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1. In the Bureau of Medicine and Surgery, there was, prior to the forma-
tion of the Administrative History Section, a field of activity which for
all intents and pruposes was unattended, This field concerned the recording
of administrative developments and the compiling of a narrative of accom-
plishments of the Bureau and the iledical Department. The need for recording
administrative developments and compiling material on accomplishments has
been shown by requests to the Bureau from the Congress, the President, the
Secretary of the Navy, and other high authority, for summary reports, state-
ments, and even narrative accounts, Closely related to recording and com-
piling administrative history data, are (a) the preservation and care of

the Bureau's and the ledical Department's writiten records, (b) the accounting
for Bureau Directives, and (c) the preparation of management and adminis-
trative reports, These functions have been added, therefore, to the Admin-
istrative History program.

2. The activities of the Administrative History Section, in accordance
with the organization of the Section and the general functions described
above, are discussed below under the following subheadings: (a) Narrative
history, (b) Organizational history, (c) Special reports, (d) Records Ad-
ministration, (e) Registry of circular letters, (f) Personnel and assign-
ment of duties in the Administrative History Section, (g) Relationship
with Bulled offices and other Naval Activities. In addition, a section
"Appendix and Exhibits" has been added. Basic directives for the estab-
lishment of and assignment of duties to the Administrative History Section
are given in part I of the Appendix and Exhibits.

Narrative History -

3. Narrative History, as it is being prepared by the Administrative His-
tory Section, deals with broad Medical Department events and accomplishments.
It comprises a chronological account of the activities of the Medical De=-
partment as a part of the overeall history of the naval establishment. In
~connection with the current war, for example, the Administrative History
Section is preparing accounts describing medical plans and medical support
furnished to the Navy and Marine Corps in such actions as Coral Sea, Midway,
Guam, Sicily, Bougainville, Normandy, Leyte, Iwo Jima, Okinawa, etce. The
purpose of the narrative history, thercfore, is to tell the story of the
ledical Department in relation to the history of the naval establishment

as a whole, which general naval medical history, aside from the purposes

of the record, is intended for information and instruction of Naval Medical
Department personnel. It will also be of interest to personnel of the Navy
ag a whole in depicting the part played by the lMedical Department in over=all
Navy events.
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/4. 1In preparing the narrative history, standard historical techniques have
been employed., A bibliographical survey has been made, a summary written,
and principal basic sources explored, including existing files and records
and’ special reports. Every effort is being made to obtain data from as
many reliable sources as possible in order to prepare a balanced narrative,
and to assure that adequate checks are maintained against possible error,
In this regard, an annual report has been required of and has been sub=
mitted from Medical Department activities of all ships and stations.

These reports have been received for the years 1943 and 1944 and have
proved to be fruitful sources of information. Also, operational reports,
special administrative reports, correspondence of a policy or non-routine
type, official reports, Congressional documents, personal notes and
diaries, archival materials, special manuscript collections, pamphlets,

and rare books are being reviewed. Material gathered from these sources
and others is noted, abstracted, or copied, and then filed in a comprehen=
sive decimal subject file, In order to obtain better perspective and
balance in narrative writings, regularly scheduled interviews have been held
with persons who have either witnessed specific events or have had some
type or organizational or typical experience which would be helpful to the
Administrative History Section, Transeripts of these intervicws are kept
on filec, but the material is considered confidential and direct quotations
are used only if authorized by the witness interviewed.

5. At present, the narrative history project has progressed through the
bibliographical review stage, and the staff is now completing the over-
view or "working draft" stage. This overview, which is a compilation of
data derived from the more easily available sourccs is now receiving final
typing. Its purpose is to provide a framework upon which to base further
research and investigation. It contains over 500 typed pages., Although
eny page of the overview might form the basis for an intensive investiga-
“tion, it is the present intention to keep within the bounds of time limits
and personnel limitations, Therefore, selection of matcrial will be made,
and final work kept to the smallest limits which the canons of professional
historical research and writings will permit. It is the present intention
also, to aim at the preparation of one, but not more than two, volumes of
narrative history.

6. The next step on the narrative history program is the establishment
of time tables and dead-lines, These will deal with the periecd of time
to be allotted for investigation and writing of various topics. While
such time tables must, of coursc, be somewhat flexible, it is bclieved
that they may be established with a fair degrce of accuracy on the basis -
of cxperience gained in preparing the bibliography and compiling the
overview., As soon as topical assignments have been defined and scheduled,
they will be assigned for investigation to historical officers, each
responsible for his own chronological period but all working together

in accordance with a common outlinc and purposc.. N
7. Examples of the standard proccdurcs and clerical aids in use in con-
nection with narrative history are given in part II of the section Ap-
pendix and Exhibits, These oxamples show: (1) bibliographical methods

- and aids, (2) filing system and procedures, (3) research techniques and
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methods, and (4) scope of present overview.

Organizational History

8. Organizational history in the program of the Administrative History
Section comprises that part of history usually titled administrative
history, which concerns internal organization, administrative relation-
ships, and management developments and accomplishments, Emphasis is
given to organizational and functional needs as these have been developed
by the Bureau and the Medical Department. The recording of management
aspects and organizational and functional developments of the lMedical
Department, is intended for use in determining, maintaining, or modifying
administrative policies and programs of the Medical Department as necessity
arises. Also it serves the purpose of recording administrative changes,
improvements, and developments, thus it will provide an historical man=-
agement blue print of the organization and administration of the Medical
Department. In addition, this material has in other agencies and activi-
ties of the Federal govermment proved to be of especial value in records
administration and determination of claims on the govermment.

9. TFirst, attention will be given to the Bureau itself, beginning with
the most recent era. As in the case of the narrative history, a summary
account or "overview" from the more easily available sources will be pre=-
pared first. Approximately 100 typed pages should suffice for this over-
view., Then attention will be turned to field activities. In the case of
the field activities, an historical roster will be prepared based upon
the administration pattern and the chain of command. This roster, divided
into certain broad, chronological periods, similar to those adopted for
the narrative history, will indicate the following data for ecach activity:
(a) exace legal name of activity, (b) date of commissioning or establish-
ment, (c) date of decommissioning or disesteblishment, (d) geographical
location, if appropriate, (e) general functions, (f) any change in
functions, including why such changes were made and whether such changes
involved removing functions from other activities or transferring functions
to other activities, (g) relationship to other activities and to the admin-
istrative and military chains of command, (h) reason for disestablishment,
~and (i) activities to which functions were transferred upon decommissioning
or disestablishment, k

10, The first rough draft of the roster prepared from the more readily
available sources will be approximately 150 pages in length.

11. Further investigation into statutes, Executive Orders, Secretarial
directives, Bureau directives, and local comnand directives, as well as
administrative reports, will provide material for enlarging the overview
of the Burcau to final draft form. Also, similar investigations will
establish any uncertain or missing data in the historical roster of’ field
activities. '

12, The next step in the organizational history will be the preparation
of special studies, The first of these studies will comprise an historical
summary of Medical Department logistics, with special emphasis upon the
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administrative and management aspects of the program. Next in sequence

will be studies of the more significant or typical Medical Department
activities. These studies will, as in the case of" those relating to the
Bureau, deal with organizational, administrative, and management aspects.

A bibliographical review is now in progress. However, since most sources
will be of a "legal" or "directive" nature, early completion of the biblio=
graphical review is contemplated. Files of "legal" and "directive" materials
are usually well-known and meticulousiy administered, Time tables and dead-
lines will be established as soon as preliminary work has- advanced to a

stage which would make forecasts feasible,

13. Examples of standard procedures and clerical aids in use in connection
with the organizational history are the same as those given for the narra-
tive history (Appendix and Exhibits, part II). Such variations in procedure
as exist are indicated in the paragraphs immediately preceding.

Special Reports

14. Certain narrative, administrative, and management reports have been
assigned for preparation to the 4dministrative History Section. This has
“been done because, in assembling data as a result of its historical and
corollary duties, the Administrative History Section has possessed a fund
of information especially adapted to the preparation of these reports.
For convenience, the reports are listed in Appendix and Exhibits, part
III, in.tabular form, divided into "regularly recurring reports" and
"unscheduled reports"., "Title," "frequency," and "to whom made" are also
indicated.

Records Administration

15, Preservation, care, and disposition of Medical Department records

- create both technical and professional problems, The science of records
administration, while long recognized in many European countries - for
example France, Germany, and Spain = has only in the last few decades
been given special attention by ‘the United States Federal Government.
Thus, after World War I, through lack of a program in this regard, many
valuable files and records became scattered, dislocated, or lost. Other
records of only temporary or routine value, on the other hand, occupied
valuable Government storage space for years., The Medical Department
likewise suffered., Records of overseas and war-created activities have
been almost irretrievably lost or scattered. Attempts to assemble the
material have so far met with little success, and only a few fragments,
having little continuity, have been discovered,

16, Steps were taken by the office of the Special Assistant to the Surgeon
General early in 1943 to establish a comprechensive records program for the
‘Medicel Department, Bureau files were listed and inventoried, useless '
records were listed for destruction in accordance with law after obtaining
necessary authority through the National Archives from Congress, and cor=
respondence and filing practices were studied and recommendations made for
their improvement., These recommendations included a comprehensive revision
of form letters. Also, valuable, permanent inactive records were transfer=
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red to the National Archives or naval storage areas where they would
receive proper care. In the case of field Medical Department records,
studies were made as to types, series, administrative and professional
importance, and extent of duplication with Bureau files. Records of a
temporary nature having no further administrative, professional, or
historical value were reported through the National Archives, to Congress,
from whom authority was received to destroy them. FProvision. was made for
all other files to be given adequate storage, -

17. As part of the program, three Records Management Centers were estab-
lished in which the ledical Department maintains units. These were: a
laval Records Management Center on the West Coast (Los Angeles) where
western continental and Pacific ares records are received; a Naval Records
Management Center on the East Coast (Philadelphia) where eastern Continen-
tal and Atlantic area records are received; a Records lManagement Center in
the District of Columbia where Bureau records are received. In the lian-
agement Centers on the two coasts, complements of two pharmacist's mates
were authorized., These personnel were indoctrinated by the Administrative
History Section in the requirements for care, custody, repair, preserva-
tion, inventorying, and servicing of records. Procedurcs were then estab-
lished whereby decommissioned Medical Department activities would ship
their records routinely upon decommissioning to the appropriate Records
Management Center. Also, procedures for transferring inactive records
from activities still in commission to the Management Centers, were estab=-
lished. During the transfer procedures, the Administrative History Sec-
tion is kept informed of all actions., The Administrative History Section
maintains card fileson the holdings of the lManagement Centers as well as
on decomuissioning of activities. Also, reports of accessions at each
Management Center, and inventories of materials accessioned, are furnished
the Administrative History Section monthly, A chief pharmacist's mate
billet has been established in the 'Jashington Management Center. Besides
administering the records in the Washington Management Center, the chief
pharmacist's mate will be assigned duties as liaison with the National
Archives where the more inactive of the permanent records--both from the
ficld and the Bureau==-will be housed. He will also assist in coordinating -
servicing of records between the Management Centers on the two coasts, the
Washington Management Center, the National Archives, and the Bureau. This
system of Management Centers provides a means whereby ledical Department
records have an established program to give them proper stowage, segrega-
tion, inventorying, and servicing.

18, Furture steps in the records administration program will include: a
review of Bureau files procedures, a review of form letters, a schedule
for the disposition of all Bureau records, a review of files in Burecu
Divisions to dctermine needs for decentralization or centralization in
regard to central files, a roview of field activity records administra-
tion in order to obtain both greater standardization and greater effec=
tiveness, Possible applications of microfilm will also be explored.
Surveys in the field are contemplated as to adequacy of stowage and ‘ser=
vicing facilities and advice as to the application of Bureau schedules
will be given,
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19, Basic directives in regard to records care and disposition, Manage-
ment Centers, and required forms etc, are given in Appendix and Exhibits,
part IV. Also included are samples of inventories and monthly reports.

Registry of Circular Letters

20, The purpose of the registry of circular letters (frequently designated
"multiple address letters") is to maintain an orderly record of circular
letters and service dispatches; this provides a means for maintaining an
account of all letters currently in effect; and for recording changes in
the "Manual of the Medical Department" and in other Navy manuals. The
registry, through its files and procedures, provides for clearance and
distribution of circular letters and service dispatches in a simple and
convenient manner., Furthermore, the registry brings together in its
indexes all letters upon related subjects and indicates any duplication

of documents or contradiction in directives in time to avoid their offi-
cial issuance by the Bureau, by providing a channel whereby routine tasks
relating to its form, format, clearance, and distribution can be performed.

21. The registry relieves the various operating divisions of many tedious
responsibilities. In general, operating divisions submit a draft of a
proposed letter to the Administrative History Section. The section then
obtains clearance with other divisions in the Bureau and, where not pre-
viously done, with other naval bureaus and offices. 4All comments and
suggestions arising during clearance are taken to the Asesistant to Bureau
for his decision and approval. The entire file, together with comments
and notations from the Assistant to Bureau, is then returned to the divi-
sion of origin for final draft and signature by the Chief of Bureau., If
_signed, the letter is then sent a second time to the Administrative His-
tory Section together with all attached comments and memoranda and is
prepared for release by the Administrative History Secltion.

292, Besides circular letters originating in the Bureau those from other
Bureaus requiring clearance in BuMed are processed through the Administra-
tive History Section. This is done so that proper channels will be fol-
lowed and a central record kept of the Burcau's action. For the same
reasons, all correspondence prepared for the signature of the Secretary

of the Navy, Under Secretary of the Navy, Assistant Secretary of the Navy,
and Lssistant Secretary of the Navy for Air, is sent via the Administrative
History Section where the correspondence is checked to determine whether

it is in correct form and has the preseribed number and types of copies. '

23, At present all Bureau circular letters subsequent to the manual re-
vision of 1939 have been assembled, checked with the Divisions to determine
status, and arc being prepared for publication as a special bulletin.
Supplements to this bulletin will be issued annually so that all Mzdical
Department Activities will be apprised of currcnt directives and the

status of each directive (in effect, modified, or canceled). Also,
annually ncw page changes for the Manual of the Medical Department will

be issued. These will be agssembled from advance changes {corrections

to the Manual) as issued in cireular letters.
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24« A booklet describing the procedures and files of the Registry of
Circular Letters, a booklet describing procedures for preparation of
SecNav letters, a chart of monthly frequency of issue of circular letters,
and a chart of time required to circulate and clear circular letters
during 1944, are given in Appendix and Exhibits, part V. '

Personnel and Assignment of Duties
in the Administrative History Section

25, Personnel of the Administrative History Section comprise four of-
ficers, one Specialist (X) lc, one Pharmacist's Mate 3c, one WAVE Yeoman 3c,
and one civilian CAF/. Attached to the Section but on temporary loan to

the Manual Revision Project are a Specialist (X) 2c¢, and one WAVE Yeomen lec,
411 of the officers have academic degrees of Ph. D. in history and have
demonstrated their writing ability through publications. All other per-
sonnel have had special training or qualifications, and have been indoctrin-
ated in historical procedure,

26, Assignment of duties among the officers is as follows: (a) one as
Head, Administrative History Section; (b) one as Historian charged with
period 1943--; (c) one as Historian charged with period 1921-1942; and’
(@) one as Historian charged with Organizational History. The period
1776-1921 is yet unassigned. '

27, Assignment of duties to enlisted and civilian personnel as follows:
(a) Sp(X)lc - Registry of multiple address letters; (b) Phli3c - Research
assistant, specisl attention to period 1943; (e¢) TAVE Y3c¢ = Secretary to
Head of Section and coordinator of clerical assignments to assure smooth
flow of work; (d) one civilian - typist stenographer with general duties
in Section,

28, ‘Present personnel and division of work indicate a need for two more
enlisted research assistants, One of these men would be assigned to the
special narrative history period 1921-1942, and one research assistant
would be assigned to the organizational history program. This latter as-
signment is deemed the more pressing of the two. There is further a need
for two more typist stenographers, one of these to be assigned work in
connection with the registry and work part-time with the historical period
1921~-1942. The second typist stenographer would be assigned principally
to the preparation of organizational history. In all cases, assignment
of work will be kept largely on a fluid basis so that there is no over-
loading of any one person when someone else might be available for addi-
tional assignments.

29. Inasmuch as the registry of circular letters will doubtless continue
as a permanent project in the Bureau, attention should be given eventually
to the assignment of an officer or a civilian of professional grade, to
supervise this project. Such a person can also be assigned the task of
meintaining organizational history on a current basis, and possible records
administration work., The need for such a person, however, will not become
urgent until after the new manual has been published and the work of the
registry increases as a result of the addition of some of the duties now
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performed by the manual revision project.

30, Policy in regard to the employment of personnel has been that hisg=
torians of sound professional training and standing are assigned the task
of digesting and writing narrative and organizational history. Supporting
these, are carefully selected and indoctrinated research assistants and
stenographers who maintain current files; assist in certain spede-work
assignments in discovering sources; prepare abstracts, digests, or exact
copies of materials needed; perform special searches for specific data

as directed; and, in general, act in clerical and supplementary capaci=-
ties to the historians. It is further the policy to indoctrinate the
personnel with the necessity of meeting established deadlines so that
upon termination of the work of the Section as a result of demobilization,
definite contributions towards the Medical Department history will have
been made,

31, For purposes of generally coordinating and integrating the various
history programs in the Navy, the Office of the Director of Naval History
was cstablished under the Secretary of the Navy. The Director requires a
gquarterly report of progress from the Bureau, and reviews billet justifi-
cations for historieczl officers from all Navy,

32. In the Bureau additional coordination has becen obtaincd by the estab-
lishment of a Medical History Board, which functions principally as a co=
ordinating editorial and liaison body. The head of the Administrative
History Section (Secretary to the History Board) and one of the his=
torians are members of the Board, which includes, besides members of the
Administrative History Section, a chairman (Capt. Roddis), and two other
members.

33. Liaison is also maintained with the National Research Council; the
Office of Records Administration, EX0S; the Office of the Surgeon General
of the Army; the National Archives; and other agencies with duties relating.
to thosc of the Administrative History Section.

34. Directives for the establishment of the History Board and of the
Office of the Dircctor of Naval History are given in Appendix and Ex-
bits, part VI.
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Section 1

Section 2

Section 3

Qutline of History Program for the Medical
Department, U. S. Navy

Registry Directives

a. Registry of Multiple Address Letters in
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b. Preparation of Bureau multiple address
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and Service Dispatches" (NAVMED 240);
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Qutline of History Program for
the ledical Department, U.S. Nawvy







DO NOT ADDRESS THE SIGNER OF THIS LETTER
BUT ADDRESS YOUR REPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON, D. C.

AND REFER TO NO,

BUNED-E-ALJ
£12-1/FN(062-42)
WASHINGTON, D. C. 18 Dec 1943 .
Tos Lt. Comdr. Arnold F. Emch, H-V(S), USNR, Chief, Administration

Division. _
Attn: Lt. (jg) Chester L. Guthrie, H-V¥(S), USNK, Head, Administrative
History Section.

