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(U) SECTION I - INTRODUCTION 

(U) n accordance with the National Re ssance Office 
(NRO) Governance Plan, the NRO Bus ss Funct on (NBF) 0, 
Strategic Communications, and NRO Directive (ND) 110 5, s NRO 
instruction (N ) sets forth the on 

des icable ion to perform 
slative Branch process. All NRO personnel who perform tasks 

or have dut s specific to the slat Branch will comply 
wi s NI. When to be per r an NRO 
contract mus y with s ins ruction, the program office 
shall list this instruction as a reference document in the 
contract statement of 

(U) Upon Ii 
Process Instruction 

s document, 
sla ti ve Branch, 

Bus ness 
1 October 2009, 

is res 

(U) SECTION II NBF 110 LEGISLATIVE BRANCH DOCUMENTATION 

(U) The sub-sections that follow de 
Branch process. 

(U) Governing NBF 

(U) NRO Bus ss Function 110, 

(U) Description 

1 the slat 

c 

slative Branch process instruction des 

ons 

(U) This 
the object s and standard s for and t 
i NRO and members of ss, 

and of Defense (DoD) 
ttees, and staffers. 

(U) Business Plan and rat s Directorate/Office of 
ssional and Public Affairs/Of ice ss onal Af rs 

s 

(BPO/OCPA/OCA) is office responsible for 1 on, 
on, and between the NRO, IC, and DoD 
liaison ces, and the slat Branch. 

y 

serves as the legisl rs advisor 
to the Director, NRO (DNRO), NRO s or leaders, and other NRO 
personnel as necessary. BPO/ OCA s th 
legislative liaison offices across the IC and DoD, and is 

4 
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tted to maintaining a relation 
trust. In all communications with the 
NRO icy to be respons , fact-based, d, 

ss built on 
Branch, i is 

ete, and 
consistent. 

(U) BPO/OCPA/OCA is the of contact for 1 NRO 
ion with members of ssional staffers, 

and the This ludes all 
and written corre 

efings, and to ions (CODELs) and 
Sta Del s (STAFFDELs) 
Statements for the Record, responses to 
Record, ssional language and related 
reclamas, ssionally Directed ons 
Congressional Notifi ons (CNs). 

or policy 
(CDAs), and 

NRO 

(U) BPO cates NRO it s and actions 
to the Congress, coordinates the response to Congressional 
i ries and requests for information, and the ss 
fully formed on current and anned NRO act 
Externally, the office seeks to foster an unders 
vision, mission, ons, and value 0 the NRO wi 

of the 
the 

slat Branch. Internally, BPO/ OCA develops and 
s sl s es and prepares the annual 

ssional Reference for NRO s or leaders. 

(U/~ Of cular , BPO OCA, in 
collaboration with the NRO OGC, is respons e for 
across the NRO to ensure the "fully and 
currently informed of all intel igence es" as red 

the National Act of 1947 and Office of the Director 
of National Intell (ODNI), Intelligence Community 
Direct Numbe 112, ssional Notificat on. BPO/OCPA/OCA 

NRO Office of General Counsel are respons e 
ing with all NRO Directorates and Offices (Os and Os) 

to ensure awareness and strict iance with s 
rements. The of si ficant NRO 

activities to the icable ttees 
is a task 0 cri ical 

(U) Instruction Point of Contact 

(U) BPO/OCPA/OCA is the main point of contact for all NRO 
i on with the Legislat Branch, and may be reached via 
email at BPO-OCA. 
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(U) Support Systems 

(U) NRO 

(U) 

(TIER) System; 
In 

(U) Unclassified 

(U) Capitol 11 

-

Informat System (NMIS); 

on and Ente se Response 

In on System; 

r Network t) ; 

(U) s and Blackberries assi to LL personnel; 

(U) Secure Terminal and unclassified phones; 

(U) Classif assi ed fax s; 

(U) Government cles assi to BPO OCA; and 

(U) itol Hill, and NRO facili access 
s . 

