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In ~epl:v 
Refer tol 

r:s.:L. 2-•2£34 ,J~ Navy Department 

Office of 

Aide for Information 
Third Nnval District 

2f:l0 B:ro1:Hlwa~v, new York City, 
September 11, 1918. 

EF;?IORAxrnnr: f o:.r. AG sis tt:l,:n t f' or Inf orme/c ion, Inform.a ti on de ct ion 
uo. 2, :Bridgeport, Conn. 

:::3ubject: General ;,;x:ponse Accounting fJ;srstem. 

our memorana:um a.a.tea. Ati.gu.st 26, 1918. 

l. One :lmportent amendment to the expense account­
ing system as outlined in above reference is to be noted. In­
ar;mnrnh as there w:i.11 be tvJ"O JJa;yments per mo:nth to reJ?ret:ienta­
tives of the Aid for Information, (1:x:p011se sheet 1-JI0RL' I \1vi11 be 
fill.efl out to ancl :i.nolud:i.ng the fifteenth of the month, ana. 
then a seJlfnat0 r01ior·t on FOH:r: I w:l11 'be m1:1,de out for expenses 
from the s:lxteenth to the th1rty-f:i.rs t, inclusive. Hepor·t for 
the firs-t half of: the month w:i.11 be .reoeiptecI "by the opera;tive 
in the S}?ace provia.ea_ for that p1rcpos0 at the ena. of the re­
:port, completely :f:L11ed out; :Ln ac cord.arwe with instruc•tions, 
a:qJJ.roved by the Of':f::Lcer in Charge, and :forwarc:led. to tho Aid. :f:or 
In:formr:1/cion, togethe:c with SUP:porting vou.ehers aml du1;l:Lcate 
FO::U.'.:S III, in time ·to reach h:Lm not later than the sevente<-mth 
of each month. A se:;_)ar~;:1.,te re:port vir:Lll be maa.e for the latter 
ha.1:f' of the month, recei:pted by the OJ?ers;t:i.ve :L:n the sp1:we 
]?rovia.ecl for that purpose at the end of' the re})Ort, :f:Ulea. out 
com:plete1y :i.:n accordance with instructions, aJl}Xr.ovod ·by the O:t'-

. ficer in Charge, and. forwt:irdecl tor;etl10r with s-u.:p:porting vouchers 
and c1u:p1icate :G1 0R1VL3 III ·to ·the Aid. for Information in time to 
'be in h:Ls harnls b:y- the second. a.a~y- of the :f'o1lowi:ng month. 

2. The p11.1"'pose o:e this 2,mena_men't is to avoia_ the 
necessity of having _'?ORM I forwa.rcled. to tlrn Aitl :f'or Information 
a:nd then returned. to the opera:tive in order that he rnay· enter 
expenses on the same sheet for the latter half of the month. 
Care must 'be tiiken to :rencler separate :reports for e:x;penses 
chargeable to the Command.ant ancl exJ)enses cJ::i.argeablo ·to o .ru., 
as s·e·b forth in alJove reference • .l'l 
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J:tR :.t1)(1:E::?0HrQ ~. <J,)N!lf /ff , 

@t,)J:>t:eimi:H~:t' 4 • 1918, • 

Am::i:tr:ih.i:1-1.t foi:> .I.n:fo:r.•mt.t1;tor1, t311:rf;i<>11. Twc) .. 

AJ.de :fo:r. I.n:fo rmni:1an, mm 1 #2El0 B:roe,d.,10 .. y, 
wew ".'lo:rk. 

'.R£)f<1:re.1:.1.cw: ~{011'.t' l.r:rt~1:e:;."' ;.;lf.1};temht:':¼':' 2, :t.~11$ (ll;:al"2 .. •245,.l') 

s 

lil \11<::1 i:'l.OknQv;rlactg·£::i re<H~:lpt tJ i: your. lett~ll:' 110:t'.' j:'1.:ilf~a,~G.tHl(~t t:o ... 
f;othei• v.rH;J1 explaY1:;,tj.on tJf n1.etho(l to bt, i!(lllowc:t1.'l in !'t'.'lt'lda1~ing -r,::w:pen.tti~ 
tiUH!lO un:t ~l • . 
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Navy Department 

Office of 

Aide for Information 
Third Naval District 

280 Broadway, New York, N.Y., 
September 2, 1918. 

MIDMORANDUM for Assistant for Information, 
Information Section No. 2, 
Bridgeport, Conn. 

