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FOREWORD

T Y i ot

June 18, 1941,

These Instructions Governing the Administration and Procedure
of the Foreign Intelligence Branch of the Division of Naval Intele
ligence constitute the compilatlon of memoranda issued by the Head
of the Forelgn ihtelligenoe Branch for the informastion, instruction
and guidance of the Foreign Intelligence Branch, during the period

July 1, 1939 to June 18, 194l

Foreign Intelligence Memoranda Numbers 1 to 9L (less No.93)
are hereby cancelled with the issuance of this publication, in

which they are contained.

In the future, numbered memorands will be issued as necessary.
At convenient intervals the substance of such memorands covering
matters of reasonable permancnce will be incorporated in these in-
structions as corrections thereto, whereupon the memoranda thom=

selves will be cancelled.

H. D. Bode
Captain, U.S5.N.
Head of Forelgn Intelligence Braunch
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Confidential.

PART 1.

COLLECTION OF INFORMATION

(INSTRUCTIONS AND PRINCIPLES)

101,
() 1In order to avoid duplication of effort Hemisphere
and to employ effectively the combined facilities Information

of the Divisions of Military and Naval Intelligence
in the acquisition, collation and preparation for
use of strategic intelligence data on the Western
Hemisphere, the Military Intelligence Division and
the Division of Naval Intelligence have agreed to
undertake intelligence activities in accordahice
with tho following genoral plan jointly drewn up ;

SSAUDIY [BUOIIRN 8L} JO SBUIP|OH payIsseaq / PayISSeIoUN Ul WOl paonpoldey

by them:
(1) In those countrics where one attache only Joint Plan; |
exists, requests for specific information required MID-DNI.

by either service may be made to the attache by
Militory Intelligence Division through Division of
Naval Intelligence, or vice-versa.

(2) 1In those countries where both military
and naval attaches are present, instructions will
be given by Military Intelligence Division and
Division of Naval Intelligence to their respective
attaches along the following lines:

"The attaches to collaborate closely in
obtaining information required for planning by divid-
ing the tasks. A functional division should be ar-
ronged betwoen themselves on the general principle
that in strategic arcas the naval attaches cover
the information required in plans for the occupation
and holding of port towns or localities; the mili-
tory attache to elaborate tho information appropriate
to plans for prolonged occupatlon and for advancing

inland."

(3) Those parts of the homisgphere not covered Cognizont
by military or naval attaches will be divided into Areos,
general areas of primary responsibility as shown be- MID, DNT.

low. These areas may be readjusted if the circum-
stances warrant, and assistance may bo requested
by one office from the other when required.

101.




Cdnfidentialé

To Military Intelligenoco Division:

Groenland

Newfoundland, Miquelon, St. Pierre
The Northeastern Theater of Cdnada
The Guianas and the Islands of Aruba,
Curacao, Bonaire and Trinldad.

To Division of Naval Intelligence:

L1l the strategic islonds in the itlantic,
Pacific and Caribbean other thon those
mentionsd above.

Information required in the above srens which
mey not be available through Foreign Service agencics
will be requested through the State Department by
Militory Intelligence Division or Division of Naval
Intelligence, depending upon the area of primary
responsibility in which it lies. Copies of all such
requests will be furnished to the other intelligence
office.

(L) 411 information of any noture whatsoever
contributory to planning obtained by one intelli-
gence office will be promptly furnished the other.

(5) 4All compilations, studies, monographs, etc.,

prepored by one intelligence office will likewise be
furnished in a convenient number of copies to the
other. '

(b) In order to avoid dupliocation of inquiry
in the acquisition of information in the practicsal
application of tho above procedure, the following
routine will govern:

(1) Whenever requests for particular informea-
tion are received by the Division of Navel Intelli-
gence from outside sources, (such &s for maps, phy-
sical, goographic or hydrographic features, communi-
cations, public works, fortifications, militery or
navel strength, economic resources, etc,) and the
information is not available in the files of the
Division of Navel Intelligence, ascertain, prior to

102.

Interchange
of Informo=-
tion.

hpplication
of Procedure
to iavoid

Duplication

|
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Confidentinl

sending out an inquiry, whether the required
information is available in tho Military
Intelligehce Division.

(2) Whon sending out requests for inform-
atlion undor the general catogories of subjeots
as listed above, send o copy of the requcst to
the Militery Intelligence Division and supply
thot Division with copiles of the information
‘requested when received.,

(3) A great deal of information which may
be requested may be found in Hydrogrephic publice-
tions, which should be consulted when appropriéte
before sending requests for particular information
outside the Novy Department.

SOAlUD1Y [BUOKEN SU} JO SBUIDIOH Pallisse[oaq / PALSSEIOUN SU Wol paonpodey

(L) A great deanl of information which may be
required to complete a monograph cen be obtained
from the Deportments of Stato and Commerce. Other
government departments, such as Interior and Agri- @
culture, also have much specialized information.
Other information on particular subjects may bo
obtained from the National Geographic Society,
Pan-American Union end other similar organizations
in Washington. Information should, therefore, be
sought from all availeble local sources and others
in the United States before it is sought from

abrood.,
(¢) Sections will give immedinte attention Strategic [
to the carocful preporation of those particular parts Information,

of the monograph which cover subjects of military |
and naval importance; that is to say, in general, }
strategic information required for military and

naval plonning and operotion, This should include
bringing up to dete,collating and editing information
of this character already on hand, with the elimino-
tion of non-essential matter, and the carsful incor-
poration of essential information briofly stated.
Where information is lacking in the files, a practi-
cal and determined effort must be made to obtain it.

(d) Informption must be sought and kopt up to - Personality
date on the personal characters and professional Files.,
qualifications and experieonce of important military
and navel c¢ommenders and leading political personages
in foreign countries. L good deal of information
of this chgracter can be obtained, digested, and
reduced to short but complete biographic sketches, from
Judicious reading of pertinent articles in the press,
and current lay and professional periodicals.

10% .
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102.

(a) In order to coordinate all classes of Strateglic Arcas;
information within ceortain strategic areas the Bstoblishment
following system is established: and Cognizance of

(1) The geo-political Section having primary
interest and cognizance in o particular arca will
have the responsibility for the coordination of all
stratogic information within oach strategic arsa

which may be created.

(2) Othor Sections which have cognizance of geo-
political territories lying within, continguous to or
having strategic relationship to such areas will keep
the Seetion of primery cognizunce informed of all mat-
ters pertoining to such strategic arcas by forwarding
all pertinent reports upon their receipt to such Section.

(b) Based on the sbove general consideration and
outline of operations, the following strategical areas
are set up with the Section having primary responsibil-
ity ond cognizance ns shown:

Strateglc Area. Cognizont Section.

(1) Mediterranean Basin (includ- Wostern Buropo
ing the Mediterranean littoral), Section.
West African coost to the southe-
ern boundary of Sicrre Leone,

Cape Verde, Canary Island$,

The Azores, Medeiroa, the Near
Bast, the Balkans, Red Sea,
Arabion Sea, Porsion Gulf and
the Arabien Peninsula, French,
Spanish and British possessions,
colonies, protectorates or srecs
of special interest in northern
Africa, including Egypt, Anglo-
Egyption Sudan, Kenya, wand
Italian Kast Africa.

(2) General Westorn Hemisphere, Lmericun Republic
including specifically Carib=~ - Section.
bean Area, east amd west coasbts
of Mexico, Central and South

mssel:;)un aU] Wouj paonpordey
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Anerica ond outlying islonds.
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(3)

Strategic Arca.

Bastern end southern coast of
the Asiotic moinland to the
Arabian Seoa and the general
areo between Alaska, The
Aleutian, the Hawaiion Islands
snd the enstern Indian Ocean
as far west as approxinately
longitude 60 east.

British Empire, including

(a) United Kingdom, Ireland,
Iceland, Greenland, North

Sen and adjocent ond inter-
vening waters to the west and
north of the United Kingdom
ond Ireland, and the North
Atlantic to the coast of
Canoda ond the United States;
(b) Australia, New Zealand,
India, end adjacent woters;
(¢) woters ndjacent to the
African continent, the At-
lantic, South Atlantic, and
Indian Oceans, the Union of
South Africa, and British Emn-

Cognizant Section

Far Bestorn
Section.

British Impire
Section.

pire treade routes lylng therein.

Central Burope and North Cens.
tral Burope, Germany, Belgium,
Bolland, Denmark, Scandinavian

Central Furope
Section.

peninsula, Baltic and approaches

thereto, Gulf of Bothnia, the

Greenland Sca, Barents Sea, and

waters off North Russlo.

105
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PART ITo

201

Routing of
~ Dispatches
. to Branch

: (1) Brench F and the Section of Branch T F.
concerned will be provided with copies of all dispatches

(8) The following procedure will be followed
in routing dispatches to Foreign Intelligence Brancht

to and from Naval Attaches, except those referred to in

sub-paragraph (2) below.

(2) Copies of dispatches referring to routine
movements of merchant shipping (arrivals and departures
will be sent only to Section F~-8. Such dispatches should
not be routed to Branch F nor to any other Foreign Section
for initialing, and need not be included in the "lessage

Review".

(3) Branch F will receive copies of dispatches
that cover shipping activities other than routine move=
ments (arrivals and departures) end such dispatches will
be brought to the attention of the Foreign Section having
cognizance of the country whose flag the merchant ship is
flying.- either by being provided copies of dispatches or
having them routed for initialing. In case the. activities of
merchant vessels take place in ports under the cognizance of
another Foreign Section, that Section should have such dis-
patches routed to it for informations

(4) The Section having cognizance of the Basic
country to which a Naval Attache ig acceredited will be “Action"
Section.

considered to have the Basic Action on all dispatches
and correspondence from such Attacho, except:

(o) TFor matters under the cognizance
of Op-16-~A.

(b) TFor dispatchos of the charactor
mentioned in paragraph (2) above.

(¢) For dispatches and correspondenco
which are definitoly forwarded’
for "action" to another Bureau,
Office or Division of the Navy
Deperitment as o motter under its
(thoir) cognizancos ’

(d) For dispatchem on which the "action"
is changod from Op=16 to another
Bureau, Office or Division.

201.

|
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(b) The "Busic Action'" Section will be responsible  Responsibilit;

Por motifying other Secticns or Branchey as required

for metion on matters under its (their) cognizance acnd Action'" Sec+

for obtaining from such Sections (or Branches) informa-
tion upon which to bose a reply.

