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SUBJECT: Unnecessary Coxrespondsnes to AMD Armies. 7 () AUG Recd

T 1 Agriculture Jub~Comuission Labor Sub-fommission
lormsree Sub-fommiswion Publie Works & Utilities Sub-Oomm
Pinance Sub-Commission Pransportation Sub-Comulssion
Food Sub-Commission Faguisition Division
Industry Sub-Commission

1. AM} Armies somplain that shey are receiving from ACC considerable
emount of eorrsspondence which does not conesyn them in any way. Though
under stasie conditions they would be willinz to receive, As a matter of
genaral interest, copien of inatrueiiens to be smxriad cut by Regions and
others, owing to their present mobile siate they prefer to recsive only
those items of corresponflence which esposially ocall for action on their

pard.

2, Though 4t is believed that other seetions of ACC have been prim-
arily responsible for the paper indigestion now troubling AMG Armies, will
Sub-Commissions of the Eocnomic Section pleass rofrain from sending unnoo-
sssary peper %o AM} Armies.

O M. SHARP, Xt. Ool., R.A,
Copy tos 9.0, 1, (CA), Fecnomic Section
R.Cs & M., Sestion —
Ref 345/17/0A
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5:-'!.!: All Offiocers ¢ ivil j.l‘fliru'ﬁnnﬂh:

1. office Order No«d (folio 2) is re-oiroulated
for all officers to read pars.l (iii) with regard to
mmaten.

2. Flease initial this note after parusale

7&0“‘ gW P 5

G.W. 1.SHIFP,
m“‘h-ml-
civil Affairs Branahe.
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HEATK ARTEDS
ALLY D COWTRIL CONBISATLL
VieCo & Molis 9o suion
ATO F4

Re?/53/122/0A,

OFFICE MEMORANLw.. |

WUMBER £ )

e It may happon that tel.egrama ar: wrongly maaked by the Mossage
Centre "For Action" to the 3ection, Eranch or Oub=Commission which is not
funotionally oorosrned with the subloot matter and "For Info" to the offloce
whioh should take acllons

2 On coonsiona telegrama are sont "For Info" 4o ell concernads

3s In thepe clrcumstonces it is the &ity of the offioce which 1s
functionally oconcermed with the subjeot matter to tale aoction regardless
o2 the distribut.on made by the Meesege Centre and to inform immodiately
tae Message Centie and the of'floe to which the message may have boen
(wrongly) sent for aotiom of this intention.

’ This doua not absolve the office to which a Eignal hns been
l.n.rkeﬂ "For Aotior' from either teking eotion or informing the Message
Centio.

M, S. LUSH, i

Brigadier, 11,90

Exeoutive GomimumLEnl ;
DISTRIE'T! '

I'L‘.‘l
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ALLIED CUORTRUL QOIS o1l
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AFD 354
Ref/345/12/CA, 13 June 1944,
QFPICH ORVER )
[
RUVMBER 3 )
dOVE TU ROUE « ADVANCE FARTY

]

1« In accordence with ACC Movent Crder N° 1 of 10 June 1744 and
sxeoutive Commispioner's instructions $he following Ufficers and B¥/UR

will be prepared 1o form part of the sdveice Party:

kajJoxr Talbot Ced,Br,

fajor Gillet #® m (Info Div)
5/%z% Thompeon CsA.Br.

Cpl “iddleton B

Pfo rarlasruhber nowon (Info Div)

s Chief Clerk (¥,0.1,%rom) will srepare the nagensaYry returns for
rubpisnion to Hg, Commandant,

4

3« The following office atores will be vacked.

R« Hoxes, asdorted stationary - 4wo (2)
b. Typewriters - ossad - one (1)

e 1 Typewriter Y /
1 box, statlonary diotionaries, eto,) SELOYBERINR D1V
Office equipment, stuores, statiozary eto. sufficient t0 0Om-

d,
plete load of vehiovle mllotted to Beanch.

