY: 

• THE PERSONNEL SECURITY QUESTIONNAIRE (PSQ) IS AN IMPORTANI' DOCUMEm AND MUST BE COMPLETED WlmOUT MISSTATE
MENT OR OMISSION OF IMPORTANT FACTS. ALL ENTRIES ARE SUBJECT TO VERIFICATION BY INVESTIGATION. 

• ENTRIES MUST BE TYPED OR PRImED. 

• IF ADDITIONAL SPACE IS REQUIRED FOR ANY ITEM, USE ITEM 16, "REMARKS." IF SPACE PROVIDED IN ITEM 16 IS INSUFFICIENT, 
USE SEPARATE SHEET(S) OF PLAIN WHITE PAPER. WHEN AlTACHING ADDITIONAL SHEETS ALWAYS IDENTIFY mE ITEM NUMBER 
BEING CONTINUED AND FOLWW THE FORMAT FOR ENTERING INFORMATION PRESCRIBED ON THE FOR ... AND IN THE DETAILED 
INSTRUCTIONS. 

• ALL QUESTIONS MUST BE ANSWERED. IF AN ITEM IS NOT APPLICABLE INDICATE "NOT APPLICABLE." OR "N/A." 00 NOT USE mE 
TERM "UNKNOWN" FOR DATE OF EMPWYMENT OR RESIDENCE. IF THIS INFORMAnON IS NOT KNOWN PRECISELY. GIVE mE DATE 
AS BEST YOU CAN RECALL FOLWWED BY APPROPRIATE QUALIFYING LANGUAGE, E.G., "DATE ESTIMATED" OR "APPROX." 

• UNLESS OTHERWISE SPECIFIED: 

• ALL DATES SHOULD BE ENTERED IN TERMS OF YEAR AND MONT.II USING THE lAST TWO DIGITS OF mE YEAR AND A TWO DIGIT 
NUMBER REPRESENTING THE MONTH, E.G., JANUARY 1979 WOULD BE ENl'ERED AS 79-01 AND DECEMBER 1979 WOULD BE 
ENI'ERED AS 79-1l. 

• NAMES OF PERSONS SHOULD BE ENTERED IN THE FOLWWING ORDER: LAST NAME, FIRST NAME A."m MIDDLE INITIAL. 

• ADDRESSES SHOULD INCLUDE THE NUMBER AND STREET, CITY , STATE OR COUNTR Y, AND ZIP CODE. 

• BEFORE ENTERING ANY INFORMATION, nEAD CAREFULLY THE DETAILED INSTRUCTIONS PROVIDED WITH THE PACKET. IF AT ANY 
nME DURING COMPLETION OF mE MATERIAL, A QUESTION ARISES THAT OOES NOT APPEAR TO BE COVERED BY THE DETAILED 
INSTRUCTIONS, CONTACT mE INDIVIDUAL OR OFFICE mAT PROVIDED YOU Wlm THE MATERIAL. 
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DO Form 49 
Page two 

1 ••. LAST NAME 

2. ALIASES 

SAMPLE 

DEPARTMENT OF DEFENSE 
Personnel Sel:urily QuestiOMUre (INDUSTRIAL) 

FIRST NAME MIDDLE NAME b. MAIDEN NAME (Ifdny) 

13.1. SEX 1 b. RACE J 4. SOCIAL SECUR ITY NUMbER 

1 1 Mile 1 1 1 1 Fom.l. I 
5. DATE OF BIRTH 16. PLACE OF BIRTH 

(YefU-Monrh-DIly) I"' CITY lb. COUNTY 1 c. STATE I d. COUNTRY 

7 .•. U.S. CITIZEN b.NATIVE .1 c. IF NATURALIZED, d. IF DERIVED. PARENTlII 
CERTIFICATE NO.1., CERTIFICATE NO.III 

hy .. nNO hYeinNO 

h. DUAL CITIZEN I Iy" I I No (If .. Ye''' ... DETAILED INSTRUCTIONS.) 

8. MILITARY SERVICE (Includ. RUt!rw/No,/ortGl G_.) 

FORM APPROVED 
OMS NO. 070.-0002 
EX~. gATEI APR 30.1985 

DATE 
FOR iJlS USE ONL Y 

e. DATE f. PLACE g. COURT 

e. FROM b. TO Co BRANCH Td. RANK 1·· SERVICE NO.IO) If. COUNTRY 

J I I 
1 1 J I 

9. PREVIOUS CLEARANCE DATA 
a. Have you ""'" been gr.ntod Ilecurity ct .... nc.7 (If .. Y .... f/.,. d.rail, b.,uw.) 

LEVEL 

I 
DATE GRANTED 

I 
GRANTED BY 

I 
NAME OF EMPLOYER 

b. Hive you IVW terminated employment while requnt 'OlleCurity clarence wal pending? ("Ye," an~r mwr be explD;ntd in dccordiJnce with the 
DETAILED INSTR UCTIONS.) 

10. FAMILY/ASSOCIATES (SH DETAILED INSTRUCTIONS fOf penon"o be lined.) 

Iv •• No 

I 

Vo. No 

.. RELATIONSHIP AND NAME b. DATE OF BIRTH c. PLACE OF BIRTH d. ADDRESS e. CITIZENSHIP 
FATHER 

MOTHER (Molden NlJlfle) 

SPOUSE (MMthn No",.) 

FORMER SPOUSE 

11. RESIDENCES (BqIn wi'" cu".."r tII4dral-~' DETAILED INSTRUCTIONS.) 
I. DATES (Yr&. Mo) b. c. d. e. 

FROM TO NUMBER AND STREET CITY STATE ZIPCODE 

Prewnt 

12. EMPLOYMENT (Include _l/_ployme"r, ".",·rtme _ployme"r olld/Of' un.mploymmr.) (SH DETAILED INSTRUCTIONS., 

I. DATES (Yr &. Mo) b. c. d. e. SUPER-NAME OF EMPLOYER ADDRES;S ZIP CODE 
FROM TO VISOR 

Prewnt 

13. FEDERAL SERVICE. FOREIGN TRAVEUOONNECTIONS (If "Ya" _ DETAILED INSTRUCTIONS.) VO. No 

....... you "_ bien In the Fod_1 Civil Service? 
b ...... you t ..... lod Or rllided Ibroed lor othlr then thl U. S. Go_nmlnt 7 

c. Do you he .. Iny loreign propo"y or bUll,.. connections or he .. you .... r b_n employed by or .ctod II. conlultant or ,epreuntelive for. 
lorllgn go_runlnt. lirm. or IIIIncy7 

TO BE COMPLETED BY EMPLOYER I', LEVEL OF CLEARANCE liT op Secr.t 1 SCI T T Other (SprcifY) 

b. CITIZENSHIP VERIFIED II Y. I TNo I c. JOB TITLE 

d. FEDERAL SUPPLY CODE I •. CONTRACT NUMBER 
I, CERTIFICATION - I e.rdly thlt thllbove ... mod Indlvld\ql illmlllovod by this tomPInv .nd hel thl need for thl clar.nc. indieated to perform on 

daalliod cont_lI. 

DATE SIGNATURE OF EMPLOYER OR DESIGNATED REPRESENTATIVE 

00:-:': 49 Uldlalf 1 FEI 7411ay II U" UII1iI bhallltlll. 
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DD Form49 
Page three 

SAMPLE 

1 •. EDUCATION (..,. .. "",." ~"oo, amrt4ftl-8ft DETAILED INn'RUCTIONB.) 
e. DATES (Yr.Mo) b. 

FADM TO Nt.,ME OF SCHOOL c. ADDRESS 

!5. CHARACTER REFERENCES (LII, S.ootI",.,.. __ ..... nc. -8ft DETAILED INSTRUCTIONS.) 

. NAME b. 'ERIOD c. 
KNOWN ADDRESS 

". REMARKS (Atlle/I ad4IttDlMJ ....... 1/ ~.) 

DATE 

d. .. 
ZIP CODE DEGREE 

d. 
TELEPHONE 

I SIGNATURE OF PERSON COMPLETING FORM 

~ __________ -L _____________________________ ' ______________ ~ 
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DD Form49 
Page Four 

SAMPLE 

SECTION 
DEPARTMENT OF DEFENSE 

II 

AUTHORITV FOR RELEASE OF INFORMATION AND RECORDS 

In accordance with the Privacy Act of 1974, I have been provided with 
a copy of a statement advising me that certain information is required to assist the 
Department of Defense in making a security determination concerninl( me and that 

execution of this form is voluntary. 

I hereby authorize and consent to thp release of information and records 

bearing on my personal history, academic record, job performance and arre~ts and 
convictions, if any, to Special Agents of the Department of Defense. The information 
wiU be used for the purpose of determining my qualifications for employment with 
the Federal Government, service in the Armed Forces, or access to classified infor· 

mation. (Strike clowes not applicable.) 

This authorization is valid for one year after my signing. Upon request, 
a copy of this signed statement may be furnished to the school, present or former 
employer, present or former landlord, criminal justice agency, or other person furnish. 

ing such information or record. 

SIGNATURE 

DATE IV..,. "0. Dnl 

DD FOIUI 
t NOV JII 2221 
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DD Form 49 
Page Five 

SAMPLE 

PRIVACY SECTION 
ENTRIES IN THIS SECTION ARE NOT SUBJECT TO REVIEW BY YOUR EMPLOYER. Whon your "!I'0n ... 10 it~"" !-16 ,?n PI!"" 1 and.2 ,?f Ih. 
DO Form 49 h ... been r..,iowMl by your ,mploy,r '",!.!~~n~.~~ r.~':l'~I'~ould pr~'~r~.::"compl'" 116m. 11-21 In Ihll ""Ion. 119n where Indlcelod 
., hobol'''';'' oi,h.-,;.;~':::"-j.ill"'; ,i.;-' . . ,;. '" i"''':T'AI 
17. ARRESTS ( .. Y .... "".-,. mu" ", rxpMI"rd '" •• ,hrou,hL ""0 .. '" ""corda,..., .. "h 'h. DETAILED INSTRUCTIONS.) (A,",ch .dd','o",,1 m ..... 
VOl No IlttHfJ_y.) 

•. Hevo you _r been .,,"'ed. ch"ged. cited. or h.ld by FIde"I. It.t •• Of loell 1_ Inforeomlnt Or ju .. nilo luthOfiti" rI\JIrdl ... 01 whether tho 
citltion _ drOPPed or dismillld. or you _" found not guilty? (I"c/ud. G" cOlln,·m",,"" 0' "o,../udklal pu"""m,", .. ltll.," mI'".", ,,"',«. 
(You may .xcrud. ml"o, INfllc waU"OfII/o, wIIklt a"". '" lorl,'tun 01 '100o, I,., .... 'mpOird.) 

b. AI I rnull of boing .""tld. cll"ged. cited. or hold by 1_ InforClmont or ju .. nill .utllOfit!". ~ .. V~ _r b .. n convictld. fined by Of forfeited 
bond to I Fedl .. l. 11118. or oth" judicial .uthority Of edjudicltld • youthful offender or luwnlll dellnqulnt (nl/Drdl." 01 "'h"h" ,h. "cord '" 
y0ll1~" It., bHn UIftlN" 01 o"'~rw_ nrkl61t f~m 'he ('DUn ,.,cQ!ftlj 1 

c. HI'" you ever been ct.tlined. held in, or "Pled tim. 'in any ilil or priaon, or r.form or indultrial IChooi or any juvenile facility or institution under 
thl iurisdiction of Iny city. caunty. "atl, FIde,.1 or forlign country? 

d. H.ve you wer been aw.rded, or .r. you now und.r suspend .... nt.ncl, P.OII, or pr.tion or .waiting any ec.tion on charges again.t 
Y04J? 

e. I. OFFENSECR g. NAME AND LOCATION h. NAME AND LOCATION I. PENALTV IMPOSED OR DATE VIOLATfON OF POLICE AGENCY OF COURT OTHER DISPOSITION 

18. MEDICAL/FINANCIAL ("y,," o_n mUl' H ,xpla, ... d tn aceo_nt:. wl'h ,h. DETAILED INSTRUCTIONS.) (An.ch addl"OIUJl,hH'1, 'I ",c .. m,y.) 

Vn No 

•• HI .. you ..... used ony noreotic, dop_nt. stimulont. hllluc:inogon ('0 Includ. LSD 0' PCP) or Connlbil ('0 Includ. m.rl;u .... 0' hGmll/t) 
"'ClPt IS pr_ribod by. licensed phYliciln? 

b. H.w you 8'Wr *,n involved in thl illegal pun:h .. , poansion. or .... of .ny Mrcotic. depreaant, lIimul.nt, h.Uucinogen, or cannabi.? 

c. Has Y04Jr u .. of alcoholic _"gel (lIIclt .. liquor. 1> .. ,. ",tn,) ... r rnulted in tho lem of • job. ""0" by polico. or treatment for alcoholism? 
,,-

<i. Ho .. you ... r heel or been trllted for I mont.l. om01iono!. psychoiogicli. or PI"onolity disorder? 

I. H ... you _r petitioned to bo deelored bonkruPt? 

19. ORGANIZATIONS 

•• (Lin all orra"'.odo .... UClP' "'1>0' U"/o",. and 'hou nl.rnd '0 '" 1>.1>"0"'. '0 .. hlch you 1>" ..... , 0' pnvloullY "" ..... pd.) 

i. NAME ii. ADDRESS ii TYPE iv.FROM v. TO 

b. ( .. y .. " .n ...... mUl' M up"""rd '" oeeo_It" ... ". 'h. DETA /LED INSTR UCTIONS.) (A IIach cdd;.IOIIaI m ..... II nlC._;Y.) 
.-

v .. No 

i. Are you now or h.ve you IVIr b"n a m.m"r of the Communist Party or .nv Communist organizltion7 

OJ Are ou n~ 0" have you ever been .fflliated with any orglniz.tion, atociation, movement, group, or combination of per.on. ~h"ch advocates 
I • the ~nhrow ~f our constitution.1 form of government. or which has adOPted the policy of .ctvOC:lli~ or .,proving the comm,u,on of acts of 

force or viollN:1 to deny Other persons their 'i~1I under the Constitution of the United St .... Or wvtuch .. ks to .It,r the form of government 
of the United States by unconstitutional means? 

20. SECURITV' CLEARANCE ("y .. " ." .... , mUll 1>. up"'i ... d I" .ccord."" wi". ,h, DF.TAII.ED ".."nv," ~II.C" .ddlllooGl II'..... If 
~ nect.IIDr)I.) VII 0 

Have you ever had • secUrtty cl .. r.nel denied or revoked? 

21. DISCHARGE FROM THE !'.RMED ':ORCES I" Y .... • n.-, mUll 1>. uplolnrd In .cco_nc ... I,h ,h. nF.TAILF.D INSTRUCTIONS.) (Alloch addlrioMI 
~ 1It ... 1. 11""'_ry.) 

Have you ev8' b"n diKh.rged from the Armed Forces und.r othe, than honor.bll conditions? 

CERTIFICATiON 

h b r k I'~" .n~ hel.,r and arc made in ~ood J'ailh. I und<"lan~ I CCfufy that Ih~ enloe'S made by me arc true, cumplete, and accurate 10 I C c~1 0 my now c J:.C 

that • know'n~ .n~ wilrul faJ .... atement un thi. furm can be puni""c~ hy line or impri.nnmenl or buth (S •• U.S. endr. TIll. 18. Secrion 1001). 

TYPED OR PRINTED NAME OF PERSON COMPLETING FORM 

DATE SIGNATURE OF PERSON COMPLETING FORM 
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F. "Department of .Defense Contract Security Classification Specification" 
(DD Form 254). 

1. The completed DD Form 254, with attachments and supplements. as 
applicable, is the basic document by which classification, regrading. and 
declassification specifications are documented and provided to prime con
tractors and subcontractors. It is designed to identify the specific items of 
classified information involved in the contract that require security classi
fication protection. Responsibility for preparation of the prime contract's 
DD Form 254 rests with the contracting officer or the designated representa
tive of the UA concerned, but 'he assistance of the contractor is encour-
aged. Based on the classificlltion guidance received, each contractor is 
responsible for developing the DD Form 254 for each classified subcontract. 
request for proposal. or other solicitation let to subcontractor facilities. 
The contractor shall submit the recommended DD Forms 254 for each classified 
subcontract I other than service, graphic arts, or commercial carrier subcon
tracts (see paragraph 60h) to the ACO for apPl.'oval and distribution. When the 
prime contractor receives a revised DD Form 254 that does not require a related 
change in the subcontractor's DD Form 254. Dr receives written notice that the 
biennial review has resulted in no change in the existing specification. he or 
she shall reaffirm guidance to each subcontractor. The prime contractor does 
this by providing' a true copy of the notice of reaffirmation received by the 
prime contracto~ or a true copy of pages 1 and 2 of the revised DD Form 254 
received by the prime contractor annotated, "This revised DD Form 254 does not 
affect your current DD Form 254 dated " In either of 
these cases. ACO/PCO authentication is not re~uired • 

2. The DD Form 254 embodies the concept that the sensitive information 
itself shall be identified and assigned a proper classification, rather than 
assigning a classification to media by which classified information could be. 
or would likely be. conveyed. This method of classifying information rather 
than media is intended to identify most precisely the functional matter that 
is to be protected; thus providing, for example, the answer to the question: 
"\o.'hat is there about a specific item of hardware which causes it to be 
classified 1" 

3. Whenever the prime contractor will be required to use classified GFE 
or GFP in the performance of the contract, the contracting officer or the 
designated representative shall inform the prime contractor what information 
requires protection by furnishing a DD Form 254 or other appropriate notifi
cation for each item of classified GFE or GFP to be used. The same procedure 
shall be followed in those instances where previously classified equipment is 
not government-furnished and the prime contractor is authorized to purchase 
such classified equipment for use in the performance of his or her contract. 

4. Items 1 through 14 and item 16 of the DD Form 254 provide the general 
administrative and contractual information pertaining to the classification 
specification of the classified effort. Item 15 of DD Form 254, with any 
supplements and attachments, is used to provide the specified classification 
downgrading and declassification information. Each item of the DD Form 254 is 
to be completed; N/A shall be shown for items that are not applicable. 
Classified information should not be entered on the DD Form 254. Classi-
fied information should be transmitted separately and appropriate reference 
entered in item 15 of the DD Form 254. The follOWing numbered instructions 
correspond to the numbered items on the DD Form 254. 
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a. Item 1. Insert highest level of clearance required for access 
to classified effort. If the facility requires a clearance higher than the 
current clearance, the prime contractor may request the appropriate eso to 
upgrade the subcontractor's FCL. 

b. Item 2. Check item a, b, or c, as applicable. 

c. Item 3. In item 3a, enter the UA prime contract identification 
number. In addition, if this DD Form 254 is for a subcontract of the first 
tier, enter in item 3b the identification number of the first tier subcontract. 
For second tier and beyond subcontracts, enter in item 9a or 15, as applic
able, the identification number, and estimated date of completion or termina
tion of the subcontract. If item 3c is used, enter appropriate data identify
ing the RFP, RFQ, or IFB. If the solicitation is unclassified and the DD Form 
254 is being used only to reflect access requirements of the contract/subcon
tract to be awarded, annotate item 110 "Remarks" to indicate that preaward 
access is not required and the DD Form 254 indicates classification guidance 
for the contract/subcontract to be awarded. When reissuing a currently valid 
subcontract DD Form 254 for a follow-on subcontract, indicate the new 
subcontract number in item 3b. 

d. Item 4. Furnish date for a, b, or c, as applicable. 

e. Item 5. Check item a, b, or c, as applicable, and provide 
complete data. For :Ltem b, also show revision number. 

f. Iter,4 6. Check "yes" or "no", as applicable. If "yes," 
complete items a-and b, and in item c, indicate whether accountability is or 
is not transferred. 

g. Item 7. If there is a prime contract, complete items a, b, and 
c, to show the complete name, address, FSC number, and the CSO of the prime 
contractor's facility that will receive classified information in the perfor
mance of the prime contract listed in item 3a. If there is no prime contract 
and item 3c is completed, enter instead in items a, b, and c, the name, 
address, and FSC number of the contractor's f(l.cili,ty to which this DD Form 254 
is to be sent in connection with the RFP, RFQ, or IFB, and the CSO of that 
facility. 

h. Item 8. If there is a first tier subcontract, complete items 
a, b, and c, to show the complete name, address, and FSC number of the subcon
tractor's facility that will receive classified information in the performance 
of the subcontract listed in item 3b. If there is no first tier subcontract 
and item 3c is completed, enter instead the name, address, and FSC number of 
the subcontractor's facility to which this DD Form 254 is to be sent in 
connection with the RFP, RFQ, or IFB, and CSO of that facility. 

i. Item 9. If there is a second tier subcontract, complete items 
a, b, and c to show the complete name, address, FSC number, and CSO of the 
subcontractor's facility that will receive classified information in perfor
mance of the subcontract listed in item 3b. In item 9a, also provide the 
second tier subcontract number and estimated date of completion. If there is 
no second tier subcontract and item 3c is completed, enter instead the name, 
address, FSC number, and the CSO of the facility to which this DD Form 254 is 
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to be sent in connection with the RFP, RFQ, or IFB. For subcontracting beyond 
the second tier, enter in item 15, or furnish on an attached sheet, the 
information specified above for that tier subcontractor and the CSO of that 
facility. 

j. Item 10. Under item a, provide a brief, yet sufficiently 
complete, unclassified statement to identify the nature of the procurement. 
If an unclassified statement cannot be made, enter the word "classified." 
Under item b, furnish the DoD AAD number of the U.S. Government procuring 
activity (identified in item 16d). For all subcontractors and first and 
second tier RFPs, RFQs, and IFBs enter "N/A." Under item c, check appropriate 
block to indicate whether or not contract prescribes security requirements 
that are additional to those described in the DD Form 441 and this manual. If 
applicable, the UA shall furnish a copy of the special security requirements 
to the contractor, the ACO, if any, and the CSO. Under item d, check appro
priate box to indicate if any elements of th~ contract are outside the inspec
tion responsibility of the CSO. If "Yes," explain in item 15 and identify 
specific areas or elements. However, discretion must be used in identifying 
other "specific areas or elements," so that disclosure restrictions are 
respected. 

k. Item 11. Check appropriate box for each item listed. Use the 
"Remarks" block to elaborate as necessary 1/. If DTIC or Defense Information 
Analysis Center services are requested, the DD Form 1540 and DD Form 1541 
should be prepared and processed, in accordance with component implementations 
of DoD Instruction 5200.21. Whenever possible, the DD Form 1540 should be 
prepared and forwarded simultaneously with the DD Form 254. 

1. Item 12. In subcontracting situations, item b will contain the 
signature and typed name and title of the FSO or the designated repre
sentative issuing the subcontract. Inquiries pertaining to classification 
guidance, determinations, or interpretations shall be directed to this 
official. 

m. Item 13. Subcontractors of all tiers shall be instructed, via 
item b, to submit proposed public releases through the prime contractor listed 
in item 78 who will then process the release in accordance with the guidance 
provided in the DD Form 254 for the prime contract. 

n. Item 14. Read and closely observe the instructions presented 
at the top half of the item. Check applicable block(s) to indicate the manner 
in which the security classification guidance is conveyed for this classified 
effort. Classified narratives or guides shall always be transmitted under 
separate cover. When item b is checked, list guide(s) under item 15 or in an 
attached list. When item c is checked, enter in item 15 the appropriate in
structions from paragraph 60h. (See paragraph 5 below for an explanation of 

1/ The entry into a controlled area, per se, will not constitute access to 
classified information, if the security measures which are in force prevent 
the gaining of knowledge of the classified information. Therefore, the entry 
into a controlled area under conditions that prevent the gaining of knowledge 
of classified information will not necessitate 8 peL. 
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commonly used terms.) Check item d if this is 3 final DD Form 254 and item 6 
has a "No" answer. Check item e and provide date for review when biennial 
review of DD Form 254 is required. 

o. Item 15. Should be used for remarks, as appropriate. 

p. Item 16. The contracting officer or authorized designee, after 
reviewing the DD Form 254 to ensure adequacy, will affix his or her signature 
in item c, and items b, d, and e, will be completed to furnish appropriate 
identifying information concerning the approving official. 

5. Narratives or classification gu.ides used to provide the security 
classification specifications and the downgrading and declassification 
instructions should clearly identify the specific details of information that 
warrant security protection against unauthorized disclosure. It is important 
to ensure that statements of classification are clear enough to be easily 
understood and applied readily in determini.ng which items of information in 
the contractual effort require a security classification. To assist the writer 
and user of the security classification specification, there are listed below 
several terms, which are commonly used in the description of that information 
which may require claseification, together with their generally accepted 
meanings. However, this does not preclude inclusion of terms devoted to a 
particular classified effort or an additional page(s) of the narrative/guide. 

a. Accuracy. This refers to the precision with which the designed 
function is performed. 

b. Altitude. The vertical distance of a level, a point, or an 
object considered as a point that is measured from mean sea level is the 
altitude. 

(1) Maximum. This is the altitude beyond which performance is 
not possible. 

(2) Minimum. This is the altitude bel~w which performance is 
not possible. 

(3) Optimum. This is the altitude spread at which performance 
is most satisfactory or effective. 

c. Blast Effect. This refers to the destruction I)f, or damage to, 
structures and personnel by the force of an explosion on or above the surface 
of the ground. Blast effect may be contrasted with the cratering and ground 
shock effects of a projectile or charge that goes off beneath the surface. 

d. fircular Error Probability. An indicator of the delivery accu
racy of a weapon system that is used as a factor in determining probable 
damage to a target is the circular error probability. It is the radius of a 
circle within which half of the missiles/projectiles are expected to fall. 

e. Command and Control System. This refers to the facilities, 
equipment, communications, procedures, and personnel essential to a commander 
for planning, directing, and controlling operations of assigned forces purs~ant 
to the missions assigned. 
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f. Counter-Countermeasures Capability. Design features of the end 
item that are intended specifically to overcome enemy interference make up the 
counter-countermeasures capability. (Electronic counter-countermeasures is 
that division of electronic warfare involving actions taken to ensure friendly 
effective use of the electromagnetic spectrum despite the enemy's use of 
electronic warfare. Electronic countermeasures is that division of electronic 
warfare involving actions taken to prevent or reduce an enemy's effective use 
of the electromagnetic spectrum.) 

g. Depth. Depth is ~ne vertical distance from the plane of the 
hydrographic surface to a level, a point, or an object considered as a point 
below the surface. 

(1) Maximum. This is the depth below which performance is not 
possible. 

(2) Minimum. This is the depth above which performance is not 
possible. 

(3) Optimum. This is the depth spread at which performance is 
most satisfactory or effective. 

h. Design Information. This refers to a technique, principle, or 
design feature, or the unique application thereof, which in and of itself 
requires classification. The design information that requires protection must 
be specified. 

i. End Item. This refers to a final combination of end products, 
component parts, and/or materials that is ready for its intended use, for 
example, ships, tanks. mobile machine shops, and aircraft. 

j. Endurance. Endurance is the time an aircraft can continue 
flying or a ground vehicle or ship can continue operating under specified 
conditions, for example, without refueling. 

k. Formula or Material. the chemical or physical nature of the 
ingredient(s) and its proportions make up a formula or material of which all, 
or part of, the end item is composed. 

1. Fuel or Propellant. Source of energy. Type. Identification of 
fuel/propellant. 

m. Initial Operational Capability. This is the first attainment 
of the capability to employ effectively a weapon, item of equipment, or system 
of approved specific characteristics, which is manned or operated by an ade
quately trained, equipped, and supported military unit or force. 

n. Lethality/Critical Effects. The ability to cause a specified 
degree of damage to the target or to incapacitate personnel (including physical, 
physiological, and psychological effects) is described as lethality/critical 
effects. 

o. Maneuverability. This is the ability to change position or 
direction. 
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p. Military Application. The military applicqtion is the use or 
purpose for which the end item is intended in sufficient detail that perform
ance and/or tactical application is revealed or implied. 

q. Military Characteristics. Those characteristics of equipment 
which reflect its ability to perform desired military functions are military 
characteristics. Military characteristics include physical and operational 
characteristics, but not technical characteristics. 

r. Mission. A mission is the task, together with the purpose, 
which clearly indicates the ac tion to be 'taken and the reason therefor. 

s. Operational Characteristics. Those military characteristics 
which pertain primarily to the functions to be performed by equipment, either 
alone or in conjunction with other equipment, are operational characteristics. 
For example, for electronic equipment, operational characteristics include 
such items as frequency coverage, channeling, type of modulation, and 
character of emission. 

t. Operational Readiness (Alert) Time/Time Cycle. This refers to 
the sequence and duration of important operations to be performed on or by the 
end items or specified component thereof during a normal cycle of function 
such as emplacement, loading and firing/launching, and warm-up prior to 
operation. 

u. Orbit/Trajectory. The path of travel is the orbit/trajectory. 

v. Range. The distance between any given point and an object or 
target is the range. This also refers to the extent or distance limiting the 
operation or action of something. such as the range of an aircraft, ship, or 
gun. 

(1) Maximum. This is the greatest distance attainable. 

(2) Minimum. This is the shortest distance attainable or 
allowable. 

(3) Optimum. This is the range spread at which performance is 
most satisfactory or effective. 

w. Reliability. This is the probability that the design function 
will be performed at or for a specified time and/or within specified limits. 

x. Resolutions. This refers to the ability to analyze 
characteristics of a complex nature (such as signals and target signature 
characteristics) and to distinguish between them. 

y. Signature Characteristics.. Acoustic, magnetic. thermal. radio
logical, mechanical, electromagnetic. and similar phenomena that are critical 
to the operation of the end item or a component thereof. or that identify or 
reveal its presence are signature characteristics. 

z. Speed/Velocity. This is the rate of movement or motion. 
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(1) Maximum. This is the greatest speed/velocity attainable. 

(2) Cruising. This is the speed/velocity at which greatest 
efficiency is attained. 

(3) Take-off or Launching. This is the speed/velocity needed 
to initiate flight. 

(4) Landing. This is the speed/velocity needed in terminating 
flight. 

(5) Acceleration and/or Deceleration. This is the rate of 
change of speed/velocity. .. 

aa. System Capability. This refers to the max~um number of 
operations that the end item can perform simultaneously in carrying out its 
design function. 

abo Technical Characteristics. Those characteristics of equipment 
that pertain primarily to the engineering principles involved in producing 
equipment possessing desired military characteristics are technical character
istics. For example. for electronic equipment. technical characteristics 
include such items as circuitry and types and arrangement of components. 

ac. Terminal Ballistics. Terminal ballistics are the effects and 
actions of a missile or projectile when it impacts or bursts at the target. 

ad. Thrust. Thrust refers to the impelling force delivered. 

(1) Classes -- maximum thrust expressed as an approximation or 
within a grouping 

(2) Specific -- exact maximum thrust 

(3) Specific Impulse -- amount of thrust in pounds that can be 
maintained for one second by one pound of fuel 

ae. Vulnerability. 
defeat by the enemy. 

Vulnerability refers to the susceptibility to 
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DD Form 254 

SAMPLE 

DEPARTMENT OF DEFENSE II. THE REQUIREMENH OF THE DOD INDUSTRIAL SECURITY MANUAL 

CONTRACT SECURITY CLASSIFICATION SPECIFICATION APPLY TO ALL SECURITy ASPEC'S OF THIS 
EFFORT. THE FACILITV CLEARANCE REQUIRED IS; 

2. J. CONTRACT NUMBER OR 01 HER IJ. S. THIS SPECIFICATION IS: THIS SPECIFICATION IDENTIFICATION NUMBER OATE To BE 
IS FOR: (Prime contracr. rnu.t b •• hown COMPLETED 

lot .11 aubcon".cla) (E.tim.'ed) 
(S .. " "NOTE" below, /t Itrm h or r" t. ",Y'd", 

,.ho ent.t da'. lot Item .) 

PRIME corJTRACT 

b. 5UBCONTRACT(lla. Hem 
U lot aubconttactInll 
beyond aecond tier) 

PRIME CONTRACT NUMBeR 

b, FIRST TIER SUeCONTRACT NO. .. 
.. 
ORIGINAL (Comp'.'. 
dille in ,.11 CD.CO.) 

