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(A) Revis ed Procedur e r e Employment of Faval Intelli gence 
Ser vice Civil ian Oper ati ves - Oct ober , 1942 . 

1. Ref er ence s (a , (b), (c), (d) .. ( c ), (f ), and (g) , ~11 
of which r el a t e t o the employment und :1dministr a t i on of i'.:ivn.l I ntel l i ­
gence Se r vice Civilian Oper atives , :ir e her eby superseded by encl osure 
(A). However, paragraph 3 of r efer ence (b) sh~l l r ern.:ii n in f ull force 
and effect. 

2 . Refer ence (h), which cont-::1.i ns i nst r uctions for the pro-
t ecti on of vessels, harbors , ports , .m d W:..J.t e rfront facilities , should 
be r e f er r ed to in conne ction with t he cmploymt-nt of Civilian nper ative s 
f or viat crfront dut ies . 

3. Refer ence (i), which contdins instructions fo r the use 
and accountin~ for Funds f or th~ Collection ~nd Cl assifi c~tion of 
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Infonnation; r eference (j), which pert~ins to the employment of negroes 

as Civilian Operatives; r eference (k), which sets forth a uniform pro­

cedure r egarding salaries of I - V(S) applicant agents; and reference (l)~ 

which provides, among other things, for the expediting of the investi­

gation reports of Civilian Rgcnts, should all be reviewed in conjunction 

,vi th enclosure (A) • 

4. Enclosure (A ) has been prepared in order to r evise 3.Ild 

effect certain ch3.nges in prior instructions Yd.th regard to the employ­

ment of Civili::m Operatives. In order to avoid duplication of uork, 

unnecessary correspondence, nnd to expedite the employment of Naval 

Intelligence Service Operatives, it is cssunti~l to observe strictly 

the procedure set forth in enclosure (A) •. 

- 2 -

/s/ H. C. 'J'r..tin 

H. C. Train, 
Dy Direction. 
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NAV.\L INTELLIGEl'rCE SERVICE CIVILIAN OPERATIVES 

Chapter I. Definitions and Policy 

Article 1 . 

(1) A Naval Intelligence Service Operative is de­
fined as "any person authorized by the Director of Naval 
Intelligence to act in any investi gn.tive or special as­
signment capacity under the jurisdiction of the Naval 
Intelligence Service;". 

(2) Civilian Agents a r e divided into three classes: 
Special Agents, Agents , and \gents (excepted status). 

(J) Special ft gents, A.gents , 3.nd '.gents ( excepted 
status) sho.11 b<J empower ed to do -s.nd perform the duties 
pert.iining to those offices in the collection of evidence 
and preparation of cases in matters of interest to the 
navy and to perform other duties imposed upon them. 
Those Civilian Oper;;.tives who may be employed for water­
front duties have ~s their primary tasv. the discovery and 

report of pl9.ns of sabotage and ire not to be responsible 
for conducting security surveys of waterfront properties. 

(4) Special employees of the Nav.11 Intelligence 
Service .'.lrc defined as "individm.ls employed by tho tfaval 
Intelligence Service for a specific period of time and 
fo r particular tasks". 

(5) An Informer is defined as 11an individm.l who 
confidentially informs a member of the Intelligence Ser­
vice of '.l. violation of l :iw or furnishes other infonnation 
indicative of :ictu~l or potential tendencies inimic~l to 
the N,.:1.val :Cst :iblishment, Naval interest, or the National 
Defense , in general, with speci~l r ef er ence to actual or 
potenti.11 espionage or sabotage" • 

(6) All correspondence of .my n3.tur c whatsoever 
concerning 9.. mn.t tcr r el ating to Naval Intelligence SE::r­
vicc Ci vilfo.n ()perati ves slull be gi vcn a classification 

of not less than "confidential". 

Article 2. 

(1) Spcciil ~gents, Agents, ~nd \ gents (excepted 

status) employe:d by the r..1.val Intelligonce Service my 

be assigned ~ _) W~-~~~~,!Jnited Stat es ; (b) in 
~/ .d'l to ............. ... 

Au: - ED 1;2,:JS-~ . . ••·•• u •~ ••...,.•••u .... 

/_

/--;::D:-;:E~C:;-LA:-;S::-;:-S:-::-H:-:-:,'IE-:c-,-D- IC~ ;)_ f 5c-:~.?8.. VI .,4; txG?..22.. 
Authority.f:M~'D~ 3llll..\3 
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any of the territorial possessions of the United States ; 
(c) in areas set aside for United States Naval B3.ses and 
shore establishments on foreign shores; and/or (d) in 
areas in foreign lands under the control of the United 
States or in foreign countries friendly to the Uni te::l 
States where such friendly powers have acquiesced. 

- 2 -

Assigmnent of 
Agents - Policy 
(continued) 

UA~lASS/Ff EO 



Chapter II. Speci al Agents, Agents, ~nd Agents (excepted status) 

Article 3. 

(1) Special .~gents and itgents shn.11 be native-born 
citizens of the United Stutes, physically qualified, of 
good character ::ind reputation, of unquestionable loyalty, 
patriotism, and integrity, of keen mental ::ibility, sound 
judgment, and good education. Due weight ,'lill be given 
to successful previous experience in business or investi­
gative work. 

(2) Qualifications for Agents (excepted stutus) are 
only (a) basic occupatioru:Q experience for the type of 
intelligence activities involved; (b) ability to perform 
activities of the type required; and (c) unquestiomble 
loy::ilty. 

(3) SpeciJ.l \gents Hill be college graduates or the 
equivalent, at least twenty-throe (23) years of ago. 

