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OFFIOE MEMORANDUM)

HUMEER |

sitmpls and Correspondence to AFIE

g g W g s ——— — —— © . o e SET—— g

! i hefercnoce movacrapngs 14 and 15 »f TH 12-253, an extract of which
apnears at Appendiz A" hereto, ontlining instructions for the routing of
COorresyp nilenose . AbTrenlden Has been dmwn therato oy gl ;‘H,l.'l,'.rﬂtﬂﬂt eneral
ATHE for epnplinnees in all eorvespondenee nddressed tio AFHO.

e A1l slemals o Allied matbers antonodoc twr Allicd Feree Headguar-
will be el el 1 VITHE he use of words "rfoo' or "attention aof !
will bl avoilded .IT'l|.l 2t aiday wishon: tho stma? Il L e :.T'thtﬂll}' oy a
particular stolf rooticn T+ mast bo wderstocd that the contents of tho
stemnl are beine senl to SAGMT and npc to the strdf scotinn. The mero facth
that the werds; "for =3, or 5" ore o neerbed doga not alter the fanct that
the addressee : zrﬁ__'.'mflr"' [T gualifying clanse 15 wholly tc

cxpod it

L Moat AFHO corregoondenes io simned by the Ajutant neral or an
Araimtant Adiutert Onnara te nnbing an tho officinl orant of SACMED
in 50 dorng nnd A1y 13 not the 1 mated stalf voctlion, In coneral,

gorraspondenca shoulil not be adirasss AFED attention Al Seetion. Such

antion delavs d
&y

Fw when relyrriag | fotn corrennondenca, the file number, data
and =ubjeet arc rutflo identifietien for routing within AFHG, The Cact
thnt eorresubndines is signed by & 3 sentutive ol "..f MID 48 riot an indico-
tion that the reply sheuld be addressod to the Hr f the ='i_rrm-1". [n
neW SorreEponGonct s Tl i 1753 jlies f Yeoda felt that
referenco. o nlataff anetion ls desizable such o relorcnot may h-., uscd.

1
el

: GALLUZEC
€N WG G, USA
1 \ pacistant Adjutant

/3::«‘_: f»" Iésfx,(-"'f@
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Extracted from TH 12- 253

:U-I-- Channola

When lettors are routed throush other than normal military channels, tho
faot 1s stated two spacus below the subject. The followlng form ig usod:

SHRIECT: Avplication for transfer

THEIT Commanding Genoral
F'ifth ;LI'H"J
Fort flank, Hew York

The Adjutant Goneral
YWaahington 25, D. C.

15- ﬂﬂ'-II‘EEE

a, PLACENTNT, The addross ia plagod ag in the exnmple in paragrnph lh.
Tt 4s written in bleck style, with open punctuntion, and is placed directly
under the =mbleot,

b, FOEM, (1) Official correspondence iz normally addressed to the
commanding officer or chief of a command or installation by his titlc,

T0: Commnnding Officor
121st Infantry
Fort Brogs, Ne (e

T0: Ohicf, Tralning Ads Division
1 Paric Avenue
New Yorl, Ne Y.

(2) The nare of the commander or any other individunl ia avoelded in
nddresses of military letters, Vieclation of this prineiple froquently causcs
deloy in answoring correspondence whon the individual addreasod ia nbaont
from his officc. The only oceasion upon which a military letfer is addrossed
to an individunl by name is whon the communication pertains to him personally
and on rare ococasions when it is positively lmown that the individual will be
at his office on recel-t of the lotter and there is some spocial renson for
addrossing him, The same rulo applics to the use of the word "ATTENTION, "

(3) Military leticrs are never addressed juat to headquarters or offlocs.
¢, OONTENT, (1) The address muat be complete and acourato, Howcyer,
Army rulcs concerning protecting veolunble information mint not bo violateod,

Location of ovorsea units, cxoupt thosd listed in War Departme nt Circulars n;ﬁ'z 59
unolpsaifiod hcadquertors, are ncver shovm in the game wiece of mail on whic -

a1 s
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-

an APD number appcnrts (See pars T7-02 for {nformation reparding olags-
{fiantion,) Somo examples of oVErsca adflvesses are =

(a) To the aommander of an anelansified headegquarters:

T0: Commanding Gensral
Onpibbean Defenne Conmand
APO B3), ofo Pontmaster
Hew Orleans, L.

{
Mo the commander of a alnaeificd headquarters:

T0: Cowmaniing (teneral
inited States Army Forces
APO 999, o/o Postmaster
Hew York, 1. Y.