Subj: Outline of History Program fer iedical Depsrtment, U. S. Navy.

GENERAL

1. The history progrem of the Adminigtrative History Section of the
Administration Division, as outlined herewith, is approved and shall
be initiated and developed as soon as practicable.

2. A program for the compilation and writing of the Navy Medical Depart-
ment history, comprising three parts, shall be undertsken in Buifed. There
shall be prepared (a) a "general narrative history" subdivided into
"recent narrative" and "past nerrative," (b) an anelytical anda deteiled
compilation of "administrative history," and (e¢) a technical presentation
of a "professional activities history." Rech of these three parts is
discussed below with regaerd to purposes, typves of data to be collected,
and accounts to be prepared. The over-all purpose of this program is to
supply information relating to present end past activities of the Medical
Department. This information should be designed to be of use in the
development of policy, in the execution of administrative tasks, and in
advising the public of accomplishments of the Medicazl Department.

3. Al1l historical projects contemplated or in progress in Buied and all
multiple address letters prepared for distribution within the Medical
Department shall be referred to the Administrative History Section for -
coordination with its program. Divisions and offices of Buled shall
furnish the Administrative History Section with such material as may be
required in the development of the history program.

GENERAL NARRATIVE HISTORY

L. In order to obtain a clearly defined classification of the over-all
history program as relates to the needs and functions of the Medical
Department, three principal parts have been established: "genersal
narrative history," "administrative history," and "professional activi-
ties history." By "general narrative history" is meant a narration of
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events primarily intended as a means for informing the staff of the
Medical Department, the Navy as a whole, and the public at large of

the accomplishments of the medicel establishment. For convenience,
general narrative history has been subdivided into "recent nerrative"
and "past narrative," as described below. "Administrative" as well as
"professional activities" history, as distinguished from "general
narrative history," deals with that portion of history which experience
has shown would be touched on only lightly, if at all, in a general
narrative history. More specifically, administrative history is con-
cerned with the internal operations of the organization of the Medical
Department, and the administrative relationships of the Medical Depart-
ment with other agencies and activities. It describes and analyzes
organizational structures and functions, and portrays changes in re-
lation to the past, with a view toward assisting in present and future
administrative effectiveness. "Professional activities history" deals
with the professional experience (medical, surgical, etc.) of the
Medical Department. It should be written for the use of members of

the medical profession, and will serve to supply background material
for the establishment of future medical policies and plans. To
summarize, "general narrative history" is concerned with a general
presentation of evente and eccomplishments; "administrative history"
dezls, in detail, with organizational functions, structures, operations,
and interrelationships; and "professional activities history" recounts
the professional experiences of the Medical Department in the performance
of its functions.

5. Recent Narrative. Material relating to current developments in

the Medical Department, beginning with each czlendar year, shall be re-
viewed and assembled in as complete a form as is practicable for the
purpose of preparing speciel and summary reports of current activities
as required. To accomplish these purposes it will be necessary to
brief, abstract, digest and file copies of all pertinent directives,
letters relating to operations, and reports.

6. Past Narrative. Research into all available sources of data, prior
to the current calendar year, shall be undertsken with a view towards
preparing (a) narrative accounts on especially important topics (i.e.,
hospital, hospital ships, bases, episodes, etc.), and (b) an over-all
history of the Medical Department. Copies of or abstracts from direc-
tives, witness accounts, policy correspondence, reports, laws, published
Congressional and Executive documents, pamphlets, private papers, press
releases, monographs, and source books shall be assembled.

«  ADMINISTRATIVE HISTORY

7. As indicated above, "administrative history" is concerned with the
internal operations of the Medical Department and with the administra-
tive relationships with other agencies and activities. Administrative



Bureau oF MEDICINE AND SURGERY FoLLowiNg SHEET Fie No.

-3

history thus deals with the reporting of menagement aspects of oper-
ations, emphasizing organizational and functional matters.

8. An account of the orgsnization and administration of the Medical
Department shall be prepared. This account will (a) describe the
structure of the iMedical Department, (b) aid in devising future
policies by comparison with past results of similar actions, (c)
indicate long-term trends which may require amplification on the one
hand or rectification on the other, (d) assist in determining legal
and legislative bases for current actions, (e) clarify relationships
within the Medical Department, with other Navy activities, and with
other Government agencies, and (f) aid in exploiting archival material
relating to the history of the Medical Department.

9. As part of the administrative history program, the Administrative
History Section shall record and preserve all multiple address letters,
including such items as are now termed "ALNAVS" and "Circular Letters.m
Multiple address letters shall be referred directly to the Administra-
tive History Section for editing, coordination with the work of other
affected divisions, and for routing to the proper service units for
duplication and distribution. Furthermore, the Administrative History
Section shall prepareé, from the new directives and multiple address
letters, current revisions for the United States Navy Regulations and
the Manual of the liedical Department.

PROFESSIONAL ACTIVITIES HISTORY

10. "Professional activities history" comprises a technical history of
the professional experience (medicine, surgery, etc.) of the Navy
Medical Department in the performance of its functions. It would con-
sider medical methods, procedures, techniques, and accomplishments, and
would thus be concerned with the professional aspects of the develop-
ment and practice of medieine within the Navy. This history shall be

. prepared as soon as possible, and shall be undertaken by members of the
professional corps of the Medical Department in close cooperation with
the personnel engaged in preparing the narrative and administrative
history.

U 9 m?\,&:

Rear Admiral (MC) USN
Chief of Burezu.
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Regisgtyy Directives

Registry of Muliiple Address Letters in
the Administrative History Section,
Administration Division

Preparation of Bureau multiple address
letters

"Registry for Multiple-Address letters
and Service Dispatches" (Navlied 240);
Change in






ADDRESS YOUR REFPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D, C.

AND REFER TO NO: -
BUMED-E-ATJ
A2-11/EN10(093)

20 Dec 1943

WASHINGTON 25, D. C.
To: Chiefs of Divisions, BuMed.
Subj: Registry of Multiple Address Letters in the Administrative

~ History Section, Administration Division.
Encl: Ltr to Bureau Divisions, A2-11/EN10(093), 20 Sept 1943.

1. Enclosure is hereby amended to the extent that the Administrative History
Section of the Administration Division shall assume the functions (previously
performed by the Publications Division) of reviewing, editing, obtaining
necessary clearance, and routing to the proper service units for processing
and distribution of all multiple address letters. Other provisions of en-
closure will remain in effect.

2. In addition, the Administrative History Section shall maintain a reg-
istry of all multiple address letters and Alnavs for ready reference by
chiefs of offices or divisions and their accredited representatives. The
registry shall indicate the various functions of the Bureau of Medicine and
Surgery and the Medical Department affected by the multiple address letters
and Alnavs, and also shall indicate the extent to which previous multiple
address letters and Alnavs have been modified, amplified, or canceled as a
result of new multiple address letters and Alnavs.

3. From the registry of multiple address letters and Alnavs, current re-
vigions shall be maintained relating to the Manual of the Medical Department,
the Manual of the Bureau of Naval Personnel, and the U. S. Navy Regulations.

/s/

ROSS T McINTIRE

Rear Admiral (MC) USN
Chief of Bureau






ADDRESS YOUR REFLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D; C,

AND REFER TO NO,

BUMED-C~LET

A2-11/EN10(093) WASHINGTON 25, D. C.

20 Sep 1943
To: All Bureau Divisions
Subj: Preparation of Bureau multiple address letters.

1. The following directive applies to ALL muitiple address letters prepared
in BuMed. ‘ '

2. A letter for multiple address distribution within the Naval service may
be originated by any division. Such letter will be submitted by the origi-
nating division to the Division of Publications in duplicate for review and
editing, both as to form and context.

3. It will then be referred to the Civilian Assistant and all Divisions con-
cerned. Upon completion of this circulation, it will be returned to the
originating office for final preparation and signature of the Chief of Bureau
and then back to Publications.

4. If for a broad distribution within the purview of SecNav letter of 1/ May
1942, the letter will be forwarded to Administrative Office, Navy Department
(Publications Division), for issuance in the Semi-Monthly Bulletin. If for

& limited distribution not within that purview, it will upon completion be
delivered by the Division of Publications to the Bureau Printing and Binding
Section for reproduction and distribution.

5. If the letter is one directing changes in the Manual of the Medical De-
partment, after the above intra-Bureau approval copies will be forwarded by
Publications to the Chief of Naval Operations, to all Bureaus, to the Office
of the Judge Advocate General and to the Commandant of the Marine Corps for
comment and return. It will then in accordance with Article 74(a), Navy
Regulations, be submitted to the Secretary of the Navy for final approval,
bearing with it the written comment of each bureau or office.

6. All letters for general distribution which involve policy modifications
without actual change in the Manual should indicate clearly all Manual para-
graphs or section references which are affected. The letter also should con-
tain an instruction to Menual holders to make note at the paragraph or
section affected the date and number of the modifying letter.

L. SHELDON, JR.
Rear Admiral (MC) USN
Assistant to Bureau






BULED-E~-BHL
42=11/EN10(093)

18 Jan 1945

MEMORANDUM
To: Chiefs of Divisions

Subj: "Registry for liultiple-iddress Lettcers and Scrvice
Dispatchcs! (Naviied 240); Change in.

Ref: (a) Subject pamphlet, para. 2 (a), General Procedure,

1. Ref (a) requires thet an original and two copics of cach multiple-
address letter be submitted to the Administrative History Section for
clearance, Reference shall now read "an original and five copies,”

in order that additional copics of multiple-address lcetters may be
circulated,

2., Although circulation of multiple-address lctters in the past has
been accomplished very cxpeditiously, a nced for urgent handling of
such letters must be stressed.

3. The change described in paragraph‘l above is intended to shorten
to a minimum the timc required to circulate multiple-address lctters,

/s/ W. J. C. iGNEJ
Rear idmiral (LC), USN
Assistant to Burcau






Section 3

Direttives re Historical Data in Sanitary Reports

a. Historical Data, Inclusion of in Annual
Sanitary Report

b. Quarterly Sanitary Report, Establishment of,
and Discontinuance of lMonthly and Annual
Sanitary Report for Shore Stations Only (In-
cluding Hospitals) - Advance Change in lHamal
of the liedical Department

¢, Historical Supplcment to Fourth Quartcrly Sanitary
Report; Cumulative Report for Period of VWorld War II






ADDRESS YOUR REPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 235, D. C,

AND REFER TO NO.
BUMED-Y-Hs
A9-1/P2-4(113)

25 November 1943 WASHINGTON 25, D, C.

To:  All Ships and Stations
Subj: Historical Data, Inclusion of in Annual Sanitary Report.

1. In conformity with the directive of the President stressing the importance
of "Preserving for those who come after us an accurate and objective account
of our present experience," governmental agencies have intensified their
efforts to compile and preserve historical records. The Bureau will attempt
the preparation of a narrative account of Medical Department activities
during the present Mar.

2. It is requested, therefore, that data of historical interest be included
in the Annual Sanitary Report under the heading "Historical Data." The
historical data should be conceived of as an annual narrative report. With
variations according to type and activity of ship or station, the historical
data should be summarized under the following headings: (a) general,

(b) administration, (c¢) summary of events (with indication of part played by
the medical establishment), (d) battle and crises experiences, (e) clinical
and professional notes (including data relative to (1) preventive medicine,
(2) clinical practices, (3) employment of and results from new and improved
techniques or drugs, (4) noteworthy cases, (5) suggestions for research).
Furthermore, observations believed to have "personal interest" should be
included.

3. The above instructions shall be complied with in the preparation of the
Annual Sanitary Report for the calendar year 1943.

/s/ D. G. SUTTON
Rear Admiral (MC), USN
Acting Chief of Bureau






ADDRESS YOUR REPLY TO

BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D. C.

BUMED-Y-BHL
12-2/EN10

30

AND REFER TO

November 1944

. WASHINGTON 25, D. C.

To: A1l Ships and . Stations
Sﬁbj:- Quarterly Sanitary Report, Lstabllshmont'of, and Discontinuance
of Monthly and /innual Senitary Report for Shore Stations Only
(Including Hospitals)~-idvance Change in liznuel of Medical De-
partment, A '
Refs: (a) Manual of the lMedical Department, pars. 2691 2697, 2698
2700, and 2701.
(b) Buiicd 1tr. 49-1/Pe-4(113), of 25 Nov. 1943, "Historical °
Data, Inclusion of in Annual Sanitary Roport”; N, DRy
Cwnl Ed- 191‘-3’ 1-]-3""]-636’ p' 24-920
1.I The changes in thc Illanual of the Medical Department outlined herein shall

be

2.
no

made in the present edition pending a general revision of the manusl

The changes in sanitary rcports for. shore stﬂtlons, outllnud herein, in
way affect the present requircments and procuduros for subnlttlng the annual

sanitary report for ships,

3.

The .annual sanitary report for 1944 shall be submitted as usual, ZEffec=

tive 1, January 1945, monthly and annual sanitary rcports for shore stations,
_including hospitals, are hercby canceled and superscdcd by quarterly senitary
reports, :

oo

Paragraphs 2691, 2697, 2698, 2700, and 2701 of the ilcnual of the liedical

Department (ref. (a)) are canceled, Also, ref, (b) is modified as indicated
below., The following instructions shall govern thc preperation of the sani-
tary rcports for shorc activities (including hospitals), and shall become para-
graph 2698 of the prescnt cdition of the Medical Department Manuel:

n2698‘ Ona;terlv Sanitary Report, Shorc Stotions,--(a) The medical

of ficer of each shorc station (including hospitals) shcoll submit the
quarterly sanitary rcport to the Burecau of lledicine ond Surgery as of
31 Harch, 30 June, 30 September, and 31 December, to be forwarded not
*utcr than the 15th day of the following month, It shull bu routcd via

---------

to ull rccommend tiohs and’ actlon to be tukcn thoreon, It is usscntlal
that all endorsers <include brief statements as to desirability of tzking
action on recommendations, - In cases of specific rocommcndations made for
action by higher authority, the practice of stating "Forwarded" as the
only endorsement will defeat a major purpose of the report, District
medicel officers shall discourage this practice and endeevor to secure
cndorsements that constitute an evaluation of recommendations and proposed
remcdial action. Copies of endorseménts and oomments shall be returned
for 1nformut10n of rcport¢ng officer;



30 November 1944 4 _ ' BULED-Y-BHL
. AV REE A2-2/EN1O
Subj: - Quarterly Sanitéry Report, Establishment of, and Discontinuance

of Monthly and Annual Sanitary Report for Shore Stations Cnly
(Including docpltals)-—ﬂdvancc Change in Manuzl of liedical De-
partment,

"(b) The discontinuznce of the monthly sanitary report does not affect
the responsibility of mecdical officers to conduet frequent inspections
of sanitary conditions, and to submit such additional rcports as are -
deemed necessary to the commandant and Burcau of lMediecinc and Surgery,
The purpose of the change is to provide the Burcau of lledicime and Sur-
gery, with information that will be more helpful in the direction of a
sanitary program for thc Navy than the former monthly statcments of

inspections completed.
- "(c) Occurrence of food poisoning, mild or water bornc infcctions,

-

infectious disecase oubtbreaks believed to be inscet bornc or reloted to —

the prevalence of rodents, or othcrwisc attributed to insanitary condi-
tions, shall be roporhbd 1mmcd1atcly through officinl channcls to the

. Bureau of ledicine and ohrgcrj, using thc subject "Spceial 19n1t
Report."

"(d) Preparation of the new quartbrlJ sanitery rcport shall be
guided by the folloving thrce major purposcs which thesc reoports are
intended to serve, Finst, to inform the comnundlnD officer of the
sanitary conditions on thu station, in order to rccommend for his con=-
sideration ncedcd corrcetive actions and to report on actions initiated
or under way during thc period covered. Sccond, to necice recommendations
and to recport on actions rclative to corrective measurcs which fall
under the cognizance of higher authority. .nd third, to contribute in-
formation which will scrve as basis for (a) estoblishing sanitation
poclicies, standards, and practiccs of the Navy; (b) initiating research
on or for improving cquipmecnt, fgcllltlus proccdurcs, organization for
sanitation; and (¢) scecuring actiqn of N;vy Dbpgrment brreaus huv1ng
cognizance over activitics that arc causing insanitory conditions in
particular areas.

"(e) The quoarterly sonitary rcport shell conform to, the following
outline, but devictions moy be made if decmed cssenticl by the mediecal
officer in thc prescentation of pertinent or rclwtud foetse

"QUALRTERLY SANITARY REPORT.
"OF: THE

“"For the perilod ending eeeececrcccrcsoesoe

”l._ﬁveragg Strength

"State the averagce strength for thc period covered by the report,
showing the number of officers, enlisted personncl, and civilians,
and designating thc number of malo ‘and femele under cach of the
three categories, Lverage sthength of enlisted pérsonncl. 1s . Ob=
tained from number of rations issued and commuted, ety



30 November 1944 _ BULED-Y-BHL

42-2/EN10
Subj: Quarterly Sanitary Report, Establishment of, and Discontinuance

- - - = = JDgpartment,  _ _ _ - - _ o _ __ - -~ -

ng-

of Monthly and /nnual Sanitary Report for Shore Stations Only
(Including Hospitals)--idvance Change in llanual of liedical

Changes in Basic Data

"tBasic Datal! is interpreted to include those cnvironmental
factors or conditions and structural details or instellations of a
fundamental or relatively fixed nature that arc reclated to health
and sanitation., For example, topography and climctc, buildings,
prison spaces, water supply and scwerage installations, and 51ckm
bay faecilities,

"If general basic data for the station has bceon submitted in an
earlier sanitary recport, each quarterly report should include only
an account of the changes in ba31c data occurring during the par-
ticular quarter,

Evaluation of Sanitation in Terms of Fixcd Standerds and Minimum

~ Requircments

‘115. l

"Fixed stﬂndcrqs ond minirum requirements shall be interpreted
as those cstablished by Navy Regulations, lionual of the Hedical

Department, end Burecu of lledicine ahd Surgery dircetives and

necemmendations,
- "This section of the report shall glve con51dur ‘tion to such

. subjects as: Living quarters, toilct and bathing facilities,

water supply ond cross conncetions, swimming pools, mcss sonltu—
tion, fresh milk supply, and Navy rutlon. '

"The content shall be limited to those conditions that do not
necct fixed standords and minimum requirements, The reasons for

failure of not nccting the standards, and an dppraiszl of the
_ pOtQDtlul donger sh 11 be dlscusscd in dctall._

Evaluation of General Sanltary‘Condltlons

"General sanitary conditions are ‘interpreted td include such
subjects as: disposal of scwage, garbage and refuse; prevalonce
and control of insccts and rodents; adequacy of clothing and

. loundry facilitics; furigus infections; extra contonment health

hazards; 1ndustr1ul ‘health hagards; sanitary a1501nlln and
gencral thousckceping! standards.,,.

"Discussion -of thes¢ subjects shall be limited to practices
that are not considercd satisfactory in the opinion of the medi-
cal officer,

Speeial or Unusual Sgnitur& Problems

"This section shall include a detailed discussion of any
specizl or unusuel sanitary problems that may. dcvuloP during the
quarter and action token to correct the 51tuat10n..



