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From a Officer in Charge of Domestic Intelligence Branch.. & ore : 
To: Do:nestic Intellige11ce Bxa.uch Investigatina Activities. ...,--Jie5e i,..,srR.ucTi4AJ"S 

S.v Pc!Jssded J,,_ f 12'1M•Jt.6 1'-
Sub"ecta Investigation Repo:i:-ts and Summaries, Pren11ration ot. ..-, 6 (_(1-e 

<I .t""" ,lal'J o.f' o,..,~ -,-g-/01 .:,,, 

Enclosure: (A) Covar Page of Investigation :Rep01~t. 
(B) Cover Page of Summary Report 

-!!M,). 

1. A standard type of investigation raport uil l be made by all Operatives 
under the cognizance of the Domestic In-talligencs Branch of Naval. Iutell:Lgenc~. 

2. Standa...-rd repor'te nre necassa:.7 in order to i'acil:i.ta te effici e1:rt; and 1~apid 
evaluat,.on, and to institute offoctive and timely action based on the 1.•eporia as 
t:1&ll a.a to permit of proper dissemination ot per·l;ine-nt invea-M.gative and int<3lligenco 
inf'o~mation to other agencies and activities. 

3.. Opsrat ives should prepa.1'e their l'eports with care and with particul.o.1-. 
.. ntion to comprehensive eo·,rerage of the investigation consistent wit.b brevity. 
Wnlla it i s ossentie.l that s1l information, personalit ies, leads, etcetara, should 
be mentioned, it is important that inconsequential matters should be axcl.udad~ In­
vestigation Reports must have cont inuity and f ollow in logical or der the various 
phases of tho in•;restiga~on. 

4. The first page of o.n Investigation Report m.ll bs mado out as indicated 
by enclosure (A), and m.ll contains 

(a ) asUBJECTi" (A brief indication of t..~e principal subject (a), 
person (s) end/or activity(1en) covered by the particular Report. ) 

{b) "Report Made Ats" (Plru;o where report is written.) 

(e) 11Date1 11 (ihe actual date on which the Operative prepared the report_ 
~ the date of the investigation or the date the report was t-yped.) 

(d) "Report Made B-31" (Name 0£ Operative ~eporting, or. ii' a "joint report"g 
names or Operatives. ) 

(e) "Period Covered&" (Statement of the actual period covered by the in­
vestigation 01 .. par·i; of the iuvestigErliion inc1'4ded in the Investigat:\on Report.) 

(f) ast o.twi 0£ Cases" (A brief indication of the nresenj; stat,l.!J!.) 
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~ "'-.r~plea1 co11 iru:'ormc>:liiL"?l ~onsi£~·G-ing cf ru:i out-of-l1istr:i.at l sf!d recui'iTeci .f°:'o!ll ..-com. 3p stating that ,1ohn DOE w.ss :: e¢eivin<{ mail frum F.ichc..-;:,d P.OE &Jcl re.::u'3st­:lng an investigation, auoject p3rson. was ple.cdd cnc.~,x, app!"op:dat.e ffitt":'eillauc3ii; a~ 8 Subje~~t pa1•son involved in tho J·oru,. :COE case by r eason of bia i're~ttent U.'lder­ccver con·tac·t s ~'li 'th the ~....11c:lp.-il i:u3p1; ct and hie vol1.tBit1l)UO co:-r--r-as11onclenc,9 !ii th Riche.rd. ROE, He:rmE.n. HOB, et E:J. .. ,; ) -

(h) "Ch.a:i:·acter of Inveo'tigstion:" (A brief' ir..cti.c9tion of the t:ypes or investiga:tive operations inst:i.tt1ted in cor.inection rlth tho par t of the invesi:,i­gation cov-ar ed by tha Repor-'-, m.t1ple (in such an instance a8 the fh•st examole given i!1 {g) abovo, t.he 21otaii1.on might well !'ead) s "Pcr~otml survei.llanoe of-subject ... mail cover - general back~ound in'lestiga+ion. ~) · 

(i ) 11Encl osures1" (Liat of emclosures, attached docun1ents1 ph0tographs, exhibits.s, a·ccetsra,) 

( j ) 11Copy '1'01 11 (Dia+.ribution-Li3-t of divisions of the f!fair--al E3tnblit1hmant oz- othel" Depa.rtmente or Agencies of' thG Federal Government t.o which c,opi es of tho lteporl have been sent.) 

