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PUBLIC AFFAIRS
FOREWORD

1. ‘This handbook sots forth the guidelines 1o ba followed hy th-:us: indi-
vidunls regpongible for reviewing manuscripts that are mumdpd for nonoffi-
cial publication by cursant or former Agenoy employesz and others. Tt pro-
vides guidance for the reviewer, describes tha reviaw procesg, lists the func-
tions of the Publications Review Board (PRB or Board), and cites the agtho-
rizing documents for the review.

2. Questions concerning the review of manuscripts should ba dirscted 1o
component PRE repragentatives and, faillng resolution, 10 the PRE Exccutive

who is locared jp I cof I jign Technology,

Deputy Direcror of Central Intallipence
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"INSTRUCTHON SHEET

This handbook suparsades the axisting
which should be deatrayed.

This handbook it revised to provide information and geidelines 1o those
individualz responzible for the review of nonofficial publications by employ-
eag, former employees, and othera.
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1. PurrosE

This handbook preseribes guidelinés in pecordance with policies set
forth in I::jur the review of material intended for nonofficial publica-
tion that is wtitten by fottner A gency employees, current employeos and
others,

a. Nonofficial writings and scriptg or outlines of oral presentations by
former employees must be submitted to the Publicatjons Review Board
(FRRB) for review,

b. Depury Directors and Heads of Indapendeat Offices shall submit
material they have written which is intended for nonoffeial publication
either & the Exccutjve Dircctor of the Agency or to the Board for review.

e. Other cugrsat employees must sybmit nonofficial manuscripts through
tisir supervisory chains of command to their Doputy Directors or Heads of
Indopendent Offices whe may determine whethar, a8 & policy matter or
classification, public disclosure iz authorlzed. A Deputy Dicastor or Head of
Indespandent Offics may approve publication, approve publication with
deletions and/or changes, or may disapprova publication. Alternadvely, any
supervigory official in tha anthors chain of command may submit the mate-
tisl to the Board for a decision on whether public disclosurs ‘of the informa-
tion reasonably could be sxpected 1o harm the national security interests of
the United Staies. Current employess other than Deputy Diractors o Hends
of Independent Qffices may elsct (¢ roske submissions directly to the Chair
of the Publi¢ations Review Board only for determination of the necessity for
any Agency review. .

d. The procedures for submission and review of proposed nonofficial "
publications by Agency cogizaciors. depend on the terms of the contract. If
the ¢ontractor is a former Agency emplayes, the manuseript shall be submit-
ted to the Board, The Chair will coopdinate the review with the contracting
component if the subject matter of the manuseript and the contract for
sarvices overiap. Otherwise, the manuscript review will be treated like that:
for any former smployec. If the contractor 15 not & former employes, the
Agency contracting component will conduct the manosceipt review in nccor—
dance with the terms of the contract for services and the cohtracior's sscrecy
agreement, and provide a record of the results to the PRB.
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. The Publications Review Board is the office of record for all compo-
nent-approved material mtended for ponofficial publication by current

Agency employees and contractops. In this capacity, the PRE Staff receives
a copy of the approved material alang with a copy of the signed approval

memorandum from the Depury Dircetors or Heads of Independent Offices
depending upon the component of the author.l |

2. Review PrROCESS

4. The purpose of prepublication review 15 to identify information ob-
tainad during the course of an suthor's amployment or other service with the
CIA that could harm national seeurity if disclosed. In the case of many-
scripts submitted by current employsss and contractors, the purposc iz also
to identify ataternanis that might impair the author's performanca of dutiss,
interfere with the anthorized functions of the ClA, or have an sdverse impact
on the foreign relations or security of the United Staves.

b. The material to be reviawed will be sant by the PRB Staff to the Board
mermbers and/or other reviewing officiale repragenting the companants with
responeibility for the subjact material. ‘The Board members or reviowing
officialz may wih 1o consult experts within their components, aspacially
when uofamiliar material naeds to ba avalusted, The Board members or
raviswing officials remain responsible for reviawing an expart's proposed
deletions to ensure thal they are properly justified by identification of the
gpecific harm 10 the national security that could result from publication,

c. When reviewing manuscripts by fosmer eroployeas, the reviewer may

recommend delction of material from a manuscript only when disclosure of
the information reatonably sould be axpected to damage national sccurity,
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The darmage must be reasonably specifie and must flow logically from the

Wnique circumstances of the disclosure propoged by the author,

prohibrits delction of material golely because statements may be cmbazcassing
to or critical of the Agency.

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

routing slip or in & memaorandum to the PRB Chair using one of the five
résponics:

(1} The manuscript containg no information that eould harm national
secunity if disclosed, :

(2) The manuscript contains information that could harm national .
security if publicly disciosed. When this occurs, cach recommended
deletion miust be specifically identified. | |
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(3} The manuscript iz dizsapproved in its entirety because the work
would be meaningless if all the mategial that could harm nations] Secn.
rity if disclosed were deleted. ’

(4) The mannscript eontaing no classified material, but eertain
chapgag ara guggagted bacauss the material is unnecsssarily closs to or
draws undue attention to sensitive matters, In such cases, the Agency
can request but not inzist that deletiona or changes be made. Often such
changes can be worked oot with the anthor to the muial satisfaction of
all concerned.

(5) Varous combinations of the altarnatives mentionsd in peragoaphs
one through four abova. ‘ !

& Reviowsra should not correct errors of any kind, factual or grammati-
cal, contained in the manuscripts under review.

f. The azzigned dates by which raviews mnst be completed are very

importsnt. In United States v, Marchetti in 1974, the Fourth Cireuit Court of
Appeals hald that:

“Becauss we ars dealing with a prier regiraint upon speech, we think
that the C1A must act promptly to approve or disapprove any material which:
may be submitted 1o it by Marchaul, Undue dalay would impair the reason-
ablensss of the veswraing, and that reasonableness is to be maintained if tha
yeatraini ig to be enforced. We should think that, io afl events, the maximum
period for responding after the submission of material for approval should not
excead thirty days.”

The Department of Justice has sinee adopted and imposed the 30-day ruls
a5 a standard. The processing time begins on the day a manuscript iz re-
ceived by the PRB, Because administrative processing takeg additional time,
it 1% exsenii] thal reviewsrs adbere closely 1o assigned deadlines.

g- For current employees, copics of final decisions. made by sopervizors
or wther officialz jn componeantz will ba sent to the PHE. In sddition, in sli
cages, becauze the manuscripts arc proprictary in natuts, they should not be
shared with anyone not conducting A review, and all caples must be returned
to the PRE. '
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9, Arreal PROCESS

Authors who wish wo appeal decigions shoutd address such appeals in
writing to the Executive Director of the Agency, accompanied by the material
intended for publication and any supporting materials the author wishes the
Enecutive Dircotor to consider. Appeals are to ba submitted through the
Chair, PRE. On behalf of the Executivs Director, the Chair will forwaid the
appeal through the senior operating officials of tiva affected component to
each Deputy Director of Head of Independent Dffics whote represeniative oo

_ the Boad found classified information in the manuzeript at isspe, The

Deputy Director or Head of Independent Office will affirm or recommend
revigion of the Board's decigion affecting his squities and will forward that
recommendation 1o the General Counsal. Tha General Counsel will review
the recorpmendations for legal sufficiency and will make a recommendatioo
w the Executive Director for a finat Ageney decision. Every effort will be
made to complets the appeal process within 30 days.
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