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DEPARTMENT OF DEFIFNSE
Armmed Forces Security Agency
Washingtaon 25, D.C.

AFSA«161 29 llovonibsr 1950
“RESTRIGRND-
AESA _MIMURANDUM 1O, 120-25(208=50)
Bubjeets Security of Equimment used for Stowage of Classified
Material.
Referencos gig Memorandus No, 120=4 (38~49) dated 1 December

1. The reference is hereby cancelled and superseded. The
procedures and stendards set forth herein shall govern the use of vaults,
safes, and sefe-cebinets snd the custody of safe combinations for all
components of AFSA,

2, Ench vault, safe, and safe-cebinet having a comblnation lock
has been epsigned a Security Division File Number for identification,
When present equipment is moved or when rnew equirment 1s acqu red, AFSA
161/163 will be notified immediately so that records may be kept up to
date,

3. Each combination will be changed:

?l; At least every 6 months,

h) Whenever anyone knowing the combinaiion 18 removed from
essignment.,

{c) Whenever the combination becomes knom to anyone not

guthorlzed to know it.

4. Combinations will be furnished to AFSA 161/163 in sealed
envelopes, for use in emergencies. The Seaurity Division File Number
sanigned to the equirment will be inserted on the top line of esch
envelope, snd 8 list of the nemes and basdge numbers of persons to whom the
envelope nay be issued will be written in the spece provided.

5. The keys to key-locked and bar-locked cabinets will be stored
in combination=locked safes or cabinets,

6, During holidasys and week-ends, end in emergencies, when none
of the persons knowing a combination can be reached, the envelcpe

containing the combination may be obtained from the AFSA Security Wateh
Offioer, who will deliver it only to a2 person whose name appears on the

envelope,
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7. Responsible chiefs and heads of AFSA orgenizational units
will insure that the instructions listed below sre understood and
followed by all personas in thelr units who are responsible for icck=
ing and checking safes and cabinets,

(a) When s combinstion lock is being locked, the combination
dlal should be turned in one direction at, least 4
conplete turns, It should not be turned one way and
then the other, and IT SHOUILD NOT BF SPUN RAPIDLY,

{b) Before a safe~cabinet is locked, all drawers muat ve
completely closed. After the combinetion is turned, the
locker should check by depressing the latch of each
drawer and attempting vigorocusly to open tho drawer.

(c) Uhen a cabinet is being secured with & bar lock, the
locker should insure that the bar is put through all
fasteners end that the psdlock is comjletely closed ond
locked .

{d) ¥When a cabinet of any type is being secured, care should
be teken to insure that loose papers, paper clips, eic.,
do not become wedged behind drawers or in the drawer
tracks,

8, Each piece of eguimment used to store classified matter will
bear, posted in a consplcuous plece, a list conteining the names, home
gddresses, and hone telephone numbers of all persons suthorized to
open the equimment and use its contents,

9. A Security Record Cortificete will be posted on easch piece of
equirment used for the storing of elassified material and on each
door to & room which has been dealared & restricted or secured area.
On this shect will be recorded the dete and time of each opening,
locking, and T“heeking of the equipment or door and the signature of
the person who performs the funection, As those shoets became completely
£illed, they will be signed by tho chief or head of the organizational
unit concerned and forwarded 1o AFSA 161/163 for review.

10, Each piece of equiment used for the stowage of clasaificl
material will, when open and in use, beer a red card with the printed
legend "Open®, When it is clomed and locked the card will be
reversed to reveal the legend "Closed",

1l. Each equipment usod to store only unclassified masterial will
besr a legend to thet effect signed by the appropriate unit chief or
head.




s
T

REF ID:A59103

P

AFSA U1 JORANDILI NO, 120-25(20250)

® orms, ocards,

may be obtained from AFSA 161/163.

FOR WIE DIRMCTOR, AFSAs

DISTRIBUTION IV

r

eiolopos prescribed in this mesmerandum
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