(4) !.,gents will be at least high sc~ool grn.d1.1atos 
or the equivalent, tnenty-onc (21) ye.:i.rs of age or over. 

\ rticlG 4. 

(1) Special Agents ~re appointed by the Director 
of Hav..11 Intelligence :md sh3.ll be on duty within the 
Office of R.1v:i.l Intelligence for assignment to duty at 
any place within the: limito.tions of Ch:lpter I, P.rticle 2 . 
Their s'.l.L.ries Y.r:i.11 r:inge from }2100 to )5000 per annum. 
However, in exceptional cases, the Director of NJ.val 
Intelligence will consider r e quests, with supporting 
facts, for payment of n. higher r3.te of pay. 

(2) ·,gents ::ire employed by the District Intelli­
gence Officers for duty in their respective District 
Intelligence Organiz.:tions, or by the Director of Naval 
Intelligcmco for duty vd. thin t ho Office of Naval Intelli­
gence. Their s:1l..1rios sh.3.11 nngc from )2100 to '.J3900 
· ·,or annum . Honcvor., in c:x:ccptionul cases, tho Director 
~f Nav..11 Intelligcmcc ui.11 consider requests, 1n th sup­
porting f a cts, for p..1.yment o.: c.. hi gher r::itc of pn.y . 

Qualifications 
Special :·.gents 
and :,_gents 

·Qualifications 
Agents (excepted 
st:itus) 

Special :\gents 

.'-gents 

:~ppointmcnt and 
S.::i.Li. ry of Special 
Agents 

: .gents 
Thlployment and 
Salary of 
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(3) Agents (except ed status ) are employed by the 
District IntelliGence Officer for duties in the Naval 
Dist rict wher e t hey :1re employed . Their rate of pay may 
be '.lt any rate the Corrumndant shall pr escribe, not to 
exceed '>36oO per annum . In exceptional cases, the 
Director of Nav3.l Intelligence will consider r equests, 
with s upporting facts, for p3.yment of a hj_gher rate of 
pay . 

(4) :"-t. ny oper ative who meet s a l l qualifications for 
Agent or Special Agent s hould be empl oyed as such and not 
employ ed as Agent ( e~cccpt ed status) . However, i f an 
operat ivG meets all qualifications for Agent or Special 
Agent, y et it is not conside r ed advisabl e to givo him 
r egul.:ir Agent credentials (Article 13), he should bo em­
ployed as an :\gent ( excepted st.:i.tus) . 

5 /~ 
( ) !,11 sa l a ries 3.nd eX'i)enses for 1'Jnv.:il Intelli-

gence Service Civilian Oper ati ves ::1r e .1llowed i n accord­
ance with t he Instructions for t he Use and Accounting of 
the Fund for the Colle ct ion ,:md Cl::i.ssification of Infor­
mation. (See Refer ence (i ) of cover l et G€r her eof) . 

Ar ti cl e 5. 

(1) I n det er mi ning the amount of sal 3.r y to be paid 
Agcnts dnd Spe cial Agents , consi der ation should be given 
to the qualifi c::i.tions set forth i n Article 3, t he r e­
quir ements of the work to which operati ve will be as­
signed, und t he reb.t ion of the t E::nt.1.tive saL1ry to t he 
sal a r ies of other operatives . r,'henever a pr ospective 
oper .:tti ve .:ippeo.rs to be_ offi cer !Tl2.ter ial and i t i s ::mtic­
ipatcd t h:.i.t he ,Jil l be an ,J.ppl i c:mt f or J.ppointmcnt in 
Clas·s I - V(S) , his salary should be appr oximat el y commen­
surn.te i,vi th the pay dnd .1l l owances of the r.:inl'. to which 
he might be appointed . (Note~ Sec Refer ence (k) of cover 
letter hereof . ) --

Article 6. 

(1 ) Before employment by the tfav::11 Int el ligence 
Service, it is· m.'.l.ni festly necess:1ry trot an applicJ.nt 
for Special ,\gent , /\.gent, or /\.gent ( excepted st atus ) 
meet certa i n sti pulated r equir ements as to char acter, 
antecedents , loyal ty, abili ty , ct cet era, as well as t he 
qualifications r efer r ed to in .i1 rti cl e 3 (1) or 3 ( 2), as 

(Decfas~ Downgrade ID.-.... _, 

/"- D ECLASSU<'lED I Authodty.1-\Jil?-:I 3l!l'-13 

Auth: .~ Q.f.?.2.$.Ji:. ........... "•-
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the case IT\£:.~' be. In connection ,,Ji th ascertaining this 
inform.3.tion, an investigJ.tion of each subj ect will be 
made and reports submitted in duplicate on application 
blank NNI-126 and investig:1tion r eport form NNI-119. 

(2) In submittin~ the investigation report and 
personal histo:t"J statement , the forwarding letter ¥Jill 
show affirme:.tively th':lt the follovling has been done: 

(a) Local F.B .I . indices searched. 
(b) Citizenship verified. 
( c) Police Department records of former ,~_omi-

ciles checked. 
(d) Past employment r ecord checked . 
(e) References verified . 
(f') &iucation verified . 
(g) Dato of birth checked. 
(h) Investigation made to determine any sub­

Yersive tendencies. 
(i) Character, r eput1tion, and qu.::i.lificcttions 

investigated . 

(3) On receipt of the investi g::i.tion r eport and 
personal history statement from Comrnand;_mts of Districts 
and outlying N.1.v,.11 St:itions, the files of the Office of 
N:iv1l Intelligence and the Federal Bureau of Investiga­
tion in 'Nashington will be searched. Check will also be 
made to verify previous military J.nd nav:il service. 