CATE 

OATE 

c. REQUB;sT "'·OR aiD, 
REQUE.ST FOR PROPOSAl.. 
OR REQ FOR QUOTATION 

IDENTIFICATION NUMBER DUE OAT£.:. OAT£ 
FINAL 

6. Is thl. a fallow-on conlract? L.J Ye. o No. If YES t complete the totlowlnl: 

b. c, .4ccountabillly tor cl ••• lhf'd matt'rl.1 on precf'dln" C'onlraC'1 

PRECEDING CONTRA.CT NUMBER OATE COMPLETED 

'':'1 Is C] Is not. Iran.feHt'd to this tollo,,",·on contract, 

7 •. Name. Addre •• &. Zip Code ot prim. Contractor -

ea. Nam •• Ad~trt". 8. Zip Code of Flr.t Ti.r Subcontr.ctor -

9 •• Name, Addre- •• 8. Zip Codt' of Second Ti.r Subcontractor. or 
facility ... uci.ted with IPS, RPP OR RFQ • 

b. FSC Numbt'r 

b. FSC Numb.r 

b. FSC Numb., 

Name, Addr ••• 8. Zip Code of COlnizllnl Sf'~\..U'Uy afOe," 

c. Name. Addre6' 6. Zip Codt' of COllnhanl S("C'urltr afficr 

10 •• Gener.1 identification of th .. Procurement tOf' which thh .peclflcation .ppHe. 

l
Ib. ---V-oDAAD Numbt't 0' Procut nil Act v ty 

ldentlfill!'d In "I'm 16d. 

c. Are- there- .ddition.1 .ecurity nqulrement, .atabll.h.d In :lccordance- with paracraph 1·114 or I.II~. ISR? 

pertinent conttactu.1 docume-nta in Item 15. 

o Y.s 1:1 No. 11 YES, Ide-ntHy th .. 

d. Are any element. of thl. contract out,lde thr !nsp .. ction r •• pon.ibility of the coani.ant •• curlty flff"'e? r::"J Y ... [] No. If YES. uplaln In 

II. A.CCESS REOUIREMaNTS YES NO ACCESS REQUIREMENTS (Continued) 

1. Acee .. to SENSITIVE COMPARTMENTED INFORMATION. Acc!! •• to CI ••• Hi!!d InlormaUon Only at othrr 
contractor/Go'tlernm.nt .ctlvitle., 

r----::..:..-~~::..:::...:.:.:.:..:.::.:.:~---------+--+--l k. Acce., to oth.r Sped.1 Acce •• Prolr.m Inform.tlon 

b. Rec .. lpt of cla.slfied document. Of oth.r mat .. rlal (Specify In Item IS). 

t
_--",o::. • .:,..:,:.r:,:.:,: •• .::n:,:c.:....::":.:n:!I) . ..2t':.:n:."..!!'.=..n:::.:,: • .::.':.:.;o:::n?!.)~ _________ ~_+---II. Acce •• to U. S. ct ••• lfi.d Information out.ld. the: U. S. 

Panama C.nal Zone, Puerto Rico, U. S. Po ...... lon. 
Rec.lpt .nd lener.tion of cl ••• lfI.d document. and Tru.t Terrltorles. 
or othlrr m.terlal. 

Oefen.e Docum .. ntallon C.nter or D.f.n •• Inlormalion 

'YES NO 

~d~.~F;,.b:.:\e~.~":o~n/~M:o=d:tr~I:<.:t~'o:n~/~St~M~.~.~.~o:.:.l~e~I.~.~.~tr~I.~d~h~U~dW~.~.~.~._~_-+_-1_~A~n:.I~Y~.,~.~C:.~n~t: •• ~~::.:.,~e:.:.:m=.:y~~~.: •• :u:.~.t~.:d:. _______ -+ ___ 
CA~hic art. aervice. only. CI ... lfied ADP proce •• tn. will b. Involv .. d. .~ 

f. Ace ... to IPO InformaUon. REMARKS: 

,. Acc ... to RESTRICTED DATA. ---------11--+_~ 
h. Acce .. to cla •• UI.d COMSEC tnform.llo·n. 

12. Refer.U que.tlo.n. pert.lnln, to contrsct aeeUf'Hy ct ••• UIe.tlon .peclflc.llon to thr official nam.d bl!low (N'ORAfALLY. thru ACO (Irrm 16 .. ): 
EMERGENCY. direct w/fh written r.cord ot 'n~/r" and t •• pon •• to ACO) (thru prima contractor lor ~ubconlr.ct.). 

Th. cl. ••• lfic.tlon 1l!'-1anee contaJn .. d In thl •• p .. clflcatlon and .ttach", .. "ts re' .. r.ne .. d h .. reln Is C'nmpl.t. Bnd .d"qu.tr, 

b. !::;:n:~~e~ft/it~;.~nd .1,nature of prolr.mlproJe("t m.n.c.r or other e. Activity n.m •• addt •••• Zip Cod •• t .. l .. phone numh"" .nd o(fkf:' .ymhul 

~ O.,,'n.' Speellle."on (I,.m h) I • ... ,ho.lty '0. eon"'.'olO '0 mo.. c1 ... Wed Inlo .... llon .. Ro.l.erl end Fln.1 Sp.cl/Ie.,'on, (',.m. J • • nd c) ••• 
author/ry lor eonlroe,or. 10 rem.rk the re,r.dod et ••• H/.d Informallon. Sueh or,lon. by C'onfractora .1'1.11 b. I.II: .. n tn a('eu,iJlln{'r wllh thr p,u\·h·I"n.~ 
01 tho Indu.r,/e' Security Manual. 
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DD Form 254 
Page Two 

SAMPLE 

1311 Informutlon prr"'linln, to cla •• Ulrd contrecta Dr prcj .. ct., ev .. n IhoUlh .uch Information h con.ld.re-d unc1 ... lfi .. d, .hall not b .. r.leaud for public 
" di.umin.lion I'.rf'pl l1li11 pruvhlt'rt hy Ih. Indu.trlal S.curhy Manual (p.,qraph Jo ."d App,mdl. IX). 

to IhlP. olnct",.", For F, .. rdom of Inform.tion .nd S .. cu,hy k.vl .. "" Off Ie .. of th .. A .. htant S.cr .. tery of oden •• (Public Alla/ra) • for reYlew in 
iIIIC'cordanct> whh psra,r.ph $0 of the Industrial S .. curlty M.nu.I, 

• 'n the ca.e 01 non·DoD U~.t A,ende., ••• loo'not •. D.a.roph Jo Indu."/a' Sacurit" Manua 
", S .. curlty CI ••• Ulratlon SpeC"lflcQtion. for thl. sollclt,tlon Icontract ..... !d .. ntlfl .. d b .. low ('"X" ."pl/cabl. boa( •• ) .,d .u""'y altachmenf. a. r.q.s/red), 

Any ne"atlYe 0' els •• Utc.tlon luld .. (.) f,,",lahed .hall be annout.d or have Information appended to clearly and precluly IdenUfy each elem.nt of 
Information which require. a cl ••• Ulcatlon. Wh.n. cla.alflcatlon ,uld. I. utlll ... d, that ror'ion of the ,ulde(a) pert.lnln. to th •• pecHlc contraelu.1 
t'Hort may be ... tracted and 'urnl.h.d the contr.ctor. When a total luld.(.) la utl1lnd, •• ch Indl ... ldual portion of the luide(.) which pert.ln. to the 
contr.ctual efforl .h.1I b .. clearl)' Id"ntUled 'n It.m 14b. Th .. lollowln, Infonnatlu.n mu.t b .. provldl'd for .ach h .. m of cla .. UI .. d Information Id.ncIU.d 

In .n ... tract or luld.: 
(I) C.t.,or)' of cla .. lflc.t1on. (II) Oat. or .v .. nt fo,' d .. cI ••• lllcation or r.vlew for decl •• ,lfIc.tlon, and (til) The date or ..... nt for dowolr.dlnl 

(If applicable). 
Th .. offlci.1 n.med In It.m tlb, I. r ... pon.lble lor futnl.hln, th .. contractor copl •• of .ll aulde •• nd chanl •• th.r.to th.t are m.de • p.rt of thl. 
specification. CI ••• Uled Information may be .ttached or furnl.hed und.r s.p.rat. cover. 

Cla. A complet.d narraUv. is (I) 0 a".ch .. d. or (l) 0 tr.n.mltt.d und.r upar.ta cov.r .nd m.d •• pert of this .p.clflcatlon. 

L-', b~ Th. followln, ct ... Ulc.tlon luld .. (.) I. mad. a p.rt or this ,pl'Clflcatlon and i. (I) 0 a"ach.d. or (2) 0 ,r.n.mltt.d under •• p .... t. 
cover. (LI.t ,ulda. und.r It.m IS or In ., _rae","."t by tltl., r.'.rance number ... d data). 

L 1 c. St'r ... lc •• typ. ("ontract/.ubcontr.ct. (Sp.c"" In.truetlo, .. In accord .. c. w'th ISRIISM. a. appropr/at •• ). 

C 1 d, "X" ani, If thl. Is a final .peclflcation and Uert:' 6 I •• "NO" an.w .. r. In re.pon.e to the contractor'. requa.t d.ted -------

r .. tentlon of the Id.ntlfl.d cta .. lfled m.t.rlal I •• uthort..d for a p .. rloeS of __________ . 

[..l •. Annu.1 review 01 ,M. DO Form 254 I. r.qulr.d. If "X'dH
, provide date .uch r.vlew I. du.: 

16a. Contract Security Cla .. lflcatlon ap.cllicallon. for Subconltacta ' .. ulnl from tM. contract will be approv.d b, lhe OfUc. n.m.d In Item 16. b.low, or 
by the prlrnB' contractor, aa .uthorl •• d. Thi. Contract Sec",Uy CI.a.Ulc.tlon Sp.clflc.tlon and attachmant. ref.,.nc.d h.reln .... ~prov.d b, the U6er 

A,ency ContrlK'tinl Offlc.r or hi, R.pr ••• ntaUve nam.d In I'.m 16b below. 

REQUIRED DISTRIBUTION: 

o prlrnB' Contractor ('.em 1a) 

o COlnbent Beewhy Office (Iretn 1c) 

Cl Administrative Contract In. Offlc. ('tem 16.) 

o Quallty A.auranee R.pr •• entetiv. 

o Subcontractor (11.01 'a) 

o COlnl. .. nl &lcurHy O'Uce (lf8#l It:) 

o Prulram/ProJ .. ct ".n ... ' (I,.m 11b) 

o u. s. A.rllvh, R •• pon.lbl. tOt Ov.r .... SacUlU, Adminl.tratlon 

ADDITIONAL Dl8TRIBUTIONt 

C] 

CJ 

b. Typed name and Uti. o' app'ovlna offici.1 

e. Name, -.dd ..... and Zip Cod. of Aclmlnl.t .. atlv. Contrac-tlnc Office 
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G. "Applicant Fingerprint Card" (FD Form 258). This form is completed for 
all personnel being considered by DISCO for a PCL or a reciprocal clearance. 
Completion of the form is a prerequisite to the granting of FlJ.lch actions. 
Care shall be exercised to ensure that fingerprints are authentic, legible, 
and complete, as forms that do not meet prescribed standards shall be returned 
for reexecution, which will result in clearance delays. 
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FD Form 258 

I. lOOP 

2. WHORL 

3. ARCH 

SAMPLE 

FEDERAL BUREAU OF INVESTIGATION 
UNITED STATES DEPARTMENT OF JUSTICE 

WASHINGTON, D.C. 20537 

APPLICANT 
TO oaTA", CLAUlflAtU '!NGI"IINT$ 

I US! LUAC" ,.I'NTU'\ INK 
, DlnIIIUTIIN. IvtNl v m.!INIUN'G StAI. 
, W.t.SH AND DIY fI~flS TMOaoUGH\ T. 

" lOll 'INGII\ f.OAA NAil TOM ... tL .NDAVOIOAllOWlHGFtNGtnTOSllP • 

s. u SUit lMN'U'ONS AIIIICOIDIO fN CoallCT oatl. ... noN TO NAT IfACT 
• "AN AMPUT ATtON 01 OlfOlMlTY MAIllS If fMIlOSSflLI TO "INT • ,1NGI' j MMI A NOT 

7 :~ ;:~N,c:;~~~l::~~,~~n IT IMPO''''U TO OIT ...... 'I'UCT lMNflSlONI. SUIMIl M .. ' NAT CAN • 
• OITAtHlO WIT" A MlMO "APlIO TO TH' CAlO IlCl'\AlNlNG 'HI CtaCUM"~II. ~ 

e. UAN.lNl THI COMPUlIO 'liNTS TO Sfllf nell' CAN U ClASSlflIOt.ldUNG IN MIND fHAT MOS' ~ ... , 
fAlL INTO THI , ... "liN' $MOWN OH THI' CA'O (OT",.'A TTIINI OCCUIlNfllOUlNn Y AND AM NOt • 

THIS CARD FOR USE BY: 
1. lAW fNFQaCfM.fNT AGIHCIU IN ftNG,.,ltNTtNG ."",. 
CANn fOllAW INfotClMfNT POSITWJNI.· 

1. OffICIALS OF "An AND LOCAL GOVlaNMlN" FOI ...... 
I'O\IS Of IMI'1.0VWNT. UCINStNG. AND "IMIn. AS AUfMQI. 
1110 I' STAll STATUTU AND APNOVID I' TMI A"~' 
GlNlIAL Of YHI UNIT'D STA"S, lOCAL ANO CoyNIy S!p!. 
NAf'KU. UN"" SPICIUCAH, lAUD ON A"UCAIlI 'T ... " 
"AYUrnooNO' SA"'" 'HISlfOUlaIW .. ,· 

3, U.S GOV.INMIN' AGiNCIIl AND 0'''' INn,., ~ 
I' flotlAL LAW,--

•. O!,rciALI Of "RI'ALL' 'HA.DUR '" we ... 
I!!G !NSflIYDOtfJ TO NOMOTI 01 1IWNt ..... till _&an 
Of _lNSn"",,,,,,. 

.,. _ .. MIlS' FaS' • CNICII(O fMIOWM fMI _ 

NI"" ,TAJlIOINTI,ecA,tOH IUIIAU, AND (N,y fMOSI ....... 
PllNn K)I wtne .. NO OIIQUAt"YIHG IKOID MAlIIPI fQ\aC) 

LOCAU Y SHOULD. 'UIMI"ID'OII,.. UAICM. 

J .... vAC'f' ACT Of 1"', (P,l. ".Sl't) IIQU_.S mAT ROIIAl. 
'~An. OR LOCAl AGaNCtlS INIOIM INtNVIOUALI WMOSIIOCIAl 
UCUlifY NUMIlI 11 IfOUIlnD WHIT". SUCH DfSCLOSUII IS 
MANDAIart' 01 YOtUNTAlY, MIlS Of AUfHOlITY FOI SUCH 

IOltCITATlOH. AND unl WHICH WIll. MADf Of 'T. 

"I, IOINnTY Of my"" CONTlACT~ SHOU\O • IHOWN 
IN UAct "'MI'lOV,1 AND AODQ"". TMI CONTltIUTOI IS YNI 
NAMf Of TNt AGENCy SUIMInlNO fHf 'lNGI."lNf CAID TO 
'HINt. 

•• ~ NUMIII • ., KNOWN. IMOUlO ~ .. FUDaSNID .. 
tHI """"'IA 11 V"'., 

MISC(UANlOU1 NO. ~ IKOIO: OlNll AIMED FOKII ..,., 
, ... ""." N", 1"1. ALliN 1IIGIS'1Af1QN NO. 1"", __ : 

ua ........ 

CUIITV c.uo NO. ,f'\J. SlLKnVl IIIV1Cf NO. (U). VI1'8AIe 

I ....... N"' ... '''''' Cl. AIM NO, (VA). ARCHES HA \IE NO DEL TAS . 

L_,.-ru-(Ol1-.-'-U-"-"-:'~::-U-.-5.-GO--'V£RNIllENT "AINnNG Qf'fI'IC':: .u, - .ot-111 

• • 
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FD Form 258 
Page Two 

APPUCANT 
_NIl Of_'_no 

aIaNClOf __ 

LEAVE ILANk 

DATI l-NIIOfOfFlCW ,-

_OTUAND_ 

11- 1.1.-

, .. - ,.a. .... 

llff fOt.!I ,INGIIS f.uIN SlMULT~OU$l't' • 

SAMPLE 

TV'E 011 'IINT ALL INFOI_ TlON IN .LACk !II LEAVE BLANk LAS"'''", ~ '11" ....... _I ....... 

AlIAllI6156 

~ USDISOOOZ 
DIS NACC DAlIOf ... ," ~ 

FT HOLABIRD "D 
_Ih Doj' Y_ 

c,,~w IIIIWI/ IIiL I raiL I uu !WI I'LACI Of IIIIM tQI 

", ....... , QS;6 
LCAvEKANII 

"NO, Ell 

NO, IIlBI aAII 

"NO,~ ... 
_I_IINO . ., 

1 .... -. •.•. a.) 1.0""'" 

I.l_ '.L._ to.L.umJ 

I.. THUMa to TMUMI • 11IGHl1OUl'1NG;" 'AlliN l1MUl TAHlOUW. y 
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H. "Request for Visit or Access Approval" (DOE F 5631.20). This form i9 
included for information purposes. It is used for processing visits involving 
access to RESTRICTED DATA. Copies of this form may be obtained from the DOE. 

Insprt the office 
and address of DOE 
Manager having 
operational control 
over the installation 
to be visited. 

Insert contracting 
activity and address 
of User Agency 
supporting the 
visit request. 

Enter the full name 
of each proposed 
vi s itor and hi s 
social security 
number. 

State the purpose 
of the visit in 
sufficient detail 
to enable the 
ftddressee to ascer
tain the subject 
area involved, and 
to determi ne the 
level and scope of 
access required. 
Classified informa
tion will not be dis
closed in this item. 

To be signed, on the--"_,,,~ 

SAMPLE 

u.a. DI,ART1IIWT OJI ... '-OY 

AIQUUT FOR VIIIT 0" ACClII ..... OVAl 

r- .... ..., ... - .. ---::;:: .. ~' _____ -----r-- Irse,t the date '''R' _A_ "",,, on wh i ch the frrm =... is, prepared. 

T---Na.-a--c~ITS: Enter symbol and 
telephone number 
of contracting 
officer of activ
ity identified 
in "From" line. 

Federal telephone 
sys tern. 

Name and address 
of contractor 
facil ity. 

For each proposed 
visitor, show the 
current highest 
level of access he or 
she is authorized, 
and the date of 
its issuance. 
For con tractor 
personnel, use 

ori gi na I on ly, by the ---'_=-=_""."'",,::-,""_= ... =-_="'_=:;--
contracting officer. 
Then forward to appro
priate DOE Manager of 
operations. 

the date of the 
current Letter 

Insert the signature 
block of the certi
fying official. Also 
show the position 
title of the certi
fying official (for 
example: 
A. 8. Jones, Con
tracting Officer, 
Project Spoonfish, 
Naval Ship Systems 
Command, Main Navy 
Bldg., Washington, 
DC 20360). 

ClRT •• ICATION '0" PUIIOUIL HAVINO DOl CL"RANCi 

PART ..... 

PRIVACY ACT INFORMATION STATEMENT 

of Consent (DISCO 
Form 560), which 
can be obtained 
from the contrac-
tor or from his or her 
cognizant security 
office. To be 
certified by the 
Facility Security 
Supervi sor. 

Leave blanK; this 
space is for use 
by the acti vi ty 
to be visited . 

Collection of the information requested is authorized by Section 145 of the Atomic Energy Act of 1954, as amPnded (PL 83-703, 42 USC ?I65). 
Compliance with this request 'Is voluntary; however, if the information submitted is inadequate or incomplete, approval for your visit to a 
classified DOE facility, or your access to classified information may be delayed or withheld. The information you furnish will be used by 
DOE and DOE contractors to control access to classified information and areas. 

"'W""", 
~e social security number is not required for these purposes, but you may voluntarily furnish it to assist us in correct identification. 
J<'; 

.....:.,< 
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I. "Letter of Notification of Facility Security Clearance" (DIS FL 381-R). 
This letter is used by the DIS to notify a facility that it has been granted a 
FeL. Letters of notification shall not be duplicated, and the fact that a FCL 
has been granted shall not be used for promotional or advertising purposes. 

(Sample "Letter of Notification of Facility Security Clearance") 
(Edition of January 1981 is otsolete.) 

(Use appropriate DIS letterhead stationery.) 

Name and Address of Facility 

Dear -------
In reference to our earlier correspondence regarding the eligibility of your 
facility for a Department of Defense security clearance, I am pleased to 
advise that the necessary processing has been completed and security clearance 
at the 

--------____________ level is hereby granted to your facility. 

The fact that your organization has qualified for and been granted a facility 
security clearance may not be used for advertising or promotional purposes, nor 
may this letter be reproduced in any form except for the necessary records of 
your organization. 

As your cognizant se,curity office, we are vitally interested in assisting you 
in the development of a sound security posture. We will conduct periodic re
views of your program to aid you in maintaining proper security safeguards. 
You may contact us for guidance or assistance. 

DIS FL 381-R 
Oct 83 

Sincerely, 

(Signature and Title) 
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J. Reserved. 

K. "Department of Defense Security Agreement" (DD Form 441) and "Append,age" (DD 
Form 441-1). This form is used te obtain the formal agreement of management 
of a facility to abide by the DeD "Industrial Security Manual for Safeguarding 
Classified Information" (Attachment to DD Form 441). Once executed, a DD Form 
441 continues in effect until terminated by one of the parties thereto, as 
provided for in section IV, "Termination," of the form. Execution of the DD 
Form 441 is a prerequisite to tbe processing of a FCL. An appendage (DD Form 
441-1) to be used when maRa~ desires to indicate mUltiple facility 

, " f coverage with one "DD Form 441," is included herewith. After a Department 0 

Defense Security Agreement" has been properly executed, a contractor may use 
the DD Form 441-1 to accompliSh additions, deletions, or changes in the 
branches and/or facilities included in and covered by the DD Form 441. After 
the HOF of the MFO has executed the DD Form 441, it is permissible for one of 
the executive personnel at the specific operating location of the company, 
including the FSO,.to sign the DD Form 441-1. This authority may be exercised 
by the local management official, provided he or she has the delegated 
authorization to do so, whether or not the official is also an officer of the 
company. 

__________________________________________________ ~ __ ~L ____ ~ _______ ,~.~ __ ~~ _. ___ • 



DO Form 441 

SAMPLE 

DEPARTMENT OF DEFENSE 

SECURITY AGREEMENT 
'lHIS DEPARTMENT OF DEFENSE SECURITY AGREEMENT (hereinafter called the Agreement), entered into this 

day of 19 , by and between the UNITED STATES OF AMERICA, through the Defense Investigative 

Servic;;; acting for the Department of Defense and other governmental User Agencies (hereinafter called the Government), and 

(i) a corporation organized and existing under the laws of the state of 

(ii) a partnership consisting of 

(iii) an individual trading as 

with ils principal office and place of business at 

, state of 

WITNESSETH 'lHAT: 

WHEREAS. the Government has in the past purchased or 
may in the future purchase from to,e Contractor supplies or 
services, which are required s;)d necessary to the national secu. 
rity of the United States; or may invite bids or request 
quotations on proposed contracts for the purchase of supplies 
or services, which are required and necessary to the national 
security of the United States; and 

WHEREAS. it is essential that certain security measures be 
taken by the Contractor prior to and after being accorded acce&< 
to classified infonnation; and 

WHEREAS. the parties desire to dellne and set forth the 
precautions and specific safeguards to be taken by the Contrac
tor and the Government in order to preserve and maintain the 
security of the United States through the prevention of 
Improper disclosure oi classified Infonnalion, sabotage, or any 
other acts detrimental to the security of the United States; 

Now. 'lHEREI'ORE. in consideration of the foregoing and of 
the mu tual promises herein contained, the parties hereto agree 
as follows. 

Section I - SECURITY CONTROLS 

(A) The Contractor agrees to provide and maintain a system 
of security controls within the organization In accordance with 
the requirements of the Department of Defense" Industrial 
Security Manual for Safeguarding Classified Information "(here
inafter called the Manual) attached hereto and made a part of 
this Agreement, subject, however, (i) to any revisions of the 
Manual required by the demands of national security IS deter
mined by the Government, notice of which shall be fUrnished to 
the Contractor, and (U) to mutual agreements entered into by 
the parties In order to adapt the Manual to the Contlllclor's 
business and necessary procedures thereunder. In order to place 
in effect such security controls, the Contractor further agrees 
to prepare Standard Practice Procedures for internal use, such 
procedures to be consistent with the Manual. In the event of 
any inconsistency between the Manual, as revised, and the Con
tractor's Standard Practice Procedures, the Manual shall 
control. 

(8) The Government, f.gl'ees that It shall indicate, when 
necessary, by security clar"sification (TOP SECRET, SECRET, 
or CONFlDENTIAL) the ciegree of Importance to the national 
security of information pertaining to supplies, services, and 

DO FOAM 

•• JAN 441 PrevioUI editions of this form are obsolete . 

in the city of 

(hereinafter called the Contractor) 

other mallers to be furnished by the Contractor to the Govern
ment, or by the Government to the Contractor, and the 
Government shall give written notice of such security classifica
tion to the Contractor and of any subsequent changes thereof; 
provided, however, that matters requiring security classification 
will be assigned the least restricted security classification con
sistent with proper safeguarding of the matter concerned, since 
over-classification causes unnecessary operational delays and 
depreciates the importance of correctly classified matter. Fur
ther, the Government agrees that when Atomic Energy 
information is involved it wilt, when necessary, indicate by a 
marking additional to the classification marking that the infor
mation is "RESTRICTED DATA."The "Department of Defense 
Contract Security Classification Specification "(DO Form 254) is 
the basic document by which classification, regrading, and 
declassification specifications are documented and conveyed to 
the Contractor. 

(C) The Government agrees, on written application, to 
grant personnel security clearances to eligible employees of 
the Contractor who require access to information classified TOP 
SECRET, SECRET, or CONFIDENTIAL. 

(D) The Contractor agrees to determine that any sub
contractor, subbldder, individual, or organization proposed for 
the furnishing of supplies or services, which will involve access 
to classified Information, has been granted an appropri~te 
Department of Defense facility security clearance, which is still 
in effect prior to according access to such classified information. 

Section II . INSPECTION 

Designated representatives of the Government responsible 
for Inspection pertaining to industrial plant security shall have 
the right to Inspect, at reasonable intervals, the procedures, 
methods, and facilities utilized by the ContrllCtor in complying 
with the requirements of the terms and conditions of the 
Manual. Should the Government, through its authorized repre
sentative, determine that the Contractor's security methods, 
procedures, or facilities do not comply with such requirements, 
it shall submit a written report to the Contractor advising of the 
deficiencies. 

Section III· MODIFICATION 

Modification of this Agreement may be made only by 
written agreement of the parties hereto. The Manual may be 
modified in accordance with section I of this Agreement. 
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DO Form 441 
Page Two 

SAMPLE 

Section IV - rERMINATION 

This Afrreement shall remain In effect until terminated 
through the 'giving of 30 days' written notice to the other party 
of the intention to terminate; provided, however, notwlthatan~
ing any such termination, the terms and conditions of this 
Agreement shall continue in effect so long IS the Contractor 
possesses classified Information. 

Section V - PRIOR SECURITY AGREEMENTS 

As of the date hereof, this Agreement replaces and succeeds 
any and all prior security or secrecy agreeme!lts. understandings, 
and representations, with respect to the subject matter included 
herein, entered into between the Contractor and the Govern
ment; provided, that the term "security or secrecy agreements, 

understandings and representations" shall not include agree· 
ments unde~tandings, and representations contained in 
contr~ts for the furnishing of supplies or services to the 
Government, which were previously entered into between the 
Contractor and the Government. 

s.:tion VI - SECURITY COSTS 

This Agreement does not obt,gate Government funds, and 
the Government shall not be liable for any costs or claims of the 
Contractor arisi:lg out of this Agre~n.ent or instructions issued 
hereunder. It 15 recognized, however, that the parties may 
provide In other written contracts for security costs, which may 
be properly chargeable thereto. 

IN WITNESS WHEREOF. the parties hereto have executed this Agreement IS of the day and year written above: 

'lHE UNITED STATES OF' A.\lERICA 

WITNESS 

NOTE: In case of a corpollltion, witnesses are not 
required, but the certificate must be completed. 
Type or print names under all signature&. 

By __________ ~ _____________________ __ 

(Authorized Representative of the Government) 

(Corporation) 

By __________________________________ _ 

(Firm) 

(TiUe) 

(Addreas) 

NOTE, The Contractor, if a corporation, .hould cllUie the foUowing certi(icote to be executed under its corporate seal, prOlJided /lUlt the 
mme officer shall not execute both the Aireement and the Certi(lca/$. 

CERTIFICATE 

I, , certify that lam the 
of the corporation named IS Contractor herein; that 
who algned this allNement on behalf of the Contractor, WIS then _. .. . 
of said corporation; that said ..,..eement WIS duly ,illned for and in behalf of uid e<>rporat.on by authorlt~· of '.governong body, and 
is within the Icope of Ita corporate poweR. 

(Corporate Seal) (8illnature ) 

227 



---------- - - -

DO Form 441·1 

SAMPLE 

APPENDAGE TO DEPARTMENT OF DEFENSE SECURITY AGREEMENT 
tIt is Curther asreecI, ?n ~is . day oC 19 , by and between tbe United States of America throu h 
Ithe DeCense Invl!ltliatlve Service, BCti", for tbe Department of Defeaae, hereafter called the Government, a!d 

. . . which hu entered Into the Security Atfreement to which 
~IS appe?dlX IS made a part tbat th~ .branchea and/or fBciUtil!l Iitted below, owned and/or operated by aa1d contractor are 
lDeluded In and covered by the proVWOftl of the aa1d Security Aireement, and Certificate PertaInln .. to Forel- Afflllatl.on DO Form 4411. ... .... , 

NAIIE OF PLANT OR F"CILITY NUIIBItR AND STRItET ADDRlta 

THE UNITED STATY.5 OF AMERICA CONTRACTOR 

By 

t;;;;;:~;;-;~:-;;::;::;::-::7.::7:::"-:-:--=::::-:-====---~ TITLIt 
AUTHORIZED R!!PRESENTATIVE OF TH!! GOVERNIII!NT 

ADDRESS 

DD "OllM a. NOV 
44.1.1 aDITION Oifr 1 uCT •• MAY •• U •• D UNTIL .XH~Y.T.D 
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L. "Certificate Pertaining to Foreign Interests" (DD Form 441s). This form 
is used to provide formal certification from the contractor relative to FOCI, 
in order that the DoD may determine eligibility for a FCL. In completing the 
DD Form 441s, all items are to be answered by indicating "X" in either the 
"Yes" or "No" column. If an answer to any question is "Yes," the following 
paragraphs provide instructions for the submission of necessary data. 

Question 1. Identify the percentage of any class of shares ur other 
securities issued, that is owned by foreign interests, broken down by country. 
If the answer is "Yes" and a copy of Schedule 13D and/or Schedule 13G filed by 
the investor with the Securities and Exchange Commission (SEC), has been 
received, attach a copy of Schedule 13D and/or Schedule 13G to the revised DD 
Form 441s. 

Question 2. Furnish the name, address by country, and the percentage 
owned. Include name and title of officials of the facility who occupy posi
tions with the foreign entity, if any. 

Question 3. Furnish full information concerning the identity of the for
eign interest, and the position he or she holds in the organization. 

Question 4. Identify the foreign intercst(s) and furnish full details 
concerning the control or influence. 

Question 5. Furnish name of foreign interest, country, and nature of 
agreement or involvement. Agreements include licensing, sales, patent 
exchange, trade secrets, agency, cartel, partnership, joint venture, and 
prox}' If the answer is "Yes" and a copy of Schedule 13D and/or Schedule 13G 
filed by the investor with the SEC has been received, attach a copy of 
Schedu1.,~ 13D and/or Schedule 13G to the revised DD Form 441s. 

Question 6. Furnish the amount of indebtedness and by whom furnished as 
related to the current assets of the organization. Include specifics as to 
the type of indebtedness and what, if any, collateral, including voting stock, 
has been furnished or pledged. If any debentures are convertible, specifics 
are to be furnished. 

Question 7. State full particulars with respect to any income from Com
munist countries, including percentage from each such country, as related to 
total income, and the type of services or products involved. If income is 
from non-Communist countries, give overall percentage as related to total 
income and type of services or products in general terms. If income is from a 
number of foreign countries, identify countries and include percentage of 
income by each country. 

Question 8. Identify each foreign institutional investor ·holding 5 per
cent or more of the voting stock. Identification should include the name and 
address of the investor and percentage of stock held. State whether the inves
tor has attempted to, or has in fact, exerted any management control or 
influence over the appointment of directors, officers, or other key management 
personnel, and whether such investors have attempted to influence the policies 
of the corporation. If a copy of Schedule 13D and/or Schedule 13G filed by 
the investor with the SEC has been received, attach a copy of Schedule 13D 
and/or Schedule 13G to the revised DD Form 441s. 

229 

---_._-



Question 9. Include identifying data on all such directors. 
have a security clearance, state so. Also, indicate the name and 
all other corporations with which they serve in any capacity. 

If they 
address of 

question 10. Provide complete information by identifying the individuals 
and the country of which they are a citizen. Category 4 (see paragraph 41d) 
visits are not included in the range of this question. 

Question 11. Describe the foreign involvement in detail, including why 
the involvement would not be reportable in the preceding questions. 
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DO Form 4415 

SAMPLE 

CERTIFICATE PERTAINiNG TO FOREIGN INTERESTS TYPE OR PRINT OMS NO. 0704.0024 I 'I FORM APPROVED 
ALL ANSWERS EXP. DATE MAR 11184 

PENAL TY NOTICE 

PENAL TV - Failure to anlwer all que.tion., or any ml.reprelentation (by omiasion or concealment, or by misleadlni, falae or 
partial answers) may serve a •• baaia for denial of clearance for access 10 classified Department of Defense information. In 
addition, Title 18, united States Code 1001, makeo It a criminal orrense, punlahable by a maximum or (lve (5) years Imprisonment 
110,000 fine, or both, knowini1y to make .. f.la" atatement or representation to any Department or Aeency of the United States, 
.. to any mailer within the Jurladlctlon o( any Department or Allency or the United State •. This includes any statement made 
herein whlcb Is knowlnilly Incorrect, Incomplete or mlaleadinll In any Important particular. 