(c) To the comnander of a numbered unit outeside the aontinontal limits
of the United Stntes:

T0: Comnanding O0fficer
T31a% Tank Battalion
APC B10, g/o Poatmaster
Hﬂ"ﬂr Yﬂrkl ﬁ-l- ‘Il

(2) When lotters are routed to soveral individuels, the cntirc address
of cach is placed on gingle line if possible:

m0: Qommnniing Genernl, Rock Islend Arsenal, Rock Island, T1l.
Command L noneral, Watervlict Arseonal, Watervlict, e Yo
Commanding Uffiﬂnr,'Wntﬂrtnwn.ﬂrﬂﬂnnl, Wntortown 72, Mass,.
Cemmanding Officey, Pieatinny Avrsenal, Dover, My Js
Comrmanding officor, Frankford ﬂramnnl,'Fhilndﬂlphin 37y P
IN TURHN

A tissuo aopy is made for enah addresasee, and when +he letter romches him ho
withilraws Rlo copy which 18 identified by a chcck MAarits

(3) To specd routing, somo letters arc adiresscd to the attention of
a head of a subdivision of an organination or to an individual., This form
miat be used with cart. The writcr muat mow soritively whether tho addreseee

handlca the typo of letter concoernad. Exrnmnlcs arct
(n) Addrossed to the attention of n subdivision of on agcncy:

70: Commanding General, ASH
Washineton 25, D. G,
ATTENTION: Dircctor, Purchascs Divieion

(b) Addressed to tho attention of an individual:
T0g Commanding Genoral, AAT

Washington 25, D C.
ATTENTTON: Oplonal Richard B. Marsh

- D -
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When lettors are routed throush other than normnl military channcle, the
foagt 1s stated two gpaocs below the subicet, Thp following form i= used:

SUBJTECT: Applieation for transfer

THHRU § Commanding Genocral
Fif’l'..h fLTM,}"
Fort Blank, New York

The Adintant Gonernl
Weaohington 25 y e G

15 ™ J'H:I.-ﬁ."_‘frﬂﬂﬂ

8,  DPLACEMENT, The nddrcse is ploced a= in the example in paragraph 14,
It is written in blocl: style, with open unctuation, and is placed directly
under the mibjeot,

b. FORM, (1) official corroapondence 18 normally addresscd to the
comnanding of'ficcr or chicf of a command or installation by his title,

TC: Commanding Officcr
121at Tufantry
Fort Hrace, N. C.

IO0: Chief, Training Alds Division
L Parlc Avenue
New Yorl, N. Y,

(2) The name of the oommAnder or any othor individual is avoided in
addressea of military letters, Violation of this princinlo frequently causes
delay in answorine ocorrespondence when the individual Aadidressed is abscont
from his officce. The only ooonsion upeon which a military letter is addrossed
to an individual by name is when the oomunication pertaing to him porsonally
and on rare cceasions whon 1+ is positively knowm that the individual will be
at his office on reccl-t of +hg lottor and there is somo specinl renson for
addrossing him, The same mulc applies to the usc of the word "ATTENTLION, M

f}} Military letturs are never addressed just to hoadquarters or offioes,

¢, CONTENT, (1) The addross ruat bhe comdletn and securato, However,
Army rulen concurning Protecting vnluahble information mist not bo violnted,
Looation of oversea units, cxeept those liatod in Wap Department Oiroulars s J
unolasasi fipd hcmﬂmmrtﬁr-a, are. never shown in the same vwicoe of mril (1 '.'fhiﬂ57 HH

LS
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gin APD number appearss (See PATe 17
k i floations,) Somo oxamples of OvVersch

(a) To the sommAnder

A2 for inf
addresses 2Tre =

of En'unnlﬂﬂﬂifin& headquorterst

TO: Commanding Coneral
Gnrfﬁhuan'ﬂefcnﬁﬂ 0 groenn. Nk
' o/ 0 Pontmater

ew OrlnanS, Tinte
|

r of 2 olnasificd headquarters!

(b) To the o ermnnde

{c'} To the aomnander
of tha Uinited atatest

0fficeTy 1 i ToVeT, Js
E%dlnﬂﬂlphin.j?,'Pﬂ-

of ficer,

Enmﬁanding
Commanding
and when the letter roaches him he

A tissuc oOpY epoh Addresset,
is iﬂﬂﬂtifiﬁﬂ.hF a ocheck marks

withlraws his

To specd routing, SOMS lett
subdivision of an crganiz

d with cnrces ho writer mis
lettoT ﬂﬂnﬂcruad.