Subject: 

Enclosures: 

Expense Acoounting System, Bureau of Investigation. 

'( 6) ( 4 under s:~parate o over) 

1. Enclosed herewith is a memorandum oonoerning a 
new expense accounting system to be installed in the Bureau of 
Investigation. This is necessitated by a recent ruling from 
the Office of Naval Intelligence to the effect that expenses 
incurred in investigations of primary interest to the Third 
Naval District as distinguished from the Office of Naval In­
telligence cannot be paid out of funds heretofore provided by 
the Office of Naval Intelligence. This latter fund is reserved 
to provide for expenditures in oases of primary interest .. to the 
Office of Naval Intelligence. In this connection attention is 
directed to paragraph two of the enclosed memorandum, In view 
of the above ruling it has beo,orne necessary to allocate the 
various e:x::pendi tures made by representatives of• the Bureau of 
Investigation. The enel0$ed memorandum is b~lieved to be self­
e:x::plana tory and if the 1nstr-&.ctions therein oontainad are 
followed carefully, it is believed that the system can be 
installed without confusion. 

2. The Ass:i.stant for In:for~tion in oharge of 
Sections One and Two, located at New Haven and Bridgeport, 
Connecticut, respectively, will have to be particularly care­
ful to make proper notations or entries regarding inve;stigations 
instituted by him at the request of other Government Departments 
concerning matters whioh have little or no Naval connection so 
that the expenditures incurred in each particular case can be 
aoou.rately accounted for to the Office of Naval Intelligenoe. 

5. It is directed that you proceed wi~h the 
installation of this s1stem immediately upon receipt of the 
necessary forms and stamps which are being sent under separate 
cover. ~ , #-t11. 'c.,trw-,~._._; 

I 
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0-IUNJTIRAL OFJrI Cl1l MEMORANDUM I ______ ,.._,.. ___ ., __ ... .,. ______ ~ 
280 Broadway, New York City 1 

August 26 1 1918~ 

[subject: Expense Accounting System - Bureau of Investigation. 

1. Expenses incurred in ~he investigation of matters referred 
to the 13ureau of Investigation will hereafter be pa1d. :from two dist:i.nct 
funds -·· tht-:i Con:fidenti1?.,l Fund :provided by the Office of Naval Intelli­
gence and. the fund provided l)y the Commando,nt • . Th:l:rd. Naval District. 
An agreement has l)oen reached between the Office of Naval Intelligence, 
the Commandant, Third Naval DifJtrict, and. the Aide for Informi::1tion re­
gar·dtng the expenses chargeable to the above mentioned funds, and the 
following is the subst&mce of' that agreement. 

2~ It is understood that the Aide for information will not inves­
tigate any ot1.se whioh is not strictly of interest to the Navy, except 
where the assistance o:f:' the A:td.e is specifj.cally requestecl by officers 
of some other GOver:rnnent depar•tment. It is also under s.tood that the 
Aicle for Information will not investigate matters wh:tch do not directly 
1:;1,ffect the Navy for the purpose o:f determ1n:i.ng whether or not, 1.::i.J?On 
full fiscertainment of the facts, a Naval quest:lon is involved, 1'he on-­
ly excex)'t,ton to th:Ls rule will be that the Assistant for Information in 
charge of f>e ct :tons No. 1 e.nd 2, covering the State of Oonnecti cut, wi 11 
continue his present pol:i.cy on the understand.ing that, although he is 
:investj_gating many subjects which do not directly affect the Navy, in 
each of tb.ese cases he is investigating at the rc• quest of e:i.ther the 
D~partment of Justice or Military Intelligence. As regards oases having 
a d:i.rect Naval connection, it is understood that the Commandant, Third 
Naval District, will defray the necessary expense incurred in connec­
tion with the following caees1 

(a) Deserters or stragglers from the Third Naval District. 
(b) Surveillance of enlisted men reported by Oommandtng Officers 

of u. S. ships (parttcularly if these men are transferred 
to the Receiving Ship, New York). 