PROVISIONS 

I. Thl. report I. authorized by the Secretary or De(enae purauant to authority lIfanted him by E.O. 10865. While you are not 
required to respond, your elllliblllty ror a (acillty aecurlty clearance cannot be determined If you do not complete this rorm. The 
retention or a (acllIty security clearance ia contlnpnt upon your compliance with the requirements o( 000 5220.22-M ror 
submission of " reviaed form 88 appropriate. 

2. When this report ill submitted in confidence and 1. 80 marked, applicable eaemptions to the Freedom of (nformati9" Act will 
be Invoked to withhold It (rom public diaclosure. 

3. Complete all questions on thi. (orm. Anewer each que.tion in either the "Yea" or UNo" column. It your Answer Is "Yes" 
fumiah in full the complete information under "Remark.". 

QUESTION YES NO 

1. Do foretp interest. own or have benelicial owncrahip in sr. or more of your 0ra:an.ization'a securities? 

2. Does your Olll.ni •• tton own uy 'orelp tatc,.,a, in whole or in part? 

3. Do any (0",1&11 intere.t. have positioDa, such a. clirectora, ollicer., or executive per.Donet in your 
orllanizatlon? 

4. Doea any forelp interest control or influence, or i. any foreip intereat in 8 po.idon to control or 
innuence the eJectioD, appointment, or lenure of any of yOUl clirecton, officers, or executive peraonnel? 

5. Doea your o .... Ili •• tion have any contracta, • .,..monta, Wlderatandinaa or arranpmentl with. forei"" 
Intereat(a)? 

6. la your 0fllanizatlon Indebted to (ore III" Intere.t.? 

7. Doea your orllaui.ation derive any Income (rom Communi at co.mtrlea or Income In nce .. o( 1""- o( lifO" 
Income (rom non-Communiat (orelan Int-.eata? 

8. la 5"0 or more of any cla.a of your orsani •• tion'a lecurities held in unominee abarea," in "street names" 
or in 80me other method which doea not dJ.cloae tlie bene(lcial o .... er o( equitable title? 

9. Does your ofllaniaation have interiockinll directors with forelan Int-.eata? 

10. Are there any citizens o( (oreilln countrlea employed by or wbo may vlalt your (acility (or (acillties) in 
a capacity which may permit them to have accea. to cla.aUled In(ormatlon (exclude cleared immillfant 
aliena In ans",erlnll thia question)? 

11. Do .. a your ofllanlaatlon have any roreill" involvement not otherwiae covored in your anewere to the 
above queotiona? 

DO FORM 
I 5EP 76 441. PREVIOUS EDITIONS ARE OUOLETE 
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DO Form 441s 
Page Two SAMPLE 

REMARKS (Attach addillonal .hoer., it necl) ••• ty. lor. lull d.r.lled at.rement) 

CERTIFICAT .... 

1 CERTIFY Ihal Ihe enlries made by me above are lrue. comp/ele. end correcl 10 !he be., 01 my /rnowledQe end bel/el end are 
made In (lood laith. -WIT1VESS: 

OATE caRTIFIED 

By 

CONTRACTOR 

~ In ca •• 01 corporation, ... /tn ••••• TITL.E 
nol required but c."II,c.,. beloW' mue' be 
compl.ted . Type or pr'nt ne03 ..... d.,. .11 
• ',nolur ••. 

ADD"£I. 

l1!2I.!.L Contt.elOl', ". corpor.tlon, .hould C4!uao rh. lollow'", cen'fJcat. '0 ba ••• cuted 1IItd_ I,. corpcwer • • _1, II'ov'ded th., 'he _am. 
ollie., .,.." nol ."eul. both th • .". •• menl lind lite em.lle .... 

CERTIFICATE 

1. certify !hall em Ih. 

01 the corporation named aa Contractor herein; that 

who BiS""d this certificate on behall at th" Contractor, we. 'hen 

01 said corporallon; Ihal said cerlificale was duly ei.,ed lor and In behalf 01 .ald corporallOll by au!hority 01 /la /lovern/n/l body. 

Bnd 18 within the scope 01 its corporale powers. 

. 
(Corp",.to Soal) llGoNATUNE AND OAT~ 

,.;;;.'t-

t ' 
':: #' ~ 

, r 

M. "Security Briefing and Termination Statements (Industrial Personnel)" 
(DISCO Form 482). This is a two-part form prescribed for use by employees of 
contractors. Part I shall be executed by employees following their initial 
security briefings prior to being granted access to classified information. to 
certify that they have read and are familiar with the provisions of the 
espionage laws and other federal criminal statutes applicable to the safe
guarding of classified information. Part II shall be executed by the employees 
during termination proceedings to make like declarations. The use of this 
form shall supersede all local forms presently used by contractors. The 
espionage laws and other federal criminal statu~es referred to in this form 
are in Title 50 U.S.C •• 797 and the following sections of Title 18 U.S.C. §§ 
793. 794. 795. 796. 797. 798. 799. 2153. 2154. 2155. 2156. and 371. These 
sections of the U.S.C. are set forth in appendix VI. 
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DISCO Form 482 

SAMPLE 

SECURITY BRIEFING AND TERMINATION STATEMENTS 
(INDUSTRIAL PERSONNEL) 

Section 1001 of Title 18, United States Code, mllkes it .. criminal offense, punishable by a maximum 01 five (5) 
years imprisonment, $10,000 fine, or both, knowingly and willfully 10 make a falae statement or representation to any 
Department or Aaeney of the United States, lIS to any mailer within the jurisdiction of any Department or ACetlcy of 
the United St.ea. 

.. 
INSTRUCTION: Pa,1 I Q/lhi. /12'. shall be eXf!r~/ed fry all _plQyer 12/" ("o"l,aClo, folioUli"R hi. i,,,'/i,,1 .. n,il'l "'i~f;.,. ad 
''''0' 10 ber·"g p~'mjll~ti Qccess 10 cJa5siF*d ;njo,.,."h·ofl. A • .. ploy •• who .~.C' .. 1'5 Par' I anti who •• b,cf"r.,ly ;s "ba •• , /rorll 
pJQC~ 0/ ftfIploy."" lor d"'Y ,edSa", lor _or. ,btlrt 0." )'e., .... st 'flll"'C,," a ....... Pint I be/or •• ,,,irt bei., P".;I1.~ .C'("t'S5 10 
c/Gs$;/i.r:I i,,/o,.,.,a/l'on. 

Pa,11/ shall be .xec.l"d by Ihe _ployu: 
4. DI Ihe ,,-"'(1 O!It>,,.i,,alJ'OJf 0/ .",pIO)' •• ", (discI"", •• resi«rJal;on, or 'ftl;' .... t}. 
h. 121 lb. b.S;",.i., 0/ Q /ayo/l or I.llve 0/ obs ... c .. /0' 41a ;.d~"·'''·/~ p.,iod. 0' 0 p, ..... cdb.tJ p.,;011 ;a • .IU' •• S 0/ 0 •• ., •• ,. 
c. ,'/lhr ... pJo)'.~· s pr,so,tr"d sec .. ,ily c(eo,o"c. ;s aJ.,·"is"a';wl-y ,.,.,·.tll ••. 
J. ,./,br r.pJoy,.r'.5 p~,so,,, ... 1 seclI,i,y c/ea'(Dfc~ ;s s .. sp •• detl 0' , .. I.JO ... J by ,b. D(Opa" ••• , 0/ D./ ••••. .. ~po" trr-.,'"D/;OJl o/tbe facil;'y' 5 src."ity cI.",,,,,c •• 

1/ Ihe c>YIIp/O)' •• ,r/Mses 10 $"p e;tb" p"" o/this /0,.. tbe coat,oclo, SHII "oli/), h'-s cop,'p", s.CtI"~'Y olliett •· •••• ,..,.1.,. 
TYPED NA .. E OF E"PL.OYEE(~.', Fi,." Middle) T .. ~ItO NA .. 1t 0' CONTRACTOR 

PAm I· tNITtAL SECURtTY BRtEFtN' STATEMENT 
DATE OF BRIEFING TYPED NA .. E AND TITL.E OF PERION ."II!FING I! .. PL.OYI!I! 

I hereby certify that I have received a aecurity brietanc. I ahall not knowinCly and willfully communlcete, deli"r. 
or transmit, in any manner, classified informalion to an unauthoril!e4 person or aleney. I am infolllled that auch 
improper disclosure may be punishable under Federal criminal statutes. 1 have been instructed in the importance 01 
classified information, and in the procedure coveminl its safel'lardinc. I am informed that wmful violation or 
disregard of security regulations niay cause the loss of my security clearence. I have read, or have had read to me, 
the portions of the Espionale Laws and other Federal Criminal statutea relatinc to the .. fepardlnc of claaaified 
ililormation reproduced in Appendill VI. "Department of Defense Industrial Security Manual. to I .111 report to the 
Federal Bureau of Inveslilalion and to my employer. without delay. any incident which I believe to conatitute an 
attempt to solicit claasified information by an unauthQriud person. 

'" 

TYPED NA .. E AND SIGNATU .. E or: WITNESS DATE SIGNED SIGNATU .. E OF E .. PL.OYE .. 

PART II" nCURITY TERMINATION STATIMENT 

I certify that I have read. or have had read to me. the portiona 01 the Eapionale La.a and other Federal en.lnal 
statutes applicable to the aafeluardinl of cla .. ified information reproduced in Appendix VI. "Depart_nt of Defenae 
Industrial Security Manual"; that I have aunendered all cla .. ified infofV\alion in my cuatody; that I will not kno .. 
incly and willfully communicate. deliver or transmit. in any manner. c1aaaified informallon to an unauthorised peraon 
or apncy; that I will 'report to the Federal Bureau of Invealilation. without delllY. any incident which I believe to 
constitute an attempt to aolicit cla .. lfied information by an unauthorised peraon; and that I (have) (heve not) (arrite 
oul inllpp-op-i.,e word or worda) also received a terminal, oral aecurity briefinc. 

TYPED NA .. E AND SIGNATU"E O~ WITNI!II DATI! IIGN"O SlGNATU .... OF .... ~L.OY .... 

DISCO FM 4112 OCT 10 DLA 1!82 JAIl 72 EDITION MAY BE USED Ulfl'IL EXHAUSTED 
i 
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N. "Letter of Consent" (DISCO Form 560). The LOC is used by DISCO 
; a facility that one of its employees is authorized to have access to 

fied information of the category indicated. LOC's are not issued to 
uals; therefore, this form shall not be released to employees. 

SAMPLE 

L."IT NAME· 'FIRST N ..... E .... IDDL.E I DATE OTHER N ..... ES 

SOCIAL IECURITY NO. I PLACE OF ",RTH 

DATE OF BIRTH 
JOODItP rHVS 

LOC r C, T, ZEN 0" 

LEVEL. OF CLEARANCE 

NAME AND V .... --. , 1) ADDRESS OF U CONTRACTOR 

to notify 
classi
individ-

GENTLEMEN: The con .. nt at ilia Secretary at DeIton.a It "a,aby granted /0, ilia a_named amploy_ /0 ,,_ t.< ..... to "_led In/o,motlon 
up to and Including thl ,..,., Ihown, prOVided eccea. i. ....nti.. in connlCtlon with Ihl performance 0' • ct ..... h1d contract Un.... I .pended 
or 'hOked by"'. Oepartment o. Deten ... or adminll"lttwety mmlnated when ac:ceu no tonger I, required Chi. &»e'lOftnl' 'MCurlty cI~ance il 
.IUd .'d long .1 '''. Indlyldull ia conttnuouatr empJoyad by ,our organization. "Chia clearAnCI i. Idml"I'~"lh"'Y terminl"d .nd • n.ed fOt 
~.. ....oP.. t.It.,. or if Imployment I. "rmin.ted Ind tl\1 Indiyidual ta lubMqulntty , .. mplared and ,equirl. accea. tl\i. claarlnce ml be 
r'ln.'I'ld P'OVldld nOI more "'In on. Ylar hi. "ap.ed .ince iI .1. "il .alid. Thi. conllnl will continul In anect it thl 'amplOy" .. .,1"a':"ld 
to anOlhar 'aclhty of rour organ~lation if continued claarance II required. and premdH DISCO .a promptly notified. You Ira r uired to r rt 
prompllr to DISCO any in'ormltlon comlnQ to rour a"enlton whiCh mar ,ndute that ('ontinuld acceu to cluaif6ed 'n'ormation m: not btl :,., 
conl'I'an' with thl na.lonal Inletnl. It COpy of Ihil 'orm ''''aU not be turnl'hed to tha abo •• "am" amptor" tor any purPO" wttataoeYef Y 
may reproduced h onty I' neca, .. ry tor JOur organization', "'Intial recorda or to m..,t Department of o.t.n .. 'equiramlnta, Thl, form "'~tI :: 
r"turned to DISCO upon dl.th ot "'a employee, or w"an .. ., return i. requI"ld by thIOo..,"mlnl. 

ISSUED ay Defense Industrial Security Clearance Office 
Columbus, Ohio 

rlONATURE Of' AUT_IUD REPllEIKNTATIY£ 

o,sco ........ {"" AUG •• DEPARTMENT OF DirJ.Ji~ 1~6uSTRi:-:' S C 
REPLACU D'SCO FM .. a • MA" .. "H'CH MAY BE USED UNT'L ItXHAUITED AL E URITY PROGRAM 
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O. Reserved. 

P. "Personnel Security Clearance Change Notification" (DISCO Form 562). 

a. This is a multipurpose form used by the contractor to report one of 
the following occurrences concerning a cleared employee or an employee for 
whom a clearance has been requested. The form is submitted to DISCO, except 
when the individual concerned is either cleared or in the process of being 
cleared in connection with the FCL, as required by paragraph 22. In these 
cases, the forms shall be submitted to the CSO. The CSO. after annotating its 
own records. will forward the form to DISCO. In the case of a termination. 
change of name. multiple facility transfer. collocated cleared facilities 
transfer (paragraph 72c). reinstatement of clearance. downgrading of a TOP 
SECRET clearance. or reinstatement of a previously downgraded TOP SECRET 
clearance. only one legible copy of the form is required to be submitted. In 
the case of a multiple facility transfer or reinstatement. DISCO will 
acknowledge its receipt using an appropriate form letter. In the case of a 
change of name. DISCO will issue a new LOC. When requesting reinstatement of 
a clearance. downgrading of a TOP SECRET clea~ance. or reinstatement of a 
previously downgraded TOP SECRET clearance. the name and address of the 
submitting facility. if different from block 4. shall appear in the "Remarks" 
portion of the form. In the case of a mUltiple facility transfer. the name 
and address of the facility to which the individual is transferred shall be 
included in the "Remarks" block. In this latter case. the name and address of 
the submitting facility, if different from block 4, shall also be listed and 
identified in the "Remarks" portion of the form. 

b. The form shall be used by the contractor to report the following. 

(1) Clearance transfers within a MFO (see paragraph 26f) -- the name 
and address of the facility to which the individual is transferred shall be 
included in the "Remarks" block of the form. 

(2) Reemployment of cleared personnel (see paragraph 26h) -- indicate 
"Reemployment (date)" in the "Remarks" block of the form. if it is different 
from the effective date listed in block 1. 

(3) Change of name (see paragraph 26j) -- the name of the 
individual exactly as shown on the LOC (or on the DD Form 48 or 49. in the 
case of an individual who is in the process of being cleared by DISCO) shall 
be placed in the "Name of Employee" block of the form. The individual's new 
name shall be set out in the "Remarks" block of the form. If the contractor 
has elected. under paragraph 26k(1)(b). to have the LOC sent to a facility 
other than the one at which the individual is employed. the name and address 
of that facility shall be identified in the "Job Title" block. 

(4) Report of termination of employment (see paragraphs 6a(4) and 
6b(2» -- indicate "Termination (date)" in the "Remarks" block of the form, if 
it is different from the effective date listed in block 1. 

(5) Downgrading of a TOP SECRET clearance (see paragraph 30a) -- in 
the "Remarks" block indicate, "Downgrade without prejudice to (SECRET or 
CONFIDENTIAL) • " 
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(6) Reinstatement of a previously downgraded TOP SECRET clearance 
(see paragraph 30b) -- in the "Remarks" block indicate: "Reinstatement of 
previously downgraded TOP SECRET clearance due to a current requirement for 
access at such level." 

(7) Administrative termination of PCL's that arc no longer required 
government and contractor-granted clearances can be administratively 

terminated (see paragraph 29) for employees who no longer have. or require. 
access and will not require access in the foreseeable future. Forms submitted 
to accomplish administrati.ve termination shall be processed as outlined in 
paragraph a above. or. in the case of administrative termination of a contractor
granted CONFIDENTIAL clearance, the form will be handled in accordance with 
the requirements outlined in paragraph 29. 

(8) Clearance transfers between collocated facilities (see para
graphs 26e and 72c) -- block 1 "L" will be marked "collocated cle~red facili
ties." Blocks 4-10 and 12-15 will be completed. Block 14 should include the 
contract number (if applicable) and the name and FSC of the gaining facility. 
The following statement must also be included in the "Remarks block": "(level) 
s~curity clearance is required; time limits imposed by paragraph 26e. ISM, 
have been met." 

c. It should be noted that where a contractor in a MFO elects. pursuant 
to paragraph 26k(1)(b). to have all LOC's issued to the HOF. the DISCO Form 
562 will be utilized. In these cases. the name and address of the facility at 
wh~ch the individual is employed will be placed in the "Name, Address, FSC and 
Telephone Number of Employer" block of the DISCO Form 562. In addition. the 
name and address of the facility to which LOC's are mailed shall be placed in 
the "Job Title" block of the DISCO Form 562 (see paragraph 26k(3». 
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DISCO Form 562 

SAMPLE 

PERSONNEL SECURITY CLEARANCE CHANGE NOTIFICATION 
I FORM APPROVED 

oM •• NO OJO.-O," 
axp', DATE DEC ,," 

I. TYPE OF ACTION (Ur' ""ptopr'.,. «"on bo_) 2. E~FECTI\lE 

0 ... NUL TIPLE FACIL.ITY TRANSFER Da. RatNIT"TENENT Dc. CHANGE OF NAME 
D ... TE OF 
ACTION It X'd" 

00. TE,.MIN" TION DE. ADMINISTRATIvE DOWNGRADE OF. RE. VAL.IOATION IN ITEM NO. I 

DQ. CITlzaN.HIP CHANGE OM. sa ... CO"Rae TION 0,. REQuEST FOR oUPLICATE 
L.ETTER OF CONSENT 

OJ. DATE AND PL.ACIt OF BIRTH c .... NGE OK. EMPL.OYEE STATUI CHANGE 

D L.. COLLOCATED ""'CILIT'r TR"NIF£" 0", aTNE-A (Indle.,. ep.dllc 
action •• 0 ,0, concun.n' 
d .... e •• • 'c.): ,. TERMINATfON STATUS (Comp/.t. II If.., ld, I. "X',J") 

o ACTIVE CL.E .... NCE o PENDING CL.EARANCE A .... o 000 FORM.' SUBMITTED CJ 00 FORM 4&-3 SUBMITTED .. N ..... E .... DDRESS ... ND ZIP CODE OF E .. PLOYER •.. FED SUPPLY CODE 5. NAME OF EMPL.OYEE (L •• " Flr.', Mlddl. Nllmf!) 

til. TELEPHONE NO. 6. "'NY OTHER 101 ..... E BY WHICH KNOW" (All ... 
(lnclud. A, •• Code) Melden. 0' Former Le,.' Nem.; D •• I,n.'. whIch) 

7. O ... TE OF 91RTH 1" PL"'CE OF BIRTH I" CITIZEN OF (Counl'Y) 
1

1o
• 

SOCI"'L SECURITY "UMBER 

II. CURRENT Cl.EARANCE INFORMATION (T.,.",/n.'on 01 ComP"" Contld.ntlm .IIould nol b. ,epOIled here. U •• block_ '" and 16 lor 
Camp .. ,. Conlldenl'.' Adml"l.,ra" •• Tenn'n.,/on) .. DEGREE OF CLE ... RANCE t- O"'TI! OF CLE ... RANCE r CLEARED BY 

12. IIE .. PLOY!!E CLEARED OR IN PROCESS FOR CLEAR ... NCE IN CONNECTION WITH F ",CILITY SECURITY CLE ... RANCEIS" P ... n.1SM) 

Dylt. 0"0. IF YEI, CNTIt" JOB TITL.1t IN ITEM U AND SUBMIT T ... II FORM TO COGNIZANT SECURITY OFFICE 

"ATHIE" THAN DIICO. 

II. JOe TITI.E (Coetp'.'. 'II'. II .. only 1I',.m 12 I. an .... rect YES) 

I •• REMARKS (S,.,. ""0""". Inform.,'on; I •••• N." ... d Addt ••• of '.cUlI,. 10 .. hlcll 'renete"ed; Now N ... e 01 Employee .. La.' Namo, 
"r.' N_ ••• ,ddl. N~.; ".'. Conc,,".,., eI."enc. Inlo",..Oon; II de.t" h •• occurred • • t.t. "Dece •• ed· t and 'nclude d.,o of de.rh: Indlceto 
.peel.' .ltu.tlon., •• , •• "'!-.r. ernplo, •• I. plty.'c.II,. 'oc.t.d II no' '" • .... e •• Inltl."n, I.clllty .hown In block I. loc.r/on to which 
eIItP'o,,, I. " ... Ierred • • tc.) 

la. uX" BOX ..... FOR ADMINISTRATIVE TERMINATION OR BOX "b" FOR AI.L OTHER CHANGE NOTIFICATIONS 

D·· I c .... u, that the abo .. e named empl0, •• do •• nol r •• u.1N acc ••• 10 cta •• Ut.d lnformaUon in connecllon wilh hi. (he,) employment. 
1IIM.0 •• ,. th.,. will be no '.qultttment 10' the • ..,10, •• to ha •• kC." to cJa .. IUed Information In the ror ....... ble future. Accordln.'y. 
It I. '.commend.d that lhe p.nonnel •• cwlt, cl •• anc. b • .tmlnl.t,atl ••• , t.rmlnated .Inc. th.,. I. no current or fore .. "abl. future 
pi'oc .... ment requ1rement lew the ct •• am •• n I. und.ntood Ihl. ,ecommendation I. pur.l, 01 an .tmlni.t,.tI",. naturf! and do". not 
r.nect .tv.,..I, on lhe .~Io, •• In an, mann., wltaUo ••• ,. I (' .... ", Ihat tM .ntrle. mild. abo", • .,.. true. camplet., and correct to 
the be •• 01 m, knowlHc. and belief. 

0&· I c .... U, that th •• ntr ••• m.d. 1Ibo ...... true. compl •• e .nd COlf.ct to the b •• t of m, knowled.e and beUe'. .. SIGNATURE OF SECUltlTY SUPEltVISOR r O ... TE 

". AO .. INISTR ... TIVE TEIt .. INATION OF PERSONNEL SECURITY CLE ... RANCE 

I c.,U" that I do not cumntl, h ••• cl ••• llled Information In til)' po ••••• 1on 0' c".tod,. My .mplo,e, ha • ..:t"'laed me th.r. 
_Ul be no , •• utta .. at IOf me '0 h ••• ecc ••• to cla •• lIled Information ln 'ha for ••••• bl. future. Th.r.for. I h.r.by acknowled •• III, .~lo,er·. ,ecOtlllDetldatlon 10 cas"".tra .. '.e';- .enDlnat. the p.no .... ' .ecurlt, cl .... anc. _hlch ha. been .ranted met 
I und.,.tand that Ihl •• armlnatlon 11 pura', admin',u,,' •• In natur •• It do •• not relleci .du, ••• , upon me In any mann., 
wIt •• 08 .... end lurthe,. that ... , emplo,., rna, Ie ... e' a new p.reonna' ,.cur'" cl .... enc. ,howd the ne.d ... i.e In the future 
:'::l~~'::l:.a ace ••• 10 cla •• illad Information. Tht. lorm will be rataln.d lor Iwo , ..... br- m, .mplo,..r if Compan, Confldf'nUa' .. SIGNATURE OF WITNEaS r' O ... TE r SIGN ... TURE OF E .. PLOYEE Id. D"'TE 

DISCO FORM 512 (R1) 30 liaR 11 
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Q. Envelope, Preaddressed to DISCO (DISCO Form 703). This form is an 
envelope used for submitting DD Form 48, DD Form 49, and DD Form 48-3 to 
DISCO. It enables an applicant for a clearance to put the form containing 
privileged information into the envelope and seal it. 

R. Envelope, Not Preaddressed 
used for submitting DD Form 48, 
OODEP cases. The contractor is 
eso. 

(DISCO Form 704). This form is an envelope 
48-3 to the eso in DD Form 49, and DD Form 

required to address the envelope to his or her 

S. "Department of Defense Transportation Security Agreement" (DIS Form 
1149). This form is prescribed for use by the CSO in obtaining the formal 
agreement of the HOF of the commercial carrier to abide by the ISM and the DoD 
5220.22-e, "Carrier Supplement to Industrial Security Manual for Safeguarding 
Classified Information." Once executed, a DIS Form 1149 continues in effect 
until terminated by one of the parties thereto, as provided for in "Section 
VI - Termination," of the form. As long as the DIS Form 1149 is in effect, 
the carrier shall not be required to execute another form, unless there is a 
change in operating name or location of the HOF or reincorporation. Execution 
of the DIS Form 1149 is a prerequisite to making an eligibility determination 
with regard to transportation of SECRET controlled shipments. 
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DIS Form 1149 

SAMPLE 

OEPARTMENT OF OEFENSE 

TRANSPORTATION SECURITY AGREEMEN,..!..T _________ .... 

THIS AGREEMENT, entered into this ________ day of _______________ 19 

by and between THE UNITED STATES OF AMERICA through the Defense Inves[i~ative Service 

acting for the Departmt:nt of Defense Agencies and other user agencies, (hereinafter called rile GO\'ernmenl) and 

(i) the following named corporation: 

organized and existing under the laws of the State of _________________________ _ 

(ii) a partnership consistingoL-==-_-·-_-______________________________ _ 

(iii) an individual trading as ___________________________________ _ 

with its principal office and place of business at ____________________________ _ 

in the City of _____________ , State of _________ _ (hereinafter called Ibe Carrier). 

WITNESSETH THAT: 

WHEREAS> the Carrier is authorized by law; regulatory body 
Or regulation to transport propertr; and 

WHEREAS, the requirement for the Carrier's service has 
been established by 8 shippir)g con~ponent: and 

WHEREAS. Military Traffic Mana~ement Command (MTMC) 
has determined that the Carrier meets current quali fication 
req,uirements; and 

WHEREAS, the Government has SECRET material to be 
transported (hereinafter called SECRET Controlled Shipments); 
and 

WliEREAS, it i:; essential that certain security measures be 
taken by the Carrier prior to, and after, his being accorded 
custody of SECRET Controlled Shipments; and 

WHEREAS, the parties desire to define and set forth the 
precautions and specific safeguards to be taken by the Carrier: 
Bnd the Government in order to preserv,; and m,intain the 
se('!Jrit}' of the United States through the prevention of improper 
disclosure of the contents of SECRET Controlled Shipments. 
sabotage, or Einy other act detrimental to the security of the 
United States regarding such shipments. 

NOW. THEREFORE. in consideration of the foregoing and 
of the mutual promises herein contained, the parties he:'eto 
a~ree. as follows! 

SECTION I - SECURITY CO .. TROLS 

(A) The carrier agrees to provide and maintain a system of 
security controls in accordance with the requirements oi th~ 
Department of Defense Industrial Security Manual for Safe
guarding Classified Information and the Carrier Supplement 
thereto, (hereinafter referred to as the Manual) attached 
hereto and made a part of this Agreement. subject, however, 
to any revision of the Mal1u~1 required by the demands of 
national security as detcrmin!~d by the Government, notice and 
copy of which will be fumishl!d to the Carrier. 

~B) The Carrier agrt:=o:$ to place in effect such security 
controls .• by preparing Standard Practice Procedures such 
prol-edulres to be conSistent with the Manual. The Carrierls 
Standard Practice Proce<!ures shall be subject to review by 

the Government. Such procedures are a prerequisite to the 
granting of a facility security clearance. 

(C) The Carrier agTees to comply with all requirements and 
concH!lvn,; set forth in the Manual applicable to the type of 
transport.tion being furnished (or the movement of SECRET 
Controlled Shipments. 

(D). The Carrier agTees that he shall not use the services of 
another business entity I which will in\'o~ · .. e a SECRET Con
trolled Shipment entrusted to the Carrie,t named herein. without 
the specific authorization of the Gove\,,,ment. 

(E) Th~ Government agrees that it shall, via shipping order 
or bill of lading, indicate which shir·~nents require the protec
tion agreed to herein. 

(F) The Go\'emment agrees that if the Carrier meet s ·the 
requirements of the Manual and this Agreement, it shall be 
granted authority to transport SECRET Controlled Shipment •• 
Such authorization shall be made a matter of record in the 
files of MTMC ar:d the Defense Supply Agency. 

SECTION II - APPLU::ABIVTY 

(A) This Agreement applies only to the specific locations 
of the Carrier which have been authorized by the Government 
for handling SECRET Controlled Shipments and listed on the 
Appendage hereto. 

(8) This Agreement does not apply to other Carriers or 
brokers acting as agentlS for the Carrier. 

(C) As a condition to the granting of clearance by the 
Government to the carrier to receive and transport SECRET 
Controlled Shipments, the carrier shall complete and 
execute 0 DD Form 441s with necessary attachment5 Ihereto 
if any, as required by th~ Manual, which form and attach· 
ments shall become a pa.rt of this Agreement by reference 

SECTION III - INSPECTION 

DeSignated representative3 of the Government responsible 
(or inspection shal1 have the right to inspect at reasonable 
intervals, the specific )ocatiOnfi of the Carrie~ author.ized ~o 
handle SECRET Controlled Shipments. Such inspection Will 

(Continuo on rtrVOUo s;do) 

DIS Form 1149 
MIV 8li 

RlplaCti OIS Form 1149. Jan .1. wIIicb is obsoltte. 
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DIS Form 1149 
Page Two 

SAMPLE 

include the procedures, methods. operating facilities and IN WITNESS WHEREOF, the parties hereto have executed 
records utilized by the Carrier in complying with the requlre-

this Agreement as of the day and year first above written; menU of the terms and conditions of the Manual. Should the 
Government, through its authorized representative, determine 
that the Carrier's security methods, procedures, operating 
facilities and records do not comply with such requirements. It 
shall submit a written report to the Carrier named herein THE UNITED STATES OF AMERICA 
advising him of the deficiencies. 

SECTION IV - SUSPENSION 

The failure of the Carrier to comply with security procedures 
By 

and requirements set forth In this AgTeemeut ahall be deemed 
grounds for suspending the use of the Carrier for the trans.par-
tation of SECRET Controlled Shipmenta for the Government. 

(Authorized Representative 01 the Government) 

SECTION V - MODIFICATION 

Modification of this security agreement ( ... distinguished (Carrier) 
from the Manual which may be modified as indicated in 
Section I of this AI/reement) may be made only by written 
agreement of the parties hereto. 

By 

SECTION VI • TERMINATION 

This Agreement shall remain in effect until tenninated 
through the giving of thirty (30) days written notice to the 
other party of intention to terminate, provided, however, 
notwithstan~).i":\g any such termination, the terms and condi-
tions of this Agreement shall continue In effect so long as 
the Carrier hos SECRET Controlled Shipments in his custody 
or under his control. (Firm) 

SECTION VII - SECURITY COSTS 

This AgTeement does not obligate Government funds. and (Tit/e) 

the Government shall not be liable for any costa or claims of 
the Carrier arising out oC this Agreement or instructions 
issued thereunder. 

(Address) 

WITNESS 

NOTE: In case of corporation, witnesses 
not required but certificate below must be 
completed. Type or print names under all 
sipature •. 

NOTE: Can-iet. U 8 corporation, should cause the lollowinll certillcate to be eJeecuted under its corporate Ileal. provided that 
the same olffeer shall not execute both the Agreement lind the CertU;cete. 

CERTIFICATE 

I, certify that I am the 

of the corporation named as Carrier herein; that 

who signed this Agreement on behalf of the Carrier, was then 

of said corporation; that said Agreement was duly signed for and in behalf of said corporation by authority of its 

governing body; and is within the scope of its corporate powers. 

(Corporate 5".11) (Si/lnlllure) 
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T. "Facility Clearance Register" (DD Form 151.1) and "Registration for 
Scient.Hic and Technical Information Services" (DD Form 1540). The purpose of 
the DD Form 1541 is to provide for uniform certification of a facility's 
security clearance and safeguarding ability to the DTIC, Cameron Station, 
Alexandria, Virginia 22314, and to provide notice to DTIC of changes affecting 
an existing certification. 

a. For initial certifications, part I of the form is executed by the 
contractor in accordance with instructions appearing on the form. It is for
warded in duplicate to the CSO. That office shall complete part II of the form, 
noting in the "Remarks" section any limitations on the facility's eligibility 
to receive and store classified material. The original form, when certified, 
shall be forwarded to the DTIC. The copy is to be retained as a part of the 
official FCL records maintained by the eso. Contractors shall submit the DD 
Form 1541 only when requesting approval of the first DD Form 1540. When 
certified, the DD Form 1541 remains in effect for all future registrations or 
until changes occur affecting the clearance or safeguarding ability of the 
certified facility. 

b. A copy of DD Form 1540 is included for information purposes. It is 
llsed to become eligible for the services of DTIC and must be submitted to that 
activity. Additional copies may be obtained from the following: DTIC, Cameron 
Station, Alexandria, Virginia 22314, ATTN: DTIC-TSR-I. 
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DO Form 1541 

SAMPLE 

FACILITY CLEARANCE REGISTER 

INSTRUCTIONS 

FOR CONTRACTOR: FOR COGNIZANT SECURITY OFFICE: 

1. Complete Part I and retain the lllst copy for your records. 1. Complete Part II. 

2. Forward the original and the remaining copy to the 2. Forwllrd the original to OTIC Ilt the address given 
Director of Industrial Security having security below. Retain the remaining copy for your records. 
cognizance over your company. , 3. If you have no record of facility clearance, return 

3. Separate facility clearance registers are required for forms to the contractor with appropriate explanation. 
each location to which classified materilll will be sent. 

