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SPSISe14 5 Jamary 1945

MEMORANDUI NO.
Subjects Procesdures for Photographic Rejroduction of Materiel
Tos A11 Organiza tions and Units, Arlington Hall Station

1. Effsctive immediately, the fellowing nrocedures are establizhed
for handling photograpvhic reproduction and for careful reviewx of photo-
graphic repnfsitions by properly authorized nersomnel. All re uvests for

a reproduction of docments and/or nhoiographs of machinery
and equipnent are included within the meaning of this memorandum,

2. Attention is invited to the fact that photo~raphic naterials
are becoming more and more difficult to obtain, The coopsration of all
concerned in carefully checking the need for the mmber of copies requested
is necessury in order that material may be conserved.

3. All regquesta for work will be forwarded t¢ %his Laboratory Branch
on Photographic Re juieition SI3-SC Form No. 601 (Rev, 1), 1 Jamary 1945,
completed in cuplicate and acconpanded by the materiil to be proceseed,
Thesa forms, a sopy of which ig attached a: Inclosure 1, may be obtained
from the Post fublications Unit (Sxtension 453). With the sxception of
requisitions for proosss negatives, all requests will be aprroved by thw
Chief or Exeoutive Officer of the originating branch. Process negatiwe
re uisitions will oe approved b, the 0/C or ..ssistant 0/C of Reproduction
Section, Cryntogrephic Branch. *

4e Uateriel from which photographic reproductions are to be made
should be in the beat oondition possiivl-, e.g., origingls are mors suitatle
for reproduction than carbon coples or duplicstes. Furither, wien original:
dogunments are on limited time loan, sufficlent time for completing and
checking reproductions should be allowed prior to return dats,

5. Pnotographic requests may be initiated in accordance with process
indicated in the atta ched 1ist (Inelomurs 2.) Where no anecific process
18 indicated, the Laboratory Branch will seleot the method most suitable,

8y order of Colonel Cordermant

Incls.
2 I:el 1 = $IS=5C Form No. 601

Inol 2 = Process List

Distritution "BY
Epprovedior Release by NSA on 06-06-2014 pursuantto £ 013520
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AOTCRAPHIC PEQUISITICN

NO
TC. Chief, SPSID
Koom 2072-4 Ext. 291
Subnitted bv
Jellver To
Branch Section
Yans Room Fxt
- Rank Date submitted
Room Fo.  Bldg.  Ext. Approved
Cecceription
H0TCeTaTd PHOTOGRAPHY
Rev. Color Ea. Van Dvke Ea. 16mm
Positives Ee. Brownline Ea. 35mm
3ize - 4 x 5 in.
o P_HOTOGRIKPHIC PRINTS )
4 x 5 in. 5 x 7 in. 8 x 10 in. Total Noe.
PROCESS NEGATIVES
Size Tntal Na.

SPCCIAL INSTRUCTICNS

authorizad Chisf, SPSID

Job acsigned to Completed

IS«.l Foun hoe 501 f1e~0 1)

S
1 January 1948



a. Photostats

be Van Uyke and
Brown Line

¢. Process
Negatives

d. 4-' b 4 5“
Negatives

e, Prints and
Enlargements
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LI FACTORS

1. The largest original document which can be handled
in one piece on the machine is 40" x S0®,

2. The largest reproduction which can dbe produced
measureg aporoximately 17 x 21°%,

3+ Wran original documents are to be enlarged or reduced,
orop lines on the origimsl should indicate the ares and
size of enlargement or reduction,

4. When only one copiy of a dosument is desired, reverss
colors, 1.s., white type on tlask background, will be
furnished except in apecisl cases.

5. Preparation of positives rsjuires the additionmal
procsss of making rsverse calor negatives firet.

1, Largest original document which can be handled in
one pisce on the machine is 2% x 10 yrds and the repreo-
duotion is ths same aize as the originsl,

2+ These can be reproduced only from trensparent paper
or cloth, and oripinals shovld be in India ink,

7e Van Dykss, i.e., white 1ines oz brown background,
rather then brom line prints, should be requested
whenaver possible since brown line prints require the
rrevaration of a Vun Dyke as a nagn*iwo and oonsequently
reguit in sone logs of quality in the final reproduction.

Coneit Revreduetion Section, Cryptographic Branch

1. 4" x 5" nepatives of machinery and/or o uimment are
rale by uprointment only.

2., The originuting office snould contact the Chief oy
7-otographic Xficer, SPSID, to detercine the time for
the job and to furnish an estimate of the seops of the

pletures so that proper equipment and personnel may be
&s.igned to the job.

1, Negatives may be routinely printed to a maximm
of & x 10v,

2. Rsuimitions must indiut; the mmber 4f prints size
for each negitive, e. 20 x 10 intnof3n -
tives, or 2320. :': Negativa I,‘fr ‘!‘
from Hegatives * 2 a.nd
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3. If printe ers to be bound into & book, requisition
phould indicate margin sise and position for dMnding,
0.8+; 11* margin at top, or 1" margin on left side, eto.

1. 7This procesa refers to size of £ilm used,

2. Filze to go to units overseas pyst be 35 mm becavae
overseas units do not have facilities for handling
16 mm filnm,

3. DBooks and other documents which cannot be taken
apart must be ‘one on 35 mm {ilm,

4. 5Single pares being £ilmed for rscord may be done
on 16 mn,

5« A reader for both 16 mm and 35 ™ films 4is awfle-
able in the Laboratory Branch. Permission to use
this, within the physicsl limits of the Laboratery
sranch, xay be obtained from the Branch Chief.



