
/ ...... / - -'. ~-

Direct effects of reconnaissance operations will be few, but are 

possible. They would include statements that the VC moved their positions, modified, . 
their tactics, or took special precautions as the result of having seen or having been 

spotted by our reconnaissance aircrafL ' 

".~-."_'_~_ ~hen the ~ of KIA are given, the G-!ag G:NAME. will'be 
',-

included along with A:723~51,f1; the names of the dead do not need to be included, 

unless another rule requires their inclusion. 

,~. ~. 

The Chieu Hoi (Open Arms) program is a governr:nent program begun 
, ' 

in mid 1963 that gran'ts amnesty and provides training for Viet CQng' or North Vietna~ese 
• ~. _.~ I ." " 

Army personnel who return to the GVN. A person who participates in, the program is 

called a h8i chanh., Th~ effects of this prog~am on the VC will be indexed with the 

subject'codes for effects, with G:CHIEUH. Propagpnda :'again~tthe program wil t be 

coded A: 163312 with G:CHIEUH.' Measures taken by the VC/NVAagainst the program 

will be indexed with A: 135658 and A:75921,f1 with G:CHIEUH. [25 October 1967] 

A second program, National Reconciliation' (t>obnKift) was begun 

in April 1967 to appeal to higher level personnel)n the VC than could be attracted by 
.' . . 

the Chieu Hai program. When this program is mentioned, the same coding procedures 

will be used as for the Chieu H'8i program, but with G:DOANKE. [25 October 1967] 

The GVN is also ~perating two other interrelated programs, the 
, , , 

Pacification program (B)nh -Djnh) and the Revolutionary Development program, sometimes 

called Rural D'evelopment. Although both,are programs carried out by armed ~eams, the . ' 

first is dedicated to restoration of low-level control of an area to the GVN, while the 

latter is devoted to improvement of the local political structure, economics and general 

welfare •. Effects of these programs will also be indexed using t,h~ subject codes for 

effects, but with either G:PACIFI or G:REVDEl. Discussions of the programs themselves­

will be coded with A:7213,f1,f1, ~sing either of the .G-tags~ [25 October 1967] 
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, 
d. Military Training. 'Unspecified training will be indexed under 

765.~. This includes basic recruit training and advanced training when no course 
I , 

of study is specified. 

If the training is specialize~it will be indexed under the 77¢ - 775 

sections. Generalground force "training will beent~retl under 773. i¢¢. 
1 • • '. • ' 

Training manuals will be indexed under 769. 1¢¢. For field manuals 

see 742.300. 

Training facilities will ~e indexed under the 771 section. If the 

-facilities are described enter modifier fj25; if coordinates are given' for the facilities 

enter modifier fj25 and an L-tag. ' For specialized training facilities all the appropriate 

code from the 77¢ - 775 sections. 
'. I 

Political training of military personnel, when a part of general 

mil itary training, wiH be indexed under 157.613, with modifier 135~ Pol itical 

training 'as an aspecfof a general military curriculum (subject 765.fj¢ffJ will ~ot be 

indexed. 

Military security', intel'ligence and espionage, sabotage, and 

propaganda training will be indexed under 157 .¢5fj, 159.4fj¢, 161.1¢fj and 163.5¢¢ 

respective Iy, with modifier 135~ 

3. Infiltration 

a. Infiltration Routes. The subject code for infiltration routes is 

333 ~66fj. All countries involved are considered as primary areas and will be coded 
, ' 

in B-tags. The codes AVNVNC and AVSVSS will always be used; if movement is 

through Laos or Cambodia ALA¢¢S or ACBfjfjS wi 1.1 ,also be entered. Always enter the 

province of North Vi~t Nam from which the infiltration route left, and the province 

of South Viit Nam where the infiltration terminated, if these are discernable. Do not 

" 
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index place names along the route unless they refer to some' signifi~ant oc~urrenFe 

in the journey. 

Any discussion of specific modes of transportation during the . . 
journey will be indexed. Thus, if-there is ci description,~f the ferry used to cross the 

~ , ' . 

Sepone River; it will be indexijd:-

I A lsi i 141s131 i IIG IF IE I R' I R I y I. II Dis IE I p 10 I NI E I 
For infiltration by sea also include the' area co.de for the South 

China Sea (B:BPCCH~L and the names of any ports or islands involved. 

b. Infiltration Training. The subject code. for infiltration training 

is 77r;i~7.Sr;i. The area code, if the training is done in North Viet Nam, will be 
, . . . . 

AVNVNC. If a description-or-the exact location of the training facilities is given,' 
/' ..... \.,J . . 

include the modifier r;i2S; if a map of the facilities is also included, use modifier 2211. 

When the description of the subject matter goes beyond standard 

military and political training, also index the specific poli'(:jes being taught. For 

example, the North Vietnamese policy on treatment on prisoners of war would be, 

Indexed as A: 723.6r;ir;i and A:72362r;i. 

c ~ . Infi Itration Documentation. Enter descriptions or examples of 

identification cards used in infiltration training centers u~der A: 15774r;iwith G:lD. 

Enter infiltration passes"under A: 1577Sr;i with G: INFILT. 

4. Relationships Between Units 

a. Maintenance of Forces. [1 October 1967] Main/tenance of forces 

will be indexed as A:7r;i239r;i, with G-tags to indicate the speci~ic types of maintenance 
.- " . 

involved, using the following table of definitions: 
" 
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~.;.----------~--------.-----------------~--------------------., 

G:IIINJO 

-- ," -

G:INTlGR 

G:ROTATI 

lepl&c_eat. AtJ4i,ti,em Df piIIN",rnaZ i~1Zr to a 
·1I1Iit..Rq~'it pflNCMlMZ .mtlII 'CdM f'i't/ltttl" " . 
t1:lffBl'fmt wt. . 

"iDfor~p~~ •. 1. i1I.: NtnfDl'JL1JJ". tit a ""'. iii tlftDt1ze:r 
wrlt~ I iiihe". 1:M ·amitiJ .nrlm:cz£tlt7wlp •• t.rJItlf:a. 
identities. ' 

'. " .•. - • ..' '-' - ',11 ._ - -' . -- ': - .," --,,\ - .:;.. -- -. ~ - < -" -.. 

IntegratiO(. !!he msrge:r of di.ffe:rent· tYPes of units 
into Il ili",t.. unit. .... 

Rotation or return to North Viet Nam. InoZw:Js hezre 
the poZiey~' eZigibiZity~' a,nd-statistifJ8 on the 
movement of .t:roops back to thtl Nol'th. If the evaaua­
ti.on of wounded is invoZved~ add G:fIOUNDE. Fop the 
%'Oute used .. add A':33Z661 and G:EXFILT • 

.. ~------------------------------------------------------------~ 
ReplaCement or reinforcemen~ can occur between different types of units, and integra­

tion always involves different types of units. The following table summarizes the 

principal c~mbinations of units that will be encountered: 

~ 

NVA & VC B:AVSVCC. B:AVSVNC 

Local & main force B:AVSVCC G:LF. II:MF. 