(4) If not already on file in the Federal Bureau 
of Investigation in Vhshington, fingerprints· of the indi­
vidual should also be forwnrdcd with the recommendation. 
No favorabl e consideration will be given by the Director 
of Nav'.ll Intelligence on any r ecomm.:~ndation for the em­
ployment of a Special Agent, Agent, or Agent (excepted 
status) until J negative report on the applicant's fin­
gerprint r ecord is r eceived from the F.B.I. 

(5) Report of :ipplication and investig:ition NNI-126 
and NI-!I -11~· shall be submitted in duplicate to m:I for 
approval or disapproval of employment, follo,nng which 
Oi:JI will notify the N'..ival District concerned. 

t\ rticlc 7. 

(1) Under no circumstances shall a Special Agent, 
Agent, or ~n Agent (except ed status) be signed up under 
a contract or employed and compensation paid him in any 
na.v.11 district _ rior · approv1l of his investigation 
r eport (Form . H ii:b.r: ~l'y • ···~ ....... d'l to -· . ·········••••••· 

Au: : .f?.Q!.~/JS.J3 ........................ _ 
C' . ~($..~ .fS:. ... U,ut:~~.~ 

InYcstigation 
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Article 8 . 

(1) If the empl oyment of the proposed agent i s 
approved by ONI as provided in Article 6 (5) , contracts 
shall be executed (i . e ., signed) in duplicate by the 
agent a~d by the Di str ict Intelligence Officer on behal f 
of the Naval I ntelligence Service and witnessed by two 
competent per sons ·who shall affix their si gnatures . For 
disposi t i on of cont racts , see ~rticle 11. 

(2) The form of contract to be used for al l Naval 
Intelligence Service Special ·\.gents , :\gents , and Agent s 
(excepted status) shall be as follows: 

CONFIDBITIAL 
N.r.I . 100 
(Rev. Oct. 1942) 

UNITED STATES NAVY DEPARTl,1ENT 
1JAVAL INTELLIGilJCE SERVICE 

Execution of 
Contract 

Fonn of Contract 

CONTRACT FOR ---'-------- --------
I, _______________ ,......, of ------TT-:;-:;:---,-·-----' 

(Name in full, printed or typed) (Address) 
State of ___________ , hereby contract and agree with --,.;;;-----.----',. 

(Name) 
______ ..,....,,....__,,........------' -----~--=--=-,......,.---,,.........,.,.....-----' to accept 

(Rank) (Naval District) 
employment as , having first taken and subscribed to .the Oath ------- -
of Off ice, a copy of ,·rhich is hereto annexed, as the basis of my employment . 

The following articles of this contract are understood by me, and are 
accepted as being of the substance of this contract: 

. Article 1 . It is mutually agreed that my compensation for all services 
rendered shall be at the rate of ,,,..,,.---,-- -=-- -.-- -------,,----=--:,-.--- dollars 
per month, and that in addition all actual and necessary traveli ng expenses 
under orders, and necessary incidental expenses incurr ed, or to be incurred i n 
connection with the Intell i gence Service will be allowed when such traveling 
and incidental expenses a.re accounted for by me in accordance vn.th the Hinstruc­
tions for the Accounting and Use of the Fund for the Collection and Classification 
of Infor1Tl3.tion11 , or d.ny :3.mendments t hereto. 

Article 2. It is understood .1nd agr eed th3.t my employment may be termin­
a t ed at any time wi thout recourse. Under such cir cumstances, I shall be enti ­
tled to any accrued compensation and to transport:3.tion from pl a ce of termination 
of contract to place of execution of contract as given herein. 

Article 3~· der stood ~nd agreed that I may be sent to any pl a ce 
a!::~L -1 r- - ·---. ... r"'d't to ................ , 

-- DECLASSlFIED 
Authori ty~~"C>~ 3U>L\3 

Au:•,: ... t;;:;..Q.(~r:_~;? - ,'. -........ ··········•·•••••• .... 
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u..n.der the control and authority of the United States wher e my s ervices may be 
r equired, that my headquarters may be changed as the ,,,ork of the Naval Intelli­
gence Service may require, and t hat no transfer will be made from one st~tion 
to another solely fo r personal r easons. . 

Article l-1- . The confidential natur e of the relations of the members of the 
Naval Intelligence Service with the public is fully understood by me ; and, dur­
inE my t enure of service or at any other time, I agr ee not to divulge to per sons 
not entitled ther eto any classified information r elating directly or indirectly 
to my work in, or obtained from other '3.gcncies or persons by virtue of my con­
nection with, the t!av.:11 Intelligence Service . 

Article 5 . It is understood and ~greed th~t I shall have no right (1 ) to 
annual, military, or sick leave , or (2) t o disability compensation i n case of 
siclmess or injUI".f while engaged in pcrforr.iance of duty under this contract . 

Article 6. In addition to the above , I hereby certify that I have read 
(1) sub- section (d) and (e ) of Section 1 of the Espionage Act of 1917 as 
amended (SO U.S . C. 31) and am fully awa.re of the consequences for a violation 
ther eof, and (2) articl es 75-}, 76, 7br.i , United States No.vy RcgulJ.tions, 1920, 
amended. 

Given under our hands this ___ day of ______ , 19 

For Nav . I nt ·..:l. Serv . by : 
Signature : 

Witnesseth : Title of Office-=-:---------------

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Article 9. 

(1) Two copies o.f the Oath of Office must be sub­
scribed <1nd sworn to , as provided i n Appendix E-1, Naval 
Courts ~nd Boards , as amended, before an officer on ac­
tive duty in t he Navy or Naval R81::crve of, or above , the 
rank of Lieutcnmt (jg) or nn o.fficcr of corresponding 
rank in the }h rinc Corps ( Soc Alnav #152) or a Notary 
Public under tho Comnundant who is qualified to handle 
confidential matter . 