PART I 

I. NAME OF FACILITY 4. TYPED NAME OF REQUESTER (Le.t, Flr.t, Mlddlo 'n"I.1) 

Z. ADORESS (St, •• " City, SI.'e, ZIP Code) (C,. •• III.d ... ,.,1.1 _III be 5. O,.GANIZA TIONAL TITLE OF REQUESTER 
1000a,d.d 10 '"I. add, ••• ) 

e. SIGNATURE OF ,.EQUESTER 

l. ADORESS (S" •• t, Cit,.. Sr.,e, ZIP Code) (Ac:tuellocallon II dlll.,en' 
t,otJ'I 110m J) 

7. OATE (YY_DD) 

PART II 

S. THE FACILITY LISTED IN PART I IS CLEARED TO RECEIVE AND STORE DEPA,.TMENT OF DEFENSE CLASSIFIED MATERIAL UP TO AND .' INCLUDING: 

DSECRET o CONFIDENTIAL 

(Report Immediately to DTIC any chanlle QUeellnil 11Ii. facility clearance) 

9. NAME OF THE COGNIZANT SECURITY OFFICE II. TYPED NAME OF CERTIFYING OFFICIAL (wot, Fire'. Mlddl. Inl,l.1) 

IZ. ORGANIZATIONAL TITLE OF CERTIFYING DFFICIAL 

10. ADDRESS (Streer. Cfty, St.,., ZIP Code) 

n. SIGNATURE OF CERTIFYING OFFICIAL 14. DA TE (YYMMDD) 

15. MAIL TO: Defense Technical Information Center 
ATTN: DTIC·DDR·2 
Cameron Sllltion, Bldg. 5 
Alexandria, Virginia 22314 

16. REMARKS 

REPLACES IDITION OF I SEP .. WHICH 
MAY BE unD UNTIL SUPPLY IS EXNAUSTED 
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b 

REGISTRATION FOR SCIENTIFIC AND FOR DTiC CENTRAL USER FILE 

TECHNICAL INFORMATION SERVICES 000 USER CODE 

(No carbon paper is requited in the completion of this form) 
APPROVING OFFICIAL FORWARD 
COMPLETED FORM TO: 

PART I - REQUESTER APPLICATION CONTRACT SPONSOR 

I. ORGANIZATION NAME DEFENSE TECHNICAL INFORMATION CENTER 
USER CLASSIF"lCATION ATTN: OTIC·DDR.2 

2. ACDRESS (SI,oet, City, St.te, ZIP Code) CAMERON STATION, BLDG. 5 

I'ACILtTY SECURITY CLEARANCE 
Al EXANDRIA. VIRGINIA 22314 

CONTRACT SECURITY CLE .. RANCE PART IV - SUBJECT FIELDS OF INTEREST 
J. ATTENTION LINE OF REQUESTING OFFICIAL (Name: l4." Flt.I, /tIldcDe Initial) CI.

EAAI AD 1 .. ATO I CNWDI 
ANCE Circle required codes below. First Number is 

the Subject Field. the 'second is the more .. ORGANIZATIONAL TITLE 01' REQUESTING OI'FICIAL S. TELEPHONE NO. (Include At •• specific group. See Subject Fields on Reverse. 
Codo) .. SIGNATURE OF REQUESTING OFFICIAL • DATE (YYMMDD) 01~1 06-12 11~1 IS~S I~ 

01~2 06-13 1I~2 15-06 19~5 

01~3 06-14 11~3 IS~1 I~ .. PRIME CONTRACT/GRANT OR ,. EXPIRATION 10 • SECURITY CLASSIFICATION lOa. SPECIA L SECURITY CLASSII'I-
Ol~ 06-15 II~ 16~1 1~7 PROGRAM NO. (6nl.' On. Only) DATE OF ITEM a REQUIRED CATION REQUIRED 

(YYMJlDD) OI~S 06-16 lI~S 16~2 I~S 

o UNCLASSlFIEO O"ATO 02~1 06-11 11-06 16~3 2~1 

o CONFIDENTIAL. o RESTRICTED DATA 02~2 06-18 1I~7 16~ 20~2 

DnCRET o CNWDI 
02~3 06-19 l1~S 16~4.1 2~3 

02~4 06-20 11~9 16~4.2 20~ 
PART II - PRIME CONTRACTOR APPROVAL (If ParI I Is a Subconlractor) 02~S 06-21 11-10 16~4.3 2~f 

II. ORGANIZATION NAME 12. SUBCONTRACT NUMBER 02-06 01~1 11-11 17~1 2000b 
OJ~I 07'()2 11-12 17~2 2~7 

n. ADDRESS (St .... ,. Cit" St.a, •• ZIP Cod.) 03~2 07'03 12~1 17~2.1 20-08 
OJ~J 07~ 12~2 17~3 2~9 

I •. EXPIRATION OATE OF" ITEM 12 
04~1 07~S 13~1 11~4 ~Q-IO (YYAlMDDJ 
0404>2 08~1 13~2 17'()S 20-11 
05-01 08-02 13~J 17~ 20-12 

15. TYPED NAME (~.t. Plr.', Mlddl. Inlll.1) -116. SIGNATURE 117. DATE (YYMMDD) OS~2 08-03 13~4 17~7 20-13 

i OS~3 08~ 13~S 17~8 20-14 
OS~ OS~S 13-06 17.09 21~1 
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U. Letter Agreement to Safeguard Classified Info~tion for an Employee Per
forming Consultant Services. This agreement shall be prepared and executed by 
a contractor if he or she agre£s to accept responsibility for safeguarding 
classified information released to an employee furnishing consultant services. 

The contractor shall send the original to the CSO and distribute copies as 
indicated on the agreement. In case of failure to execute this agreement the 
consultant shall be cleared as a facility. ' 
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-- ~-- ----

• (Sample) 

(Company Letterhead) 

To: __ ~----~--------~----~~~--------__ (cognizant security office) (date) 

Dear -----------------------
In accordance with paragraph 70 of the "Industrial Security Manual for Safeguarding 
Classified Information" (ISM), the cleared to the 

(name of cleared facility) 
level of and an 

~~--~--~~~~--~~----~- -~------~--~--~---------(level of facility clearance) (name of employee) 
employee cleared for access to ______ ~~--~------- classified information, by 

(level) 
____ --~~--------~--~~----~--- on ______ ~~--~-------___ who is serving as a 

(activity granting clearance) (date) 
consultant to hereby jointly 

~~----~--~--~~~--------------------~~~ (name of using facility or user agency activity) 
agree to the following. 

(i) Place classified material received and/or produced by said 
employee in his or her capacity as a consultant into the facility's 
classified material control system. 

(ii) Provide the employee with an approved container in which to store 
classified material relating to his or her consulting activity. 

(iii) Incorporate the facility's standard practice procedures implementing 
the access limitation requirements of paragraphs 70a(2) and 70a(3), 
ISM. 

(iv) Abide by the facility's standard practice procedures in handling 
classified material relating to the employee's consulting activity. 

(v) Advise the cognizant security office and either the contractor or 
the user agency activity to which the employee is a consultant of 
any change in the consultant's status as an employee of the 
facility. 

(date) (employing contractor signature) 

• (title) 

(date) (employee-consultant signature) 

Copy to: 
Facility of Employee Consultant 
Contractor or User Agency to which Employee is Consultant 
Employee Consultant 
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Appendix II. DERIVATIVE CLASSIFICATION INFORMATION 
AND PROCEDURES 

A. Scope and Application. 

CHANGE 1 
DoD 5220.22-M 

1. General. E.O. 12356 prescribes a uniform system for classifying 
and declassifying national security information. The E.O. recognizes that 
it is essential that the public be informed concerning the activities of its 
government, but that the interests of the U.S. and its citizens require that 
certain information concerning the national defense and foreign relations be 
protected against unauthorized disclosure. Information classified under 
E.O. 12356 and prior orders shall be de.classified or downgraded as soon as 
national security considerations permit. Information is declassified based 
on the loss of sensitivity of the information with the passage of time or on 
the occurrence of an event that permits declassification. Information that 
continues to meet the classification criteria, despite the passage of time, 
will remain classified and continue to be protected. 

2. User Agency Information. In compliance with their responsibil
ities under the above E.O., the Secretaries of Defense, Commerce, State, 
Treasury, Transportation, Interior, Agriculture, and Labor; the Attorney * 
General, Department of Justice; the Comptroller General of the United States, 
General Accounting Office; the Chairman, Board of Governors, Federal Reserve 
System; the Administrators, General Services Administration, Small Business 
Administration, National Aeronautics and Space Administration, and Environ
mental Protection Agency; and the Directors. National Science Foundation, 
U.S. Arms Control and Disarmament Agency, Federal Emergency Management 
Agency, and United States Information Agency (all hereinafter referred to * 
as UA's) have prescribed that the provisions of this appendix shall apply 
to all classified information originated in the UA's or by one of their 
components or contractors. This encompasses all classified information 
originated by: the OSD and DoD agencies; the present and former Joint Chiefs 
of Staff and Joint Staff; the Department of Army and former War Department; 
the Department of Navy; the Department of Air Force and former Army Air 
Forces; the U.S. Coast Guard, when acting as a part of Navy, Treasury, or 
Transportation; NASA and predecessor NASA agencies. including the National 
Advisory Committee for Aeronautics; the Ff~. prior and subsequent to its 
assignment to the Department of Transportation, predecessor FAA agencies, 
including the Civil Aeronautics Administration and the Airways Modernization 
Board, formerly of the Department of Commerce; joint committees or agencies 
comprised entirely of representatives from within the above described agencies 
or their predecessor agencies; other U.S. Government agencies whose functions 
have officially transferred to any of the above agencies; and contractorn in 
the performance of contracts awarded by or on behalf of the UA's, their 
components, or their predecessors. 

3. Authority of Contractors. The contractor shall apply and implement 
the provisions of this appendix. unless otherwise instructed by his or her 
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contracting officer !/. In those cases in which a contracting officer 
determines that the material has been improperly designated, the contracting 
officer shall instruct the contractor to mark the material to reflect the 
correct designation. 

4. Responsibility of Contractors. Each contractor who possesses 
classified material affected by this appendix is responsible for initiating 
action to apply the appropriate notation and to change or cancel classifica
tions as prescribed herein. Such actions are the responsibility of each 
holder of classified material; they constitute an implementation of a directed 
action rather than an exercise of the authority for deciding the change or 
cancellation of classification l/. Pending the re-marking of classified 
material, as prescribed in this appendix, the contractor shall safeguard the 
material in accordance with the classification marked on it. 

5. Requests for Advice. When the contractor cannot determine exactly 
which provision of this appendix applies to certain classified information or 
material, he or she shall request advice from the contracting officer concerned. 
If the contracting officer is unknown, or is known to have been abolished, such 
requests will be forwarded through UA contracting channels, as appropriate. If 
the channels are not known, the request will be sent directly to the appropriate 
office shown below. A:I such requests must include a complete description or 
identification of the classified information or document in question. 

a. Army. The Adjutant General, ATTN: DAAG-AMR-S, Department of 
Army, Washington, D.C. 20315 

b. ~. Chief of Naval Material, ATTN: MAT-09B2, Washington, D.C. 
20360 

c. Air Force. HQ AFOSplsPIA, Kirtland AFB, NM 87117 

d. NASA. Headquarters, NASA, ATTN: Code ADA-42, Washington, D.C. 
20546 

e. Commerce. Director of Investigations and Security, Department 
of Commerce, Washington, D.C. 20230 

f. GSA. Director, Security Division, Office of Investigations, 
General Services Administration, Washington, D.C. 20405 

II In those cases in which a contractor receives instructions that appear to 
be in conflict with the provisions of this appendix, the contractor shall 
immediately notify the contracting officer of the conflicting instructions. 
Pending resolution of the problem, he or she shall comply with the most 
recent instructions received from the contracting officer. 

11 The date of the initial specification, drawing, or blueprint from which 
hardware is manufactured may be used as the date from which to compute 
automatic downgrading or declassification of the information, which may be 
disclosed by the hardware. 
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State. Director of Security, Department of State, Washington, 

h. SBA. Director, Office of Security and Investigations, Small 
Business Administration, Washington, D.C. 20416 

i
D.C. 20550 

NSF. Security Officer, National Science Foundation, Washington, 

j. Treasury. Departmental Physical Security Officer, Department of 

Treasury, Washington, D.C. 20220 

k. Transportation. Chief, Security Division, Department of Trans

portation, Washington, D.C. 20590 

1. Interior. Defense Coordinator, Department of the Interior, 

Washington, D.C. 20240 

m. Agriculture. Department Security Officer, Department of Agri

culture, Washington, D.C. 20250 

n. USIA. Chief, Physical Security Division, U.S. Information 

Agency, Washington, D.C. 20547 
* 
* 

o. Labor. Chief, Physical Security Branch, Office of the Assistant 
Secretary for Administration, Department of Labor, Washington, D.C. 20210 

p. EPA. Director, Security and Inspections Staff, Environmental 
Protection Agency, Washington, D.C. 20460 

q. FR~. Associate Director, Division of Support Services, Board of 
Governors, Federal Reserve System, Washington, D.C. 20551 

r. Justice. Directclr, Security and Administrative Programs Staff, 
Office of Management and Finance, Department of Justice, Washington, D.C. 20530 

s. ACDA. Security Office, U.S. Arms Control and Disarmament 

Agency, Washington, D.C. 20451 

t. FE}1A. Security Officer, Federal Emergency Management Agency, 
Room 4207, 18th~ Streets, NW, Washington, D.C. 20405 

u. GAO. Director, Office of Security & Safety, General Accounting 

Office, Washington, D.C. 20548 

w. If the contractor is unable to obtain advice from the UA's 
listed above, assistance may be requested from the Deputy Under Secretary of 
Defense for Policy, ATTN: Director, Information Security, The Pentagon, 
Washington, D.C. 20301. 
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B. Do~mgrading/Declassification and "Classified by" Line Procedurl7s. 

--- ._--------

1. General. All derivatively classified materia.'. ~'hall be marked to 
r~fl~ct de7l~ssifi~at~on instructions, the source of clas~ification (shown on 
~ e Class1f1ed by l1ne), and, if applicable, downgrading instructions 
~cuments shall show the required information either on the cover' firs~ a e 

t1tle page, or in a similarly prominent position. Other material'shall ~ g , 
the requ:ired information on the material itself or, if not practical, ins ow 
related or accompanying documentation. 

The markings used to show this information shall be as follows: 

CLASSIFIED BY (Required) 
DOWNGRADE TO --------=O:":'N---
DECLASSIFY ON -------~~ (As Appropriate) 

(Required) 

. a. On electronically transmit ted messages, the "classified by" line 
1S not required; the oth~~ markings are required and may be included on the last 
line of text and may b~ abbreviated as follows: 

DNG/"s" or "C"I (d ate or event) 
DECL 

--~--------------

the DOE. ~ORME~~e~~;~R~~~~i~!~g RESTRICTED DATA may only be declassified by 
. A may only be declassified on a joint 

determinatl.ol1 by the DoD and the DOE. Therefore, only a "Classified by" line 
is shown on the material. The "Declassify on" line is not to be d use . 

2. The "Classified by" line. 

a. In completing the "Classified by" line, the contractor shall 
identify the applicable DD Fo~ 254 (see paragraph b below) or other UA 
guidance. In addition, if any single guidance source other than or 
~upplemental to, the applicable DD Form 254 is followed, that so~rce 

e ~hown in such a way that, standing alone, it will be sufficiently 
to l.dentify it, including its date. If two or more guidance sources 
than ~r.in addition to the applicable DD Form 254 are followed, the 
ident1f~cation of the DD Form 254 will be followed by the phrase "~ultiple 
source: (for example, DD Form 254, August 30, 1982, R.FQ 1112345, Multiple 
S~urce,,). In each such case, when the phrase "multiple sources" is used th 
c~ntr~~tor shall maintain adequate records to support the application of , thee 
c ass ication marking and shall retain such records for the duration of the 
~ontract or program under which the document was created. The records could 
take the form o~ a bibliography identifying the applicable classification 
sources and be 1ncluded in the text. 

will also 
complete 
other 

b. Identification of the applicable DD Form 254 in the "Classified 
by" line will always include at least the following: 

(1) the date of the DD Form 254, and 
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(2) the specific designator (for example, contract number) of 
the contract or other requirements document for which the DD Form 254 was 
issued ].1. 

3. The "Declassify on" Line. In completing the IIDeclassify on" line, 
the contractor shall use the information specified in or with the DD Form 254 
provided by a UA or cite the source document. 

4. The "Dolrograde to" Line. In completing the "Downgrade to" line, the 
contractor shall insert SECRET or CONFIDENTIAL and an effective date or event 
as indicated in or with the DD Fo~ 254, or cite the source document. 

C. Applying Derivative Markings to New Material. 

1. Pre-August 1, 1982. New material that derives its classification 
from material classified or issued prior to August 1, 1982 shall be treated as 
follows. 

a. If the DD Form 254 or source material bears a date or event 
for declassification, that date or event shall be applied to the new material. 

b. If the DD Form 254 or source material bears no date or event 
for declassification, bears an indefinite date or event, or is marked for 
declassification review, the new material shall be marked with the notation.: 
"Originating Agency's Determination Require.d" or "OADR." 

2. After August 1, 1982. New material that derives its classification 
from a DD Form 254 or source material bearing a date on or after August 1, 
1982 shall be marked with the declassification date or event, or with the 
notation, "Originating Agency',s Determination Required," or "OADR" as 
specified in the DD Form 254 or source material. 

D. Most Restrictive Marking Determination. In all cases where a new 
document or material is classified based on "multiple sources," the most 
remote date or event for declassification shown on any source shall be 
assigned to the new document or m.aterial. If any source shows the notation 
"Originating Agency's Determination Required" or "OADR," the new document or 
material shall also be assigned this notation. For example, if one source 
indicates declassification on December 31, 1988 and anotr.er source indicates, 
"Originating Agency's Determination Required," or "QADR," the notation, 
"Originating Agency's Determination Required," or "OADR" shall be assigned to 
the new material, because it is the most restrictive marking. 

11 For potential prime contractors responding to an IFB, RFQ, or RFP, when no 
contract deSignator is shown in item 3a of the DD Form 254, the designator 
shown in item 3c of the DD Form 254 shall be used. Prime contractors and 
subcontractors at all tiers shall use the designator set forth in item 3a 
of the DD Form 254. 
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E. Downgrading/Declassification Actions for Pre-August I, 1982 Material. 

1. Documents and materia} classified under E.O. 12065, and predecessor 
E.O. 's that are marked for automatic downgrading or declassification on a 
specified date or event, may be downgraded a~d declassified pursuant to such 
markings. Such documents or material need not be re-marked, except in accor
dance with paragraph lld. Information extracted from these dOC,uments or mate
rial for use in new documents or material shall be marked for declassification 
as specified in the source document. 

2. Documents and material classified under E.O. 12065, and predecessor 
E.O. 's that ar.e not marked for automatic downgrading or declassification on a 
specified date or event, shall not be downgraded or declassified without 
authorization of the originating agency. Such documents or material need not 
be re-marked. Information extracted from these documents or material for use 
in new documents or material shall be marked for declassification on the 
determination of the originating agency; that is, the "Declassify on" line 
shall be completed Mith the notation, "Originating Agencv1s Determination 
Required," or "OADR." 

F. Extracts of Information. Informati(.L extr .. c<!d from a classified source 
shall be derivatively classified or not cl 1 Ssified, in accordance with the 
classification markings shown in the source. The overall and internal 
markings of the source should supply adequate classification guidance. If 
internal markings or classification ~uidance are not found in the source, and 
no reference is made to an app,lic" ... e and available classification guide, the 
extracted information shall be' ,,-ssified according either to the overall 
marking of the source or the guidance obtained from the classifier of the 
source materic;;l.= 

G. Changing Cl~iea. Inn. Markings. At the time the material is actually 
downgraded or QeclassLfied r the action to change the classification markings 
shall be ini~~ateti and performed, in accordance with the provisions of 
paragraph 11. When classification markings are rhanged or canceled, an entry, 
whe appropriate, shall be made in the control station records preRcriberl in 
pardgraph 12, to reflect such change or cancellation. 

H. Release of Declassified Information. Declassification, either 
automatically or hy individual review and determination, is not automatically 
an approval for public disclosure. Accordingly, c,clltractors shall request 
approval for public disclosure of "declassified" information, in accordance 
with the provisions of paragraph 50. 
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Appendix III. FOREIGN CLASSIFIED CONTRACTS 

Table outlining Responsibilities for Security Actions. 

Certain duties which this manual assigns to the contracting officer or to the 
contracting UA are, with respect to foreign classified contracts, assigned 
to the Deputy Director (Industrial Security), HQ DIS, the administrative 
contracting office, or the CSO. 

Table I shows the assignment of these duties. Contractors will submit their 
requests for instructions or guidance as set forth below. Duties not specifi-

reserved to the foreign government agency or foreign cally assigned herein are h 11 
contracting activity concerned. Requests for instructions in such cases s a 
be submitted through the Deputy Director (Industrial Security), HQ DIS. 
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Action 

1. Approves retention of classified information 
by contractor or subcontractor. 

2. Authorizes and provides instruction for trans
mission of classified information outside the 
facility. 

3. Authorize.s reproduction of classified infor-
mation. 

4. Authorizes destruction of certain classified 
information. 

5. 
6. 
7. 
8. 

9. 

10. 

Approves electrical alarm service. 
Approves controlled area. 
Approves visits for Categories 2 and 3. 
Authorizes disclosure of TOP SECRET 
information to subcontractor. 
Receives notification of award of clas
sified subcontractor 3/. 
a. Approves Security-Classification 

Guidance for subcontracts. 
b. Obtains Security Classification 

Guidance for subcontracts. 

Table 1 

References 

Deputy 
Director 

(Industrial 
Security), 

HQ DIS 

Pars. 51, 5m, and 64, ISM •...•• 

Pars. 5 and 17, ISM ••••..••.••. 

Par. 18. ISM ••••••.•••..••••.•. 

Par. 19, ISM .••••••••••.••••••• 

Pars. 35 and 36, ISM •••.••••••• 
Par. 34, ISM •••.••••••••••••••• 
Par. 41, ISM ••.••••••.••••••••• 
Par. 59, ISM ••••••••••••••••••• 

Par. 62, ISM •••••.•••••.••••••• 

Par. 60. ISM •••••••••••••••••.•• 

X 

X 

Admin
istrative 

Contracting 
Officer 

x 

x 

x 

x 

x 21 
X 21 
X II 
X 

X 

x 

x 

Cognizant 
Security 
Office 

x 

X 
X 

x 

11 Some foreign contracts will be managed by foreign personnel directly from the country concerned, the country's Washington 
embassy, or other means with no U.S. contracting officer involved. U.S. UA's control Category 4 type visits 
as well as Category 3. Necessary coordination will be effected with the Deputy Director (Industrial Security), HQ DIS, 
the CSO, and the contractor concerned. 

11 If costs are involved, the administrative contracting officer authorizes and provides instruction for transmission on 
classified information outside the facility. 

~I This notice shall be sent to the CSO of the subcontractor. 
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Appendix IV. REQUIREMENTS FOR THE CONSTRUCTION OF STORAGE VAULTS 
AND STRONGROOMS 

A. Application. This appendix specifies the minimum standards required 
for the construction of vaults and strongrooms used as storage facilities 
for classified material, in accordance with paragraph 14 of this manual. 
These standards apply to all new construction and reconstruction, altera
tions, modifications, and repairs of existing vaults or strongrooms. They 
will also be used for evaluating the adequacy of existing vaults and 
strongrooms. 

B. Class A Vault. 

* 
* 
* 
* 
* 
* 
* 

1. Floor and Walls. Th<! thickness of the floor and walls must be * 
determined by structural requirements. but may not be less than 8-inch-thick 
reinforced concrete. Walls are to extend to the underside of the roof/ceiling 
slab above. 

2. Roof/Ceiling. The roof or ceiling must be a monolithic reinforced 
concrete slab of a thickness to be determined by structural requirements, but 
not less thick than the walls and floors. 

3. Vault Door and Frame Unit. The vault door and frame unit shall be 
one that was originally procured from the FSS 1/. 

4. Lock and Locking Parts. The lock shall conform to Underwriters' 
Standard No. 768 Group I-R. It shall be equipped with a "top-reading, spy
proof type dial." The UL label is considered adequate evidence of compliance 
with these requirements. Axial play on the level handle spindle shall not 
exceed 1/16 inch. The locks, lock bolt, door holt operating cam, and bolt 
operating ltnkage connected thereto shall be protected by a tempered steel 
alloy hardplate located in front of the parts to be protected. Such hardplate 
to be at least 1/4 inch in thickness and to be in the Rockwell hardness range 
of C-63 to C-65. The front plate, edge plates, back plates, and cap sheet 
shall be of manufacturers' standard construction. The cap sheet of the door 
will have an inspection plate of such size that its removal will permit 
examination and inspection of the combination lock and operating cam area 
without removal of entire back cap sheet of the door . 

5. Miscellaneous Opening. Omission of all miscellaneous openings is 
desirable, but not mandatory. However, in all instances openings for heating 
and ventilating ducts, pipes, and conduits shall not exceed 96 square inches 
in size. Pipes and conduits entering the vault shall enter through walls 

1/ Vault doors are listed in the PSS (PSC Group 71, Part III, Section E, 
PSC Class 7110). Vaults equipped with doors that do not meet these 
specifications may qualif, as strongrooms, if the construction meets the 
minimum requirements outlined in paragraph F of this appendix. 
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that are not common to the vault and the structure housing the vault. 
Preferably such pipes and conduits should be installed when the vault is 
constructed. If this is not practical, they shall be carried through 
snug-fitting pipe sleeves cast in the concrete. After installation, the 
annular space between the sleeve and the pipe or conduit shall be caulked 
solid with lead, wood, waterproof (silicone) caulking, or simila~ material, 
which will give evidence of surreptitious removal. The construction standards 
for man-safe barriers outlined in paragraph F-5 shall be followed when 
securing openings. 

C. Class B Vault. 

1. Floor. The floor should be a monolithic concrete construction of 
the thickness of adjacent concrete floor construction, but not less than 4 
inches thick. 

2. Walls. The walls should be not less than 8-inch-thick brick, 
concrete block, or other masonry units. Hollow masonry units shall be the 
vertical cell type (load bearing) filled with concrete and steel reinforcement 
bars. Monolithic steel-reinforced concrete walls at least 4 inches thick may 
also be used, and shall be used in seismic areas. Walls are to extend to the 
underside of the roof or ceiling above. 

3. Roof/Ceiling. The roof or ceiling must be a monolithic reinforced 
concrete slab of a thickness to be determined by structural requirements. 

4. Vault Door and Frame Unit. See paragraph B3. 

5. Lock. See paragraph B4. 

6. Miscellaneous Openings. See paragraph B5. 

D. Class C Vault. 

1. Floor. See paragraph C1. 

2. Walls. Walls must be not less than 8-inch-thick hollow clay tile 
(vertical cell double shells) or concrete blocks (thick shells). Monolithic 
steel-reinforced concrete walls at least 4 inches thick may also be used. 
Where hollow clay tiles are used and such masonry units are flush, or in 
contact with, facility exterior walls, they shall be filled with concrete and 
steel-reinforced bars. Walls are to extend to the underside of the 
roof or ceiling above. 

3. Roof/Ceiling. See paragraph C3. 

4. Vault Door and Frame Unit. See paragraph B3. 

5. Lock. See paragraph B4. 

6. Miscellaneous Openings. See paragraph B5. 
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E. Structural Design. In addition to the requirements given above, the 
wall, floor, and roof construction shall be in accordance with nationally 
recognized standards of structural practice. For the vaults described above, 
the concrete shall be poured in place, and will have a minimum 28-day 
compressive strength of 2,500 pounds per square inch. 

F. Strongrooms. A strongroom, as referred to in paragraph 14a(3)(£), shall 
be considered to b~ an interior space of the cleared facility or complex (see 
paragraph 3t) enclosed by, or separated from, other facility spaces by four 
walls, a ceiling, and a floor, all of which are constructed o£ solid building 
materials. Under this criterion, rooms having a false ceiling, and walls 
constructed of fabrics, wire mesh, or similar materials, shall not qualify 
as a strongroom. For strongrooms not located within a complex, the floor, 
ceiling, or walles) that is an exterior part of the building and less than 
18 feet from the ground or from an access point, or adjoining another 
firm's space, shall be constructed as outlined in paragraphs Cl, C3, and 
D2, respectively. Advise regarding use of solid building materials in 
strongroom construction may be pLovided by the CSO. Specific construction 
standards are as follows. 

1. Hardware. Heavy-duty builder's hardware shall be used in con
struction. All screws, nuts, bolts, hasps, clamps, bars, 2-inch square 
mesh of No. 11 gage wire (hereinafter referred to as "~Iire mesh"), 18 gauge * 
expanded metal, hinges, pins, and the like, shall be securely fastened to 
preclude surreptitious entry and ensure visual evidence of tampering. 
Hardware accessible from outside the area shall be peened, brazed, or 
spot-welded to preclude removal. * 

2. Walls and Ceilings. Construction shall be of plaster, gypsum board, 
metal, hardboard, wood, plywood, or other materials offering similar resistance 
to, and evidence of, unauthorized entry into the area. Insert-type panels 
shall not be used. 

3. Floors. Floors shall be of solid construction, utilizing materials 
such as concrete, ceramic tile, and wood. 

4. Windows. Window openings less than 18 feet from an access point 
(such as, another window outside the area, roof, ledge, or door) shall be 
fitted with 1/2 inch bars (separated by no more than 6 inches), plus cross
bars to prevent spreading, 18 gauge expanded metal, or wire mesh securely 
fastened on the inside to preclude surreptitious removal. In addition to 
being kept closed at all times, the window shall be translucent or opaqued by 
any practical method, such as painting or covering the inside of the window. 

5. Miscellaneous Openings. Openings for ducts, pipes, registers, sewers 
and tunnels of such size and shape as to permit unauthorized entry, for example, 
in excess of 96 square inches, shall be equipped with man-safe bgrriers such 
as wire mesh, 18 gauge expanded metal, or steel bars of at least 1/2 inch in 
diameter extending across their width with .:l maximum space of 6 inches between 
the bars. The steel bars shall be securely fastened at both ends to preclude 
removal, with crossbars to prevent spreading. Where wire mesh, expanded 
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metal, or steel bars are 
fied material within the used, care shall be exercised to ensure that classi-
instrument. room cannot be removed with the aid f o any type of 

Wh 6. Doors. Doors shall be substantially 
en windows, panels, or similar i constructed of wood or metal. 

18 gauge expanded metal or wi op~n ngs are used they shall be secured with 
windows shall be translucent re mes securely fastened on the inside The 

or opaqued. When doo . 
astragal (overlapping molding) shall b i rs are used in pairs, an 

e nstalled where the doors meet. 

7. Door Louvers and Baffle Plates. Wh 
with wire mesh fastened inside the room. en used, they shall be reinforced 

8. Door Locking Devices Doors sh 11 
t~ree-position dial-type chang;able combi a be secured by either a built-in 
d1al-type changeable combination padlock nation lock or a three-position 
which is secured to th db' as specified in paragraph 14a(3)(d), 

e oor y a solid metal hasp. 

G. Approvals. The eso and h 
establish, and the extent of t he contractor shall agree on the need to 
~'-- _... _ , t e vault or strom~r i 
~Ilt:! contract, when possible b~-·QQm pr_or to the award of 
become appaient during th ' or

f 
su sequently when the need for such areas 

e per ormance on the contract. 
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Appendix V. REQUIREMENTS FOR THE CONSTRUCTION OF CLOSED AREAS 

A. Application. This appendix specifies the minimum safeguards and 
stal,dards required for the construction of closed areas that are used for 
safeguarding classified material, in accordance with the provisions of sec
tion IV of this manual. These criteria and standards apply to all new 
construction and reconstruction, alterations, modifications, and repairs 
of existing areas. They will also be used for evaluating the adequacy of 
existing areas. 

B. Requirements, 

1. Hardware. Heavy duty builder's hardware shall be used in con
struction, and al1. screws, nuts, bolts, h8sps, c.lamps, bars, 2-inch square 
mesh of No. 11 gage wire (hereinafter referred to as "wire mesh"), 18 gauge 
expanded metal, hinges, pins, and so on, shall be securely fastened to 
preclude surreptitious removal and ensure visual evidence of tampering. 
Hardware accessible from outside the area shall be peened, pinned, brazed, 
or spot-welded to preclude removal. 