ars Nrc ﬂﬂﬂrﬂﬁﬂﬂﬂ o the r
ticn or to an individunls

a head of o
mst be uac ¢ now nositively whethe

handles the type of

(n) pddressed tO

TO: ormmanling Goncrol, AW
D. C

Waphington 25, - .
rector, Purﬂhanﬂs'ﬂivisinn

ATTENITTLON Di

Exanal o8 Ares
vision of an ngonoy s

the Httcntiﬁn of n abdl

(b)
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Amendment No.lL.
NUIBEER  20/19Mk )

orfide Memorandum 17020, dated 21 Decarbor 1944, is amegnded by tho
addition of new para 3 as followa:

A Je Notwithotaodine pararraph 2 akove, therc 1o
no vhjection to Sections and Sub-Coriinglons of' tho
Mlied Cormisaion contacting ropreseptotives of the
Mndistry of larine on roubine matters of vindoh the
Mevy Sub~Comicsion hag been nade copnigsant by the
(11460 Representatives copoerhicda In such cascy the
onus of keering the lovy Sub-Copuiisgion informed of
their deolings nust remadin with the Scctions orx
aub=Connissions conceriicda
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s Refereonce para y of Office Memorandum No. 10 dated 24 Oct L4, and Annexares
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Camnodore, USIHR
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Bricadier,
Chief of Staff,
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Civil Affsira Section
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talilishment Section

litical Section
Mavy Sub-Commission
Land Yorces Sub-Comission (MIA)
Alr Toroes Sub-Jormission
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War Material Disposal Sub-Comission.
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HEADQUALTERS

ALIIED CONTROL OCOMMISSION
ChE

Office of the Chief of Stalf
180CT

/1944

1

| I__.

Ref 6l4/1/COS. 16th Cotober, 1944

SURJECT: Group B Correspondence.

TO - (Hvil Affairs Sectlion
Economic Section
Fatablishment Section
vy Sub Commission
Army Sub Commission
Ar Force Sub Commission
Commnications Sub Commission
War loterial Disposal & Italian F.V. sub Comm,
Political Section
Y. . 0,

1. T refer to para 3 (ii) of Office Memorandum lio. 17, reference
65/ ,f’ﬂt;'-.‘] of 15 October . It is necessary that the Chief of Stafl be
kept informed of i1he more important matters dealt with by Sections and
I should be glad if you would make coples off Croup B correspondence
which you think would be of interest to the Chief of Staff, combine
them in e float file and send it to the Chief Clerk, Office of Chief
of Staff by 0930 houwrs on the following day.

By command of Commodore otone,

Prigadier,
Chief of Staff,

3719
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Declassified E.O. 12356 Section 3.3/NND No.

Heedquarters, aCC
Officc Memo 15, 1 aug B, cont'd

Commendant a8 of the fifteenth end lest dey of eech month on the gtanrdard payroll
form which will be obteinend from the neymester, Headpusrtera Commendant, The dates
for submigsion zné peyment will be ennounced in the Deily Bulletin, It is the
responeibility of the section or gubcornigsion concerned thet payrolls show proper
clegssification, thet saleries ere in eccorrence with amendment No. 5 to AFHQ adv
Adm Tehelon adm Instr No. 24, dated 17 July 44, and thet all employees have been
cleered throush Civilian Personnel, Civilien Personnel will post-audit payrolls
rnd will also be vrevered to Tre-sullt on request eny rough-draft payroll to

insure that selaries end clessifications ere correct,

By orcer of Ceptain STONE (USNR):

:;;;,ﬂi{ (ER£;Fﬂ£ tiﬂ: |
S 17 GLGUI}HgJ.c?.ﬂ:
Colonel, AGD

Exccutive Officer

DISTEIBUTION:
g - Modlified
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/ / HEADQS ARTERS
ALLIFD CONTROL OOMMISS CN
ReCr & M.Ge Seolion

AFQ 30l
Rex/53/122/0A, 5 July 1944,
OFFIOE MEMORANLL. . J
NUMBER f)
1. It may happen tint telegrama are wrongly markod by the Message

Centire "For Action" to the 3eotion, Branch or Sub=Commisalon which is not
funotionally oorncerned with the subjeot matter and "For Info" to the of'fice
which should take aotion,

2s On ocossions telegrams are sont "For Info" to all concernad,

Je In these ciraumstances it is the ddty of the offige which is
functionally concerned with the subject matter to tak® aotion regardless
0% the distribution made by the Message Centre ang to infomm Immediately
tie Message Centre and the offiee to which the mneasage my have been

Lo This does not abgolve the office to which a 8ignal has been
marked "For potion" from either taking action op informing the Mesaage
Centre,
'y == f' 2
/' y '__jq/’ f
I
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M, B, LUsH,
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Exeoutive Conmissionor,
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