Local force & guerrillas B:AVSVCC G:LF. A:739~~ 

-VC & Montagnard (VHC) B:AVSVCC A: 74S4~~ . G:MONTAG , 
" 

NVA & Montagnard (VMC) B:AVSVNC A: .7484j'$' G:MONTAG 

'b. Control of the War. (} Augl!st 196-7} Ev idence of the contro I or 
.I 

direction of the war by North Vi~t Nam wi" be indexed using A:7~144t. The primary 

area will be North Vi.t-Nam (B:AVNVNC) and the secondary area will bel the Vi~t 

C:~ng (R:AVSVCC). -

c. Frictio~ or Preferential Treatment •. D August 1967] I'ndexing of 

indications of friction between different units, or the prefere~tial treatment of ~ne 

r"\tJ",' ,: .. .3-58 . . FEB 19Se 
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unit over another, is very important. The following table summarizes the different 

relationships that m~y occur and the indexing rules for them: 

Between similar military units, 

Between military comma1).d eche10tls 
~ ~.. . . 

. :. ',' 

Between VC and NVA 

Between military and political cadre 
," " 

Between political elements or levels 
If speaifiaally with COSVN add A: 1352.81 

, ", 

A: 701420 

A: 701420 

A: 701440 B:AVSVCC 
B:AVSVNC 

A: 701410 

A: 135663 

d. Relations with the Local Population. D.August 1967] Any infor-
. . 

mation on the relations between the VC and the local inhabitants will be coded under 

A:7~143~. Included here are the reactions of villagers to the presence of VC units i~ 

the area. The primary area is B:AVSVCC; no secondary area is required, except when 

the public concerned is ,that of another country. For relations between the NVA and 

. the local" population, use B:AVSVNC. ' 
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G. MEDICAL INFORMATION 
. .~. ' . ..~ .. ~ .• u .... '. 'f~: •. ~; .. ' 

The medical history ofa sPecific itwJtvlcluai '~"I .. 'I~ClllCI' biographic 
, I 

document using the subiect 747... A biographic modifier will be added, and, if the 

n~mes o{ relatives are given, the full btographic modifier M:7;1 __ 1. The ~me of the 

pc!ti.eJit wJ It be .ntere~ i,n a'. C~tag.whe~ r.q~ ired,by Jh~ ru leson page 3~26. 
. . " '. .1:- '., " ". . . .:' .. -' ,. > '. . . \ • 

. ' ~ , '.. . ; 

If the document describes the method of treatment, also include the appropriate 

code from the therapeutic section (3SS.81$), for example: 

Use of surgery I A[alsisis n Iii: , , 
, •... .'. .. I' i .... ~~-----., 

Use of P~-!iC.~~'!~hl AI31slsiai ,1 1211 II GI (device) L 

For diagnoses deaU.,,; """ .-t;.ciftc= d'isea~~'or injury .~iso "~I~ the'cod;fc;.: 

the disease from the 3SS.6II'It .. ction;-·---- -----

Tumor 

Beri-Beri 

'IAl3lslsl 6lsl ~IIGIT I.ul &l'gR,1 .1 
I A1 3 1s 1S16 16 1!I'\IGIS IEIRTlla IE I 

Note that the 3SS~6/i¢ is to be used for description of diseases and ,specific treatment 
, 

forthem. Any discussicm of disease incidence (percentage of the population or areas 

infected, etc.) will be indexed in the 271.W/isection. , 

Discussion of the Vi~t C?ng capability to d~al with specific fields of m~dicine, 

rather than with a speqific disease, will be index~d under the 355.3. section. 

The 271. lS/i'section,disease control measures, is used' for prophylactic measures 

taken to prevent a disease from occurring or spreading, such as mosquito control 

measures to decrease malaria. 

Medical facilities, military and non-mi'litary, will be indexed 'in 'the 271.17¢ . 

section. The location, if known, w~1I be indexed in f)-tags; both provincial and local 
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names will be in~luded. If a specific coordinate position is given it will be included . 
in an L-tag, along with modifier 1325. This modifier will also be included if there i~ 

I 

a description ?fthe physical facil ities. 

The military medical organization {medical units, etc.),will be indexed under 

.' 735.3513. Mil itary med i ca I fra in i FIg wi II be entered under 7713.5513. For both of these 
1 f., ,..~ , 

-' codes a <:;':'tcig G:MEDICJ\;J~:Jequir,ed. ':" "~ ';'" . 
.... . ...,~J -;.- ~. 

The code 752. 11313" medical care, will be used only to index information on the 

medical services available to military personnel, as, for example', the services available 
, '7 

, to soldiers in PhG Bon province. 

Drugs and pharmaceuticals wi II be indexed under the 619.21313 section, using the 

following modifiers: 

1349 ,Production data 1355' Allocations 

1353 Consumption 1356 Shortages 

1354 Requirements 1357 Stockpiles and reserves 
,. ", 

General discussions of the avai ~abil ity of drugs and pharmaceuticals will be entered 

under 271.2313; the availability of a specific drug will be entered under 619.21313 with 

the appropriate modifier. 

The availability of medical equipment (not including ?ru9,s) will be indexed in 

the 645.131313 section, with appropriate modifiers. The availability of medical personnel 
, ' 

(including shortages) will be i~dexed under 271'.2513. \ 
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H. VieT CQNG FINANCIAL AND ECONOMIC SYSTEM \ 

'1. Revenues 
\ , 

a. Taxes'. Many different types of taxes are c:ollectedby the Vi~t 

C~ng'. Official directives $ettin~t~PJ6x policies and pr~cedures will be coded as 

475-;3-i 1; all othe~,docume~ts d'ealin~~with taxes Viiil be'~rit~red under 475.31~. The 
, .. 

specific type of tax will be indicated by a G-tag taken from the' ~ollowing table: 

TYPES OF J AXES- • 1 

Type G-Tag 

Rice G:RICE~ ... 
livestock and Poultry .. G:LIVEST 

) 

Fish G:FISH. 

Forestry .. G:FOREST 

T ransportat ion .. G:TRANSP 
, 

Plantation .. G:PLANTA 

Business G:BUSINE 

Income G:INCOME 

Individual G:INDIVI 
! 

Property G:PROPER 

Enter Import-Export taxes under 
'Duties, 485.311. !f.levied j 

on material sent to or from 
Cambodia or laos, enter ' 
R:ACB~,0'$ or R:ALA0'.0'$. 

b. . Miscellaneous Revenues. Index misce lIaneous sources of 
~ 

revenue according to the subject codes in the following table. G -tags will be entered 
0, - . 

when given. 
j 
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MISCELLANEOUS REVENUES 

<,. Source 

Counterfe iting 
Area rule: Primary area is 
country counterfe iting; secondary 
area. is country whose currency is 
be ing counterfe ited. 

Issuance of Currency 

Issuance .of Bonds (Savings Bonds) 

Issuance of Postage Stamps 

Issuance of Treasury Certificates 

Fund Ddves 

Membership Fees 

Debt Collection 

Sa"le of Capture or Confiscated 
Equipment 

Operation of Businesses 
Also index specific businesses in 
Chapter VI. 

Production ·Units 
(See paragraph 3.) 

Fore ign Aid (non-mi litary) 

FEB 1968 

Area rule: Primary area is country 
granting assistance; secondary area 
is AVSVCC. 

For military aid see 71Z.¢¢¢. 

\ 
3-6B 

\ 

ISC 

475.851 

475.890' 

475.390' . 

586.13.0' 

475.39.0' 

475.39.0' 

.. 475.39.0' 

475.51..0' 

475.39.0' 

735.455 

493,120 
sec 

I 
\ 

G-Tag 

G:SAVING 

'G~STAMPS 

G:TREASU 

G:FUNDDR 
. J/ 

G:FEES. 

G:SALEEQ 

\ 
.\ , 
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2. Credit Cooperatives 

These organizations, when identified, will be entered under 475.714. 

All names and places involved will be'.i,q.,~exed,~,.-
,.' '-"~··.r '.. ,,' , . 