(¢) Foreign Intelligence Sections which are givon

"action'" will check copy distribution and routing of Basic Action

‘dispatches and correspondonce to see thet ell interested
Sections and Branches in Naval Intelligence as well as other
Bureaus, Offices and Divisions of the Navy Department are
informed of the subject matter. The "Action" Section will
bring to the specific attention of Op~16~F errors ot omis-
sions in routing. The same instructions will apply to &
Foreign Intelligence Section which may be erroheously
designated by the Mail Room (A~3) as "Action" Bection as
for example in the following case:

April PLAIN April 13, 1941,
spy

FROM: STATE »

TOs OPNAV

FOLLOWING RECD 950BM PAR 13 FROW DAKAR DATED AFRIL
13 9AM WHILE STEERING SCUTH 63 EAST TRUE ON & DIR-
EOT BEARING FOR THE BUOY AT THE ENTRANCE TO THE
HARBOR AT FREETOWN THE BRITISH STEAMSHIP TWEED WAS
TORPEDOED AT 9:30 AM ON APRIL 8 APPROXIVATELY 100
LILES OUT OF FREETOWN. THE FIRST OFFICER HAS AD-
VISED THAT THE SUBLARINE WAS PAINTED LIGHET GREY,
APPROXTHATELY 750 TONS (PERHAPS U-40 LODEL) AN
HAD A SUNFLOWER PAINTED ON SIDE. A5 OF APRIL 12
THE ATR SERVICE HERE IS IN & STATE OF ALERTE

16 ACTION 10/11 12 13 38 NAVAIDE FILE
ONI: 16 Copy, F~8 hction, Fwl Copy, F=10, 16=F

This dispatch was improperly routed in that F-8
was given "action". Neither F-3 nor F-4 was given o
COPYs F-8 which was given "action" erroneously should
have brought the improper routing to the attention of
Op=16-~T,

(d) Nocossnry adjustments in routing, or the pro-
curement of information for o reply will be by immediato
personal or telephone contact and not by the routine in-
torior mail system. In cose of divided cognizance betweon
Foreign Intelligence Bections, Branch F will be consulted
as may be necessary. :

202«

of "Basic
«

tion.

Procedure for

Section.

SSAIUDIY [BUOKEN 8} JO SBUIP|OH pauIsse|oa( /‘paggsseléun 3y} Wolj paonpoiday
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(¢) Whenever circumstances prevent action being

—taken—on—dispatehes—within-twonty=Ffour-heurs,—a—roport -
will be made to F.

(f) Sections will establish an appropriate check-
off list to insure that dispetches requiring action re-
ceive it.

202.

(a) Branch F (Op-16~T') makes request for increased
distribution of incoming dispatches to the Department
Communication Officer (Op-19).

(b) When individual sections of the Foreign Intel~
ligence Branch consider the increased distribution of
incoming dispatches necessary or advisable, they will
inform Op~16=F of the fact. Such centralization will
prevent duplication of requests of this type to Op=-19.

203,
When a State Department dispatch reforred to in an

Alusna dispatch is not received in the Division of Naval
Intelligence, lail and I'iles (Op=16-A=3) should be asked

to obtain the required dispatch from the Central Division.

204,

Informetion of various types which is or may be of
current interest or have an important application to
various Bureaus, Divisions, Offices, etc., of the Navy
Department, is received in the form of secret or con-
fidential dispatches. Informetion of this character may
cover a large range of subjects, such as damage dono by
air raids, information relative to the movements of con-
voys, stotus of supply of essential materilals end other

arious factors affecting the strength, resources and
power of foreign nations, belligerent or otherwise.

Such informetion must be readily available when called
for and, thorefore, reports containing it must be class-
ified, filed, and cross-referenced, where necessary,
immediately upon receipt.

205

(n) For the convenience of Bureaus, Divisions and
0ffiges of the Navy Department mnd in the interest of
the sccourate and expeditious handling of dispmtches bo-
tween them and United States Naval Attaches abroad,
dispatchos prepared and released by the Bureau (Division
or Office) having cognizance, should follow the proce=-

' ' 203. :

action not
h

.y
taken within

24 hours.

Chéck~off
lis’tS-

Increased
Distribution

of Dispatches

Requast for
State Depart-
ment Dig=
patches.

Classifying o
‘Dispatches.

Dispatches
Neval Attacl
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dure set forth below:

(1) 'Excopt whon the urgency of the situation
does not permit, all officinl dispatches to Navel Attaches
and Naval Lissions will be delivered by the originating
Burecau or Office to the Division of MNaval Intelligonce
for its viso prior to being roleasgods

, (2) A copy of such dispatches (except socret,
which will be initimled by the Division of Naval Intelli-
gence) will be furnished to the Division of Naval Intel-

ligencce

(3) The Division of Naval Communicrtions will
indicnte the "action" Burenu (Division or Office) on in-
coming dispatches in socordance with Burenu (Division or
Office) cognizance, consulting the Division of Naval In-
telligence in all coses whereln the cognizonce is not

cleare.
(b) Communications from Bureanus (Divisions and Foreign
Offices) for transmission to forelgn Noval Attaches oce- Attnches in
Wnshington.

credited to Washington should be placed in o form por-

mitting textual embodimont by the Divigion of Maval In-
telligence in a letter or memorandum to the foreign

Lttache concorned.

204.
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PART III.

CORRESPONDENCE, REPORTS AND FILES

by Wi Yt SRS
3015

() Whenever Naval Attaches fail to brief or
sumarize their reports, Foreign Intelligence Sections
will prepare brief summaries of all important reports
which exceed one page in length, in order that the con-
“tents may be readily ascertained.

(b) Each brief will be hended by the subject of
the reporty will indicate from whom the report was ro=-
coiveds the date of the report; and the source from
which the informetion was received. The brief itself
should be a careful summary of the report, containing
the subgtance succinctly stated. Important facts,
names, dates, etc., are to be included. Bach brief
will be sighed by the person by whom it was prepared.

(e¢) The same procedure will be adopted for oll
reports (and lettors) from Foreign Service officoers
and other sources, which exceed one page in length.

(d) In order that the attention of Naval Attaches

may be called to a failure to brief a report, the fol~
lowing notation will be mcde in the Evaluation Column
of the Evaluantion Report form opposite each non-briefed

reports

"Not properly briefed in accordance with
instructions contained in D.N.I. 1tr.
to 0ll N.A.'s, dated 19 July, 1939,
0p-16~B, A9/EN3-11, A3~1/EN3-11."

(e) If a number of reports covered by the same
Bvaluation Report are improperly briefed, an asterisk
may be placed in the Evaluation Column opposite the
references to them and one footuote containing the
above notice made to suffice.

302,

(o) Whenever appropriante, and in circumstances
where applicable, and unless specifically excepted,
reports, ostimotes or memoranda on special or goneral
gsituations (whether military, naval, economic or
political, or combinations of all the mbove and other
factors) which are prepnred, will be documentod by
footnotes to show scurce materinl.

(b) When compiling Foreign Intelligence Serials
from dispatches, reports, letters, or other documents

301,

ey g

Briefing of
Naval Attache
Roeports,

Meothod for
Briefing.

Notation made
on evaluation
report.

Documentation
of reports.

Scurces of
Information
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: =
‘received, the dnte and file number of the dispotches Foreign o
— EE— - N - - . =
or other documents used in the compilation o1 tThe - Intelligence g
gorinl will be indiceted immodiately below the "Refer- Serials. =
once" line on NNI 96 unless it is specificelly desired S
to conceal the source of the information. In the lat- g
0 . 0 . 3 I
ter case, a similar notation will be made either by pen or é
by typewriter on the original and Section file copies only &
of the serial. ' g
s
w
303. S

a |
=
() The following classos of cerrespondonce will Correspondence &
be prepared for tho signature of the Head of the Foreign for signoture . %
Intelligence Branche Brench F. 8
N <’
. M
w

(1) Letters to Naval Attaches falling undor Letters to

the broad classification of those containing information, Naval Attaches

abstracted or quoted from other documents, for the in=-
formation of tho Naval Attaches addrossod.

(2) Letters to Naval Attaches making requests
for information on technical or professicnal subjects or
other information of o rcutine character, such as, where-
abouts of persons, etc., eté., in accordance with definite
practice and usage and with existing policy.

e

(3) Routine letters to U.S. and foreign At« '~ Routine Let-
toches thanking them for reports, for information received, ters. {
etcs ' .

(4) Correspondence with other Bureaus, 0f- Correspondere
fices and Divisions of the Navy Department, falling under  with othor

the following general catogeories: Burenus,
Offices, Divi-
(a) Requesting information upon which sions MNavy
to base a reply. Department.

(b) Correspcndonce on inventions, etce.

(¢) Correspondence ccncerning tho ek-
change of technical information,
oquipment, etc., which come within
woell=dofined practice and usago,
or specinlly-defined oxisting policy.

() Correspondence requesting the relense
of documents, publicoticns, etc., for
UeSe, Naval kissinns, or for foroign
Governments, to be,delivered through
their own or U.S. Naval httaches, etce

302,
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(b) The hssistant Director will sign all lotters
regarding protocol, details of ndministration, otce.

For Signature
Agst. Director

304.

‘ To provide for the more likely rocoipt of im-
portant documents intended for the office of Naval

-Attache, London, all such documents, particularly thoge
contoining technical date, will be furnished the Director
of Naval Intelligence in duplicate for forwarding in se-
parate pouch and by different vessels to the Office of
Naval Attache, London.

305-

When Foreign Intelligence Sections have corros-
pondence which they desire to send to F without routing
through the regular mail, which may involve delay, they
are requested to call Extonsion 2652 and-ask that the
ordorly be sent to pick up such material, unless a re=
gularly assigned messenger is nvailables

306,

(a) Current instructions require that the Office
of Public Relations be nectified whenever letters of
erndolence, expressicns of regret for accidents, and
similar matter are received.

(b) Copies of such notifications should be for-
worded to the Naval Atteche aceredited to the country
frem which such expressions cre received. Thust if a
letter of ccndolence is received froem the French Naval
Lhttache or from the French Ministry of Marine through
the U.S. Naval httoche, Paris, cnd the Office of Public
Rolaticns is notified, a copy should be forwarded to tho
U.S. Naval Attache, Paris.

' 307,

(n) 1In the interest of security and correct ad- j
ministrative procedure, Foroign Intelligenco Sections
will twice monthly, or Qpproximaﬁqubonﬁthe_firsi“ﬁpd %

;

fifteenth of the month, cheok the return of documents 4
ohToh have beon routed to various units and which, in &
the natural ccurse of reasonably expeditious handling, i
should have been returned by that dates “

(b) A standerdized tracer forn is available for
this purpose.
(¢) 1In order to be able t¢ trace the routing of
docurients through the various Sectiong of the Foreign
o T 303, T

¥

1 . *

Documents for
hlusno, Londo
to be preporc

. in duplicate,

Delivery of
docunienteg by
orderly.

Lettors of
Condolence.

2

Y listae

];m..-.,.. e s AT

i Check off E

Tracer For

Dating of |
Routed
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Intelligence Branch, the dato wheon each document leaves ;; Documentes.
e —pmehsectten-wiltl-be—stampod 1n the loft-hand-margin L

of the routing slipe. When documents are not accompanied .

by routing slips, the date of leaving each Section will

be stamped on tho reoverse side of tho document.