* 

2. Walls. Construction shall be of plaster, gypsum wallboard, metal 
panels, hardboard, wood, plywood, or other opaque materials offering similar 
resistance to, and evidence of, unauthorized entry into the area. If insert
type ~anels are used, a method shall be devised to prevent the removal of such 
panels without leaving visual evidence of tampering. Area barriers up to a 
heigh' of 8 feet shall be of opaque or translucent construction, where visual 
acceSb is a factor. If visual access is not a factor, tbe area barrier walls 
may be of wire mesh, or other non-opaque material offerin.g similar resistance 
to, and evidence of, unauthorized entry into the area. 

3. Windows. Window openings less than 18 feet from an access point 
(for example, another window outside the area, roof, ledge, or door,) shall be 
fitted with 1/2-inch bars (separated by no more than 6 inches), plus cross
bars to prevent spreading, 18 gauge expanded metal, or wire mesh securely 
fastened on the inside. When visual access is a factor, the windows shall be 
kept closed and locked at all times, and shall also be made translucent or 
opaque by any practical method, such as painting or covering the inside of the 
glass. During non-duty hours, the windows shall be closed and securely 
fastened to preclude surreptitious removal of classified material. 

4. Doors. Doors shall be substantially constructed of wood or metal. 
When windows, panels, or similar openings are used, they shall be secured with 
18 gauge expanded metal or with wire mesh securely fastened on the inside. If 
visual access is a factor, the windows shall be translucent or opaqued. When 
doors are used in pairs, an astragal (overlapping molding) shall be installed 
where the doors meet. 

5. Door Louvers or Baffle Plates. When used, they shall be reinforced 
with 18 gauge expanded metal or with wire mesh fastened inside the area. 
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6. Door Locking Devices. Entrance doors shall be secured with either 
a built-in three-position dial-type changeable combination lock, a three~
position dial-type changeable combination padlock, as specified in paragraph 
14a(3)(g), or with one of the key-operated padlocks with high security cylin
ders as described in paragraph 34a(3). Other doors shall be secured from the 
inside with a panic bolt (for example, actuated by a panic bar); a dead bolt; 
a rigid wood or metal bar (which shall preclude "springing"), which extends 
across the width of the door and is held in position by solid clamps, 
preferably on the door casing; or by other means approved by the CSO. 

7. Ceilings. Ceilings shall be constructed of plaster, gypsum 
wallboard material, panels, hardboard, wood, plywood, ceiling tile, or other 
material offering similar resistance to and d'etection of unauthorized entry 
Wire mesh, or other non-opaque material offering similar resistance to, and' 
evidence of, unauthorized entry into the area may be used if visual access to 
classified material is not a factor. When wall barriers do not extend to the 
ceiling and a false ceiling is used it shall be reinforced with wire mesh, 18 
gauge expanded metal, alarmed as outlined in paragraph 35, or otherwise 
secured with heavy-duty builder's hardware. (This feature also applies when 
panels are removable and entry can be gained into the area without visible 
detection.) When wire mesh or expanded metal are used, they must overlap the 
adjoining walls and be secured in a manner which precludes removal without 
leaving evidence of tampering. In those instances where barrier walls of an 
area extend to a solid ceiling, there is no necessity for reinforcing a false 
ceiling. 

8. Ceilings (Unusual Cases). It is recognized that instances arise so 
that contractors may have a valid justification for not erecting a solid sus
pended ceiling as part of the areas. especially in high-ceilinged hangars. The 
contractor may state that it is impractical to use a suspended ceiling because 
of his or her production methods. such as the use of overhead cranes for the move
ment of bulky equipment within the area. There are also cases wherein the air 
conditioning system may be impeded by the construction of a solid suspended 
ceiling (for example. ADP Centers). At times. even the height of the classified 
material may make a suspended ceiling impractical. In such cases, special 
provisions shall be made to ensure that surreptitious entry to the area cannot 
be obtained by entering the area over the top of the barrier walls (such as. 
approved motion detection devices). Areas of this type should be closely 
scrutinized to ensure that the structural safeguards are adequate to preclude 
entry via adjacent pipes. catwalks. ladders, and the like, or observation, if 
visual access in a factor. 

9. Miscellaneous Openings. Where ducts. pipes. registers. sewers, and 
tunnels are of such size and shape as to permit unauthorized entry, for example, 
in excess of 96 square inches. they shall be secured by 18 gauge expanded metal 
or wire mesh. or. where more practical, by steel bars at least 1/2-inch in 
diameter extending across their width, with a maximum space of 6 inches 
between the bars. The steel bars shall be securely fastened at both ends to 
preclude removal and shall have crossbars to prevent spreading. When wire 
mesh. expanded metal, or steel bars are used, care must be exercised to ensure 
that classified material cannot be removed through the openings with the aid 
of any type instrument. Care shall be taken to ensure that a barrier placed 
across any waterway (sewer or tunnel) will not cause clogging or offer 
obstruction to the free flow of water sewage. 
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Appendix VI. EXTRACTS OF THE ESPIONAGE AND SABOTAGE ACTS ~~D OTHER 
FEDERAL CRIMINAL STATUTES 

U.S.C. 18 § 793. Gathering. transmitting, or losing defense information 

(a) Whoever, for the purpose of obtaining information respecting the 
national defense with intent or reason to believe that the information is to 
be used to the injury of the United States, or to the advantage of any foreign 
nation, goes upon, enters, flies over, or otherwise obtains information con
cerning any vessel, aircraft, work of defense. ~avy yard, naval station. sub
marine base. fueling station, fort. battery. torpedo station. dockyard, canal, 
railroad, arsenal, camp. factory, mine. telegraph, telephone, wireless, or 
signal station, building, office. research laboratory or station or other place 
connected with the national defense owned or constructed, or in progress of 
construction by the United States or under the control of the United States, or 
of any of its officers. departments. or agencies. or within the exclusive 
jurisdiction of the United States. or any place in which any vessel, aircraft. 
arms, munitions. or other materials or instruments for use in time of war are 
being made, prepared. repaired, stored. or are the subject of research or 
development, under any contract or agreement with the United States or any 
department or agency thereof, or with any person on behalf of the United 
States. or otherwise on behalf of the United States, or any prohibited place 
so designated by the President by proclamation in time of war or in case of 
national emergencv in which anything for the use of the Army, Navy. or Air 
Force is being pr~pared or constructed or stored. information as to which 
prohibited place the President has determined would be prejudicial to the 
national defense; or 

(b) Whoever, for the purpose aforesaid. and with like intent or reason to 
believe, copies, takes. makes, or obtains. or attempts to copy. take, make; or 
obtain. any sketch. photograph. photographic negative. blueprint. plan. map. 
model. instrument. appliance. document, writing, or note of anything connected 
with the national defense; or 

(c) Whoever. for the purpose aforesaid. receives or obtains or agrees or 
attempts to receive or obtain from any person. or from any source whatever. any 
document, writing. code book. signal book. sketch. photograph. photographic 
negative. blueprint. plan. map. model. instrument, appliance. or note of any
thing connected with the national defense, knowing or having reason to believe. 
at the time he receives or obtains. or agrees or attempts to receive or obtain 
it. that it has been or will be obtained. taken. made. or disposed of by any 

; person contrary to the provisions of this chapter; or 

(d) Whoever. lawfully having posseSSion of. access to. control over. or 
being entrusted with any document. writing, code book, signal book, sketch, 
photograph, photographic negative. blueprint. plan. map. model. instrument. 
appliance. or note relating to the national defense. or information relating to 
the national defense which information the possessor has reason to believe 
could be used to the injury of the United States or the advantage of any 
foreign nation. willfully communicates. delivers. transmits or causes to be 
communicated. delivered. or transmitted or attempts to communicate. deliver. 
transmit or cause to be communicated. delivered or transmitted. the same to any 
person not entitled to receive it. or willfully retains the same and fails to 
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deliver it on demand to the officer or employee of the United States entitled 
to receive it; or 

(e) Whoever, having unauthorized possession of, access to, or control 
over any document, writing, code book, signal book, sketch, photograph, photo
graphic negative, blueprint, plan, map, model, instrument, appliance, or note 
relating to the national defense or information relating to the national 
defense which information the possessor has reason to believe could be used to 
the injury of the United States or to the advantage of any foreign nation, 
willfully communicates, delivers, transmits or causes to be communicated, 
delivered, or transmitted, or attempts to communicate, deliver, transmit or 
cause to be communicated, delivered, or transmitted the same to any person not 
entitled to receive it, or willfully retains the same and fails to deliver it 
to the officer or employee of the United States entitled to receive it; or 

(f) Whoever, being entrusted with or having lawful possession or control 
of any document, writing: code book, signal book, sketch, photograph, photo
graphic negative, blueprint, plan, map, model, instrument, appliance, note, 
or information, relating to the national defense, (1) thr.ough gross negligence 
permits the same to be removed from its proper place of custody or delivered 
to anyone in violation of his trust, or to be lost, stolen, abstracted, or de
stroyed, or (2) having knowledge that the same has been illegally removed from 
its proper place of custody or delivered to anyone in violation of his trust, 
or lost, or stolen, abstracted, or destroyed, and fails to make prompt report 
of such loss, theft, abstraction, or destruction to his superior officer --

Shall be fined not more than $10,000 or imprisoned not .IDore 
than ten years, or both. 

(g) If two or more persons conspire to violate any of the foregoing pro
visions of this section, and one or more of such persons do any act to effect 
the object of the conspiracy, each of the parties to such conspiracy shall be 
subj ect to the punishment provided for the offense wh·ich is the obj ect of such 
conspiracy. 

U.S.c. 18 § 794. Gathering or delivering defense informatilJn to aid foreign 
governments 

(a) Whoever, with intent or reason to believe that it is to be used to 
the injury of the United States or to the advantage of a foreign nation. com
municates, delivers, or transmits, or attempts to communicate, deliver, or 
transmit, to any foreign government, or to any faction or party or military or 
naval force within a foreign country, whether recognized or unrecognized by 
the United States, or to any representative, officer, agent, employee, 
subject, or citizen thereof, either directly or indirectly, any document, 
writing, code book, signal book, sketch, photograph, photographic negative, 
blueprint, plan, map, model, note., instrument, appliance, or .information 
relating to the national defense, shall be punished by death or by imprison
ment for any term of years or for life. 

(b) Whoever, in time of war, with intent that the same shall be communi
cated to the enemy, collects, records, publishes, or communicates, or attempts 
to elicit any information with respect to the movement, numbers, description, 
condition, or disposition of any of the Armed Forces, ships, aircraft, or war 
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material of the United States, or with respect to the plans or conduct, or sup
posed plans or conduct of any naval or military operations, or with respect to 
any works or measures undertaken for or connected with, or intended for the 
fortification of defense of any place, or any other information relating to 
the public defense, which might be useful to the enemy, shall be punished by 
death or by imprisonment for any term of years or for life. 

(c) If two or more persons conspire to violate this section, and one or 
more of such persons do any act to effect the object of the conspiracy, each 
of the parties to such conspiracy shall be subject to the punishment provided 
for the offense which is the object of such conspiracy. 

U.S.c. 18 § 795. Photographing and sketching defense installations 

(a) Whenever, in the interests of national defense, the President defines 
certain vital military or naval installations or equipments as requiring pro
tection against the general dissemination of information relative thereto, it 
shall be unlawful to make any photograph, sketch, picture, drawing, map, or 
graphical representation of such vit~l military and naval installations or 
equipment without first obtaining permission of the commanding officer of the 
military or naval post, camp, or station, or naval vessels, military and naval 
aircraft, and any separate military or naval command concerned, or higher 
authority, and promptly submitting the product obtained to such commanding 
officer or higher authority for censorship or such other action as he may deem 
necessary. 

(b) Whoever violates this section shall be fined not more than $1,000 or 
imprisoned not more than one year, or both. 

U.S.c. 18 § 796. Use of aircraft for photographing defense installations 

Whoever uses or permits the use of an aircraft or any contrivance used, 
or designed for navigation or flight in the air, for the purpose of making a 
photograph, sketch, picture, drawing, map, or graphical representation of vital 
military or naval installations or equipment, in violation of section 795 of 
this title, shall be fined not more than $1,000 or imprisoned not more than 
one year, or both. 

U.S.c. 18 § 797. Publication and sale of photographs of defense installations 

On and after thirty days from the date upon which the President defines 
any vital military or naval installation or equipment as being within the 
category contemplated under section 795 of this title, whoever reproduces, 
publishes, sells. or gives away any photograph. sketch, picture. drawing, map. 
or graphical representation of the vital military or naval installations or 
equipment so defined. without first obtaining permission of the commanding 
officer of the military or naval post. camp, or station concerned, or higher 
authority, unless such photograph, sketch, picture, drawing, map. or graphical 
representation has clearly indicated thereon that it has been censored by the 
proper military or naval authority, shall be fined not more than $1,000 or 
imprisoned not more than one year, or both. 
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U.S.C. 18 § 798. Disclosure of classified information 

(a) Whoever knowingly and willfully communicates, furnishes, transmits, 
or otherwise makes available to an unauthorized person, or publishes, or uses 
in any manner prejudicial to the safety or interest of the United States or 
for the benefit of any foreign government to the detriment of the United 
States any classified information --

(1) concerning the nature, preparation, or use of any code, cipher, 
or cryptographic system of the United States or any foreign government; or 

(2) concerning the design, construction, use, maintenance, or repair 
of any device, apparatus, or appliance u~ed or pr~pared or planned for use by 
the United States or any foreign government for cryptographic or communication 
intelligence purposes; or 

(3) concerning the communication intel.ligence activities of the 
United States or any foreign government; or 

(4) obtained by the processes of communication intelligence from the 
communicatio~s of any foreign government, knowing the same to have been obtained 
by such processes --

Shall be fined not more than $10.000 or imprisoned not more 
than ten years, or both. 

(b) As used in subsection (a) of this section --

The term "classified information" means information which, at the 
time of a violation of this section, is, for reasons of national security, 
specifically designated by a United States Government Agency for limited or 
restricted dissemination or distribution; 

The terms "code," "Cipher," and "cryptographic system" include in 
their meanings, in addition to their usual meanings, any method of secret writ
ing and any mechanical or electrical device or method used for the purpose of 
disguising or concealing the contents, significance, or meanings of communi
cations; 

The term "foreign government" incluc:les in its meaning any person or 
persons acting or purporting to act for or on b~half of any faction, party, 
department, agency, bureau, or military force of or within a foreign country, 
or for or on behalf of any government or any person or persons purporting to 
~ct as a government within a foreign country, whether or not such government 
is recognized by the United States; 

The term "communication intelligence" means all procedures and 
methods used in the interception o! communications and the obtaining of infor
mation from such communications"by other than the intended recipients; 

The term "unauthorized person" means any person who, or agency which,. 
is not authorized to receive information of the categories set forth in subsec
tion (a) of this section. by the President. or by the head of a department or 
agency of the United States Government which is expressly designated by the 

266 

.. }> 

~-~ 

.;~ 

-.J.r 

4 

o 

President to engage in communication intelligence activities for the United 
States. 

(c) Nothing in this section shall prohibit the furnishing, upon lawful 
demand, of information to any regularly constituted committee of the Senate or 
House of Representatives of the United States of America, or joint committee 
thereof. 

U.S.C. 18 § 799. Violation of regulations of national aeronautics and space 
administration 

Whoever willfully shall violate, attempt to violate, or conspire to vio
late any regulation or order promulgated by the Administrator of the National 
Aeronautics and Space Administration for the protection of security of any 
laboratory. station, base or other facility, or part thereof, or any aircraft, 
missile. spacecraft, or similar vehicle, or part thereof, or other property or 
equipment in the custody of the Administration, or any real or personal prop
erty or equipment in the custody of any contractor under any contract with the 
Administration or any subcontractor of any such contractor, shall b~ fined not 
more than $5,000, or imprisoned not more than one year, or both. 

U.S.C. 18 § 2153. Destruction of war material, war premises, or war utilities 

(a) Whoever. when the United States is at war, or in times of national 
emergency as de.clared by the President or by the Congress, with intent to in
jure, interfere with, or obstruct the United States or any associate nation in 
preparing for or carrying on the war or defense activities, or, with reason to 
beli.eve that his act may injure, interfere with, or obstruct the United States 
or any associate nation in preparing for or carrying on the war or defense 
activities. willfully injures, destroys. contaminates or infects or attempts to 
so injure, destroy, contaminate or infect so any war material, war premises, 
or war utilities, shall be fined not more than $10,000 or imprisoned not more 
than thirty years, or both. 

(b) If two or more persons conspire to violate this section, and one or 
more of such persons. do any act to effect the object of the conspiracy. each 
of the parties to such conspiracy, shall be punished as provided in subsection 
(a) of this section. 

U.S.C. 18 § 2154. Production of defective war material, war premises, or war 
utILl.ties 

(a) Whoever, when the United States is at war, or in times of national 
emergency as declared by the President or by the Congress, with intent to in
jure. interfere with. or obstruct the United States or any associate nation in 
preparing for or carrying on the war or defense activities. or, with reason to 
believe that his act may injure. interfere with. or obstruct the United States 
or any associate nation in preparing for or carrying on the war or defense 
activities. willfully makes. constructs. or causes to be made or constructed in 
a defective manner. or attempts to make. construct, or cause to be made or con
structed in a defective manner any war material. war premises or war utilities, 
or any tool. implement. machine, utensil. or receptacle used or employed in 
making. producing. manufacturing, or repairing any such war material. war 
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premises or war utilities, shall be fined not more than $10,000 or imprisoned 
not more than thirty years, or both. 

(b) If two or more persons conspire to violate this section, and one or 
more of such persons do any act to effect the object of the conspiracy, each 
of the parties to such conspiracy shall be punished as provided in subsection 
(a) of this section. 

U.S.C. 18 § 2155. Destruction of national-defense materials, national-defense 
premises or national-defense utilities 

(a) Whoever, wfth intent to injure, interfere with, or obstruct the 
national defense of the United States, willfully injures, destroys, contam
inates or infects, or attempts to so injure, destroy, contaminate or infect 
any national-defense material, national-defense premises, or national-defense 
utilities, shall be fined not more than $10,000 or imprisoned not more than 
ten y~ars, or both. 

(b) If two or more persons conspire to violate this section, and one or 
more of such persons do any act to effect the object of the conspiracy, each of 
the parties to such conspiracy shall be punished as provided in subsection (a) 
of this section. 

U.S.C. 18 § 2156. Production of defective national-defense mate~ial, 
national-defense premises or national-defense utilities 

(a) Whoever, with intent to injure, interfere with, or obstruct the 
national defense of the United States, willfully makes, constructs, or 
attempts to make or construct in a defective manner, any national-defense 
material, national-defense premises or national-defense utilities, or any 
tool, :f.mplement, machine, utensil, or receptacle used or employed in making, 
producing, manufacturing, or repairing any such national-defense material, 
national-defense premises or national-defense utilities, shall be fined not 
more than $10,000 or imprisoned not more than ten years, or both. 

(b) If two or more persons conspire to violate this section, and one or 
more of such persons do any act to effect the object of the conspiracy, each 
of the parties to such conspiracy shall be punished as provided in subsection 
(a) of chis section. 

U.S.t. 18 § 371. Conspiracy to commit offense or to defraud United States 

If two or more p,ersons conspire either to commit any offense against the 
United States, or to defraud the United States, or any agency thereof in any 
manner or for any purpose. and one or more of such persons do any act to 
effect the object of the conspiracy. each shall be fined not more than $10.000 
or imprisoned not more than five years, or both. 

U.S.C. 50 § 797. Security regulations and orders; penalty for violation 

(a) Whoever willf~lly shall viola~e any such regulation or order as. 
pursuant to lawful authority. shall be or has been promulgated or approved by 
the Secretary 6f Defense. or by any military commander designated by the 
Secretary of Defense. or by the Director of the National Advisory Committee 
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~or Aeronautics for the protection or security of military or naval ~rcraft. 
;irports, airpo;t facilities, vessels. harbors. ports, piers, waterfro~t t 
facilitiea, bases, forts. posts. laboratories. stations, vehicles. equ pmen • 
ex losives. or other property or places subject to the jurisdiction. admin
is~ration, or in the custody of the Department of Defense. any,Departm~n~a~~ 
agency of which said Department consists, or any officer or employee 0 i 

of the National Advisory Committee fot Aeronaut cs or 
Department or agency, or fi t ti n 
an officer or employee thereof. relating to fire hazards. re pro ec o. 
li~hting, machinery. guard service, disrepair, disuse or other unsatisfactory 
conditions thereon. or the ingress thereto or egress or removal of p:rsons 
therefrom. or otherwise providing for safeguarding the same against hestruc
tion loss or injury by accident or by enemy action. sabotage or at er 
subv~rsive'actions. shall be guilty of a misdemeanor and upon conviction . 
thereof shall be liable to a fine of not to exceed $5.000 or to imprisonment 
for not more than one year, or both. 

(b) Every such regulation or order shall be posted in conspicuouS and 

appropriate places. 
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A. Defensive Security Briefings. 

1. General. A defensive security brief~~g containing elements of the 
following outline shall be given to those individuals or employees so 
identified in paragraph Su. 

2. Introduction. National policy over the past several years has 
encouraged the expansion of cultural. trade. and commercial ties with Commu
nist countries. As a result. an increasing number of representatives from 
Communist countries B.re coming to the U. S. on trade visits. cultural visits. 
East-West exchange visits. and the like. Similarly. representatives of U.S. 
industry have been with increasing regularity making reciprocal visits to 
Communist countries. These expanding marketing oppm:tuniti.es carry with them 
a parallel responsibility for ensuring that certain categories of information 
are not released. and. where appropriate. proper authorization is obtained 
prior to release. 

a. U.S. citizens who have had access to classified defense * 
information are important targets for hostile intelligence services. It is * 
common practice for hostile intelligence services to establish and maintain * 
dossiers on personnel of intelligence interest. particularly of personnel * 
whose jobs afford them access to vital defense information in any area of * 
special interest. These services are constantly on the alert for opportuni- * 
ties to gain any kind of advantage that can be exploited. regardless of * 
the country visitfld. * 

b. The intelligence network of the Communist counties is wor1d- * 
wide and ever present. These intelligence ag~ncies have concentrated on * 
those fields which involve scientific and military knowledge possessed by * 
the Western powers. .A key source of technical and scientific information * 
is the numerous conventions. seminars. conferences. and symposia held * 
throughout the world each year. Other means of obtaining information is * 
through the tight. police-like controls over the movements of all personnel * 
visiting Communist countries. Travelers may be "targeted" the moment they * 
apply for a visa. Under such controlled conditions. there is little that * 
can be done to prevent espionage efforts and harassments directed against * 
selected individuals. * 

c. It must be remembered that Communist country intelligence and * 
security services carry espionage activities to fantastic lengths. While * 
the techniques that are employed way seem far-fetched or illicit. they are * 
in fact used in day-to-day activities and operation~. Travelers must recog- * 
nbe them as a part of the Communist system. so that they may successfully * 
counter such practices. "A Study of Harassments and Provocations." pub- * 
Hshed in DIS Security Awareness Bulletin No. 1-83, November 1982, illus- * 
trates procedures used by Communist country intelligence and security * 
services. This bulletin is intended to support official defensive security * 
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briefings for persons with authorized access to classified information who * 
are traveling to such countries. 1/ * 

3. Export Controls. The U.S. Government, by statute, E.O., and admin
istrative policy, has established a number of procedures designed to control 
the export of certain categories of information. One of its primary objec
tives is the control of the export of scientific and technical information to 
ensure that information made available to Communist countries does not work to 
the detriment of the U.S. national interest. Among the existing controls are: 

a. a system for classifying national security information and 
strictly controlling its dissemination (E.O. 12356); 

b. a system to control the export of arms, ammunition, and imple
ments of war, including unclassified technical data and information relating 
thereto (see the ITAR issued by the Department of State); and 

c. a system to control the export of U.S commodities and unclassi
fied technical data which would make a significant contribution to the mili
tary potential of any other nation or nations which would prove detrimental to 
the national security of the U. S. (see the Export Adminil'3tration Regulations 
issued by the Department of Commerce). 

4. Marketing Activities With Communist Countries. It must be recog
nized that marketing personnel are in a particularly difficult role. On the 
one hand they must be in a position to knowledgeably discuss their products 
and employ all of the attributes of good salesmanship to promote a free 
exchange of information in order t·p successfully conclude marketing endeavors. 
On the other hand, a clear understanding of, and strict adherence to, the 
controlling regulations are necessary for those categories of information 
which can not be disclosed, or which require prior U.S. Government approval in 
order to be disclosed. Marketing personnel, who meet with representatives 
from Commu~ist countries, should be thoroughly versed and totally 
knowledgeable with respect to what info~tion may be released. Meticulous 
preplanning is essential if U.S. security interests and responsibilities are 
to be properly met. The following categories of information merit special 
consideration before planning a meeting with representatives from Communist 
countries. 

a. Disclosure of Classified Information. Obviously, classified in
formation may not under any circumstances be disclosed to representatives from 
Communist countries. It cannot be assumed that all personnel are thoroughly 
familiar with respect to what is and what is not classified. A thorough re
assessment and evaluation of pertinent information should be undertaken to 
ensure a complete and unequivocal understanding as to what is and what is not 
classified. 

1/ "Study of Harassments and Provocations," is marked "FOR OFFICIAL USE 
ONLY" and appears in DIS Security Awareness Bulletin Number 1-83, 
November 1982. published by the Defense Security Institute. Richmond, 
Virginia. Copies of the bulletin may be obtained from the CSO. 
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I, b. Unclassified Information Relating to Classified Contracts. Before 

a contractor may disclose any information that pertains to a classified contract 
or project, the contractor must obtain the approval of DoD as provided for in 
section I, paragraph 50. It is essential to ensure that all personnel who will 
participate in visits by representatives of Communist countries are thoroughly 
knowledgeable with respect to that information which relates to classified con
tracts, and which therefore may not be released without prior approval of DoD. 

c. Information That Comes Within the Purview of the International 
Traffic in Arms Regulations. The ITAR applies not only to the export of arms, 
ammunition, and implements of war, but also to both classified and unclassified 
technical data re.lated thereto. Disclosure to a representative of a Communist 
country within the U.S. or abroad constitutes an export under the provisions 
of these regulations. Further information concerning these requirements may be 
obtained from the Office of Munitions Control, Department of State, Washington, 
D.C. 20520 • 

d. Technical Data Subject to Export Control. Unclassified techni
cal data, pertaining to items on the "Commodity Control List" may require 
approval by the Department of Commerce prior to release to a representative of 
a Communist country. Part 379, Technical Data, Export Administration Regula
tions, issued by the Department of Commerce pursuant to the Export Adminis
tration Act of 1969, as amended, sets forth the rules applicable to the export 
of technical data. Release of such information to a representative of a 
Communist country within this country or abroad constitutes an export under 
these regulations. For further information in this connection, inquiries 
should be addressed to the local U.S. Department of Commerce District Office, 
or to the Office of Export Administration, Department of Commerce, Washington, 
D.C. 20230. 

5. Conclusion. Attention to this very difficult and complex area is 
essential if U.S. national interests are to be properly safeguarded, and if 
the contractor is to abide by this DD Form 441 with DoD and with the applic
able U.S. statutes, as enumerated above. In the case of any informs.tion which 
may be classified or any information relating to a classified contract, the 
contractor should initiate appropriate consultation with his or her contracting 
officer. Whenever there is any doubt or question with respect to other infor
mation, consultation may be n~cessary with the Office of Munitions Control, 
Department of State and/or the Office of Export Administration, De~artment of 
Commerce. If there is any doubt, or if there are further questions, ask the 
CSO. In all situations, be sure that information disclosed to representatives 
of Communist countries is appropriate for release to these countries. If in 

'doubt. do not provide the information. 

Although the emphasis in this guide has been placed on the procedures to be 
followed when engaged·in marketing activities with representatives of Commu
nist countries. generally, these same procedures are applicable when dealing 
with representatives of any other foreign countries. 

B. Counterintelligence Awareness Briefings. 

1. General. A counterintelligence awareness briefing containing 
elements of the following material. or updated information, shall be given 
to appropriate individuals or employees. 
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2. Introduction. The following elements of information are intended to 
be neither all-inclusive nor all-exclusive, but should be used as source 
material in the preparation of counterintelligence awareness briefings and as 
a guide for the type of information to be included in this type of briefing. 
Routine, stereotyped briefings not only fail to meet intended objectives, but 
could actually weaken security by giving the recipient a false sense of secu
rity. Only the use of thoughtfully prepared briefings, based on authoritative 
information and related to the duties performed, and the sensitivity of the 
classified information to which exposed and manner of presentation, will 
accomplish the purpose. The follGINing information has been extracted with 
permission, from a pamphlet published by the Federal Bureau of Investigation 
"Secrets, Spies and Citizens." Copies of the pamphlet may be requested from' 
the local FBI office. Additional current topical material may be requested 
from these offices or from local military intelligence activities. 

3. :he Threat. Intelligence collection -- the world of espionage and 
counteresp1onage, spies, and spy catchers -- is a popular subject of fiction. 
It has been the topic of countless books, short stories, TV serials, and movies. 
The role of the spy, the "Secret Agent," has become so sensationalized and 
exag~er~ted that it is very easy to think that spies exist only in the minds 
of f1ct1on writers -- that spying belongs in the same category as science 
fiction and wes~erns. ~o not believe.it. Spies do exist, and literally 
thousands of sp1es, or 1ntelligence officers, as they are officially known, 
and their agents are at this moment plying their treacherous trade within the 
U.S. The principal source of these intelligence officers is the Soviet Union 
but the USSR's allied nations in Eastern Europe, as well as Cuba, the People'~ 
Republic of China, and smaller Asian Communist nations such as North Korea and 
Vietnam, also dispatch spies to U.S. shores. 

a. The Objectives and Techniques of Spies. Their main objective 
is the wholesale collection of data. The most prized type of intelligence 
data is the classified government document, but unclassified material -_ even 
material which appears to be trivial -- can also be of inestimable value. In 
their task of gathering intelligence data, the foreign intelligence services 
have a large array of tools. Satellites miles above the earth's surface 
gather photographic data. Aircraft and vessels gather electronic intelligence. 
But a further source of data, and potentially the most valuable to a hostile 
nation, is that acquired through the use of actual spies. (Here the briefer 
may wish t~ identi~y the type of classified projects or work being performed 
by the fac11ity wh1ch lends credence to possibility of its being an espionage 
target.) Intelligence services may gather their information through the use 
of several different techniques. Probably the greatest achievement and 
intelligence organization can have is the placement or recruitr .. ent of an agent 
directly in.a sensitiv~ position in a national defense or in~elligence element 
of an 0ppos1ng government. The penetration by live or electronic sources of 
private institutions involved in sensitive, national defense-related research 
and development work can also be of tremendous value. 

(1) Hostile intelligence collectors ply Washington and other 
locations where strategic data can be collected. They gain their desired in
formation wherever, whenever, and from whomever it can be had. Hostile intel
ligence officers employ various tactics in their campaigns to enlist target 
employees. They may use a honeyed, seemingly guileless approach. They befriend 
targets, treat them to gifts and money, wine and dine them. Many Soviet and 
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other Communist agents believe that Americans are hopeless materialists, and 
can be easily swayed by appeals to their alleged greed. 

(2) In another maneuver, a hostile intelligence officer ~is
represents him or herself as a citizen of a country friendly to the U.S. Thus 
a targeted American may be duped into handing over sensitive information by 
being led to believe that he or she is aiding an ally to the U.S. In varia
tion of this tactic, an intelligence officer poses as a representative of a 
non-Communist country towards which a targeted American is particularly 
sympathetic. Also, if a hostile agent believes that an individual has 
Communist or similar sympathies, he or she may. make an appeal for information 
based on ideology. A "pitch" for information may also be geared to take 
advantage of an American's desire for tnternational harmony and world peace. 

(3) Another favored appeal exploits the American belief in 
freedom of speech and the free exchange of information. A hostile intelligence 
officer in the role of a scientist may, for example, tell an American scientist 
that science has no political boundaries. Therefore, in the interest of sci
ence, the American is encouraged to share his or her knowledge with a fellow 
"membE:r" of the international scientific community. Intelligence agents can 
also play rough in their ceaseless quest for strategic information. To such 
people espionage is a business. If they feel coercion and blackmail will 
serve their purpose, they will not hesitate to employ those methods. The 
honeyed approach can readily turn sour if an agent determines that a targeted 
employee has personal inadequacies which that employee does not wish to have 
exposed. 

(4) Correspondingly, another tactic is the exploitation of a 
"hostage situation." If, for example, a foreign intelligence service learns 
that a target employee has relatives in Eastern Europe or the USSR, that e~
ployee is in an extremely vulnerable position. First will come gentle 
persuasion (an agent may produce "letters" from so-called relatives calling 
for the American to '!cooperate"). If that does not work, the agent may 
suggest that harsh measures could be applied to the relatives. 

b. Recognizing the Approach. 

(1) One should therefore be wary of glad-handing strangers who 
make an intensive effort at forming a friendship, and then slowly but surely 
begin to use that friendship to learn where one works, the nature of one's 
assignment, and who one works with. A generous and inquisitive stranger could 
very well be the proverbial wolf in sheep's clothing. 

(2) One should also be wary of strangers who ask for informa-
·tion not related to their professed area of interest or do not seem to be par
ticularly knowledgeable in their field. Thus, if "scientists" request data 
not related to their fields, or do .not seem to know much about their supposed 
areas of expertise, then they could very well be impostors. 