30 November 1944 . BUMED~Y-BHL

Subj:

A2-2/EN10

Quarterly Sanitary Rcport, Establishment of, and Discontinuance
of Lonthly and fnnual Sanitary Report for Shore Stations Only
(Including'Hospitals)——hdvance Change in iienucl of liedical

"6, Recommendations

"The recommendeations of the medical offlccr shall consist of
threc sections:

"\, Lction taken and progress to dote of rccommendations made
(if any) in last sanitary report and any spccicl rceports
made during the last quartcer, including scnitary survuys
and sanitation rccommendations made by naval cpidemiology
units ond by other investigators and inspcctors,

"B, Recommcndations for action within the lochL cormmcnd, or a
statement of action being taken or .to. be. token within the
command relative to unsatisfactory conditions. discussed
in the current quarterly report, :

"¢, Recommendations for action by higher authorlty oi a state-
ment of action being teken or to be teken by cuthority

" ofther then local command in eonnection With'conditions
dlSCuSS d in thc ecurrent quarterly réport,.

"(f£f) For thc preparation of the qudrtcrlj'Sanitary'rupgrt outlined

in paragraph (e¢), thc following list of subjects arc submitted as on
indicotion of the scope of informotion ond problems te be covercd in

this rcport. The report sholl include information pertcining to tinosc

subjcets only when conditions do not meet the Novy sanitary stondards
and practices, 4dditionzl dota not included in the following list of
subjects but which cre pertinent to the scnitary problems of any sto-

tion shall bc made o part of the guarterly sanitory rcport.

"1, Topography and Climate--Drainoge, flooding, dust, prevail-
ing winds, tcmpcroturc. and humidity-extremes and "vbrkgus.

n2, Public Buildings--Buildings (othcr thhn barracks, galleys,
mess halls, nospltuls dispensarics, sick bays), with purtlcul
rcference to sanitation of Lﬂtbrtulnant ¢cnters, thcators, reere—
ation.halls, chapcls, club buildings, office bulldlngu, 1nd other
ploces where personncl congregote,

"3,. Prison. Spaccs--Cubic. capo 01ty, vbntllhtlon, npctlng, light-
ing, ond sanitcotion of cclls, -

"L. Facilitics for Trcatmunt of thu chk——olck bay . (1nclud1ng
dispensary, words, opcrating rOOms -medicel storerooms, ond venereal-
-discase propbjlhx1b roons), cupuclty in squarc. foct of flocor space
and cubic fcet, mumber of berths, equipment and fittings, ventila-
tion, heating, ll“huln and krrangbmpnts for storing 1 Abalcml and
surgical supplics, nuubar of sick-bay cots or‘beds 2llotted or
scparated off for surgical, medical 1solgtlon, pS"Ch1+trlC, urologic,
and other type cascs by scrvice, " 77"

15, Living Quorters—-Humber of personncl berthed in Puﬁrtbrs, par-
ticular attention being given to overcrowding and ventilation; approx-
imote amount of -air PCE.. pcrson. per hour, oproxlmktc floor spoce per
person; llghtlngu-zmount means, defects, heating--adcquacy, means,

defcets; screening, general housekecping stendords,




30 November 1944 -5~ - BUMED-Y-BHI;
;2-2/FN10

Subj: Quarterly Sanitary Report, Establishment of, and Discontinuance
of Monthly and Annual Sanitary Report for Shore Stations Only
(Including Hospltals)-—kdvance Change in manuﬁl of ledical
Department.

—_-—_——_—_——————-——..-—.-——....————_-..._.——-.—_-_.-—-u.

ng, Toilet and Bathing Facilities-—-Facilities in terms of thce number
and ratio to personncl of washbowls, fauccts, showers, urinals, and
water closets, Particular attention should be devoted to potential
or actual cross conncctions and protection against back siphonzge,

The discussion should 1nclude fac111tles for civil QﬂDlOfubS as well
as naval personncl,

"7, Water Supply--Source of supply, prot&ctlon of source from con-
tamination, method of purification, continuity and adequacy of opera-
tion and laboratory control of filter plant, mcthod of chlorination,
cross connections in purification plont and distribution systom, pro-
tection against contamination through cross conncetion of ships fire
and flushing systoms to potablc supply ashore, chlorinotion of ncw
meins or those cmpticd for repairs, chlorinc rcs1dugls throughout
the distribution systcm, bacteriologic LXumlnuthHS and Stutﬁmcnt as
to safety and adcouacy of supply.

- "8, Swimming Pools and Bathing Buaches-—cxp .city, bathing load, re--

circulation of water or frequcncy of chenge, filtration, chlorineg ‘tion,

bacterizl counts, cross connections, adequacy ond safcty of swimming

pools. General statcment on safcty and usc of bzthing beaches with

reference to sewagce contaminotion or potential sources of contomina-
-~ tion and bzcterial -counts, ‘ _

"9, Sanitation of Food Storagc Spaces, Gallcys {including flight
rotion galleys), :licss Halls, Scullcrys--Buildings or spacc, including
Ship's Service storcs and other places where food is stored, preparcd,
or scrved; adcquacy and cfficicncy of rcefrigeration and wetér-heating

. fac111t1us- cleanliness of food handlers and hygicnce of civilicns om—
ployed in places where food is storced ,_preparug,‘?nd scrved; cleanli-
ncss of mess gear, utcnsils, and oquipmxnt; serccning of mess halls,
galicys,' and other pluccs where food is preparcd and scrved.,  Include
messing facilitics for civilians cmploycd on the ste tion,

110, Fresh rdilk Su QQ; (1nclud1ng icc crcam and cther dairy products)--
Stonderds mointoincd in procurcmcnt, huﬂdLlnb, prLSuTV“tlon, ba cturlologlc
cxamination and scrving,

"l1l. Navy Ration--‘mclity, adequacy, varicty, orcpuratlon.

"12, Disposal of Scwege, Garbagc and Rcfusc=~lcthods in usc, adc—
quacy of qullltluS, and cfficicncy of operction,

113, Inscct Control--Prcvaiince of mosquitocs, flics, bedbugs, cock-
roaches, and othcr insccts; control mcasurcs ond cffectivencss, |

"1k, Rodent Control--Dengers of the problém (if ony) hrd the cffec-
tivencss of meosurcs in operation,

"15, Clothing--/dcquocy, suitability, and laundering facilitics.,

"16. Fungus Infections-~Provalence and the cffceetivencss of control
Measures,

"7, Extra Contonment Public Health Hazards that affect, or may
affeet the stendoards of hygicne and sanitation within the navel estaob-
lishment or endangcr the health of the naval or civilian persenncl.




30 November 1944 -6 - BUMED-Y-BHL

Subj:

A2-2/E10
Quarterly Sanitary Eeport, Establishment of, and Discontinuance
of Monthly and /nnual Sanitary Report for Shore Stations Only
(Including Hospitals)--Advance Changc in iionual of licdical
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"18, Industrizl Hcalth Hozards--Consider significant, potential,
or real current oexposurcs of civilian or enlisted pcrsonncl to in-
dustrial hcalth hazerds and rceport the condition or the type of toxic
mobterial, number of individuals exposed, and methods of control

"(g) Supplement to fourth quarterly senitary rcport, historical data,
The historical data shall be treated as an annual narrative report to be
included in the fourth guartcrly report only. It shall be preparcd on
scparate sheets and attached to the sanitary rcport so that upon its
arrival at Bulied it may be dctached and routed to the anpropriastc office,
It shall bec 2 complete account in itsclf, and independent of the sanitary
report, even though this moy mean a certoin amount of repctition, “hile
rccognizing the neeessity for keeping reports ot o minimum, o complete
and accuratc rcecord of the experiences of the liedicel Deportment in this
wer will be of incstimablc velue for informational purposcs ond os a
guide to plons for futurc medical organization and activitics, “Hth
variations according to the type and activity of station, the historicol
date shall be summerized under the following headings:

",

l!2.

HB .

lr'j_,_.'

Chronology

"Tobular statcment giving spteific dates, ploces, ond outstond-
ing events cssoéicted with the history of the station (or !orine
Corps activity), - :

Organization

"Outlinc the orgenization of the station and its rclation to
the larger navel picture (chain of command),

Nerrative ecount

"Narrative account of medical activities of the station (or
l2rinc Corps activity) and of battlc cxpericnecs, with cmphasis
on how the medical system worked and its rclation {o the larser
naval picturc, rather thon on elinical medieinc end surgery.

(The account sholl be complcte and tcecurate and it shall be
given whatever classification is nceessary for sceurity purvoscs.)

idditional Dotz ond Sidelights on Special Subjccts Vhen Lppliccble

... Caring for thc sick'and wounded,

"B, Evacuction, : '

"€. Noteworthy incidents in rclation to epidcemie "discases,

"D. Clirical ond professional notes (including datd rclative to
(1) preventive medieine, (2) clinical practices, (e) wmploy-
ment of and results from new and improved drugs, (4) note-
worthy cascs, (5) other data),

"E. Special problcms or noteworthy adaptations in rcgard to
supplics and equipment,

(_




30 November 1944 - BU FD-Y~RHIL

Subj:

42=2/FN10
Quarterly Sanitery Report, Establishment of, and Discontinuance
of Monthly and innual Sanitary Report for Shore Stations Only
(Including Hospitals)--idveonce Change in lienucl of liedical De-
partment,
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"F, Interesting incidcnts or Thuman 1ntorost‘ storics to iilus-
trate particular points.

"G, iny other topics belicved to be important in the mcdlcgl
history of thc station (or lzarine Corps activity).

n5, Conclusion

i, Host effective portions of the medical program of the station
(or larine Corps activity). :

"B, Least cffcctive portions of the medical program of thb station
(or larinc Corps activity)."

W, J. C. AGNET
Rear ..dmir2l (1), USN
issistant to Burcau
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ADDRESS YOUR REFLY TO ADVANCE COFY

BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D. C.

AND REFER TO

BUMED-E~-LG

A2-2/TN10

1 Sept 1945 WASHINGTON 25, D. C.

To: All Ships and Stations

Subj: Historical Supplement to Fourth Quarterly Sanitary Report;

Cumulative Report for Period of World 'far II,

Ref: (2) Bulfed Cirltr 44-1389, BUMED-Y-BHL, A2-2/EN10, 30 Nov 1944,
Navy Dept., Bul. 15 Dec 1944.

1. With the termination of the war it has been decided, in accordance with
general naval policy, to complete within the next few months the historical
accounts of ledical Department activities during 'Jorld ‘ar II. Ref (a) is
therefore modified in regard to the 1945 report, to the extent that the "sup-
plement to the fourth quarterly sanitary report, historical data" will be pre-
vared as a cumulative account of the experiences of the medical department of
each ship or station during 'orld Var II, This report, insofar as records

are available, shoyld begin with the Pearl Harbor attack on 7 Dec 1941, or .
with the commissioning of the activity if such date is subsequent to 7 Dec 1941,
and continue through 31 Aug 1945. Subject reports shall be submitted in time
to reach the Bureau of liedicine and Surgery by 1 Dec 1945,

2, Uith variations according to the type or function of the ship or station,
historical data should be summarized under the following headings:

(2) Chronology--tabular statement giving specific dates, places, and out-
standing events associated with the history of the ship or station,

(b) Organization-~organization of the activity and its position in the
naval chain of command,

(¢) Narrative Account-—-medical activities of the ship or station, and
battle experiences, with emphasis on how the medical organization functioned
and its position in the naval chain of command rather than on clinical medi-
cine and surgery. The account must be complete and accurate, and shall be
given whatever classification is necessary for securily purposes,

(d) Additional Data--sidelights, whenever applicable, upon cere of the
sick and wounded; evacuation; noteworthy incidents in relation to epidemic
diseases; clinical and professional notes, including data relative to preven-
tive medicine, clinical practices, employment of and results from new and im-
proved drugs, and noteworthy cases; special problems or noteworthy adaptations
with regard to supplies and equipment; interesting incidents to illustrate
particular points; and any other topics believed to be importent in the medical
history of the station, hospital, or Marine Corps activity.

(e) Conclusion--summery of the most effective and least effective portions
of the local medical program, .
/s/ ROSS T lcINTIRE
Vice Admiral (i), USH
Chief of Burecau
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PART II  SAMPLES OF STANDARD PROCEDURES AND CLERICAL AIDS

Section 1 Bibliographical methods and aids

a. Exploration of sources
b. Sample bibliographical card

¢. OCard record of Sanitary Report

Section 2 Filing system and procedures

a, Filing system
b. Filing scheme
c. Sample data sheet

d. Sample cross reference sheet

Section 3 Research Techniques and methods
General Research Procedures

Section 4 Scope of Present Overview







Section 1

Bibliographical methods and aids
a. Exploration of sources
b, Sample bibliographical card

c. Card record of Sanitary Report






EXPLORATION OF SOURCES

1. (Classification of materials,
the following outline is used:

Pl

For purposes of convenient classification,

I

PUBLISHED MATERIALS

A, Bibliographie
B, General. Works

s

C. lionographs (including pamph;ets,

D, iwutobiographi
B, Government Do
1, Manuals
2. Reports
3. Hearing

es and liemolrs
cuments

(1nclud1ng reports to Congress)
s

L. FExecutive Orders

5. Statute

]

F. Periodicals and Clippings

L

UNPUBLISHED 1ATERILLS

Le Governmental Archives
1., Directive files -

2, Policy
3. Report

Correspondence files
files

L. Data files
B. Non~=Governmental Archives

1, HManuser
2. Manuscr

ipt collections held by institutions
ipt collections hcld by private persons

ard families
C., THtness iccounts
1., Recordings

2, Intervi

cws

2. Repositories of materials, Entries, in the classified list, of all

reference and source maberials is
to be developed as the history pro

conceived of as being a long-term project,
gran itsclf develops, However, certain

essential materials must be searched out at once, This will be done by

exploratory visits to such librari
(a) For pub

Office
Library

e¢s and institutions as follows:
lished matofial:

of Naval Records and Library
of Congress

National Research Institute

Iledical
Public

Iibrary, National Naval Medical Center
Health

Library of the Surgcon General



D

(b) For unpublished material:

Burcau of Medicine and Surgery - Central files

and Division files (most of this has alrcady

been done)

The National Lrchives

Office of Naval Records and Library '

Spccial Events Section of Office of Public Relations

Other major rcpositorics and private manuscript collcctions can be cxplored
later, except that the potentialities of special colléctions at Hyde Park
Library should be given attention as sdon as possible,

C




Haagensen, C. D. and Lloyd, E. B, W.

A Hundred Years of lMedicine

New York: Sheridan Housu, 1943

Remarks: A good general survey for the layman

Good bibliography
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Section 2

Filing system and procedures
a;. Filing system

b, Filing scheme

c. Sample data sheet

d. Sample cross reference sheet






ESTABLISHMENT OF NECESSARY FILES

1. In order to obtain an officient, flexible, and well-ordercd filing
systom, vhich would most effectively scrve the nceds of the Administratiwve
History Scction, the schecme described below has been devised. The files
arc divided into four categorics; namecly, (a) Administrative History Secction
Official Files (for official administration of the Scction), (b) History
Sub-files (speeialized and data files), (¢) Porsonal Filcs (professional
activitics of staff), (d) Published Refcrence Works (largely library loans).
An outlinc indicating the major divisions of the various filing categories
is givon below. In addition, because of the great importancce of a properly
-arranged and systematized method of filing notes, abstracts, copics, and
other similar historica)l matcrials, that portion of the History Sub-filcs
termed the "Data Files" is described in deteil.

2. General filing scheme:

I. ADMINISTRATIVE HISTORY SECTION OFFICIAL FILES
(ticrged with those of the Managemont Branch)

A. Menagcment
B. Records Administration
C. History Program

II. HISTORY SUB-FILES

A, Data Files
1. Deecimal Filcs
2, Index File

B. Registry Filos
. Registr: Journal
. Subjceet Index
. Refcrence Filc of Letters
. Service Digpateh
(a) Scrvice Dispateh Receipt Ledger
(b) Subjcet Index
(e) Service Dispatch File (physical)
(d4) Buled Scrvicc Dispatch Relcasc Ledger
(¢) Menucl Change Sheet

MW

C. Sourcc Files
1. History Supplcment
2. Report Files (nonc arranged for as yot)
3. Index

D. Bibliogrephical Filcs

L. Booklcts and Pemphlcts

IIT. PERSONAL FILES
(subdivided according to pcrsonncl)

IV. PUBLISHED REFERENCE VWIORKS






NAVY IEDICAL HISTORY FILING SCHELE

Indicating chronological periods (First two digits)

000,000 General and Background (Earliest times to date)

010,0C0 General
020,000 Prior to 1774

100,000 Establishment of the U. S, Navy 1786-1860

100,000 General )
110,000  1775-1785 (Revolutionary iar)
120,000  1786-1800 EQuasi Yar with Fronce)
130,000 1801-1810 (Barbary "lars)

140,000 1811-181L (War of 1812)

150,000 1815-1841 (Prc Bulied period)
160,000  1842-1852 (Orgonization of Builed)
170,000  1853-1860 (Trend to ar) '

200,000 FEra of the Civil Wer, 1861-1865

200,000 General
210,000 1861
220,000 1862
230,000 1863
2,0,000 1864
250,000 1865

300,000 Fra of iaritimc Eclipse, 1866-1897

300,000 Genéral
310,000  1866-1880
320,000 1880-1890- - -
330,000  1890-1897

400,000 Era of the Spanish /merican Var, 1898-1909

400,000 General

410,000  1898-1900
420,000 1901-1905
430,000  1905-1909



500,000 FEra of Horld War I, 1910-1921

500,000 General

510,000 1910-1916
520,000 1917-1918
530,000 1919-1921

600,000 Bctween the Wars, 1922-1938

600,000  General
610,000 1922-1933
620,000 - 1934-1938

700,000 Erc of “Jorld YWar II, 1939-1945

700,000 General
710,000  1939-1941
720,000 1942
730,000 1943
740,000 1944

750,000 19435
. 760,000 1946

800,000 Vacant

900,000 Administrative History

910,000 General o
920,000 Office of Chicf of Burcau
930,000 Planning Functions '



MLVY MEDICAL HISTORY FILING SCHEME

Indicating subject subdivision within chronological
periods (third and fourth digits)

xx0 General

xx0,000 General folder
xx0,100 T1lustrations

xxl Operations (battle)

xx1,000 General folder
xx1,100 Logistic planning (Bulied and Navy Dept. )
xx1,200 ° Cempaigns and battles, ete,
KKK, 210 iny specific battle requiring folder
xx1,300 Hysicne, sanitation and preventive medicine during
an operation :

XX2 Health of the Navy

xx2,000 General folder

xx2,100 Core of the sick and injured

KX2 4200 Dental Care

xx2,300 linintenance and promotion of health of Navy
xx2,400  Rechabilitation

'#33 :J-Personncl

%xx3,000 General folder
xx3,100 lledical officers
. xx3,200 Dentol officers
xx3.300 Female nurses
3. 400 liedical cnlisted personnel
xx3,500 Civilian

xxty hdnlnlstrﬁtlon

xxl,, Q00 Goneral folder

xocy . 100 Navy Department

xxle, 200 Burcou of lledicine and Surgery

xxty , 300 Boards and commissions

xxh . 400 Organization of lMedical Departmoent shore cstcblishments
in the United Stotes

xxt,. 500 Organization of the ledical Department afloat

xxh,, 600 Organization of iledical Depoartment shore establishments
outside the United States



——

xx5 Finance

xx5,000

General folder

‘xx5,100 Estimatcs aond budgets
xx5,200 Approprintions
xx5,300 Spceial funds and other sources of revenue
xx5,400 Expenditures
xx5,500 Lecounts
xxb Supply
xx6,000 General folder
- xx6,100°  ianufacturing
xx6,200 Purchasing
xx6,300 Testing
xx6, 400 Storing
xx6,500 Distributing
xxb6.600  Inspecting
xx6,700 Checking
b0l Ldvancement of lledical Science
xx7,000 General: folder .
xx7..100 Rescarch, experimentation, investigotions, inquiries
xx7.200 Inventions, discoveries, innovetions, improvements,
rovisions (in theory ohd practice of medicine)
xXT, 300 Publications '
07 400 licdical ..ssociations
xx8 Vacant

xx9 Vacant

-

dditional folder subdivisions (fifth and sixth digits) have beon
devised for usc 2s ncecessary. o




DATA SHEET

CLASSIFICATION OF DATA

DATA FILE
NAVMED-209
_ : |:| SECRET [j RESTRICTED
ADMINISTRATIVE HISTORY SECTION
I:l CONF IDENTIAL D UNCLASS IF IED
FILE SOURCE
SUBJEC™
DATE

PAGE

NO.
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CROSS REFERENCE SHEET

DATA FILE
NAVMED-208

FILE NO

x
(cross reference sheat)

File in GENERAL folders only

ADMINISTRATIVE HISTORY SECTION

FILE NO.

x
{Data saterial)

SUBJECT

DATE

DATE OF DOCUMENT

REMARKS







Section 3

Research Technigues and methods

General Research Procedures






GENERAL RESEERCH PTCTLDURES

1. For the actual processes of collecting data and preparing accounts,

the following procedures have been adopted. These procedures are based
upon standard methods of historical research and are so devised as to
permit the employment of a staff in the compilation of historical material.