3. Production Units . \ l"'~' 

Production units wi'" be indexed as 735.455. Thespecific.crops or goods 
\ 

produced wIl I be indexed using c~des from Chapter VI and the: qppropriate modifiers: 

¢35' Production difficulties 

¢4¢ Product specifications and description 

¢49 Product data 

. ¢5¢ Planned and estirhated future production 

¢51 Production plan fu Ifi IIment 

¢52 Commodity capacity 

¢56 Shortages 
.' 

¢57 Stockpiles and reserves 

¢58 Storage facilit~es 
. 

¢59 Prices 

¢6¢ Transportation techniques 

¢61 . Marketing difficulties 

4. Bookkeeping' 

Account books and directives on financial accounting will be entered 

unc;ler 135.289; a G-tag G:ACCBOO wi II be entered' for account' books • However, 

account books of mIlitary units will be entered u~der7¢9.¢¢¢ with a G-tag 

G:ACCBOO. 

.I 
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5. Financial Relationships 

Enter information on the financial relations between different levels of 

the par·ty under 475.6.0'.0'. This includes the percentages of income that may be retained 

, in a unit 'and the percentage that'must be forwarded to higher headquarters . 

. -----1 
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I. VieT CQNG I NTE LUGE NCE REPORTS 

All documents dealing with Vi~t Cqng knowledge of Free World Milita~y 
I \ " 

Assistan.ce Forc:.s.,',Jn.s~al!.ati~,ns or op~rations will be indexed as A: 1593¢¢. Care must ". _ ..... -,,-- ,-".".-.. -,'-- , .. - ... , --- '.. "- -, -, --,~---
also beJ~xercis~'d to'indexali"informationon the Vi~t"CQriS intelligence .collection . 

organization or procedures that might be contained in the document under the appro­

pri~te divisions of the 159 section. 

The information cover~d in the repo~t will be indexed ina separate phrase 

(separated by a Q-tag). Thus, a document discussing U. S. security pr:,ecautions at 

Lai Khe Air Base would be indexed: , 

lAp 1'519131¢1¢IIB IAlvl slvlclcl@IIAI7191'11¢1 6 1¢1 
I" ' 

I B 'IH I U I S I ¢ I ¢ I xii D I L I All IK I HI EIIM 171¢ I ¢ 1 ¢ 12171 
1 :. 

Durin~ retrieval it is then possible to retrieve Vi~t Cc$ng reports deal ing with U. S. 

security measures, allied ~irfields, or any other specific subject of enemy intelligence 

reports, by setting the appropriate switches on the console to the factored'position. 

.' 
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J. LETTER BOX NUMBERS 

Letter box numbers are used for the routing of communications between VC/NVA . , . 

units in the same way that the United States used APO numbers. These are usually 
". ---;) .. - , ., . 

identified in documeht translations by the abbreviation -IILBN.II These cein he very 

significant for identificati?n of units and political o~ganizations, as well as for an 

un~erstanding of organizational structure. These numbers are changed periodically. 

Each letter box number appearing in a"document will be coded, whether or not the 

n'umbers are identified. 

Letter box numbers are made up of combinations of letters and numbers, often 
. ' 

.. interspersed with punctuation. The basic number is u~ually four or five numbers long, 
" 

but this may vary; it is often suffixed with a ',letter. Subordinate units are frequently 

indicated by a prefix, separated from the basic number by a virgule (slant). For 

example, in the number 540/6,30aC, 11630aCil is the basic unit's number, the 11540 11 

identifies'the rear services, section. The medical section of the~nit would be indi­

cated by the number 545/6, 30aC. 

In jndexin~, all letters and numbers will ~e entered as they appear, in an F-tag 

following the abbreviation IILB, II but punctuation (including, commas, periods, hyphens 

. and virgules) will be dropped. For numbers that appear to have two parts, the primary 

four or five character number will also be entered in a second.F-tag. Whenever there 

is doubt the second entry shou Id be made. 

. l 

15103X 

540/6,30aC 

203 

15-M.3705A 

.j 

FEB 1968 
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, Letter box numbers are~ften prefexed with the letters HT, Thi~ is an 

abbreviation for Hom Tho' (South Vietnamese) or Hom Thu' (North Vietnamese) which' 

mean "Ietter box", These letters will not be included in,the indexing. For example, 

LBN HT 3467Awould be entered: 

," 

J 

.,' 
"'-,f 
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K. KEYWORD INDEXING~THE G-TAG 

The ISC and many of its sections provide only broad categories that do not 

specifi~ally~efinethe subject of a document. In other cases documents cover special 

items that have been given proper name~ or code word designations, which, if not 

indexed,-"become v-ery di{fif"ult toretlleve! Thesel<e}iworckareindexed iri"fhe"G-tag.-
" , 

I " 

Keyword entries permit the ~oder to specify exactly the special subject involved. 
, 

The ISC r~q~ires a variety of different but related items to be' coded under the same 

. number, the specific item ~i Ilbe entered in a G-:tag. For example, the ISC 5.0451.0 

cover "bridges, viaduds, and culverts. 1.1 A specific bridge would be coded: 

Medical ,dental and veterinary units (mil itary) are all entered in 735.35.0; a specific 

medical unit would beientered: 

For types of organizations, operations, ~r special programs that carry a 'specific 

name or designation, this designation. will also be entered ina G-tag. For example, a 

sapper unit is indexed as 736.75.0 (reconnaissance units}'with a G-tag G:SAPPER. 

Specifically named tactics will always have a G-tag for the type of tactics, as: 

Mobile warfare 

Strategic comb tactics 

I A 17141 411 I 81 011 G I MI 01 B II 1 LIE I 
IA 17 14141. 1 I 81 ¢II G 1 C 1 01 MI B I. I 

Unless confusion is likely to result, G-tags win be cut off at the end of the 

first six characters. Continued descriptors will be used only if .there are potential 

mi><-ups between simil.ar terms. 
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Specifically named programs are listed in the Indexing Guide, Appendix D to" 

this Manual. Any entry not listed for which a keyword is required will be added to 

the\ appen~ixi ~ew entries wi II be" ~oordinated through the head 'of the" Coding Section. 

Names of organizations are always entered as keywords, using, however, th~ 

F-.!'ag. These entries also appe~~ i~_ ~ppendix D, usually under both the English and 

Vietnamese forms. The F-tags will have been constructed based on the form in wh i'ch 

. the organization was listed in the first document indexed, which may either be the 

" English or Vietnamese form of the name. 

The names of magazines and newspapers wi II be entered in G-tags, spe lied out 

for twe Ive characters (one continuation)." 

Documents containing serial numbers of weapons will be indexed under the 

appropraite code in Chapter VI of the ISC,with the modifier ~44 afld G:rSERIAl~ 

This same procedure will also be used for specificidentificdtions of individual pieces 

of equipment by number, including the I icense numbers used for veh icles. For 

'example, a list of lambrettas used by the VC, when /they were identified either by 

seria I number or license plate number, wou Id be indexed: 

~: 
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L. MODIFIERS' FOR SPECIAL TYPES OF DOCUMENTS 

A series of modifiers has been established to indicate the presence of special 

types of documents or attachments. They have been approved for DOD use only, and 
. \ . . I 

are not listed in the ISC's. I~e following is a complete list: 

2fJ'1 
2~2 
2fJ'3 
2fJ'4 

, 2fJ'5 

2fJ'6 
2r)f7 
2fJ'S 
2fJ'9 . 
21fJ' . 

