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Revised Procedure re Mmployment of Maval Intelligence
Service Civilian Operatives - October, 1942.
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of which relate to the employment and administration of Naval Intelli-
gence Service Civilian Operatives, are hereby superseded by enclosure

(A). However, paragraph 3 of reference (b) shull remain in full force
and effect.

2. Reference (h), which contains instructions for the proe
tection of vessels, harbors, ports, and waterfront facilities, should
be referred to in connection with the employment of Civilian Operatives
for waterfront dutics.

3. Reference (1), which contains instructions for the use
and accounting for Funds for the Collection and uldSSlfIGdtlon of !
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Information; reference (Jj), which pertains to the employment of negroes
as Civilian Operatives; reference (k), which sets forth a wmiform pro-
cedure régarding salaries of I-~V(S) applicant agents; and reference (1),
which provides, among other things, for the expediting of the investi-
gation reports of Civilian Agents, should all be reviewed in conjunction

with enclosure (A).

L. Fnclosure (A) has been prepared in order to revise and
. effect certain changes in prior instructions with regard to the employ-
("} ment of Civilian Operatives. In order to avoid duplication of work,
- unnecessary correspondence, and to expedite the employment of Naval
Intelligence Service Operatives, it is essential to observe strictly
the procedure set forth in cnclosure (A).
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FAVAL INT ELLIGENCE SERVICE CIVILILY OFPERATIVES

Chapter I. Definitions and Policy

Article 1.
(1) A ¥aval Intelligence Service Operative is de- Definitions

fined as M"any person authorized by the Dircctor of Naval
Intelligence to act in any investigative or special as-
signment capacity under the jurisdiction of the Naval
Intelligencc Service".

(2) Civilian Agents are divided into “hree classes: Agents
Special Agents, Agents, and Agents (excepted status).

(3) Special Agents, Agents, and ‘gents (excepted Duties
status) shall bs empowered to do and perform the duties
pertaining to those offices in the colloction of evidence
and preparation of casss in matters of interest to the
Ilavy and to perform other duties imposed upon them.
Those Tlvilian Operatives who may be employed for water-
front duties have as their primary task the discovery and
report of plans of sabotage and 2rc not to be responsible
for conducting security surveys of waterfront properties.

() Special employees of the Maval Intelligence Special PEmployees
Service are defincd as "individuils employed by the ¥awval
Intclligence Service for a specific psriod of time and
for particular tasks”.

(3) An Informer is defined as "an individual who Informers
conlidentially informs a member of the Intelligence Ser- -
vice of a violation of law or furnishes other information
indicative of actual or potential tendencies inimical to
the Haval Establishment, Maval intercst, or the National
Defense, in general, with special reference to actual or
potentiil cspionage or sabotageV.

(6} A1l corrcspondence of any nature whatsoever Correspondence
concerning = matter relating to Naval Intellizence Ser-— Clagsification
vice Civiliun Operatives shall be given a classificabion of - re operatives

of not less than "confidentialY.

Article 2.

(1) Special igents, Agents, znd igents (excepted issignments of
status) empleyed by the I'aval Intelligonce Service may Agents - Policy
be assigned : ‘_) in the Unlt.ed States; (b) in
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CONFEPRA-EAE—

any of the terﬁtorial possessions of the United States; Assignment, of
~ (c) in areas set aside for United States Naval Bases and Agents - Policy
shore establishments on foreign shores; and/or (d) in {continued)

areas in foreign lands under the control of the United
States or in foreign countries friendly to the United
States where such friendly powers have acquiesced.
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Chapter IT. Special Agents, Agents, und Agents (excepted status)

Article 3.

(1) Special ..gents and igents shall be native-born
citizens of the United States, physically qualified, of
good character and reputation, of unquestionable loyalty,
patriotism, and inteprity, of keen mental ability, sound
judgment, and good education. Duec weight will be given
to successful previous experience in business or investi-
gative work.

(2) qualifications for Agents (cxcepted status) are
only (a) basic occupational expericnee for the type of
intelligence activities involved; (b) ability to perform
activities of the type required; and (c) unquestionable
loyalty.

{(3) Special Agents will be college gracduates or the
equivalent, at least twenty-three (23) years of age.

