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LNGtAL HiaD JUAlITZIS

Gheck Sheet

(Do not remove from attached slicets)

ML A oubicct: Carc and Preservation of Official l.ccords

(1) Froms Chicf of Staff To: «ll Staff Scetions, GHY Dates 28 Jan 1950
oCaF & FLC

l, Refeorences arc paragraph 15 and paragraph 19, as amended, Staff
vemorandum 2<, General Headguartors, Suprome Commander for the Jllied
Powers and Far Last Command, 15 June 194&.

¢ It is the responsibility of the Chief of cach staff section to
insure that:

1
8y « Tocords copy of all command channecl corrcsponccncec, dispatched
* {rom or received in liis section, is roccived by the andjutant General for ‘
file in the official records of the hecadquarters.
Pe 4&ll clossified corrceponcdence, roceived or dispatched outside
comnand channcls, is recorded with thc udjutant General, Thic may be accome
plished eithcr by furnishing the wdjutant General a filc copy of the docu-

ment or by furnishing the Ldjutant General the pertinent information using
tiic attached sample chocknotec, Inclosure 1.

Je In cognizancc of thc spceial naturc of certain categorics of
corrcsponcence reccived and disratched by their sccetions, G-2 and tho Chief,
Diplomatic Section, will comply with parasraph 2 only to the extont thoy
deceim appropriate.

l Incl: o ¥
Samplc Chocknoto é- /// {{
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GLILRAL HEWDAQULITIAW
}‘4:1\- :A;bT COI.-Ja.lD ’

Check Sheet
(Do not rcuove from attachcd shcets)

0lassificd Corrcspondencc

i Subjcet: Filc COpics of

'l Froms To: 4G Dato:

| wttnt  LG=0A

| le In compliance with puragraph 2b, checknote from Chic{ of Staff to
'all staff scetions, GH(, SCuP & FIC, QB January 1950, subjs: Carc anc
 Prescrvation of 0fficial liccords, this 1s to advisc that the following
elassificd documcnt has been (reecived) (dispatched) by this scction,
outside conmand channcls, and a copy thercof has not becon furnished JG.

(Deseription of documcnt to include office of origin, filc nunbcr,
subjcet, datc, sceurity slassification, and/or othcr appropriatc identie
' fication.)
l
| 2., Copice of the aboveedcseribed documcnt have been furnished thc
' following:

| Notc: This Checknote will ecarry the saic classification as documcni
| degeribed therein,
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GLNERAL HLADQUAINTLIOS
Fall LAST COlual'D

Check sheet

S

(DO not remove from attached shee L8)

Dispatch of Clearance ana

Subiect: Notification ladlos

—

_-—....-.-...-H-_.-.- - el e——

(1) From: Chief of sStaff To: &ll Staff Sectlons Date: 20 Jan 1950

l. In order to distinguish between "clearance" anc "notification"
radios the following will governs
a. (Clearance radiog are required for travel ouiside the FuC and
are dispatched by the iss't Chief of Staff, G-l, in Those cases that ree
quire a cdiplomtic or military clearancc prior TO €nury.
b. Clearances are not required within the IL0; however, in view
of the shortage of billets at (LRBO and RYCO:i, prior deter: ination must Dpe
' made as to their availebilit: before the deperture of GH{ personnel ior
these commancs, Thie is cal a notification radio as distinct {ron a
clearance radio and will also be dispatched by the Ascs't Chief of Staly, Gele
2., Imnediately upon receipt of travel orders incdivicduals will take
necessary steps to arrange tneir transpori. tion so as to insure¢ thelr
arrival at destinction on the dates on which billets have been requostod,
If the departure of an individual is cdelayca Deyo 0 <4 hours such iniorme
tion will be furnished immecdiately to asg't Chicf of Staff, G=l, in order
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GUNERAL HEADQUARTERS
SUPREME COM'ANDER FOR THC ALLIED POWTRS
AND FAR EAST COMMAND

CHECK SHIET
(Do not remove from attached sheets)

File No. o \\. SUBJECT: Administrative Deficiencies.
M

Note FROM: Chief of Staff 10; Beneral Sheppard, DATE: 18 January 1950
No Civil Affairs
le
‘,qj l. Increasingly, instances of administrative deficiencies are ocour -
| |? ring within the Staff Sections of General Headquarters.,

ce Following are examples:

&, Report of Survey for a typewriter lost by & General Head-

%

|

| quarters Staff Section in April 1949 reached leadquarters and Service Group
\ in December 1949,

Pe Recommendation by a Section Chief for trial by General Court
| Martial was delayed 24 days after CID Report of Investigation was received
| (from 6 to 30 December 1949). This charge concerned a serious delinquency

report received in General Headquarters on 18 November 1949.

Ce Delinquency report received in a Ceneral Headquarters Staff
section on 6 December 1949 resulted in only an oral admonition on 11 January

1950 and despite the fact that the delinquency was the third delinquency
report within two weelks.

- =
— =

S e It is desired that each addressee promptly and personally conduct
& survey of the administrative methods and procedures within his section, to

i

include the existing suspense system, with a view to prompt removal of the
possibility for unsatisfactory administration as indicated in paragraph 2,
above. In particular, each Section Chief of General Headquarters will take

positive steps to prevent long administrative delays and inadequate punish-
ment for serious or repeated delinquencies.
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