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Froms Officer in Charge of Domestic Intelligence Branch. !QGT@ L
To: Domestic Intelligence Brench Investigating Activities. YAeSe [mSTRUCT/onS

Romv L& #—
Subjects Investigation Reports and Sumnaries, Preparation of. f;ﬁ‘i?‘{:fx {'2_9/:0, ( Sse

Enclosures {:A; Cover Page of Investigetion Report. #%) ;
B) Cover Page of Summary Repor®

1. & stendard type of investigation report will be made by all Operatives
 under the cognizance of the Domestic Tntelligence Branch of Havel Intelligenca,

i 2. OStendard reports sre necessary in order to facilitate efficient and rapid
evaluation, and to instituite effoctive and timely sction based cn the reporis asg
well as to perali of proper dissemination of pertinent investigative and intelligenco
information to other agencics and activities.

3. Opsratives should prepave their reports with care and with particuley
entlon to comprehensive coverage of the investigation consistent with brevity.

e it is essentiel that 2]l information, personalities, leads, etcetara, should
be mentioned, it is important that inconsequential matters should be exsluded. In-
vestigation Reporte must have continuity and follow in logical order tha various
phages of the investigation.

4» The first page of on Investigation Report will be made out s indieated
by enclosure (A), end will contein:

{(2) "SUBJECT:" in brief indication of the prineipsl subject (s),
person (8) erd/or ectivity(ies) covered by the particular Report.)

(b) "Report Made Ats" (Plage where report is written.)

(c¢) "Datee® (The actusl date on which the Operative prepared the report -
not; the date of the investigation or the date the report was typsd.)

(d) "Report Made By:" (Name of Operative reporting, or if a "joint .
pames of Operatives.) ’ J reports,

(e) "Period Coveredt” (Statement of the actual period dovered by the in-
vestigation or pari of the investigation included in the Investigation Report,)

(£) "Statue of Cases™ (4 brief indication of the pregent statua,)

(g) "Origin of Cas . 'lef statement of the facts surrounding, op

,_.mﬁ for initiating, the ] &
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; frampleds ®On informetien consisting of an out-of-District lead received from
'6033. 3, stating that John DOE was receiving mail from Richerd ROE and Tesuagte
ing an investigaticn, subject psreonm, wes plecaed under appropriante surveillance®;
or "Subject psrson involved in the Jehr DOE ease by resscn of hig frecueat under-
cover contects with the prineipal suspeet ond hig voluminous forraspondenss
with Richerd ROR, Hermez HOS, et &l.v)

(h) "Cheracter of Investigetion:® (A beief irndication of the types of
investigative operations instituted in comection with the part of the investi-
gatdon coversd by the Repors, Zxempie (in such an instance as the first exomple
given in {g) above, the notation might well read)s “Persgnal surveillence of
subject ~ mail cover - general background investigation.®)

(£} "Enclosuress” (List of enclosures, attached documents, photographs,
exhiblts, etcetora,)

{§) "Copy Tos® (Distwidutlcn-Idst of divisions of the Haval Eatoblishmant
or other Departments or Agencies of the Federel Government ¢ which copies of the
Report have been seat.)

{k} PSource File No.:" (A Serial Number (Case File Fumber) reflecting the
Origin of the Investigation.)

(1) "CEI File No.s" (This is a special space (not ugually filled in) used
by the Gffice of Hevel Intelligence Investigating Section in instences wheve it
is desired to asoign a gensrel fils mumber to & very extensive or ramified cese,

.;r for other speecial purposes.)

(m} "Syuopsis:® (Introductory ezplanation in brief telegraphic style para-
graphe telling what was found by, kmowa to or discovarsd by the Operotive - not
what he did to obtein it. The synopsie should consiat of not over 250-300 vords
somevhol resembling ths opening paragraph of a newspapsr article snd answering
vory briefly the questionps What? - Who? - How? - When? -~ Where? Emamplet
#Thip ie & repori pertaining to a violation of Articles 14(8) and 8(20) Arts. for
Gova of Havy, in thet John DOE, Seaman First Class, and Richard ROE, Signel Map Thirg
Class, conspired and actuslly arried out a part of the conspiracy to stesl and
divulgs the use or nature of a secrst article pertaining to the U. 8. Wavy and tho
Hational Defense; to wit: One Secret Fire Control Apparatus, known ng 9
Serisel Fo. .

