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1, hesponsible for sccurately registering in - coming uocuments K
which are sent from verious agencies, snu within .ne's own negimental
tkehelon (depending upon the cheraeteristic of each gocumenty.

.2, Baseq on the protcecurs guidelines for periods of
receiving tna distributing documcnts, use orggnic couriers to relay
Jducuments, bocuments with top priority snd emergoncy prececehice be

" relayed at the time they ere recelved,

3. nceurstely record in goming ducuments which are sent from
friendly units,sgencics to cne's own echalons 56 they are bused
un the, ehsracteristic of the documents. Thus they can be quicidy

. distributed to receiving agencies or inuividuals,

DI, IN ALLLIUK JTO THE souVa MUSDmensBTal LULIkS, LHe GOIRESPoNDANT
. MUST aMPLEMeNT IHe FOLLUNLG: :

H

1. Maintsin cocuments which cafndt Qeiforwqrded yet. siways
. inspect lhe file recoru tu see whether any top priority or emergency
messsges have nul beem ulstributed.

‘Meintain pesswomls listing to be distributed to suburdincte
"+ . agencles troops £nu Jetechments within locel echelun.

. 3. Memorize code nemes, telephone signals, bivouac loaations of
“-uirectly concerned rzgiments. slso know the full nsmes of various”
pertinent correspumdent chiefs,
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bo Be fully awire of sitydtion in the vicinity of biveuac area,
snu of situation of the'trarfic as-well as liaison directions ( long
or short uwistances, road widlh, type ol soil, stecp elevutions,
rivers, bricges unu udrezinages, cliwatic sfiect on roads) ... In
order to adequately use the intfomition for the utmost success,

© 5. pe fully wwere of the chorecteristic struggle of regiments
snd truops oI one's own echelon.

6, Be fully awarc if the gencral situstion of the informmetion
centery orguenization ol one's own echelon. Then we have a tightly
knit orgenization which can covperste with other {ncilities in
fulfilling the common mission.

7v Be fully swsre of the infuormmation, motivation, detachment
strongth, situetion of orgenistiosn, actual capabilitiss of each
individuel type of equipment, skill znd guaentity all signel and
motivetion soldiersi

8. Inoiviuuols cannot leave their wuty post., .ny ueparture {ron
work must be approveu bv a superior or snu ¢ replecement proviged.

9, Strictly keep out sny uneuthorized persons who hsve no .
mission in the peceiving snd distribuling stations Thus we éan
muintein oruer anu tringquility in the office, enu to prevent spies from
stealing o cuments,

IITW bbbl VANG (WhL) wlSTRIBULLNG el LUNy  MUusT J.B].bL BY-jtHe FOLLUWING
oYo T

1. bhift system: 1f there ere mure then 2 persens in the receiving
{an¢) distributing stzta.n, a shift systen must be employed: when
the worklosd i8. heavyy2 persons imust hilp esah  another, . and meke
sure thst both night ot Gay thers is s shift workinga

The shift changing gver mugt reslijet
. = tuentity, snu cherecteristid of gocuments received and
distributed

- uuuntlty, ChﬁrdbturlstlQE «nu purpose of cooumonte not
yet Torwaruea,

/[Page 2 of original texts
- QunntitJ ol sululsps wno mesns of informetion (and)
motivition ih mdBsliona udtudiluns ol suldisrs ang meens of ihformation
(and) motivetion at sil tidesi

i
- Various types of recotd buuks) ahu docwienl receiving {ond)
uistricbuting builctins.

- &ny changes ol bivouac lucutiens of associasteu ragimehté,
Lrusps enu suborcinute installstions,

~ bitustion of traffic, und lixisun uirections,
- Uther related Juties which require recognition.
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2, lpspectiop system:

~Daily-either in the morning or in the afiernoon - register
books &nd remeining documents must be inspectad to soe whether there
is a any document which is late, furgotten to bo forwsrdeud, lost,
or recorded incorreotly.

3, heport system:

Verbel heport period to the tnief of infcrmetion Venter srea,

heporting form:

- Guantity enu charscteristic of various types of documents
receivea. aznu - forwarueu. Stetus of duty LOF.

- Quuntlty of aocuments, e¢nd rosson fur baing incorrectly
relsyed, forgotten to be sent out, lste, lost, or wrongly registured,

"a@itndtion of soluiers end meens of information (s&nd)
motivetion, situction of communicetion ruutes, R

. = Gomments enc propasals for resolving problens related to
informetion {end) motivetions mission. ' o
CTHe aib
[Page 3 of ohiginal text/

Locumcnt bldsslflcutlon
NG hec;1v1ng (anc)} iistribuiing PruCELMIe
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Iv. bObUHLNT'CthuIrluthUN, Bl neAkTV NG (an) bluTﬁlUUTING PhOLLDUHES.

§§sed on Doquﬁuta.

