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Op-16- E~3 : 
A3- 3/EN3-10 . ·, 
-eotrn ffi\lH4l IAL 
Serial 01 65916 . .. 

. .. . . 

From: · 
To :; 

Subjec.t': 

. . 

Refer ence::· 

Enclosui;e : . 

NAVY DEPARTMENT 
O;E'FICE OF THE CHiEF OF WAVAL OPERATIONS 

WASHI NGTOM ... . 

J anuary 18 , 1943 

The Director 'of 'Naval I ntelligence . 
The Distributior\ ~i s~- Appended . 

.Inveist.i g~t ion REique·qt Fcfrir1,. trnI-1.52 . 

(a ) Op-16-iB- 3 memorandum, . A3-2/ND , Seri a l 353781 6, 
subj ect 11 :Reports' ar1d 'cards When Furnished for 
Inf.ormation Onl y 11 , dated Sept . ·13 , 1942 . 

(A) SampJ,.e ·copi e s qf s_ubj.ec.t' 'form • . 
. . - . ~ . .. 

. 1. . .Ref e r eU:c:e .la ) ' whtch p;~o,rided. for 'the use of the 
. abbre:via t ion 11 FI0 11 for ·ma t .e rial for,,mr ded . ~rhich d id not r equire 
i nvest i gati;e .action, 'is here?~T canc_~·1:i e:id. ·.: . 

2:: _ . ·Form. irnl..:_·lp2. is, ·b-e i ng :ad·o~t·ea.· . in order that r equ ests 
for inve s tiga tions mig!lt b e r 'e'achl ~r f dentified n.nd rout ed. to t he 

. Or,l &--E- 3 section immedi ate l y upon t he ir r ec e ipt . Consider able 
d iffi.culty has . been exnerienccd .in t h e u se of co.r ds for forwar d i ng 
inv'estigatJ,ve l_eaq.s 'b ~-c~,u s ~ \he ··l a r ge v·olume r e ce ived ~eke s it 
n ec·essar y t .o examine. each c nrd to -l ocate t hose conta ining such l eads . 
I t wa.s ,origina ], l y. thou.~-t ·that t _he p roc edure outlined in Ref e r ence 
(a) \'fOUlg. ·.r e l i eve the situ....,.,tion ;· howev e r , some confusion has a risen 
in t h e .. us.e of 1~FIO"- on · ca r ds ,-i.he r e such ca rds· are· ~f int e r est to 
se c.tions · ot h er . than -Op-Hi-E- 3. . . . ~. . : . . - . . 

3 . Enclosure (A) ,-, i-11 b e us ed · in the future by the I nte l -
l i t;ence Servic e for r equest i ng .investi6 ntions forme rly r equ est ed on 
3 x 5 c a r ds ... .. _ This form i s to b e made up by the dist r icts as needed. 
The _following i nstructions sh~ll gove:rn the use of the form: 

(a.) As ind icated. nb.ove , t his form will supersede 
in,re stig F1.tion r eque s t s her e tofore made by card . In specia l 
cnses , \•1h e r e t he need exi s ts, it may b e nec essary to orig i 
nnt e r equests by l ette r r 11..t h e r than b ~; n. form, It is 
sugges~ l e tte r usage b e held to a mi nimum. The 
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current practise of setting forth undev e l oped l eads in 
l~TI-119 investigation r eports is no t a ff ected by the . 
ad.opt i on of subject form 

(b) Th.e s ::i.me nwnber of 3 x 5 index ca rds a s a.r e 
presentl y used. a r e to accomp any a ll invest ig<1.t ion r e quest 
fo r ms . At the time suer~ r eque sts a re r e ce ived in the dis
trict vrhere a ction is indica t ed , the cards ma~' b e det ached 
immediat ely dnd pb,ced in the. i nd.ex f ile for r efer ence 
purpose s . The i nformn.t i o:-{ col}~a i ned on the fodex card, 
should be a s ~ri ef n s.:possibl e . The use of R form which 
could. . :O e printeo. \'!i_t h :ui approp riF1.t e text leav ing only the 
.'.'1u~j'ect , da t e , and clist_ribution to b·e typed ·in is r e com
.mended. 