2\11 
212 
214 
219 
22fJ' 

23fJ' 
233 
24fJ' 
242 

244 

Abstracts 
B ibl iography 
Glossaries and dictionaries, including lists of abbreviations 
Catalogs 
List of members 
Directories 
Proceedings, including agenda. 
Yearbooks 
Instruction manuals, notelsewh'ere classified 
Persona Hty photograph 
Ground photograph 
Aeria I phot~graph 
Unconventioncil imagery {including radar and infrared} 
Motion pictures . , " 
Cartographic representation, including maps, nautical charts, 

and terrain sketches 
Books, m,agazines, newsp'apers, commercial documents 
Publications, studies not elsewhere classified 

, Materie I {hardware} 
J 

, . Engineering drawings, 'graphs, technical diagrams and 
sketches, I ine and block chc;:rrts 

Sound recordings (including tape and wire recordings) and 
vide;o tapes, 

For examp'le, modifier 21,(t would be used to indicate that a document contained a , 

photograph of a person mentioned in the document. A description of a tunnel, with 

a map showing the location,' a~ross-section drawing of its layout; and a photograph 
, . I 

of the entrance would be indexed: 

IA 171s1 ~ 16151 i£J I GIT 1 U 1 NI NI ElL II M171¢ I¢ 12121¢IIM 171 111 ~121412l 
I MI71 ¢I $112111111 MI71 $11 $11 $112151 . 
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CHAPTER IV 

INPUT 

A. KEYPUNCHING INDEX CARDS 

\ ' 

When ready for keypunching, the documents will have been assembled by the 

indexers 'with the code sheet on front. The I~dexing Section wi"! I arrange documents' 

in order by CDEC log number or document number, and separate them in batches not 

exceeding fifty documents,. A log will be main'tained by the indexing section of all 
, 

documents indexed, with the batch number and date when they were sent to the 

Machi~e Section (see VII-B-l). 

" 

As batches are received in the Machine ,Room they will be keypunched on the 
. , 

Flexowriter. The batches with the lowest batch numbers should be processed first, 

except for translation summaries of captured documents. ,These will be processed 

ahead of all other types of documents. Batches containing documents urgently'needed 

by analysts may also be processed ahead of routine material. 

, ) , 

The index sheet wi II be keypunched as it appears. ' The sheet is arranged so 

that each two I ines of indexing constitute one card. At the end of each second I ine a . 

st~p c~de wi II 'be p~nched; the tape feed wi II then be depressed to advance t,o the 
, , ' 

next card. 

, JUL 1967, 
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The oper,ator will assi9n an accession nurnber to each d'ocument. These numbers 

will be made up of two parts, a numberindicciting the, month and '0 serial number 

ass igned with in the month. 

If an erro~ is punched, a large', "XU ",ill ~ written over the card using a white 

o~ yello~ penci I; the tape feed ~i11 then be depressed and the card repunched. 

After all cards in a batch have bee!') punched, the cards will be run back through 

th~ tape-read section of the Flexowriter, and the resulting, printout compared against 

the code sheets. Cards in which errors are detected must be. repunched. As the cards 

, are being v~rified, the ac~es~ion nlimber of the document will be written on the cards. 

The first card will have the accession n'umber written on it; succeed,ingca~ds .for the 
, ' 

same document wi II be assigned the same num~er 'followed by a card' number, with the 

two parts separated by a virgule. For example, the three cards for document 9-435 

,wollid be numbered: .9435, 9435/2, 9435/3. 
• • I 

When paper tape is available, the original keypunching will be done using this 

medium. The procedures are the same, except that when the operator realizes that he 

has made an error, the tape may be backed up manually and the errors ~liminated by" 

punching "code delete. II At the same time that the paper tape is v~rified the code 

cards wi II be generat.ed. 

The c~rds will be cut after they have been verified. Erroneous cards, marked 

'with a large I~ ", will be discarded. 

Det'.'i1ed Flexowriter operating procedures are given in the FileSearch Flexo­

writerlnstructions. However, the following points can not be stressed too carefully: 

4-2 . JUL 196T 
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• 1. THE ,LAST PUNCH ON ANY CARD IS A STOP CODE. 

2. ' An Index card can ~ontain up to 56 characters excluding' the stop code 

(which can be the 57th). 

3. ,The first character punched ,into the first index card of each document 
- .. 
must be the arrow (~). When recorded on film and 'scanne~ by the 

Retrieval Unit'during search, the arrow indicates that a new document 

is beginning. , The arrow controls th,e resetof hits, page counts, etc." \ 

so that each documen.t is independently searched and retrieved. 

4. A tab or carriage return must be punched immediately follo'wing the last 

character of every index term. These are control characters which', when 

, scanned from film, signal the end of a descriptor. They cause the Retrieval 

Unit to store any hits resulting from the descriptor and to get ready to 

. compare a tag. 

5. If more than one card ~s punched per document, the order of the cards 
. . 

must be 'preserVed for the recording operation. 

6. A ph~ase boundary is a Q-tagimmediately followed by either a tab or 

carriage return 

JUL 1967 
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The use of the carriage return is preferred. 
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B. RECORDING -

- \. 
Recording consists of simultaneously photographing a document and its' indexing' 

I . -

code which .has been punched into cards. The operating procedures for the Record Unit 

are given ill the Fi leSearch Record Unit Instructions; these re'!larks supplement-·thepro- --.-
.' 

cedures given in that manual. 

Each batch of documents will be recorded as a unit. -Special cover sheets will 
\ 

be pho'tographed twice at the beginning' and end ,6f ,each batch to il"!dicate the classi~i-

cation of the mqst highly classified document in the batch. 'Fo~ documents bearing 

only Vietnamese classifications of K(N ort.v'~T, cover she~ts with a large "X" and the -

classification will be used. For documents bearing U.S. classifications, standard 

Department of the Army. cover sheets wi II be used. When documents with th~ caveat 

"No Foreign Dissemination" are recorded, a,U.S. cover sheet will be used, with the 
, 

word NOFORN written across the center oJ the sheet in large letters. Cover sheets 

will be photographed using a card with the start and stop codes. 

The cover sheet will be followed by a batch sign .indicating the batch number 

and the date on which it is photographed. This sheet will be photographed,with a­

':specia I card containing the ,batch number coded in a Z-tag. The year/of the batch 

wi II be placed in the first two p'ositions, right justified. The card must begin with a 

start code (-+). Fpr example, the card for batch 67-213 would be coded 

Documents over 50 pages in length will be broken into 50-page sections. Each 

section will be re~orded with all code ~ards being 'reentered. In effect this makes the 

one document into a series of shorter ones. 
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FILM DEVELOPING 

1. Operation 
~ - ~--- ~------'----- -------'-----:------~-'--. 

a. To raise the ,TANK COVER, turn the MAIN WATER VALVE on 

UNIPRO OFF, release COVER LOCK, raise TANK COVER by opening "UP" VALVE 

slowly until the TANK COVER has reached the upward limit. Turn the "UP" VALVE 
-- - ~-------------.------

OFF to relieve the pressure. The w~ter trapped in the cylinder is sufficient tO,hold 
----- . 

the TANK COV~Jt in a raised position. ' 

b~ 

CAUTION: Do NOT leave the "UP"VALVE 
open with the TANK COVER locked down or 

. with the TANK COVER to its up limit. ' 

F107.3 FI LM-A-RECORD DEVELOPER!REPLENISHER 

TO PREPARE AS DEVELOPER: Pour contents of small bottle 

(activator) into large bottle. Replace cap and agitate until sol ution is unHorm. 
c 

TO USE AS DEVELOPER: Fill Developer Tank 1/3 full with 

water. Pour contents of large bottle into tank. Fill tank to level mark with water. 