HofEr Theme stores will be thoee not likely to be required
at Main Hq, during period uf move of sdvance “arty - love

of Main Hq. llﬁb"
Boxes will be lobled with name of Branch and numbered in order of
priorvity for loesding.

te The party will be prepared to move at short notice at any time
aftexr 2355 houres 12 June ,

5« The party will move under movement ord Qtf

RORH r‘., B. FL'HT!:
Colonel,

DW /IR,

to be published later.

Deputy Executive Commis sloner.
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FEADUART ST
ALLIED CONTSOL ©0if dS5I0N
HeCh & WLG. Section
W0 j?*’k

Ref /54511 /as., 26 Moy 194

CORRE FONDENIE n

V.P's of 3ections hove rocuosted that i.n forwnrding corvospondence
for Informntion or action one of the fol lLowing formu of adilr=ss shoild Be n
] s

1/
(2) Where it ip Aegired that the Section Staff ah fl'
nove Pirgt sicht of the popers

Administrative (or Beonordic) 3ection.

(b) Where one Sub-Conzdssion only iz conosrned and the
papers  con be dealt with firat at the Sube
Comnlopion lewel:

Adod ctratlve (or Hoonomic) section
T**"nz' E0 Legal (Labour) Sub=Coirission,

A

Ce fere more than one Sub-Comnicaion in o S¢ wetdon iz concernod
sufficient coples of the papors for distribution by the Scotion Staff
should bo .n]n-i-::rl address as in poxa. 1 (&) above.

Mﬁww 5%"“\

1

,|L J.'-l ..EII .._a-l i EJ?'E’. -

Colonel,

Deputy Executive
WDN/RAC., ' Corsnizsloners|

Coplen to: Admin. Section.
Feons Sreetilon.
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\ _IVIL APPAIRS DUTY ROSTER = OFF:  RS.

1. Pelow is nppendsd a Duty Roater for Civil Affeirs Officers who
will be on duty on SUNDAYS. Will officers please initinl against thairy
nanes,

2 There is no objection to offioers changing days providing they
inform ms of the change and it 1s mutw.ly agreed.
Major W.Driffisld White
Major E. Brown
lagor-Fovsmirey Lo | x‘“‘"\}‘"{‘
Major J.W.Cunliffe
Capte E. Talbot
Capte H. Baker
Capts F.E.Glllett
Capte-Ovommuybuoniss [ 104 Mkl
Major J.S.Reakss
Yajor Dragneff

[ NORMAN E. FISKE,
L‘.-Dlnml,

Daputy Exscutive

Commissionar.

o

L1
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HEADQUART 5HS
ALLIFED CONTROL COMMISSION
R.O. & M.G. BECTION
AFO 394

Ref/345/ 8/CA

OFFICE ORDER )
-

NUMBER 7)

In order to increase the efficiency of work in Civil Affairs Brunch
it has been found neceasary to introduce the followling:

Of'fice Hours, A staff of 1 NCO and Ty ist until 1900 hrs each day,

Days . All personnel, with the exce tion of 1 NCO and 1 Stenogra;, her
to take the day off on Sundey instead of weekdays.
Information Divisicn will alsc retain 1 Translator and 1 File
Clerk for Sunday duty.
Personnel on duty Sunday will be off on the previous Saturday.
Days Cff are sublect to exigenoies of the Services,

There will be one Officer on duty on Sundays and he will be
located in Room 42, all phoae calls for Civil Affairs Branch
on that day will be switched to that office,

A duty Roster has been issued,

There will at all times be 1 clerk in Civil Affairs Brench
Clerks Office during the day between the hours of 0630 and
1900, and 1 clerk in Information Division, day and night.
Arrangements have been made to make this possible,

Clerks Duty Roster has already been isauad.