(U) Process Narrative and Diagrams 

1.0 (U) ssional Notification Procedures 

1.1 (U) While the DNRO, in consultation with the 
y Director, NRO (PDDNRO), y Director, NRO 

(DDNRO), D ,General Counsel, and BPO OCA, will be the 
final decision authori as to whether an incident or event is 

able, the foll NRO activi ies, events, an information 
shall be cons red as meet the threshold for ssional 
notification and shall be reported: 

1.1. (U/~Any 
satellites in the NRO constell on; 
of a new satellite/full operational 
of an st satellite; 

the number of 

1.1. 2 (U~Satell te launches, to lude 
launches, successful launches, and or launch 
or lures; 

1.1. 3 (U/~~ _____ ~ ion 
results; 

6 
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1.1. 5 ic devel s: 
reallocat cant program cost 

overruns, 
contracts; 

or system te on of 

1.1. 6 (u/~ ed leases of lit s to be 
used 
feet; 

the NRO in excess of $500,000 annually or 20,000 square 

1.1.7 (U~ iance with congressional 
language, to Congress lly rected Actions and any 
Congressionally requested notifications; 

1.1.8 (u/~ or program name s or 
schedule s that involve a schedule ft of more than one 

r/three months; 

1.1. 9 (u//~ S or- eve zational s; 

1.1.10 (u/~ Matters likely to 
or embarrassing to the NRO or C, or 

controversial; 

omatically 
icly 

1.1. 1 (U/ /~ Al ions of s ficant 
misconduct an NRO individual, including human 
violations or criminal acts (including e onage); 

1.1.12 (u/~ Issues likely to be repo in 
U.S. or foreign press; 

1.1.13 (U/~ The ransfer to a re ent outside 
the NRO of defense cles, personnel services, or "controlled 
equ ff valued in excess 0 $1 mill on as stated in Sect on 
505 of the onal Securi Act; 

7 UNCLASSIFIED//~ONLY 
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1.1.15 (U/~The loss of life in the performance 
of an intelligence activity; 

1.1.16 (U~An intelligence activi bel 
act be a violat of U.S. law, 

in, or 
these 

or anned in conne 

1.1. 7 (U~UPdates 
the res on of, matters 

s; and 

on s 
ously 

; 

cant devel 
under 

to 

s 

1.1.18 (u/~ny other event or activi which is 
dete DNRO to be and of res to 

ssional overs ttees and staffers, ess of 
the event or activity meeting the Usignificant" threshold, shall 
be ; it is NRO policy to be forward-l in ding 

formation to the slat Branch. 

1.2 (U//~ When a s 1 ce activi 
ssional notification in occurs, drafts the 

one of the following formats: 

1.2.1 (U//~ Offi al letter from DNRO to the 
ttees. This format will be used for all or 

ons, which or s in the NRO 
constellation and matters deemed to be of 
interest. f DNRO is unable to sign the 
travel or other circumstances, the PDDNRO 
notification to ensure timely delivery. 

ssional member 
fi on due to 

or DDNRO will sign the 

1. 2.2 (U/~ Offi al r D to 
six ttees. This format will be used for all 

or ic and inanc noti ons, and other terns 
which are deemed to be of ssional committee staff 
interest. 

six oversi 
notificat 

8 

1. 2.3 (~O) Offi al letter from PA to the 
ttees. This format is used for standard 
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(U/~ Official letter from 

1. 2.5 (u/~ NRO Monthly and Systems 
Status. BPO s a monthly 
which is s ificant activit es, 

ss, 
de 

system hi i s es of user and rein 
ssional notifications from the las This 

also serves as a mechanism to noti the ate ttees 
and staff of interest items may not meet normal 
notification threshold, and allows NRO to consistently lean 
forward with ng information to ss. 

1.2.6 (U//F~ Informal notification. Phone calls 
and email are methods of informally noti ss of 
issues, and are acceptable when time is of the essence and 
"initial fi on" is immediately necessary. In these 
cases, record of s itial notification 11 be made 
accordance with ODNI guidance. However, this informal 

fi on does not ace the rement to noti ss 
formally accordance th the National Security Act 
of 1947. 