(2) The Oo.th of Off ice shnll be admi ni st er ed to 
all operatives except Informers . For disposition of 
o~ths of Of fice , sec \rticl e 11 . 

/"Decfas~m~ Downgrad• '°•·•-. L~ - • ••••••••• 
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(3) The Oath of Office to be administered shall be 
as foll ows : 

- - - - - - - - - - - - - - - - - - - ~ - - - -

OATH OF OFFTCE 

O.::i.th of Office 
Form of 

(~cpartment or Establishment) (Bureau or Office) 

I, ---r:c:-----:---.~-,,....----:--,----a----,-------.-.-' do solemnly s,•rcar (or affirm) that I 
(No.me in full, printed or typed) 

wi ll support and defend the Constitution of the United States against ru.l ene-

mies, f?reign and domestic; that I will bear true faith ,'.l!ld al l egiance to the 

same; that I t:J.ko this obligation freely, without any ment.11 r eservation or 

purpose of evasion; and that I will well and faithfully dischar ge the duties of 

the office on which I am about to enter. SO HELP ME GOD. 

(Signature of Appointee) 

Subs cribed and sworn t o before me this day of , A.D: , 19 ---- _, 
at , 

---r-( c=-i,...,t,_y_ o_r_ p..,.l_a_c_e .... ) -- (St at e ) 

( SF.1.L) 

Position to which appointed - ---- -p;;:::,::::--;~r.;..,/f;.,t;;,(.~f-'70.i£j(i~n;;;:G:;:_,.,~~~it:-S~;;1.-=:,--­
Datc: ~ .if.§.°(...f. .. .JJnii: f.1.7......?..e. 

Date of ent r ance on duty - ---------- ----------
- - - - - - - - - - - - - -

Ar ticle 10. 

(1 ) The Secret ary of the Navy, under date of 
June 12, 1941, i ssued instructi ons r equir ing that 

-· -
( DECLASSlFIED 
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• 
Standard Form l(7 (approved by the Bureau of the Budget, 
May 15, 1941) which is required in pursuance of law, 
shall be executed by n.11 civil employees before a Notary 
Public and be f iled wi th, and retained by, the Disbursing 
Of ficer carrying the accounts of the employees. Ther e- · 
fore , al;L Specia l ;\g~nts, Agents, l\.gents (excepted 
status), and Special Employees, but not Informers, em­
ployed in the Naval Intelligence Service shall execute 
t wo (2) copies of Sto.nclard Form 47 before a tJotary Public 
under ihe Commandant who is qualified to handle confiden­
tial matte r s . One (1) copy of said affidavit shall be 
filed 7ri.th the person carrying the accounts of t he agents 
involved and one (1) copy shall be forwarded to OiJI • If 
a not.J.ry fee is invol ved in executing this affidavit, the 
expense therefor shall be borne by the applicant since 
it -is not a proper charge from Federal funds . 

(2) The Personnel Affidavit (Sto.nd.3.rd Form 47) to 
be use d is as follows: 

Standard Form No. 47 
Appr oved by the Bur eau 
of the Budget 
lfay 1.5, 1941 

PERSONNEL A.FFID.'. VlT 

Per sonnel 
Affidavit 
Exe cution of 
(continued) 

Per sonnel 
:\ffidavit -
Form of 

(Department or i~gency) ( Bur eau or Division) (Pla ce of Flnpl oymcnt) 

Name 
--,(;:;G:;-i::v:::-ei~1--:n::::-arn~ e;:;-, --:i;:;n;;-:i~t~i;;c1.:;"';li"---::o~r~i-::m::;--;:t~i-;:a:,l-;:s:-,--:;-i~f~a:;-ny::--, - c;::-an;:;-d~l,:a::--:. s;:;-:ti'."""-:n:::--:a:::m:::e:::-. ~ P:;::r::-:;i,-::n:-:;:t:--o-r--:-t-yp- e ..... ) 

Sect ion 9A of Public 252 - 76th Congres s , approved / .. ugus t 2, 1939, othcr ­
vi:i.s e kno'fm as the 11Ha.tch \ct11 , pr ovides: 

11 (1) It sh;_;_ll be unlavrful for any p erson employ 8d in any capa.c­
i ty by any agency of t he Federal Government , whos e compensati on, or 
any par t ther eof, is pai d from f unds aut horized or appropri.::i.ted by 
any ... ct of Congr ess , t o h.'.J.ve member ship in any political pJ.rty or 
orgo.nizati on ,·1hich advocat e s the over throw of our constitutional form 
of gover nment in the Unit ed St ate s . 

• 
11 (2) Any person viola.ting the pr ovisi ons of t his s ection shall 

be immediatel y r emoved from t he position or office held by hi m .::rnd 
ther eafter no p~r t of the f unds appropri ated by any hCt of Con~rcss 
f or such position ~ s hall be used to p~y t ho compen s at ion of 
such per son . " ~/ Downgrade to ............... . 

