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1. & standard type of lnvesbtlgetion wvepowt will be madse by all Opevatives
ynder the cognizance of the Domestic Iatelligence Breanch of Navel Tatelligenca.
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2.  Shondard reporte sre necessary in ovder do facilliete efficient and rapid
evaluation, and to institute effcctive and timwely zcblon besed on the veporis as
well a8 to perald of proper dlssenination of pertinend invesdtligative and intelligensce :
information to other sgencies and activities. '

3. Operatives should prepave thely repords with gare and with particulaw
(entlon to comprohensive eoverage of the investigation consigtent with breviiy.
Bnile it is cssential that all juformetion, pevsonalitiss, leads, eteetere, should
be meatloned, 1% is Lmporiant that inconssquentlel matiers should be gyoluded. Ine
wagtligation Heporbs magd have coobiouity and follow ln loglcel order the wardous
phagas of the investigatlon.

4o ‘Tho $irst page of un Jnvestigation Report will bes wado oub a8 indieated
by enelosure (A), and will contain:

{n) “SUBJECTew gﬂx brdef indicabion of the prineipsd subject (8), '
perscn {8) sedfor sctivitr{ies) covered by the particular Raporb.)
{b) "Report Made AbsY (Plage whers raport Lo weibben.)

{c) *Datae® (The sctunl date on which the Opewntlve prepered the repord -
Bob the date of the investlgation or the dade the weport was typed.)

{3} ®Report Made Byi® {(Neme of Operative reporting, or if a "joint report®,
nomes of Opsratives.)

{6} "Period Covereds? (Shatement of the actuald peried dovered by the im-
vanbtigation o part of the investigation included in the Investlgation Pepopt.)

{£) =Stotus of Cases® (A brled indication of the present status.)
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{g) ®Opigin of Gasnos®

(Brles statement of the facts survounding, ow
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Bammpless  U0p dnformetion consisting of an oub-of-District lesd recolved from
Goms 3, sheting thab Joho DOE was webeiving weil from Richerd ROE and recuests
ing an lavestlgation, subject pevson wes placed vnder appropeiste suervelllance®;
or "Bubject pergon dmvolved in the Jobn DOE eage by weason of bis frecvent under-

oover conbtacts with the padnelpal suspeet oid his voluminous corvespondenscs
with Richewrd ROB, Hewwen HOB, ob sl.¥

(h) "Cheracter of Iuvestlgations® (A brlef Indieation of the types of
investigative operatlons Instituted in comnsetlon with the part of the investie
gatdon covered by the Repovt, Hwemple (in such ox inptance as the fiyst evample
given dn (g) sbove, the nobtation might well read)s "Porsoual surveillence of
subject ~ mall cover - genevel background investigation,%)

{43 “Enclosuress™ (List of enclosures, attachked documents, photographs,
oxhiblis, etoetera.)

{3) "Copy Tos? (Dlsteiduticon-iist of divisions of the Havel Frbeblishusnt
or other Departments oy Agencles of the Federsl Governmont 4o which coples of the
Report have boen senb.)

{k) "Bourse Wile Mo.s¥ (4 Sewlel Mumber (Case File Nuwber) roefleching the
Ordgln of the Tuvestigation.)

(1) "ORY Pile No.s* (This is a spesial spuce (not usally £ilisd in) used
by the 0ffice of Heval Tutelligencs Investigetivg Section in instences whers 1t
18 desived to essign & genoral Dlle mumber 4o a very extengive opr renifled case,
2 for other speelal purposes.)

(m) *Symopsies® {Introductory ezplanation in brief telegraphic style porae
graphe telling what was fowed by, kuown o or discovered by the Operstive - mot
what he did to obtein it. The syaopsis should consiat of not over 50-300 words
somewhet resembling the opening pavagreaph of o vewspaper artlele snd angwerdng
vary briefly the questiongs What? - Who? - How? - When? « Where? Reauplet
“Phin 18 & repord pertaining to a violation of Articles 14{(8) and 8(20) Avts. for
Covh of Wavy, io thet John DOB, Ssawen Flyst Class, ond Richerd ROE, Sigoal Man Thind
Giange, consplred and actuelly arvied out o part of the conaplracy to oteal sand
Gdvales the vwee op nabure of a georet artlele pertaining to the U. 8. Wavy spd the
Hational Defense, to wily One Secwvet Flre Conbrol Apparabuf, EROSR 08 .. mmemd
SBevial Bo. .

