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(bJ '])tvI ~,;A, . -,....... rt-. ' -'' I : 

1. Reference (a prescribed a monthl y administ rative report of the 
i nvestigative case load of Naval Intelli gence . Reference (b) established 
t he procedure of i ncluding as a separate figure at the bottom of each report 
the number of indices checks made each month . 

2. Some time has el apsed since the issuance of Reference (a) and diff erent 
interpretations have grown up in some instances concerni ng the data to be 
i ncl uded in administrative reports . In the i nterest of maintaining the 
hiehest dgree of uniformity in reporting, i t i s considered advisable to 
review the provisions of Reference (a\ and other related corre snondence 
in order t hat each monthly report will r ef l ect as accurately as possible 
the act hlal investigative condition in each district . 

J . It is intended that col umns 1 through 6 of the monthl y administr ative 
report c:1ntai n those figures w)1ich represent affirmative investigutive 
effort on the part of Naval Intelligence . All c"omnlete 0 ackground, 
l.imited Background and Name Check Investigat ions are to be jncl uded. 
A Name Check I nvestigation, c --.mprising an agency check, police and credit, 
together rd th other available sources of possible inf ormation , is considered 
to be a case i n which affirmative action has been taken, the results of wh:ich 
are reported on the usual~ for m 119. It is , therefore , as much of an 
investiration within the restrictive nature of its ix scope , as any other 
case. Furt l-er, in the event derogatory information is turned up, a name 
check i nvestigation is automatically broadened to afford as much coverage 
as the case ~~:Y,.., :rquire . A Name Check Investigation is not to be conf used // 1" , 

with a mere·~ Check wl:libh. 1t5±er iteJ?m i--s-eens4'-i2-ttetl-to 1r1ean a cheek-of ,o,J r. ; ,v 

tbe,.,Di&tx.ict fil es -oBlI• The ~..-:UCheck, or i ndices check, does not r equire ~~ 
assignment , investigation and report, but represents the type' of i nf or mation -
desired at the bott om of the Administr ative r eport separate from actual 
investigations. 

)G:.1lXVXWVID'<lhnnriro~.Mllla.vdvl'mrmnwbXU1&xmir~rli:c'~rtnctsVffl;jssessav~ 
:tlratxmrnkvoli:xi.raninort&µmrtvi:~. 

4. There is another category 0f case which reflects -borderli ne activity 
between a mere Name~ or Indices check and actual investigati on. 
Thts type of case arises where a request has been received for a 4-Way 
Agency Check only. A 4-way agency check i s construed to meaa that Naval 

~ Intelligence has been requested to check its own indices as well as those 
of the other i ntelligence agencies, namely, ID, OSI, and FBI. Normally, 

. these instances require ~ af firmative i nves tigatjve action i n t hat they 
are handled throuph establ ished liaison channels and are not assigned to ., 
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t he i nvestigative staff for any active work . Note t 11at an important 
distinction in this -type of case is thHt t he check xvmri:~mfygu is limited to the 
i nt ~lligence agencjes; it does not encompass police, credit and other ava~lable 
sources included in a Name Check Investigati on These l atter elements are 
those which br ing a request within trye actual investigative sphere and 
entail assignment , ±mms±±grt~NX actual investigation , and a subsequent. 
r eport. 

5 . In or der that Naval Intelli gence may receive full credi t.for al l actual 
investigative work perfor med, it is desired that all cases :md:lzkv on which ' 
such effort has been expended, be i'1ritten up as investigations on the usual 
form 119. Letter reports and memoranda are considered inappropriate in 
the absence of extem.w.ting circrnnstan ~es . It is believed that the number 
of ins+:mces in v1hich letter repor ts or memoranda are justifi ed for the 
f orw~ of i1??%~athered by affirmative investigative effort , 
are ~ -"•b®~ ,~~-arfect the over-all investigative picture. It 
makes no difference whether an i nvestigation is requested by Form 152, 
letter, or tel etype; if actual assignment and work is involved, the r esults 
should be , normally, forwarded by a 119 report. fJ!ost routi ne cases will 
originate through the use of the standard Form 152 al though it is recognized 
that the unusual nature of some cases will make it more desirable that a 
letter be for~·,arded. In these cases, the l etter merely replaces the more 
co:<,ent ional 152 and is not i ntended to~ convey the impressi on that the 
originator desires a letter report. As a matter of fact, the originati ng 
l etter should be soecific if a l etter report is desired. Lacking compelling 
reasons t o the contrary which should be relatively few, any i nstance in which 
representatives of Naval Intelligence have conducted i nvesti-gative wor k , 
should be forwarr\ed by a 119 report. Cover or forwarding letters may be 
used to assure special handling of investigatio_ns ~·thich might so require , 
but these should wu.tvirnmzximr be limited to ,the forwarding action of the 
report proper and should ntt contain the results of the investigation 
conducted. 

6. The use of standard nomenclat ure and practices ~n reporting the 
condition of work incident to investigations is necessary in order to 
achieve the highest possible uniformity and accuracy. It is believed -that 
the clarifications set forth herein will be of assistance in the preparati on 
of future reports. It is desired therefore, timvmumrldi that the monthly 
administrative reports contain (a~, in columns 1 through 6, a record of all 
investigRtive activity engaged in durinr the past month which was susceptible 
to actual effort being expended; ~b), a s t atement at the bottom of the report 
indicating the number of i ndices checks made during the past month of the 
District flles only; and (c), the number of 4-way agency checks made which ±! 
fell short of actual investig,:,tion. 1.. ~ /J 14 ti) 
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