(3) The operative of a foreign intelligence service need not 
be a foreigner, nor need the occasion of encountering him or her be in any way 
extraordinary. The neighbor one might meet at a PTA meeting could be a 
foreign diplomat who lives down the block, or he or she could be a fellow 
American who has been recruited a8 an agent by a hostile service. The spy 
could be a "spotter," who reports to an intelligence service on persons he or 
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she meets who appear to be susceptible to recruitment and, sometimes, arranges 
for intelligence officers to meet them. Do not expect either intelligence 
officers or agents to expose their roles in any dramatic and sudden fashion. 
Usually there is a long period of cultivation during which conversations with 
the individual could be completely normal and innocuous. However, at any 
point where someone begins to inquire into aspects of one's knowledge or 
activity which are classified or otherwise private, one should certainly stop 
to consider whether the inquiry is normal innocent curiosity, or whether it 
might be the beginning of an attempt to secure intelligence information for 
the benefit of another country. 

c. Protecting the Bits & Pieces. It cannot be overemphasized that 
unclassified material may be just as valuable to a foreign intelligence service 
as classified material. In formulating their estimations of U.S. strengths 
and weaknesses, and in the quest for data that will enhance their own nation's 
strength, foreign intelligence services seek all types of material. A small 
bit of information could represent a very important piece in a much larger 
puzzle. Therefore, all data should be protected from the probing hands of for
eign agents. A stolen industrial process can save thousands of dollars in 
research and development cost. The most trivial document could be the missing 
link of a hostile nation's problem. 

d. Reporting the Threat. In the effort to protect America's secrets, 
the role of the facility must be emphasized. Each U.S. Government agency and 
private industry which deals with classified material has a specified official 
in charge of security matters. This security officer should be recognized as 
an ally and not an adversary. If approached by a suspicious stranger in the 
manner described above, the security officer should be informed immediately of 
the encounter. Even if a friendship has been established. even if the 
individual has been able to pry loose some information, the security officer 
should be consulted. A major aspect of the security officer's job is to pro
tect employees from getting involved in compromising situations and. if neces
sary, to extricate them from such situations. Such assistance cannot be 
rendered if the employee remains silent. Of course. it is much better for an 
employee to reveal a suspect relationship voluntarily, rather than have it 
come to light in t~e course of a security investigation. or through some other 
means. Then, it may be too late for anyone to assist the indiscreet employee. 
Basically. it cannot be overemphasized that. if involved in a compromising 
situation. the sooner the employee consults his or her facility security 
officer. the better. Of course. sometimes one will be in a place or situation 
where one cannot. or for some reason does not want to, contact the security 
officer. Remember that in the U.S •• the FBI is as close as the nearest tele
phone. Directions for contacting FBI offices appear in the front of all U.S. 
telephone books. Abroad, the nearest U.S. diplomatic establishment can arrange 
to put one in touch with the FBI or other appropriate U.S. Government security 
officials. Once again, it mu,st be stressed that the best course of action in 
any of the questionable situations mentioned herein is to immediately relate 
the facts to a counterintelligence professional who will be abl~ to analyze 
the situation and propose a course of action. Effective counterintelligence 
is a demanding and professional discipline. and any attempts by untrained or 
uninformed amateurs to handle hostile efforts on their own could not only 
result in personal disaster, but also could interfere with the FBI's 
coordinated counterattack. 
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e. Summary of Threat. Finally, it must be stressed that the 
threat posed by foreign intelligence agencies cannot be underestimated. 
History is replete with situations in which a nation's se~urity was greatly 
damaged by the e~forts of a hostile nation's intelligence services. In 
American history, the breaking of the Japanese secret code helped to bring 
U.S. victory in the Pacific during World War II. On the other hand, the theft 
of some key U.S. atomic secrets greatly abetted the interests of the Soviet 
Union. The craft of spies is by no means a game. The very fate of nations 
can be damaged or enhanced by their enterprises. 

4. Summary -- Counterintelligence Awareness is Critical. The Soviet * 
Union and its surrogates have established a long standing, well-organized, * 
deliberate, and quite successful effort to acquire and utilize Western * 
state-of-the-art technology by both overt and covert means. Unquestionably, * 
this acquisition of Western technology has played, and will continue to play,* 
an extremely important r.ole in tht; development of industrial and military * 
capabilities of Communist bloc co~',tries, particularly the Soviet Union. A 
philosopher once said, "Knowledge itself is power." This maxim most cer.tainly 
applies to national power, for one gauge of national power is the amount and 
quality of scientific, technological, and military-related knowledge possessed 
by a nation. A nation such as the U.S. can be weakened by the theft of its 
vital knowledge, and its enemies can be strengthened by the acquisition of 
that knowledge, whether it be classified or unclassified. It is the responsi
bility of each individual who has been entrusted with sensitive data to do his 
or her share in protecting America's strategic knowledge, whether it be classi
fied 7:0P SECRET or seemingly unimportant, unclassified material. For if Ameri
cans do not conduct themselves in a responsible and patriotic manner, do not 
recognize that this country's national security is based essentially on the 
loyalty and efforts of its citizens, then the tightest document classification 
system, the most efficient security organizations. and the mightiest Armed 
Forces may be utterly valueless. 
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OPERATIONAL AREAS OF DIS COGNIZANT SECURITY OFFICES 

Capital Region (S1510) -- formerly known as the Washington Region 

The Capital Region includes: the state of Virginia; Washington, D.C.; 
the following counties in Maryland: Anne Arundel, Baltimore, Calvert, 
Charles, Harford, Howard, Montgomery, Prince Georges, and St. Marys. 

Mid-Atlantic Region (S1410) -- formerly known as the Philadelphia Region 

and 

The Mid-Atlantic Region includes: the states of Delaware, New 
Pennsylvania, West Virginia, Maryland (less the counties of Anne 
Baltimore, Calvert, Charles, Harford, Howard, Montgomery, Prince 
St. Marys); and the following counties in New York: 

Jersey, 
Arundel, 
Georges, and 

Bronx 
Chautaqua 
Kings (Brooklyn) 
Nassau 
New York (Manhattan) 
Orange 

Putnam 
Queens 
Richmond 
Rockland 
Suffolk 
Westchester 

Mid-Western Region (S3210) -- formerly known as the Cleveland Region 

The Mid-Western Region includes: the states of Indiana, Iowa, Kentucky, 
Michigan, Minnesota, Nebraska, North Dakota, Ohio, South Dakota, and 
Wisconsin; and the following counties in Illinois: 

Adams Hancock 
Boone Henderson 
Brown Henry 
Bureau Iroquois 
Carroll J"asper 
Cass Jo Daviess 
Champaign Kane 
Christian Kankakee 
Clark Kendal 
Coles Knox 
Cook Lake 
Crawford La Salle 
Cumberland Lee 
DeKa1b Livingston 
DeWitt Logan 
Douglas Macon 
Du Page Marshall 
Edgar Mason 
Effingham McDonough 
Ford McHenry 
Fulton McLean 
Grundy Menard 
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Mercer Scott 
Moultrie Shelby 
Morgan Stark 
Ogle Stephenson 
Peoria Tazewell 
Pike Vermilion 
Piatt Warren 
Putnam Whiteside 
Rock Island Will 
Sangamon Winnebago 
Schuyler Woodford 

New England Region (S1110) -- formerly known as the Boston Region 

The New England Region includes: the states of Connecticut, Maine, 
Massachusetts, New Hampshire, Rhode Island, and Vermont; and the following 
counties in New York: 

Albany Niagara 
Allegany Oneida 
Broome Onondaga 
Cattaraugus Ontario 
Cayuga Orleans 
Chemung Oswego 
Chenango Otsego 
Clinton Rensselaer 
Columbia St. Lawrence 
Cortland Saratoga 
Delaware Schenectady 
Dutchess Schoharie 
Erie Schulyer 
Essex Seneca 
Franklin Steuben 
Fulton Sullivan 
Genesee Tioga 
Greene Tompkins 
Hamilton Ulster 
Herkimer Warren 
Jefferson Washington 
Lewis Wayne 
Livingston Wyoming 
Monroe Yates 
Montgomery 

Northwestern Region (S5210) -- formerly known as the San Francisco Region 

The Northwestern Region includes: the states of Alaska. Idaho. Montana. 
Nevada, Oregon, Utah. Washington. and Wyoming; and the following counties in 
California: 

Almeda 
Alpine 

Amador 
Butte 
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Calaveras Placer 
Colusa Plumas 
Contra Costa Sacramento 
Del Norte San Benito 
EI Dorado San Francisco 
Fresno San Joaquin 
Glenn San Mateo 
H\!mbolt Santa Clara 
Inyo Santa Cruz 
Kings Shasta 
Lake Sierra 
Lassen Siskiyou 
Madera Solano 
Marin Sonoma 
Mariposa Stanislaus 
Mendocino Sutter 
Merced Tehama 
Modoc Trinity 
Mono Tulare 
Monterey Tuolumne 
Napa Yolo 
Nevada Yuba 

Pacific Region (S5310) -- formerly known as the Los Angeles Region 

The Pacific Region includes: the state of Hawaii. U.S. possessions and 
trust territories in the Pacific area. and the following counties in 
California: 

Imperial 
Kern 
Los Angeles 
Orange 
Riverside 

San Bernadino 
San Diego 
San Luis Obispo 
Santa Barbara 
Ventura 

Southeastern Region (S4110) -- formerly known as the Atlanta Region 

The Southeastern Region includes: the states of Alabama. Arkansas. Florida. 
Georgia. Louisiana. Mississippi. North Carolina. South Carolina. and 
Tennessee; Puerto Rico. and U.S possessions in the Atlantic and Caribbean 
areas. 

Southwestern Region (S4210) -- formerly known as the St. Louis Region 

The Southwestern Region includes: states of Arizona. Colorado. Kansas. 
Missouri. New Mexico. Oklahoma. Texas; and the following counties in Illinois: 

Alexander 
Bond 
Calhoun 
Clay 

Clinton 
Edwards 
Fayette 
Franklin 
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Gallatin Hontgomery 
Greene Perry 
Hamilton Pope 
Hardin Pulaski 
Jackson Randolph 
Jefferson Richland 
Jersey St. Clair 
Johnson Saline 
Lawrence Union 

1\ 
l1acoupin Wabash .. Nadison Washington 
Marion Wayne 
Massac White 

.l Monroe Williamson 
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TELEPHONE NUHBERS AND ADDRESSES 

The following listing contains the addresses and telephone numbers of all Cognizant Security Offices. 
The following indicated numbers and addresses shall be used to obtain the required verification of facility 
clearance and safeguarding capability of prospective contractors and subcontractors. Correspondence should 
be addres~ed to the Defense Investigative Service, Director of Industrial Security (appropriate address as 
cited below). 

CSO Region 

Capital 

Address 

2461 Eisenhower Avenue 
Alexandria, VA 22331 

Area 
Code 

202 

Telephone Number 

325-9616 

AUTOVON NO. 
(For Gov't. 
Agencies Use) 

221-9616 

d 
o 
d 

VI 
N("') 
N::r: 
o:t> . z 
[-.J G".l 
N:;tj 
I 

'3:: ..... 

Mid-Atlantic 1040 Kings Highway North 
Cherry Hill, NJ 08034-1908 

609 482-6500 (ask for clearance verifi~ation) 

N Mid-Western 
(Xl 
",.. 

New England 

Northwestern 

Pacific 

Southeastern 

Southwestern 

Federal Office Bldg. 
1240 East 9th Street 
Cleveland, OH 44199 

Barnes Building 
495 Summer Street 
Boston, MA 02210 

Presidio of San Francisco 
San Francisco, CA 94129 

3605 Long Beach Blvd., Suite 405 
Long Beach, CA 90807 

805 Walker Street 
Marietta, GA 30060 

1136 Washington Avenue 
St. Louis, MO 63101 

216 

617 

415 

213 

404 

314 

522-5338/9 580-5338/9 

451-4927/3052 955-4927/3052 

561-3251 586-3251 

595-7644/52 

429-6340 697-6340 

263-6581/2/3 693-6581/2/3 

,. 

o 

* 

* 
* 

* 
* 
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The following are the telephone numbers for the DIS Directors of Industrial Security. These numbers may be used 
for all matters other than verifications of facility clearances and .safeguarding capability. The mailing address 
is the same as that listed above. 

CSO Region Area Teleehone Number AUTOVON NO. 
Code (For Gov't. Agencies Use) 

Capital 202 325-9634 221-9634 
Mid-Atlantic 609 482-6500 (ask for clearance verification) 
Mid-Western 216 522-5334/5 580-5334/5 
New England 617 451-4914/6 955-4914/6 
Northwestern 415 561-3235/6 586-3235/6 
Pacific 213 643-1082 833-1082 
Southeastern 404 429-6330 697-6330 
Southwestern 314 263-6580 693-6580 

The following listing contains the addresses and telephone numbers of DISCO, DSI, and OISI. 

City & State Address Area Teleehone Number AUTOVON NO. 

* 

* 

N 
00 
VI 

Code (For Gov't. Agencies Use) 

Columbus, OR 

Richmond, VA 

Brussels, Belgium 

Mannheim, Germany 

Director, Defense Industrial Security 
Clearance Office, P.O. Box 2499 
Columbus, OR 43216 

Director, Defense Security Institute 
c/o Defense General Supply Center 
Richmond, VA 23297 

614 
614 

804 

238-2133 (Duty Hrs.) 
238-2058 (After Rrs.) 

275-4891 

Chief, Office of Industrial Security, 
International 

Brussels, Belgium 
0-322-720-8259 

Physical Address: Office of Industrial 
Security, International, Steenweg Op 
Leuven 13, 1940 St. Stevens-Woluwe, 
Brussels, Belgium 

Mailing Address: Office of Industrial 
Security, International, 
APO New York 09667 

Chief, Office of Industrial Security 
International Field Office, Hammond Barracks 
APO New York 09333 

(49621) 730-8363 

850-2133 

695-4891 

CI 
o 
CI 

V1 Nn N::r:: 
0> . z 
NC') 

*~~ 
*3: ...... 
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Appendix IX. USE OF ESCORTS FOR CLASSIFIED SHIPMENTS 

(also applies to carrier custodians) 

A. General. Escorts must be cleared to the level of the information 
involved. A sufficient number of escorts shall be assigned to the classified 
shipment to ensure continuous surveillance and control over the shipment while 
it is in their custody. 

B. Instructions and Operating Procedures. Specific written instructions and 
operating procedures will be furnished escorts prior to the shipment and 
should include. but not necessarily be limited to. the following: 

1. general unclassified outline of the mission; 

2. name and address of persons. including alternates. to whom the clas
sified matter is to be delivered; 

3. receipting procedures; 

4. means of transportation to be used and route to be used; 

5. duties of each escort during movement. during stops en route. and 
during loading and unloading operations; and 

6. emergency an.d communication procedures. 

C. Functions of An Escort. Escorts assigned for the protection of security 
shipments shall do the following. 

1. Escorts shall conduct themselves throughout each sacurity shipment 
operation in such mafiner that the security of matter entrusted to them will not 
be prejudiced through carelessness. inadvertence. or lack of vigilance. Intoxi
cants or drugs. which may impair their judgment. may not be used by escorts 
while assigned to a security shipment. 

2. Escorts shall possess identification cards as prescribed in paragraph 8 
and carry them at all times. while having custody of security shipments. 
These cards will be safeguarded. and the loss of a card will be reported 
immediately to their company security supervisors. 

3. Escorts sh~ll accept custody for the shipment by signing a receipt 
and release custody of the shipment to the consignee. after obtaining a receipt 
from one of the consignee's employees who has been positively identified and who 
is cleared to at least the same level as the classified shipment. 

4. Escorts shall carry packages on their person. or in hand-carried 
containers. until th~i;y are delivered to the consignee. whenever practical. 
Such packages shall be kept under the constant surveillance of the escort who 
shall be in a physical position to exercise direct security controls over the 
material. 
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5. When accompanying classified material in an express or freight car, 
escorts shall provide continuous observation of the containers and observe 
adjacent areas during stops or layovers. 

6. When traveling in an escort car accompanying a security shipment via 
rail, escorts shall keep the shipment cars under observation and detrain at 
stops, when practical and time permits, in order to guard the shipment cars 
and check the cars or containers locks and seals. The escort car (after 
appropriate arrangements with the railroad) should be prepositioned immediately 
behind the car used for the classified shipment, in order to enable the escort 
to keep the shipment car under observation. 

7. Escorts shall maintain liaison, as required, with train crews, other 
railroad personnel, special police, and law enforcement agencies. 

8. When escorting security shipments via motor vehicles, escorts shall 
maintain continuous vigilance for the presence of conditions or situations which 
might threaten the security of the cargo, take such action as circumstances might 
require to avoid interference with continuous safe passage of the vehicle, check 
seals and locks at each stop where time permits, and observe vehicles and adjacent 
areas during stops or layovers. 

9. When escorting shipments via aircraft, escorts shall provide continuous 
observation of plane and cargo during ground stops and of cargo during loading 
and unloading operations. The escort shall not enplane until after the cargo 
area is secured. Furthermore, the escort should preferably be the first person 
to deplane in order to observe the opening of the cargo area. Advance arrange
ments with the airline are required. 

10. Escorts shall notify the consignor by the fastest means available if 
there is an unforeseen delay en route, an alternate route is used, or an 
emergency occurs. If appropriate and the security of the shipment is 
involved, also notify the nearest office of the FBI. 
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Appendix X. REQUIREMENTS APPLICABLE TO THE HAND-CARRYING OF 
CLASSIFIED DOCUMENTS ABOARD COMMERCIAL PASSENGER AIRCRAFT 

A. General. Classified documents shall not be hand-carried aboard commer
cial passenger aircraft, unless authorized in writing by a cleared OODEP of 
the contractor, or, when extenuating circumstances dictate, by another respon
sible official of the contractor, as approved by the CSO. Hand-carrying of 
classified hardware or other bulky packages aboard commercial aircraft is 
prohibited, unless specifically approved by the CSO. In either case, con
tractors are not authorized to carry classified material across international 
boundaries. (This does not preclude use of regularly scheduled nonstop flights 
on U.S. carries between the U.S. mainland and Alaska, Hawaii, Puerto Rico, or 
U.S. possessions or trust territories.) Current government security measures 
pertaining to the control of hand-carried items aboard commercial passenger 
aircraft include the inspection of all hand-carried luggage, briefcases, and 
packages. The following requirements, established for the hand-carrying of 
classified documents aboard commercial passenger aircraft, are in addition to 
those in paragraph 17. These procedures apply to classified documents only. 
Instructions regarding classified hardware and other bulky packages shall be 
requested from the CSO on a case-by-case basis. These procedures are not 
applicable to classified COMSEC or SENSITIVE COMPARTMENTED INFORMATION. 

B. Approval. A cleared OODEP or other responsible official, as approved by 
the CSO, shall issue written authorization for an employee to hand-carry classi
fied documents aboard a commercial passenger aircraft, after a determination 
that: (i) 6s the result of a rare and unusual situation an emergency exists" 
(ii) the necessary classified documents are not available at the destination 
point of the traveler, and (ij.i) the material cannot be transmitted by other 
authorized means in a timely manner. w~ere there is only one employee assigned 
at a facility, that individual may approve his or her own courier authorization 
letter, provided the CSO is preadvised and identified as the point of contact 
in the authorization letter for authenticity purposes. 

C. Authorization Letter and Identification Card, The traveler designated as 
a courier shall possess written authorization (see paragraph B above) to carry 
classified material, and possess a picture identification card or badge meetin.g 
the requirements of paragraph 8. 

1. The traveler shall have the original of the written authorization. A 
reproduced copy is not acceptable; however, the traveler shall have sufficient 
authenticated copies to provide a copy to each airline involved. The written 
authori~~tion may contain a printed (or typed) endorsement for signature by the 
huot official at destination if a round trip is foreseen. In addition, the 
written authorization shall: 

(a) be on letterhead stationery of the contractor authorizing the 
carrying of the classified material; 

(b) give the full name of the traveler, and, if not included on the 
identification medium specified in paragraph 2 below. the date of birth, 
height, weight. and signature of the traveler; 
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(c) describe the type of identification the traveler will present 
on request (for example, ABC Corporation picture badge, No. 1234); 

(d) describe the material being carried which is to be exempt from 
opening (for example, three sealed packages, 9~" x 12~" x 2"); 

(e) identify the points of departure and destination; 

(f) be dated and have an expiration date, which may not exceed 7 
days from date of issue; and 

(g) carry the name, telephone number, title, and signature of the 
authorizing official. The telephone number will enable confirmation of the 
authenticity of the traveler's authorization. When there is only one employee 
assigned to a facility, identification and telephone number of the CSO will be 
provided for authenticity purposes. 

2. (a) Personal identification medium shall be an identification card, 
badge, or credential showing as a minimum the name and photograph of the 
holder. If descriptive data of the holder is not shown on the card, badge, or 
credential, the date of birth, height, and weight of the holder shall be 
included in the written authorization, in accordance with paragraph 1(b) 
above. 

(b) Personal identification medium shall carry the name of the 
employing contractor or otherwise be marked to denote "contractor." 

3. If the facility does not have and cannot develop the necessary iden
tification medium, the contractor may request the CSO to issue such a medium. 

4. When a traveler visiting a UA or another cleared facility is given 
classified material, which must be hand-carried via commercial passenger 
aircraft, and the traveler has no endorsable traveler authorization from the 
employing contractor, it will be necessary for an authorized official at the 
activity being visited to determine whether the hand-carrying mission is 
required. Depending on this determination, the host official will provide and 
sign a traveler authorization on the host's letterhead stationery, and make 
other arrangements necessary for the hand-carrying mission. 

D. Preparation for Transmission -- Packaging. 

The classified documents to be hand-carried by the traveler are to be 
packaged as follows. 

1. Double-sealed envelopes, together with the classified documents con
tained therein, shall be of a thickness which facilitates physical inspection 
at the airport screening station by flexing, feeling, weighing. and so on. 
without the envelopes being opened. If the material to be hand-carried involves 
a number of copies or pages, the material shall be sealed in separate double 
envelopes in order to facilitate physical inspection by airport security 
personnel without opening the envelopes. 

2. The envelopes shall contain no binders, paperclips, or other metal 
which would inhibit processing through detection devices at the airport. 
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3. Caution should be used with respect to the carrying of photographic 
film because detection devices may include X-ray equipment, which could damage 
certain films. 

E. Records. In accordance with paragraph 17i, the contractor shall maintain 
at the facility a list of classified material hand-carried by the traveler. 
All accountable classified material shall be accounted for on return of the 
traveler. 

F. Briefings. The traveler hand-carrying the classified documents shall be 
briefed not only on his or her overall respo~sibilities to safeguard classi
fied material, but also the contents of this appendix. The traveler should be 
reminded that the classified documents shall be in his or her personal pos
session at all times, when proper storage at a U.S. Government activity or 
appropriately cleared contractor facility is not available. Overnight stop
overs are not permissible, unless arrangements are made in advance for over
night storage of the classified material in a U.S. Government installation or 
a cleared contractor facility. 

G. Instructions to Traveler. The traveler carrying classified documents 
shall be processed through the airline ticketing and boarding procedure in the 
same manner as all other passengers, except for the following. 

1. The traveler shall present him or herself at the screening station 
for routine processing. Should the envelope containing the classified 
documents be in a briefcase or other carry-on luggage, the briefcase or 
luggage shall be routinely offered for opening for inspection for weapons. 
The screening official should be able to inspect the envelopes by flexing, 
feeling, weighing, and so on, without any requirement for opening the 
envelope. 

2. In the event that the screening official is not satisfied, the 
traveler at that time shall inform the official that the envelopes contain 
cla.6sified documents and shall present the authorization letter and identifi
cation card .. 

3. At that point, the screening official will process the envelopes with 
a detection device. 

(a) If no alarm results, the envelopes require no further exam ina-
tion. 

(b) If an alarm results, the traveler shall not be permitted to 
board. and therefore is not subject to further screening for boarding 
purposes. 

(c) The traveler and all other items he or she may be carrying will 
be subject to routine screening. 

4. When not in the personal possession of the traveler. classified ma
terial shall be stored. in accordance with para~raph 14. Opening or reading 
the classified documents by a screening officiAl is not permitted. If these 
measures do not permit boarding without opening the envelopes. the traveler 
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shall not proceed further, but shall arrange with his or her facility for 
alternate means of transmitting the material. The traveler may not open or 
authorize the opening of envelopes under any circumstances. Any instances in 
which the envelopes have been opened shall be reported promptly to the FSO who 
shall report the matter to the CSO. 

5. In the event the traveler is aboard a commercial passenger aircraft 
that is hijacked and lands in a foreign country, the traveler shall conduct 
him or herself as follows. 

(a) If identification is required, be or she shall show appropriate 
civilian identification. 

(b) The traveler shall not, under any conditions, volunteer that he 
or she possesses classified material. 

(c) If questioned or interrogated in a foreign country, common-sense 
judgment shall be used in making any response, but travelers shall not under 
any circumstances reveal classified information. He or she shall attempt to 
maintain physical possession of the classified material at all times. 

(d) On return to the U.S., the traveler should report the incident 
to the FSO, who shall report the matter to the CSO. 

2.92 

, , 

... 

) , 

DoD 5220.22-M 

Appendix XI. GUIDELINES FOR THE CONTROLLED ADP SYSTEM SECURITY MODE 

A. Application. 

1. An ADP system is operating in the controlled security mode when at 
least some personnel (users) with access to the system have neither a security 
clearance nor a need-to-know for all classified information then contained in 
the ADP system. However, the separation and control of users and classified 
information on the basis, respectively, of PCL and security classification is 
not exclusively under operating system control. 

2. This mode presents an alternative to encourage ingenuity in meeting 
the security requirements of this manual in Ii lllenner J,ess restricti'lre than the 
dedicated and system high security modes. This is accomplished by the imple
mentation of explicit augmenting measures that reduce or remove a substantial 
measure of system software vulnerabilities, together with specific limitation 
of the PCL levels of users permitted concurrent access to the system. 

3. A request for approval to operate an ADP system in the controlled 
security mode must be submitted to the CSO for case-by-case considerations at 
least 90 days prior to the proposed start of operation. The request shall 
clearly identify the system's operating mode and why this mode is required for 
oper.~tion at the contractor facility. The guidelines in paragraph 112 and in 
this appendix should be used in developing the system's description (that is, 
SPP). This document should be as complete and accurate as possible and must 
accoID,~ny the request for approval. Additional specific information pertinent 
to the system may be requested as required by the CSO. Requests for the 
controlled security mode shall also specifically enumerate those methods and 
techniques that serve to augment the system software in ensuring the isolation 
of concurrent users with different levels of PCL. 

B. Guidelines. 

1. Examples of measures augmenting or enhancing the system by reducing 
or removing system software vulnerabilities and associated risk include: the 
employment of hardware and/or firmware 1/ alterable only at the central com
puter facility, for critical system security functions; employment of hardware/ 
operating systems or system architectures that manifest reduced system software 
vulnerabilities and risk; interconnection of remote terminals via one-way hard
ware and/or firmware information communication, wherein substantive information 
can only be transmitted in one direction (circuits that require two-way com
munication for certain control information in order to properly receive sub
stantive information may be considered one-way circuits when it is determined 

1/ The firmware or microprogramming, handling security, and related control 
functions shall be alterable only within the central computer facility and 
only under controlled conditions by specifically designated personnel. It 
shall not be alterable by users or by software. Particular care and evalu
ation fs accordingly required where writable control storage is employed 
in addition to, or in lieu of, read-only storage in the microprogram con
trol storage. 
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that only control information can be transmitted in both directions); assign
ment of terminal security officers in remote terminal areas not protected as 
required for the highest classification category and the most restrictive 
type{s) of information then being handled by the system,'wherein the terminal 
security officer has a PCL for that highest level; system splitting via hard
ware and/or firmware alterable only at the central computer facility; and limit
ation on user capabilities. such as restriction to fixed query access only. or 
the prohibition of user assembler and machine language programming 1/. 

2. Consideration shall also be given to the specific limitation of the 
number of separate PCL levels of users permitted concurrent access to the 
system to no more than three adjacent categories. For example. permitting 
access by users with TOP SECRET. SECRET •. and CONFIDENTIAL security clearances. 
or by users with SECRET and TOP SECRET security clearances. and formal access 
authorizations for additionally restrictive types of classified information. 
However, certain such additionally restrictive types of classified information 
may place other limitations or requirements on the foregoing (see paragraph 
10Ic). 

3. This mode. by definition. provides the capability for the concurrent 
processing of multiple classification categories. Accordingly, the require
ments of paragraph 108 must also be met for this mode. 

, 
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Appendix XII. DOCUMENTS ACCEPTABLE FOR PROOF OF U.S. CITIZENSHIP 

A. A BIRTH CERTIFICATE indicating the individual was BORN IN THE UNITED 
STATES 

B. A U.S. PASSPORT 

C. A CERTIFICATE OF NATURALIZATION if the individual claims CITIZENSHIP BY 
NATURALIZATION 

D. "A Report of Birth Aboard of a Citizen of the United States of America" 
(Form FS-240), a CERTIFICATION OF BIRTH (Form FS-545 or DS-1350), or a 
CERTIFICATE OF CITIZENSHIP if CITIZENSHIP WAS ACQUIRED BY BIRTH ABROAD TO U.S. 
CITIZEN PARENT OR PARENTS 

E. If primary evidence of U.s. citizenship is not obtainable. then the best 
available secondary evidence, showing that the individual was born in the 
U.S., is required. Such evidence may include a combination of at least two of 
the following: a baptismal certificate; a hospital birth record; evidence of 
persons having personal knowledge of the facts of birth; or other documentary 
evidence. such as U.S. military records. early census, school or family Bible 
records. insurance papers, or newspaper files. The secondary evidence must be 
adequate to support a "good faith" determination that the individual is in 
fact a U.S. citizen. Secondary evidence submitted as proof of birth in the 
U.S. shall be original or certified documents. Noncertified copies are not 
acceptable. 

The contractor will maintain a record as to which of the above documents were 
sighted as proof of citizenship. 
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Appendix XIII. GUIDANCE FOR CONTRACTOR SELF-INSPECTIONS 

Each contractor is required to conduct a self-inspection program for eval
uating all security procedures applicable to the facility's operation, in 
accordance with paragraph Sac. As a minimum. a contractor self-inspection 
should include all elements normally inspected by the CSO. In order to assist 
the contractor in assessing the security posture of his or her facility, the 
following guideline questions used in part by CSO industrial security 
representatives are provided. 

A. Facility Clearance. 

1. Are the appropriate DD Forms 441, 441-1, and 441s on file (see para
graphs 21 and 73)? 

2. Is the HOF/parent of the facility cleared or properly excluded 
(see paragraphs 72 and 73)? 

3. Are all necessary OODEPs and a legal quorum of the board of directors 
or all members of an executive committee cleared (see paragraph 22)? 

4. If all OODEPs are not cleared, have appropriate resolutions been 
furnished to the CSO (see paragraph 22e)? 

5. Have changes in the information previously reported on DD Forms 441s 
been reported? (List changes which have occurred since the last inspection; 
see paragraph 6a(4)f.) 

6. Have all changes affecting the FCL been reported to the CSO, for 
example. stock control. exclusion resolutions and changes of OODEPs (see 
paragraph 6a(4)f)? 

7. Has a statement been submitted by each RFI (see paragraphs 6a(4), 
6b(5). and 20k)? 

B. Access Authorizations. 

1. Are records maintained of clearances issued by the DoD and the 
facility. for example. records of DISCO Forms 560 and DD Forms 48-2 (see DISCO 
Form 560. DD Form 48-2. and paragraph 28)? 

2. Are the number of clearances held to the minimum consistent with 
facility requirements (see paragraph 20)? 

3. Are clearance applications made only after employment (see paragraph 
25)? 

4. Are interim clearance requests properly authorized and held to a 
minimum (see paragraph 26d)? 

5. Are all required information and forms furnished to DISCO (such as, 
adverse information. DISCO Form 562. DD Form 48-2. as applicable)? 
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(Explain system and procedures for ensuring that adverse information is 
reported as required; see paragraphs 6b and 24b.) 

6. 
26f)7 

Are personnel transfers in a MFO reported to DISCO (see paragraph 

7. Are contractor CONFIDENTIA!. clearances granted by a contractor's 
employee who is cleared by DoD (see paragraph 24a (l)(e» 7 

8. Have adequate procedures been e~tablished for the granting of 
CONFIDENTIAL clearances by the contractor (see paragraph 24b)7 

9. Are review procedures in effect to preclude errors/omissions on 
clearance applications to DISCO (see paragraph 26a)? 

10. Has the contractor elected to have LOC's issued to the HOF or to a 
PMF (see paragraph 26k)? 

11. Has the election to have LOC's issued to the HOF or PMF been included 
in the SPP and approved by the eso (see paragraph 26k(1)(b»7 

12. Are cleared immigrant alien employees assigned overseas for more than 
90 consecutive days during any 12-month period? Is a report of such assignment 
submitted to DISCO (see paragraph 6b(6»? 

C. Security Education. 

1. Are procedures established for administering security briefinge to 
cleared employees prior to granting access to classifieci information (see 
paragraph 5g)7 

2. Are parts I and II of DISCO Form 482 executed as required (see 
paragraph 5g)? 

3. Are refusals of employees to sign part II of DISCO Form 482 reported 
to the CSO (see paragraph 6a(9»? 

4. Does the facility have an industrial secu~ity education program which 
includes recurring security indoctrination of its cleared employees? (Briefly 
explain how this program works; see paragraph Sf). 