BPubject persons stole this secrvet deviee Lrom the Wavel Froving
Ground ot Dablgren, Vieginda, on ox sboub 1 May, 1940 and transporibed 14 to Balti-
move dn subject DOE's Dulek Sedean (1938} Reg. No. Marylend 132-471; subjest persons
wore apprehended in the act of asctually trensferving thie secred devies to Herman
HOBy m . esplopage agent abt the “Travelerts Hotel® (Rvom 326) in Balbimore,
Maryland, ab 1830 &b which time all three )] subjects nade shotementys Inorimineting
sach other and identifying the ... Goversment ep the prinpipal®)

{n) “Comment end Recommenmdnilonss® ((sse Congtruction - Theories - (on-

cinsiong or Opinions and Recommendetions. A brlef stetemend of the Uperative's

daduotions and SZA0) 0 of the tunvestieation {(or csse) ez besed on the
contents of the ndvemtassiiied Deimarada Mo slesustdon contalved ﬁ.mé receddagy
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Inveatigation Reports on the case, and on supplemsnbary obteined from ine
vestigative files and indenes. The Operative should not only inelude his
personal compents based on his spoclael and intimete knowledge of the luvesble
gation but should include sny pertinent investigetive or other suggestions
for the futvre handling of the investigation which he way consider especially
gxpodisnt,

5, At the end of every Investigabtion Report wheve the Operative con-
siders it advisable bo insbtitvite or reqest further lovestigative action, &
gpecial 1iat of "Iuvestigative leade," togather with sppropriste notatione
a8 to the asction desired, should be set oud,

6. The body of the Investigation Report will be submitted on regular
8"&30m1/3“ mepar, each sheet having a notatlion &b the top identifying the in-
vestigation by file number, title, or cothevwise,

7. The cover page of a Summury daport is showm as enclosure (B},
Sumnary Reports sre speclal reports lnserted In o volumlnous Case Jacked or
Flile at appropriate intervals for the Lenefit of those wishing to review e
partioular case in considevable deteil withoubd heving ﬁ@ read every pard of
sach Investigation Beport in the £ils, They sre complete chronclegheal
histories of the case up to the point of thelr insertion, bub thoy sve nmmw
cumnlative, i.e., they do not reflecl the contents of any previous Sumavy

Heporss, “fase Files should be closed by & £insl Summary feport (Case uumm&my}

th&k swerlzes the entirve caan,

‘ 8, ﬁumm&rv Heports ave, therefore, cowplete, chronclogical summarie
g&%ianu of the Yessentiel’ facts contdlped dn the preceding investigation
Kopmrtw and ghould not be confused with the "Synopais" appearing on the cover
paga of all "Inveatlgation Reports.' Summary Reporis are also often deslrable
whers 4% 1o advisable to fwrwnish a cooperating agency, etoelera, with a
complete itemization of the facts in a case withoub pending them a full seb of
Investigation feports complebe with confidentisl operstions detail,

9. The gensral form of a Sumary Repord is very similar to thebh of an
Investigation Heport excepdt thet it has o space on thoe cover page deoignated
as - "investigation Reports Included in this Sumeavy:¥, where sn ltemlsed
et of tho Investigation Reports summsrized togebher with @sgentlal ldantl-
Sying a&w@wiptkv& mabarinl lo ghown. In addition there is no spage for a
“$ynnp$i& on the cover page of o Sumasry Heport. Insbesd, the summsrization
iteell commences on the cover page in the gpase waxked "Suwmmary” and is oo
tinued on regular 8'yi0-1/2" white pages, each page being identified by the
file mubsy and deseriptive ditle or otherwise to svold confusion.

10. At the and of a summery the Opseative should include o pavageaph (8)
spatting forth in byief his comments and recommsndations in & similay manner
to the procedure describad in Parsgraph 4, (n) "Comment and Recommendations,”®
followed by & list of the undeveloped lends bodl by g:,“ and ‘*S‘u’b of
District as set forth in Paragraph 5. ' £ Downgrade ‘0-«--»----"“"
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lovestigation or Swwary Reports be wede bo pexmit of comprehensive distaibue
Pilon according to the neture of the metter and the exigencies of the siltvation.
Ia dustances whers copley of such Reperts are disseminated, the disteibubion
should be clearly indloated, and perticvlsr atbention shovdd be paid bo
insuring that all perdluent informstlon e ymgm.'@r dlssemineted to all Newad,
Dlstrdote or other Waval Investlgating Metivildsd concerped, Mel.De and FB.To

12, The cover pages of Investigation Reporté will be on greon paper sad
the cover pages of Suwmary Reports on piok paper, Both the cover pages of
the Reports, and the contiouing shesby (regulay white SMl0-1/2% psges) should
be on onlon skivgper so thet a sufficient nuwber of coples of appropriate
Reports way be prepared in one wun for proper distedibution.

(Signed) B, B, Wzon
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