(L4} ‘4gents will be at least high school graduates
or the equivalent, twenty-one (21) years of age or over.

rrticle h,

(1) Special Agents are appointed by the Dircctor
of Navil Intelligence and shall be on duty within the
0ffice of Naval Intelligence for assignment to duty at
any place within the limitations of Chapter I, irticle 2.
Their saliries 1ill range from 32100 to %5000 per annum.
However, in cxceptional cases, the Dircctor of Maval
Inteclligence will consider requests, with supporting
facts, for psyment of a higher rate of pay.

(2) gents are employed by the Distriet Intelli-
gence Officers for duty in their respective District
Intelligence Organizations, or by the Dircctor of Naval
Intelligence for duty within the Office of MNaval Intclli-
gence. Their salirics shall runge from 2100 to 33900
sor anmm. However, in cxceptiomal cases, the Director
of Hav:l Intclligence will consider requests, with sup-
porting facts, for payment o’ 2 higher ratc of pay.
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(3) Agents (excepted status) are emiloyed by the Agents {excepted
District Intellipence Cfficer for duties in the Faval status) - Hmploy-
District where they arc employed. Their rate of pay may ment and Salary of

be 2t any rate the Commandant shall prescribe, not to
exceed 3600 per annum. In exceptional cases, the

Director of Waval Intelligence will consider requests,
with supporting facts, for payment of a higher rate of

pay .

{(I4) amy operative who meets all qualifications for Determining of
Agent or Special Agent should be employed as such and not Clazsification
employed as Agent (excepted status). However, if an
operative meets all qualifications for Agent or Special
Agent, yet it is not considered advisable Yo give him
regular Agent credentials (Article 13), he should be em-
Ployed as an Agent (excepted status).

{5} 41l salaries and expenses for Maval Intelli- € & C Funds -
gence Service Civilian Operatives are allowed in accord- Use of
ance with the Instructions for the Use and Accounting of
the Tund for the Collection and Classification of Infor-
mation. (Sce Referecnce (i) of cover letter hereof).

— Articlc 5.
(1} 1In determining the amownt of salary to be paid Determining of
Agents and Special Agents, consideration should be given Salarics

te the qualifications set forth in Article 3, the re-
quirements of the work to which operative will be as-
signed, =nd the relation of the tentative salary to the
salarics of other cperatives. TVhenever a prospeciive
operative appears to be officer material and it is antie-
ipated thzat he will be an applicant for appointment in
Class I-V(S), his salary should be aprroximately commen-—
surate with the pay and allowances of the rank to which
he might be appointed. (Note: Sec Roference (k) of cover
letter hereof.)

Article &.

(1) Beforc employment by the Naval Intelligence Investigation
Service, it is manifestly necessary that an applicant of - Frior to
for Spccial Agent, Agent, or Agent (excepted status) Fhployment

meet certain stipulated requircments as to character,
antecoedents, loyalty, ability, et cetera, as well as the

qualifications rezcrrod to_in Article 3 (1) or 3 (2): as i§%§3 €E “EE'E}
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the case may be. In conncction with ascertaining this Investigation
o information, an investigabtion of each subject will be ~of - Prior to
made and reports submitted in duplicate on application Employment
‘blank NNI-126 and investigaticn report form MNI-119. {continued)
(2) In submitting the investigation report and Sources of
personal history statement, the forwarding letter will Information

show affirmatively that the following has becn done:

} Local F.R.I. indices scarched.

) Citizenship verificd.

} Police Department records of former -omi-
ciles checked,

Past employment record checked.
Refercnces verified.

Education verified.

Date of birth checked

Investigation made to determine any sub-
versive tendencies.

Character, reputation, and qualifications
investigated.
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(3) On receipt of the investigation report and ONI Check
personal history statement from Commandants of Districts
and outlying Maval Stations, the files of the Office of
Naval In%clligence and the Federal Bureau of Investiga-
tion in Washington will be searched. Check will also be
o made to verify previous military and naval service.

, () If not already on file in the Federal Bureau Fingerprints
of Investigation in Washington, fingerprints of the indi-
vidual should also bc forwarded with the recommendation.
No favorable consideration will be given by thc Director
of Naval Intelligence on any recommundation for the em-
ployment of a Special Agent, Agent, or Agent (excepted
status) until a negative report on the applicant's fin-

© gerprint record is received from the IF.B.I.