/(_U'IK_HJZLJ../I}["! J'I(} [{/

NORMAN E. rISKE

Colonal

Deputy Executive
Camd ssioner

[

1uak
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HEADQUARTERS
ALLIED CONTROL COMMISSION
R.C. & M.G. SECTION
Civil Affsirs Branch
APD 394

Ref/345/7/CA 12 Moy 1944

FFICH ORDER )

NUMBER 6 )

The staff principles set forth in the followlng ex-
cerpt from a military publication have been edoptea by the
Director #s bzsic working rules for members of this branch,
so far #s applicable under A.C.C. conditlions;:

nl. The doctrine of 'completed stafl work' 1s a doc-
trine of this office.

n2, YTompleted stalT work' i1s the study of &8 prob-
lem ané presentation of a solution by a steff officer,
in such forw that #ll that remains to be done on the part
of the heaa of the staff divislon, or the commander, 1s
to indlcste his approval or disapprovali of the completed
action. The words 'completed sctlon' are emphasized be-
cause the more difficult the problem i&, the more the
tendency is to present the problem Lo the chief 1In plece-
meal frshion. It is your duty as & steff offlicer to work
out the detuils, no matter how perplexing they muy be .
You may and should consult other stafl olfflcers. Tne pro-
duct, whether it involves the pronouncement of a new policy
or affects an established one, should, when presentec to
the chief for approval or disapprovsal, be worked out in
finished form.

n3, The impulse which often comes to the irexperi-
enced stuff officer to esk the chlef what to dou, recurs
moreé often when the probem is difficult. It 1s accompanied
by @ feeling of mental frustration. IT is so0 easy to 4sk
the chiefl what to do, ana it appeers so euasy for him to
know your Job. It is your Jjob to advise your chief what
he ought to do, not to ask him what you ought to do. He
needs answers, not guestions. Your Job is to study, write, .
restudy and rewrite until you have evolved a single pro- \jo
posed action--the best one of all you have considered.
Your chief merely approves or dilsapproves.

e i L T T e e B il

=l
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"4. Lo not worry your chief wilth long explanations
and memorsnda. Writing & memorandum to your chiefl coes
not constitute completed staff work, but writing a memo-
randum for your chief to send someone else does. Your
views should be pleced before him In finlsheé form so
that he can moke them his vicws slmply by 2igning his name.
In most instences completed staff work results in & single
document prepered for the signature of the chiel, wilthout
an sccompanying comment. If the proper result is reached,
the chief will usually recognize it at once. I he wants
comment or explenation, he will ask for lt.

n5, The theory of completed steff work does not pre-
clude a 'rough draft' but the rough draft must not be a
half-baked idea. It must be complete In every respect

except that 1t lacks the reguisite number of copies end
need not be neat. But & rough araft must not be usec &s

an excuse for shiftlrg to the chielf the burden of formulat-
ing acticn.

"6, The 'completed stuff work! theory may result in
more viork for the staff officer, but 1t results In more
freedom for the chlef. This i3 as it shoulc be. ¥Further,
it &ccomplishes two things:

+ The Chiefl 1s protected from half-baked ldesns,
voluminous memorande, and immeture oral pre-
sentments.

The stsffl off'icer who has a renl 1dea to sell
18 ensbled more readily to find a market.

"y, When you have finlshed your 'completed steff
work! the final test is this:

If you were the chief would you be willing to
sign the paper you have prepsred, snd steke your pro-
fessional reputation on its belirng right?

If the answer ls& 1n the negative, take it back snd work
it over, because it is not yet 'completed stell work.'

VT 108
;@'J'I{Q«M_ :

} C. BOWHAN

Asst. Director.
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HEADQUARTERS
ALLIED CONTROL COQOSSION
Hqcl E-c l-[lnfu Sﬂﬂtim
Civil Affairs Branch

AXD 394

Ref/34546/ChAs

OFFICE ORDER )

NDEER 5 )

le In the interest of efficiency and uniform practioce, it 1s
assired that initial responses to incoming telephone calls received in
this Branch, be as follows ¢

(a) If received by an officer, B{/0R, or civilian employee
of the Linison Division or the Information Division, by
stating the name of the Diviaions, followed by the ramk

and nams of the person speaking :
Example; "Information Divialon, Private speaking."