(k) "Source Flle No. ,n (!J. s~r itl i~umber (Casa File Number) reflecting ths Or :lg!n of the Inves·tigaM.on. ) 

(l) RQlll'"I File No, , 11 (Thio is n special space (not u.sually fil}.ed in) used by the Office of Naval L1talligEnc0 XnveB~igniing Se~tion i.11 inst£nces 1iha-e it is desh·ad to e.s;:,ig11 a geners.l file number to a very extel1sive o:r. rar:d.fied ca.se, e,r for other epecial purposes.) 

(m) "Sy.iopaio1" (Introductory eA)?l anation in t:>Tier telographic s-cyl e p., ra­e;ra phs telling .that was found by., lmovm t-o or discov1:irsd by t he Ope!'ctive - !!,q,t, whet ,he did to obtain_li• The pynopsii., should cons1:3t of not ovnr 250-JCO words solll8what resembling -c.ba opening paragraph of a nenspup;ir articl F.l end a.n:rreriu~ very briefly the questioncn rn1at'1 - Who? - ffow? ~ \ihen? - Whore? Rs1::v.n.plet nfhis io a repo!'·;; pertai..-ung to a viola.i:.ion of' Articles 14(8) nnd a(;::o) Arts. foi' Gov~ oi Navy, in thEtt John DOE, Seaman Fir~re, Clase, tLnd Richard ROE, Signal ~ 'lhir1l Cle.as, conspired and ac'tl.mlly cnTied out a pa.rt of the ocmspiracy to steel and cUwlga the use or nature of a secret :u·ticle per-lftlinine to the ti . S. xiavy and tho Ifational Dei'cmsei; to 1Tit1 One Secret Fire Control Apparatus, knmm P..3 _____ , & rial Ro. _______ • 

0 Subject person~ e"G<>le this s~cret de'1ice froia tho Rn"i0.l Proving reound at Dahl gren, Virginia, on ol" about 1 l:1a.y, 1940 and transported H; to Balti­noxe in subject DOE1 s Buick Sedan (1938) Reg. No. Maryland 132--471; :m'oject persona '7'el~e apprehended in tho act of act,ial.ly transferring this seci·et dev:t ce ·io Hermrui aoE, a ·--- espionage agent at ths 11'.l'raveler' s Hotel" (Room 326) in Balti!tore, r&.-771.and, at 1830 at which time all tbrea (J) subjects made s t at£,JDen"t-a i ncr inti.ne.t1.ng each other and l dent-ifying the ____ Government ao the prinaipa.1°) 

(n) "Comm9n·t and Reoom.menda~-tonss" (Case ConstrucU.on -· 'l'heor:les - Con­cl usioni or Opini ons and Recommendations. A brief si;ate~on of the Operstive•a deduct ion.@ and r · c . o~estiga:t19p (cir case as based on tho 4 ontents o:?: "' -.,.....--, __ :!H..:1L111.<1.1 :ti!liol'Wlltdon contained i..'l prs cediug 
..••... ~o.12B.5.S. ............... _ I' '" 1 ~rt~J(D 
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Inv0@tigati on Reports on t ~e case., and on auppleruents.ry obtained from in~ 
vastigative files and indaxeso Th0 Operative should not onl y include hie 
pel'sonnl comments based on his spcei&l and intims.te knowledge of the investi= 
gation but should include &ny pe~tinent inveat1gat1ve o~ other s~eBtione 
f or the fut ure handli~.g of the investigation~hi ch he tllly consider especially 
expediento 

5o At ths end of every Investigation Report ~here the Operative con= 
aiders i t advisable to :J.nsti'liuta or req.iest f\.u•ther inveatig&tive action, ll 
special list of "Inveattgativs Lsads, 11 together l"rlth s.ppx-opriate notations 
as to the e.ction desired» should be ae·i,; out,, 

· 60 The boey of th0 Iuvi?st,igation Raport will be submitted on regular 
8"xl0-1/271 paper, each oheet having a notation at the top idtmiiify:Lng the in ... 
vestigation by file number, title., cr-otherwlseo 