- Orders, 1nstruct10ns, circularly,reports, besides these there
are also combat training books, on other types of "secret" info of the
armzd Forces.” sach type hus a different resson for being secret
informatiecn,

2. Bssed on characteristic secrets. to classify:

- Ultrs'sderet, top secrct, secret,

ﬂ- Mﬁd

lt is the hlgheat c13551f1cnt1un, and limited t6 only .
o faw‘ind1v1dubls who ere sutlorized to resd and act Gpon suchrinformation.

- Nltro secret correspondenuﬂ must be dlrectly received from
the pldce it is sent by the most relisble 1nfonnuu10n {end) motivstion
soldier who must himself tuke 1t to its, destinstion, While"en route,-
tho courier ‘must. seriocusly comply with ‘the commo-lieison procedures,
and must strive to use liis own mesns to tike the most uirect route,
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KIN

He is forbiuden to sto,. st crowdeu pluces. LI Lhe mission requires g
men, weegons sre neeucu Lo protect thome The itinerery for going and
returning must be przuctermined. heport immedietely upan arrival

or return;

Ultra secret wocuments must be stimpee "Ultre Lecret" in led,
savelopes mist be meve of thick,water-prool papoer which csannot be seen
through, cenuing ond reciiving ag.ucies must Le clearly juotted wown

(if document is esy cciolly sent Lo ingividuel who is authorized to
read it, it must beer this note: tu be opened only Ly Gomrade X..s)
tho reverse siuv ol the wunvelop must be seeled drie sleamped.

b,  Top becret:

buch a classificetion is quite high but limited to thu
correspondent chief, emd ¢ few cadre in charge of technicel service
whe are aulhorized to resc onu take acticn. This clossificetion
cennot be revealeg Lo unsulhorized irdivicuals,

Top seerct cocuments cen be relayed through receiving (arid)
{relay stations), but must be put in two envelops; ihe cover is loft
plain, the inner envelop must be scaled ans stamped. Top seeret,

¢, becret:

Glassification for tha2 spmed Forees routine wocw ents which
shoul. not be read "by civiliang sn. unasuthorie.. srsonnel.

3. lhe Priority Precedsnce:
1. Top prierity:

Lspeeially useuw for emergency situations, that require rield
commana wecisicns. heperdless whether night or voy, wocuments with
this preczdwvnce must be relayed immeielely, by ary neons, wpon reesipt,

2, bmergoncys

Used for urgont missions which, il lole, could cruse dinger to
the troops' lives, Lo welensive end offensive plans, to the srmea
Forces anu people's proportics, Locuments bearing such preceusnce
must be trensferrec on tho spot,

¥or each top privrity or emergency ..ocumenl, which cannot

be fowsgdeu immeciztely, the oririnctur wust be notificu  for
further appriopristes instructions.

[ruge L of OT 7

3. Urpent: Heserved for professional job.. which requires
routine precedenceS. Locununts with L1is precedence must be sent
during early working hours,

4. Houtine wzily services; after senuing the higher priority

documents, aueuments with this preceuacnce pust be Lorwsracu (if still
the working iours}.

KIN
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They sonnut bt cons:iuereu so routine 2s to be neslected, Such
acticn is not accuptoble, -

Such documents ere normelly bsosed on the in coming ¢nc out
poing secetion , end relayed aceording to the inlturmotion Ghief's
uecision,

V. Forwsrcing Procecures:

1, lncoming wocuments to be relsyed ust be checked by the receiver
to sve whether the envilop is corcfully seelceu , clessified or piven
correct precedence, (I the envelop i not well sealed or the alurcss
is not clear, the senuing ageney should be tuly to reseel it ond
rewrite the scdress more cleerly). lncoming cocunents will then be
recorded. inths .out going document logs.

2, The cucumsnt is classified, . given 2 preceacnce end time, Then
the informetion (wnd) motivetion cell is contected to deteamine how
meny men the cell needs. From this informetion the mesns used to
forward the document is determined.

When assigning information {crm) motivetion soldier, /TN:
Probubly ccurier service/ and inforuwstion mesnsy it is necassary to
orginize the reserve furces in vrusr to respond to future neecdss

3. When the intormation {#na) wetivetion men errives for
assignment, ho must be informed ol the following,

o = uantity ene cheracteristics of documents, wocuments must
be forwardcu one by one accoruing to the record logs. the eddrassce
is required to sipn the out going document logs,

- uadress, numss, cover designotions of spencies or of
aderessees, nemesd originating ana receiving stutions, nscessary
pass words, or recopnition sighels.

- Movanent cirections, route aistznce, troffic situetion, ond
other pertinent informetion witile .enhroute.

.= ®ftustion ol time requirea fur forwording, length of time
courier will e cel:yed et receiving stition amount of time required
tu return. o

: -~ Prececure fur trinsferrinm, uwocument to its finsl aestinetion
several poinls zre noted when receiving cocuments to be brought
back.