1.3 (U/~ Procedures for highlight significant 
11 es that require ing from the NRO to 

ss is both a 
program manager level 

and bot process. From the 
to the DNRO, education and visibility on 

the ssional issue is eved the 
1 specific s s : 

1. 3.1 (U/~ DNRO and 
ons , which 

every NRO satellite significant 
hours. S i icant s are 
BPO/OCPA/OCA for action and dra 
notification. 
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1.3.3 (U~BPO/ OCA assigns specific LLs for 
each of the Ds and Os. These s attend the y s or staff 

for their respe Ds and Os, with 
ive Directorate Action s on a 

1. 3.4 

'--------
closely 

Ds and Os. 
c ssues, and work 

hand-in-hand ir e issues 
se. 

1.3.5 (U//~ month, OCPA tasks the entire 
the TIER system with ding input to Monthly 

s and System Status to ss. This ensures 
that all NRO Ds and Os have the opportuni to identi issues 

ishments for ssional awareness. 

1. 3.6 (~ The NRO Inspector General routine 
inves s programs, s, and personnel. 

s acts as an effect ,i 
all NRO activities, to include the 
process. 

ssional notification 

1. 4 (U/~ The foIl zes the ss 
fication process at the NRO: 

1. 4.1 
occurs. This 

(U/~S 
is 

ificant intel igence activi 
cated in one 0 two ways: 

1.4.1.1 (U/~ Bottom-up: Personne at NRO 
their superior of si ficant intelligence activi 

which is then the ate Ds and Os to 
the respect 

1.4.1.2 (U/~ 
sta 
has 

membe recogni es that signi icant gence activity 
I and tasks BPO/OCPA/OCA with dra ssional 

notification. 

1. 4.2 (U//~ OCA drafts CN. If 
applicable, CN is placed in TIER system for ew and of 
technical content by the respe Ds and Os. 

10 
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1.4.3 (U/~ CN is and s , if 
DNRO, D/BPO, D or DD/OCPA. (format 

scanned 
in TIER 

1. 4.4 (U/~ Once 
in Adobe 

OCA shared 

or s , CN is 
CN is 

on NMIS. 

1.4.5 (U/~ OCPA Assistant 
serializes CN fiscal year (FY2010 003 rd CN released in 
FY2010), and ente s in NRO CN log. 

1. 4.6 (U/~ Electronic copy of CN is emailed 
t to ass staffers on seven overs ght tees. 

1. 4.7 (U/~ Electronic copy of CN is emailed via 
JWICs ODNI ce of Legislat Affairs. 

1. 4.8 (U/~CN is posted on t NRO 
website. 

(U) Process Flow Diagram 

11 

NRO """"t", ... ,,, 
and t"f'lrEnnn,pl 

2.0 (U) 

Reported 
"bottom­
up" via 
Ds/Os 

Intelligence 
Activity Occurs 

Yes: CN is drafted; 
placed in TIER 

CN coordinated with 
Ds/Os 

CN delivered to Congress: 
PDF copy to Staffers via CapNet 
Hard copy to Committees 

CN approved 
and signed 

Serialize CN 
Scan CN 
Archive CN 

CC ODNIIOffice of Lel!islative Affairs (OLA) 

ssional s 

Approved for Release: 2018/07/06 C051 09793_ 



UNCT ~pproved for Release: 2018/07/06 C051 0979~lLY 
J..I.ft;:);:).I..E: .I.1!o1J1 I.E: VrI. V.E:.E: .1.\';"' ... 1 ''''?1!0 V.I. ... 

NI 110-5-1, Legislative Branch 
FY 2014 

2.1 (U) ss 

2.1.1 (U) ssional oversight committees hold a 
ty , open and closed to the which may 
re of NRO s. These 

events usually occur between the March and June t frame and 
require scant e fort and on within the NRO, 
ODNI, mission rs, Office of and, and 
other stakeholders wi n the IC and DoD. BPO/OCPA/OCA is the 
1 slat a fai s sor for these and 
facilitates all necessary ties for the and all 
follow-on action and es. As of this process, 
BPO follows the following process: 

2.1.1.1 (U) Coo / compose all oral 
statements and Statements for the Record (SFRs) unction 
with the DNRO Speechwriter. 

2.1.1.2 (U) Coo 
partner SFRs as requested and 

2.1.1.3 (U) 

des as backbench 

and comment on all 
red. 

NRO tnesses and 
for NRO witnesses. 