TO PR'EPARE AS REPLENISHER: Pour contents of small bottle 

(activator) into large bottle. Replace cap and agitate until solution is uniform. 

FOR USE AS REPLENISHER: Dilute 1 part concentrate to 2 

parts of water to make working solution. Store in refrigerator until ready for use. 
, , 

, Recommended Replenisher Rates: 

6 fl. ozs. of working solution per 100' - 16mm 

12 fl. ozs. of working solution per _100'-':' 35mm 

,4-8 
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F108.3 FILM-A-RECORD MICROFILM FIXER 

FOR USE: Fill Tank 1/3 full with water. Pour contents of large 

bottle intp fixer tank. Fill tank to level mark with water. Stir thoroughly with 
\ ' 

stirring rod. Clean stirring rod after each use. 

-------~~~~~------

SOLUTION LIFE OF FIXER~ ~, 
---------~,~~.--- ----_ .. --_.-.. 

"',1 

Negat"ive Film: 16rhm x 100' - 40 rolls Limit per 

35mm x 100' - 20 rolls fill ing for 

Positive Film: Number of rolls varies with type and make of film~ 

NOTE: Fl08.3 is a highly concentrated fixer solution 

designed specifica Ily for use in the .Unipro Microfilm 

Processor • 

. d. : Place short piece of leader between ALARM ROLLER and HOLD- ' 

BACK ROLLER. Close MAGAZINE DOOR. 
, ' 

e. Turn on DEVELOPER PUMP SWITCH • 

.... 

NOTE: Never turn pn DEVELOPER PUMP until 

Developer Tank is filled.. . 

o . 
f. Check developer temperatur~ (recommended level 82 F) on 

THERMOMETER after heater PI LOT LIGHT has gone on and off. PI LOT LIGHT on 

indicates DEVELOPER HEATERS are on. 

g. Temperature maY"be adjusted by 

turning THERMOSWITCH screw counterclockwise tc:> raise and 
. . . 

turning THERMOSWITCH screw clockwise to lower. 

j 

. ~UL 1961' 
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NOTE: 1/8 turn of adjusting s'cre,w will change 
THERMOSWITCH setting S'F. ' . 

h. 'Threading of processor will be facilitated by using 16mm leader 

not containing any ~tc;tples. With MAGAZINE DOOR open, raise ALARM ROLLER, 
" , 

LOWER BRAKE RELEASE ARM to locked pos,ition,and thread leader through LOADING 

MAGAZINE and 'into FILM SLOT per threaaing DiQagrnr~ammi:" .. -----~-~---7----~ 

i. Lower ALARM ROLLER, close and lock MAGAZINE DOOR. 

j~ Thread leader' into plastic reel (square hole out), place reel 6n 

TAKE-UP SPINDLE and engage reel with adjustable FI,LM ~PACER PIN. 

k. Slowly lower TANK COVER to lowest position' until COVER LOCK 

. eDgages by 'slowly activating the "Down Valve II , which-drai",,!s 'the wa'ter that had been 

trapped in the cyl,inder into the Rinse Tank.," 

CAUTION: 'In lowering the TANK COVER, carefully 
watch the Elevator to make sure the Elevator Guides are 
centereq with the ,tracks, of the pre-rinse tank~ Close 
the "Down Valve II as soon as the Cover Lock engages. 

NOTE: When threading' processor with leader, lower 
, Tank Cover and,assist hydraulic piston by applying 

mechanical pressure at cen'ter of Tank Cover." 

I. Release ,LOADING ELEVATOR LATCHand slowly lower LOADING 
. ~ . 

ELEVATOR to lowest position. 

m. Set,'PRE-RINSE SHUTOFF VALVE to closed position. 

JUL 1967 
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n. Open WATER VALVE to PRESSURE GAG,E reading of 8 Ibs. for 

16 or 35mm film. For archival film, water temperature must be 75 - 80
0 F., 

o. Turn on Drive Motor switch and Dryer switch. Set dial indicator, 

on ~~y,er:hermoswitch !o maint~~n a O~ying t=mp=~~!}'re _ra"-~e of .100
0

F to ESoF. __ "------_ 

p. , When buzzer signals end of leader held in FILM BRAKE, unlock 

MAGAZINE DOOR, raise ALARM ROLLER, swing out LOADING SPINDLE, remove 

empty spool, replace with full spool, push into position and splice film to end of 

leader. Elevator allows 3/4 min. for spliCing. 

"NOTE: Use leader for initial train,ing run. 

q • Lower Alarm Roller, c;lose and lock Magazine Door, lower Brake 

Release arm to locked ,position, release Loading Elevator'Latch, and lower Loading 

, ELevator to Bottom position. 
, 

r. Check SQUEEGEE rollers with film (or leader) moving through 

SQUEEGEE. Set ADJUSTING NUT for.minirryum roller pressure at which no moi,sture 

drops or streaks q'ppear on fi 1m. 

s.' When,SPLlCE ALARM buzzer signals ful'l roll at TAKE-UP REEL, 
, 

cut film after splice,and remove full reel. 

NOTE: SPLICE ALARM is ad'justed by means of 
screw at end of SWITCH CONTACT ARM shaft", 
located in DRIVE UNIT. 

t. Insert film slot on' empty reel with square hole out. Wind up 

excess film, slip reel on TAKE-UP SPINDLE and engag~ with adjustable FILM SPACER 

PIN. 

JUL 1967· 
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u. Repea't steps 19, 20, 23 and 24 for every roll of film. 

" l" "" 
v. When end of last film is wound on TAKE-UP REEL, turn off all 

-----; -----SWITCHES-and-=shut-~WA-TER-VA1VE. ," ' .dJ , 
~ " - ' ... I) 

- -/-

w. Raise TANK COVER~ Push lOADING ELEVATOR. "lock 

SQUEEGEE in open po~ition. ~emove, clean and store SPONGES. " 

4 , 

x. When exhausted (see Section 1) or 6fter no mor~ than one. w~ek, 
drain solutions; open TANK DRAIN VALVES, permit todrail')~ flush TANKS". Close 

VALVES before ,refilling. 

y. 

CAUTION: Drop of liquid level below thermoswitch 
will result in serious overheating. 

If the water pressure drops below 5 psi, clean the water filter. 

This should restore normal pressure. 

2. Maintenance 

KEEP THE MACHINE CLEAN. 

DO NOT TOLERATE ACCUMULATION OF DRIED CHEMICALS·. 

SpOnge outside ofprqcessor daily, af'and of run." Use' water onlY'on 

fi nish and sponge dry. 

Stainless steel must be kept clean to 'prevent corrosion. Spo'nge and dry 

daily. Fine scouring power such as BON AMI may be used, and for exceptional cases, 

stainless steel wool. Under no circumstances use ordinary steeJ wool, metallic IIsponges ll
; 

polishes, Illiquid cleaners II , coarse grit cleaners, acids, or anything which roughens 

the surface • 

,' .. JUL1967 
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S(:)lution tanks may be ·cleaned by filli'ng with 20% s~lution of OAKITF *33 

manufactured by Oakite Products Inc." 19 ReCtor Street, New York 6, N.Y. To-
. s· 

~btain 20% solution add to 1 part 'of OAKITE *33 (as supplied by manufacturer) 4 parts 
, -

of water. Allow to soak ,for one hour, drain, scrub clea~, and flu~h tanks thorOl"ghly 
: . 