2. General survey. The first operation will comprise a general review
of certzin basic, standard works in order to derive data relative %o the
activities of the Medical Department throughout the history of the U. 5.
Navy. As a result of this general survey, a brief summary (approximately
50 to 100 typed pahes) of the entire period will be written. This step is
for the purpose of orientation.

3. Bibliographical investigations. GSubsequent to and, indeed, to a large
extent concurrent with the genersl survey, an investigation into the various
sources of material, as indicated in paragraph 1 above, will be performed.
This exploration will be carried beyond the initial steps indicated in
paragraph 1 to as thorough a compilation of source references as is practi-
cable. This investigation will serve as a foundation for all further
operations.

L. Determination of major topics and subtopics. Based upon data derived

in steps described in paragraphs 2 and 3 above, major topics and important
subtopics will be determined and given a place in the decimal data filing

system. In this way, topics requiring rescarch and investigation will be

esteblished and in a sense given an official registered number.

5. Assipnment schedules. Once major topics and subtopics have been de-
tormined end numbered, they will -be scheduled and assigned to members of
the staff of the Administrative History Section for necessary review,
rescarch, and drafting into narrative accounts.

6. Detailed merusal of sources. Aftcr assignment of a topic, all per-
tinent sources will be given a detailed perusel in order to obtain data
necessary for the development of the topic. During the perusal process,
any noteworthy items which may rclate to topics, other than the one under
consideration, will of course be noted for filing in the general decimal
data files.

7. Data collection methods. The mc*hods by which information will be
gathered throughout the pcrusal process will be as follows: (a) such
passages as arc fclt by the rescercher to be of especial value to the topic
will be copied in full - this, as far as is possible, will be done by
stenographic help; (b) such passages as contain general itcms and informa-
tion considered by thc rescarcher to bc of value, but which are not required
in full, will be abstractcd for the substance - this will be done either

by dictation to stenographic hclp, or by such notations as may guide
clerical as-istonts in abstracting thc desircd passages; (c) whencver
isolated data of significance arc feund within passages, notation of these
will be made by thc rescarcher cithur for further exploretion or for filing.







.'.2..

411 data so collected by copying, abstracting, or noting, will be assigned
to appropriate places within the decimal file.

8. Preliminary organization and outlincs of material. In order to prepare
first drafts from matorial collected through the research processes indicated
above, the materials will be arrenged in a logical order and preliminary
outlines will be prepared. Thesc operations will scrve as bases for dis-
cussion as to goneral relationship of specific topies to the history project
as a wholc, and as guides to the rescearcher.

9. Prcparation of prcliminary accounts. As soon as the major - and casily
obtained - sources have been perused for date relating to a topic, and a
preliminary outline has heen preparcd, a first account will be written. This
account will scrve as a guide for the morc dctailed rescarch necessary to
cxplore the verious asmecets of the topic, and it will aid in the planning and
preparation of final drafts.

10. Specialized intcnsive rescarch. In so far as preliminary draits have
indicated necced for additijonal informetion, or for the exploration of ncw
aspocts of the topic, specialized intensive rescarch into the sources will
be conductcd. This will provide such additional material as is required for
the prcparation of final drafts.

11. Final orgenization and outlines. As soon as the specialized intensive
rescerch described in pamragraph 10 sbove has been comleted, a final
arrangcment and outline of the material rilating to a topic will bc made.
This will give an opportunity for additional rcview of the opcration as it
rclatcs to the overall progrem of the Administrative History Section.

- 12. Prcparation of draftg for cditing. As soon as the final organization
and outlinc of a topic have becen decided upon, a draft of the topie, in
morc or less final form and recady for cditing will be madc.

13. Editing of drafts. Editing of drafts preparcd by the Administrative
History Hcetion will be for two purposcs: (a) for the preparation of pam-
phlcts or monogrephs in form for processing or publication; (b) for tho
preparation of scctions or chapters for a comprchensive history of the
Mcdical Department.

1/.. General comments. Since under .. rmal circumstances most topics are

morc or less intcrrelated, it will be nccessary to perform concurrcntly

many of the prcliminary steps indicated above for most of the topics within

a gencral period before the final drafting and cditing processcs arc under-
takcn. Emphasis will e given to topies dcaling with the period of the
prosent war. This will provide metcrial for reports required of the Medicel
Dcpartment and for such pamphlets as may be desired for informational pur-
poscs. It is furthcr $ntended that topics deeling with administrative history
will bc explorcd as rapidly as possiblc, This is desirable becausc of the
closc rclationship of administrati: history to good managcment.
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Section 4

Scope of Present Overview







SCOPE OF PRESENT OVERVIEW

OUTLINE OF OVERVIEW OF NARRATIVE HISTORY PROJECT

1775 - 1785
1785 - 1801
1801 - 1811
1811 - 1814
1815 - 1842
1842 - 1852
1853 - 1860
1861 - 1865
1866 - 1880
11880 - 1897
1898

1899 - 1917
1917 - 1918
1918 - 1921
1921 - 1933
1934 - 1940
1940 to date

Total

(1775 - )

Footnotes (approximatcly)

Charts and Illustrations (approximately)

Grand total

Pages
5
5
13
13
R7
28
19
69
23
49
22
69
120
12
28

34

244,

35
35

61/,






PART III SPECIAL REPORTS

Section 1 Regularly Scheduled Reports

Section 2 Unscheduled Reports







Section 1

Regularlg Schgduled Reports






SPECILL REPORTS

REGUL/RLY RECURRING REFORTS

Frequency

Subject To hom
snnual Report of Surgcon General Annual SeclNav
-nmual Report for .dmiral Xing Annual Coriinch
Report of /dministrative Quarterly UnderSeclav

nccomplishments
Heport of lManual of Orzanizetion Yonthly UnderSecNav
Charts of Bureaus ond Offices
of the Navy Department
Report of Progress of .idminis- Quarterly Dircctor of
trative History Progrom Hoval History
Tstimnote of Personncl Neods Quarterly BuPers
{
Estimate of Space Needs Quarterly Bureau Services

Branch, /dminis-
tration Division







Section 2

Unscheduled Reports






SPECI.L REPORTS

UHSCHEDULED REPORTS

Subjecct

- To Vhomn

Requests from Congress or other high authority
for narrctive summaries

Report of institution of form letters
Report of compliance with disposal
authorizations

Speeial administrative and organizational
reports

Aduthority requesting
sdministrative Of-
fice, EX0S

sdministrative Of-
fice, EXOS

futhority requesting
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PART IV  RECORDS ADMINISTRATION

Section 1 Directives

Section 2

Section 3

Section 4

Section 5

Section 6

Section 7

e

Ce

Inactive Medical Department Records and
Medical Department Records of Decommissioned
Activities; Transfer to Naval Records
Management Centers

Field Records Schedule for the Bureau of
Medicine and Surgery = Authorization for
Records Disposition

Care and Custody of Medical Department
Records; Instructions in regard to

Servicing of Medical Department Records;
Instructions in regard to

Transfer form

Disposition form

Sample of Management Center Inventory

Sample of Management Center Monthly Report

Sample of card indicating activity decommissioning

(from which records should be transferred to a

Records Management Center)

Sample of card showing that records of an
activity have already been transferred to
a Records Management Center
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Section 1

Directives
Inactive Medical Department Records and lMedical
Department Records of Decommissioned Activities;

Iransfer to Naval Records lManagement Centers

Field Records Schedule for the Bureau of Medicine
and Surgery - Authorigation for Records Disposition

Care and Custody of Medical Department Records;
Instructions in regard to

Servicing of liediecal Department Records;
Inpirvedlions in reserd wo






BUMED-E-BHL
H3-4,/EN(073-40)

11 August 1944

To: A1l Ships and Stations

Subj: Inactive Medical Department Records and ledical Department
Records of Decommissioned Activities; Transfer to Naval
Records lManagement Centers.

1. Arrangements have been made by Bulled whereby the newly established
Naval Records lManagement Centers may be used for the housing of records

of all decommissioned activities, and of old inactive records of such
medical activities remaining in commission as may have accumulated reccrds
of permanent value for which no adequate stowage space exists,

2. MNaval Records llanagement Center, Eastern Division, will serve
activities in Naval Districts 1 through 10, in the Severn River Naval
Command, and in the European-Africa-lMicdle East area. Naval Records
lanagement Center, Western Division, will serve activities in Naval
Districts 11 through 17 and in the Asiatic-Pacific area. Addresses of
the Naval Records Management Centers are as follows:

Naval Records lManagement Center, Eastern Division
253 North Broad Street
Philadelphia, Pennsylvania

Naval Records Management Center, VWestern Division
417 South Spring Street
Los Angeles, California

3. Upon decommissioning of a medical activity, the correspondence files
and records shall be properly arranged, packaged in numbered boxes or
other suitable containers (numbering of boxes to contain reference to
total boxes of shipment thus: box no. 1 of 20, box no. 2 of 20, etec.)
and each box and container inventoried. Inventories shall be prepared
in triplicate; cne copy to ke placed in the appropriate box or container,
one copy to be transmitted to Naval Records Management Center, and one copy
to be transmitted to Bulied. After records have been packaged and inven-
toried, a letter of notification shall be prepared and sent air-mail to
the appropriate Naval Records lanagement Center. This letter shall state
the appropriate cubic footage and the general character of the records

to be transferred, and shall also have attached copies of the inventories
of the various record containers. Carbon copies of the letter of notifi-
- cation and inventories shall be sent to Bulled. The packaged records may
then be shipped-to the appropriate Naval Records llanagement Center,






H3 -4/EN(073-40) -2- 11 August 1944

4. Medical Department activities having accumulations of old inactive
records may obtain authority for transferring these records to the Naval
Records Management Centers by sending a request for such action to Bulled,
together with a descriptive list of the records, as well as an estimate of
the cubic footage of the records to be transferred. Bulled will then obtain
necessary clearances and issue instructions.

L. SHEIDON, Jr.
Rear Admiral (MC), USN
Acting Chief of Bureau






BUMED -E-NGT
46-6/EN10

12 June 1945

To: - A1l Ships and Stations

Subj: Field Records Schedule for the Bureau of Medicine and
Surgery - Authorization for Records Disposition.

Ref: (a) BuMed eir 1ltr BUMED-E-BHL over H3-4/IN(073-40) dated
11 Aug 1944.

Enel: 1. (HW) BuMed Field Records Schedule.

1. Enclosure contains a list of records which have been authorized by
Congress for destruction or have been listed for permanent retention.
This list comprises the files and records housed at present in field
Iledical Department activities.

2. Instructions for destruction (by burning or shredding) are given
in enclesure 1,

3. Instructions for the transfer of records listed for permanent
retention when they have become inactive (i.e, not requiring constant
administrative or professional reference by medical activities) ere
contained in reference (a). However, to facilitate transfer of records
from Fleet activities to Records Management Centers, paragraph 4 of
reference (a) shall be modified by the addition of the following:

"iowover,units of the Fleet may transfer inactive
records to Management Centers without obtaining
prior avthority from the Bureau of lledicine and
Surgery, upon conforming to instructions in para=-
graph 3 above,"

ROSS T LeINTIRE
Vice Admiral (FC), USN
Chief of Burcau






BURFAU OF MEDICINE AND SURGERY FIELD RECORDS SCHEDULE
PREFACE

Scope
This document shall be called the Bureau of Medicine and Surgery

Field Records Schedule which authorizes disposition of records enumcr-
atod herein., It covers the files of all Distriet ledical Offices, all
Naval Hospitals and Medical Centers, all Naval Dispensaries and Sick
Bays, all Medical Departments afloat, including those aboard hospital
ships, and all medical supply depots, storchouses or facilities.

411 record copies, when used in this Bulled Ficld Records Schedule,
simply refer to all copies normally kept by an office. The original
of any form required by the lanual, or other instruction, will continue
to be transmitted te the Bureau.

This Bulled Field Records Schedule does not pertain to any records
filed by the Bureau in VWashington.

Dispogition !

Records shall be destroyed by burning or shredding (for paper
salvage purposes) in the presence of an officer, who shall so report
to the Bureau by Schedule item number of, time period covered by, and
cubic footage of the records involved (the same procedurc shall be followed
for records transferred to Naval Records Management Centers), No officer
will be liable to produce any records destroyed in accordance with this
Bulled Field Records Schedule.

Ttems in this schedule marked "retain" may, when they become
inactive, be transferred to Naval Records HManagement Centers upon
request in accordance with Bulled circular letter: BUMED-E-BHL over
H3-4/EN(073-40) dated 11 Aug 1944.

Service
The Naval Records Management Centers will service upon request all
records transferred to their custody.






CLINICAL AND PERSONNEL RECORDS

Report of Cases of Syphilis and Arsenical Treatments
(NavMed Form A)

A11 record copies

To be destroyed when 1 year old

Abstract of Patients (Navlled Form F) obsolete
All record copies '
To be destroyed when 2 years old

(NOTE: TItems 3 through 114 omitted)
Notcs:

1. General Correspondence files maintained by Hospitals,
Dispensaries and lMedical Departments afloat may be trans-
ferred to the nearest Naval Records Management Center when
2 years old.

2. Stowed rccords of decommissioned medical units (consisting
of patient's jackets, muster cards, X-rays, Lab Books, General
Corrcspondence, journals, logs, etc.) should be transferred to
the nearcest Naval Records Management Center.

253 North Broad Street, Philadelphia 7, Pennsylvania, or
417 South Spring Street, Los Angeles 13, California.

G
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BUMED-E-1G

A46-6/EN10
23 Dec 1944
To: Naval Records Management Center
Western Division
417 South Spring Street
Los Angeles, California
Via: ~ Director of Records Administration
Subj: Care and Custody of Medical Department Records;

Instructions in regard to.

1, The following instructions have been prepared for the guidance of
addressee in the care and custody of Medical Department records. These
instructions reflect the purposes and policics of the Burcau of ledicine
and Surgery.

Records Administration

2. In general, good records administration practices as are now being
performed under the supervision of the Officer=-in-Charge of the Center

are considered proper for the records of the liedical Department. How-
ever, for clarity's sake, a general outline of duties and responsibilities
in this regard are indicatcd below, Note especially specific instructions
under "SERVICING":

DUTIES AND RESPONSIBILITIES

I. ACCESSIONING
L, To receive records from two sources - all records of
decommissioned lMedical Department activities and in-
active records of continuing Medical Department activi-
ties.

II. INVENTORYING
A, To check inventory received in the records.
B, To identify series.
C. To make appropriate notations on inventory to make it
square with records received.

ITI, LABELING AND SHELVING
A, To follow proper archival principles.
B. To keep records of each agency together - that is,
keep them identifiable and do not interfile.
C, To protect papers from damage. ‘






23 Dec 1944

BUMED -E-LG
—2- 46-6/EN10

IV, ANALYTICAL CHECKLISTING

A.
B.

C.

D.

To obtain essential administrative data re activities.
To list material in logical groupings thereunder chrono-
logically,

To discover missing series and note especially note-
worthy ones which may show organization, divisions,
functions, ete,, of agencies,

To prepare such supplementary finding mediums as ex-
perience may show to be desirable,

V., SEGREGATION FOR DISPOSAL

a.

To discover duplicated material - in the files of the
same Medical Department activity - in the files of

other agencies.

To determine material which is of neither administrative
value or historical interest.

To determine timc limits of holding (general list now
being prepared by Bulied).

To recommend to Bulled via official channels on dlsposal
of records.

VI. SERVICIKG

A-
B.
C.
E D.

E,

To charge out documents and receive back documents,
To abstract data.,

To obtain phetographic copies, etc.

To follow regulations of Bulled:

1., Medical records to be serviced by lledical
Department personnel.

2. Requests from ledical Department act1v1t1es
may be answered direct from Center,

3. Requests from all other sources must be endorsed
over to Bulied, and a statement made as to whether
file exists in Center. If record is needed to
supplement those in Bulled, it will be requested
by Bulled,

To maintain simple journal of services.

VII., REPAIR AND PRESERVATION

4.
B.

To maintain as far as p0551ble optimum storage condltlons.
To repair only so far as is necessary.

3., For the purpose of performing the duties outlined above, complement
has recently been inereased to the extent of two pharmacist's mates.
Should additional help become necessary, recommendation for additional
personnel should be made to the Burcau of lledicine and Surgery. Since
Medical Department records are held to be professionally confidential,
and sinee the Bureau of lledicine and Surgery is charged with so guarding






23 Dec 1944 BUMED=E-IG
, e A6-6/EN10

and caring for these records, it is necessary that only Medical Depart-
ment personnel or the Officer-in-Charge of the activity be given access
to them,

Reference Data

4o Information required in the performance of the dutics outlined under
"Records Administration" above may be obtained from the following sources:
(a) from data contained in files themsclves (letterheads, directives,
inventories, ete.); (b) from official publications of the Navy Depart-
ment (most useful of these are: Regulations of the Navy Department,
Cumulative Edition of the Navy Department Bulletin, Standard Distribution.
List, and certain classified lists of activities); (c¢) from publications
of the Bureau of Medicine and Surgery (obtainable via official channels

- most useful are: Mamual of the Medical Department, lists of publica-
tions and forms, Handbook of the Hospital Corps, Hospital Corps Quartsrly,
Naval Medical Bulletin, etc,); (d) from Bureau of lMedicine and Surgery
(for data not obtainable from sources indicated above).