(5) Teport of application and investigation WNI-126 Procedurs in
d MII-11¢ shall be submitted in duplicate to OMNI for Submitting
ﬁpproval or disapproval of employment, following which Rcports

ONI will notify the Naval District concerned.

Article 7.

(1) Under no circumstances shall a Special Agent, Employment to
Agent, or an Agent (excepted status) be signed up under Follow Approval
a contract or employed and compensation paid him in any :
naval district - i : approval of his investigation
report (Fom T P" lo sxensnpeesnnendy
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Article 8.

o (1) If the employment of the proposed agent is Execution of
approved by ONI as provided in Article 6 (5), contracts Contract

shall be executed (i.e., signed) in duplicate by the
agent and by the District Intelligence Officer on behalf
of the Naval Intelligence Service and witnessed by two
competent persons who shall affix thelr signatures. For
disposition of contracts, see Article 11.

{(2) The form of contract to bc used for all Wawval Form of Contract
Intelligence Service Specilal igents, igents, and Agents
{excepted status) shall be as follows:

— o wm ear o mm M mm w A mm e um Em g ok e B o mm e wm = mm e e mw b AN e me e e AR e e ey

CONFIDENTIAL
N.V.I. 100 :
(Rev. Oct. 1942)

UNITED STATES WAVY DEPARTMERT
NAVAL INTELLIGENCE SIRVICE

CONTRACT TOR

I, s of L
(Name in full, printed or %typed) (Address)
State of , hereby contract and agree with oy
(Mame)
3 , bo aceept
{Rank) {(Naval District) '
employment as , having first taken and subscribed to the Oath

of Office, a copy of which is hereto annexed, as the basis of my employment.

The following articles of this contract are understood by me, and are
accepted as being of the substance of this contract:

CArticlie 1. It is mutually agreed that my compensation for all services
rendered shall be at the rate of dollars
per month, and that in addition all actual and necessary traveling expenses
under orders, and necessary incldental expenses incurred, or to be incurred in
connection with the Intelligence Service will be allowed when such traveling
and incidental expenses are accounted for by me in accordance with the "Instruc-
tions for the Accounting and Use of the Fund for the Collection and Classification
of Information", or any amendments thereto. )

Article 2. It is understood and agreed that my employment may be termin-
ated at any time without recourse. Under such clrcumstances, T shall be enti-
tled to amy accrued compensation and to transportation from place of termination
of contract to place of execution of contract as given herein.

Article 3,"P“'“ derstood and agreed that I may be sent to amy place'
i TIESE LA | J——
S —— -
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under the control and authority of the United States wherc my services may be
required, that my headgquarters may bs changed as the work of the Naval Intelli-
gence Service may require, and that no transfer will be made from one station
to another solely for personal reasons. .

Article L. The confidential naturc of the relations of the members of the
Favsl Intelligence Service with the public is fully understood by me; and, dur-
ing my tenure of service or at any other time, I agree not to divulge to persons
not entitled thereto any classified information relating directly or indirectly
to my work in, or obtained from othor agencies or persons by virtue of my con-
nection with, the Naval Intelligence Service.

Article 5. It is understood and agrced that I shall have no right (1) to
annual, military, or sick leave, or (2) to disability compensation in case of
sickness or injury while engaged in performance of duty under this contract.

Article 6. In addition to the above, I hereby certify that I have read
(1) sub-section (d) and (e) of Section 1 of the Esplonage Act of 1917 as
amended (50 U.3.G. 31) and am fully aware of thc consequences for a violation
thereof, and (2) articles 75%, 76, 75, United States Navy Regulitions, 1920,

amended.
Given under our hands this day of , 19
For Hav. Iantcl, Serv. by:-
Signature:
Witnesseth: Title of Office:
Article G.
(1) “wo copies of the Cath of Office must be sub- Cath of Offiee
scribed and sworn to, as provided in Appendix E~1, Naval Ixecution of

Courts and Boards, as amended, before an officer on ac-
tive duty in the Yavy or ¥aval Reserve of, or above, the
rank of Lieutenant (jg) or an officer of correcsponding
rank in the Marine Corps  (Sec Alnav #152) or a Notary
Public under the Commandant who is qualified to handle
confidential matter.

(2) The Cath of Office shall be administered to - P71 AOQITIT
all operatives except Informers. For disposition of v S ’
Oaths of Office, sce Article 11.

