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NAVY DEPARTMENT
OFFICE OF THE CEIEF OF NAVAL OPERATIONS

WASHINGTON
OpileBis  i.: L ; ' e
A3-3/EN3-10 0
Serial OL65916
30 ‘JacuaryIIB, 1943
. From:' ~  The Director of Naval Intelligencc.
Tois. we . The Distribution List Appended.
i A e S T mI-152. .
Beference:  (a) Op-16-B-3 memorandur, A3-2/ND, Serial 3537816,

subject "Reports and Cards When Farnished for
Informatlon Only", dated Sept. 13, 1%942.

Enclosuzéi. .(A) Sample coplcs of.suhgect ;onn.
. _.l; > s Reference (a) whic‘ﬁ. provldcd for the use of the
,abbrev11t10n "FIO" for material forwarded which did not require

investigative actlon is heréb" cancelled

2 574 Form Jll 152 is bclng adonted in order that requests

for 1&vest1gat10ns might be rendily {dentifiéd and routed to the
.0p-16=B-3 section immediately upon their receipt. Considerable
difficulty has been exnerlenccd in the use of cards for forwarding
investigative leads ‘because the 11rge volume received nakes it
necessary. to examine each card to- locate those containing such leads.
It was originally thought ‘that the procedure outlined in Reference
(a) would relieve the s1tuption' however, some confusion has arisen

. in the use of "FIO" on cards where such cards are of interest to

b sectlons other than Op-16-B-3.

2 3 Enclosure (A) will be used in the future by the Intel-
llgcnce Service for requesting investigations formerly requnstcd on
3 x.5 cards... This form is to be made up by the districts as needed.
The following instructions shall govern the use of the form:

(a) As indicated above, this form will supersede
investigation requests heretofore made by card. In special
cases, where the need exists, 1t may be necessary to origi-
nate requests by letter rather than by a form, It is
suggeste : -His letter usage be held to a minimum. The
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current practise of setting forth undeveloped leads in

WMTI-119 investigation reports is not affected by the
adoption of subject form

(b) The same number of 3 x 5 index cards as are
presently used are to accompany all investigation request
forms. At the time such requests are received in the dis-
trict where action 1is indicated, the cards may be detached
immediately and placed in the index file for reference
purposes. The information contained .on the index card
should be as brief as possible. The use of a form which
could be printed with an approvriate text leaving only the
subgect date, and dlstrlbutlon to Dbe tyned in is recom—
mended.

v

'(c) On the .-form, under “SubJect“ will be typed the
name of the 1nd1v1dual or organization concerning whom the
_investigation is requested. In the.case of an individual,
' ‘any known .aliases should also be 1nclu6ed Space is also
. provided for the address of the subject. The dnte line at
‘the right ‘'side of the sheet should reflect the date the
request leaves the originating district. Where the subject
is an officér or enlisted man, his rank or classification
should appear“after his namne. -

(d) The next line, c~nt10npd M0riginnting District",’
should indidate the’ number ‘of the district making the
request. When these forms are nrlnted in the individual
district the words "First ¥aval®, "Third Naval", etc., can
be incorporated to obviate luter typing..

(e) ‘Undér the heading "Origin of Request" should be
placed a brief statement of the manner in which the request
came to the Intelligence Service, such as "Request of BuShips
for background investigrtion of subject", or "Request of CO,
NAS, Pensacola, for lnchtqutlon of subject, an cmployee",
or "Requeqt of Comeastseafron for investigation of subject,

~an applicant for commission", etc.

(£f) "References" should include, by itemization in
the usual fashion, "(a), (b), (e)", etc., any material,
including cards, correspondence, or prior revorts which
the originating district deSires.to have the action district
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note. Care should be exercised to nake certain thnt
the nection distriet has in its possession copies of any
naterial referenced.

(g) The hending "Enclosures" is to include any
naterial transmitted for ths assistronce of ths nction
district. If there is more thnn oune eaclosure, thoy should
be itemized ns "(4), (B), (C)", etc., in tha custonnry
MAnner.

. (h) "Details of Request or Snmecinl Corment". In the
: space provided under this hending, nall lends should be
clearly set forth and identified. In nddition, the
nay be included onr renarks necessary to nseist the action
district to mroperly conduct the inwestigation. 'There the
request forwards ns an cnclosure n copy of an applicntion
or porsonnl historr -stntenent, it will be necessnry only
to identifyr this mnterinl to the nddressee, such as "In-
. vestignte rnd roport on lends in rour district set forth
in Enclosure", or some sinilar ﬁ““QSCOTOF" suitable %o the
cnse at hand., As indiecnted atv the bottow of ‘the sheelb,
the reverse side of the form cnn be used if necessary.

(1) In the lower left annd corner is n spnce for
designnting the degrce of importance attached to the request
the originating district. Where possible, "Priority" and
"Ureent" clrssifications should be used 5?‘r1nrlf in order
that their significance will not be lessened by over-use.

(3) . The block in the lower right hand comiecr is to
show the distribution of the request. Wiere multiple
". © distribution is effected, it is necessary to type in on 11y
' "y, 5, OJIM, ete., after the nnval district abbreviation.

4, . Wothing heorein contnined shall be construed as modi-
ﬁjin"‘or cwﬁcQIliﬂ g any directires now being followed in the use
f x 5 information cards for forwnrding data which QOLo not re-
qulru investigntive nttention.

B It is reguested thnat the districts obtain a supnly
of Forn II7I-152 at the earliest practienble date nnd inaugurnte its
use imnediately. The color nrper to be used is o distinctive
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6. A sanple form is attnched hereto showing the inforna-

. tion which night appenr therein in o typical case. A blank forn is
nlso attached in order to serve as h guide for the districts in
ordering supnliss therec of ;

i It is recommended thnt the weight of the naper used
on.this forn:be of’ sufficient strength to withst~and ordinnry hand-
llng in.order that it nny beco“e an integral part of the file, but
also 11Ght enougr to ke n legible sixtlh carbon copy. The weight
of the cover sheet used on the Investizntion Report Form MTI-119
would appear to be suitable. T b Al

q@_- QN R

/sf E. B. Keisker

H, . Xeisker,
By direction.

Distribution: All Districts (Zxcept 16)
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