Rcports
5¢ In addition to such reports as are required for personncl and
administrative purposes, it is requested that a brief monthly tabulation
of records administration in regard to ledical Department records be
transmitted to the Bureau of lledicine and Surgery. This tabulation
should include: (a) List of holdings (to be made on first report only);
(b) list of receipts during month; (c) statement of number of services
during month, subdivided into items furnished, photostats or transcripts
furnished, and data furnished; (d) copies of descriptive lists as have
been prepared during month; and (e¢) lists of all records disposed of-
in accordance with Congressional authority during month,

ROSS T. McINTIRE
Vice Admiral (MC), USN
Chief of Bureau
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BUMED-E-LG

A6-6/EN10
2/, Jan 1945
Tos Naval Records lManagement Center
Testern Division
417 South Spring Street
Los Angeles 13, California
Subj: Servieing of Medical Department records; Instructions
in regard to.
Ref': (2) Bulled 1tr, A6-6/EN10, dated 23 Dec 1944, re Care

and Custody of Medical Department Reccords.
1. Paragraph 2 (VI) is modified as indicated herewith,

2. In gencral, present regulations which rcquire that requests for
data or records received from other than Medical Department activi-
ties should be referred to BuMed, remain in effect. However, re-
quests for information of a non-medical naturc from lMedical Depart=-
ment records (c.g. names of next of kin, ete,) may be given directly
from the Center. Requests received from properly authorized officials
of the Veterans Administration or requests reccived from the Army,
may also be serviced directly from the Records lManagement Center with-
out prior reference to Bulled, In all other cases, requests should

be referred to BulMed for action, and in cases of emergency, TWX, dis-
patches, or telephonec facilities should be employed.

/s/ W. J. C. AGNEW
Rear Admiral (IiC) USN
Acting Chief of Bureau
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Section 2

Iransfer form







RECORDS TRANSFER REQUEST INSTRUCTION: _Preparg in triplicate. Submit

NAVEX0S~342 REV. 545 original and one copy to Director of Records

Admsnistration. Retain other copy for file. NAVY _DEPT. RECORDS

DATE CENTER JOB NOQ.

(See reverse side for instructions for filling out this Request)

TO: ADMINISTRATIVE OFF ICE, NAVY DEPARTMENT (DIRECTOR OF RECORDS ADMINISTRATION)

(Bureau) (Division) ) (Section)
FROM:
(Check one) )
IT IS REQUESTED THAT THE RECORDS LISTED BELOW BE TRANSFERRED TO
THE NATIONAL ARCHIVES
WASHINGTON, D. C. 2 (Relatively inactive records of permanent value or historical interest may be offered to the NATIONAL ARCHIVES)
NAVY DEPT. RECORDS CENTER
WASHINGTON, D. C. (Relatively inactive records not immediately acceptable to ARCHIVES and which cannot be immediately destroyed may be offered to the Navy Dept. Records Center)
LOCAT ION (Building) : (Room) NAME OF CUSTODIAN EXTENSION
OF RECORDS
CLASS'F[CATlON v) ' k KIND OF FOR RECORDS CENTER TRANSFERS ONLY -|IF ON RECORDS
= gl BL5, [SUEKTI PERI0OD REconp RETIREMENT
ITEM | & |1 =] El8gl (In COPIES PROPOSED PROPOSED c
el i Ei2w : COVERED DESCRIPTION SCHEDULE
NO. Sz i Zlzz chbH;.: BY RECORDS (Sole, DISPOSITION EVENTUAL IDENTIFY BY PAGE
" W —| feet Dupl. DATE DISPOSITION
mOh Elx o AND 1 TEM NO.
|
|
FILING EQUi_PMENT SQ. FT. OF FLOOR SPACE ESTIMATED REFERENCE PER WEEK
'OCCUPIED BY RECORDS . OCCUPIED BY RECORDS
SIGNATURE (Bureau Records Officer, if there is ome, otherwise Division Head/ T0 BE FILLED IN BY NAVY DEPT. RECORDS CENTER
APPROVED BY DATE
TITLE oF POSITION PICKED "~ BY DATE

3



INSTRUCTIONS FOR FILLING QUT RECORDS TRANSFER REQUEST
Insert the date the Records Transfer Request is made by the Bureau.
Insert the name of the Bureau, Division, and Section making the request,

Indicate by an "X" whether the transfer is to be made to the National Archives or to the

Navy Dept. Records Center.

Insert the present location of the records (bullding and room no.) and custodian {name and

extension of the person in charge).
Number each item |isted.

Designate by an "x" the classificatlion of the retords (whether secret, confidential. re-
stricted, or unclassified), so that proper securlty can be given at the Records Center and
at the National Archives and so that proper disposal (burning, shredding, sale as waste)

can be made when authorized.
Indicate the quantity of the records in cubic feet (ecstimate 2 cubi¢ feet to a file drawer).
Indicate the inclusive dates covered by the records (by fonth and year).

Give a concise but identifiabledescription of the records.

{a) On forms, state the form mumber and title of the form.
{b) On general files, state how they are arranged (by subject, alphabetically, etc.i, and

what function of the office they serve.

Indicate the kind of record copies (sole or duplicate), {"Sole record copy" means the only
known official file copy; "duplicate record copy" means that another or other official file

copies exist in the Naval establishment.)

A

For transfers to the Records Center only:

{a) Under "Proposed Disposition Date", indicate in terms of month and year how long the
records are to be held at the Records Center.

(b} Under "Proposed Eventual Disposition”, indicate the method by which disposition is to

be made (destruction, sale as waste paper, transfer to National Archives, etc.),

State whether the records are listed on a records retirement schedule; if Ilsted, identify

by page and item number,

Indicate the filing equipment occupied by the records (e.g., s flle drawers; 3 linear feet

of shelving; etc.)a.

Indicate the square feet of floor space occupied by the equipment cantaining the records

(estimate 7 square feet to a file cabinet).
Indicate the estimated number of calls per week that will be made for the records.

The Request should be signed by the Bureau Records Officer, if there ls ane, or by the

head of the Division concerned, and the title of his position should be dasignated.

NAVEXOS-342 (BACK) REV. 5-45

(P}



Section 3

Disposition form







] . .
National Archives Form 108 (8-43)
COMPREHENSIVE OR DISPOSAL SCHEDULE (PAPERS, ETC.! For use of National Archives

(Submit ribbon copy and one carbon)
Job No.

Date received

(Agency)
Assignment No.
(Major subdivision or class of subdivisions) Date completed
Appraiser
(Minor subdivision or class of subdivisions) (signature)

SCHEDULE OF RECORDS proposing the disposal, after the lapse of the period of time specified
in each instance, of all or certain included items of records, of the form or character
specified, as being records that have accumulated in the custody of the agency named above
or that may accumulate therein at any time after the submission of this schedule and that
apparently will not after the lapse of the period specified in each instance have suffi-
cient administrative, legal, research, or other value to warrant their further preservation
b* +he Government. Submitted to the Archivist of the United States in accordance with the
a. of Congress approved July 7, 1943 (Public 115, 78th Cong.) and regulations promulgated
by the National Archives Council pursuant to that act:

(Signed) Date:
Representing the head of the agency named above

(Title)

Location of accumulated records.

Name and title of person in charge:

Sample i
B e i £ File or form numbers; title and description B i, Yok
s 1Y this space
herewith Period of time to be retalned; kind of copies P
{(or date)

The records that are proposed for disposal in this
schedule are to be disposed of after the lapse of the
period of time specified or after they have been
photographed or microphotographed in accordance with
regulations of the National Archives Council.

All Navy Department and Bureau circular letters,
Alnavs, and manuals; extra copies of mimeographed or
otherwise processed material; library reference material;
extra copies of letters maintained for convenience of
reference; and surplus stocks of blank forms and supplies
are non-record material. Such material should be turned
in to the issuing offices or otherwise disposed of in the
manner prescribed by existing instructions and without
reporting for authorization.

Use National Archives Form 100 for continuation sheet, or omit item entries on this sheet
and attach schedule in other form supplying information called for by the above headings.
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*National Archlves Form 100 (8-43)
DISPOSAL LIST OR SCHEDULE, CONTINUATION SHEET

Page No.

Item Information on each item as called for by the basic form being used Do not use
No. this space
Job

Page
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Section 4

Sample of lianagement Center Inventory






NRMC:¥WD DESCRIFTIVE LIST 31 (e)

RECORDS OF THE HOSPITAL SHIP USS ﬁELIEF

The files of the hospital ship USS RELIFF arc the only complete
hospital records of a ship received to date, The files cxtend from 1925
to 1940. USS RELIEF is the chief. hospital ship of the flect, The
USS LRGONNE acted as a relief ship during her infrequent periods of re-
fitting, The USS RELIFF is classed as juxilicry Hospitel No, 1. She was
commi ssioned on 28 December 1920 and carries an average complement of 30
officers, 12 nurses, and 300 cnlisted men, including 55 corpsmen, Files
arc poorly organized and arc not complete prior to 1928, Iintcrial follows
Novy filing system., Onc.or morc years files mey be found in one jacket,
The files comprise the following items: Patients!' jackets, administrative
files, duplicate cards (forms jacket index), officer of thc day logs and
~ journals of thec medical department, miscellancous logs, bagroom chits,
radiograms, and accounting records. 33 cubic fcet.

1. Administration Files, 1927 - 1940. Correspondecncc and rcports
relating to hospital administration, /rranged according to the
Nevy filing monual. 12 cubic feet,

2. Commissary Rccords, 1927 - 1940. Cecmprisc food purchase vouchers,
bills, inventories, ration reports, daily menus, cstimntces of
ration costs, certificates of inspection, orders for supplies and
commissary rcports, /rrenged chronologicailly, 5 cubic feet,

3. Lecounting Records, 1921 - 1939, Comprise monthly, quarterly
and yearly rcports of cxpendable and non-expendeble supplies,
Includcs articles surveyed, supplies issued, buricl expense,
dental supplies, loundry, naval hospital funds, arscnicals,
provender, provisions, and blood transfusions, Filed in large
brown jackets nccording to the subject and ycar, 12 cubic fect,

L, Medical Qfficer of thc Day's Log and Journal of the iicdical
Department, 27 4pr., 1921 - 16 July 1940, On & Loy 1935 the
Journals of thc lMedical Department became the "Officer of the
Day Log", and is the rccord of the medical officcr in charge
covering duties, inspcetions; discipline, liberty, lcave, ad-
missions, and discherges of patients, incoming and outgoing
chronologically., 1 cubic foot,

S iscellancous Logs, 1927 - 1940, idsceclleneous logs relating
- to hospital administration, compriscd of the following: Liberty
lists (1937 - 1940), Chicf of the Day (1930 - 1935), liate of
the Day (1940), dispatches sent and received (1936), cmergency
wotch list ?1935), register of visitors (1927 - 1929), register
of letters reccived (1932 - 1934), and accounting logs (1927 -
1937), Arranged chronologically. 2 cubic fect,







Pagc /# 2 - NRMC:WD DESCRIPTIVE LIST 31 (0)

&, Patients' Bogroom Chits, 1935 - 1939, NMS hospital form No. 25
shows name, rate, datc received, date discharged, bag, hammock
and rack number, and rcmarks. Arranged alphebetically by year.,
1 cubic foot,

7. Duplicate NMS Form "F", Paticnts! Muster Cards, 1923 - 1939.
Shows file numbcr, name, rate, total service, date and place of
birth, race, transferrcd from, diagnosis letter, dicgnosis num—
ber, date of diagnosis, origin, disposition and dmtb, sick days,
hospital and rcmerks, Arranged alphabetically and forms an index
to patients' jackets, 5 cubic fect.

8. Paticnts! Jackebts, 15 llar, 1921 - 1 Jan. 1940, Filcd in jackets
bearing name, ratc, diagnosis and file numbcr on front. Some
contain: (a) Filc numbcr, rank or rate, scrvice numbcr, trans—

ferred from and date, diagnosis, diagnosis dhnngcd and

date, disposition and date, duty stcotion,

(b) Enlisted rccord: place, date, term, rcligion,

nearcst kin or friend, relationship and address,

(¢) Poper reccived and transmittced, hospital ticket,

_health rccord, scrvice record, gunncry and torpedo

record, C,S,C., number, pay accounts, deposit book,
There -are many gops in the early files. [rranged numeriecally, .
30 to 38734. - 273 cubic fcet,

9. Pathological Reccord Cards & NiS Form No, 57, 1926 - 1939, MNMS
form No, 57 is 8z" x 105" card, special examinction requests;
bearing name, rote, date, diagnosis, examination desired, name
of doctor authorizing cxamination and doctor making cxamination
and findings, (Filed in grcen jackets for 1926 - 1930), Path-
ological rccord cards - 1930 - 1939, arc 5 x 8" sizc and show
namc, rate, ward, diagnosis, type of examination desircd and
findings. The two types of files form a yecarly alphabcetical
index to pathology rccords, 6 cubic feet,

10, Glass Slides, 1934 - 1938, Glass slides, sizc 1" x 3", with
autopsy, appendix to pilonidal cysts, specimens mounted for
microscopy., Packed in bexes, liany are brokon, Filed numer-
ically by typc of spcecimen and partially arranged hccordlng to
year, 5 cubic fecet,

11.  Pathological Specimen Logs, 24 Moy 1932 - 13 liar, 1939,
Show name, rate, type of speeimen, cxoemined., Jrranged alpha-
betically in 2 small books,

12, lilscellaneous Logs, Logs relating to ward administration
covered by the following: AM and PM woard reports, TPR record
(1934 - 1940), pothological studies and record (1932 - 1933),
Form No. 27, (pasted on leaves), Kahn Tosts (1931 - 1938),
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scrology (1932 - 1933), doctors! order books (gaps, 1935 - 1940),
admissions to words (1930 - 1938), narcotic and alcohol logs
(gaps, 1934 - 1940), innoculation and blood type (1936 - 1938),
operating room rccord (1933 - 1937), laboratory record (1935 -
1938)., Irrangcd chronologically, when possible., 9 cubic feet,

13, Death Journal log, 3 Junc 1924 - 31 Dec, 1931, One bound volume:
showing name of deccased, rate, ship or station, cousc of death,
disposition of body, cxpenses incurred by USS RELIEF. Entries
chronological,

Prepared: 'illiam F, Shonkwiler,
Phii2e - 30 llarch 1945
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Sample of HManagement Center Monthly Report
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COPFPY
NAVY DEPARTMENDNT

N.V.I RECCRDS M/NAGEMENT CENTER
\ Fastern Division
253-55 North Broad Street
Philadelphia 7, Pa..

1 March 1945

To:
Via:

Subj:

‘Ref's

Chief  of Burcau of licdicine and Surgery
Director of Records .dministration, idministrative Officc (EXCS)

Holdings, Reccipts, sServices, Disposals, Care and Custody of
liedical Department Records: lionthly Report of NRIC:ED for
February 1945,

(2) Bulied ltr. FE-1G/L6~6/EN10 to NRIC:ED, dtd 23 Doc 1944 .
(b) NRIC:ED ltr, scrial #2211 dtd, 2 February 1945

1, This report is in complionce with paragraph 5 of Rcfcerence (2), and
gives the required informetion regarding the care ond custody of the
rcecords of the addressce by the Naval Records litnagement Center, Eastern
Division, - -

Ce

4 list of holdings, comprising 1541 cubic fcot, wos compiled as
Enclosure /. to refcrence (b). This covercd accessions 1 through

56'

The 1list of reccipts for February forms Enclosure .. to this letter,
iccessions 57 through 65 are thus reported.

Services for Fcbruary:

1. To Buifed: Forms H-8 on nine officers found in shipment
from LST 295, ' '

2, To Bulled: !kedical History Record of Hackncy, ilayne (n),
liollRe V-6 USKR, found in shipment from USN .dv. .mphib,
Training Basc, .ippledore, Devon, England.

3. Veterans administration Facility, Atlanta, Ga. Via Bulled
for Carmichacl, Warren Chandler ix-Cifle V-6 USMR. Ltr
answered, )

There are on hand four requests pending arrival of shipment,

Brief descriptive list follows each list of holdings,
Full descriptive list available upon request,

The only disposal of rccords performed at this activity as of
February 28, 1945 was transferring fccession 57 to Bulled,



COPY

NRHC/EN:2436 ' 1 larch 1945

2. The complement of hospital corpsmen at this activity consists of two
billets presently filled by David Dominick B.ZZO, PHillc and William Edwin
S/iYER, PHMBc.

Everett 0, illdredge
Officer in Chorge

Fncl. Hi: List of Holdings o _ (
Pnd-1  R4-EJL:DE 2 liarch 1945
To: Chief, Bureau of liedicine and Surgery

1., Forwarded.

Emunett J. Leahy
Dircctor of Records dministration




57.