Chec::k all rollers dailyfor'free turning. Use water to keep all surfaces clea~. 

Disassemble and clean bearing surfaces if required. Unipro Cleaner may be used to 

ass ist in clean ing rubber surfaces of'r~ lIer. 

Check spray nozzles, daily. If plugged, run fine wire through opening and 

recheck. If necessary, remove nozzle and b low or fl u~h through threaded end. 

NOTE: To take out PRE-RINSE NOZZLES, 
remove ,HEADER BOX. " 

Check aerators daily. If not aerating, remove; disassemble, clean and· 

replace. ' 

Replace sponges on first sign of wear or disintegration. Effective dyeback 

remova I depends on fu 11'-: firm sponges of correct size. 

Clean both squeegee rollers daily to prevent glazing. Use Unipro Cleaner per 

ROLLERS section above. Keep roller bushings clean and lubricated. 

Replace cloth polishing strips when soil~d .. Press tapered end into roller slot, 

using tool provided .• , Rewind by turnir:tg roll,er in normal direction of rotation and 
, 

secure, outer end with small amount of Carter's Paper (rubber) Cement or equivalent. 

Replace or wash clean the air filter pads with soap and wat~r when dirty. 

FEB 1968 . 
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\ \ Remove DRIVE UNI~. COVER a~d apply ~ne or hyo drops of light machine, oil 

in (2) on holes of drive motor, monthly. .. ,. . 

Remov~ screw marked "Oll", top of DRIVE MOTOR GEAR HOUSING; fill 

-:---w-i-th~l-t-abiesp·oo~ !'3:in-1"--oil or equivalent , ev.ery 2~mont~[~gFitlyTu6ricatEi~ive 

. chain and gears with light machine. oil, every 2 months. 

.\ 
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DE'iit;:LOPER REPLENISHE~ TUBE ... -~--~~,,\ 

LOADING ELEVATIOR--!'"'---;; 

LOADING ELEVAT.OR LATCH --_ _. 

MAGAZINE DOOR LOIC~:-~-___ 

MAGAZINE--'!i!---" 

WATER PRESSURE GAGE---

DRIVE MOTOR SWITCH 

FIG. 1 

. FRONT VIEW - CLOSED 

\ \ 
\ 

, , 

J " 

• ...... --...... -POLISHING ROLLERS 
, '. 

_---ELEC. CONTROLS &DRI\!El!NIT . 

..... -_ .. tRO~S.()VER ~O~LER. ,', 

SPACER PIN. 

I"'--~.TAKE~UP SPINDLE '., 

_.:!'!II----.THERMOMETER ":.DR;YER. 

----DRyER 

'-;.... ___ AIR ,FIL TE;R PAD 



,'. :.:;' 

LOADING ELEVATOR - ...... "'" 

..... 
TANK-(~O"Ef~----------~~-~--~-~--~-~~/-~~'~/-/ 

THERMO~ETER·DEVELOPER 

DEVELOPER REPL,ENISHE~ TUBE -"""+~"" 

SPRAY RINSE NOZZLES------~I-I ..... i',"l.:;:,i 

ELEVATOR GUIDES-------t~~;y::r;: 

DEVELOPERTANK~---~~~~~~~~;';~~~~~#(7]~ 

WASH TANKS------+'!'!" 

MAGAZINE DOOR 

.~ .. 
, 
h 

FIG. 2 
,,---, ... -~---- .. -~----~-,--~-~--- ... -.---'-. FRON·T VIEW- OPEN 
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\~--,,-----------------c-----~, . - - ., 

r-"":'-~SPLICE ALARM ROLLER 

TAKE-UP SPINDLE fit SPOOL 

r---- CROSS-,OVERROLLER-

EL.ECTRICAL CONTROLS 
fit DRIVE UNIT 

DRIVE UNIT COVER 

DEVELOPER PUMP SWITCH 

THERMOMETER-DRYER 

~ DRYER SWITCH 

PILOT LIGHT DRYER 

THERMOSWITCH DIAL 

POLISHING ROLLERS 

GUIDE FINGERS, 

BOTTOM ROLLER - DRUM 
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L'OA[)ING ELEV~TOR G~IDE:S------""'~II"'''';'''; 

PRE-RINSE SPONGE BRACKET ___ .... , 
FILM SLOT_, _________ _ 

FILM BRAK' E-_________ ..... 

ALARM ROLLER~----_ 

HOLD-BACK ROL,.LER ----..... 

FILM CAMERA SPOOL --_ .... 

CRADL~ ROLL:ER----..... · 

LOADING SPINDLE----~ ..... ....; 

"DOWN" VALVE-'---~~ ..... 

"UP" VALVE-----.~ 

HYDRAULIC LIFT VALES-~;':; 

WATER PRESSURE GAGE 

DRIVE MOTOR (MAIN SWITCH) 

MAGAZINE 000 

MAGAZINE DOOR LOCK----;....;.;~ ...... 
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COVERLOCK----------~~,' 

HYDRAULIC,,_ ~:..;;...;~ ....... ~~~~~ 
, LI FT PISTON 

,HEATER 8: 
THERMOSWITCH--~------~~~~~ 

,BOX· 

, J • 

WA TER r:E'ED 
. LINETO,. __ ..:...;;~~~~ 

HYDRAULI 
PISTON " 

DRAIN NIPPLE-~~--";""-;";";'~ 

J 

\ 
\ 

t. 

'~. "COVER FOR DEVELOPER 
/' ; OSCILLATING PUMP & ',,-­
THERMOSWIT~H BOX & HEA 

FIG. 4 

FRONT VIEW 

I 

4-18 

,J 

\, 

AKERELEASE 
ARM 

PRE-RINSE SPRAY 
HEADER ' 

"DOWN" VAL VE 

, PRE-RINSE 
SHUT-Or:F VALVE 

, DEVELOPER 
THERMOS~,ITCH 

MAIN WATER VALVE 
-WATER DRAIN LINE 

YDRAULIC PISTON 

"'r' 
1/2." NOM.'COPPER 

,WATER ' 
CONNECTION 

"' .. 

,'J'IIL' H' F"' ~ \ J .,', 

) 

,./ 

,) 
) 



\ -

\ 
\ 

\ 

II 
LOADING Ji 

ELEVATOR-------------4·~CilD~·1 
. FIG. 5 UNIPRO THREADING DIAGRAM ~~N POSITION 

BOTTOM ROLLERS 
(RAISED P,OSITION) --------... 

ENTRANCE ROLLER ___ _ 

HOLD-BACK ROLLER 

CR~DLE ROLLER 

. LEADER REEL __ ..... 

PRE-RINSE SPONGE __ .... _-1 

DRAIN VALVES 

e:'::~i 
WASH TANK : 

SPONGE . I 
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I 
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ftQLLEM (31 
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.. EEL 

POLISHING 
_RoLLERS (3) 

DRIVE 
ROLLERS (2) 

1 I I L I 
I I I I 
IL ~--__ ----L--------..J i __ -L ________________ .l _____ ..J 

BOTTOM ROLLER DRUM 

TRANSFER ROLLERS ____ ...., 
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ROLLER 

HOLD-BACK ROLLER 

ALARM ROLLER 

LEADER 
REEL 
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ROLLER 

PRE-RINSE 
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I 
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II 
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---L I ----------L ------------- --

BOTTOM ROLLER DRUM 
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(A-TTACH ED TO' COVER) 

TAKE-UP 
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I ~OLLERS (3) . 