Auth: .. f:;,.Q_L~Sif: ···········••·•·•···•• ... 
[
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It is provided in v:.i.rious approprintion :icts th:i.t no part of the funds so 
appropriated shall be used to pay the sal::tI"J or Yk1gos of any person who advo­
cates , or who is a member of :::.n org-:miz:1tion th;:i.t advoc";.tes , the ovcrthrovr of 
the Government of the United States by force or violence, ~nd that an affidavit 
shall be considered prima facie evidence tb.t the per son making thP. affidavit 
does not ~dvocatc , ~nd is not a member of an or ganization th~t advocates , the 
overthrow of the Government of the United States by force or violence . Suc!-1 
acts provide further th.0:.t any person who advocates, or who is a member of an 
organiz.:ition th:it advocates the overthrow of tho Government of the United 
Stat es by force or violence and accepts employment, the sal ary or viagcn for 
·which arc paid from any such appr opriation, shall be guilty of a felony and, 
upon conviction, sh~ll be fined not more than ~1,000 or imprisoned for not 
more than one ye:1r , or both, o.nd thJ.t the .:tbove penn.lty shJ.11 b e.: in addition 
to , and not i n substitution for, any other provisions of existing laws . 

I, -------,=---=---=-----=--,---,--,----,,---,--;---' do sole:mnly swear ( or J.ffi rm) that 
I have read and understand the foregoing ; tho.t I do not advocate tho overthrow 
of the Government of the United Sto.tcs by force or violence ; that I am not a 
member of any political party or organization that advocates the over throw of 
the Governm0nt of tho United States b<J force or violence ; and that during sue> 
t i me as I am 1.11 employee of tho Federal Government , I i,·,ill not advocate:; , nor 
become ..1 member of m,y poli ticc..l p::irty or oreani 3ation th,1t :idvocates, the 
overthrow of the Government of the United St:1tes by force or violence . 

(Sien3.ture of Dnployce ) 

Subi:;cri bed and S",orn to before me this d.J.y of , LD. , 19 ----- _, 
3.t ----,....,,..,-,----=-:,---.----' 

(City or Pb.ce) (State) 

U~ClASSIFIED 
(SEtJ, ) 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

:,rticlc 11. 

(1) FoUowing execution of Contr3.ct, O.:i.th of Office , 
and Personnel '·.ffid:ivi t, one (1) copy of co.ch shall be 
forwarded to Ol!I and one (1) copy of each slnll be re­
tained in the pernuncnt files of tho District Intelli­
gence Officer, whor e they will be av::i.ilable for inspec­
tion by the opcr o.tive but mny not be r emoved from that 

- J.'1 -
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office . 

.\rticle 12 . 

(1) Agent Dat:1 Cards (i?orrn l':~:I- 101) shall he filled 
out in duplicate for all Special Agents , .Agents, and 
Agents ( excepted status) . T11ese Agent Data Cc.rds shall 
be stamped "confidential" . 

(2) One Agent Data G~rd shall be retained in the 
District Intelli gence Office, and one Agent Data Card 
shall be forwa rded to the m:I together y;ith one copy 
each of respective Contract, Oath of Office , and Person­
nel Affidavit . 

/\r ticl e 13 . 

(1) Credentials for Special Agents and \gents com­
prise identification cards and badges . 

(2) Credentials for operatives (e~cept Informers) 
will be issued only by the Director of l!aval Intelligence, 
and the file number of al l pertinent correspondence ,.,1.11 

carry the file reference 110p-16- B, Pl- S/8-U-10 11
• Creden­

ti::l.ls 1·d.ll be issued only upon the r ecor.unendation of the 
Comm3.ndants of t!aval Districts , !-iav::i.l Bases, and outlying 
Naval Stations . 

(3) Persons to vrhom credcmtials a:::-e issued shall be 
made fully cognizant of the fact th~t loss or compromise 
of such credentials is a serious matter ~nd must be 
i:nmedi:i.toly r eported to t he issuing aut hority. Opera­
tive s mus t be advised at time of i ssuance of credentials 
th1t disciplina:rJ action will result in cases of lost 
credenti::tl s vrher e t he circu:r,stance:s surrounding the indi­
vidua l case .-m.rrant the same . 

(h) i gents (except ed status ), and Special Employees 
may carry such identific:ition, other t,i1an Special Agents 1 

or Agents ' credenti:ils , a s the' respective Comrrundnnt may 
cscn c except 1 Informers, employed us such, will 

be given no identification. 

Article 14. 

(1 ) On the last day of e.::.ch c:J.lcndar month, a re­
port shall be pr ep:i.red in each N~val Di strict, sho½ing 
the number and cla sification of operatives (except 
I nf onner s) f...Y,e · u., ;,1,1..ch Distr i ct, t heir names , t heir 

..... c · .... -- •, to ..•••••••••••••• 

Aut:-.: ....... ¢.?..f.?.-:-.o/..~ - r. -
•. 41.' ••••• ••••••••• .. 

Da~:: 0. / .9.;l. f.f vrn 1o /\• 
1 e,.:r 5 :>-2-. . . .,{.,;' ............... . 

Agent Data Cards 

Dis::,osit ion 0f 
!tgent Data Car ·l 

Credentials for 
Operatives 

Credenti3.ls -
Los s of 

Ident i f ications 
Speci:11 Thlployees 
and Agents 
(excepted status) 

Monthly Report 
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respective s~l~ri es per monthl ~nd thei r d~tes of en­
trJ.nce on duty . The report shall contain the above 
infonnJ.tion on the foll owing Operatives: (a) Agents , 
(b) I - V(S) Appli cant Agents , (c) Agents (excepted status) , 
and (d) Spcci~l Employees . Thi s r eport shall be mai led 
to the Director of Maval Intelligence withi n five days 
after the; end of each :nonth . 

Article 1.5 . 

(1 ) All ch.:mges in status of Operatives ( except 
Informers) , including terminati on of employment for any 
reason, or call to active duty when A.gent reports :is a 
Reserve Officer , etc . , should be co:mnunicn.t ed to m:r .:ts 
soon as practicable . 1~1en an Agent reports for active 
duty as a Reserve Officer, hi s Contr:i.ct shall be can­
cell ed on the:: day pr eceding the day on whi ch he actually 
reports for such acti ve:: duty . 