¢ bec.fascf.'iea) Downgrade 10 ..cecesseanes

= Auth: oQE-MQItgﬁa\z\é_ﬁil.i-llﬂooionnmn

DaoA LS. TE, unit [GES22

DECLASSIFIED
Authority NND T304




(3) The Oath of Office to be administercd shall be Oath of 0ffice
as follows: Torm of
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OATH OF OI'FICE

(Department or Establishment) (Bureau or Office)

I, _ , do solemnly swear {or affirm) that I
(Name in fuli, printed or typed)
will support and defend the Constituition of the United Statcs against all cne-

mies, foreign and domestic; that T will bear true faiih and allegiance to the
same; that T takc this obligation frecly, without any mental reservation or
purpose of evasion; and that T will well and faithfully discharge the duties of

the office on which I am about to enter. S0 HELF ME GOD.

(Signature of Appointce)
Subscribed and sworn teo before me this day of , AD., 19,

at 3 ..

(City or place) (State)

SEAL)

Note: II thc oath is taken before a Wotarg Public, the date of expiration of
his commission sheuld be shomn ¢t / Downgrade 10 ...cccoavireanis
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Position to which appointed i~y 252 ?& I!. §§ : 5? 2
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Date of entrance on duty

Article 10.
. (1) The Secretary of the Navy, under datc of Personncl
— June 12, 1941, issued instructions requiring that Arfidavit

-
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_COWPERRNTTAT,

Standard Form L7 {approved by the Tureau of the Budget, Personnel

M=y 15, 1941) which is required in pursusnce of law, Affidavit -
- shall bc executed by a1l civil cmployces before a Motary Execution of

Public and be filed with, and retained by, the Disbursing (continued)

Qfficer carrying the accounts of the employees. There--
forc, all Special igents, Agents, Agents {(excepbed
status), and Speclal Bmployees, but not Informers, em-
ployed in the Naval Intelligence Service shall execute
two (2) copies of Standard Form 537 before a Notary Fublic
under the Commandant who is qualified to handle confiden-
tial matters. One (1) copy of said affidavit shall be
filed with the person carrying the accounts of the agents
involved and one (1) copy shall be forwarded to ONI. If
a notary fee is involved in cxecuting this affidavit, the
expense therefor shall be borne by the applicant since

it -is not a proper charge from Federal funds.

(2) The Personncl Affidavit (Standard Form L7) te Personnel

be uscd is as follows: Affidavit -
Form o
Standard Form No. L7 PERSOMMNEL, ATFID.VIT

Approved by the Bureau
of the Budget
May 15, 1941

(Department or Lgency) (Bureau or Division) {Place of Fmployment )

Name

{(Civen name, initial or initials, if any, and last name. Print or type)

Scction 94 of Public 252 - 76th Congress, approved August 2, 1939, other-
wisc known as the "Hatch ‘ct', provides:

(1) It shull be unlawful for any person cmployed in any capac—
ity by any agency of the Federal Covernment, whose compensation, or
any part thereof, is paid from funds avthorized or appropriated by
any ict of Congress, to have membership in any politiecal party or
organization which advocates the overthrow of our constitutional form
of government in the Inited 5tates

"(2) A4ny person violating the provisions of this section shall

be immediately removed from the position or office held by him, and
thereafter no part of the funds appropriated by any fhct of Congress

. for such position er-e g _shall be used to pay the compensation of

. such person.* m* ! Downgrade lo.....mm.m.

po— A. Eét : @Q‘L%ﬁa“li‘l.""""ll"..l”
59{-%9‘51’&&.‘ umt' !‘\D{%CUOOI'E!'

DECLASSIFIED

Authority NND 1243




It is provided in vurious appropriation acts that no part of the funds so
appropriated shall be used to pay the salary or wages of any person who advo-
cates, or who is a member of cn organization that advocztes, the overthrow of
the Government of the Unitecd Stabes by force or violence, and that an affidavit
shall be considered prima facie cvidence that the person making the affidavit
does not advocatc, and is not a member of an organization that advecates, the
overthrow of the Government of the Unitcd States by force or violence. JSuch
acts provide further that any porson who advocates, or who is a member of an
organization that advocates the overthrow of the Government of the United
Statcs by force or violcnece and accepts cmployment, the salary or wages for
which are paid from any such appropriztien, shall be guilty of a felony and,
upon conviction, sholl be fined not more than 51,000 or imprisoned for notb
more than one year, or both, and thit the above penalty shall be in additien
to, and not in substitution for, any other provisions of existing laws.