2.1.1.4 (U) Ensure all necessary/ red 
tes 
the 

has been ded to the 

ssion 

Is 

or to 

2.1.1.5 
s on committee s 

cations with 
ques ons, 

ial stions for the Record ) . 

2.1.1.6 (U) Escort NRO witnesses princ Is 
to and from the 

2.1.1.7 (U) Forma ly document staff committee 
positions, themes, issues, and actions as MFRs. 

2.1.1.8 
training for NRO s 

(U) Coo and 
red. 

ister testimony 
or leaders as 

2.1.1.9 (U) Ensure and 
In on are resolved ckly and to the 

sts for 
ttee's 

satisfact 

12 -
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2.2 (U) CODELs and STAFFDELs 

2.2.1 (U/~ CODELs and STAFFDELs that 
facilities and personnel are hi sibility 

lve NRO 

all NRO­
foIl 

s, and must be staffed and executed 
CODELs and STAFFDELs, BPO 

y. For 
the 

process: 

2.2.1.2 (U) or appo an NRO 
representative for all CODELs/STAFFDELs as funding permits. 

2.2.1.3 (U) Ensure format on and scheduled 
briefings are relevant, accurate, consistent, and complete. 

2.2.1.4 
visits, to include any 
MFRs will be eted 

appropr 

(u~ocument al CODEL/STAFFDEL 
follow-up actions taken, These 

three bus 

2.2 .. 5 (u~save evant documentation 
efing material from the 

2.2.1.6 
task the Ds and Os wi 

(u/~use the TIER system to properly 
n the NRO to de ect matter 

experts other in on as to success ly 
ete the 

2.3 (U) ss 1 Meetings Briefings 

2.3.1 (U) Informational meetings and br may 
either be requested externally a member of Congress or 

ssional staffer; or rnally generated and forward 
by NRO or NRO Ds and Os. BPO/ OCA, upon 
receiving an internal or external request for a briefing or 
mee with the Legislat Branch, shall: 

13 
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2.3.1.1 (U) If directly Ives NRO 
leader nate all de s of 

and 
required. 

material and other 

2.3.1.2 (U~oordinate wi NRO senior 
leaders, ODNI/OLA, other IC and/or DoD LLs, NRO program 
managers, 

approve 
matter expe s as appropr ate to prepare 

e material. 

2.3.1.2.1 (U~ll formal 
to members of ss and/or Congressional staf 

NRO personnel shall be or to the 
NRO front 0 fice (DNRO, PDDNRO, DDNRO, and 

2.3.1.2. 2 (U/~BPO/ OPA ensures 
br f are in context of the broader NRO st and 
objectives, and ensure all communications are responsive, fact-
based, d, complete, and consistent. 

2.3.1.3 (U) Personally attend or appo an NRO 
to be present for al ss onal informat on 

meet ngs. 

2.3.1. 4 (U/~ Document all Sf 

meet ,and briefings with the slative Branch, to lude 
any follow-up actions taken, as MFRs. These MFRs wi 1 be 

eted wi three bus ss 0 the and 
forwarded for review to the DNRO, PDDNRO, and DDNRO. All MFRs will be~1 =-==~~~==~~=-~~~~~~~====~-===~~~~--~==-=~~~ 

and shared with other IC and DoD LL offices as appropriate. 

2.3.1.5 
material 

relevant documentat 
in 

2.3.1.6 (u/~use the TIER system to properly 
task the Ds and Os within the NRO to de ect matter 
experts and other in as required to successfully 
complete the 

14 
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are 
2.3.1.8 
to the 

(U) 

sl 

2.3.1.8.1 

es of when meet 
Branch: 

/brie 

(U) In unction with a 
s c communication effort or new program start; 

'-------________________________ 1 (b)(3) 

2.3.1.8.3 (U) Educate ssional 
sta fers or Membe s on NRO activities and programs; 

or DoD 
or s; 

2.3.1.8.4 (U) In s of ODNI, IC, 
specific reques s for event-focused hear ngs 
or 

2.3.1.8.5 (U) In response to ssional 
information requests, Congressionally Directed Actions, or 
follow-up to a CN. 