5. Does the contractor have a procedure for the conduct of a self
inspection of its complete security program (see paragraph Sac)? 

6. Has a procedure been established for evaluating the effectiveness of 
the self-inspection program? . (Describe in the narrative the procedures used 
by the facility; see paragraph Sac). 

7. Is there an adequate procedure for ensuring personnel security admin
istration and education for cleared personnel assigned to uncleared locations? 
(Describe in narrative the procedure used; see paragraphs 26k and 73). 
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8. Are special security briefings and debriefings given, and are 
records kept as required, for example, records pertaining to NATO and CNWDI 
(see paragraphs 85 and 119)7 

9. Does management support the facility's security program (see para
graph 5s)1 

D. Standard Practice Procedure. 

1. Is the SPP current and does it adequately implement ISM requirements 
as they apply to the facility operations? Has a copy been given to the CSO? 
(Provide date of SPP or of latest revision; see paragraph 5s). 

2. Is the MFO or PMF SPP adapted to apply at operating locations (see 
paragraph 73)1 

E. Subcontracting. 

1. Is the clearance status and safeguarding capability of the 
subcontractor determined as required (see paragraphs 58a and 59b)? 

2. Is notification of selection of the subcontractor furnished to the 
contracting officer (see paragraph 62)? 

3. Is written authority to disclose TOP SECRET information obtained from 
the contracting officer (see paragraph 59a)1 

4. Is adequate classification guidance applicable to subcontracts 
extracted from the prime contract DD Form 254 and properly distributed to 
prospective or actual subcontractors (see paragraph 60a)? 

5. Are DD Forms 254 pertaini~~ to subcontractors approved by the con
tracting officer or, in the case of Itervice contracts, by the prime contractor 
(see paragraph 60b)? 

6. Is retention of classified information by sub~ontractors approved by 
the contracting officer (see paragraph 64)7 

7. Are foreign classified subcontracts approved as required (see 
paragraph 65)? 

F. Visit Control. 

1. Is positive identification of visitors required and number of classi
fied visitors held to a minimum (see paragraph 38a)? 

2. Has action been taken to determine that the visiting contractor has 
been granted the appropriate FeL (see paragraph 38a)? 

3. Are visitor records maintained, and do they contain required 
information (see paragraph 39)7 

4. Are visitors escorted as required (see paragraph 38b)? 
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5. Are classified recordings. photos. and removal of classified material 
authorized as required (see paragraph 38c)? 

6. Are classified visits by Category 4 visitors specifically approved by 
the UA (see paragraph 41d(1»? 

7. Does the facility have proper procedures regarding Category 5 
visitors; that is. briefings. debriefings. and reporting requirements (see 
paragraph 41e)? 

B. Does the facility have long-term visitors? (If so. list by company 
those abiding by Che host SPP and those using the SPP of their HOF's; see 
paragraph 40) 

9. Are requests submitted in advance of visits and promptly canceled 
when required (see paragraph 37f)? 

10. Is immediate notification regarding any change of individual or 
facility clearance status furnished to those activities which have received 
current vi~it requests (see paragraph 37f)? 

11. Are requests to visit U.S. Government activities routed via the 
contracting officer when required (see paragraph 44c)? 

12. Are visit requests submitted to DISCO or OISI in connection with 
foreign visits as appropriate. and is sufficient lead time allowed (see 
paragraphs 4B and 49)? 

13. Are NATO security clearance certificates furnished as requested (see 
paragraphs 52 and 55)? 

G. Classification. 

1. Is the facility furnished adequate classification guidance and noti
fication of biannual review (see paragraphs lOa and b)? 

2. Are security classifications. including downgrading and declassifica
tion instructions. applied to information in accordance with the applicable 
classification guidance (see paragraph 10f)? 

3. Does the contractor r.hallenge classification and marking guidance 
believed by him or her to be inadequate' or err011eous (see paragraph 10e)? 

4. Is security classification marking by the contractor supported by 
adequate records (see paragraph'lOf)? 

S. Is the number of employees al·thorized to be responsible for the currency. 
necessity. and accuracy of applied security classifications held to a minimum 
(see paragraph 10f(4»? 

6. Are security classification guidance and marking instructions ade
quately disseminated within the facility (see paragraphs 10f and h)? 
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7. Are downgrading and declassification actions taken in accordance with 
established schedules (see appendix II)? 

'j. :" 

B. Are adequate classification guidance and marking instructions fur-
nished in connection with foreign classified contracts (see paragraph lIe)? 

H. Employee Identification. 

1. Are badges and identification cards properly controlled; do they 
contain the required data (see paragraph Ba)? 

2. Are badges and/or cards designed to minimize tampering; are they 
properly constructed (see paragraph Ba(4»? ~ 

3. Are new or revised badge or card systems reported to the eso (see 
paragraph 8c)? 

4. Are visitor badges properly controlled (see paragraph Bb)? 

5. How many badges and identification cards are lost or out of control? 
What percent of the total issued? How long has current system been in effect 
(no reference)? 

6. Are badges and/or cards recovered as required (see paragraph 8a(5»? 

1. Foreign Travel. 

1. Are reports of foreign travel or attendance at international meetings 
submitted to DISCO and/or the CSO (sec paragraph 6b(9»? 

2. How many reports were submitted since the last inspection (see 
paragraph 5u)? 

3. Are briefings given as required. and briefing forms retained for 
required period of time (see paragraph Su(2»? 

4. Is classified information accounted for prior to each employee's 
departure (see paragraph 5u)? 

5. Have representatives of Communist countries visited the facility since 
the last inspection. and what special security measures and briefings were 
utilized in preparation? Were any problems encountered? (Explain fully in 
narrative; see paragraphs 50. 5u. and 6a(19». 

J. Public Release. 

1. Is public release of information pertaining to classified contracts 
approved by the appropriate U.S. Government activity? (Indicate the number of 
approved releases since last inspection. including contract number. nature of 
release. and identification of approving authority; see parag~aph 50). 
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2. Is classified sales literature approved by contracting officer prior 
to publication and distribution (see paragraph 5p)? 

3. Is authorization for public.lltion and distribution indicated on the 
cover or the first pa.ge of document (see paragraph 5p)? 

K. Classified Storage. 

1. Are containers kept locked, when not under direct and continuous 
surveillance by an authorized person (see paragraph 14c)? 

2. Are the number of persons possessing knowledge of the combinations or 
having access to contents of containers held to a minimum (see paragraph 14c)? 

3. When combinations to classified containers are placed in written 
form, are they properly marked, stored, and accounted for (see paragraph 5i)? 

4. Are combinations changed by an authorized person (see paragraph 5i)? 

5. Are combination padlocks properly protected when the container is 
open (see paragraph 5i)? 

6. Are steel bars affixed to file cabinets in such a manner to preclude 
surreptitious removal of classified information (see paragraph 14a(3)(d), 
footnote 10)? 

7. Are adequate supplemental controls established where required? 
(Completely describe supplemental controls in effect at the time of 
inspection. Fully identify those controls that are established for security 
containers and those established for controlled areas. See question 9 below; 
see paragraphs 14a(2) and (4». 

8. Are vaults and strongrooms properly constructed (see appendix IV)? 

9. Is classified waste properly protected (see paragraph 19f)? 

10. Does the facility use alternate storage locations? (If SOr give 
full details, to include contracting officer's approval Bnd location; see 
paragraph 15). 

11. Are security checks performed to ensure that classified material is 
protected at all times (see paragraph 5j)? 

12. Does the CSO have inspection responsibility for all classified material 
and areas? (If not, give particulars as to how the CSO was relieved of 
inspection responsibility and for what specific areas.) 

L. Markings. 

1. Are classified hardware and documents properly marked (see paragraph 
11) ? 

2. Is the date of origin, name, and address of facility placed on 
documents (see paragraph I1b(1»? 
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3. Are portions of classified documents properly marked (see paragraph 
lla(4» ? 

4. Are all additiont' 1 markings applied as required (see paragraph 
llb(8»? 

5. Is foreign classified information marked with U.S. equivalent classi .. · 
fication marking (see paragraph lIe)? 

6. Are rolled and/or folded documents marked as required (see paragraph 
llc (.2»? 

7. Are downgrading/declassification notations properly assigned and 
completed (see paragraph 11b(7) and appendix II)? 

M. Transmissions. 

1. Is classified information properly prepared and transmitted outside 
and within the facility (see paragraph 17)? 

2. Is the FCL and safeguarding capability determined prior to disP)a?tch 
of classified information to other contractors (see paragraphs 58 and 59 

3. Are messengers that handle classified material properly cleared (see 
paragraph 17c(3»? 

4. 
material 
employee 

If vehicles are used for the delivery of classified material, is 
kept under the constant surveillance of an appropriately cleared 
(see paragraph 17h)? 

the 

5. Are procedures established and implemented for the proper receipt of 
classified material by the facility (see paragraph 12e)? 

6. Is written authorization for the transmittal of TOP SECRET informa
tion obtained from the contracting officer (see paragraph 17b)? 

7. Is export of U.S. classified material approved and accomplished on a 
government-to-government basis (see paragraph 17e)? 

8. Is the transmittal of classified information outside the U.S., 
Puerto Rico, or a U.S. possession or trust territory properly accomplished 
(see paragraph 17e)? 

9. Are classified shipments made only in accordance with the ISM or 
instructions from the contracting officer (see paragraph 17c(5»? 

10. Is consignee given advance notice of classified shipment (see 
paragraphs 17d(3)(d) and 17c(5)(d»? 

11. Is the CSO notified of overdue classified shipments (see paragraphs 
17d(3)(d) and 17c(5)(d»? 
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12. Are classified shipments properly inspected on receipt (see 
paragraph 17g)? 

13. Is classified information, which is hand-carried in connection with 
visits, properly approved in advance, accounted for, and stored (see paragraph 
17i)? 

14. Are procedures established to preclude transmission of classified 
information via unapproved communication circuits (see paragraph 17c(4»? 

IS. Is a suspense system maintained of receipts for classified trans
mittals, and is adequate follow-up action taken, if receipts are not returned 
(see paragraph 12g(3»? 

16. Are procedures established for the hand-carrying of classified mate
rial, for example, by commercial aircraft, (see paragraph 17h and appendix X)? 

N. Classified Material Controls. 

1. Have control stations been established? Indicate the number of 
master stations and substations (see paragraph 12a). 

2. Are complete records kept for classified material received and dis
patched outside of the facility (see paragraphs 12a and c)? 

3. Is accountability maintained for all TOP SECRET, SECRET, and CRYPTO 
materials, including documents, hardware, and mock-ups, to permit their prompt 
location (see paragraphs 12a and 12f(3»1 

4. Are accountability and receipt and dispatch records retained for the 
required time (see paragraphs 12a, 12c, and 1ge)? 

5. Are procedures established for accountability of TOP SECRET and 
SECRET working material that is not promptly destroyed as classified waste 
(see paragraph 12f)? 

6. Are control station personnel cleared to the appropriate level and 
knowledgeable of their responsibilities (see paragraph 5f and 12d)? 

7. Are procedures established to 
investigation of each loss, compromise, 
material and other security violations. 
last inspection; see paragraph 7.) 

ensure prompt reporting to the FSO and 
or suspected compromise of classified 

(Indicate number of occurrences since 

S. Is annual inventory and accounting made of TOP SECRET material? 
(Indicate date of last inventory; see paragraphs 12b and 13g). 

9. Are TOP SECRET documents controlled by access records, continuous 
receipt system, number series, and copy numbers (see paragraph 13)? 
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10. Is access to classified material controlled on a need-to-know basis 
(see paragraph 3bg and Sc)? 

11. Are adequate procedures implemented to fully ensure the safeguarding 
of classified material during its use (see paragraphs Sc, Sd, and 16)? 

O. Controlled Areas. 

1. Are closed areas properly constructed (see paragraph 34a)? 

2. Are areas properly posted and approved by the CSO (see paragraphs 
34a(4), 34b(3), and 34c)? 

3. Are area entrances properly controlled, and is admittance granted on 
a need-to-know basis (see paragraph 34)? 

4. Are employees assigned to areas instructed to challenge unknown per
sons in areas {see paragraph 34a{S»7 

S. Is movement of classified material to and from areas properly 
supervised {see paragraph 34a(2»7 

6. Are employee badges, cards, or access lists properly controlled and 
kept current (see paragraphs 8a(S) and 34)? 

7. Are visitors to areas properly controlled (see paragraphs Sb, 32, 
and 34a)? 

8. Are supplanting electromechanical access control devices properly 
regulated (see paragraph 36a)? 

9. Are guard patrols or supplanting alarm systems adequate for closed 
areas during nonworking hours (see K-7 above and paragraphs 33b, 34a(3), 3S, 
and 36)? 

10. Do dubcontractors and their employees who operate and maintain alarm 
systems have required personnel clearances? (List such subcontractors; see 
paragraph 3Sa{I)(b).) 

11. Are alarm dispatch records properly executed and maintained (see 
paragraph 3Sa(l)(c)S)? 

12. Is the response time to an activated alarm IS minutes or less (see 
paragraph 3Sa(1){c)4 and 3Sa(2»7 

13. Does material, equipment, and installation meet federal and/or 
Underwriter Lab's specifications (see paragraph 35b(1»? 

14. If key-operated padlocks are used, have adequate p~ocedures been 
established for control of keys and locks (see paragraph 34a(3»? 
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P. Disposition. 

1. Is a program established for the reduction of classified holdings 
(see paragraph 19a)? 

2. Is classified material (including waste) destroyed as soon as 
practical (see paragraph 19a and 19c)? 

3. Is classified material properly destroyed (that is, does destruction 
process preclude reconstruction; see paragraphs 19c and 19f)? 

4. Is burning the only approved method of destruction used by the facility? 
(List methods of destruction, other than burning, which have been approved by 
CSO; see paragraph 19c). 

5. Are destruction records and certificates maintained as required (see 
paragraph 1ge)? 

6. Is destruction authority obtained when required (see paragraph 19b)? 

7. Is destruction performed and witnessed by appropriately cleared per
sonnel who are knowledgeable of their responsibilities (see paragraph 19d)? 

B. Is destruction equipment leased or rented (see paragraph 19c)? 

9. If the answer to B is "yes," who operates the equipment, and how is 
control of the material maintained (see paragraph 19c)? 

10. Are procedures in effect to prevent access by uncleared employees 
who operate equipment (see paragraph 19c)? 

11. 
services 
verified 

Is retention authority requested on final delivery of goods or 
or on complete termination of contract? (Explain how procedures 
and how facility accomplishes this; see paragraph 5m.) 

Q. Re..e:.roduction. l' 
! 

are 

1. Is reproduction held to the minimum required? Are reproduction facilities 
properly ~esignated, identified, and controlled (see paragraph IB)? 

2. Are procedures in effect to restrict use of office reproduction 
equipment for classified productions? (If so, explain; see paragraph lB.) 

3. Has the facility developed a procedure for the use of office copy 
machines in the reproduction of classified material (see paragraph IB)? 

4. Are personnel thoroughly familiar with and following established pro
cedures when using office copy machines for reproduction of classified 
material (see paragraphs 5f and IB)? 

5. 
1Ba)? 

Is reproduction authorization obtained when required (see paragraph 
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6. Are reproduction records properly maintained (see paragraph 1Bc)? 

7. Are production control records properly maintained (see peragraph 
7B)? 

B. Are copies or extracts of classified material marked the same as 
originals (see paragraphs 18 and 18d)? 

9. Do reproduction area controls prevent unauthorized access (see 
paragraph 79)? 

10. Are overruns held to a minimum and properly accounted for (see 
paragraph 80a)? 

11. Are proofs and samples returned to the customer with finished 
products (see paragraphs 80b and 80d)? 

12. Are classified waste containers identified and emptied at completion 
of working hours (see paragraph 80c)? 

13. Are plates and rubber blankets reused only on classified production 
and safeguarded when not in use (see paragraph 80f)? 

14. Are press rollers, and similar devices, properly cleaned after 
classified run (aee paragraph 80f)? 

15. Are mailing lists properly protected (see paragraph 82)? 

R. Classified Meetings. 

1. Are meetings sponsored when required? Indicate the number of 
meetings since last inspection (see paragraphs 5q(2), 5q(3), and 9). 

2. Is attendance of foreign nationals or RFI's approved by sponsoring 
activity (see paragraph 9b)? 

3. Are classified meetings held at approved locations (see paragraph 
9c)? 

4. Has the contractor developed complete security procedures for the 
safeguarding of classified material at the meeting (see paragraph 9d)? 

5. Have the security procedures been submitted to the sponsoring activ
ity for approval (see paragraph 9d)? 

6. Is attendance limited to persons properly cleared and having a need
to-know (see paragraph 9d(I)(a»? 

7. Is disclosure authority obtained from the contracting officer when 
required, and is disclosure authority furnished to sponsoring activity (see 
paragraph ge)? 

B. Is a copy of the classified presentation furnished to sponsoring and 
contracting activity (see paragraph ge)? 
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9. Are unsponsored contractor-conducted meetings properly controlled 
(see paragraph 5q(I»? 

10. Are requests to attend meetings properly certified nnd submitted to 
contracting officer UA activity for certification of the employee's 
need-to-know (see paragraph 9f)? 

S. Consultants. 

1. Are Type A Consultants properly briefed and certificates furnished 
to CSO? Are all necessary reports including adverse information reports, made 
as necessary, and on a timely basis (see paragraph 68)? 

2. Are Type C Consultants properly briefed, and are controls stated in 
letter agreements observed (see paragraph 70)? 

T. AVP. 

1. Does the facility process classified information on an ADP system? 
(If so, what level?) 

2. Has an ADP system security supervisor been appointed? (If so, 
identify by name; see paragraph 103c.) 

3. Has written approval been given by the CSO to operate the system? 
(If "yes," list date or approval; see paragraph 103a.) 

4. Have ADP hardware configurations, system software. or operating 
proced~res/mode changed or been modified since the last inspection? (If 
"yes," give detailed explanation; see paragraphs 103a and 106a.) 

5. Is the ADP SPP current? (If "yes." give date of issue; see 
paragraph 112c.) 

6. Have the following provisions of section XIII. ISM. been satisfac
torily implemented in the operation of the ADP system? 

a. Personnel controls (see paragraph lOS)? 

b. Physical controls (see paragraph 106)? 

c. Clearance/declassification/destruction of all storage media 
(see paragraphs 114. 115. and 116)? 

d. Transmission line protection (see paragraph 109)? 

e. Subcontracting provisions (see paragraph 110)? 

f. Audit trails. logs. and activity and maintenance records (see 
paragraph Ill)? 
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U. COMSEC/CRYPTO. 

1. Has a COMSEC custodian been appointed? (If so, list name and tele
phone number; see paragraph 10a(I), CSISM.) 

2. Has an alternate COMSEC custodian been appointed? (If so, list name 
and telephone number; see paragraph 10a(I), CSISM.) 

3. If appointed, are the COMSEC custodian and the alternate thoroughly 
familiar with and performing the duties outlined for them in the CSISM (see 
paragraph 12a, CSISM)? 

4. Has a COMSEC account number been assigned? (If so, list the account 
number.) 

5. What is the highest level of COMSEC access required? (Check one: 
TS __ S __ C) 

6. Is COMSEC access required at the facility? (Briefly describe the 
type of access, for example, install, maintain, or operate COMSEC or CRYPTO 
equipments for the U.S. Government; operate communications link with the U.S. 
Government; have access to the operational keying variables; and manufacture 
or installation of keying material for COMSEC equipments.) 

7. Does the facility have access to classified COMSEC information at 
another location (see paragraph 16. CSISM)? 

8. List the number of employees who are briefed for access to COMSEC 
information (see paragraphs 16a and 16c, CSISM). 

9. Have employees authorized access to classified COMSEC information 
been properly briefed by U.S. Government representatives and/or contractor 
personnel (see paragraph 16, CSISM)? 

10. Does the facility have copies of the CSISM. UA accounting instruc
tion. and equipment operation manuals (see paragraph 2, CSISM)? 

* 

* 
* 
* 
* 
* 

11. Does the facility SPP contain adequate procedures relative to COMSEC 
requirements (see paragraph 3. CSISM)? 

12. Are all COMSEC related reports submitted (see paragraph 24. CSISM)? 

13. Has a COMSEC emergency plan been developed. which has the approval 
of the CSO (see paragraph 23. CSISM)? 

14. Has adequate classification guidance been furnished regarding COMSEC 
information via a DD Form 254 (see paragraph Ie. CSISM)? 

15. Have all disclosures of COMSEC information. whether to a subcontrac
tor or other persons. heen made only with the specific written approval of the 
contracting officer (see paragraph 5. CSISM)? 
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16. Is all COMSEC information in the custody of the facility properly 
marked and accounted for (see paragraph 2, ISM, and paragraph 17, CSISM)? 

17. Are COMSEC and keying materials marked CRYPTO properly stored? * 
(Describe the type of storage facilities used whether GSA container, vault, * 
or other; see paragraph 18, CSISM.) * 

18. Are COMSEC and keying materials marked CRYPTO properly handled in * 
the work processing area(s)? (If areas are utilized, briefly describe the 
characteristics of the area(s); see paragraph 19, CSISM.) 

19. Are access lists properly posted (see paragraph 19, CSISM)? 

20. Are adequate supplemental controls utilized, if necessary? 
(Describe them; see paragraphs 18 and 20, CSISM.) 

21. Is COMSEC and CRYPTO material properly disposed of? (Describe what 
methods of destruction and disposition are used; see paragraph 19, ISM, and 
22, CSISM.) 

22. Does the facility operate a communications center for the U.S. 
Government? Does it secure a communications circuit with the U.S. Government, 
or between itself and another contractor (see paragraph 1, CSISM)? 

23. Are COMSEC and keying materials marked "CRYPTO" properly trans- * 
mitted outside the facility (see paragraph 21, CSISM)? * 

v. International Operations. 

1. 
If so. 

Does the contractor have any cleared personnel assigned overseas? 
are they doing any of the following? 

a. Are they performing on a UA contract involving access to classi
fied information overseas? (If "yes." include the number of personnel, the 
location of their work. and a list of contract number(s).) 

b. Are they performing on a FMS contract involving access to U.S. 
classified information? (If "yes," indicate whether the access is provided 
directly to contractor personnel overseas by a U.S. Government activity. or if 
it is provided directly to contractor personnel by the foreign government for 
whom the VMS contract was awarded.) 

c. Are they performing on a purely commercial contract swarded directly 
by the foreign government or one of its contractors. and access to either 
foreign classified or U.S. classified information is involved? (If "yes" and 
access is to U.S. classified information, determine how the U.S. classified 
information was released to the foreign government. such as. released directly 
by result of an export license. released by a third country with U.S. Govern-
ment approval. and the like.) 

d. Are they engaged exclusively in sales and marketing activities? 
(If "yeg." identify what programs involve access to U.S. classified information 
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and what the authority is fo~ discussing such classified sales and marketing 
efforts with foreign nationals. such as U.S. Government approval. export 
licenses. and trade agreements.) 

2. Has the contractor developed an SPP sufficient to cover its overseas 
operations when engaged in: (a) sales and marketing efforts involving U.S. 
classified information. and/or (b) performance on a UA awarded classified 
contract. including those contracts awarded under FMS? Does the SPP state the 
prohibition against contractors transporting classified material across 
international borders (see parag~aph 5s)? 

3 How many cleared employees are assigned overseas. and have they re
ceived'the required security briefing prior to overseas assignment? Are there 
provisions for ensuring that employees receive an annual refresher briefing? 
(Explain the procedures established for ensuring that an annual refresher 
briefing is given; see paragraph 97.) 

4. Has the contractor established a program for self-inspection of its 
overseas locations when the overseas location is engaged in work requiring 
access to either U.S. classified information or foreign classified information 
released to the contractor through U.S. Government channels? (Explain fully 
in the narrative the procedures established; see paragraph 97.) 
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APPENDIX XIV 
Equivalent Foreign and International Pact 

Count!')' 

ArgeDtlna 

A\l8traUa 

A\l8trla 

Belglua (Freacb) 

(Flealah) 

Bollvla 

Brazil 

Ca.odia 

Canada 

Chile 

Coluabla 

":oata Rica 

Den.rk 

Ecuador 

TOP SD:RET 

mTRICTAMEHTE SB:RETO 

TOP SB:RET 

S'l'RDtG aElIEIM 

TRm SB:RET 

ZEER GEHEIM 

SUPERSB:RETO or 
lIlY SB:RETO 

UL'l'aA SB:RETO 

TRm SB:RET 

TOP SreRET 

SB:RETO 

ULTRASECRETO 

ALTO SB:RETO 

HC)JST HIHHILIGT 

SD::RETISlMO 

SB:RET 

SB:RETO 

SD::RET 

GEHEIM 

SB:RET 

aEIIEIM 

SFJ:RE'ro 

SB:RE'ro 

SB:RET 

SB:RET 

SB:RE'ro 

SECRETO 

SB:RE'ro 

HIHHlLIGT 

SB:RETO 

Organization Security Classifications 

Non-U.S. Protective 
CONFIDENTIAL Classification Markings 

CONFIDENCIAL RESERVADO 

CONFIaTIAL RESTRICTED 

VERSCHLUSS 

COBFIIEll'I'IEL DIFruSIOlt 
R&STREIH'l'I 

VER'l'ROOVELLJK BEPER'l'KE 
VERU'REIDIIO 

CONFIIENCIAL RESERVADO 

CONFIIENCIAL R&SERVAOO 

SERET/CONFIID'l'IEL 

CONFIDENTIAL R&STRIC'l'ED 

RF.SERVAOO R&SERVAOO 

RESERVADO CONFlDENCIAL 
RESTRINGlDO 

CONFllENCIAL 

FORTROLIGT TIL TJENESTEBRUG 

COHFIDENCIAL MSERVAOO 



Country 

E1 Salvador 

Ethiopia 

"lDlaDd 

TOP SD:~ 

ULTRA SECRETO 

lDIIAZ BIR'l'OU J([S'l'IR 

IRI'rrAD SALAIIII 

SD:RET 

SD:RETo 

J([S'rIR 

b 

CORFllENTIAL 

COl'IFlIENC IAL 

lCIUCIL 

Non·U.S. Protective 
Classification markings 

RmERVAOO 
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Non-U.S. Protective 
COUDtl'1 TOP S!X:RET SJ!CRET CONFl IEN'I'IAL Classification Markings 

Ireland TOP S!X:RET S!X:RET CONFII:UTlAL Rm'l'JUCTED 
Gaelic Afi-SICRElDEACH SICREIJEACH RUNDA SIUAJITA 

brael som BEYOO'ER SOOl SIWIJR K1GBAL 
"'1ft,.:. .". ·'t. , ... "ute 

lta17 SmRETISSDk) SEGRETO RISBRYATISSIMO RISERVA'1'O 

Japan KIMI'ISU GOKUHI HI 'l'ORlATSUKAICIIJl 

~.~ ai' ~4· JfI..#L :it. 
BUGAlHI"P ~;fiJ' 

'. ,J4. 
,,;1. JORDAN 

.,,. .., ..... 
HAKTUH JIDDAN HAKTUH 'SIRRI MAHDUD 

Korea It IQ~ .1'14, It 11;' 
~ I KUP PI HIL ., KUP PI HIL tIl KUP PI HIL ... 
~ 

SECRft/COllFIID'l'IBL lAo. 'l'Rm SB:RE'1' S!X:R!'l' DlFFUSIOI 
Rm3TREIR'1'E 

Lebanon TRm S!X:RE'1' SB:RET COlfF1DE1t'l'IEL 

Mexico ALTO SECRETO S!X:RETO COJlFl~IJ.L RESTR INGIDO 

letheranu ZEER GEHEDC GEHEIM COJIFIIIM'IEEL or DIEllSTGDEDI 
VERTROOWELIJK 

\ 
lev Zealand TOP S!X:RET S!X:RE'l' CONFIIENTIAL Rm'l'lUCTED 

/:/ 

licarape ALTO SB:RETO SB:RETO COlfF1~lAL RmERVAOO 

10",.,- S'l'RDfGT HDIIILIG HDIIEL1G KONFlDENEIELT BEGRENSET 

Paldatan 'l'OP SECRET SD:ur comIBl'l'IAL RIS'l'RIC'l'BD ~ 
Parape)' SD:RETO SlX:RETO COllFIIERClAL RmERVADO 

Q;::\ 
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CD 

Country 

Peru 

Philippinee 

PoTtUSal 

Spain 

Sweden 
(Red Borden) 

SwItzerland 

TOPSD:RET SD:RET CONFI m:NTlAL 

n;TRICTAMENTE SB:RETO SD:RE'l'O CONFlDENCIAL 

TOP SB:RET SB:RET CONFI DEIt'l'IAI· 

KJlTO. SlI:RETO SB:RE'l'O CONFlDENCIAL 

MAXIMO SIl:RETO SB:RETO CONFIDENCIAL 

UHBtLISlI iHEMLIGI 

(Three languasee. TOP SB:RET hae a resi.tration number to dI.t1QSU1eb 
trOll SB:Rm' and CONFlIBNTIAL.) 

Non-U.S. Protective 
Classification Markings 

RESERVADO 

RESTRIC'l'BD 

RESERVAOO 

DIFfUSSIOR 
LIMITADA 

French TRES SECRET SECRET DEFENSE CONFIDENTIEL DEFENSE DIFFUSION 

Ge~n STRENG GEHEIM 

ItaUan SEGRETISSIHO 

Te1wan .i~ II HI. \ f; 
ThaUand LUP TISUD .. .I In,,, 
Turkey ~OK GIZL1 

Union of South 
Atriea 
E~l1sb TOP SD:RET 

Afrikaane UITEftS GEHEIM 

United Arab RepubUc a ..... 'I' 
(EQpt) TOP SB:RET 

GEHEIM 

SEGRETO 

~.Ht·f; 

LUP HAAG 

GIZL1 

SFrRET 

GEHEIM 

1:- .,,. 

,iIu,n 

VERI SiX:RET 

VEATRAULICH 

RISERVA'nss IHO 

LUP iii 

CONFlIiM'IAL 

RESTREINTE 

RISERVATO 

RESTRICTED 

J~ 
OFFICIAL 

-- -- ---

'''''')-
" 
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Country 

United Kingdom 

Uruguay 

USSR 

Viet Nam 
F'rench 

Vietnamese 

INTERNATIONAL 
ORGANIZATION 

NATO 

NOTES: 

'J'I)p m'CRl:."l' 

TOP SECRET 

ULTRA SECRETO 

COBEPIIIEHHO 
C~KPETHO 

TRES SECRET 

roI-~T , 

TOP SECRET 

COSMIC TOP SECRET 

sl·x:nl:.~' 

SECRET 

So::ru:TO 

C£KnTHO 

SECRET DEFENSE 

~T , 

SECRET 

NATO SECRET 

b 

CONfI )l~N'rI"L 

CONFIDENTIAL 

CONFInF.NCIAL 

HE nO~JlE&AIIlKR 
OrJlA.llii:HHO 

CONFIDENTIEL DEFENSE 

KIN 

CONFI DENTIAL 

NATO CONFIDENTIAL 

Non-U.S. Protective 
Classification Markings 

RESTRICTED 

REnERVAOO 

AlII CAII&.r:IiHoro 
nOJlb30BAHIUl 

DIFFUSiON 
RESTREINTE 
'l\I ",.aT , 

NATO 
RESTRICTED 

In all instances foreign secur.ity classification systems are not exactly parallel to the U.S. 
system and exact equivalent classifications cannot be stated. The classifications given above 
represent the nearest comparable designations that are used to signify degrees of protection and 
control similar to those prescribed for the equivalent U.S. classifications. 

"ATOHAL" information is an exclusive designation used by NATO to identify "Restricted Data" or 
"Formerly Restricted Data" information released by the U.S. Government to NATO. 