< e =5 24 2
13 " r 3

whe
b

* +*+
I, , do solemly swear (or affirm} that
T have read and understand the foregoing; that I do not advocatc the overthrow
of the Covernment of the Thited States by force or violence; that T am not a
member of any political party or organization that advocates the gverthrow of
the Government of the United States by force or viclence; and that during such
time as I am an employee of the Federal Covernment, T will not advocate, nor
become 1 mcmber of any political party or organization that advocates, the
overthrow of the fovernment of the United States by force or violeonce.

(Sifmature of Tmployee)

Subscribed and sworn to before me this daoy of , A.D., 19 R
at R .
(City or Place) ~ (State)

r\-w.-;-«.-gm-.,l,‘ 1oy

traNsiar bt unSy
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Zrticle 11.

(1) TFollowing exccution of Conbtract, Oath of Office, Disposition of
and Pcrsomel tffidavit, one (1) copy of each shall be Contracts, Eic.
forwarded to CHI and one (1) copy of cach sh2ll be re-
tained in the permancent files of the District Intelli-
gence Officer, where they will be available for inspee-
tion by the operativé but may not be removed from that

-1
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office.
{1) Agent Data Cards (Torm ¥MI-101} shall be filled Agent Data Cards

out in duplicate for all Special Agents, Agents, and
- Agents (excepied status). These Agent Data Cerds shall
be stamped "confidential®.

(2) O(me Agent Data Card shall be retained in the Dispositicn of
District Inteliigence Office, and one Agent Data CZard hgent Data Card
ghall be forwarded o the NI together with one copy
each of respective Jontract, Oath of O0ffice, and Person-
nel Affidavit.

Article 13,

(1) OCredentials for Special Ag ents and igents com- Crecdentials for
prise ldentification cards and badges - Operatives

{(2) Credentials for operatives (excert Informers)
will be issued only by the Director of Maval Inteliigence,
and the file number of all pertinent correspondence will
carry the file reference "Op-16-B, P1-5/EN3-10". Creden-
tizls will be issued only upon the recommendation of the
Commandants of Waval Districts, Naval Bases, and outlying
Haval Stations.

(3} Persons to whom credentials are issued shall be Credentials -
made fully cognizant of the fact that loss or compromise Loss of

of such credentials is a serious matter and must be
imnediately reported to the issuing awthority. Opera-
tives must be advised at time of issuance of credontlals
that disciplinary action will result in cases of lost
cradentials vhere the cilrcumstances surrounding the indi-
vidual case warrant the same.

(1) Agents (excepted status) and Special Employees Identifications
may carry such identification, other Lhan Special Agents! Speecinl Enployees
or Agents' credentials, as the - respective Commandant may and Agents
ﬁ?%gﬁfﬁfr”éiﬁg?%“%ﬁffnIniorﬂers, employed as such, will (excepted status)

be given no identification.

Article 1.

{1) On the last day of each calendar menth, a re- Monthly Report
port shall be prepared in each Naval District, showlng
the number and cla cificdtion of operatives (except
Informers) GNOLE such Dlstrlct their names, their

)
, _Ual::a.’-ﬂ...ﬁ Umi;/\) Epea s
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CONTIRE A

respective salaries per month, and their dates of en-
trance on duty. The report shall contain the above

- information on the following Operatives: (a) Agents,
{b) I-v(S5) Applicant Agents, (c) Agents (excepted status),
and (d) Speeizl Buployees. This report shall be mailed
to the Director of Naval Intelligence within five days

: after Lhe end of each month.

Article 15.

(1) 411 changes in status of Operatives (except
informers), including termination of employment for any
reason, or call to active duty when Agent reports as a
Reserve Officer, otc., should be communicated teo QNI as
soon as practicable. Wien an Agent reports for active
duty as a Resorve Officer, his Contract shail be can-
celled on the day preceding the day on which he actuallv
reports for such active duty.

Article 16.

{1} Transfers of Civilian ‘gents from one Naval
District to -another will be allowed only when such trans-
fer would redound to the good of the Naval Intelligence
Service, and the procedurc should be as follows:

(2) Transfers must have the approval of the
Director of Muval Intelligence.