(c) Suspects attempting to enlist in the Nav-y, :provided the rule 
against enlistments is lifted. 

(d) All investigations of Navy Yard employees and activities. 
(e) Oases of collusion between firms having Navy Contracts and 

enlisted personnel, 
(f) Giving out Naval information unlawfully. 
(g) Appl:'Lcants for employment or :for detail to confidential 

work in the district. 
(h) Applicants for· boat licenses (this is negligi_ble at the 

present time). 
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The expense in connection with other cases which fall within the jurL 
cU.ction of the Aid.e for Information may be chargeable to the Conf:lden· 
Fund provided by the Office of Naval Intelligence. 

3. There is given herewith a classification of matters for inves­
stigation which have been assigned. to the Aide for Information by the 
Chief of Naval Operations. 

NAVY PERSONNEL. This includest _____ ,...,.. ..... 111 ... 1 ___ """"'.., 

Apprehension of deserters and stragglers. 
Investigation and surveillance of enlisted men reported by 

Commanding Officers of all U. s. Ships. 
Reported imposters appearing :ln uniform of the Navy. 
Suspects attempting to enlist in the u. s. Navy or U.S.N,R.F. 
Collusion between fi.:rms holding Navy contracts and enlistea. men. 
C:ooperation with A:i.ds for Information of other Navy Districte 

and Branch Offices of Naval Intelligence in the investigation 
of cases reported by them which :fall within the field covered 
by the Aid for Information. 

NAVY YARD EMPLOYES. This includes: 

The investigation and surveillance of Navy Yard suspects._ 
Investigation of reported pro-Germanism of Navy Yard .employee. 
~I.1hefts from the Navy Yard. · 
Oases referred by the Commandant relating to the Nava1 estab­

lishment. 
Investigation of labor agitation connected with the Navy Yard. 

MISCELLANEOUS INVESTIGATIOirS, ~Chis inc1udes 1 
.. ------------------------~~ 
All cases referred by the Mail Censorship Bureau. 
S·trnpects on men-of war and merchantmen. 
InvestigatJ.on of suspicious individuals reported in the vicinity 

of Navy P:lers, docks, warehouses, etc. 
Investigation of applicants for Pilot Licenses. 
Investigation of all oases involving radio and radio apparatus. 
Investigat:i.on of sus:pic:tous fires on docks» wharves and piers 

of the Navy Department, and also on vessels in the Third Naval 
District, 

Investigation of the character and source of shipments. 
Investigations in regard to enemy goods on storage. 

I 

4. In order that the Pay Department may intelligently and accurately! i 
cert:Lfy to the Of:fj_C(".l of Navs,l Intelligence and. Commandant, 'l'hird Naval 

1 District, that expenses incurred by the Bureau of Investigation are , 
chargeable to the funds provided by either, the following system of ex--

1 

i pense accounting will be strictly f'ollowed by al'l departments working ! 1 

under the supervi.sion of the Bureau of Investtgation~ 
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5. Attachi;,d h0H·oto i t3 a form• to· be known hereafter as Form 1, 
ad.o:ptecl bY the Office of' Nava1 Intel1J.genoe > whereon each operat:l ve 
wi11 ~-et forth-the expenses incurred by him d,aily. Ope:rati-ves will be 
paid./montb.ly but the expenr"3e sheet will be rc:Jtained by the operative 
until the end. of eaoh month and. then f:i. led with the I.>ay Department. 
Each operative will be given two of these forms at thebeginning of each 
month; (?ach :form wtll bEHiU' at the top the name of and number assigned. 
to the operative. One form will be marked "Chargeable to O.N.r. 11 ; the 
othe1· w:lll be me,:rked .. "Chargeable to Corrm:iandant". In addit:lon to this 
form there will be a form, to be known hereafter as Form II, whereon 
will appear the actual expenses incurred in the investigation of each 
individual case. This form w111 bear the case number, subject of in­
vestigation, source o:f original information, and, will also be ste,mped 
either 11 Chargeable to O.N.I. 11 or ''Chargeable to Commandant"~ This 
form will accompany the original summary sheet which is sent to thEi 
particular investigating department or Section Base. It will always 
be kept with the file on the particular case. Daily operation in 
keeping the above mentJ.oned forms up-·-to"'-d.at(3 will be as follows: 
Each operative will keep a record of the expenditures m~de during the 
day, with a notation as to the partj.cula:r case in connection wtth wh:Lch 
the expense w1:ts incurred. He wU.l also 1?e expected. to know whether 
or not the expense in oormection with the case that he is :lnvestigating 
w:i11 be chargeable to the Of'fice o:f Naval Intelligence o·r the Comm1;;md.­
ant. This information he can secure from the Officer in Charge of the 
investigation or upon reference to the exp(Hlse shE,et which is made 
part of the file. At the end of th.e day hEl 1iv:lll make out, in duplicate, 
a charge sl iJ;i (Form III) for each case, showing the number of the case 
and h:i.s own number, and the var:ious expense items i.ncurred by hi:rn in 
qonnection with such case during the day.~ The original charge slip 