308. (¥) =« (See Page 306)

The following are genoral instructicns for guid- Daily
ance in the preparation of the Daily Informetion Merio- Information
randum: |\ Menorendur ;
(2) The Memoranda will carry the following head=- Hepdinge

ings

SOAlDIY [BUOHEN U} JO SBUIpJoH palisse[oaq  palsse|aun et woyy paonpoiday

"DiILY INFORMATION MELORANDUM"
(May be abbreviated as "DLILY INFOR. MEMO."

From Section .)

(b) The Deily Information Lemorandum will containt  Scope

(1) Bxtracte of all important information
received by dispatch or other rapid means of transmission
which should be brought to the attentien of the Director.

(2) Extracts or sumaries of important
information conteined in writteon reports frem U.S.
Novel or Lilitary Attaches, and Foreign Service Officers.
In this connection, attention is invited to the fact
that such reports are usually received by the Sections
rany days befere they reach the Director in the ordinary
course of routing. )

(3) Briefs of timely and important items from
the press, periodicnls or similar sources. In congiler=-
ing inclusicn of material of this class, foreign sections
should not assumo that morely becnuse certain events of
importonce have received riore or losgs preminent notice in
the press the Director is slways informed of them. His
interests cover an extensive field, and he is not able to
give the sare detailed attention to items of intelligence
as are the Foreign Intelligonce Sections. The Sections
will, therefore, exercise discreticn in the inclusion of
items tuken from the press, placing their own evaluntion i)
on such itoms. m—

(¢) The scurce of information ghould be given on Sources
all items of importance appearing in the Daily Informo-
tion Memorandum &s, for ingtance, "Neh. Berlin, No. 120~-
41 of June 1, 1941." Where items by special writers are
teken from the press, the author shculd be monticned.
304.
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(@) 1. In order to provide an ovoluntion and | Evaluntion l N
source of informaticn of mexinun brévity the following Key <
key will be used on the memorandui. The first letter T

denotes the evaluation and the sccond, with the name
of the capital in cortain instances, indicates the

sourcos

AN (Name of Capital) = Relinble from ALUSNA= - =

AN (Nome of Capitel) - Relimble from Mehe= = = =

AP = Reliable « Press.

AR = Reliable = Cormercial Radio

45 = Reliable - Depnrtment of State or Foreign
Service Officors.

SeMAIY [BUOREN U} JO SBuIpioH pauissepaq / palj!sse@un o) woyy peonpoiday

In the last three cases the origin, such.as the press
association, newspaper, periodical, broadcasting com~ :

" . . t
pany, or Foreign Service Post can be andded when de=
sired.

2. The above source Cesignations precoeded
by "B" indicate thet the report is considered renson-
able but unconfirmed. If precoded by "C" the informn-
tion is c¢onsidered to be of the character of a runor
but having sufficient plausibility to warrant reperting,
depending upon verificotion or contradiction laters

(e) An original and throe copies of the Dnily

Inforretion liomorandn will be submitted to F. . ,
309.
The following is the standerd form of memerandun Menorandurn

to be used in communicating informally with other de= Form.

partnents and agencies of the Government:

(File Nurbers)

VELORANDUL TOR Lisison Officer (or Name of Official)

(Depertment or hgency)
SUBJECT ¢

Enclosure:

(Substance of lemorandun)

(Neme )
(Rank)

Hend of Toreign Intelligence Branch.

305,
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310,

The following poge contains a list of liaisen Liaison
officers through whom the Divisien of Navel Intolli=- Officers ond
gence shculd communiocate with the voricug departmonts hAddressees in
and ngencies they represent. The ligst also indicotes Other Departr

whother the official is to be addressed by name of rentg and
title. hgenciog.
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* (Footnote to Art. 308) .
See F liomorandum of Lay 29, 1941, discontinuing the Duily
Informetion Memorandur: for certoin Sections.
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310

LIATSON OFFICERS:

Dept. or LAgency Lianigon Officer

Dept. of Btate

Rm. 185, Br. 527. Wilson, Orme (1)
Dept. of Treasury
R. 272, Br. 2144. Rose, Frank C. hAsst. to hsst. Secy. (2)

War Dept.
Rr. 3046, Br. 2437. Smith, R.Cs Lte Cole. USA. (3)

SSAIUDIY [euogeN 8u} jo sBuipjoH psuissejpaq / peyissepu) sy} Wwoy paonpoidey

Dept. of Justice
Rm. 1529, Br. 250 FBI, Thurston A.k. (4)

Irmigration
and Naturalizao-
tion Service.

RT‘J- 507, Br't 802' Espinoﬁa, JORI

Depts« of Cormerce

Rm. 5837, Br. 555. Kerlin, Linlcolm, &Hdm. agsst. to Secye (5)

Dept. of Labor Jurkowitz (liiss) Frances, . >
Rm. 3136, Br. 1. . hdm. hsste to Secy. ;

Pogt Office Dept.
Rl:’ii 34’26, Bro 3720 Al(?l"ich, Kvpc

Haritine Cormission
Rri. 4845, Br. 41. Lorse, Huntington, T.

Panama Conal,

War Dept.
Br. 2945, Burdick, B.F.

Adv. Conme to the
Coungel of Natl.

Def. Rm. 2126

Br. 242, Fed. Res. Bldg.
Natl. Def. Corime

HOI"ton, Ro‘Nn
Director of Informaticn.

P N N

Administrater of (

Export Control. (Chief »f the

Dept. of Cormmerce (Intelligenco Section-(6)
Bldg. (

(See noxt prge for notos)
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Notegs =~ All of tho above will be andcressed by name
e oxcopt-oas-provided -for-dn-the following notegs

|
|

(l) Address all renorts and memorands to “"Linigon Officer".
Do not send reports to geographical divisions.

(2) Classified documents should be addressed to:

The Honorable Herbert E. Gaston,
hgsistant Secretary of the Treasury,
Troasury Departmnont,

faoshington D.C.

(3) Foreign Intelligence Secticns will address nll cormuni-
cations tos

SAL2IY [BUOEN 8U} JO SBUIpoH palssejaaq / PAIISSEdUN 8L Woi) paonpoiday

Lssistant Chief of Staff, G-2, |
War Department. ’

(4) Foreign Intelligence Sections will communicato
with the Federal Bureau of Investigation either
by the standard form of memorandur addressed as

followss

"Herorandurt for Federal Bureau of Investigation"
or by letter in the naval comnercinl style addressed tos .

"J. Bdgar Hoover, Esquire,
Director, Federal Burcau cf Investigaticn,
Washington, D.C."

(5) Reports for the Department of Comnerce will be
forwarded with covering standard memorandun ad-
dressed tot

Lianison Office,
Bureau of Ioreign and Domestic Commerce,

Department of Cormerce,
Washington DeCe

(6) Soe srt. 421,

311.
In order to assist technical Burenus nnd other Letters

units of the Navy in identifying, filing and classify- Forward ing presss

ing reports from the Division of Naval Intelligence gent Informotio

in reply to their requests for particular information, Requested | =

all such reports will in the future be transuitted to Technicel | E E
' gsuch units with a forwarding letter prepared in the fol- Burenusa é% e

lowing form and for the signature of the officer in o

charge of Bronch T's
3008.
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Froms Director of Naval Intelligence.
Tos (Unit concerned).
SUBJECT

Reforence: (a) (Here refer to the letter re-
questing the informetion).

Enclosure: (&) (Here give reports, cdocuments,
otce, boing forwerded).

1. Enclosure (&) is forwnrded herowith in acenrd-
ance with the request contained in roference (a)e

0fficer~in=Charge, Branch F.
312,

() Whon letters are written to Naval Attaches
or olsewhere in an effort to obtain sgpecific informa-
tion desired by some unit of the Navy, the latter will

be furnished with a copy.

(b) To facilitate identification of letters from
units which initiate requests for information, the file
copies of the action Letter prepared by the Divigion of
Neval Intelligence should list such letters as o referonce.

313. '

The following:standard form is to be used by all
Sections of the Foreggn Intelligence Branch in the pre-
paration of dispatchess

() The telephone branch and initinls of tho J
originating office will be placed in the uppor lefte-
hend cornere Spaces for officeos, divisicne, secticns,
otc., required to initial the dispateh will be provided
in the left-hand margin. Distribution of copies will be
shown in the lower left-hand part of the dispatch, in a
gingle column if space pernits, otherwise, in o line ncross
the pagee On Secret and Confidentinl dispatchess the
initialing will be provided for on the original of the
dispetchs on unclassified and restricted dispatches, this
will be done on the green copy.

EXAMPLE

‘.

309.

Lettors to
Noval attach
65y 6tcCey at
. request of
Other Unit

Standard Fon
for Dispatch
es originate
ing in Brane

SoADIY [BUOEN 8U) JO SBUIP|oH palisse[Iaq / PeISSepUN 81 WOl paonpoldey

Bo

Auoginy
ARG —— . ;___~_~“_

B

[y

W

|



Op-16-F Confidentinl
TO].Q« Exto. No. 252‘

FROM: OPNAV., TO: ALUSHNA www--

RELEASED BY: 4. G. Kirke

DaTE ¢ o e

0p12 :
THIS IS A SALPLE OF A DISPATCH PREFPARED BY
OP-16~F TO BE INITIALED FRIOR TO RELEASE BY

SOAIUDIY [BUOREN BU} JO sﬁugp}oﬁ pawIsseoeq / PSUISSE|DU] 8U) Wwoy) paonpoiday

opl3 OP~12, OP-13, OP-20 and OF-22 X
0p20
Opw22
CC: Op-10/11

BuShips

BuOrd

Buhero

(b) Whenever dispntches are prepared by Foreign Dispatches FPre-

Intelligence Secticns at the roquest cf another.office pared at
of the Navy Department, the office requesting the pre~ Request of
paraticn of the dispatch, or conveying the information Other Offices ',

embodied in the dispatch, will be uncderlined on the
distribution list.

(1) The following dispetch was preparod by the
Division of Naval Intelligence ot the request of
BuOrd:

DISTRIBUTION:

]..O"‘lln ° 0120 L) 0135 ° -200'. .23- ° -30. oEEQ}iQ

(2) The following dispatch was prepared and re=
leased by the Division of Naval Intelligence gt the
request of BuOrd and BuShipss

I
|
|
DISTR IBUTION: | }
10-11e o o124 o 13+ » 23 « o304 . BUORD. BUSHIPS )---L

14. >

3 £ g

| o ;

(a) Following each important naval (or naval-air) War Action k% g
|

action during the present war, (s, for example, Memoranda.
the GRAF SPEE, CangMatapan, and BISHARCK actions) !
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}
cognizant sections will prepare, in memo= "

Fandum for, brief butcomprehensive-aocounts
of such action, based on the best available
information from the participating forces.