WASH TANK 
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,~IG~. 6. UNlPRO THREADING DIAGRAM .CLOSED posmON 
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TRAILING END OF 
LEADER OR FILM UNDER 

·FIVE 
STAPLES 

1 

'-7 
. I··~· )( .' 

/-~ 

TO SAME 
WIDTH FILM 

., 
I 

I : . : 
I·! I 
V- ~/-~ 

to WIDER FILM 

POLISHING ROLLERS 

SPLICE ALARM ROLLER 

S·QUEEGEE ------_ 

\ SQUEEGEE LATCH 

.. ADJUSTING. NUT __ _ 

.. .. 

FIG. 8 

-SQUEEGEE 
./ 
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TO NARROWER 
FILM 

CROSS OVER ROLLER 

DRYER SWITCH. 
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D. CHECKING FILM QUALITY 

After a r.eel of film has been, developed it will be spliced bet'ween two leaders 

with end of, fi 1m IT,larker and be~ immediately checked 'for qua I ity.' Photo.graphic quql ity. 
,/' . 

will be checked by'examining documents at random throughout the reel, and by examin­

ing the resolution, charts. Four point type should be legible on the IN. Particular 

attention should be paid to the sprocket-hole-to-code-block alignment. The trailing 

edge of the first line of data should line up with the leading edge of the sprocket h<;>le. 

This alignment. is shown in the illustration below by the letter "A". 

o o 
. , 

_'_0 o 
I 

---B' ,.. .. 
/ 

The distance between the edge of the'frame marker an~ the edge of the.film 

<. \" 

must also be carefully checked; this distance is shown in the illustration above, marked 

with the letter liB II • This distance should be equal to 25-1/2 data bits. These measure­

ments can best be made by inserting theJilm in the gate of the Retrieval Unit, with the 

code block and appropriate edge of the film visible on the browsing ~creen, and making 

a pri,nt of th.is area of the f~lm. Both measurements can then be checked on the pri~~. 

Any deviation in these measuretrlents should be reported t~ the Product Support Engineer •. 
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Indexing and keypunching guality wil.l be checked by running the following 

two queries on-the Retrieval Unit in the Check Mode. 

- _" ,0_ 

< 

DESCRIPTOR z SWITCH 
0 a:: 
~ 

z 
LU 0 
~ -- ~, CI) 0 

0 - 0 
(!) CI) (!) Z 
LU CI) <t ", ::::) 

a:: <t .~ u. 

c C 
LLI LLI a:: CI) 0 <t ~ a:: 0 ::c <t 

Q. U. 

A >< V t1 '* * * * .\C.' J.,.. V 
B AN'll X *- t-, *- #. Jf. ~ N V-
C AND ~ ,r. x. ~c l- i' * N I ./ 
0 Ar.tJl W * At t.. 'Jf: * *' N ./ 

E AND A * .'k ~ *-' '" .t. N ./ 
F AN"D 8 * '*, ~ *' "" 

'~ N 't/' 

/ 

Note that qll of the registers are to be set for factore'd descr~ptors. This query will 

cause the Retrieval Unit to stop and display any document coded as Top Secret, or 

any document in which the V-, X-, W-, A-; or B-tags are missing. 
, , , 

I ~ 

z DESCRIPTOR SWI,TCH 
0 a:: 
~ 

z 
LU 0 
~ - ~ CI) 0 

0 ' , 0 
(!) ,CI) ,(!) Z 
LU CI) <t ::> 
a:: <t ~' u. 

c C 
LLI LLI 

a:: CI) 0 <t ~ a:: ,-0 ::c ~ Q. 

A >< A * )t * ~ * t N V 
B AND 8 * ~ ~ 11.' ~ ~ "L V 
c No. W * * 'I ~ * ~ N . V 

" 
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) 

. ~' 

,7 



\, 

,J, 

Th is query wi II cause thT retr,ieva~ unit to stop ana display any dqcum~nt in wh ich beth 

!lri A-tag and a B-tag do not appear in the same indexing phrase (between two Q-taqs). 

Notice that the switches must now be set to the phrased position. 

. . ,. riI" ... .. _ . ~/ _/ - '. . - . -,- .• - -----------"1 

After film quality,has been checked and found acceptable, the original' docu-' 

ments wi II' be separated from the code sheets. The document wi II be returned to the , .' 1 
Indexing S~ction, 'who will log ~he'm as returned, and then return them to theorganiza-

t ion from wh i ch they were rece ivec;:I. The code sheets and code cards wi II be destroyed. 

Should the film quality as a whole be acceptable, but errors found in individual 

documents; the erroneous documents will be rephotographed , grouped into a special 
, , 

batch. The incorrectly recorded documents wi" be bleached. off' the master negative 

using Clorox. Note that 'the entire documents~ with' their code blocks, will be bleached 

off, not just bad frames. If the resulfing blank space on the film exceeds one f~ot in 

length, the blank 'area should be spliced out of the film. 

" 

,.I , 

. ! 
'. J 
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CHAPTER V 

A. REEL IDENTIFICATION SYSTEM 

1 • Reel Numbering 

To identify the contents of a film re~l, individual numbers will be assigned 

to each reel that will permit sight recognition of the polarity (positive or negath/lOl) cmd 

generat(on of the film, and the file to which the reel belongs. As polarity and genera­

tion in this installation go hand in hand, with odd generations always being negative 
" . 

(1 N, 3N), and even ones" positive (2P), these characteristics can be i.ndicated bi' a 
, 

single character. A ~'1" will ,be usedJor master negatives, and Q "2" for positive films. 

As the; 2P files will have been file expanded into different files, each of these will be 

identified by a letter; in each casp. this letter will be the tag which was the basis for 
J 

creation of the file. For example, the subject.'fileis created by q~erying by t'hE'! ISC . , 

(A-tag); all reels in the file will be identified by an "A. II "Within each file the indi-

vidual,reels will be s'erially,numbered; this'number will be separated from the file 

,designator by a hyphen. The following are s~mple reel numbers: 

_\ - 3 

2 ,12 

- FEB 1968 

The third reel of the mast~r negative 
(1 N) file. 

Th~ twelfth reel of the positive (2P) 
fi les. 

The fi rst ree I of the subject file 
(generated from the A-tag). 
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Each reel will be labeled as on the example below. The date' wili iust 

~se the month and year when the reel was star~ed, and, when full, the month and year 

when ended. 

- . \ 
~-I '-1- :irMA I, DATE~~J4n1-,(,-J)ec.-""~I--~-_~~_ 

REEL NO:-.a.3.-...-.-..... / _____ _ 

SUBJECT: l\JoSTH' V,-@T NAM 
• 

2. Reel Colors 

Different' colored reels will be used for different files to facilitate sight 

recognition. The following table will ,be used: 

Color File 
'. , 

Charcoal Master negative fi Ie 

White Positive file 

Red Subject, unit, and special coun'try files 
J 

Light Blue Working reels 
" 

, 
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B. DUPLICATlNG·THE MASTER FILM 
\ 
i 

After new film has been checked for quality and cleaned" it will be copied, 

using the, ~opy mode on th~Retrieval Unit. This -mode is semi-automatic in that the .1;, 
._-. . ' • ___ '.' ,..,J 

_., "'. -\ . ,. 
operator must start and stop the copy operation a.t the proper frame •. The resulting 

film is a second generation positive (2P) film .. After developing, it will be checked 

for qual ity using the same pr~cedures described in IV-D above for checking qualIty 

of the master negative. 
! 