58,

53

61,

2

63.,

T

COPY

FEBRU.RY 1945 1IST OF NEW /ACCESSIOMNS -
(iccessions 1-56 reported previously

USS IST 295, ¢/o F. P. 0., New York, N. Y.
Forms H-8 lNeglible

U.S, Naval Training School, Camp ilacDonough, Plettsburg, N, Y.
ledical Department Correspondence Files
Log Books
Paticnts Jackets, Jan, 1944 to Dec, 1944 15 cu ft

U. S. Naval .ir Focility, Navy 624
c/o F.P.0., San Francisco, California
llcdicel Department Correspondence Files
Log and Journal Books )
Ledger Books, 1943-1944 1 jeu L

U. S, Naval Training School, Keystone School,” Inc,
Bedford Springs, Pennsylvania
liodical Deportment Correspondence Files
X-ray Picturcs, 1943-1944 6 cu ft

U. S. Naval Training School, Ohio lWesleyan Univcrsity
Delawarc, Ohio
i'edical Departmoent Correspondence Files, 1943-194L
1% cu ft

U, S, Navel Prison, Novy Yard, Portsmouth, N,H.
ifedical Department Correspondence Files, 1937-1944

L cu ft

USS Parrott, DD 218 : i

liedical Department Correspondence Files

Ledger Book, 1943-19414 1 cu ft
U. S. Naval Hospital, National Naval iicdical Center,
Bethesda, Harylond

Paticnts Hospital Jackets, 1914-1942 L54 cu £t
USS Republic, c/o F.P.O., New York, N. Y.

lodical Department Corrcespondence Files

Logs and Ledger Books, 1941-1945 5 cu ft

. \

Total Volumc of Bulicd Records on Hond as of 28 Feb,
1944 == 2025 cu ft :

ENCLOSURE i\
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Section 6
Sample of card indicating activity decommissioning
(from which records should be transferred to a Re-
cords lManagement Center)







NTSch, (Yeomen) NTC Great Lakes Illinois
Date of Letter: 15 May 1945 File: NM3/A4-2
Repository:

Amount:
Inventory:
Remarks: To be discontinued & Oct 1945







Section 7

Sample of card ghowing that records of an activity have
already been transferred to a Records lianagement Center







NTSch (Indoctrination) Camp MacDonough, Plattsburg, N.Y. !
Date of Letter: 1 Jan 1945 File: NC256/A6-6 '
Repository: Naval Records Management Center
Eastern Division, 253 N. Broad St.
Philadelphia, Pennsylvania

Amount: 18.5 cu, ft.
Inventory: Yes

Remarks: Decommissioned 31 Dec 1944







PART V

REGISTRY OF CIRCULAR LETTERS

Section 1 Booklet for Registry

Section 2 Booklet for preparation of SecNav letters

Section 3 Chart of monthly frequency issue of
., circular letters

Section 4 Chart of time required to circulate and
clear a circular letter
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Booklet for Registrv
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REGISTRY

for

MULTIPLE-ADDRESS LETTERS

AND SERVICE DISPATCHES

s R

NAVMED 240

A description of the operations and functions of the BuMed
REGISTRY, issued for information and guidance in the prepara-
tion of multiple-address letters and service dispatches for

release to Naval activities
i - Prepared by -

Administrative History Section
Administration Division, BulMed
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REGISTRY
for

Multiple-Address Letters
and Service Dispatches

Administrative History Section
Administration Division, Buled

Purpoge and Need

1. The purpose of the Registry is to maintain an orderly record of
multiple-address letters and service dispatches; to provide a means

for maintaining an account of all such letters currently in effect;

and to record changes in the "Manual of the Medical Department," and

in other Navy manuals. The Registry through its files and procedures
provides for clearance and distribution of multiple-address letters and
service dispatches in a simple and convenient manner. Furthermore, the
Registry brings together through its indexes all letters on related sub-
jects and indicates any duplication of directives or contradiction in
directives in time to avoid their official issuance by the Bureau. By
providing a long-needed channel whereby routine tasks relating to form,
format, clearance, and distribution can be performed, the Registry re-
lieves the various operating divisions of many tedious responsibilities.

General Procedures

2. The following steps are teken in registering and processing proposed
multiple-address letters:

(a) Multiple-address letters, as described in, and in accordance
with, the directive contained in Exhibit I, are transmitted from the
various orlginating divisions and offices of Bulled to the Administrative
History Section. All letters of this nature must be accompanied by at
least two carbon copies to facilitate operatlons in the Administrative
History Section.

(b) The Administrative History Section, upon receipt of multiple-
address letters, assigns to them registry numbers, prepares proper index
cards, and edits the letters for form and format.

(c) When letters have been edited for form and format, they are then
placed in clearly marked messenger pouches and circulated among the vari-
ous division chiefs for review and comment.

(d) When the multiple-address letters have been reviewed by division
chiefs, all comments, together with the original letter, are presented



=
to the Assistant to the Bureau for review and advice.

(e) Multiple-address letters are then transmitted, with all comments
by the division chiefs and the Assistant to the Bureau, to the originat-
ing divisions. The originating divisions then make such revisions to the
letters as may be necessary, and obtain the signature of the Chief of
Bureau.

(f) The signed letters, together with such papers and notations as
have heen transmitted to the originating divisions, are then sent to the
Administrative History Section for processing and release.

Special Procedures
3. Should a multiple-address letter involve a change in a manual, all
necessary clearances for this change are obtained by the Administrative (

History Section during and concurrent with the process of circulating the
letter to the various divisions. Also, when necessary, special steps are
taken to speed the clearance and review of a letter by circulating a
number of copies of the letter by special messenger. It has been possible
in cases where a lengthy review was not necessary, to get letters through
all the required steps in approximately two to six hours. Normally, three
to four days are required to finish the steps indicated.

Service Dispatches

4. Service dispatches are handled in a manner similar to multiple-address
letters. However, circulation of such dispatches may be considerably limi-

ted when great speed of release is required. ©Special additional records

are kept on service dispatches, including dispatches originating with other
naval activities, so that the entire dispatch picture is always clear and
current. The method by which this is done is shown in a subsequent section

on records. {

Changes in Mapual

5. When changes of manual are proposed, they are reviewed and cleared in
the same manner indicated for multiple-address letters, including clear-
ances required from other bureaus and offices. A special edit sheet is
prepared for each change in the manual. This sheet is intended to serve
in the preparation of "advance changes" and of "page changes" themselves.

Records
6. The principal files used in the Registry comprise a journal, recording

multiple-address letters, service dispatches, or manual changes as the case
may be; alphabetical subject indexes; file copies of material registered;



W

and an edit file for manual changes. The entries in the journal are
arranged in numerical order as documents of various classes are received.

An alphabetical, subject control of material registered is obtained through
the indexes. Control according to originating divisions is achieved through
arranging file copies of registered material under the names of the various
divisions from which they have been received. The edit file for manual
changes is arranged in accordance with the chapters and paragraphs of the
manual affected. Thus, regardless of the itype of request for dats from

the Registry files — whether it be for a definite numbered letter, & letter
on & gpecial subject, a letter on a related subject, a letter prepared by
any single division, or for a change affecting any portion of a manual -
lhere is always an avenue of approach through the various controls and
filing arrsngements maintained.

Exhibits

7. The following exhibits which bear on the Registry for multiple-address
letters and service dispatches are attached:

Exhibit I - Original Directive Establishing
Registry

Exhibit IT - Instructions to Divisions

Exhibit IIT - Outline of Registry Files with
Attached Forms

Exhibit IV - Circulation List (Mail Room

Control Sheet)



ADDRESS YOUR REPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D. C,

AND REFER TO NO,

BUMED-E-ATJ
A2-11/FEN10(093)

20 Dec 1943
WASHINGTON 25, D, C.
To: Chiefs of Divisions, BuMed.
Subj: Registry of Multiple Address Letters in the Administrative

History Section, Administration Division.

Encl: Ltr to Bureau Divisions, A2-11/EN10(093), 20 Sept 1943. (
1. Enclosure is hereby amended to the extent that the Administrative History
Section of the Administration Division shall assume the functions (previously
performed by the Publications Division) of reviewing, editing, obtaining
necessary clearance, and routing to the proper service units for processing
and distribution of all multiple address letters. Other provisions of en-
closure will remain in effect.

2. In addition, the Administrative History Section shall maintain a reg-
istry of all multiple address letters and Alnavs for ready reference by
chiefs of offices or divisions and their accredited representatives. The
registry shall indicate the various functions of the Bureau of Medicine and
Surgery and the Medical Department affected by the multiple address letters
and Alnavs, and also shall indicate the extent to which previous multiple
address letters and Alnavs have been modified, amplified, or canceled as a
result of new multiple address letters and Alnavs.

3. From the registry of multiple address letters and Alnavs, current re- (
visions shall be maintained relating to the Manual of the Medical Department,
the Manual of the Bureau of Naval Personnel, and the U. S. Navy Regulations.

/s/

ROSS T McINTIRE

Rear Admiral (MC) USN
Chief of Bureau

(EXHIBIT I)



ADDRESS YOUR REFPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D, C

AND REFER TO NO,

BUMED-C-LET
A2-11/EN10(093) WASHINGTON 25, D. C.

20 Sep 1943
To: All Bureau Divisions
Subj: Preparation of Bureau multiple address letters.

1. The following directive applies to ALL multiple address letters prepared
in BuMed.

2. A letter for multiple address distribution within the Naval service may
be originated by any division. Such letter will be submitted by the origi-
nating division to the Division of Publications in duplicate for review and
editing, both as to form and context.

3. It will then be referred to the Civilian Assistant and all Divisions con-
cerned. Upon completion of this circulation, it will be returned to the
originating office for final preparation and signature of the Chief of Bureau
and then back to Publications. '

4. If for a broad distribution within the purview of SecNav letter of 14 May
1942, the letter will be forwarded to Administrative Office, Navy Department
(Publications Division), for issuance in the Semi-Monthly Bulletin. If for

a limited distribution not within that purview, it will upon completion be
delivered by the Division of Publications to the Bureau Printing and Binding
Section for reproduction and distribution.

5. If the letter is one directing changes in the Manual of the Medical ve-
partment, after the above intra-Bureau approval copies will be forwarded by
Publications to the Chief of Naval Operations, to all Bureaus, to the Office
of the Judge Advocate General and to the Commandant of the Marine Corps for
comment and return. It will then in accordance with Article 74(a), Navy
Regulations, be submitted to the Secretary of the Navy for final approval,
bearing with it the written comment of each bureau or office.

6. All letters for general distribution which involve policy modifications
without actual change in the Manual should indicate clearly all Manual para-
graphs or section references which are affected. The letter also should con-
tain an instruction to Manual holders to make note at the paragraph or
section affected the date and number of the modifying letter.

L. SHELDON, JR.
Rear Admiral (MC) USN
Assistant to Bureau



ADDRESS YOUR REPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON 25, D. Cs

AND REFER TO NO.

BUMED-E-CLV

A2-11/EN10(093)

WASHINGTON 25, D. C.

28 Dec 1943
To: Chiefs of Divisions, BuMed.
Subj: Outline of steps in the preparation and release of multiple

address letters and service dispatches.

Ref: (a) BuMed 1tr A2-11/EN10(093), Dec. 20, 1943.

1. As a guide to the simplified procedure indicated in above reference,
the following outline of steps for preparation and release of multiple
address letters and service dispatches is given:

A.

B.

C.

D.

Originating division prepares unsigned first draft.

To Administrative History Section, Administration Divi-
sion for registry, editing, clearance, and reference to
other divisions concerned. ‘

To originating division for final draft and signature.

To Administrative History Section for processing, distri-
bution, and revisions of manuals.

2. As may be seen in the above outline, in so far as operational pro-
cedure is concerned, the originating division is responsible only for

the preparation of the first draft and later for obtaining signature.
This, it is believed, will relieve the originating division of many time-
consuming operations.

L. SHELDON, Jr.
Rear Admiral (MC), USN
Assistant to Bureau

(EXHIBIT 1I)

(



REGISTRY FILES
for
Maltiple-Address Letters

Service Dispatches
and Manual Changes

Multiple-Address Letlers

I REGISTRY JOURNAL

A.

B.

C.

Dats

Date; registry number; subject; originating division;
distribution; action (routing and channeling, clear-
ance, service function, manual changes); cross ref-

erence (reference to existing regulations, reference
to existing letters).

Arrangement
Chronological, thereunder, numerical by registry
number.

Phvsical
Card, 5" x 8" (See attached sample).

II SUBJECT INDEX

A.

B.

C.

Data

Subject, registry number, registry numbers of related
letters, originating division, remarks (as to any
special location problems).

Alphabetical by subject, cross referenced by secondary
elements in subject (key words).

Ehyaical
Card, 3% x 5" (See attached sample).

ITII REFERENCE FILE OF LETTERS

A.

Data

Full copy of letters (with copies of references and
enclosures and comments of division chiefs).

(EXHIBIT III)



B. Arrangement
Alphabetical by Division, thereunder, chronologically-

filed in two parts; (1)- action file, (2) completed
file.

C. Physical
Folders and guides (letter size).

Service Dispatcheg

I SERVICE DISPATCH RECEIPT LEDGER
A. Dats

Date; receipt number; subject brief; action (none,
card prepared, manual affected, manual reference).

B.
Chronological, thereunder, numerical by receipt
number,

C. Physical

Bound wvolume.

II SUBJECT INDEX

A. Date
Subject brief; receipt number; date bureau release;
date SecNav release; serial number; cross reference
file indication; action (edit for contents, reference
to divisions concerned, clearance for manual changes).

B. Arrengement
Mphabetical by subject, cross reference by secondary
key words.

C. Physical

Card, 3" x 5" (See attached sample).

III SERVICE DISPATCH FILE

A. Portion of file either relating to BuMed or requiring
action by BuMed.
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1. Data
Full copy of dispatch, and typed copy with
copy of references.

2. Arrangement
Chronological; filed in two parts (1) action
file, (2) completed file.

30 Eh!ﬁiCﬂl
Folders (letter size).

‘B. Portion of file either not relating to BulMed or
requiring no action by Buled.

1. Data
Full copy of dispatch.
24 rangement
Chronological.
3. DPhysical

Folders (letter size).

IV BUMED SERVICE DISPATCH RELEASE LEDGER

A. Data
Date; subject brief; division; action (manual,
manual reference).

B. Arrangement
Chronological.

C. Physical -

Bound in volume with service dispatch receipt ledger.

Manual Changeg

I DOCKET (letters requiring revision of manuals and requests
for revision of manuals) :

A. Data
Registiry number, subject, division, manual or manuals
affected.



II EDIT

A.

B.

e

an ent
Chronological, (numerical).

Physical :
Bound volume (See attached page sample).

FILE (for revisions to manuals)

Data

Registry number, subject, division, reference to
affected manuals, proposed text for manual revisions.
Arrangement

By manual, thereunder by internmal arrangement of
manual concerned.

Physical
8 x 105 sheets, guides and folders (See attached sample).



HEGLSTRY JOURNAL

DATE

REG. NO.

SUBJECT

ORIG. DIV,

DISTRIBUT IOM -

EDIT FOR FORM AND CONTENT

REFERENCE TO DIVISIONS

RETURN FOR SIGNATURE

T0 SECNAV (Semi-monthly Bulletin)

S CLEARANCE FOR MANUAL CHANGES

=

)

<t
TO SECNAY (manual)
PRINTING AND FORMS CONTROL
DISTRIBUTION TO FIELD

CROSS REFERENCE

REGISTRY CARD

3602

NAVMED 167

(Sample)




SUBJECT INDEX (Letters)

SUBJECT

ORIGINATING DIVISION REGISTER wO.

REGISTRY NUMBER OF RELATED LETTERS

REMARKS

SUBJECT INDEX (LETTERS) mawmep - 166

3664

SUBJECT INDEX (Dispatches)

SUBJECT BRIEF

RECEIPT NO. DATE BU. RELEASE SERIAL NO.

DATE SECNAV RELEASE

CROSS REFERENCE

EDIT FOR CONTENTS

REFERENCE TO DIVISION CONCERNED

ACTION

CLEARANCE FOR MANUAL CHANGES

SUBJECT INDEX (DISPATCHES) WAWMED - 165
2088

(Samples)




SERVICE DISPATCH RECEIPT LEDGER

ACTION
CARD ]
_— PR MANUAL AFFECTED
DATE NO. SUBJECT NONE | PARED | NONE | NAME | REFERENCE
Vsl § 5 ALNAV #1, Promotion List X
1-3-44 2 ALNAV #2, Property being re-

turned by naval and Marine
Corps personnel to U. S. from
war zones

etc.

(Sample)




SERVICE DISPATCH RELEASE LEDGER

{11l 5 ACTION
DATE SUBJECT BRIEF SION MANUAL | MANUAL REFERENCE
3-T=-44 Vaccination of all personnel destined for Y None
Africa, Europe & Middle East (Small Pox)
3-21-44, | llembers of Navy Nurse Corps designated by N MMD Chap. 4, Para.310
ALNAV #65| conmissioned rank "The Nurse Corps"

etc.

(Sample)




DOCKET OF REVISIONS OF MANUAL

H

REG. DIVI-
NO. SUBJECT SION MANUAL
Lb=2 Reports of Medical Survey in the Cases of En- Para. 3423(a)(2)
listed Men after Three Months on the Sick List R1 ledical Dept.
44=45 | Venereal Disease Control - Prep. of Form F Card b4 Para. 2405

ete.

(sample)

Medical Dept.



EDIT SHEET
SAVMED-168

ORIGINATING DIVISION

REGISTER

SUBJECT

MANUAL CONCERNED

[:I MANUAL OF MED. DEPT.

1 NAYY REGULATIONS

D GENERAL ORDERS [:] BUPERS MANUAL

| | SANDA MANUAL

I l UNIFORM RFGULATIOMS

I:] SUPPLY TABLE

SECTION CONCERNED

PROPOSED WORD ING

(EDLT SHEET SAWPLE)

]»--\

.:.;' ot

Pe————



S

> - oy &

CIRCULATION LIST

NAYMED 189
=
BLDG. JROOM DIV. OR SECT. R%i'rem'nme Ao e bere [T T barE: e T oATe [TvE e TTVE
10 14 | InNsPECTIONS
10 22 | FINANCE
I 3 PERSONNEL
| € AVIATION MEDICINE
I 27 | OENTISTRY CIRCULATION LIST
i | 30 | pusLicaTions (Mail Room Control Sheet)
il o ol Kept in duplicate——one copy in Mail Room and one
4 40 | AbM. HISTORY SECT. copy in Administrative History Section. Dats for
. 1ok | e, weer. o entries provided by telephone to Administrative
History Section as messenger pouches pass through
4 26 | PLANNING Mail Roon.
4 40 | ADMINISTRATION :
4 4 | RED CROSS NAVAL ACT.
3 01 | RESEARCH
Cat ] 302 | Po anD MR
5 1A PREVENTIVE MEDICINE
4 40 | aowm. HisToRY sECT.
4 10 ASST. TO BUREAU
4 40 | ADM. HISTORY SECT. _
= REQ.NO. REQ.NO REQ.NO. REQ.NO. REQ. NO. REQ. NO.
10 14 INSPECTIONS
10 22 FINANCE
I 3 | PERSONNEL
] 6 AVIATION MEDICINE
1 27 DENTISTRY
| 30 PUBLICATIONS
2 23 | MATERIEL
4 40 | ADM. HISTORY SECT.
4 184 | Clv. ASST. TO THE s.g
4 26 PLANN ING
4 40 ADMINISTRATION
4 4 | RED CROSS MAVAL ACT.
3 ot RESEARCH
Conex"| 302 | Po ano MR
5 1A PREVENTIVE MEDICINE
4 40 ADM. HISTORY SECT.
4 10 | ASST. TO BUREAI
4 40 ADM. HISTORY SECT.
3638
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Section 2

Booklet, for preparation of SecHav letters







INSTRUCTIONS FOR PREPARING
LETTERS FOR SIGNATURE

of
SecNav
Under SecNav
AstSecNav

AstSecNavAir

NAVMED-840 (7/45)

NAVY DEPARTMENT
BUREAU OF MEDICINE AND SURGERY
WASHINGTON, D. C.



INTRODUCTION

The following instructions, based upon directives issued by the
Secretafy's 0ffice, provide information needed by stenographers and
typists in BuMed for preparing correspondence for the signature of
SecNav, UnderSecNav, AstSecNav, or AstSecNavAir.

'Especial care is required in the preparation of such corres-
pondence, and certain regulations as to usage, format, copies, and
assembly must be followed.

In order to assist stenographers and typists to prepare
properly correspondence of this type, the instructions and illus-
trations on the succeeding pages have been compiled by the Adminis-
trative History Section, Administration Division, which section has

been charged with logging and checking all such corréspondence.
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STATIONERY

Use special letterhead for the first page as follows: (1) When the letters are addressed

3 to an activity or individual within the naval service, and to other Government agencies .or

§ companies which have adopted the naval or similar form of correspondence, the special letterhead
imprinted "Navy Department, Washington 25, D. C." shall be used; and (2) when addressed to an
organization or person not in the naval service, which have not adopted the naval or similar form
of correspondence, the letterhead imprinted with the title of the signing official shall be used.
(See pp. 11 and 12 for samples of these two typés of letterheads.)