(b) The following form will be used in the pre-
paration of Var Action lemoranda:

e

(Section designation) (date)
LEKORANDUM FOR THE CHIEF OF NAVAL OPERAT TONS

SUBJECT: Action Noe. 4, Serial No. 1 (German Version)

SemyaIY [BUOEN 8L 10 SBUIpjOH payissejoaq / pauissepun a1 wosj paonpolday

GERMAN BOMBING RAID ON BRITISH NAVAL
SQUADRON, NORTH SEA. '

Dates September 26, 1939.
Position: North Sea: off LITTLE FISHER BANK.
Sources U. 8. Naval Attache, Berlin.

Tt will be noted that each action is given a
number. This is known as the "Action number".
Additional information embodied in subsequent
memorands, should bear o new "Seripml numbor'.
Sufficient space should be left at the bottom
of the first page in which to indicate the ) '
hLction number, serinl number, and the date of
memorandume

(¢) War Action Memoranda will be sent to Branch F

in original and four copies, the original marked
for C.N.O. and the copies checked for the fol-

lowing:
SECNAV 0P-16
CINCUS OP=16~1"

315.

Correspondence
from Cabinet
Membersg and
Congressmene

b

: (a) A1) mail received from a member of Congress or
o member of the Cabinet will be treated ns URGENT and
roply made thereto within twenty=-four hours of time of
receipte. If, for any resson, it is found impossible to
furnish a complete reply within twonty-four hours, an
acknowledgment will be prepared by the bureau of office
of first reference, informing the writer of the reason

for the delay.

Apoyny
DAd

(b) A Bureau or Office receiving o communication
311,
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At e L e s ¢ S

from a momber of Congress or a moember of the Cabinet on
subject-matter-not-—vithin its cognizance,—beesuse—of—

having been migdirected or erroneously routed, will
immediately prepare an acknowlodgment thereofy, and then
promptly forward the besic letter to the Burenu op Of-
fice having cognizance.

316.
Reports prepared by various Sections for dis- Proparation of
semination on NNI 96, Revised, will be prepared in ~ Reports by {
accordance with the instructions contained in ONI-43, Sections.

Paragraph 565, ond thoso given on the left hand mar-
gin of the report form. These instructions provide

that "Officers preparing and those forwarding reports
sign the last page of original and retain file copy

of reports only." The name of the officers proparing: i
and forwarding reports will not be typed or trans- |
ferred by mimeograph or reproductive apparatus to the;
copies which are disseminated outside of the Division

SO [BUOTEN BU} JO SBUIpIOH PallISSe[oaq  PaIISSEOUN S} WOl panpolday

of Navnl Intelligenco., : i
317,

In order to secure uniformity in preparstion nnd Freparation of
legible, clear=cut copieg of reports by the Ditto Direct Evaluation Rew
Process, the following instructions will be observed in ports by ‘ "
proparing the Konthly (Semi~kionthly) Evaluntion Report: "Ditto
(See hrt. 417) Process".

(n) Use a typewriter with medium~hard platen ond
cleon, sharp type for best results. The typist's touch
determines the amount of corbon deposited on tho mastor
sheet and influencées the kind of "write'" that is secured.
In general, a medium touch gives the bost results, do-
positing a good amount of dye ond produciung a sharp
"Write".

(b) hssemble in order as followss r

1. Form NNI 106, (This tissuc original will be !
loter mailed to the Attoche submitting the
report being evaluated). .

2+ A gheet of Ditto Direct Prob@ss Ke.gber paper.
(This type of paper must be used).

|

3+ & sheet of Ditto Direct Process Carbon so that
the conted side of the carbon faces the linster
papere. ‘

Aowny

SY IO
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o s L

4o & thin shoet of celluloid or heavy paper
T g3

1. Voo st sa e L 2 &, aadap s sas ale o2 asy 4 e
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sheets up from top and right side.

(c) After typing, remove the Ditto Direct Procoess
Carbon Paper and renlace with legal size tlﬂsuo to pro=-
vont smearing.

» ’ :

(d) Propare the first poge only for initinling,
as follows:

1, Under the upper right-hand corner of page clip
o small square of the Ditto carbon paper, under the block
provided for signsture.
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2« The Officer in charge of the Section will
initial in the proper space with a shorp mediun~-hard
lead pencil, not pen and ink. :

3« With the carbon in place under the first page,
gubmit entire report. Lo Branch F for initinling by the
heqc of the Branch.

(e) Pages of Evaluntion Rocports for ewmch country
covered will be consistently and uniformly numberod
immediately below the block provided for initinls, as .

follows: "Page Noe =w===". %

318. .

(a) Single copies of enclosures too voluminous Enclosuras
or otherwige impracticnble for duplicntion are fre- Impracticoble
quently received with Navel Lttache reports. of Duplication

(b) In such coses, tho Nevnl Attache report will
be marked to show plainly the Unit to which the enclosure
reforred to on the refort is sent for file, Theroafter,
requests from other Units for n copy of such enclosures
will be forworded for compliance to the Unit to which
the enclosure was sent for file.

(¢c) When such requests are received by letter or
rmerorandun, o copy of the netion teoken by the Division
of Newval Intelligence (the forwording ondorsement on the
request) will be sent to the Unit originating the request

319,

(a) The Office of Navel Intelligence is charged, Lessons of 1
among other duties, with the collection and clossifi- Current War
cation of information. Informntion obtoined is dige-
gseriinated to verirus naval commeonds and burepus While

313
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it is recognized thnt these ngencies nre oxpected to
evaluate the informotion recoived mnd from thom glenn

logsons from the current war for the bonefit of our
Navy, -it is desired that the Division of Maval Intel-
ligence also ccopernte sphecifically to this ond.

(b) Accordingly, Naval fHttaches nes well as the
Foreign Intelligence Brench and Sections of the Divi-
sion of Noval Intelligence will keep o running brief
wemorandum of lessons from the current war and submit
them monthly, when there is anything to submit. It is
intended that these memorands be extrenely brief.

They may refer to reperts submitted. Thoy are intended

to congtitute a check-off list for the Chief of Naval
Operations of points deemed worthy of spocial considera=
tion by our Navy, with a view to increasing the efficiency
of our technique or material.
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(¢) Date on this subjoot should be ferwarded to
Branch I'y headed as followss

"oggons of the World Wor for Porind ... (dato),"
end rendy, for forwarding ns enclosures tc the Chicf of
Haval Operations or for compilation and collation by F.

The ronthly meroranda on this subJect will be
gubnitted by the 5th of the ensuing month. If there are : .
no lessons to report, a memorandun to that effect should
be submitted.

320,

Fortnightly
Surmary of

() A confidential and condensed fortnightly
summiary of current notional situsticns will be pro--

pared by cognizant secticng under the following hond- Current ,
ingse National |

Situntions

A. The Diplomatic Situation. e
({\/‘ /"’( v e S 5‘ A
A PETERRE < B ST T (R [

&,

}

Japanesce, Gorman, Italian, French, sHeresssesn,
Letin-America.

Be The Janpaneso Lilitory Situation,

Ce The Japancge Noval Situntion.

D. Tho Chinese Lilitary Situation.

B The Gornon Militory, Novel ond Lir Situstionge.

F. The Itnlian Havel and Air Situntion.

314.
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(b) Under each geneornl honding o condensed and
broad view of the situction ghould be summerized. with

~to United States war plans, or to scerot diplomatic con=-

varagraphs following in necessery detail to give rocent
diplomatic, military or navol frends.

N il

(¢) No information should be included 1 pertoining e (%
to the United States, British awe DutchfFilitary or nﬁvnl
digposgitions and strongths, nor should reference be made

versotisns.

) (d)  Tho rough form of tho Fortnightly Suwmary, Preparation of
ag prepared by cognizant Sections, will be forwarded to Fertnightly

the Foreign Intelligence Branch at the close of working Burrmery e
hours on the thirteenth ond at the eclose of working hours

two days before the last day of each calendar month. If i
cne «f these doys (on which the repcrt is due) falls on o ,
Saturday or the day before a 1u1161y9 the report will be ‘
forwarded to Branch I' three doys before the fifteenth or
three doys before tho last duy of the rmonth. Thug, if
the thirteenth f2lls upon o Saturday, the report should
be forwnrded to "F" by the close of working hours on
Friday the twelfth, ete,

SeAlIY [BUOREN BU} JO SBUIPJOH palissejoaq / PALISSEOU) 81 WO peonpoldey

(¢) Tho draft of this report, forwarded to F for
editing, should be dcuble=-speced and follow exactly the
forn shown under (a). _ .

(f) The Tortnightly Summary will net be documented.
321

() In order that Naval Lttaches' reports, nany
of which reach Senicr Flag Officers, Chiefs of Bureaus,
atcey, may beo of maximum benefit tc officers reviewing
ther, legible and easily readeble ccpies must be furnished.
Secticns will see thot all copies of Attaches' reports
distributed by ther to varicus unite are legible. Vhen=
ever necessary to insure legibility, o sufficient ad-
ditional number of coples will bo made by the Secticons have
ing cognizance of reperts in the Divisicn of Navel Intel-

ligence.

(b) & complote digest (semowhat more complete in Briefing non-
substance, but equally concise in wording ns the briefs Technical
heretofore used in the Division of MNaval Intelligence on Moterial.

reports) will bo attochod by stanles to all non-technical
reports oxceeding one page in length, which nre forwarded
to the following unitsgs

(eneral Board ;

Chief of MNavel Orerations

511 Bureaus of the ¥%vy Deportront. |
3

[
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Q.
g
(¢) Reports covering tochnical matter, forwarded Brleflng Tochs i
—to—the-Teechnical-Bureaus—will not-be-briefoed. or disrﬂs'i'od; — nical Mntorin i 3
but technical reports which arc also forwarded tc tho i
Genercl Board will have a brlef_staplod thereto, stating &
concisely the subject and importent subdivisions thereof, g
which are covered by the report. TFor instance: B
)
8
"Gormon Nineg - Description of. T
g
(1) Doscription of ancher release mechanism o
@
(2) Description of firing mechanisn 5
O
B
(3) Description of mine case =
Z
(4) Automatic disarming feature &
(5) Precautions agninst drift.
(6) etc."
322,
() In so far as practicable Sections will com= Attack on or
pile conplete data on ench action agningt merchant vessels - Danage to
sailing under the flags of the ccuntries covered by their Merch‘nt Vog-
desks. The data recorded will include the date, locnticn, gels. .
registry of vessel, tonnnge, type of attacking ship, whether
the vessel was sunk, captured or escaped, method of attnck
(by gunfire, torpedoes, aircraft or mines), whether or not
warning was given, number of possongers and ship's crew,
number of survivers, number killed or wounded, oand all
other pertinent circumstonces such as name of vessel pick-
ing up survivors ond circumstances nttending rescue (such :
as whethor survivors were set adrift in lifeboats or b
whether or net reasonable provision was moede for their

safoty), etce

(b) In compiling this rocord, all sources of
information such as press, Maritime Burenus, etc., should
be utilized. If a sinking is only rumored, discretion
should be used in including it in the tebulation, and if
so included it must be properly evaluated.