2.4 (U) NRO Staffer 

to 
BPO 
of the 

2.4.1 (U) After the President's s del red 
nally the first Tues in 

schedules meet with the profess onal staffers 
six ttees with NRO responsibilities. This 

is called nStaffer cally occurs in the 
1 frame. In 0 the execution of s 

I BPO/ shall: 

2.4.1.1 (U/~\ Coordinate schedules wi the 
foIl Committee staffe~;v~ ty and minority 
monitors) : 
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(~VieW all ef ngs and ssues 2.4.1.2 
pres 

2.4.1.3 (U//~Formally document sta 
posi ons, themes, issues, and ons as MFRs. All MFRs shall 
be completed within three bus , and forwarded to ONRO, 
POONRO, and OONRO for review. all Congressional 
engagements, MFRs will bel 

I land sh'---a-r-e-d-w-i-t-h--o-t-h-e-r--r-C-a-n-d--O-o-O-L-L-o-f-f-l---' c-e s 

as appropriate. 

2.4.1.4 (U/~) Ensure all actions and 
quest s from staffers are nated and resolved ckly to 
successfully ete the engagement. 

2.5 (U) ttee Marks and Is 

2.5.1 (U) After onal ttee he , each 
ttee marks the President's t and s 

language for the Authorization and ons 
Law. frame for these events es, but 
occurs between June and S r. These "marks" are s to 
the program of record and may s, 
restrictions, t ions, program 

ions, or s in program zations. The 
istrat and the NRO are tled to fact-based appeals 

the scope and content of 

2.5.2 (U) BPO/OC OCA fac 1 tates NRO activit Sf 

ons, and appeals to ssional and language. 
fically, BPO/OCPA/OCA shall: 

2.5.2.1 (U) ew all Congressional language; 
posi ions, themes, issues, and ssionally 

ons; de s mate el to the NRO s by 
committee. 

16 
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Front Office, hi l and tabbed to facilitate access to key 
ss language. 

2.5.2.3 (u/~summarize the relevant and 
redacted marks by 
language via web pos 

ttee and de the NRP and NRO-re ated 

2.5.2.4 (U) nation 
wi NRO ect matter experts and s 

2.5.2.5 (U/~ nate the 
ODNI ( onal Intelligence 
Defense (Intelligence) (USD (I)) 

), Under Se 
(for Mili Intell 

), and the Of ce 0 t. 

2.5.2.6 Dist the appeals to the 
ttees as re 

2.6 (U) CDAs 

2.6.1 
ttees often 
ttees for 

s, requested 
tments, obI 

(~AS part of ss 
CDAs. CDAs are formal requests by the 

on, on, or s es. At 
is "fenced" or 1 ly res cted from 

ions, and tures until the specified 
CDA is s s ly eted. The suspense scope of 
these ons vary greatly. ODNI's current 
to all CDAs 
enactment. 
process: 

ons 

of authorization or ation 
For all CDAs, BPO follows the following 

2.6.1.1 
ttee. 

(U) Track NRO ssionally Directed 

2.6.1.2 (U) Ensure all NRO CDAs are answered n 
ine and with 

both rnal and external to the NRO (as 
ect matter experts, 

red) . 

2.6.1.3 (U) Utilize TIER as red to r 
information and the response to the CDA. 

2.6.1.4 (U) Distribute the CDAs to the 
ttee(s). Inform ODNI and other IC es of response as 

appropriate. 
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-

2.6.1.5 (U) Save all material related to the 

CDA on �"-----______________________ ~I 
2. 7 (U) Constituent nquiries 

2.7.1 (U) For all const inquiries that are 
rece by the NRO, BPO/OCPA/OCA shall: 

2.7.1.1 (U/~Coo with NRO sen r 
leade Sf program directors, and ect matter experts to 

to constituent ries in context of the broader NRO 
sand ect s. 

2.7.1.2 with all ies 
well 

th a 
in advance to properly re 
nated message. 

in a ly manner 

2.7.1.3 (U/ ~ Freedom of Information Act 
requests are handled by the OCPA/Office of Public Af rs. 

les of these cons tuent requests include: 

2.7.1.3.1 (U/~ Secu ty st tion 
complaints; 

2.7.1.3.2 (U/ ~ Personnel rkforce 
s; 

2.7.1.3.3 (U~ s t the 
NRO in general; and 

2.7.1.3.4 (U/~ racy theories. 