·. ( c) . On. the .form, ·~.mdei 11 Subfect 11· , Nil l li e typed. the 
name of tli.e i nd'iviciu al or cirga~i z;:i.tion' concernfng whom the 
investigat ~.on is -reque s t ed. . In the .cn.se of an individua l, · 

a ny ·knoi,m_ .fl.lic1.ses shoulq. .c1,l 9_0 __ ._be ' incluo.ed. Spa c e i s IUSO 

providect"'tor' the c1,d.dre~s 9{ the subj ect • . The· dn..t e line Fl.t 
.the r i r.nt ·side of the shee t shoul d r efl ect the d.1.t o the 
:reque st l eav e s the orig ina ting d i s tric t. Wher e the subj e ct 
is ~n office r ·or enlisted mc1.n·, ·11is r ru1k ·or cll',SSification 
shoul d appear .. <'.',fter :,,i_s n~'!le . . 

: ( d) .-The ~ext .li.r~~ . ~aJ;t.ioned .. 11D°r.i g inn.t iri.g .District"; · . . 
should ind ica t'e the · nur.ib.e r ·o·f the· d i s tric t n::tki ng · the ·. 

rE:lquest. Wh.en the.qe forms n r e nrint ed in . . the individual 
district the words 11F irst lfav a1T1 ; 11 Thi'rct Nava l", e tc. , can 
b e i ncorpo.rR.ted to obv i qt e l nte r t ypin.cc- •. 

. • •' •• •. ' • • • t. - 0 

( e ) .'.Und~r ·t ~·e hcadi ng · nori g:fn ·o·.j Request " shoul d b e 
pla c ed a brief stat ement of t he r.1anner in which the r equest 
cane to the Intelligence Se r v ic e , such as 11 Request of :BuShips 
for bi=,,clq~round invest i g ,.,.tion of subj ect"~ or 11 Requ es t of CO , 
NAS , Pensaco l a , for in-rcstigA.tfo~ · of .. . s,ib j ect , .. an er:ipl oyee 11

, 

or 11 Reque st of Comeastseafron for i nvest i t:ation of s ubj ect, 
· · an applicant f o r commiss ion 11 , e tc. 

( f) 11 Re f er ence s 11 should. include , by itemiza tio.::1 in 
t he usur1.l f ashion, 11 (a ), (b) , (c) 11 , et c . , nny rmt e i-ia l , 
including ca rds , correspondence , or p rior r e::,orts which 
the origi-nat ing d i s t 'i;·i'ct desire&. to hc'J.v.e the 11,c-tion district 
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note . Cnr o sX:ould b e exercised to f.1."..ke ce rta i n t :'1".t 
the 0.ctior-. district hn.s in its possession copie s of n.ny 
nn.toriRl r e f e r enced. 

( g ) The headi ng 11 Enclosures11 is to i nclmle n.ny 
nn.t e ri n.l trn.nsnit t ed for th3 n.ssist:>nce of t:1e n.ction 
d i strict . I f t:: er e i s noro t1~n.n oi1 ~, e:1clos11re , tho~r shoul d 
b e iten i zed :i.s 11 (A) , (B), (C) 11 , etc ., i n th :, custor:::->.r~r 
:1n.nncr . 

( !1) 11 De t /'l.ils of Requ.cst or S;1cci:,l Cor1_:7ent 11 • I n the; 
spn.c (~ provided u:.1.a_or t ::-iis hen.clL1g , ;-,,lJ. 1 00.c.s s~1ould be 
clen.rlz' s e t fort:"!. n.n"_ i rlontified . I r:. ,,_ddition , tlwre 
,1::.~' be i ncluded :1n;, r e;;r,.rks ne ccsst1.r ~r to ,,.s s ist the act ion 
cl.istric.t to !Jroperl? co:1duct t::10 i nv osti(c;:,.tion . '.l!1er e t he 
r e q_uost. :or~·•r-.rds 'IS an c:1closure n. co:n:r of n.:1. n.ppli c n.tio:1 
or pcrsc5n:, l ::isto,:~_r ·stn.tc~;-2,-n t , it ,"ill b e r~e cossn.r:· onl ~r 
to idcntift this n:>.t cri..,,l t o t he 'l.ddrcssco , such n.s 11 I r:
,· c stign,t e .~;,cl r eport on 1-:nc~s L1 :rcru.r d i s trict s et forth 
i n Encl osure", or so::ic s i:1il ri. r pl:r::i.scolo .;:_,::' sui tr,.b l c to tl1c 
cn s e ,,-,_t ::and. As L1dicri.t 0c'. ,,t t::e bqtton of ·the . s:1cetl 
t~1e r everse s ide of t:1.e f0 !Y! cr,.n be used if ,1·ecessnr;r . 