?o The cover page of a SU!lli'l'lElry' deport is ahovm as enclosure (B)., 
Summary- Reports are special~~~ inserted i ns. voluminous Case Jacket or 
File at, appropriate intervals f'or the benefit of those '\iishi ng to reviec1 a. 
particular cnse in considerable detail without having to read evecy pari of 
each Invast~ation .ttepor.t :,.n the fileo Thay are complete chronol.Qg.ica.l 
histories of the case up to ·c.he point of their insertion, but they e.ra non""' 
cumu.lat1vep i oe., they do not reflect the contents of any previous Su.macy 
.Repo~tse Case Files should be closed by a final Su.lllllle.ry Report (Case Su.nm.u-y) 
mii ch eumincu-izea the entire ceseo 

\ 8 0 Summary deports are, therefore., complete, ahronolo_gical summarl ... 
~tions of the 11eoaentiol11 ft1ct0 cont& ned in the preceding lnvec-1 t.igation 
ReportB and should not be c:onf'u3ed Tdth the 11Syncpsia11 appea.ring on the cover 
page oz all 11Inv0stigatton Reportco" Summary Reports are also often desi rable 
whera H, ia advisable to furnish a cooperating agency., eteetera, with a 
complete itemization or the facte j_n a case without sending tha!!i s full eet, ot 
Investiga.tion rteports com?lete with contidontial operations detail., 

9a The general form of a Sl.llllllle.I'1J ltepor·I; is very- similar to that of ttn 
InvestJ.gation .tteport except th.at it has a space on the cover page designated 
as - 11r nvestigation rleporta Included in this S-wmr.aryi", Tf'here an itemized 
list of the Investigation Reports 5ummarized together tr.Lth essential 1d3nti= 
lying descriptive material iB abOifflo In addition there is no apace for a 
"Synopaiet1 on the cov0r page of a S\!J!l.111&1 .lteporto Instead, the sunmarization 
1 tsel.£ co,nmencee on the cove:i:' psge in the space marked II Sul!llllary11 and is con1... 
tinued on regular 811uo-1/211 white pages, each page being identified by the· 
file number and deecx-ip-tive title or ot.herrrl.sa toe.void confusion .. 

lOo At the end of a summary the Operative should include a paragraph (e) 
setting forth in brief his comm.ante and recommendationo in a similar rnanne~ 
to the procedure described in Pa:rs.graph 4,(n) "Comment and Recommendations 11 

tollOWC'd by a list of the unde~·eloped leads " ·t, q!;~ __ and ''Out of ' 
Diatri<:t" as se"I:, forth in Par.igraph 50 au uownora• '°··-···••u•••U 

.&11th• f~'1~ 
11" I t ie es senti al to propor dissemina'tTO't'r'" •u~t"Ol'rt"fr~•'int-e!:ligenc6···· 

and i nvest igative information t hat a s'..U'f i cirJa\,nunibar of copua ofl'v'.~~ 
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In:vest:t.ga. tion or Su.umary Repox·ta be made ·'-o pernu:t of comprehensj_ve distribu­
tion according -to the natl'l?'0 of t.~e rmrtter and the erlgeneiee of the si-ttie.tiono 
In instances where copies 0£ suoh Reports are diaseminateo., the d:tstribution 
should be clearly indica:lied» and ps.rtieula;:• attention should be pn.i.d ·i;o _, 
insuring that all psrtisient inf.orma.tion is properlz diaseminat~.d to all Ne.val 
Diatr-J.cts or othe:r Na.val Inveatig~tj.ng Activities conc©l'r1ed, ~e-loDo and F oBo!o 

l2o 'fne cover pa.gee of Inveatigat,ion 1uaports Will be on green paper e.nd 
the eo7er pages of Swmnary- rleports on (?ink papero Both the cover pa.gas of 
the Reports, and ths continuing sh.ee:ts (regular ,mite 8".tl0-1/2" pages) ~-ould 
be on onion Bkin~per so that a auff"icient number of copies of appit"opriaw 
Reports rrw.y be prepared in one nm for proper distributiono 
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(S:Lgned) Ea Bo Nuon 

~~f'o••,ngrade to ............... . 

Auth: .~f2J.J...£?,;f.?,, ...................... .. 
Date: at~:~.i~ Unll: l:J[:.-.~.a~ 