Ar ticle 16. 

(1) Transfe::rs of Civilian \gents f rom one Nav.:il 
District to ·another Hi l l be all o~·md only ,·,hen such tro.ns­
f e r vrould r edound to the good of the lb.val Intelligence 
Service, 1.md the procedure should be 2..s follows ~ 

(a) Transfers must have thE- appr oval of the 
Director of w~v~l Intelligence .• 

(b) Transfers must be ,·rj_th the consent of the 
District Intelligence Officer of t he Naval 
District to which it is pr oposed to t rans­
fer Operatives . 

( c) The t r u.nsportation invol vcd ,·1ill be r eim­
bursed by the No.val District to which 
Oper.:itive i s transferred upon r eceipt of 
properly executed clain prop~r ed in .:iccord­
ance ·:r.i.th the r evised instructions ref-. rrcd 
to in Article 1 of hgc,nt ' s Contract . i.o1'r­

evor, cl.:i.ir.1 f or t r .1nsportation of depend­
ents .:md for household effects :'rill not be 

(d) 
.::i.llowcd. 
The District trnnsforrine; the \gent slnll 
pay him up to and including the date of his 
det..ichment . His account ,·rill then be to.ken 
up for p.J.y purposes by the Di strict to 
,;rhich he i s being transferr ed . A statement 
of account should be furnished by tho t r nns­
forring District to the r eceiving District • 

,,,,,,-·--;:D~£::::C~L;-A::-:S~S~l-;:'.F::-:IE::,,, n:c----
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i,rticlc 17. 

(1) In all tra nsfGrs, ~s s et out in Article 16, 
supra , :md in J.11 crunges of duty stations, :-..gents sh::i.11 
proceed upon written orders simil ar in form to orders of 
officers . 

(2) When ,gents report for duty in accordance with 
written orders, thoy shall pre s ent the orders to the offi­
cer to ·whom they r eport . 

(3) Officers shall indorso upon· thc orders of those 
who r eport to them tho f:ict th~t the person ordered has 
r E.portod for duty .J.nd the d.'.l.tc ~nd pl:.1ce c.t nhich he so 
r eported. 

·,rticle 18. 

(1) Vfuen Agents .:ire s ent to W:i.shington, D. C. , for 
the Intelligence r raining School, they sm.11 proceed on 
m'i. tten orders. The ,'..eent I s tr,msport:..:.tion to ,J,nd from 
'.Jashington, D. C. , sh.ill be furnished by the Commandant 
of t ho iL:.v.11 District to vrhich he:: is att~ched. !.gents' 
S;J.L..1ries and per diem ,.1llovm.nccs ·while atte:nding school 
will be p-1.id by the Office of N:iv-11 Intelligence, 
Wc.shington, D. C. 

( 2) I ntelligence Offi ccrs, .\gents , ::md Special 
.:. gents :ir e eligibl e to attend the m!I Domestic Intelli­
gence ~r c.ining School . I - V( S) applicant ·.gents, i,gents 
( exc0pted st;1.tus ), Specin.l Employees , :.md, of course , 
Informer s :.lr e not eligible: to -1ttend the school. 

(3) Tho fo l l ovring form of orders slull be used 
when !',gent s :.i.r e or der e:d t o the GTI Domestic Intelligonce 
Tr 2ining School : 

Orders Simila r 
to Officers' 
Orde r s 

Report Under 

Indorscmont of 
Orders 

'l' r.::tining School 
Tr.:i.nsport:1tion 
-'.lnd Salaries 

m!I T r::tining 
School - Those 
Eligible to 
I,ttcnd 

,'\_gents ' Orders 
T r .1ining School 

- - - - - - - - - - - - - - - - - - - - - - - - - -
From: The Dis trict Intelligence Officer, 

J·.gent 
______ N::tv:11 District. 

To 

Subject : Tempor~ry additional duty orders. 

1. You ,;,rill proceed to 1'hs hington, D. C., and r eport to the Director 
:.it 9 : 00 ,:1.m~ 
Upon completion 

of IL val Intelligonco, N·..1.-"'J Dcp.1rtment, Building "L", Room 1200, 
on ---------,,:--:----e--- f or t emporJ.ry duty under instruction. 
of y our course of instruction, on or about --.-z,,--;--;----------' Yihen dire cted 
by the Director of N.:i.v:11 Intelligence , you ,·rill then proceed to 
~~d r eport t~ t e District Intel ligence Officer _______ n~v~l District . 

r DECLASS1FlET> 
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2. You will fil e ,·.;ith this office a ny cl:.1.ir.1 for sal ary or expenses 
due you up to the dat e of your dct uchmcnt under t hose orders. Your s.'.11:try a nd 
per diem expenses of l6 .00 whil e under instruction i n Wo.shington, D. C. , 1rt.l l 
be paid by tho Office of tbv:il I ntell igen ce . 

From: 
To 

1. 

District Intelligence Officer 

FIRSr ENDORSE!/ENT 

------------
------------

Tho Distr ict I ntclli~encc Officer . 
fi.gont --------
Detached . c~1.rry out b.'.lsic orders . 

(pl3.cc) 

( d .it e) 

2. S.:tl.:1ry ::md subsistence, if ·.:,.ny, ho. vo boon p:1id in full on o.nd · 
throu gh tho ubovo d.::ttc . 

From: 
To 

1. 

From: 
To 

District Intelligence Officer 

SECOND El'lDORSEMEl'IT 

W.:1shi!1gton, D. C. 

__________ (date ) 

The Director of H:LV .11 Intellii;cncc . 
.gent 

Reported . 