© Use plain bond paper for the second and succeeding pages.
Use letterhead tissue paper for copies prepared to accompany the original.
Colored tissue, and if necessary plain white tissue, is used for other copies.

| The number of copies required of a letter prepared for signature is as follows:

1 Original white letterhead.
I Letterhead tissue to accompany original letter when addressed to the head of a Government agency, &
k Cabinet Member, the White House, a Member of Congress, etc.
Green tissues (1 for SecNav files, 1 for SecNav stamp and return to BuMed files).
Pink tissue for SecNav files.
Yellow or white tissue for originating office files.
Letterhead tissue for each addressee listed in "VIA:" heading.
White tissue for each individual or office listed in "CC:"
(carbon copy).

=

[ L ]

All stationery and supplies may be ordered from the Bureau supply room.

REFERENCES AND FILE NUMBERS
#

For letters addressed to persons within the naval service, type in the space below "Address
\ Reply to:" the authorized abbreviation of the signer of the letter (i.e., SecNav or UnderSecNav
- or AstSecNav or AstSecNavAair); and in the space below "And Refer to Initials and No." type the BuMed
office identification and the file number. (See p.12 for sample.) Type the file number and
office identification on the original special letterhead and all carbon copies.

For letters addréssed to persons outside the naval service, type the file number and office
identification in the upper left corner of the carbon copies, but not on the special letterhead
or the carbon copy which is to be sent with the original letter. (See p. 11 for sample of proper
letterhead to use.)

Type the name of the person who prepared the letter and the originating Division and Bureau
in the lower left-hand corner of the file copies of all ¢orrespondence prepared for signature.

Example: Prepared by
. Comdr. J. Doe
Planning Division
BuMed

: DATE

Type the date on the Bureau file copy only. All other copies will be date-stamped by the
Secretary's 0ffice when signed.

FORMS OF ADDRESS, SALUTATION AND COMPLIMENTARY CLOSE

e

_Letters addressed to Federal, State, and city officials and other persons not in the naval
service who have not adopted the naval fiorm of letters are prepared as follows:

Forms of address are illustrated on pp. 5, 6, 7 & 8.

-Examples of proper salutations are given on pages 5, 6, 7 & 8 and must be
followed in all cases, except where (1) the basic correspondence indicates that a personal re-
lationship exists between signing official and addressee, in which case use the same form and
spirit as the incoming letter presents in preparing the reply unless advised otherwise by the
signing official, or (2) the letter is addressed to Federal;, State, and city officials_qnd other ~
persons not in the naval service who have adopted. the naval form of letter. When writing to
Federal, State, and eity officials or other persons not in the naval service who have adopted




the naval form of letter, prepare the reply in naval form. (Sge pPs 12 for.éample.)

Complimentary closings are illustrated on ﬁp. 5, 6, 7, and 8 and must be used
unless otherwise directed by the signing official.

SIGNATURE

Do not type the signature or title on the letter. Near the location where the written
signature will appear, attach a slip bearing the words "For Signature of the Secretary of the
Navy" or "For Signature of the Under Secretary of the Navy," etc.

A1l letters submitted for signature must be initialed by the Chief or Acting Chief of BuMed
on the Bureau green copy prior to submission to the Administration Division (Letter Registry),.
Bldg. 4, Room 40.

Note: "By Direction of the Secretary of the Navy" is used only by the Office of the Judge Advocate General.

ENCLOSURES

If a letter is addressed to some one within the naval service and contains one or more en-
closures, type the abbreviation "Encl:" or "Encls:" at the left margin, seven, line spaces below
the body of the letter. (See p. 8, Example &, for sample.)

Enclosures are nurbered 1, 2, 3, etc., at the left margin, followed by a brief description
.of the enclosure, using authorized abbreviations. After the number, and immediately preceding
the description of the enclosure, type the abbreviation " (HW)" or "(SC)" to indicate whether the
enclosure will be transmitted "herewith" or under "separate cover." If all of the enclosures are
to be forwarded with the original letter, type "(HW)" after the abbreviation "Encls:." If all
of the enclosures are to be forwarded under separate cover, type n(sc)" after the abbreviation
"Encls:."

If enclosures are to be forwarded under separate cover, prepare an official address label
with sufficient information typed in the lower left-hand corner to identify the enclosure. (See
p. 8, Example B, for sample.)

If enclosures are to be forwarded to someone outside the naval service, type at the left
margin seven line spaces below the body of the letter, the abbreviation "Encl," "Encls-2,"
"Encls-3," etc., as appropriate to indicate the number of enclosures. Omit the abbreviation
"(HW) " or "(SC)" and the description of the enclosures. (See p. 9, Example C, for sample.)

When enclosures are forwarded with a letter they are identified on the enclosure itself
as follows: : .

For letters to addresses within the naval service ——
ENCL, 1 (BuMed ltr, P3-2/EN10, 5 May 1945)
For letters to addresses outside the naval service —-

ENCLOSURE 1 (Bureau of Medieine and Surgery
letter 5 May 1945)

“CC” NOTATIONS

If carbon copies of a letter are prepared for the information of individuals, offices, or
activities other than the addressee, type the abbreviation ngG:" (carbon copies) at the left
margin, two line spaces below the enclosure notation or seven line spaces below the body of the
letter if no enclosure is indicated. (See p. 9, Examples A and B, for sample.)

On the next.line below the "CC:" notation type the names of the individuals and/or their
functional titles, and the names of bureaus or activities (in abbreviated form) to whom carbon
copies are to be sent. When assembling these- carbon copies, place a check mark or arrow before
the name of the addressee for whom the copy 1s intended.

In case an enclosure or enclosures are also forwarded with the "CC:"- copies this 1s noted
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aftér the "CC:" addressée as fqilows:
CC: Planning Division (with copies of encls).

If the original letter is addressed to someone within the naval service, and informational
copies are to be forwarded to addressees other than those within the office originating the
letter, type the distribution list on the original and all copies of the letter. Distribution
to individuals within the originating office is indicated only on the carbon copies. (See p. g
Example A, for sample.)

3

If the original letter is addressed to someone outside the naval service, type the distribu-
tion 1ist only on the coples, and not on the original or on the letterhead tissue, if such copy
is required. (See p. 9, Example B, for sample.)

ENVELOPES

Special white envelopes are used with special letterheads. This type of envelope is prepared
in the regular manner. (See p. 10, for samples.) When the envelope is attached to the corres-
pondence, use a plain tissue sheet to protect the envelope from carbon smudges.

ASSEMBLING
Arrange correspondence with copies, encls, and basic correspondence in succession as follows:

Assemble the original (ribbon copy) of an outgoing letter consisting of more than one page in
reverse order; i.e., the first page on the bottom and the last (signature) page on top.

Assemble enclosures, if any, in regular order (first page on top). Staple or clip the en-
closures under the letter.

Assemble the extra letterhead carbon copy to accompany the original letter (if such a copy is
to be sent to the addressee) in regular order (first page on top). Place the extra carbon copy
below the original and enclosures (if any) .

When properly assembled, clip the original letter and the enclosures and/or extra carbon copy
together. If an envelope is prepared by the originating office, place it horizontally under the
original letter and attachmenfs, and attach a plain tissue sheet under the typed envelope to avoid
soiling the envelope with carbon.

Assemble plain white tissue informational copies (for bureaus or activities listed under the
ACC:" notation) with pages in regular order (first page on top). Coples of enclosures are not
attached to the informational copies unless such attachment is indicated under the "CC:" notation.

Assemble the pink and green tissues (SecNav file copies) in regular order (first page on top) .
Copies of enclosures and basic correspondence are not attached to these file copies unless such
attachment is indicated by the person who prepared the letter.

Clip the basic correspondence to the BuMed green file copy. Allow green file copy to pro-
trude about one—half inch on left—-hand side for the initials of the Chief of Bureau or the Acting
Chief of Bureau.

The illustration on page 13 shows the arrangement of a properly assembled letter.

CHECKING

After the letter has been assembled, acquire the habit of making a final check as follows:

1. Has the proper stationery been used?

2. Has the letter been transcribed accurately?

3. Has the letter been proofread for typographical errors, punctuation, spelling, and word division?
4. Have correct abbreviations been used?

5. Has the letter been checked for the correct typing of initials?

6+ Is each page clean, with no strikeovers, half erasures, finger marks, or smudges?
7. Are all pages numbered in a letter of more than one page?

8. Have the prescribed number of carbon coples been prepared?

9. Are all carbon copies legible?

10. Have the informational copies been marked to show the proper destination?

11. Have the enclosures been indicated properly? Are they all attached and numbered?




e m the aﬂﬂms label for the 'sepnral:e cuu‘rl eml.osms been att.ncheﬂ to the or:lgi.m’.l letter AP tha
T enclosures are mot sent "herewith"? .

13. ms ‘the appropriate signature sllp been atmhd to the originnl letter prepared for the signa.i:ure of
 the Secretary of the Navy, Under Secretary, Assistant Secretary, or Assistant Secretary for Air? 3

14. Is an emvelope mecessary? - ; ¥
15. Has the letter been assembled properly? 3 :

o " If the letter conforms to these standards, then it is ready to be delivered to the personi 5
preparing letter for final review if required and initialing by the Chief of the Bureau or
Acting Chief of Bureau. ~

LAST STEP
Transmit letter, after it has been initialed by the Chief of Bureau or Acting Chief of Bureau,

to the Administrative History Section, Administration Divisiomn, where it will be logged and de-
livered to the signing office.




| ‘ ILLUSTRATIONS
FORMS OF ADDRESS, SALUTATION, AND COMPLIMENTARY CLOSE.

The following are examples of the forms of address, salutation, and complimentary close used
{ in the preparation of letters addressed to kKederal, State, and city officials and other persons
I not in the naval service who have not adopted the naval form of letter.

Letters addressed to the President of the United States and Cabinet Officers are always prepared

for ‘the signature of the Secretary of the Navy, Under Secretary, Assistant Secretary, or Assistant
Secretary for Air.

Although the title Mr. is shown in the following addresses and salutations, substitute Mrs. or Miss
i when appropriate.

FEDERAL OFFICIALS

% PRESIDENT OF THE UNITED STATES.
Dear Mr. President: .

The President
.' White House Sincerely yours,

VICE PRESIDENT OF THE UNITED STATES,
Dear Mr. Vice President:
The Vice President
United States Senate Since rely yours,

| - CHIEF JUSTICE.

Dear Mr. Chief Justice:
The Chief Justice
The Supreme Court ) Sincerely yours,

SPEAKER OF THE HOUSE OF REPRESENTATIVES.

Dear Mr. Speaker:
Hone = « = = =« = = =
Speaker of the House of Representatives . Sincerely yours,

CABINET OFFICER .,

| (for routine correspondence) Sir:

The Honorable

! . . The Secretary of = - = - - ~ Respectfully,

: (for correspondence of a personal nature) : Dear Mr. Secretary:

B Home - = = = = = = = = = = (or Dear Madam Secretary:)
Secretary of - - - - - - - Sincerely yours,

UNITED STATES SENATOR.

Dear Senator - - - = - — - H
HOme = = = = = = = = = = -

United States Senate i Sincerely yours,



UNITED STATES REPRESENTATIVE.

PO, = 7 = A T TS
House of Re'presentnt,ives

TERRITORIAL DELEGATE.
Hone = — — — - = ~— - =~
])elegate of (Name of territory)
House of Representatives
RESIDENT COMMISSIONER.
Hon. — - - - = — = ~— =~
‘Res ident Commiss lomer of (nam of territory)
House of Representatives

COMPTROLLER GENERAL.

Home - = — - = = = == =
Comptroller General of the United States

DIRECTOR OF BUREAU OF BUDGET.

Home — — =+ - = -—=--=--<
Director, Bureau of the Budget
Washington 25, D. C.

ADMINISTRATOR OF GOVERNMENT AGENCY.
Home — === = = == - - = ==~
Administrator of - - - - = = =

+ Washington 25, D. C.

CHATRMAN OF A GOVERNMENT AGENCY.
Chairman of - - - - = - — =~
Washington 25, D. C.

COMMISSIONER OF A GOVERNMENT AGENCY.
Hom. — = = — — - - ==
(name of agency)

Washington 25, D. C.

(name of agency)
Washington 25, D. C.

DIPLOMATIC’ OFF-'CI!LS

AMERICAN AMBASSADOR.

The Honorable
American Ambassador
(Foreign city)

AMERICAN MINISTER.

The Honorable

Aﬂriean linister
(Foreign city)

Dear Congressman — — — — — -

Sincerely yours,

Sincerely yours,®

Dear Mr. - — — = — = = = =~

Dear Mr. - = = - - = - — =~

Dear Mr. = — — = - — =~ — 7

Dear Mr, - = -~ - — ~— ~ -— -

Sincerely yours,

(or)

Dear Commissioners:

Sincerely yours,

Dear Mr. Ambassador:

Sincerely yours,

Dear Mr. Minister:

Sincerely yours,




AMERICAN CONSUL GENERAL, CONSUL, OR VICE CONSUL.

American Consul General
(Foreign city and country)

FOREIGN AMBASSADOR IN UNITED STATES.

His Excellency

Ambassador of (name of country)
Washington, D. C.

FOREIGN MINISTER IN UNITED STATES.
His Excellency

Minister of (name of country)
Washington, D. C.

' FOREIGN CONSUL IN UNITED STATES.
HOn. — = = — = = = = = = = = =

Consul of (name of country)
(city and state)

GOVERNOR.
YoM — — = = — = = = = = = — —
Governor of - - - - - - —
(city and State)

LIEUTENANT GOVERNOR.
Hom. - = = = - = = = = = - = =
Lieutenant Governor of - - - -
(city and State)

STATE SENATOR.

j Home - = = = = = = = = = = - =
. The State Senate

(city and State)

‘MEMBER OF STATE HOUSE OF REPRESENTAT IVES.

Hom. = = = = = = = = = = = = =
House of Representatives;
(city and State)

OF STATE ASSEMBLY.
Home = = = = = = = =" = o -

The State Assembly
(city and State)

MAYOR.

HoMe = = = = = = = = = = = = =
Mayor of the City of - - - - -
(eity and State)

STATE OFFICIALS

CITY OFFICIALS

Dear

Dear

Dear

Dear

Dear

Dear

Dear

Dear

MES D s e :

Sincerely yours,

Mr. Amwbassador:

I am, my dear Mr. - - - - - N
Sincerely yours,

Mr. Minister:

I am, my dear Mr. - - - - - ’
Sincerely yours,

Sincerely yours,

Sincerely yours,

M o we aete a wo i

Sincerely yours,

Sincerely yours,

Sincerely yours,




MISCELLANEOUS

President,
{city and State)

COLLEGE OR UNIVERSITY PROFESSOR.
Professor — — = = = = = = = = = =

Pepartment of - - - = = - - - = -~

(name of University)

(city and State)

BUSINESS FIRM.

- m 2= - - = - and Company
1801 Constitution Avenue, NW. '
Washington 6, D. C.

Attention Mr.

M.D.
_ 1801 Constitution Avenue, NW.

. Washington 6, D. C.

GENERAL PUBLIC.

1801.Constitution Avenue, NW.
Washington 6, D. C.

ENCLOSURE IDENTIFICATION

(last 1ine of body of letter) :

7 line spaces

Encls:

1. (HW) Instructions for use of
NAVMED-145.

2. (SC) Supply of form NAVMED-145.

~ (Space for written signature)

Sincerely yours,

Dear President

Sincerely yours,

Dear Professor — - - = = — = LI

Sincerely yours,

. Gentlemen:

Simerely yours,

Sincerely yours,

e« 8 s 8 & & 8 8 s = & & s v o wf

EXAMPLE A
NAVY DEPARTMENT Penalty for Private Use to Avoid
| washington, D. C. Payment of Postage $300
Official Business
Commandant

First Naval District
North Station Office
150 Causeway Street
Boston 14, Mass.

Encl - 2 to AstSecNav 1ltr =
BUMED-E-jj1 of 23 Sept 1944

Building

EXAMPLE B
- 8.—




B e T e e we T e el wr e (188% Tdne of bedy of TeLtar) o v i v Cpde e wite it hois

(Space for written signature)

7 1line spaces

Y

Encls-2
‘ EXAMPLE C
“CC” CARBON COPY NOTATIONS
]
..................(lastlipeofbodyofletter)..............-..

7 line-spaces

(Space for written signature)

Encls:

1. (HW) e
2. (HW) .......
Fe - (BC) - « sowntin

CC:

BuAer (with encl 1)

BuShips (with encls 1 and 2)

BuOrd (witnout encls)

Lt. John Wnite, usNR, Planning Div. (distribution within originating office
% Wm. H. Jones, Planning Div. typed only on carbon copies)

‘l'b EXAMPLE A

e+ ete s e s s s s s s+ s« s« (last line of body of letter) . . « « ¢ « 4 4 4 . 4 o4 o4 o4 . .

S e T writt signature
7 line spaces (Spac or wr en sig )

CC:
BuAer ¥ (distribution typed only on carbon
BuShips copies) :

EXAMPLE B

B Gl _ 2 | 2



ENVELOPES

THE SECRETARY OF THE NAVY Penalty for Private ﬁse to Avoid
' Washington Payment of Postage $300

Official Business

Hon. Charles . Weedon
House of Representatives
Washington, D. C.

THE UNDER SECRETARY OF THE NAVY Penalty for Private Use to Avoid
Washington : Payment of Postage $300

0fficial Business

THE ASSISTANT SECRETARY OF THE NAVY Penalty for Private Use to Avoid]
washington : Payment of Postage $300

7

0fficial Business

. — T~

THE ASSISTANT SECRETARY OF THE NAVY FOR AIR Penalty for Private Use to Avoid
Washington Payment of Postage $300

Official Business

I I e N N T

- 10 -




THE SECRETARY OF THE NAVY
‘ WASHINGTON

BUMED-E-adb - (type only om carbon copies)
A2-2/EN10

(leave blank for date)

Mr, - = = =« = - = - = - =

1801 Constitution Avenue, N. W.,
Washington 6, D. C.

Dear Mr. = = = - - - H

This is an exhibit of the form.to be used for letters addressed to offices
or persons oulside the naval service who have not adopted the naval form
of letter. Letters of this type are prepared on the letterhead bearing
the functional title of the appropriate Secretary who will sign the letter.

The address, salutation, and complimentary close in this type of letter are
governed by the person or office to which addressed. Correct forms of
address, compiled from the State Department Style Manual, are contained on
pp. 5, 6, 7, and 8.

One extra green tissue and one extra pink tissue are required in addition

to the regular number of file copies. One extra white letterhead (to _
accompany the original letter) is also required when the letter is addressed
to the head of a Government agency, a Cabinet Member, the White House, a
Member of Congress, etc. The file number and office symbol are typed only
on the carbon copies and not on the original letterhead nor on the extra
tissue letterhead. A typewritten signature should not be indicated. An
addressed envelope to match the letterhead is required.