323,

£Y
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(e) Each Foreign Intelligence Section will main=- Personality
tain a personslity file in order to gather and record {mfiles.
gystematically and continucusly information on all per- E
sons who, through their activities, nssociantions, oc- | E g
cupqtlnns and positions in politiecl, professionnl | g Q:
business and other fields, may influence the relations
between the United Statos ond foreign countries under

ot T
s
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“the cognizance of the respective SGCtJUHST”“CazﬁriﬁﬁﬂﬂiL“—“‘ R
be exercised to aveid duplicating information which is ﬁul( IR
A A

riore properly the province of Domestic Intelligence. -
The primory nission, however, must be to assure the
availability of the information gome where.

(b) Within the above goneral classification the Data recorded
record of each person oatalogued in the personnlity in Personality
files should contain the full name, notionnlity, occupa=~ Files.

tion, source of originnl inforrintion or contact, date
upon which record was begun, abstracts of information
subsequently received cnd references to pertinent re-
ports which rey be useful in developing a reliable and
comprehensive description of the individual concerned.
A photograph of any description is always a valuable
addition.

SeAUDLY [eUoeN U J0 SBuipIoH palissejgaq] / peyIsseour) 8yl Wwoy paonpoidey

(¢) The personality file will be maintained by inintenance of
the card index system, the cards of which will be of 9 Personality
the same size and type of vapor as those now ip uge in ¢ Filese.
‘wiglétﬁ. Whonever o new name is taken up in the files j
of any s section o card will be sent to Broneh B for fll-‘???‘:f‘
ing in the master index. This card will contain only
the section designation and the full name (the surname
first) of the individual. This is merely an indication
additional inforrmtion is aveilable in the transmitting

gsectione.
324.
() In order that officers in charge of Foreign Foreign
Sections of Naval Intslligence may be prepared to ap= Personnel
pear before Congressional Cormitteos with the Chief of Problens.

the Bureau of Navigntion in the character of experts
on foreign personnel problems, they will study such
data on these problems es ray be already available or
may be ncquired in response to specinl requests-to
United States or foreign attaches or other sources.

(b) Some indicntion of the type of information Type of Data.
which moy be required is set forth in a memorancdum of
Decermber 11, 1939, from the Chief of the Buroou of
Navigation, copics of which were furnished all foreign
sections. Additionnl information on the subject may
be acquired by studying prior hearings or from con-
sultation with officers concorned with this matter in
the Bureau of Navigation.

317.
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325
. ~ N 7 e .
() During the present emergency and until further fStan&ard 011 }
orders, routino letters forwarded by Mr. Sadler of the 1Corr@spondencd
1 e

e

Standard 0il Company of New Jersey will not be acknow-
ledgod. The description "Routine" is intended to cover all

lettors transmitting informntion of the goneral character
of that received recentlys

(b) The above is in the interest of security.
Excoptional cases which may indieate the desirability
of departing fron this general procecdurs ghould be
brought to the attention of the Head of Branch F.
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326.

() Sections will maintain gseparate file folders Circular
for Circular Letters for NAVAL ATTACHES, NAVAL OBSERVERS, Lotters.
and NAVAL ATTACHES AND NAVAL OBSERVERS.

327,

Copies of secret reports shell not be digtri-
buted until the distribution has been approved by Branch
F. If a report is not roturned to the Soction having % A
cognizance within twenty-four hours, with an indication - 5;’?
of approval or disapproval of the routing, the Section i b
should notify Brench F.

Secret Reports|
~ Routing of. |

A oo TSt

328.
(a) The degree of reliability of information Reliability
disseminated by the Division of Naval Intelligence will " Bytabols -

be indicated by the following symbols in order to assist the Rating of

recipients of this informotion in their evaluation there=~ Reports. ! f
sz ‘\V
y
i'\.
Rating "A" - The information is considered roliable rod
in substonce ond proceeding from a relinble sourcoe. Subject it

to other information recoived from othor relinble sources
oither in offirmation or in negation, weight and credence
in general should be given to it.

Rating "B" - Information is considered reasonable,
but is not confirmed., Informntion of this type may pro-
ceod from o merc logical deduction from the genernl or
specific circurstances attending and influencing general
or specific situations.

Rating "C" = Information is 6f the character of a
rumor, but has sufficient plausibility to warrant report-
ing it, depending upon verific%tion or contradiction later.
C e . v 318.
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Tt should have the effect of placing periinent navel
‘units on the nlert for actions of a character Which
ray be indicated by the information.

Roting "D" - Information of less validity than
"oy, usuolly of the nature of rumors which are palpably

illogical and unwnrrnntpd by general attending cir-
curnistances. Information of this class is disserniinated

for one or rore of the following rensonst

1. It ie textunlly embodied in other reports
frorm which it cannot be separated.

2, It serves to color and therefore alds in the
evaluation of other information.
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3. Bocause the indications are that it may de-
finitoly be disseminated by perties interested in the
relecse of the informnation.

4, Tt indicates the general incredibility or
unrelichility of information proceeding from cortain
sources.

(b) When reports ccntain information on geveral
arts or phases of o subJect such as to require seporate
rating action on the scveral parts, such separate ret-
ings will be mocdo by marginal nototion.

(¢) When the scurco of information is not guf- Source of
ficiently indicnted, information on the source will be Informations
given, together with the reliability reting of the '
Division of Neval Intelligence in appropriate casos.

(@) When intelligence is forwnrded in the dig~- Rating of
patch form, the relianbility rating of the Divis ion of Dispatchese.
Nav"l Intellifence and the source will be given in

wppropriate coses.

(¢) The following procedure will govern in Use of
the applicntion of the chove instructions. Foreign Rating
Tntellirence Sections F-1 to F-7, inclusive, and F-10 Stamps .

will each be provided with rubber starps of suitable

size marked "Roting 'A'", "Rating 'B'", "Rating 'C'",

and "Rating 'D'". When the information contained in
reports requires only cne rating, that is to sayy whoen

it covers only one subject or when the rating is uni~

form for all subjects and parts of a subject coverael,

the rating starp will be placed ns closely ns pos siblo to %n
the blank space (which may be filled or partially £illed)
opposite "Evaluation" on the fourth liney right-hand side

319.
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of NNI-96., Whore different rotings are required for

different—portions of thereport or for different sub- .
jects which may be contained in the same reporty the
rating stanp will bo placed in the margin opposite the
particular paragraphs in the text to which the rating
applies.

(£) Tt will be noted that, if this system of
evaluation of reyports is to be of value to the Service
in general, reports must Le carefully read, considered,
and evalunted on the basis of other available informa-
tion and background. Reports which are not thus worthy
of detailed consideration nnd evaluation should not be

disseminated.

AR TR AN e
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329.

() Whenever Secticns are requested to prepare Mermoranda =
nerorandée which are purely inforrmational in character Informatioml-
and substance, the mermoranda will be prepared in the Preparation of
following manner, unless specifically dirocted to tho
contrarys: :

1. Subjects

2. Followed by substance of the neriorandums

3. Use standard letter-size paper, 8" x 104" s

4, Subnit oripinal, one copy for F, and one
copy for Op-163

5. Head of Section initial copy for Fj

6. Tag these memoranda with specinl togs for
delivery by messengor to Branch F, Op-16-1,
or Op=16 as required.

(b) This does not apply to the form of inforrmtional
memoranda submitted to the Director, Assistant Director, or
Branch Hemd on the Sectiong' own initiative. )

(¢) Informational memoranda requested directly of the
Sections by the Director, without such requests passing through
Op-16=F4 will be subnitted to him directly. In this caso, the
copy furnished the Director will be initinled by the Section

Head.

320,
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Vo A 1 by et M

PART TV.

DISSEMINATION.

Lo1,
The'following is quoted from a letter of Dissemination
November 15, 1940, from the Chief of Waval Opera- of Naval
tions to all ships and sbations. Foreign Intelli- Intelligence.

gence Sections should be guided by its provisions:

"2, It is desirable that the degree of dissen-
ination which the Division of Naval Intelligence
can undertake and currently accomplishes should be
cleurly set forth, in order that there be no hiatus
or failure of desirable dissemination. Certain
evaluation can only be made by competent specinlists
beyond the ability of the Division of Naval Intelli-
£enoe .

"z, Ultimnte dissemination frequently requires
such evelustion, and also frequently ultimate dis-
semination should be coupled with or result in tech-
nical directives. Such latter anction is, of course,
not within the purview of the Divislon of Navel
Intelligence, :
"li. The Division of Naval Intelligence dissemi~  Classes of

nates information to the Naval Service and other in- Documents.
terested Government departments and agencies through

~the media of the followlng two general classes of

documents:

"(a) Class A consists of individual reports,
usually on standard Division of Naval Intelligence
report forms, but also in the form of letters and
tabulations to meet specific requirements.

"(b) Cluss B consists of Naval Intelligence
bulletins on subjects of general interest to the
Service, which are compiled from time to time.

"5, (a) Class A Reports are distributed to Distribution
heads of intereated units eand some subdivisions Class 4
thereof . "Units" as used herein is defined as Bu- Documents .

reaus and Offices of the Navy Department, Fleets

and subdivisions thersof, Naval Districts and ace
tivities of the Shore Establishment and other Govern-
ment Departments, such as State, War, Justice, Come
merco, and of fices, divisions eand subdivisions thereof.

LO1.
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to tho DlVJSlon of Navxl Tntolllmcnco,.

"{(b) Class B Reports, which are usually I “Distribution
the form of printed pamphlets, are given o wider Class B
distribution which may, in the case of restricted Documents.

or unclassified documents, include all importont
subdivisions of a unit.

"¢, The Heads of interested units to which FPurthor Dissem-
Closs A reports are sent are expected to provide for  ination by
Recipient,
"(a) The use and application of the informo-
tion.

"(b) The evaluation of technical information
over which the unit has cognizance.

"(¢) The further dissemination of the informa-
tion within the unit concerned and to other units
to which its interest extends in the application
of particuler items of intelligence.

"Bach document forwarded by the Division of Indication of
Naval Intelligence will be marked to indicote plain-  Distribution.
ly the distribution made of copies of that document.

This enables Unit Commanders or Heads to determine
which subdivisions in each chain of commeand has re-
ceived copies.