(b) If the call is received by any other offioer, 4/0R, or
cdvilian employee, of the Civil Affairs Branoh, except
personnel in the immediate office of the Director) by
statingﬂwnmmnfthuarmah. followed by the rank and
nams of the permsons speaking !

Example: "Civil Affairs Branch, Private spoaking.”

1f the call is received by a PA, Clerk or member of the
impediate staff of the Director the response will be in
the form :

"Colonel Piske's offioce, speaking.”




/ 1.0 3 yction 3.3/NND  No. r]g_‘:(;_l_fl
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HEADQU ARTERS
i ALLIED OONTHROL COMMISSION

Lo » M.Gs Sectlion
AFO 391
r-‘r l:-” B :? ;"..il"ll L.!.“u'ci
37
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Iranch Yo enmua that
' 4 which are put up to the Exscutive

. el h avery other Branch or
1B1y intoreat in it.

]

ol

‘oolasloner hiave been

Sub=Comuloslon which could

Offioesrs slhould sorutinise such
y Oa ' r anfdl i neceasary ounsult with each other bejore
9 i | o |:_-
i alanr At s soneties forgotten that the Ratab]lishments
moh i ongerned as mu i an any other Branchs inttears connarmed
o Trw e, Buignent, Porsonnel eto.
by PP via 0f'f oo

ahovld plways be refarred
Branoh for ooment.

loor 1n what

M H-I- .-“-TJ.'!.I,
Liout.Col,

m
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HEADCUARTERS
ALLIED CONRTROL COMMISSION
R.C. & M.G, SECTION

AFO 394

Ref /345/1 /CA. 5 April 1944
OFPICE ORDER)

!
NUMIER 3) \ -

kW ‘-"I (
I

1. All correspondence addressed to Rrig. M.8. Iush Executive Commlssionor, .;[
Col. Norman E. Piske Deputy Exscutive Ocmmissioner, or any eblew officer of ;:\
Civil Affairs Branch, 8.0:14 be delivered to Civil Affairs Branch registry and ,
unless addreasssl P- will be dual: with in the normal manner, that is,
opaned by the Chi Aerk, registered, filed and routed through the normal
aharnels,
2. Correspondance concerning personnel will be passed to Establishments

Rrnnoh (Exeocutive Officera), and will not be filed on Civil Affairs Branoh
Piles

o2 /
"}., ! e '."*rrr\ e

G.W.1. SHIPP
Lt. Col.
O. A Branoh

l'ui;‘.
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ARMY SUB~COMMISGT™, DESIGNATION and LOCATION: PUNATIONS OF ADV IN.

[
Informed that MMIA to beoems Army Sub-Commission of the Alliasd 1
Control Commiasion.
LOGAT [ON Main MQ LELUILE Q. 9257
Adv IQ SALERNO
Outstations NAPLES, BARI, CATANIAHO, Rear EIGHT ARMY,

Col, P,.L. SIMMONS HY in Cagliari, SARDI-
NIA; Almo an LO with each of the two CORPS
HQ in RIGHT Army and with BQ 3 Diatriot,

Responsibilitiss of Adv HQ.

All ruestions affecting:

a) [iaison with Comando Supreme

Eh; Liaisen with all Seotions and Sub-Commissions of A,0,C,
Lisisen with Navy and Air Poroe will be run by Main HQ.
Displaced persons inol ITALIAN soldiars of YUGOSLAY erigin.
Repatristed ITALIAN P.O.W.

Prepaganda and press censorship in relation te ITALIAN Arwy.

e ko

1, Extraoct from Rear HQ ACO, Duily Bulletin No. 38:

AHRNY SUB-COMMISSION: Attention i directed to the fact that the Army Sub-

malon is div inte and Adv, Ssction at Rear Hq. AOC, Salerne, and Mainm
Hq at Lequile near Lecce, Apulia., It is emsential that this be considered Wy
all osnoerned in the dispatoh und reuting ef correspendence fer the Army Sub-
Cesmissien, Normal oorrespendence should be addressed to Main Hq. (Ex 0),

RV,

|
;
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