fSubject persons stole this sscret device f£rom the Nawal Provi
Ground 2t Dahlgren, Virginia, on or ebcut 1 May, 1940 and transported it to Balti.
uore in svbject DOE's Buick Seden (1938) Reg. No. Maryland 132.471; subject persons
were apprehended in the act of actually transferring this secret devies to Herman
HOE, & ... __ eSplonage agent at the "Traveleris Hotel" (Room 326) in Baltimore,
Maryland, at 1830 at which time =1l three (3) subjects made statemenis incriminating
sach other and identifying the Government &8 the pringipal®)

() "Comment and Recommendationss® (Cese Comstruction - Theories - Con-
ciueions or Cpinions and Recommendetione. A brief ei;at__e_gg;% of the Operstivelg

deductions and recenptFuction of the investigaticn {or case) es based on the
Iiontents of th¢ Réymalegsiiiad HiBednarade exustdon contained in preceding
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Investigation Reports ca the case, &nd on supplementary obtained from in-
vastigative files and indexes. The Operative should not only include his
personal comments based on hle special and intimate knowledge of the investl-
gation but should include any periinent investigative or other suzgestions
for the future handling of the investigation which he may consider eapecially
expedient,

5. At the end of every Investigation Report where the Cperative con-
siders it advisable to institute or reqest further investigative action, a
special list of "Investigative Leads," together with appropriate notations
as to the action desired, should be set oub,

6. The body of the Investigation Report will be submitted on regular
8"x10-1/2" paper, each sheet having a notation &t the top identifying the in-
vestigatlon by file number, titls, or otherwise,

7. The cover page of a Summary feport is shovm as enclosure (B),
Summary Reports srs special reports inserisd in & voluminous Case Jacket or
File at appropriate intervals for the benefit of thoese wishing to review &
particular case in considerable deteil without having %o read every part of
each Investigation Report jn the file, They ere complete chronoldgical
histories of the case up to the point of thelr irsertion, but they are non=
cumulative, i.e., they do not reflect the contenis of any previous Sumnary
port8. Case Files should be closed by a finsl Summary Report (Case Summary)

which sumpmarizes the entire case, .

8, Summary Reports are, therefore, complete, chronological summari-

%ations of the "essential? facts contained in the preceding Investigation

Reports and should not be confusad with the "Syncpsis" appearing on the cover
page of all "Investigation Reports." Summary Reports are also often desirable
where 1t is advisable to furnish a cooperating agency, etcetera, with a
complete itemization of the facts in a case without sending them s full set of
Investigation Heports complete with confidential operations detail,

9. The general form of a Summary leport is very similar %o that of an
Investigation Heport except that it has a space on the cover page designated
as - "Investigation Reports Included in this Summary:®, where an itemized
list of the Investigation Reports summarized together with &ssentlal idanti-
fying descriptive material is shown. In eddition there is no space for a
"Synopsis” on the cover page of a Summery Report. Inestead, the summarization
iteelf coamences on the cover psge in the space marked "Summary" and is conw
tinued on regular 8"x10-1/2" white pages, each page bsing identified by the
file number and descriptive title or otherwise to avoid confusion,

10, At the end of a summary the Operative should include a paragraph (s)
setting forth in brief his comments and recommendations in a similar mannes
to the procedure described in Paragraph 4,(n) "Comment and Recommendationg. "
followed by a list of the undeveloped leads bethl'District" and "Out of
o %mgmd. b-cn--un--o---u

pistrict" as set forth in Parvagraph 5.
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Investigation or Summary Heporis be made to permit of comprehensive distribu-
tion according to the nature of the matiter and the exigencies of the situation.
In instances whers copies of such Reperte are disseminated, the distribution
should be clearly indicated, and perticular attention shovld be paid to
insuring that all pertinent informaticn is properly cisseminated to all Naval
Districte or other Naval Investlgating Activitles concerned, M.I.D, and F.B.I.

12, The cover pages of Investigetion Reporté will be on green paper and
the cover pages of Summary Rfepoxts on pink paper. Both the cover pages of
the Reports, and the continuing sheets (regular white 8"x10-1/2" pages) should
be on onion skinpper so that a sufficient nusber of copies of appropriate
Rsports may be prepared im one run for proper distribution.

(Signed) E. B, Nixon
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