There is no Swedish security classification equivalent to US CONFIDENTIAL. Accordingly, all 
Swedish information or material received by the U.S. Government and classified HEMLIG will 
be safeguarded as U.S. SECRET; U.S. information or material received by the Swedish Government 
and CLASSIFIED CONFIDENTIAL will be safeguarded as HEMLIG. 
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Appendix xv. INDEX 

Accountability records, 12a 

ACDA: 
Classified information, 20c 

Addressing mail and shipments, 17k 

ADP System: 
Adjustment of area controls, 107 
Approval, 5b, 103a, 112, App. XI 
Audit trails, III 
Clearance of media and equipment, 115 
Concurrent processing, 108 
Declassification of media and equipment, 116 
Definition of, 3b 
Downgrading, 114 
Marking for, lIe, 
Personnel security, 105 
Physical security, 106 
Protection of software and data, 108.1 
Subcontracting, 110 
System security modes, 104, app. XI 
Transmission controls, 109 
Upgrading, 113 

Advance shipping notice, 17c(5)(d), 17d(3)(d) 

Adverse information: 
Reporting of, 5af, 6b(1) 

Agreement, long-term visits, 40 

Alarm systems: 
Approval, 35c, 36c 
Central control station, requirements for 35a(1)(c) 
Direct connect, 35a(1)(a) 
Material and installation, standards for, 35b 
Purpose, 35a 
Records, 35a(1)(c)5 
Response time, 35a(1)(c)4, 35a(2) 
Supplanting, 35a(1), 36a 
Supplemental, 14a(2)(c), 14a(4)(c), 35a(2), 36b 

Alien, 3d (see "Immigrant Alien," 3av) 

Alternate storage locations: 
Containers, 15d 
General, 15a 
Records, 15c 
Security clearance requirements, 1Sb 
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Armed Forces Courier Service, l7b, l7e(5) 

APO mail channels, l7c(2), l7e(3) 

Atomic Energy RESTRICTED DATA (see "RESTRICTED DATA") 

Authority, authorization for: 
Alarm system, 35c 
Alternate storage, l5a 
Applying classification, 10d 
Armed Forces Courier Service, l7b, l7e(5) 
Classification guidance; subcontractors, 60b 
Controlled areas, 34c 
Destruction, 19b 
Disclosure at meetings, 5q, ge 
Electromechanical devices, 36c 
Interim clearances, 26d 
Licensing agreements, 2lb 
Methods of destruction, 19c 
Public releases, 50 
Regrading of documents, lId 
Releases: 

between subsidiaries, 72b 
intelligence information, 5c, 
to foreign governments, 48a 

Removal of material to residences, l4e 
Reproduction, l8a 
Retention of classified material, 51. Sm. 64 
Sales literature, publishing of. 5p 
Secure electrical transmissions. l7c(4). l7d(1) 
Subcontracts: 

from foreign contracts. 66 
involving TOP SECRET. 59a 
with foreign industry. 65 

Termination of accountability. l2h 
Transmitting: 

material outside U.S •• l7e 
NATO material. 88c 
TOP SECRET material. 5x. l3i. 17b 

Use of special features of design on foreign contracts. 5h 
Visits: 

involving NATO information. 52 
involving RESTRICTED DATA. 42 
to contractors, 41 
to User Agency activities. 43, 44. 45 

Authorized persons. 3e 

Badges: 
Clearance. color coding. 8a. 20f 
Employees. 8a 
Reporting. 8c 
User Agency installations. 8d 
Visitors. 8b 
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Bank, use of for storage. 15 

Bankruptcy. reporting of. 6a(4)(e) 

Bid material: 
Destruction. 19a and b 
Disposition of. 51 
Publication and distribution of. 5p(2) 
Unsolicited. 109 

Briefings (see "Security briefings") 

Carrier: 
Custodian. 3ac, app. IX 
Qualified, 3bs 

Central computer facility, definition of. 3g 

Central memory units (see "Magnetic recordings") 

Central station alarm system. 35a(l). 35(b)(2) 

Certificates: 
Consultant. Type A. 68a 
Destruction. 1ge 
NATO briefing. 85d 
NATO clearance. 55 
Representatives of foreign interests, 20k 

Charts, marking. llc(2) 

Citizenship. proof of. 5ae. app. XII 

Classification authority. 3h. lOd 

Classification equivalents, foreign, app. XIV 

Classification guidance: 
Biennial Review, lOb 
Dissemination outside, CONUS, 10h 
Distribution, required, 61 
For subcontracts, 60 
General, lOa 
Responsibilities. Sad 
Retention. 10c 
Unsolicited bids. 109 
When issued, lOb 

Classified contracts: 
Definition of, 3i 
Listing of, 5z 
Reporting of unrelated material, 6a (18) 

323 



Classified information: 
Access to: 

ACDA, 24a(l) (d) 
CNWDI, ll.S 
Definition of, 3a 
Requirements for, 20a 

Definition of, 3k: 
Loss, compromise, or suspected compromise, 7 

Classified waste, 19f, SOc 

Clearance (facility): 
Advertising, 20f 
Basis for, 21 
Board resolutions, 20i 
Certificate, foreign interests, 21a, app. I (para. L) 
Consultants, Type B, 69 
Definition, 3al 
Exclusion action, 22a(2), 22c(2)(a), 22d(3), 22e 
Executive committees, 22a(2)(b), 22c(3), 22d(3)(b) 
FOCI, 21c, 
Licensing, patent. and trade secret agreements, 2Ib 
Multiple facility, 73 
OODEPS, 6a(4)(c), 22a(4), 22b(4), 22c(5), 22d(5) 
Parent-subsidiary, 72 
Personnel clearances required in connection with, 22 
Security agreement, 21a 
Temporary help suppliers, 74 
Termination of, 5n 

Clearance (individuals): 
Access, 20a 
Administrative downgrading of TOP SECRET, 30 
Administrative ·termination, 29 
Age limitations, 20b 
Application for, 26a, 26c 
Assurance, security: 

application for, 99a 
issuance of, 99a 
reproduction of, 20f 
termination of, 99a(5) 

Concurrent, 26g 
Contractor clear~nces, 24b 
Conversion of, 27 
DOE, 261 
Foreign nationals, 201 
Formerly cleared, 26i 
Granted by: 

contractor, 24b 
DoD, 24a 

Guards, 20e 
Immigrant aliens, 20m, 20.1. 24a(2). 26b 
Interim clearances. 200. 26d 
Leave of absence. 20h 
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Letter of Consent: 
issuance of, 20j, 26k 
over.seas assignment, 96 
reproduction of, 20f 

MUltiple facility, 20d 
Name change, 6b(2), 26j 
Negotiators, 23 
New clearances, 26c 
Outside program, 20n 
Preemployment clearance action, 25 
Reciprocal, 31 
Records, 28 
Reemployment, 26h 
Reinstatement of TOP SECRET, 30 
Representatives of foreign interest, 3bw, 20k, 22f 
Required for: 

colleges and universities, 22d 
corporations, 22a 
partnerships, 22c 
sole proprietorships, 22b 

Transfers, 26e, 26f 
Withdrawal, interim clearances, 200 

Closed areas, 3m (also see "Controlled areas") 

Closed vehicle, 3n 

Cognizant security office, 3p, 4 

Colleges and Universities, 3q 

Combinati.ons: 
Access to, 14c 
Changing, schedule for, 5i 
Classifying, 5i 
Door devices, 36b 
Knowledge of, 14c 
Padlocks, security, 5i 
Personnel authorized to change, 5i 
Security enclosures, 36a(1) 

,Commercial Carrier, 17c(5), 17d(3) 

Communications Intelligence, 3r 

COMMUNICATIONS SECURITY (COMSEC): 
Briefing and debriefing, 5g 
Clearances, 24a(1)(a), ~4a(2), 24b 
COMSEC supplement, 76 
Definition, 3s 
Destruction, 19b 
Transmission, 17j 
Violations: 

investigation of, 7d 
reporting, 6a(3) 
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Complex, definition of. 3t 

Compromise or suspected compromise: 
Definition, 3u 
Investigation of, 7 
Reporting. 6a(2) 

£?mputer tapes, magnetic: 
Declassification, 116b(1) 
Marking, llc(lO) 

CONFIDENTIAL material: 
Clearances for access to, 24b. 26d, 
Definition, 3v 
Des troying, 19d 
Preparation for transmission, 17a 
Receipts, 12e(2) 
Records. 12c 
Release or transmission outside contractor's facility, 5x 
Storage, 14a(5) 
Supplemental controls, 14a(5) 
Transmission outside a facility, 5x, 17d, 
Transmission within a facility, 17a(3) 

Cons i gnef":. 3w 

Consignor, 3x 

Consultants: 
Access to CNWDI, 122 
Letter agreement, 70a, app. 1(0) 
Type A, 68 
'fype B, 69 
Type C, 70 
Under civil service procedures, 71 

Containers (see "Storage") 

Continued classification after public release, 10i 

Continental United States, definition of, 3y 

Contract Security Classification Specification, lOa, lOb, 60, 61 

Contracting office~, 3z 

Contractor, definition of, 3aa 

Contractor-granted clearances. 24b: 
Administrative Termination of, 29a, 29d 
Reemployment. 26i 

Control station personnel. l2d 
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Control station records: 
Accountability, 12a Destruction, 1ge Inventory lists, l7i 
Production, 12f 
Production control, 78 
Receipts. 12g 
Receipts and dispatch, 12c 
Reproduction, 18c 

Controlled areas. 5r: 
Approval for, 34c 
ADP system area controls, 107 
Basis for. 33 
Closed areas: 

construction, 34a, app. V 
definition, 3m 
identifying, 34a(4) 
nonworking hours, 34a(3) 
working hours, 34a(2) 

Reports, 6a(5). 34d 
Restricted areas: 

definition. 3bx 
marking. 34b(3) 
nonworking hours. 34b(2) 
working hours. 34b(1) 

Supplemental or supplanting controls (see "Alarm systems") 

Courier, 17c(3), app. X 

Cover sheets. 11c(l), 11c(5) 

Covering: 
Documents in use. 16b 
Equipment, 17a(l)(c) 

Credentials: 
Recovery of, 8a(5) 
Verifying, 8a(6) 

CNWDI: 
Access requirement. 118 
Briefings, 119 
Definition. 30 
Marking. 121 
Policy. 117 
Records. 120 
Subcontracting and consultants, 122 
Transmission outside facility, 123 

CRYPTOGRAPHIC (CRYPTO): 
Accounting for, 12a 
Definition. 3ab 
Inventory and accounting. 12b 
Production of. 12f 
Reproduction, 18a 
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Dates, required on classified material, 11b(1), 11c(15) 

Declassification, definition of, 3ad, app. II 

Degaussing, 19h, 116b(1) 

Delay in shipment, 6a(10), 17c(5)(d), 17d(3)(d) 

DoD technical information dissemination activities, 5y 

Design features, in~?rporation of, 5h 

Designated countries, 5u(1) (footnote lQ/) 

Designated country relationships, 5v, 6b(14) 

Designated country visits, 6a(19) 

Destruction: 
Authorization, 19b 
Certificates, request for, 1ge 
Classified waste, 19£ 
Destroying official, 19d 
Equipment approval, 19c 
Inspection of equipment, 19c 
Magnetic recording, 19h 
Methods, 19c 
Records and certificates, 1ge 
Rented or leased equipment, 19c 
Reproduction materials, 80, 81 
Requirement of, 19a 
Ribbons, typewriter and ADP, 19f 
Subcontractor employee, use of, 19d 
Witness, 19d 

Determining need-to-know, 5f 

Disclosures: 
At meeting~, 5q, ge 
Limitations on, 5c 
Public, 50 
To subcontractors, 58a. 59 

Disk and drum. declassifying, 116b(2) 

Dispatch records. l2g 

Disposition of classified material, 51 

Documents: 
Definition of. 3ah 
Marking of. 11 

328 

* 

* 

* 

Downgrade, definition. 3a1, app. II: 
Clearances, TOP SECRET, 30 

Electrical transmission, 17b, 17c(4). 17d(I), 109 

Electromechanical devices: 
Approval, 36c 
Door devices. 36a(2) 
Security enclosures, 36a(1) 
Supplemental, 36b 

Electronic devices: 
Approval. 36c 
Door devices. 36a(2) 
Security enclosures. 36a(l) 

Emergency procedures, 5w 

Employee badges, 8a 

Energy Department (DOE) facilities, visits to. 46 

Escorts: 
For transmission. 17c(3), app. IX 
For visitors. 38b 

Espionage and Sabotage Acts, app. VI 

Exclusion of personnel: 
From classified access. 5e 
From clearance requirement. 22e 

Executive committee. 22a(2)(b). 22c(3), 22d(3)(b) 

Executive personnel, 3aj 

Export Licenses: 
Unclassified technical data. 41d(3) 

Facility. 3ak 

Facility security clearance, aI, (see "Clearance") 

Facility security supervisor, Sa 

FBI, reporting to, 7b(l) 

File folders, marking of, 11c(5) 

Files. classified. lIc(5) 

Fingerprints, 26a(4). 26a(5). 3Ib 

Firmware, definition of, 3am 
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Foreign: 
Classification equivalents, app. XIV 
Classified contracts, app. III 
Government information, definition of, 3an 
Interest, 3ao 
Marking foreign classified material, lle, llb (5) (a), llb (8) (e), llb (8) (f) 
Nationals, 3ap 
Ownership, control, and influence, 21c, 72a, app. I (para. L) 
Representatives of foreign interest, 3bw 
Travel, 5u, 6b(9) 

FORMERLY RESTRICTED DATA: 
Definition, 3aq 
Dissemination, 171 
Marking, 11b(8)(b) 

General requirements, 5 

Graphic arts, definition of, 3ar (also see "Reproduction") 

Groups of documents, 11c(5) 

Guards: 
Clearance of, 20e 
Emergencies, use of, 5w(l) 
Entry Control: 

closed areas, 34a(2) 
facility complex, 14a(4)(a) 
meetings, 9d(4) 
room, building, structure, 14a(2)(a), 14a(4)(a) 
safe deposits area, 15d 

Patrols: 
of closed areas, 34a(3) 
of room, building, structure, 14a(2)(b), 14a(4)(b) 
of strongrooms, 14a(3)(f) 

Response to alarms, 35a(l), 35a(2) 
Subcontract: 

Destruction of CONFIDENTIAL waste, 19f 
Witness to destruction, 19d 

Guidance for contractor self-inspections, app. XIII 

Guides, classification, lOa, 58 

Hardened container, 3as, 17a(2)(a) 

Hardware, ADP, definition of, 3at 

Home office (HOF), 3au 

Immigrant ~: 
Clearance of, 26b, 26c(2)(a) 
Definition of, 3av 
Justification and approval for clearance. 20.1 
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Limitations, 20m, 24a(2), 118 
Visiting overseas, 6b(6) 

Identifying facility of origin, 11b(1) 

Individual responsibility for safeguarding, 5f 

Information, definition of, 3ax 

Intelligence, 3az 

"International Traffic in Arms Regulation", 21b, 4ld, 48a(3), 48b, 50, app. VII 

Interpretations, requests for, 4 

Inventory, in connection with visits, l7i 

Inventory and accounting of classified material, 12b 

Investigations: 
By contractors, 7 
By U.S. Government representatives, 5aa 

Investigative assistance, 5aa 

Legends, markings, llc(2) 

Letters of transmittal, llc(13) 

Limitations on: 
Access to classified information. 20c, 3lc 
Destruction, 19b 
Reproduction, 18a, 87a 

List of classified contracts, 5z 

List of OODEPs, 6a(4)(c), 22a(4), 22b(4). 22c(5), 22d(5) 

Location of meetings, 9c 

Locked Entrance: 
Closed areas, 34a(2)(b), 348(3) 
Definition, 3ba 
Room, building, structure, 14a(2)(a), 14a(4)(a) 

Long-term visitors, 40 

Machine accounting cards, marking of, llc(3) 

Machine listings, marking of, llc(4) 

Magnetic ~ecordings, 19h 

Magnetic tapes, degaussing, 116b(l) 
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Maps, marking of, llc(2) 

Markings: 
Artwork, llc (1) 
ADP produced document, llc(4) 
ADP punched cards, llc(3) 
Automatic downgrading or declassification actions, lld(l) 
Blankets, 80f(2) 
Charts, llc(2) 
Compilations, llg 
Components, llb(4) 
Containers (transmission), l7a(1)(e), l7a(2)(b) 
CNWDI, 121 
DTIC documents, lId 
Dissemination and reproduction notices, llb(8)(d) 
Downgrading and declassification, "Classified by" notice, llb(7) , app. II B2 
Drawings, llc(2) 
Files, folders, or groups of documents, llc(5) 
Foreign classified material. llb(5)(a). llb(8)(e). lIe 
Foreign government information. llb(8)(e) 
FORMERLY RESTRICTED DATA notation. llb(8) (b). app. II 
General. lla 
Identification, llb(l) 
Intelligence scurces or methods of notation. llb(8)(c) 
Linecasting rd8chines. 79b 
Maps, llc(2) 
Messages, llc(6). app. II 
Microforms. llc(7) 
Miscellaneous material. llc(16) 
Motion picture films. llc(8) 
NATO extracts, llb(8)(f) 
Origination date. llb(l). 
Other than automatic downgrading or declassification action. lld(2) 
Overall, llb(2) 
Overlays. llc(l) 
Pages, llb(3) 
Photocomposition machines. 79b 
Photographs. llc(9) 
Plates. reproduction, 80f(3) 
Portions. llb(5) 
Presses. reproduction. 79a 
Production control records. 78 
Punched cards. llc(3) 
Recordings (sound. magnetic. electronic. and other). llc(10) 
Regraded documents and material. lId 
Removable ADP and word processing storage media. llc(ll) 
RESTRICTED DATA notation. llb(8)(a). app. 11 

·Rolled or folded documents. llc(2) 
Subjects and titles. Ilb(6) 
Tentative. 10g(2) 
Titles. llb(6) 
Tracings. Ilc(2) 
Translations. llc(12) 
Transmittals. llc(13) 
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Transparencies and slides, llc(14) 
Upgrading. lld(3) 
Wholly unclassifi~d material. llf 
Working papers, llc(15) 

Material, 3bb 

Mechanical Devices: 
Approval. 36c 
Door Devices, 36a(2) 
Security enclosures, 36a(l) 

Meetings: 
Disclosure at: 

Contractor facilities. 5q(l). 5q(3) 
DoD. 5q (2) 
Other User Agencies. Sq(4) 

DoD sponsorship: 
attendance of foreign nationals or representatives of a foreign 
interest, 9b 
location. 9c 
requests for. 9a 
requests for disclosure authority. ge 
requests to attend. 9f 
security procedures, 9d 

Multiple facility organizations: 
Classification guidance. 73 
Collocated facilities. 72c 
Concurrent clearances, 20j 
Definition of. 3bc 
Exchange of employee rosters. 37g 
Interchange of clas~ified information, 72c, 73 
Personnel clearances, 20d(2). 26k 
SPP. 5s. 72c. 73 
Transfers. 26f 
Visits between, 72c, 73 

National of U.S., 3bd 

NATO classified information: 
Access record. 85b 
Authority. 84 
Briefing. 8Sc. 85d 
Certificate of security clearance. 55 
Clearances. 24a(1)(c). 86 
Combination. changing of. 5i 
Contracting officer functions. 89 
Definition of. 3bf 
Disposition. 19b. 19c 
Marking. 87b 
Reporting receipt of. 90 
Reproduction. 87a 
Security supervisor. 85a 
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Subcontracting, 91 
Transmission: 

outside U.S., 88c, 88d 
within U.S., 88b 

Visits involving, 52, 53 
Visits records, 54 

Need-to-know, definition of, 3bg 

Negotiator, definition of, 3bh 

Notations: 
Dissemination and reproduction~ llb'(8) (d) 
Downgrading or declassification, llb(7), app. II 
Foreign government information, llb(8)(e), lIe 
FORMERLY RESTRICTED DATA, llb(8)(b), app. II 
Intelligence sources and methods, llb(8)(c) 
NATO information, llb(8)(f) 
RESTRICTED DATA, llb(8)(a), app. II 

Nuclear Weapon Security Program, 3bi, 20c, 24a(2) 

Office of Industrial Security, International, 9S 

Officers, definition of, 3bj 

Operating system, definition of, 3bk 

Orientation of personnel, 5f, 5g 

Overseas operations, 
Access to U.S. claSSified information: 

general, 92, 93 
notification of overseas assignment, 96 
overseas assistance, 95 

Safeguarding U.S. classified information, 96: 
custody and storage, 94c 
disclosure, 94d 
security claSSification guidance, 94a 
transmission, 94b 

Security briefings and certificates, 97 
Access to classified information of foreign governments and international 
pact organizations under a security assurance: 

general, 98 
security assurance, 99 

Parent, definition of, 3bl.l 

Parent-subsidiary: 
Clearance requirements. 72a 
Collocation of facilities. 72c 
Exclusion action, 72a 
Interchange of classified information, 72b 
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Patentable material. 5m(1)(b) 

Patrols. patrolling: 
Closed areas. 34a(3) 
Facility complex. l4a(4)(b) 
Rooms. buildings. structures. 14a(2)(b). 14a(4)(b) 
Strongrooms. l4a(3)(f) 

Personnel: 
Clearance (see "Clearance (individuals)") 
Exclusion. 5e 
Identification, 8 
Suspected compromise. investigation of. 7 

Personnel Security Clearance (PCL), 3bm 

Possessions. 3bn 

Principal management facility (PMF). definition of. 3bo, 20d. 26f. 73 

Printing (see "reproduction") 

Production of classified materials: 
Incorporation of. 12f(4) 
Other mat~rial. 12f(3) 
SECRET documents. l2f(2) 
TOP SECRET. CRYPTO. and special access documents. 12f(l) 

Protected area. 3~p 

Protective Security Service. 3bq. l7a(2)(b). 17a(2)(d). 17c(S)(b) 

Public disclosure. So (also see "Disclosure") 

Pulping (for destruction), 19c 

Qualified carrier, 3bs. l7c(5) 

Receipts: 
Inner containers, inclusion, l2g(2). 17a(l) 
Obtained during visits. 17i 
Retention of. 12g(3) 
Signing and return of, 12e(2) 
Suspense file and follow-up. 12g(3) 
Within a facility. 13d 

Receipt and dispatch records. 12c 
Receipt and classified material. 12e 

Record of: 
Accountability. 12a 
Alternate storage facilities. lSc 
Badges and identification cards, 8a(S) 
Citizenship. app. XII 
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Clearances. 28 
Combinations. knowledge of. 14c 
Control cards. electronic. 36a(1)(a). 36b 
Control station personnel. 12d 
CNWDI. personnel having access to. 120 
Destruction. 1ge 
Discussions and photographs. 38c 
Dispatch of classified material. 12g 
Inventory and accounting. 12b 
Inventory. visits. 17i 
NATO access. 85b 
NATO visits. 54 
Production control. 78 
Production of classified material. 12f 
Receipt and dispatch. 12c 
Receipt of classified mater:l..al. 12e 
Reproduction. 18c 
Retention of. 5m 
Termination of accountability. 12h 
TOP SECRET access. 13a 
Visitors. 39 

Reference material. 3bt 

Registry. central. 87a. 90 

Regrading: 
Authority. app. II 
Definition of. 3bu 
Marking. lld 

Release of classified information. 5x 

Remote terminal. definition. 3bv 

Removal of classified material to residence. 14e 

Reports. reporting: 
Adverse information. 6b(1) 
Assignment of immigrant aliens. 6b(6) 
Attendance at meetings. 5u(l), 6b(9) 
Authorization to apply classifications, 6a(14) 
Badges and identification cards, 6a(13) 
Category of classified information. 6a(8) 
Category 5, visit authorization. 6b(8) 
Changed conditions. 6a(4) 
Change in closed or restricted area, 6a(5) 
Change in employee's status. 6b(2) 
Change in storage capability, 6a(6) 
Citizenship by naturalization, 6b(7) 
Delay in shipment, 6a(10) 
Employee information in compromise cases, 6a(7) 
Employees desiring not to perform on classified work, 6b(lO) 
Espionage. sabotage. or subversive activities, 6a(1), 6c 
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Evidence of tampering. 6a(11) 
Foreign classified contracts. 6a(17) 
Improper shipment. 6a(12) 

CHANGE 1 
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Inability to safeguard classified material. 68(16) 
Location or disposition of classified material. terminated from 
accountability. 6a(15) 
Loss. compro~ise. or suspected compromise. 6~(2). 6a. 7 
Official investigation, 6b(3) 
Other security violations, 6a(3) 
Receipt of classified information not related to a classifjed 
contract, 6a(18) 
Relationships in Designated countries, 5v, 6b(4) * 
Representative of a foreign interest, 6a(4)(d). 6b(5) 
Termination of business. 6a(4)(e) 
Termination statement, 6a(9) 
Travel or attendance at meetings, 5u(l), 6b(9) 
Visits by Designated country representatives or nationals, 6a(19) * 

Reproduction: 
Area controls: 

bindery areas. 79c 
composition areas, 79b 
darkrooms, 79d 
pressrooms. 79a 
proofreading areas, 7ge 
shipping entrances, 79f 

Authorizations for. 18a 
Blankets, rubber, 80f(2) 
Blankets, other than rubber. 80f(3) 
Bulk shipments. 80e 
Designation of equipment, 18 
Destruction, special requirements. 81 
Identification of: 

linecasting machines, 79b 
photocomposition machines. 79b 
presses, 79a 

Mailing lists: 
classified, 82a 
related material, 82a 
unclassified. 82b 

Overruns. 80a 
Plates, 80f (3) 
Press, parts of. 80f(4) 
Production material, 80f(1) 
Proofs, 80b 
Records: 

control stations, 18c 
production control, 78 

Regraining of plates. 80f(3) 
Sampl~s, return of. 80d 
Waste. disposal of. 80c 

Restricted Area, bx (see "Controlled areas") 
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RESTRICTED DATA: 
Clearance for access to, 24a(1)(a) 
Definition of, 3by 
Dissemination, 171 
Marking, 11b(B)(a), app. II 
Violations involving, 7d 
Visits involving, 42, 46, 47 

Retention of classified material: 
By subcontractors, 64 
General, 5m, 10c 

Return of classified material, 51, 64, 

Return of samples, BOd 

Safeguarding: 
General, 5d 
Individual responsibility, 5f 

Safeguarding U.S. information overseas: 
Custody, 94c 
Disclosure, 94d 
Storage, 94c 
Transmissions, 94b 

Safeguards during use, 16 

Sales literature, 5p 

SECRET material/information: 
Accounting for, 12a 
Authority for: 

disclosure at meetings, ge 
removal to residence, 14e 
reproduction, 18a 
transmission, 17e 

Clearance for access to, 24a, 26c(1), 26d, 26i 
Definition, 3bz 
Destruction of, 19d, 1ge 
Inventory and accounting, 12b 
Preparation for transmission, 17a 
Production of, 12f 
Receipts for, 12g, 17a 
Release or transmission outside contractor's facility, 5x 
Storage: 

containers, 14a(3) 
supplemental controls, 14a(4) 

Transmission: 
by commercial carrier, 17a(2) 
outside a facility, 17c 
outside U.S., 17e 
preparation for, 17a(l) 
within a facility, 17f 
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Security, agreement: 
Execution of, :u 
Termination of, 5n 

Security briefings and debriefings: 
COMSEC, 5g 
CNWDI, 119 
Defensive, 5u, app. VII 
Destruction, official, 19d 
Individual responsibilities, 5f, app. VII 
NATO, 85c 
Overseas assignment, 96 
Refresher, 97c, 97d 
Security briefing and certificates. overseas, 97 
Security briefing and termination, 5g 
TOP SECRET, 5g. 13b 
Visitors. Category 5. 41e 
Visitor escorts, 38b 

Security checks, 5j 

Security cognizance. Id.3cc 

Security. definition of. 3cb 

Security education. 5f 

Security enclosures, 36a(l) 

Security inspections. 5ag 

Security of combinations, 5i 

Security supervisor (see "Facility security supervisor"), 5a 

Self-inspection. 5ac 

SENSITIVE COMPARTMENTED INFORMATION: 
Clearances. 24a(I)(a), 24a(2), 75d 
Contracts. 75b, 75c 
Definition of, 3cd 

Shipments: 
Bulk. 80c 
SECRET. controlled, 3ca 

Shipper. 3ce 

Short title. 3et 

Shredders, 19c 

Signature Security Service, 3cg, 17d(3) 
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Single line service, 3ch 

Special access programs, 3ci, 5t 

Special features of design, 5h 

Standard Practice Procedures, 
ADP systems, description, 103b 
ADP systems, physical security, 106(b)3 
ADP systems, security controls, 112c 
Annual visits at uncleared locations, 73a 
Collocated facilities, 72a 
Destructicn procedures, 19c(4) 
Emergency procedures, 5w 
Issuance and maintenance of Letters of Consent, 26k(I)(b) 
Security controls in multiple facility organizations, 73 
Security procedures of overseas locations, 97e 

Standards, Underwriters' Laboratories, 35b 

Storage: 
Alternate stu'rage locations, 15 
Bulky material, 14b 
Classified waste, 19f 
CONFIDENTIAL material, 14a(5) 
Desk pedestals, 14a(3)(g) 
En route to destination, 17h 
GSA approved cabinets, 14a(I), 14a(3)(a) 
Lock bar, security of, 14a(3)(g) 
()verseas, 94c 
Private residerce, 14e 
Protection dUlJ .. ng nonworking hours, 14d 
SECRET material, 14a(3), 14a(4) 
Steel fil~ cabinets, 14a(3)(d) 
Supervision of containers, 14c 
Supplemental controls for: 

SECRET material, 14a(4) 
TOP SECRET material, 14a(2) 

TOP SECRET material, 14a(1) 
Vaults: 

Class A, 14a(I), app. IV 
Class B. 14a(3)(b), app. IV 
Class C, 14a(3)(e). app. IV 

Strongrooms. 14a(3)(f). app. IV (para. F) 

Subcontractors. vendors and suppliers: 
Approval of requesis from, 56 
Badging of, 8a(7) 
Classification guidance. 60 
Clearance status of, 58 
CNWDI access" 122 
Disclosure of TOP SECRET matl.<t'ial to, 59a 
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Disposition of classified information, 64 
Distribution of guidance, 61 
NATO access, 91 
Safeguarding ability of, 59 
Selection, notification of, 62 
subcontracting on foreign contracts, 66 
S~bcontracting with foreign industry, 65 
Telephone requests, regarding, S9b(4) 
Unsatisfactory conditions at, 63 
Visit requests for, 41a(j) 

Subsidiary, 3cj 

Supplanting aJ.arm systems, 35a(1) 

Supplemental alarm systems, 35a(2) 

I if i d material, 5m(2) symposium involving c ass e 

System Software, 3ck 

Temporary help suppliers, Sab, 74 

Tentative markings, 10g(2) 

Termination of accountability. 12h 

TOP SECRET: 
Access records, 13a 
Accounting for, 12a. 13e 
Authority for: 

disclosure at meetings. ge 
disclosure to subcontractors, 59a, 13j 
removal to residence, 14e 
reproduction. 13h, 18a, 
transmission, 13i, 17b 

Clearance for access to. 24a, 26d, 26i 
Control station personnel, 12d 
Definition of. 3cl 
Destruction of. 1ge 
Dissemination, 13c 
Inventory and accounting. 12b, 13g 
Preparation for transmission. 17a 
Production of, 12f 
Receipts for. 12g(2). 13d, 17

i
ad contractor's facility. 5x 

Release or transmission outs e 
Repr0duction, 13h 
Security assurance. issuance of. 99b 
Special requirements, 13 
Storage: 

containers, 14a(1) 
supplemental controls. 14a(2) 

Transmission: 
method. 17b 
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preparation for, 17a(l) 
within a facility, 17f 

Violation, involving, 7b 

Transmission: 
Aboard aircraft, 17h, app. X 
Additional protection during visits, 17i 
Additional requirements, commercial carriers, 17a(2) 
Addressing mail or shipment, 17k 
Definition of, 3cm 
Electrical, 17b, 17c(4), 17d(I), 109 
Inspection of classified mail and shipments, 12e, 17g 
Method of transmitting: 

COMSEC material, 17j 
CONFIDENTIAL material outside facility, 17d 
CNWuI, 123 
NATO material, 88 
outside U.S. and possessions. 17e, 94b 
SECRET material outside of facility, 17c 
SECRET and CONFIDENTIAL material within a facility, 17£ 
TOP SECRET material outside facility, 17b 
TOP SECRET material within facility, 17f 

Preparation for: 
CNWDI, 123 
outside a facility, 17a(1) 
within a facility. 17a(3) 

Protection en route, 17h 
Procedures for, 5k 
Report of evidence of tampering, 6a(11) 
Restriction for RESTRICTED DATA, 171 

Transshipping, 3cn, 17c(5)(d) 

Trust territory, definition--9!, 3co 

Type A Consultants, 68 

Type B Consultants, 69 

Type C Consultants, 70 

Unauthorized persons, 3cp 

United States, definition of, 3cq 

Upgrade, definition of, 3cr 

User Agencies, 3ca 

Vaults and strongrooms: 
Class A, 14a(1), app. IV 
Class B, 14a(3)(b), app. IV 
Class C, 14a(3)(e), app. IV 
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Verification of facility safeguarding and storage, 59b(4) 

Visitor badges, 8b 

Visits: 
Advance notic~ 37d 
Authority for-, 37e (4) 
Carrying classified material on, 17e, 17f 
Category, 1, 41a 
Category 2, 41b 
Category 3, 41c 
Category 4, 41d 
Category 5, 41e 
Control of, 38b 
Criteria for approval, 37b 
Disapproval notice, 37c 
Escorts, 38b 
Export license, 41d(3) 
Facility clearance, verification of, 38a 
Identification of visitor, 38a 
Industrial security representatives, 37h 
Involving RESTRICTED DATA, 42 
Long-term, 40 
Multiple facility organization, 73 
NATO visits: 

clearance certificate, 55 
definition of, 39b 
records of. 54 
recurring, 52d 

NPLO programs, 53 
Processing time, 49 
Recordings and discussion, 38c 
Records of, 39 
Recurring, 37f 
Removal of classified material, 38d 
Reporting Designated country visits, 6a(19) 
Requests, contents of, 37d, 41 
Telephone requests regarding, 37d 
Under bilateral agreements. 51 
Use of OISI for. 50 

Visits to: 
DOE and its contractors. 46 
Foreign government and activities, 48 
Government activities other than DOE, 47 
User AgenCies in the U.S., 44 
User Agencies oats ide the U.S., 45 

Waste material. 19f, 80c 

Weapon system, definition of, 3ct 

Witnesses for destruction, 19d 
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Word processing system, definition of, 3cu, section XIII 

Working hours, definition of, 14a(2) 

Working papers, 11c(15), 12f 
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