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New Iter,ls 
1	 ORI~~TATIO~ AND BRIEFING FILES. Briefing aids and textual
 

documentation developed by the Agency for orientations and
 
briefings given to visitors and newly assigned individuals
 
about the mission, functions, physical layout of an office,
 
and various special projects. Training aids include such
 
items as vugraphs, slides, photographs, transparencies, and
 

handouts. Orientations and briefings are given by such
 
offices as Security, Mail Room, Defense Intelligence College,
 

an~ Photographic Lab.
 
T~MPORARY - Destroy when superseded or obsolete or no longer


needed for current operations.

2	 AGENCY TRAINING ~ECORDS. Training classes are given for
 

civilian and military personnel and include such classes as
 
Beginning and Advanced Secretarial, Message Preparation,
 
Briefing Techniques, Mico Computer, Communications, Security,

Records Management, Privacy Act, Advanced English, and
 
various other specialties. Training aids include slides,
 
photographs, handouts, and other related documents. Most
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classes are conducted by trained instructors.
 

TEMPORARY - Destroy when superseded or obsolete or no longer
 

needed for current operations.
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