{b) Transfers must be with the conscnt of the
District Intelligence Officer of the Nawval
District to which it is proposed to trans-
fer Operatives.

(¢) The transvortation involved will be reim-
bursed by the aval District to which
Operative is transferrcd upon raccipt of
properly ecxecubad claim propured in accord-

. ancc with the rcvised instructions ref..rred
to in Article 1 of Agont's Jontract. Low-
cver, claim for transportation of depend-
ents and for houschold cffects will not be
allowed.

(d) The District transferring the igent shall
oy him up to and including the datc of his
detachment, FHis accownt will then be token
up for pay purposcs by the District te
vhich he is being transferrced. A statement

of account should be [urnished by the trans-

ferring District to the receiving District.

eClaseiind Rowngrade h......... ‘
Hheaasy
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frticle 17.

(1) In 211 transfecrs, as sct out in Article 16,
supra, =nd in 211 changes of duty stations, .igents shall
procced upon written orders similar in form to orders of
officcrs.

(2) When .gonts report for duty in accordance with
written orders, thcy shall present the orders to the offi-
cer to whom they report.

(3) Officers shall indorse upon the orders of thosc
who report to them the fact that the person ordered has
reported for duty and the date and plece ot which he so
reported.

(1) When Agents are scnt to Washington, B. C., for
the Intclligence Training School, they shall procecd on
written orders. Tho Agent's transportatlon to and from
Washington, D. C., shill be furnished by the Commandant
of the H.uval District to which he is attached. Agents!
salaries and per diem 21lowsnces while attcnding school
will be paid by the 0ffice of Waval Intelligence,
¥ashington, D. C.

(2) Intclligence Officers, agents, und Special
.gents zre cligible to attend the ONI Domestic Intolli-
gence Iraining School. I-V(S) applicant "gents, ‘gents
(excepted status), Special Employecs, und, of course,
Informers are not cligible to attend the school.

(3) The following form of orders shall be used
when Agents are orderced to the (I Deomestic Intelligence
Training School:

_— em o e e am w Ew me we w wm ek am me mw v W= = m— A ms e Em e 4w me ek am aa

Orders Similar

Orders

Report Under

Indorscment of
Ordcrs

Training School
Transportation
and Salarics

QNI Trolning
Schoal - Those
Fligible to
Lttend

Agents! Orders
Trzining School

— o w fm am am ww we m—

Maval District.

From: The District Intelligence Officer,
To s apent '
Subjcct: Temporary additional duby orders.

1. You vill procccd to Washington, D. €., and report to the.Diroctbr
of Maval Intelligence, Nuvy Department, Building "L", Room 1200, at G:00 a.m+

on for temporary duty under instruction.

of your course of instruction, on or aboul

Upon completion

, when directed

by the Director of Naval Intelligence, you will then procced to

znd report tc,iie District Intelligenee Officer
e [T
I B B (?) !a TIART I AN RANRINY
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2. You will filc with this officc any ¢laim for salary or expenscs
. due you up to the datec of your detachment under these orders. Your salary and
e per dicm expenscs of $6.00 while under instruction in Washlngton, D. C., w1l
be pnld by the Cffice of Naval Intelligence.

Digtrict Intelligence Officer

. FIRST IMDORSIZTENT

(place)
{date)
From: The District Intellicconce Officer.
To Leent .
1. Detached. Corry ocut basic orders.
2. Salary and subsistecnce, if =ny, have been paid in full on and

through the abeve date.

District Intclligence Officer

e im am wm am wm e = oy em m m % am ma mm m Mr wm e e mp wm ek MR e wr  mm am T W= v

' SECOND EXDORSEMINT

Hasghington, D. C.

(date)
From: The Dircctor of Mav:l Intelligonce.
To Lgent -
1. Reported.
Elaselfiody M2 43 0 s THTRD DORST T
Auth: ‘E[O !;?58 """"" veestsrmsee  Uoshington, D. C.
bueR ST, LTIRR o
From: The Dircetor of Yuvil Inbclligencc.
- To = Lgent
P R
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. Detached. FProcecd in accordance with basic orders.
e 2. Salary and subsistence have been paid in full through this date.

wrticle 19.