- while erroute, what is th tnsmy situetion?

-~ Pgoples hebits elong roule,

Methods to ask for wircetions. Foints Lo be noticed whan
inguiring ebout road directions.

—_—
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KIN

4o when the irfonu:tion (ena) motivetion man Jeourier /comes
back first the correspondent must sccurately and in cetail record

the intomming documents in the incoming
look over the incoming cocuments to seo.
wocuments to be forwarioc.
avcument record ook thoroughly inspect

tocument recoru

If courier
what coused the
columrn,

then he aus

document lops. He must
whether Liere sre sny urgant

t check »ith the outgoing

2nd reeord in lLhe out;oing

book the attusl time tuken to forward the document.

hus not accomplished his micsion, ask him why —
welay? onter speropriate comuenls in the remorks

= Furthermore the correspunucnt must usk the courier the following

points:

~ The process of transferring corrcspondence ang vocuments,

- boute situslion, eany hindrainces, or cnemy activities.

- buretion, snu executive situstion in forwgrding decuments,

The "Flash" preceucnce

"Flezsh" preccaence book furm

L;%ge 5

of O/

bouk must be recoruwzy s fullows:

dncomming :
bate Time Group| Courier i Lurespondence
heceived hengea in| From Slip No | nwaber, Lyps Classitication Te
oI wacuacnts
U
Outpoing:
G B . . . 1
Late Time ! oignature Uheracturis—j bate Tiueliime & |buration |
Gr.u;. of courier! Unit | tac of oo |ronk of pune— b itererks
tducument heeceived lrocaive tually late

Trensferrcd

The above incoming ere. outgeing tabl:c must be covered in the

sam¢ bouks

5. helaying wltra sceret ane tup secrst courresponugnce or 2ocuments
must have aistribution slips which hies & pagess

une pepe for file, the other is sent wlong with Lhe corresponuence,
ohu goeuments to the reccivoer.

SN
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KIN

On errival the number on the aistribution must be chcecked and kept
in the book for later iuspection,

-~ heceipt for ultrs scerst, top s.cret correspundence, document
must be recoraze as followsi-

- gllg;
- Degerture: 250000, mey 1962
- From C,506
- vorrespondence, document ho 401783
To v.90

Uete: o Mey 196%2.
~ Forwerd:
~ From: L.506 to C.90
- beparted et 0620 em arrived before 1700.
Urdinal Nr 1, 2, 3,4
From b, 506
- vorresgonucnce ho 401/ 83
- To: v.50

btution chief's signature, stamp, rank anc dete received.

1

[Fage 6 of UT_J
Flash 5lip lorm

Station 50 4 v v v ¢ v 4 e a s Shoebliun L0 4 4 0 4 s e e s e e s
NP v s v 0 e o v o o o o o hr: , o . . Irom L.506 to LS50

bepertere on » o (time cete group Leporture 0620 on 6.

. Lurrespondence | ., urainel | o LTl @8 punGenee o

From | omber Lo Nr From nuber - To
L5006 401/ B3 L.50 1 L. 506 401/ 143 L.%0

6 mey 1962 hegeiveua  Hours ey Month 1962
otation Chiefl 0620 26th wtation Chief's

“igncture, henk, Stemp. 9gneture and Stemp

V1. TORN IN PluovedUhn:

1, 1n the following cases, currespondence end documents must
be returpeu to the accressee; for action:

7
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= bome dutlrEnls ore bigpwosslbly Lo Corwerdlodurcssed uncleerly
wrong code nuwaber, oLe wreng cover Jesipnotion).

- Often time set for rdaying douments is insufficnt. for instence
@ document must arrive in 3 lLwurs, bal et the nonent recedived, one
hour haes pessed ine it neecs 2 onu a half hours Lo reach the destinetion.
Thus it won't arrive in time.

- Top priority ond emergency correspundence vocuments that
require to reach the destinetion no later then 4 hours bhut they couldn't
be relayed in due time beczuse at their arrivel 3 hours have passaed
ane the relay requires one avuitional hour; thus it cannot arrive on
tine.

- Top secret correspondences or thosc carried by hand without
envalopes, or carclenly sealau up (tuise doubts becguse the scal is
nut correct),

~ Ugrrespondences adueressed to the wrong agency.
2, Ordinary correspondences in stock nust be well kept,

- 1f top priority corresponduncus, or those wnich arrive
before ... hour and are not relayed bucause of one ar ancther reason,
should be notified tv the respunsible spency sne well kept. They must
also be regularly checked, onu upwvn uelivery csareful recounting is
roguired. .

3. worresgondences toe be returned which ntave not becn signed
for must be scnt back wioth rezsons for return, if they cre signed; the
reason for return should be piven on the envelop entered into the
register bo.k and in the coluwn of remarks in the corresponcence log

buql(.

UhHTTFTED GORNERLT TRANSLATION
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