"(1) Referring to paragraph (3), such further
dissemination uh)uld bo m@do by the recipients of,
r own means and upon
,onojbullbv, w1tﬂ due regard for se-
curlty.' The olassification of the information will

7ot B¢ lowor than that of the original document yn-
less o lower clagsification is specifically author-
ized by the Director of Naval Intelligence.

th01r own

"(2) Eoch document reproduced in whole or in
importont part will bear the notation, "This inform-
ation, obtained from the Division of Navel Intelli- |
gence sources, has been reproduced by (¢oogive title}
of unitv..). Any request for additional copies of,
this document will be made to this uffncolgv‘wngg

"7. (a) Class B reports foll into two general
categories of classification and distribution, namely,
"Confidentinl" end "Restricted". Some types of con-
fidentical bullotins may heve a limited distribution

3

Lo2.

L
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when necessary for socurityj bto protect sources of

informetion, or to prevent information given 1in
confidence to the United States by one government
from reaching a third government., Restricted and
unclassified Class B documents may be given a
wider service distribution, dopending upon the
character of the informotion individual issues con-
tain.

"(b) Class B roports will be distributed
direct by the Division of Naoval Intelligence or to
certoin units for further distribution, with specific
indication to that effect."
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Lio2,
(a) Because of the tremendously increcsed Segregation of
volume of reports from slmost all sections flowing Documents; Order
into F and thence to tho Director, it is necessary of Importence.

for the individual sections of the Forelgn Intelli-
gonce Bronch to segregate documents according to

the following categories, which are arranged in relo-
tive order of their importonce:

(1) 411 dispatches from Noval ond Militory
Attoches on matbers of primary navel or military action .
or interest including:

() Novel or military technical mate .
ters, operations, movemonts, trends, sinkings, domage
to ships, real or indicoted movements, ete. (In short,
2ll matters of primery naval ond military interest).

(2) Depertment of State - Foreign Service
Officers!' - dispatches containing or indicating in-
formation of important political or economic movements.

(3) Written reports transmitted by mall or
courier containing the same choracter of information
as that indicated undor (1).

(l}) Written reports on technical or toc-
tical matters of import; strategical conceptions of
operations proceeding from reliable, suthentic and
original sources as distingbished from popular preass
and other lay comment. o

(5) Original reports of important converso-
tions giving information, factual or indicative, as

1,03,
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proceeding from important (identified as such) per«. ',
sons, heard at first hand or duly authenticated.

Sy

(6) Mateorial purcly ond solely for mono- Monograph
graph use, such as locations of railroads, fortifi- Haterial.
cations, telegraph and coble lines, public utili-
ties, harbor works, etc. etc., while clearly of
great navel and military importence when required,
is not material which, per se, is of interest to
the Director of ©o . 18 value lies in the mammer

‘in whioh it is utilized, collated or incorporated

into the various monographs and in the distribution

and use made of it by technical buresus, offices

or divisions having cognizance.

(7) General political information of low
relative importance, newspoper accounts, transle-
tions of #ewspaper articles, clippings, etcs

(8) Miscelloneous items of lesser ime
portance.

(b) While no set rules can be devised to govern
the classification, segregation and routing of the
material contained in documents received in the Div-
ision of Navel Intelligence, end while no subetitute
can be devised for the exercise of on enlightened dis-
crotion, on effort will be mede to divide incoming
documents into the foregoing broad classification,
Remarks, comments and rerouting of documents by F
should have afforded o basis for the understonding
of o definitoly dofined but elastic policy govern-
ing the forwarding, routing ond application of
docunments.
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(¢) As a general fule, only documents con- Documents to
toining material indicoted under categories 1 to be routed to
5 inclusive obove will be routed to F or to the g,

Director.

(d) In order that sections may devote more Rumors, Gossip,
time and consideration to the evaluation, collation Ordinary politi-
and preparstion for redistribution and use by the cal meterinl
Navy, Wor and State Deportments of naterial of puro-~  not to be
ly naval ond militery interest and importance, or- reproduced.

dinary political material, rumors, gossip, etc.,
will not be reproduced for distribution.

Lol,,
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Lo%.

(s) There have been iddivations that import-
ant information contained in dispatches received by

the State and War Deportments from their officors
stationed abroad has not heen disseminated fto inter-
ested and cognizant Burcaus, Offices and Division
of the Navy Department after its receipt by the
Division of Naval Intelligence.

(b) The information containcd in such dis-
patches will ordinarily be disseminatod to interested
and cognizant Bureaus, Offices ond Divisions of the
Navy Depdrtment by the Mail and Files Section by
means of special messenger after the dispatches
have been reproduccd. Dissominotion outside of:
the Navy Department will ordinarily be by means of
section se¥inls. All sections should be careful
to note routing by the Mail Room end reguest addi-
tional routing whenever it is deemed necessary.

Loly.

(a) Information of importance indicating a
real possibility of dorly and considerable dameage
to the interests of the Navy or of the United Stotes
will be promptly transmitted by the Director or
Acting Director, not only to the authorities dircect-
ly concerned with oppropriate action, but also,
without delny, to the Secretary of the Novy as well
as the Chief of Operations, Assistant Chief of Opera-
tions, and others who should be informed. It is de-

Repid Disseme

___ination of

Important
Dispatches.

Information
Indicating
Possible Demage
to U.8. or

Novy Interests.

sired thoat Heads of branches concerned toke the nccos-

sary action as here outlined, without delay, if the

Director or icting Director comnot be quickly located,

informing the latter as soon as practicable.
Lo5.

(n) In order thet the individual Sections of
the Foreign Intelligence Branch may be supplied to
the greatest practical extent with all information
pertinent to them, all Sections will arrange for o
regulor and full intcrchange of information between
them. Such informotion will include items which may
be gleaned from the press or from periodicals, as
well os that which is obtained from officianl sources

oand routed to one Sectinn but known to be a matter of

interest to another Section or Sections.

105 .

Intersectional
Exchange of
Information.
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(b) There are newspapers and periodicals which Procedure for
’ are Tecoived primorily by w certuhrSeotiom—iIn Exchanglng
that Section they will be reviewed and all ltems of Information,

interest to that particular section either marked,

noted or cxtracted. At the seme time items noticed

which come under the cognizonce of other Scctions

will be recorded on & memorandum by page, column, X
and short subject references.

(¢) A similar procedure will be followed in
calling the attontion of other Sections to material
of interest to them which is received in reports,
dispatches, etc., which are not originally routed
to all interested Sections by the Moil Room. For .
example, o dispateh reporting the sighting of a ﬁ%
subnarine by a Brltlsh vessel may be routod to Fn
(with copy for F-1), {Fxlywould be advised in order oat
that the position of tho submarine may be posted.” =\t
If the location should be off the coast of o Lotin g
American country,:F-7 %ould be interested bncauso'”'JW” !
of the location, If, however, the location is off
the coast of the Unltbd Status or one of its posses-
sions, B~8 is the other interested Sectiom. There-
fore, F-1 should be sure that F-l and F~7 (or, in the
latter case, B-8) are notified and the dispatch
brought to their attention. (See Art. 201 (e)) .

(d) For the purposc of providing a practical
interchange and check on information received, as
outlined above, it is suggested that simple deily
intersectional memoranda be exchanged by the Sectiocns
as the first step toward the development of a satis-
factory and proactical system.

(e) Sections will route or send copies (when " Informotion
convenient) of reports relating to the following to F-9.

subjects to Op=-16wF-9:

(1) Firms ond individuals in foreign
countries reported ns being anti-
Nezi or possibly being willing to
supply informotion on Nazi activi-
ties.

(2) Roports on subversive plans, also

those relating to propagande,
morale, etc.

1106
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(f) O0p=-16-F-9 will also be advised, when ap-

“propriate and ot tho digcretion of “the Houd of—tho
Section concerned, when persons call at the Division
of Navel Intelligence for the purpose of giving in-
formotion on foreipn countrics, in order that such
persons may be interviewed by representatives of
P-9 ot the conclusion of or during the original in-
terview,

Loé.

(2) The Division of Navel Intelligence will - Information
tronsmit to the Maritime Commission information which to be forwarded
it may acquire regarding the movements (orrivals, de-= to Maritime
partures, sightings or carefully evaluated informe- Commission.
tion on prospective departures, preporations for
sailings, etc), of German merchant vessels capable
of conversion to fast auxiliery cruisers suitable
for employment as commerce reiders or in a similar
copacity. Informetion of this charccter is desired
by the Maritime Commission for use in connection with
the underwriting of insurance and for similar pur-
poses applying to the legitimate interests of citizens,
firms or corporations of the United States. Such inform=-
ation will be considered confidential ond will be safe-
guarded by the United States Maritime Cormission.

Tt will therefore be transmitted to that Cormission Classification
(unless it is token from sources of ‘information aveil-
oble to the public) as confidentiol.
(b) Information will be transmitted by written
Addross

memor andum, appropriately classifiod, addressed to
the Liaison Officer, Unitod States Maritime Cormis-
sion.

(¢) The memorondunm will be prepared for signe- Signature
(by direction) of the Head of the Foreign Intelli-
gence Scction.

Lo7.

Reports of

(a) The Military Intelligence Division has _
” Goehlr Activities

established & desk jfor the onalysis ond eveluation .
or collation of all air activities during the pres=-
| ent war. Sections will send copies of all reports

1 on this subject to the Military Intelligence Divi-

{ sion, War Department.

L M.ILD,

=

to be furnishedf
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Confidential,

In connection with the general transmis-

(b)

sion of imtelligenice or other matter Tty the MITitary

Intelligence Divisién, sections wre advised that
there is o messenger service between the Division
of Naval Intelligence and the Military Intelligence
Division. Therefore, matters to be transmitted to-
the Military Intelligence Division should be sont
to the mail room marked: ' '

"Militery Intelligence Division,
Weor Departmont
By Hand."

Lo8.

() Foreign Intelligence Sections will forward
directly to "Fleet Aircraft Tactical Unit, Fleet Air
Detachment, Naval Air Station, San Diego, Californial
all available information reports pertaining to air-
craf't operations and to technical aviation matters..

(b) Copies will slso invariably be forwarded
to the Commander~in-Chief, U.S5.Fleet, and to the
Military Intelligence Division. The copy forwarded
to the Commender-in-Chief, U.8,lMleet, will clearly
state in every instence "Copy furnished F.ALT.UL",

| Lo9.

(n) Roports pertoining to aireraft which are
forwarded to Op-23 (Fleet Maintenonce Division) will
also be routed to Op-38 (Ship Movements Division).

L10.

() Foreign Sections will gend copies of in-
telligence reports or pertinent items of intelli-
goence bearinp on underwater sound operations or
moterial, or upon anti~submorine operations or
meterials, directly to the Officer~-in-Cherge,
Fleet Sound School.

(b) Whenever copies of reports are sent to
the Sound School and copies of the same. report are
sent to the Commander-in-Chief, or commanders or
higher echelons, all copiles of reports sent to
such higher echelons should bear the notation,
plainly and definitely marked, "Copy sent to Of-
ficer-in-Charge, Fleet Sound School",

Lo8.