. ' Sincerely yours,

(leave signature line blank but
attach appropriate signature
slip)

ILLUSTRATION FOR PREPARING
LETTERS TO OFFICES OR PER-
SONS OUTSIDE THE NAVAL SERV-
ICE WHO HAVE NOT ADOPTED
THE NAVAL FORM OF LETTER

:

:

| .

| . = 1] =
E 2

:



i by : ; (Type the abbreviated title of the signer
Yo i ~ of the letter, €.g., SecNav, Under SecNav,

, .A?ngug REPLY TO > P AstSecNaV, or Ast-SecNa.\!’A:lr-)

5 SecNav :

{ AND REFER TO INITIALS

' J AND No. N

1 BUMED-E-adb ' o
Az-almg NAVY DEPARTMENT

WASHINGTON 25, D.C..

(Type the office symbol prefaced

by BUMED and th i .
(leave blank for date) Y s t.e.f he number )

. To: (Activities or persons within the naval service)

Subj: Letters to activities or persons within the naval service
for signature of SecNav; instructions for preparations of.

1. This exhibit is prepared in the regular naval form as used in preparing _

letters for the signature of division chiefs or the Chief of Bureau, except

for the following: .
= a. Letters addressed to naval activities and prepared for the
signature of the Secretary of the Navy, the Under Secretary, the Assistant

 Secretary, or the Assistant Secretary for Air are typed on this special
letterhead. The authorized abbreviation of the functional title of the
51gner of the letter is typed in the space below "Address Reply to.™ The
identification of the Bureau and office preparing the letter is typed on the
line below "And Refer to Initials and No." and consists of the file number
and office symbol prefaced by the abbreviation BUWED typed on the orlglnal
and all copies.

b. When this form is used for circular letters, four line spaces
below the file number the words "CIRCULAR LETTER™ are typed and the appro-
priate "STANDARD DISTRIBUTION™ is' typed on the left-hand margin seven line
spaces below the body of the letter.

¢c. One extra green tissue and one extra plnk tissue copy are re- .
quired in addition to the regular file coples.

<N

d. A typed signature is not included on letters prepared for the
signature of the Secretary of the Navy, Under Secretary, Assistant Secretary,
or Assistant Secretary for Air.

Leave signature line blank
but attach appropriate signa-
ture slip - ' '

INSTRUCTIONS FOR PREPARING
LETTERS TO ACTIVITIES OR
PERSONS IN THE NAVAL SERVICE
OR PERSONS OUTSIDE THE NAVAL
SERVICE WHO HAVE ADOPTED THE
NAVAL FORY OF LETTER

- 12 -




R ———

, ‘Envelope (if re -
;1 quired) clipped
‘ -under outgoing
’ letter with
4 enclosures and/or
. extra carbon copy
(if required)

—_———— e ———— Signature slip

L Outgoing letter (signature page on top)
Enclosures and/or extra carbon copies (if any)

White tissue letterheads (1f any)

L Blank white tissue sheet (to protect addressed envelope)

Plain white tissue informational copies (if any) \

SecNav file coples (one green and one pink)

BuMed green file copy

Basic correspondence

- 13 -













Section 3

Chart of monthly fregueney issue of
'  circular letters L







No. of Circular
Letters Per Month

FREQUENCY OF RELEASE OF
CIRCULAR LETTERS PER MONTH
1940 - 1945 (April)

36
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Section 4

Chart of time required to circulate
and clear a circular letter







~ +IME REQUIRED TO CIRCULATE AND
' CLEAR CIRCULAR LETTERS
SUMMARY FOR 1944

: : Number of Copies Circulated
10 20 30 40 = 50 60 70 80 90 100 110

Limited op:N
CGirculation

1/2 to 1
day

2 days

3 days

4 days

5 days

6 days

Number of Days in Circulation

7 days

8 days

Qver
8 days

NOTE: The greater percentage of circular letters made the complete BuMed circulation in 3 to 4 days.
Column "Limited or No Circulation" indicates the number of letters which, because of their limited
scope, were cleared with a selected group of divisions, or in some cases, procedures were reduced
to registering, approval by the Assistant to Bureau, and return for signature. Every case requir-
ing more than 8 days has been accounted for to the satisfaction of all parties concerned.
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Section 1

Appointment of Director of Naval History






3668

Pers-3-SF-6
12 July 1944
From: The Secretary of the Navy,
To: Admiral Edward C. KALBFUS, USN, Retired,
The General Board,
Navy Depertment,
Via: Chairman, The General Board.
Subj: Coordination of effort in the preparation of Navol history.

1. You are hcreby designated as Director of Naval History, You
will coordinate the preparation of all histories and narratives of
the current wartime activiti.s in the naval establishment in order’
to assurc adequote coverage to scrve present and futurce nceds and
effectively to climinatc nonessential and overlapping effort. You
will further initiatc and approve essenticl new projects, amend
existing projecte, and take whatever steps arc nccessgry to obtain
the purposes des:.rocl

2. You will ¢stablish the necessary administrative orgonization
and designate an individual to act in your abscnce,

3. In carryine out these duties you arc authorizcd to utilize the
services of Navy Department personnel engaged in this and related
projects, and to call on bureaus and officcs for nccessary addi-
tional help.

L. This assignment is in addition to your regular duties,

/s/ JAMES FORREST..L






Section 2

Outline of considerations governing
the prepali'afbi"ori” of Naval History







N..VY DEPARTHENT
OFFICE OF N.,.V..L HISTORY
TLLSHINGTON, D. C.
Scrial CL-162

19 Fcbruary 1945,

From: The Director of Naval History.-
s A DISTRIBUTION LIST ATT..CHED.
Subjeet: Outline of considerations governing the preperation of

Naval History,

References: (a) SecNav ltr of 12 July 1944.
(b) SeclNav ltr of 31 July 1944.
(c¢) Director of Naval History ltr of 2 .ugust 1944,
(d) Director of Naval History ser 101 dated 23 November 1941,
(e) Director of Naval History scr CL-103 of 2 Dccomber 1944.
(f) CominCh scr 772 of 14 February 1945.

1, The following outline is for the information of the addressces

and for the guidance of all concerncd. Since much of the motter contoined in
references (e), (d) and (c¢) is here repeated or modificd, these rcferences arc
hereby cancelled,

2 ) Historics of thc current war, the foundations of which are now .
being laid with the official files as a source, are intended to serve threc main
purposes of official utility:

1. To enablc the rcsponsiblc officials of thc future
to take adventage of the successes of the current
war and to avoid its mistakes,

2, To meet thc nceds of naval education in the future, and
3. Those¢ of futurc historical reference.

34 ‘ i further, sccondexy, purpose is to inform thc public, within

duc limits of time and sccurity, as to the established facts concerning the
occurrences of the war, In this connection, the Secretary of the Navy has ap-
proved the withholding from publication of all history preparcd from official
documentation until at least two ycars aftcr the termination of hostilities,
and publication is to take placc then only if, in the opinion of the Sceretary,
the circumstances warrant, Illoreover, in order to safeguard the future welfare
of the country, it is entircly possible that the record of certain phases and
aspects of the war must remain in o classified status for an indefinite period.

L There being o clear dividing line between the activities of the
shore establishment, including command headquarters officcs locatud ashore, and
the combat and other opcrations in which the vessels themsclves arc engaged, the
cvents and happenings of thce current war are considercd to foll in two main
catcegories; i.e,, Operational and Administrative,






Subject: OQutline of considerations governing the preparation of
Naval History.
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5. ‘ On the Operational side, no additional reports are being required,
The War Diaries and the Action and Patrol Reports, supplementced by the Opera-
tional Summaries and film-rccorded narratives, meet all cssential requirements,
Commander Samuel E, Morison, U,S,N,R., to whom thesc rcports cre available, has
been given the special assignment of preparing a general, overall history of
naval operations in all thecatres of war, with the spccific cnd in view of ulti-
mate publication, Suitably identified, he may be expceted to visit various
commends for the purposecs of obtaining first-hand information and gathering
additional material, Commandcr Morison's assignment is not, however, intended
to preclude the preparation, by a commander or his d051gnctcd subordinate, or
opcrational narratives or monographs which that commander may consider nceces-
sary within the field under his cognizance,

&y On the Administrative side, the program calls for thc compilation -
of the history of Sea Fronticrs, Naval Dlstrlcts, Burcaus of thc Navy Department,
and all other commands vhose administrative headquarters arc loeated ashore or
aboard ships of cquivalont status, togcther with that of all subordinate shore-
bascd activities, The administrative program does not includc commands whose
administrative headquarters arc located aboard ships cngaged in active opera-
tions, '

Ts In the Office of the Secretary of the Navy, the Officc of Naval
Opcrations and the various Burcaus of the Nevy Departmont, Historical Officors
arc already at work uvnon thc administrative history of the Deportment. Thesc
officers are under the gencral supcrvision of Dr. Robert G, ilbion, Suitably
identified, Dr. ilbion may be cxpected to visit various shorc cstoblishments and
out-lying bases to keep in touch with the progress of historicel work and to
offcer pertincnt suggestions, In addition, it is desirable thot commanders pro-
vide for close contact between their Hlstorlcal Sections and the Historical
Officers in Offices and Burcaus having ccgnizance of the activitics involved.

8, In the compilation of administrative history thc objective is a
written, documented record so complctc as to be a source of definite informa-
tion and valuable as a futurc guide. Such a rccord will depict the nccessity,
as demonstrated by the trend of cvents, that required the cstoblishment of ad-
ministrotive commends in certain areas and the construction, in the face of
whatever obstacles, of out-lying bases in certain locations, Other essential
feoturces to be covered will be the methods employed in hoandling problems of pro-
curcment, maintenance and supply of both personnel and matcriao 1, the several
courscs of training, and in rcsolv1ng the many other pcrplcx1t1us connected with
modcrn warfare, Knowledge of these and of all mattcrs of similar import may
prove of far-reaching benefit in possible future emergenclcs,

ndequatc overall historical coverage is best assurcd through the
cstobllshmunt by commandcrs, upon their own and, as nccessary, upon subordinate
cchclons with headquartcrs offices ashore, of one or more Historical Scctions.
In a given command, the number of sec+1ons, their composition and their strength
of personnel, will depend upon the scope of shore-based activitics of that
command,

—-
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10. Many commands already include officers qualificd by previous
experience for historical dutics, and, where possible, it is preferable that
such officers be so utilized beecause of their existing identification with the
workings of the command, It is, howcver, highly undesirablc that an officer be
so transferrcd from a post in which he is already contributing markedly to the
progress of the war, It is also undesiroble that an Historical Officer be
assignced additional duties and, because of the sharp distinction between the
duties of Historical Officer and those of Public Relations Officer, it is par-
ticularly important thet thesc duties not be combined in tho same person,

11, * The identity of qualified officers on active duty in the Naval’

Scrvice is known, within rcasonablc limits, to the Dircctor of Naval History,
He moy, thcerefore, be ablc, upon request, to take steps to arrange for the

- assignment of one or morc such officers to historical duties in cascs wherc a

command cannot supply” its ovm nceds from within,

12 Documcntation is the major historical function rcquiring immediate
attention and, since: the gencrzal files of cach unit nccessarily are the main
source of its histoly, duc ¢arc in the completion, arrangement ancd prescrvation
of these files is essential, This requires that transcripts of oral discussions
and deccisions on woighty matters, which might otherwisc escape the written
rccord, be included in thc files, The documents form the bosis of a completé
history which, ho ever, cannot bc writtcn until the events it records have beeh
correlated “nd ar: seen in truc perspective,

4 In cach higher commond organization there arc also required one

or mor¢ brief, cverall, factual "first" narratives, prepercd from the standpoint
of and 2t the lovel of its ovm commond échelon but gencrolly inclusive of the
salicnt fectures of the activitics of the subdivisions within the cchelon,

These narrotives will bring the files into manageablc form ond provide interpre-
tive digests cf the most significant events. The portrayal of these events will
bc found in the record of the steps taken in the formation of major polieics, in
" the ercetion of the administrotive structure, in the developmont of relations
with other commends, snd the like, The couse.underlying an cvent, the cvent it-
sclf, and its effect require cquelly thorough treatment, The mere statoment of
o decision reached is of little valuc unless accomponicd by o weighing of the
foetors considered in reaching the decision, JAdequatce factucl descriptions of
difficultics cncounterced will include the measures teken to overcome them and
the success or feilure of such measurcs, The "first! narrctives will thus link
togethor the official documents, including minutes of oral confcercences, memoranda
by perticipating officers, notcs on telephonc conversctions cnd, occasionally,
cxcerpts from personal corrcspondence, 4 record prepercd in this mannor will be
rcadily available for loter correction and elaboration of the narrotives,

14, , When documcntation, along the lines indicatoed, becomes sufficiently
compluta, cach subject coverced by a "first" norrative will be susceptible of ex-
pension in the form of a "first" monogroph., In turn, cach such monograph may

latcr be corrected and claborated for ultimatec usc in the historics, The se-
lcetion of suitablc topics and the preparation of thesc "first!" monographs is to
be cneouraged, subject to availability of time and personncl,

e
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15, . During the progress of the war the relative importance of a base

or of a geographical arca may increase or diminish, A change in the location

f shorebased headquarters may be required. The completion of a mission may be
followed by a reorganization of forces., 4 change in thec identity of a commander
may of itself mark thc cnd of a period of administrative history, as may also
the end of a calendar or fiscal year. For these and similar rcascns, the prepa-
rotion of a2 series of "first" narratives (monographs) is likcly to be required of
cach command. If the documentation warrconts, the narrative ond monographs of a
period so defined should be terminated at the end of the period and copics for-
warded to the Officc of Navzel Rccords and Library.

16, The scrvices of this last-named office arc not aveilsble by mail,
Pcrsoncl access to its files will be afforded Historical Officcrs upon suitable
representation to the Dircetor of Naval History and aftcr approval by the Com-
mender in Chief,’ Unitcd Stotes Flecet. Depending upon availeble transportation
ond other circumstonces commanders are urged to encourage such visits whenever
they will scrve to incrcasc the adequacy and accuracy of the documentation,

17 By dircction of the Secretary of the Navy, no person who, in the
prosccution of his dutics as on Historicel Officer, has bouen given acccess to the
files and rccords of thc Nevel Establishment, shall currently write or furnish
information for articlcs for publication, deliver lccturcs outside the Service
or ¢ngage in interviews with the press. In casc connection with the Scrvice is
later scvered, then, in the abscnce of specific Departmentol cuthority, profes-—
sional cthies will be the deciding factor as to whether informetion gaincd
through access to officidl filcs during war may be utilized,

7272 The Operationsl and idministrative historics of the larine Corps
and of the Coast Guard arc being cempiled under the supcervision of the Commandant
of cach, Wherever appropriatc, it is desirable that contoct be established with
their Historical Officcrs, to cnsure adequate coverage of 211 joint activities,

19, In order thot the Director of Naval History mey assurc that the
coverage is adequate to scrve present and fubturc nceds, it is nccessary that he
 be kept informed of the extent to which officers and cnlistad men are engaged
in historical work., /ccordingly, it is requested thot addressces who have not
alrcady donc¢ so furnish the Dircctor with the nomes and renks or ratings of those
cxclusively so engaged (excepting those occupied primerily in arranging and pre-
scrving the files) togethcr with an opinion as to whether personncl, in greater
or lesscr numbers, or of diffcrent qualificetions, is required., The Dircctor.
should clso be kept informed of changes in porsonncl as they occur, It is
further requestced that brief rcports of general progress be made as of 1 Jen- -
uary, 1'4ipril, 1 July and 1 October of cach year. 4is provided in reference (b),
these reports and other conmunications comnected with the deteils of the work,
may be made directly to the Director of Naval History,

E. C. K.LBFUS
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DO NOT ADDRESS THE SIGNER OF THIS LETTER
BUT ADDRESS YOUR REPLY TO
BUREAU OF MEDICINE AND SURGERY
NAVY DEPARTMENT, WASHINGTON, D.C.

AND REFER TO NO:

BUMED~-E-BHL
A12-1/EN(062-42)

WASHINGTON, D.C,

20 Dec 1944

To: Chiefs of Divisions, Bulled

Subj: Establishment of Medical History Board.

1., There is established herewith = Medical History Board in the
Bureau of Medicine and Surgery, which shall consist of a Chairman,
a Secretary, and such other additional members as may be required
in the fulfiilment of its purpose. The Board, through its Chairman,
shall report to, advise, and assist the Surgeon General on all
matters withir its scope as hereinafter defined.

2. The functions of the liedical History Board shall be (a) to plan,
cause to be prepared, and edit an official history of the Medical
Department of the U. S. Nevy; (b) to coordinate historical activities
within the Bureau of Medicine and Surgery and the Medical Department

as well as with the Office of Naval History, Navy Department; and (c)
to maintain liaison with such other military and civilian historical
agencies as may be required in the prosecution of the functions of this
Board.

3. Establishment of said Board does not preclude Medical Department
personnel or activities preparing historical accounts on subjects of
special cognizance, concern, or intercst, but any and all of these must
be submitted to said Board for review, coordination, and approval
before they can be recommended for official publication.

/s/ ROSS T McINTIRE
Viec Admiral (MC), USN
Chief of Burecau
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NAVY DEPARTMENT
OFFICE OF NAVAL HISTORY
WASHINGTON, D. C.

Scrial CL-429

10 /ugust 1945

From: The Director of Naval History

Ta: DISTRIBUTION LIST ATTACHED

Subj: First draft narratives, form and binding of,

Ref: (a) DirNavHist CL~162 dated 19 February 1945,

1, First draft narratlvcs when received in this office, are

being bound in cloth covers for preservatlon as sourcec matcrial and for
future refercence, It is thereforc requested that two copics of such nar-
ratives be forwarded to the Office of Naval History as soon as completed
in order that the carbon may also be bound and returned to the originating
office or command, The last sentence of paragraph 15 of the refercnce is
hereby modified accordingly.

2 Manuscripts should be 8" x 104" paper, without pcrforation,
with the text double-spaccd, showing a margin of akout 1i" at the left.
They should be accompanicd by a letter from the hecad of the organization,
indicating his approval,

3. For general convenicnce, bound volumes not greater than 500 to -
600 pages, including photographs, diagrams and other illustrative material,
arc contemplated. It is rcquested that, wherever possiblc, extensive
narratives or series of narratives be divided into parts not greater than

- this. Paragraph 15 of thc rceference suggests convenicnt ond acceptable
nethods for determining the scope of a particular narrative,

L. Adequate documentation will normally requlre no more than a
footnote identification of direcctives, lctters or reports referred to or
partly quoted in the text of a narrative. With footnotes as guides,
future historians should be able to locate any details nceded. It should
rarely be necessary to include in an appendix the wholc document in ques-
tion, Decision as to the vital or unique importence to & command narra-
tive of any particular documcnt necessarily must, however, be made by
the Historical Officer of thc organization, subject to the approval of
its head,

E. C. KiLBFUS