I 
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c. FILE EXPANSION 

1. The Expanded Files 

File ,e~pansion is used to str~cture the J1lm files so'as to reduce access 

. tim~ to requested documents ~ . ,The Re!rie\'al.~ni(4pes this by examining. randomly­

stor,ed'material, selecting all documents about ~'gJven s~biect~ and recording them 

on a new roll of film.' 

Three basic sets of files will be built using file expansion: 

• , A sub ject fi Ie (A-tag) 

• A spec ia I country file (B-tag) 

•. An organizational designation file (F-tag)· 

Figure 5-1 I ists the fi Ie expansion categorie~ that have been establ ished ini.tially. As 

the files grow in size the categories may need to be revised or expanded. 'In estab­

lishing new categories the following concepts sh~uld be kept in mind: 

.,. For fewer categories, more time is spent in processing requests 
and le~s time is spent fJle expanding. 

• Conversely, ,the use of more categories reduces request processing 
time and increases file expansion time. 

• . For any installation, there is an optimum number of categorie.s 
which minimizes the total Retrieval Unit time. 

Figure 5-2 illustrates the optimum number of categories as a function of file-expansion 

time and request processing time. 

/. 
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FILE EXPANSION·CATEGORIES 

Reel Number Contents 
., 

. S~ubiec't JileJA-Togl 
'- . '. 

""' .. 

A-l 100 - 133. 
A-2 135 & I CTZ 
A-3 135 & II CTZ. 
A-4 ]35 & III CTZ 
A-5 135 & IV CTZ 
A-6 136 - 158, not 1577** 
A-7 -159 .:. 162 
A-8 . 163 - 199 
A-9 200 
A-l0 300 
A-ll' 400 
A-12 500 
A-13 600 ... 659 
A-14 660 - 699 
A-:-15 700 - 709 
A-16 700 - 719 
A-17 ;:-/720 - 729 
A-18 . 730 - 739 & I CTZ 
A-19 730 - 739 & II CTZ 

. A-20 730 - 739 & III CTZ 
A-21 730 - 739 & IV CTZ 
A-22 740 - 744 
A-23 748 - 762 
A-24 763 - 775 
A-25 779 - 784 
A-26 -786 - 799 

, 

- -

Reel Number Contents 

Special Cou'ntry File (8-Tag) 

8-1 North Vi~t Nam I 

8-2 Cambodia, Laos, Thailand 
8-3 Communist China, USSR, North 

Korea 

Organizational Designation F,ile (F-Tag) 

F-1 -
F-2 
F-3 
F-4 
F-5 
F-6 
F-7 
F-8 
F-9 
F-10 
F-ll 
F-12 
F-13 

-F-14 
F-15 _ 
F-16 
F-17 
F-18 
F-19 
F-20 

A - 8 
C 
D - E 
F - J 
K 
L - P 
Q - R 
S 
.T - U 
V-Z 
rI-
1 
2 
3 
4 
5 
6 
7 
8 
9 

.,/ . 

Figure 5-1. File Expansion Categories 
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MINIMUM 
TOTAL TIME 

TOTAL RETRIEVAL 
UNIT TIME 

REQUEST PROCESSING TIME 

OPTIMUM 
NUMBER 

" \ NUMBER OF FILE EXPANSION CATEGORIES" 

Figure 5-,2. Retrieval Time vs. Categories . .J 
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The following tabl~ gives suggestions for the number of categories, based 

on ,the daily volume of searches and positive film acquisitions (whi'ch are used for file 

expansion, not back-up). The relationships, sh~wn as-linear i'n the'table,are an 

approximation only. 

" 1-- . Searches ,- File Growth Suggested Numbe'r 
Per Day Per Day of Categories 

" 

25 to 50 100 feet 25 to 50 

50 to 10.0 50 feet 25 to 50 

,50 to 100 ' , 100 feet' 50 to 100 

During the periods of inc'reased tension in a specific area, or activation of, 

~ spe~ial project, it might saye considerable retrieval time to prepare an ad hoc file-. , 

expanded reel on the specific area or subject involved. They might be based on several 

param~ters {or tags} rather than on justo'ne, as is the base in regular fil~ expansion cate- _ 

gories. This would substantially reduce the query time, as the file would be smaller, 

and "at the same 'time allow greater complexity of searches by free,ing one or more 

registers through ·the el imination of request terms used in generating the film. After the 

project is over, and with it the requirement for a separate reel, the film would be 

destroyed. 

2. Expansion Procedures 

The new 1 N film, after qual ity checking, will be spliced onto a special 

light-blue IIExpand ll reel.' Special file-expand leaders and ,trailers will be spliced onto 

the reel which will place identifying frames on the file-expanded film strips. Each 

frame on the leader is made up of the film reel number in the document image areo, and 

a code representing the file expansion parameters. A sample leader is shown in Figure 

5-3. On the resulting film each strip will be identified by the, film reel number in 
, 

large, 'easil'y read figures. The film strip will then be cut from the new film roll and 

spliced onto the subject reels. 

"FEBJ968, , 5-7. 
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IMAGE ,. INDEX CODE I. FILE EXPANSIO~ REQUEST I 

'. ,("1 _ * * * * N " , 

'A~l:' ....... ~ 1 __ "._ ® Al3~***L 
. ' 
."!:O 

-'. 

\ . 
-- '~. 

/ 

' . 
. ~ .. , .. 

A~2 · .. ·A 1 35 fififi 
& 

A 1 35'* * * N 
D l~tJ~~. D 1 *****N" 

.' 
J 

'. 

J 

I 

A-3 .A 135 fif1fi 
& A 135f:··N 

o 2 fifififi • 0 2 * 'It • *.*' N . 
I ., 

, . 

. , 

\ . 
I 

, \ 

8-1 .BAVNVNC BAVNVNCN 

~ 

BALA __ SN 

.$ 
RALA __ SN 

8 ... ·2 .BALAfjfjS 'B A C B _ fj S N., 
-® 'RACBJJSN 

, ! ® BATHfj.0'SN 
® RATHfjfjSN 

? . 

I . 

Figure 5-3. Indexing of a File Expansion Leader 
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E ND-OF-F I LM 

MAR KER -::====::--I LEADER DOCUMENTS TO BE FILE EXPANDED TRAILER 

~ I ~ I ~ I ~ I ~Im I I ~" . I ~ I ~ Is r-r-T'"'""T"'--r--"'""""1--7" ~ 

DOCUMENTS 
FOR 

REEL A-l 
CUT , 

DOCUMENTS 
FOR 

REEL A-2 

RH . ilHlSS.· ill 
. I .' 

FILE-EXPANDED FILM 
(NEGATIVE) 

NEWEST 
ADDITIONS 

.... 
-" 

CURRENT ACQUISITIONS 
(POSITIVES) 

J) l < A-l. 

. ______ ~----------------_---------~---------------------IS-C--l-0-0--l-~3~.~ .• -~_. __ ~ 
Figure 5-4. Identified Film Strips 
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D. FILM DISSEMINATION 

,Copies of t~ complete 'data base will be sent to CINCPAC and DIA to serve 

as a back-up in case of destruction of the local files. It will be generated in the same 

, way that the positive files are ,prepared and checked for quality. 

, , ~ . 1 .• - - .".:' - • 

On special request the complete data base or selected portions of it can be 

furnished to other intelligence commands. If only selected parts are required on a 

continuing basi,S, a special quel·Y for the material will be prepared, and the film 
, ' 

generated using the expand mode of the' Re,trieva I Un it. However, film prepared for 

'. dissemination will alWays be made from the master negative (1 N). 

\ 
I , 
'\ 
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