Hessenger Servioce
between Naval

and Military
Divisions.

Adr Operations
and Technical
Aviation Reports
to be furnished
F.AT.TU,

Copies to
CinCUS ond
M.I.D.

fireraft R@portaT
to Op"'23 °

Underwater Sound
or Anti-Submarine
Intelligence to
be sent to Fleet
“Sound School.

Notation on
Copies to
Higher Commends.
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Confidential.

Ll.ll .

() A411 reports covering broadly the develop- Reports on

et of the science of moval warfare; imvluding buth— Science of
personnel and material, will bo sent to Op-22 in or-  HNaval Werfore
der that this Division may fulfill its function of to Op-22.
following up tho application of items of Naval In-

telligence by various technical Bureuus, Offices

and other Naval Units. Such reports will be under-

stood to include all that contain information on

operotions, training, application of weapons or

systems, development of types of vessels or weapons,

developrment of communication instruments or systems,

gunnery, noval tactics and strategy, technical fon-

tures of design criticiszed, recommended or suggested,

and all reports of o similer nature.

}”{1 2.

(2) In order that the Federal Bureau of Inves-  Reports
tigation may be informed of the activities of Foreign forwarded
agents whose operations may be actually or potentionl« to F.B.I.
ly inimicable to the interests of the United Stotes,
either directly or indircctly, currently or in the
future, all reports from Naval Attaches bearing upon
the operations of such foreign agents, actual or sus-
pected, will be forwarded to the Federal Bureau of
Investigation.

(b) Reports which indicate the possibility of
espionage, or sabotage or subversive movements within
the United States or its possessions, or injury to
property of the United States or citizens thereol, '
will bo routed ns heretofore (except that Section
F-9 (S.I.S.) will be included in the routing) to the
Domestic Intelligence Branch,

(¢) A1l Nawval Attache reports, forwarded to Forn of
F.B.I., will be forwarded with a covering memorandum Tronsmittal.,
in the form shown in Article %09 und in substeonce as
follows:

"1. Enclosure is forwarded herewith as a matter
of possible interest to the Federal Bureau of Inves-
tigation."

(a) Written communications with the Federal Messenger
Bureau of Investigatisn will be forwarded through Service to

the Mail Room in the usual manner. Direct messenger F.B.E.
service, similar to thot between the Novy Depart-

ment and the Deportment of Stote, is availcble with

the Federal Bureau of Investigation.

Lo9

SOAUOLY [BUOEN oU} JO SBUIpOY PallISSE[aaq / PalSSEaUN B Woy paonpoidey




Confidential

MIB&

£ g
and e {'nw-n&.r.tf‘lc\d_

(&) The Departmeut of Commercé”iﬁ”&ﬂ%@f@ﬁ%@é—w-wﬂepo‘ g for de
in obtaining information which relates in general to Department
to commerce and industry, financial, economic, off Commerce.
political and social conditions in foreign coun-
tries, and more specifically that pertaining to
transportation and communication facilities; manu-

facturing facilities, ond new developments in process-

es or products, especially substitute products and
utilizaetion of scrap materials; construction or de-
struction of plants and focilities generally, includ-
ing docks and ships; the situation regarding food
stuffs, supplies and other necessities; and information
regarding public opinion and press digests. '

(b) Reports on these subjects will be forward-  Memorandum Form.

ed to the Department of Commerce with a covering mem-
orandum similar to that shown in Article 309 and ad-
dressed:

Lialson Officer,

Bureau of Forelgn oand Domestic Commerce,

Department of Commerce,

Washington, D.C.

(¢) Confidential reports, primarily of a mili- Excerpts only to
tary nature but contsining in part information desirod be forwarded.
by the Department of Commerce will not be sent in
their entirety. Only those portions of interest to
the Department of Commerce will be abstracted and
forwarded in memorandum form.

L.

Dissemination of
Information Af=-
fecting Western

() 1In present circumstances, it is necessary
that certain particular naval commends be kept accu-
rately informed on verious matters of military, naval
and correlated political interest in or affecting Hemisphere.
the Western Hemisphere. Therefore, coples of all
intelligence reports falling under this general cato-
gory will, until further orders, be forwarded to the
following commandss

Commonder~in-Chief, Pacific Fleet.
Commender Bettle Force, Pacific Fleet.
Commander-in-Chief, Atlantic Flect.
Commandant, 10th Naval District,

SeAlY2IY [BUOJEN 8L} J0 SBUIpIOH pallisse[oaq 7 POYISSEAUN S WOl paonpolday

Commandant, 15th Navel District.
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Confidentinl.

(b) Information of interest ond importenco is

nenoxal _gources.,
oL 5

Sources of
Informntion.

froquentiy received—fron-various non-¥

such as the Departments of State, Trousury, end Com=
merce, Military Intelligence Division, Federal Bureau
of Investigation, private concerns and individuals,

and others.

(¢) Special reports containing informetion
compiled from such sources, in the form of Division
of Naval Intelligence Section Scrials, will be pro~
pared as frequently as necessary to assure that the
above commands are kept informed.

15 .

It is requested that all reports covering radio
and communications be routed to Op-1l (Inter-depart-
mental Communicetion Lialson Division) as well as to
Op-20.

L16.

(n) The Hydrographic Office will continue to
prepare Confidentinl ond Secret Soiling Diroections
with the cooperation of the Division of Navel
Intelligence.

(b) To this end, the Division of Nuval Intelli-
gence will:

(1) Contimue to cooperate with the Hydro-
graphic Office in the procurement and supply of all

types of information required for subject publica-
" tions from foreign countries;

(2) Coordinate its work in the keeping of

ﬁ Forwarded to
: Opmlh.%m‘7?
e, . fid

Preparation of
Special Repcrts.

;Reports

Lk

s penar i

Confidentiol

and Secret
Sailing
Directions.

u - .
E Cooperation of
i

 DNT with
i Hydrographic
office.

A

its monograph material so that there will be no dupli-

cation, so far as preparction of issues is concerned,

on subjects covered by Confidential or Secret Salling

Directions;

(%) Consultjwith the Hydrographic Office cnd

War Plans Division from time to time on the scope,
character snd details of Division of Naval Intelli-
gence monograph informetion which is to be included

in the Confidential Seiling Directions to insure thot

the scope and details arc sotisfactory to the War
Plans Divisions, the Division of Naval Intelligence

and the Hydrogrephic Office.

11,
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Confidential.

(l4) Present, so far as procticable, mono=-
groph material to the Hydrographic Office in collated

'"____1ﬁﬁﬁﬁ‘ﬁft@rﬁﬂﬁﬁﬁmm*ﬁf“its“vulu@Mas—ﬁﬁﬁﬁﬁmﬁf%&ﬁ ———————
ligence have been moade;

(5) Maintain and keep prepared for issue

Secrot and Confidential detailed monograph meterial
which is not, for practical considerations, included

" in the Confidentisl or Secret Sniling Directions.®
Material of this character (when it can be obtained)
would include, in goneral, details of fortifications,
such as the acourate locntion, number and types of .
guns, location of ronge-finding and fire-control sta-
tions, temporary secret lines of communication, loca-
tion of mobile botteries for coast, herbor or anti-
aircraft defense, number and location of mobile troops,

etc. etc.;

SOAIYOIY [BUONEN U] JO sﬁu;p]of.] palIsse[aaq / payisseun oy Wwoy peonpoiday

(6) Maintain a complete file of all monograph
material so as to be in a positlon to supply detuils
which may be required for special purposes, but which
may not be covered in the Secret or Confidential Sail-
ing Directions, and so as to be prepared to issue spec-
inl information on short notice, and to cover intervals
that may elapse between the preparation and printing
of Confidential or Secret Sailing Directioms or cor-
rections thereto, in their completed forms.

(¢) Foreign Intelligence Sections will exercise
great care to insure that information required by the
Hydrographic Office for its compliance with the above
provisions is forworded to that office.

(d) It must be realized that there may be a very
appreciable delay in compilation of data by the Hydro-
graphic Office, inasmuch as data of this type must be
corefully checked and cvaluated before it con be igw
sued for the purposes of the Hydrographic Office. Fur-
thor, although correetions to Hydrographic Office publi-
cotions are issued as frequently as may be necessary
to keep the publications up to date, there may be con-
siderable log in tho issue of corrections nlso. There-
fore, it devolves upon Foreign Intelligence Seotions
to keop their 600 Sectionsof the monograph complete
and the responsibility for this cannot be delegated
to the Hydrogrophic Office.

L17.

(a) All reports and documents received denling Dissenination

with Fuel 0il, Gasoline, and other Petroleum Products Reoports on Pe-|

should be routed tokEildT Mm““}"? troleum Produc]

L2,




Conf'idential.

(b) Reports and documents which deal with
Harbor Daefonses, boomsg, nets, mines, mineplonting,

——mmeswoeping, “bulloon buarroages, anti=aireraftbet—— Dofonse.

tories, detcctors, ete., should be routed to Op-30,
which will see that the information is further dis-
sominated to the various sub-sections of that Divi-

slon.

(¢) "The routing required by (a) and (b) is
ndditional to other pertinent routing required for
such types of intelligenco.

418,

(a) The State Dopartment maintains no crypt-
ornalysis personnel. Therefore, no Attache Reports
which consist solely of intercepted code messagos
will be forwarded to the State Department.

419,

(a) *Copies of Evaluantion Reports (Soe Article
%17) will be furnished as issued to the following:

Secretory of the Navy
Under Secrotary of the Navy
hssistbont Secretary of the Navy
General Board
Shore Estoblishments
Aeroncutics

~ Burecu of Ships
Medicine and Surgery
Bureau of Navigation
Bureou of Ordnance
Supplies and Accounts
Yards ond Docks
Hydrographic Office
Marine Corps
Op~12
Op-13
Op-14
Op-20
Op-21
Op=-22 .
0p-23
0p~-30
Op-38
Technical Aide to Secretory of the Navy,

LL13 .

Dissemination of
Reports on Harbor

Intercepted
Code Messugoes
to State
Department.
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Confidential.

(b) To meet this distribution, Sections will Method of

prepare copies of Evaluation Reports Ior Toprotuc= Reproduction.
tion by the Ditto Process (sew Article 317).
(¢) The purpose of the distribution of copies Purpose of
Evaluation

of Evaluation Reports to the Bureous, Offices and
t og listed above 1is: Reports.

Divisions of tho Novy Deportmen

(1) To acquaint those units with the re-
ports received which may be of interest
to particular Bureaus;

(2) To acquaint them with the distribu-
tion of reports to other units; end

(3) To permit each unit to check the
actual receipt of reports,

(d) In order to make this information avail- Semi-Monthly
nble more promptly, end in order to remove the in- Evaluation
lists of reports, Reports.

convenience of going through long
Foreign Intelligence Scctions will:

(1) fhon the volume of reports justifics
the procedure, make out evaluation
reports semi~monthly instead of

monthly.