(1) Since Naval Intelligence Service Civilian Oper- Time off from
atives arc not regular Federal employces, there are no l  Pork '
provisions for granting leave (anrunl, military, or sick)|i
to them under Naval Intelligence Service Contracts nor
under any laws or regulations relating to employces of
the Tnitcd States.

authorized, at his discretion and so long as it does not
interfere with the proper functioning of his office, to
permit sgents and Lgonts (cxceptod status) employed as
Naval Intellisence Scrvice Opecratives to take time off
from their regular dutics for perieds not to cxeccd a
total of fifteen (15) calcndar days per annum during a
Tational Emcrgoncy or YWar.

(2) However, the District Intelligence Officer is [g&; Pifteen days

(3) .5 a basis for computing timc off, thc year Computation Basis
showld comrence July 1 and extend to June 30. . rccord
of time off should bc kept by the District Intclligonce
Officer in the file of the particvlar civilian Opcrative.

(4) 1In casc time lost from vork on account of sick- Sickncss
ness cxceeds two (2) days, the extent of the absence fronm
duty should bc reported to the District Intelligence
Officer and made a part of thc reeord of the Opcrative.

- "”’ﬂdg (- JOp
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Chapter IIT. Spccial IEmployces

srticle 20.

. (1) Cortain individuals other than Special Agents,
‘gents, “zents (cxcepted stutus), ind Informers miy be
employed by the Mawal Inftelligence Scrvice for u specific
period of timc for particular tasks. Such individuals
will be designated "Spoeial Hmployecs" and mey carry such
identification, other thun repul:r “gents! crcdentials, as
the respective Commundants may prescriboj except that
Informcrs, employed as such, will bo given no identifi-
cation, (Sce articlc 13 (h)).

‘rticle 21.
(1) In view of the fact that Spoeial Employecs arc
employad for particular tasks of a Lemporary naturc, no
contr.cts nced be made iith them. However, Specl
Impleoyees are required to cxccute in duplicate the (ath
of 0ffice ond Persommcl fffidavit. (Scc ‘rticle 9 (2)
and .rticle 10 (1)). '

irticle 22.

(1) Spesial Employees are not to engage in the
dutics of Special _gents, “gonts, or Informers.

* e m-nda to b w0 EESERART
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Chapter IV. Informers

trticle 23.

(1) Officers of the Nuval Intclligence Servicc Propricty of

- appreciate the importance of establishing and maintain- Using Informers

ing contacts with informants in gencral for the purposc

of facilitating the collection of information. There is

special need for providing all possible safeguards

against potential or actual espionage or sabotage. It

is more importent to guard against or prevent their

inimical actions than simply to apprchend the guilty.

These considerations indicate both the nccessity .and the

propriety in the exccution of the mission of Waval

Intcllirence of makKing usc of Informers.

Articlc 2L,

(1) The regulhr pcrsonnel of the Maval IﬂtclllgLnCG Neced for
Service, including 'gents, is ncither adequate in mumbers Informers
nor suitably located to insurc obbaining all the informa-
tion of legitimate intercst required by the Intclligence
Service. Discrect usc should be made of the services of
Inforners in such locations as shall be nocessary. How-
ever, Informers should be used only for strietly legiti-
mate and proper purposes to forther the accomplishment
of the mission of the Naval Intelligcnee 3crvice.

‘rticle 25.

(1) Good Irformcrs moy be located, incidentally, Lookout Kept
while carrying on regulsr investigations and intelligence for Informers

activitics, and a lookout for them should be maintained
in arcas in which their services arc nceded.

article 26 .

(1} &s a general rule, before cnploying Informers, Investigation
it should bc ascertained by an appropriate investigation
thit they are loyal ind otherwisc gonerally reliable.

” It is recogmized that there may be occasions when it is
ncecessary to employ Informers vho do not fulfill these
desirable basic requirements, but, in such special cases,
alleged information obtuinced from them should be accept-
ed with appropriate rescrve. %hen an individual having
Government connoction appears to bec merccnary in connec-

tion with_actimeas. an Informer, reserve is indicated in
L] Lt
’ ]
m /" ~rnen tﬂ.“w
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connection with such employment. _lso, caution must be Investigation
) eXcreised in regard to the motives of an Inforrmer. These {continved)
e motives may be of 2 personal nature, springing from a

grudge or a desirc to damage a competitor.