2.7.1.4 (U) lize the TIER system to properly 
task the responsible zations within the NRO to r the 
requested information to fully ete the ry and any 

low-up ons. 

2.7.1.5 (U) Ensure in on is relevant, 
accurate, consistent, and complete. 

2.7.1.6 (U/~Document all conversat Sf 

meetings, briefings, and follow-up actions as MRFs (to be saved 

inl I 
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2.7.1.7 (~provide documentation of the 
ss 

Office, as 
directed. 

ry to BPO leade and the NRO Front 
well as othe NRO stakeholders as red or 

2.7.1. 8 (U/~) Save all relevant 
documentations, actions, and briefings ass ated with the 

iry in 1"-----____________________ ----"1 

2.7.1.9 (U/~ de a t ly written 
response to the ssional inquiry and document del ry 0 

response. 

(U) Process Flow 

Internally 
Generated """' I.... 

Engagement 0 -'= 0 

~ 
< Generate U 

Coordinate 
0 MFR, 

Coordinate :;;: Archive all 
Engagement briefing if 

Q.. 
U materials 

Details required 0 TIER and '-' - NMIS c:: 
Il.I e 
Il.I 
I:)J) 

/ / 
eo:! 

SME I:)J) 
c:: 

Input ~ -<:.I 
;::I 

"CI 
c:: 
0 
U 

3.0 (U) External Coo and Communicat 

3.1 
Legisl 

(U) In coordinating and communicating with the 
Branch on behalf of the NRO, BPO/OCPA/OCA conducts 

19 
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numerous s outside of the processes 
These external 

and 
s 

3.1.1 (U) Monthly s with ODNI/OLA as part 
the I de 1 slat rectors mee 

of 

3.1.2 s with USD(I)/ slative 
Affai s as 

3 .. 3 
ate. 

3. .4 
with mission 

0 slat rectors 

(U) Meet with try r LLs as 

(U) Discuss ons, commun cat ons, and meet 
rs LL personnel. 

4.0 (U) Internal nation and Communication 

4.1 (U) In ing and communicating with the 
slat Branch on behalf of the NRO, BPO/ OCA conducts 

numerous internal engagements outside of the processes and 
s des above. These rnal s 

4. (U) Publication of the OCPA Activit 
This es recent with the 
Branch for NRO senior personnel, as well as 
events. 

future 

4 .. 2 (U) NRO ssional Reference This gu 
is published towards the end of each calendar year, and s 
senior NRO leader wi a summary of y issues for the 

20 
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(U) Table 1: Risk and Internal Control Table 

Risk 
S ficant ligence 
activi 
leade 
resul 

to NRO 
or BPO/OCA, 

in missed 
notification. 

Potent al for 
mistrust mis 
between NRO and 
Branch, resul 

to NRO 

21 

Internal Control 
BPO/OCA and BPO 

'------------" 

assigned to 1 Ds and Os. 

Monthly TIER tasker 
dis r to 

Monthly s and System 
Status report to ss. 

NRO Inspector General 
and ctions of NRO 
programs, facilit s, and 
personnel. 

ts 

BPO/OCPA/OCA cation and 

committee staffers. 

1 of NRO System 
sand NRO 

s and System 
Status reports. 

Documented MFRs for every 

the 
Branch. 

follow-

awareness 

Table is UNCLASSIFIED. 
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(U) APPENDIX A - PROCESS FLOW DIAGRAM LEGEND 

Process 
Document 

is UNCLASSIFIED. 

(U) APPENDIX B - ACRONYM LIST 
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Defense 

Table s UNCLASSIFIED. 

(U) APPENDIX C - REFERENCES/AUTHORITIES 

a. (U) NRO Bus ss Function 110, St c 
Communi ons, 3 1 2012 

b. (U) NRO Dire 110-5, S c Communicat ons 

c. (U) National Se ty Act of 1947 (as amended), 
Sections 501-506 

d. (U) Office of the Director of National Intelligence, 
Intell Communi Direct ss onal Not f cat on, 16 
November 2011 

e. (U) of Defense Ins on 5400.04, 
Provision of Information to Congress, 17 March 2009 
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