(2) Make semi-monthly reports as of the
fifteenth of the month.

(3) Whenever scmi-monthly evaluation re-
ports osre made out, make a correction
on the heading of the report, from
"MONTHLY~--" to "SEMI-MONTHLY EVALUA-

TION REPORT.".
igsunnce of the semi~

h of the month is left
ctions concerned,

(¢) The preparation and
monthly report on the fifteent
bntirely to the discretion of the Se
which will keep in view the purpose of the report as
outlined in paragraph (c), obove.

(f) When semi-monthly reports ore made, the
original will be forworded to Bronch "F" at the Evoluation
on the fifteenth and on the Reports.

close of office hours
lost day of each month. TWhen the monthly report
alone is made, the original will be forwarded to
Branch "FY at the close of working hours on the

last day of the month.

Ll

Preparation of
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Confidential, (

(g) Tho following progedure will goverh:

curcrks

m sl AMH g T A A
LEe reportT Wkl T LROC LG GO TG

/[
\
en evnluated during the poriod of the

T
which have b
report.

)
7
(&

(2) Unless the Evaluation Report re-
quires correction or revision, it will be sent
" by Branch "F" directly to A-7 for reproduction.

(3) A-7 will return the original and
two copies of ecch report to the Section con-
corned, which will mail the original to the Naval
Attache in the usual manner and rebtain one copy
for its file. The third copy will be routed by
the Section to the Director vis Op~16-F, thence
to tho Assistant Director and, finally, to Archives.

(l}) The remaining copies will be sent
to A=3 for medling in accordance with the mailing
list which will be furnished and kept correctod
up to date by Branch "F".

_ (5) A~3 will forward complote sets of cop=-
ies of reports to each sddressee in one envelope if
practicoble. (Example: Copies of Evnluation Reports
from F-1, 2, 3, L, 5, 6, and 7 are forwarded to the
General Board. No reports should be forwarded until
copies from 01l the Sections concerned sre recoived,)

(h) The reports submitted on the fifteenth (in
the chse of gemi-monthly roports) and on the last day
of the month (in the case of both monthly, and semi-
monthly reports) should be in A-3, ready for mailing,
by the twentieth and the fifth of the month, respoc-
tively.

(1) It will be the duty of cognizant Sections
to institute an effective and simple mesns of folw
lowing the progress of Evaluation Reports after the
original report leaf¥es the Section through to the
actual mailing, end to report eny delays or matters
requiring adjustment to Branch "F".

Foreign Intelligence Sections will route oll
outgoing correspondence through Brench "F'.

Moiling of
Evaluation
Reports.

Meiling dote
of Evaluation
Reports.

Outgoing

COrrespondenopmmsmms

to be routed
through "F".
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L21.

(a) The Administrotor of Baport Control is in- Export Control,
terested in obtaining "informution relative to anti-
democratic and pro-totalitarian activities of particu-
lar individuals, firms or business or political groups,
elther foreign or domestic, engaged or interested in  Information
export trade. Information regarding the establishment Relative to
of 'eloak' or 'dummy' orgonizoations as a subterfuge Firms and In-
by firms or individuals with known totalitarian sym-  dividuals En-
pathies, or conspiracles to tronsship to totalitarian gaged in Sub-
states United States products licensed for consumption versive Activi-
by friendly or democratic states, will be of especial ties.
value."

(b) Tnformation, appropriately classified, will  Address
be transmitted by forwarding letlter addressed to: Information to.

Chief of the Intelligence Section,
Administrator of Export Control,
Department of Commerce Building,
Washington, D.C.

(¢) Confidentinl reports, primarily of o mili- Confidential
tary nature but which may contain in port the de- Reports.
sired information, will not be sent in their entirety.

Only those portions of interest to the Administrator
of Export Control will be abatracted and forwarded.

L1é.
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Confidential.

PART V.

FOREIGN TRADE SECTION.

501.
(a) Enemy Trade Section, F-8, was established Enemy Trade
as of December 17, 1940, the lfunctions and duties Section,

of which, as approved by the Director, are as fol-
lows:

The Enemy Trade Section is established Purpose,
for the broad purpose of acquiring, studying, and
collating in a form for use by Naval Operating
Forces information on Foreign Maritime Commerce
which may in time of war

) Become Enemy Commerce.

) Be clothed with enemy character, or

) Be potentially or actually contrary
tq the vital interests of the United

States.

(
(
(

A

In order that information of this character
may be of value and avnilable in time of war or na-
tional emergency, it must be studied asnd developed
in time of peancos, :

(b) A delinbéotion of the studies of the Enemy Duties.
Trade Scction follow:

(1) To ncquire definite, detailed informo-
tion on the movements of TForeign Maritime Commerce,
trade routes, commercial connections and agencies,
and the movement of important commodities; ond to
study, in connection with the gemneral subject of
Foreign Commerce, the movemonts of Domestic Commerco
roelated thereto, in order to be able to:

() Detoct hostile intent through
significant changes in the flow of commerce or the
direction of shipping;

(b) Interpret Foreign Commerce and
the chenges therein as factors of economic strength
or wenkness in general or as rcelated to specific
important commodities.

501 .

|
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Confidentinl.

(¢) Form sound estimntes of the
meaning and purpose of sudden or gradual ohanges

in tho movements of Forelign Shipping;

(d) Form o sound basis for the pre-
diction of the movements of Foreign Shipping, for
the purpose of offensive oporations against enemy
or potential enemy Maritime Commerce.

(2) To acquire, rocord and keop available
for quick and ready reference detailed information
on Foreign Ships, including all important ship
characteristics, owners, usual employment, usual
routes, etc.

(3) To establish a system of recording
grophically or otherwisc (to meet requiroments)
the position of individual Foreign Ships.

(L4) To koep up-to-date and correct records
of the locations of ships of specific foreign nations
when directed to do so, or without direction when
circumstancos indicate the desirability theroeof.

(5) In time of war, strained relations or
in periods of temporary omergency, to keep graphic
records of enemy or potential enemy ve¢ssels of war,
which may constitute a danger or a threat to the
movements of the United States, allied or benevolent-
ly neutral commerce.

(6) To work in close cooperation with the
War Plansﬂ Noval Districts, and Ship Movements Di-
visions of the O0ffice of the Chief of Naval Opera-
tions and other appropriate navel units and govern-
ment agencies, to insure the development and dis-
semination of information in the field of Foreign
Commerce ond Foreign Ships to meet the requirements
of the Operating Forces Ashore oand Afloat.

(7) To work in close cooperation with the
Domestic Intelligence Branch in the exchange of in-
formation of mutual interest,

502,

(n) To insure proper dissemination of informa- Belligerent
tion regarding reported movements of belligerent Vessels -
vessels in the Western Hemisphere, particularly Western
reports indicating preparation for sailing, fuel- Hemisphere.

ing, etec., F-8 will pay especinl attention to

502.
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carrying out the following procedure:

(1)-Check reports (\ﬁﬂ'.qpn*l‘.nh) to_gee that

copies have boen sent to Op-38.

(2) Notify the desk huaving cognizance
over the country in which tho port
or ports are located.

(3) Bring reports to the attention of
the Head of the Poreign Intelligence
Branch.

503 .

(a) Foreign Intelligence Sections will oxer-
cise great care thot 0ll information contained in
dispatches, reports, ctc., roceived from the Depart-
ment of State, from Naval Attaches, or other sources
giving information regarding foreign shipping, such
as the transfer of flag, purchase or sale, changes
in routing, shipping conferences, arrivals and de-
partures, attacks, sinkings, etc., is forwarded to
F-8.

(b) Sections having cognizance of the flag in-
volved will likewise call to the attention of F-8
all casual items appearing in the press and current
periodicals, giving informetion similar to that in
(a) regarding foreign shipping., Sections will use
such clippings for theoir own requirements before
forwarding them to F-8.

(¢) The provisions contained in (a) and (b)
do not apply to regular tabulations of shipping in
forrmation which is directly availsble to F-8, but to
cosual items appearing in the press, or otherwise,
which experiecnce has shown, frequently escape the
attention of persons sconning publications for them,
and consistent with the primery intent to provide
for the widest practicoble search for information
of this general choracter within the Foreign Intelli-
gence Branch without throwing additional burdens or
inconvenience upon any Section,

(d) The Foreign Trade Section will extract
such material from these reports as it considers ap-
propriste and include such meterial in its Daily In-
formation Memorandum., So far as shipping is cone
cerned and reports on shipping (Foreign Flag Merchant

503.

Shipping
Information to
be Forwarded
to P-8.

Items in Press
and Periodicals.,

Excepted
itoms.

Procedure for
F-8.
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Confidertial.

( Shipping in particular), F-8 will ondeavor to con
vey o constructed story as a related chain of in-
cidonts in appropriate cases by réferring back to
the subject in previous Daily Information Memoran- o

dums .
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Confidentinl. |
PART VI.
MISCELLANEQUS .,
601.
(8) When an officer in charge of a Foreign Absence of
Desk is excused for a part »f the day or on leave Officers.

he will advise the Head of Branch F.

(b) Foreign Intelligence Sections will re-
port officers and enlisted personnel absentees to
Branch P prior to 0915 daily. Personnel on tem~
porary duty, if absent, will be reported in the
same monner os regularly assigned personnel,

602,

(a) The Novy Department has received maps,
prepared by the Standard 0il Company, showing pro-
duction areas, refineries, and pipe lines, with
pertinent dato showing ownership, operating come
ponies, capacities, processes used, as follows:

t1, 0il refinery locations by types of
processes, viz. (a) Hydrogenantion,
: (b) Fischer and
(¢c) Tetraethyl, with
capacities, owner-
ship, etec,

A. EUROPE,

2. Crude 0il production aress, Location
of Refineries and Pipe Lines, with
capacities, Ownership and Control:

A. Burope.

B. Africa.

C. Agia.

D. Oceania (Dutch East Indies
and Australia).

E. South Americua.

(b) These maps are on file in the Foreign
Intelligence Branch, Room 2705, Navy Department.

601 .
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Confidontial,

603% .

(a) Whenever documents are received in Foreign Material for
Intelligence Sections which are themselves (or contain) Fitness
items thot should be included on Officors' Fitness Re- Reports.
ports, such as letters of commendation, expressions

of apprecilotion for extensions of courtesies, compe-

tence in erronging wvisits, otc., ote., Sections will

see that they are routed to Op-16~A, which Branch is

charged with the duty of insuring thot such material

is included on Fitness Roports or is otherwise brought

to the attentisn of the Bureauv of Navigotion.

(v) To avoid inadvertent filing of such docu= Routing.
ments before they have been routed to Op-16-A, defin-
ite check of the routing slip will be made in eoch
instance to insure that the report is routed to
Op~16-A.

602,
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