Xhe will attach to the daily report of the investigation for that partic~ 
ular case, and both will be filed by him the next day with the person 
in charge of the investigation. The items on the charge slip will then 
be entered by some -designated person or persons in the investigating 
department upon the expense sheet (Form II). At the same time that the 
operative makes out the charge ticket above referred to, he will enter 
the same :I.terns of expense upon the e~<tpense sheet (Form :t), using the 
sheet provided for items chargeable to the Office of Naval Intelligence 
or Oommande,nt, as the case may be. The duplicate d.aily charge slip 
(Form III) will be attached to expense sheet (Form I) and presented to 
the Pay Department as a supporting voucher on the 15th and 31st of each 
month. Form I must be approved by the officer in charge o:f the in­
vestigating department to which the operative is attached before 5.t is 
filed with the Pay Department.~ If this system is followed as above 
outlined very little extra work will be entailed upon the offi.oe force, 
but it will be possible* at all times, to tell just how much money has 

I 
11 
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be0n spent on each particular case ancl jui:it how much money is owtng 
to each operative, and to which fund. the operative•s expenses are 
chargeable. 

e). '.l'he Routing Department of the 13ureau of Investigation will 
be charged with the responsibility of designating, in connection with 
each case i·eferrec'l by it, to which fund the expense will be chargeable. 
This notation will appear on the reference slip and also on the expense 
sheet for the particular case (Form II ). No investigation will be in­
stituted by any department uncler the superv:i. s ion of the Bu:rer;:rn of Inves­
tigat :i.on without reference to the Routing Department. It will be 
necessary, of couree,to make an exception to this rule in the case of 
Section Bases, because many, if not most, of the investigations insti­
tutecl by SEJotion Bases are not refern:,d. to tJ:1~3 Bure&1,u of Investigat:i.on 
until the con:1pletion of the investigation. It will be neoessary, 
therefore, for each Section Base to follow closely the system above 
outli1:1ecl, and the responsibility for the a.ocu.raoy with which th0 syf3tem 
is followed will rest with the Assistant fbr Information or the Officer 
in Charge of the Section Base. In this connection the main thing for 
everyone to remember :i. s that no expcn;.se shall be incurred. :Ln eorn:i.ect ion 
w:ltb. any ease 'JVhioh cloes not ha 1:re, 1ir:Lma fao:i.e, a direct Naval connac­
tion. In ~1e case of Connecticut the expense forms both I and II must 
show what branch of the Government service requested the· investigations 
of matt eris not of primary interest to t:he Navy. The second, :i.mportant 
thing to be noted is the class of oases referred to in paragraph 2, 
which are of primary interest to the Commandant rather than to the 
Offices of Naval Intelligence, and to. remember that if any cases in this 
category are referred to the Aid for Information by the Office of 
Naval Intell:Lgenoe, this fact must be noted UJ.)On the ,:ixpense forms I 
and II in order that the expense for such case may be charged to the 
Office of Naval Int~lligence rather than to the Commandant. 

KENNETH F.CLARK 
Ensign, U.S.N.R.F. 

. l 