( i) In t :1.e l o•·1er l eft :in.ncl_' corner is '1. spn.'ce for 
dosicnn.ting t ~1.e degr ee of i,1portnncc a ttr.cl:cd to t!1c r eq_ue st 
bj' the orig i nn. t i nc d i strict . :·i!'lcr e J)OS s i 'b l e , 11P r i o r i t y 11 n.nd 
11Ursont 11 clr-.s s ificr,,t ions s hould b e n sod snP.ri:1[;l ;' i n orde r 
t~1,--,,t t 1: _e ir: s i g:--\ificn..,c e ,-rill :1ot "b e l e ss on ed o;.' ovor-use . 

( .j) .·1:,e b lock i a tho ·10,,rer 'right h:c:7.d corii.or is to 
sho 1.•1 the d i s tribution of tl:e r eq_uest . \f1er e r:mlti)Jle 
distributio:1 i s eff s? ct ecl , it is !'!Gc essnr:• to t yrie i r-_ on l ~r 
11 1, 5, o:TI 11 , etc ., 'l.ft ,, r t:,e n'1,V[l.l district '.1.0br e,r:i: n.tion. 

4 . • ~fot h i ng r-s<l!; ,:i i n cor. t·,.i n ed s:1::1.l l bo construed ns :1od i -
fy i !'.l.g or c ,,,;.1c elli::i.e:· ~.,1~r c1irectic•os ;:~01-r b GL1G follow ed i n t }1c use 
of . 3 X 5 i nfo'rri~tion C,,.,_r ds for. for•-r:1.:t~lin; d -•.tn. ,-,::ic:: r1o e·s no t r e
quire irivest1e;:i.ti" e ...,ttentio:.1..· 

5 . It i s r ea_1.1e sted t>..'l.t t'.1.c districts obt .'l.in ,..,_ supDly 
of For:1 ~"lTI- 1 52 :-i.t tho ,3 :-i,rli ost :prr1ct i c'l.ble c',:::i.t e .--,nd i nnu gur:-i.t e its 
use i o!,r-d i 'l.t e l ~r . Tho co lor :nr,;;>o r to b ,~ us ed i s ..,, d i st incti•·o 
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5. _\. sri.r.1p l e f orn i s 0.ttnc:1od :1or oto s howi ng t ho i n f or::in-
. . tio :"l 1,rl1ich r.1i g:1t n.pperi;r : t l1or ei n i n ;:i. t ~'l) i c:,,l en.s o . A b l a nk for r.i i s 

n.l so n.ttn.ched i n o r der · to' serre n.s· h. guide fo r the d i stri c ts i n 
ord€ r i ng stip))lios the r 'tioL · ·· 

· .. ·· .. · .. ... -..:.~ ... 

7 . It i s r econnendec1 t ~1.'l.t t :,e 1;re i bht qf the :'.:)Fl.})t- r usec1 
on ;: t !:.is · f orn . b e o f · suffic i ent st r cnf;t ~ · to ;.,it~st r-.nd ord i n fl.rj· :J.n.nd
l i ng i n. o r de r t :l.'1.t it nr,,y ll econe· rm i nyer,r i l :o, rf of't !: o file , bu t 
n.l s o lig~1t enou gl:. to :Yi.k e .. fl, l egible s i x t ::. ·cP.rbon con~r. T~1a ,,,e i c!lt 
of t::10 co:1or. s~1oet u s 0cl Or! t :i.e I nvesti[:.;n.tio:, Report Fo r n i:~71-119 
,·!OUld ~.pponr to be su i t n.b l e . 

/ s / ~ . B. Ke i sk er 

E. :S . :{e i slcer , 
·:3~, d irec t ion. 

Di s trib ut i o:-1 : All Dist ric t s (~x c ept 16 ) 

. : . : •, 

·· . . 

. ' \ . . . ~ 

- 4 -
,:. . J :· .. • . 

DECLASSIFIED 

Authority~~\?~ 3uil.\3 