~rticlc 27.

{1) Informers may be voluntcers working vithout pay Pay
or may be paid. They mey be in the armed services, in T
other Government cmploy, or have no Governmoent conncction
or ctatus.

(2) No person in the Naval Service shall ever be
given ecxtra pay for acting as an Informer although reim-
burscment may be made to such persons for actual necess-
ary and extraordinary cxpenses incurred in obtaining or
transmitting information.

(3} Compensation should be given Informers only ~hen
it is decmed the information is worth the price. As a
general rule, information should be paid for only on a
C.C.D., and after wverification, basis. Puyment of a2 regu-
lar salary to an Informer is, cxccpt in very rare cases, a
vasbe of funds. & duly signed receipt should be obtained
and filed for cvery paymcnt wmade. The zlias, nom de pluie,
or other deosignation may be signced thus in cach onse.
Handwriting ind possibly fingcrprints arc obtained zfter
the individual has signed a nuwber of receipts, cven
though his proper name is not kmovm. This reeelpt also
substantiates paynents if called for at any tine Yy super-
ior authority.

(1) Members of the Naval Intclligence Scervice should Security for
gxercise the greatest earc not to disclosc the idenbity of Informers
or coapromise the security of Informers. Reports received
from then should, as a rule, be copicd ond the original
reports destroyed. Notes on information supplicd by them
should not discloss the source of the information.

(1) Informers will be designated by a uniform systen Designations
of symbols which arc common to all Maval activities under far Informers
the jurisdiction of the laval Intellircnce Service. Ior
Maval Districts, thc symbols uscd will be the letters
DY follaved Iy .l skrict number and by the serial
Dectac "D/ = ~ins-ada (. SO—
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number of the individuzl, such as "WD-1-1", "ND-3-2", Designotions
o "IiD-L-6", etc. The Washington Officc will use the letters for Informers
— "' followed by the serial number. Huval Stations, {cmntinued)

Guantanano, Sanoa, and Gua:: will use “GTM", "S", and "GUY,
respectively, followed by the scrial number. Each District
Intelligence Office and that of cach outlying Naval Station
till kecp « file of Informers properly cross-indecxcd as to
sysbol, pscudonym, right name, or other designation ind

the type of information furnished.

wrticlc 30.

(1) It is generally necesscry to develop the use of Porsonal
Inforaers upen an individual basis. That is, Informers, Relationship

28 1 gencral rule, will prefer to confide thelr informa-
tion only to 2 specific individuzl or individuals in the
Intclligence Orpunization and will not wish to do busincss
with anyonc not well known to them and, thercfore, not
enjoying their confidence. '

!3:‘7.""" b U “h“q.rf? t') ------ sreastnans !Pspf’?f 5 iﬂ?ﬁ?ﬁ“f??‘?
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(SC)PL-5 . NaVY DEPARTMELT
Op-16-B-1 Office of the Chief of Kaval Operations
F1-5/EN3-10 | WASHINGTON

Serial No. 02087816

October 1, 1942

Froms Directoer of Naval Intelligence,

Tos District Intelligence Officerts All ND's (Except 16)
Intelligence Qfficer, Potomac River Naval Command
Intelligence Officer, Severn River Naval Command.

Subject: Agent's Badyes - Issue of.

1. Judging from the rapidity with which the supply of
Agentts Badges is being depleted, in comparison with the total
numbers of offiecers and agents on duty in the Intellipence Service,
it appears evident that such badges are belng lssued to persons not
actually engaged in investigative work, or on dubies that reguire
them to furnish such credentials, Agents badges should not be issued
to individuals whose contacts and dubies do not reguire the use of
such credentials, For such individuals the Credential Card, or sug-
gested letter of identificabticn shouild be sufficient.

2. It is therofors requested bthat past issues of Agent!'s
Badges be carefully reviewed, and that theze not actually required
in the performance of duby be recalled, in order that they may be
gvallable for reissue to those who, in future, are deemed to require
them,

3 The usual reports of roeturn of badges that arc re-
cazlled in accordance with the above, shall be made to tho 0ffice
of Naval Intelligence for checking against the Master Record,

o (e SSHED

m‘l' et . ( a‘?gg crriere LRGN

/s/ H. . Keisker

MO &Iﬁ&:pofg ./.‘./..........Q?:. By dircecticn
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