-- - - --
~ . ,-. ...... ,_ ,...~-"', to 
~ -· \_, ··············•· 

Auth: .E.OJ~? S8. ................ ... 
_ Date:0..J.€.Sf..f8.' ~ .... ; ~ S5?~ 

THIRD ;TDORSEFEI'IT 

Wo.shington, D. C. 

___ ___ ____ (da t e ) 

The Dirc..ctor '.:lf F _!. v_J.l Intelligence . 
.:.gc..nt ----- ----

(

- DECLASSIFIED 
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COr-l:':EBITr~t' Ii,L 

L Dot::i.ched. Pr oceed in ..1ccordance with basic order s . 

2 . Sc:i.l:i.ry Q.nd subsistenc8 h.1vc been p..:i.id in full thr ough this dntc. 

:. rticlc 19. 

(1) Since Nav1l I nt ellir,cnce Gorvice Civilian Opor-
:iti vc s 2.re not r egular f ederal employees, there are no I I J 
provisions for gr :.:..nting l ea.VG (:mnu.'.1.1, military, or sick) I 
to t hem under 1'!.:i.val Intoiligence Service Contracts nor 
under a.'1y laws or r egulations r elating to employees of 
the lhitcd States. 

( 2) Hanover, the District Intelligence Officer is 11 J 
authorized, n.t his discretion and so long as it docs not 
i nt erfere ,nth the proper functioning of his office , to 
permit ,\gents and ;.gc;nts (cxccptod s t 1.tus) employe:d as 
Na val Int.ellicencc Service Opcn:;.ti v.::s t o to.kc ti."!lo off 
from their r egular dutie s for periods not to exceed a 
t otal of fifteen (15) calendar days pe r annum during a 
rati-::ma l E:ncr 6ency or 'W8.r. 

(3) :.s a basis for computint; time o.ff , the year 
should com1r1cnce July 1 and extend t o June 30 . ·, r ecord 
of t i me off should bC; kept by thu Di strict Intc.lligc.:nce 
Office r in the f ile of t he p:1rticul :tr ci vilinn Opcrnti ve . 

(Li.) In case time lost f r om work 0 :1 account of nick ­
ncss exceeds t wo (2 ) days , t he cxtc!'lt of the absence f r om 
dut y should be r cporte:d t o the Di s trict Intelligence 
Officer and made a p~rt of t he r ecord of t ho Operative . 

~ .... ...... :!rade to ••••••••••••••• , 

Au!:·,: -~ · f .. ~9.58: ....................... . 

- 15 -
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Ch::i.ptcr III . Special Employees 

fu'ticl o 20 . 

(1) Cortc.il1 indi victuals other th::m SpecL1l ~.GC;nts , 
·-_gc!lts , ·_~ents ( excepted st.'.:!.tus) , _md Informers nuy be 

c.:mp1oycd by the l'!J.VJ.l Intcllic;onco Service for a specific 
period of tim-::: for p~rticular t.'.l.slrn . 0uch individuals 
will be designated II Sp:;;ci::i.l Dnployeos 11 :?.:-id m.1y carry such 
i dentification, other th:.i.n r ogul -,r · gents 1 credentials , as 
the r espocti vo Cor:m.md(l.rlts m:.iy prescribe.; excopt th:it 
I nformers , employed ~s such, r.1.11 be gi von no ic.ontifi '.'"' 
cation . ( Seo .. rticlc 13 ( 4)) • 

.'~rticlc 21 . 

(1) In vio;'i of t he f ;1ct th:1t Special Empl oyees .:1rc 
employed f or pcrticuldr tasks of a t0mpor 2ry rr1.tur8 , no 
contr .• cts need be mJ.dc ,.1. th them . Ho-,,evcr, Gpccial 
l!Jnployecs ;1r e r equirt.:d to execute in duplic:itc the 0..1th 
o.f Office :,nd Personnel Affidavit . ( See: !xticle 9 ( 2) 
a,,.d .. rti clc 10 (1 ) ) . 

Lrticle 22 . 

(1) Speci::i.l Employees ~re not to ~ng~gc, i n t he 
duties of Spcc:i.3.1 _gents , ·.gents, or Informers . 

Spcci:l.l Employees 

Ho Contracts 
·Required · 

Limi kttions 

m~~lASSlf IED 

_· 16 -
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Chapter IV . Informers 

.'.rticle 23 . 

(1) Officers of the Ha.val Intelligence Service 
~pprcciate the importance of establishing ;:..nd llk1intain­
ing conto.cts 1.-ri. th informants in general for the purpoGc 
of fncilit2ting the collection of information. There is 
spe cia l need for providing all possibl e safeguards 
::.go.inst potentia l or actual espionage or s.::.bot.J.ge . It 
is more importnnt to guard against or prevent their 
inimical '.lctions than simply to ctpprchend the guilty. 
These considerations indicate both the necessity .and the 
propriety in the exe cution of tho mission of ~T::1.val 
Intcllie;ence of malting use of Informers . 

tirticlc 24 . 

(1) '!'he regul.'.'..r personnel of the Ktv.:i.l Intelligence 
Service, including ·,gents , is neither adcqu.J.te in numbers 
nor suitably loc~tcd to insure obt2ining n.11 the informa­
tion of l egitimate interest r e quired biJ tho Intelligence 
Service. Discreet use should be nade of the services of 
Infomers in such locations n.s sh.:ill be necessary. Hovr­
cvor, Informers should be used only for strictly legiti­
mate :.i.nd proper purposes t o further t!"lc accompli'shncnt 
of the mission of the N2..v~tl Intcllj_gence Service . 

. . rticle 25. 

(1) Good I ~forners may be loc::,.ted, incidentally, 
nhilc c2.rrying on r cGUL:.r invostiE;ations 3.nd intelligence 
ncti vi tics , ,:md a. lookout for then should be n-.1intained 
in arens in ,·.nich their services arc needed. 

;.rticle 26. 

(1) h.s a general rule, before c:1pl 0ying Infor ners, 
it shcmld be ascertained by o.n :ippropri.::ttc investi g.1tion 
th_tt they a r e l oyal :ind othm:~·;isc generally r eliable. 
It is r ecognized th:l.t there my be occasions T;hen it is 
necessary to e:ilploy Inf ormer s .-.-ho do not fulfill these 
desirable b~sic requiro~cnts, but, in such spcci~l cases, 
alleged info:r.:1ation 0bt'.!.ined fro:'! thc:!:1 should be 3.cccpt­
cd i',i th appropriate reserve . 1.'fucn o.n indi vidml having 
Govern~cnt connection ~ppears to be ~crcen~:r-f in connec­
tion v1it~• 1.:,,.,..,~t~ari. ~for ;ner, reserve is indicated in 

a.., ... .. · - I -·: . .., ..... rnde to ., ..... ,.... . .. 
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conn0ction Tri. th such er.1ploynent. _lso , cJ.ution ;:mst be 
exorcised in r egard to t he !:loti ves of :J.n Infor r-;er . The s e 
m0tive s nay be of a personal naturo , springing fro~ a 
gr udge .::>r a desire t o do..'7ta ge o. conpetit0r . 

I nvcstigntion 
( co.1ti nued) 

(1 ) Infomer s r.1.1.y be vol unteers ".:!orkinr; rd. thout pay P.r?.y 
or may be pc.1.ig. . They nay be in the c.r::i.ed s ervices, i n 
other Govcrn.~ent e~ploy , or have no Gover n.~ent connection 
or st;itus . 

(2) No pe r son in the Ifaval Service shnll ever be 
given extra pay f or acting a s an I nforner although r ci ~­
bursenent may be me.de t o such per sons f or actutl necess­
ary and extraordinary expenses incurred in obtai nin r,: or 
t rans:nitti ng infonnation. 

(3) Compensation should be gi von Info:rners only '"nen 
it is dec TT~ed the infom~ti 'Jn is ~·rorth the price . r.s a 
gener ~l rule , infor ~~ti on should be po.id f or only on a 
C.O .D., and nf t cr verif ication , ba sis . P~p.ent of a r egu­
lar s a l ary to i n Info rraer is, except i n very rare cas es, a 
v;nste of f unds . .:~ duly s i enod r e cei pt should be obtained 
£J.nd f iled fo r every payncnt r.:adc . The c.lia s, n o::1 de pltu:ie , 
or ot he r desi gnat i :m 1:1:1y be s i gned thus in each ·:; : s o . 
H.1ndvrri. t i ng ::..nd possibly fingerpri nts .:i.r e 0bt .:i.i ned ::.fte r 
tho individual has s i Q1cd a nu., ber of r ecei pt s , even 
thou[:;h hi s pr oper m ::ic is not lmo·.m . Thie r ecei pt J.l s o 
substanti ates pay;-1ent s if called f or nt xny t ine by super­
i or cw.t ln ri ty . 

llr ticle 28 . 

(1 ) Me::1.be r ::, of the Uav:.il I nt elligence Servi ce shoul d 
exer cise the gr cntest car e not t 0 discl0sc the i dentity of 
or co7pr o:u.se t he secur ity of I nforr:ter s. Reports r eceived 
f r on theD should , a s a rule , be copi ed [!Ild t he original 
r eports destroyed . i'bt es on i nfor::iation supplied by t he!'!! 
should not disclose tho s ource of the i nfol';lat i i:m . 

!,rticl o 29 . 

(1) Infot:.1c r s T.d.11 be de signated by a unifon syst er.1 
::,f syr.1b0l s ,,hich a.r e co:.0 ~1on t o all }Taval ...:.cti vities under 
the jurisdict i:-m of t he 11-.:tva.l Intclli crncc Service . For 
Hav..1.l Districts , t ho synb0l s used ~-,'ill be the l etters 
111:n 11 f ,:,lloT;ed~ stri ct nunber .md by the serial 
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munbcr of the indi vidw.l, such as "HD-1-1" , "ND-3-2", 
111:m-h-611 , etc. The Washington Office nill use tho letters 
"Wn" f ollOY!Cd by the S8rial nu..-:ibcr. N..tVJ.l Stcl.tions, 
Guant.:i.n.1:.10, SD.non. , and Qua, ; will use 11 arM 11 , 11 S11 , ::.md "GU", 
rcspccti vely, follo':red by the seri.:::.tl nunber . E:l.ch District 
I ntclli6cncc Office ~nd that of each outlying Naval Station 
nill keep ~t file of Infor::nors properly cross-indexed ns to 
sy::,bol, pseudony:n, right n:1.:ie, or other designation ~nd 
the type of inforru tion furnished. 

:_rticlc JO. 

(1) It _is generally ncccssc.riJ to dovc:l op the use of 
Infor:-:1.crs upon .::m individuo.l b::i.sis . ThJ.t is, Infor:-.,crs, 
o.s .1 genor.'.11 rulo , Tlill pr ef e r t ,:i c )nfidc their infor::1n.­
tion only t o ~ s pecific individlli:l or individuals in the 
Inte:lligencc Or[?;;.!nizL~tion e.nd uill not · wi sh to do business 
Td. th ~myonc not v;ell knm-m t o then m1d, thcrcf , rc, not 
cnj-::>ying their c,:mfidencc . 
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