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- ICKYD 2TITL Wy TRAM

il v Ul'w Ab .
APO 500 %
25 Magust 1949

GOVERIMENT VEHICLES FOR OTHTR THAN CFFICIAL USE

l. References.

' a. GOHQ, FEC Check Sheet, File No. 451, Subject: Use of Govern-
ment Vehicles for other than the Actusl Performance of Official Duties,

26 July 1949,

b. Messageform, Ho 8th Army, File No. AGGO Y51, Subject: Use of
Official Passenger Vehicles, 26 July 194g.

¢ Circular 28, 8th Army, 4 Aoril 1949,
d. Daily Bulletins, No. 73 and 74, this Headquarters, 1940 geries.

2. The following procedure will govern the use of government vehicles
for other than official use.

a. During off-duty hours, & minimum number of trucks, 1/4 ton, LXA
and one (1) sedan will be set aside to be used by members of this team for
other than official duties.

b. Request for unofficial transportation will be made to the
Motor Officer at least 2U hours in advance of requirement.

‘¢+ Personnel using other than official transportation will make
reimbursement for all such use on a mileage bBasis computed as follows:

(1) Gasoline consumption factors of 14 miles per gallon for
sedans and 16 miles per gallon for trucks, 1/4 ton, 4XW
will be used, with reimbursement in accordance with the
price quoted in the current monthly Quartermaster price
list. There will be an addition of nine (9) cents per

gosoline used, for oil, grease and maintenance
‘w reimbursement based on the 1 July 1949

de Recreation vehicles must not exceed one hundred and twenty
(120) miles a day, and mist bde returned to the motor pool not later than
Omth.
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Subject; Recreation Transportation, 23 August 1949

+v. Houses will make

and place of exployment to the
based on the individual merits
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"DOr s

FOR CLERICAL PIRSCIMNEL
Don't stort the word "inclosed" writh cn "o" -« and don't say
cttoeched, use tho tom "inelosed".
Don't say "inclosed herovrith"., How could t poss*bl?r bo ine
elosad ynless it wrs "herowith™?  Just say "ineclosod”,
Don't say "whothor or n~t", Just say "whothor’,
Don't put sovornl sprees hotwoon the word "TO" and tho eolem,
Put tho colon thus 103
Don't usc such torms in inderscrionts as - "Reforred” "trrns-
nitted" « "Forwerded” - "oturned" - "Aporoval recormended” -
"Asproval not rccowended”,
Don't sav "it is dosired” to higher or independent headquerters.
You shruld sov Yig is roguested”.
Dou't say "discroroved” to o *'“nerrl of ficor == sty "not fovor=-
ably cmsiflomd" Ak
Don't uso & scetion hocdins, such as "Office of the Llabor
Cfficor", and »ropore corrcsnondence for the Adjutcnt's Sig-
ncture.
Don't say "Co rendin; Gonornl, Ho ndquortors---". Just sey Coamie
ending ( Gonoral cnd ait the wrord "Hoodque rtc rs
Don't vsc en cnostrovho whon using tho posscssiw pronoun "its"
"re¢'s” ‘s uscd ‘nly a8 & conthinctiom of tho t' 0 words “it is”,
Don't usc information slips, usvallv callod "buek slips™, for
any purpose othor than bdYetwoon stoff soct* ors o this h("dqucrtcre.
Don't ~ive information to uncuthorizod nersons. The "dopo" you
hoor in yvour officicl cipao? ity is not to bo the sudjcct of idlo
chottor
Don't feil to try your dircctives ocut on some one beforo pudli-
cotion, Den't bo worheso, Scy vhat you meen to scy and moio
yonr corrosnendonse su“joet to only ono intorprotctien -- tho
one, you intcnd to convey,
Don't il to omorciso fuvll steff co-ordinrtion. JIf sauwc other
scetion hrs C """\Otn intcrost in ¢ nattor be certein to pnss
on the infeormrtiom. |
Don't foil to study the Tellowing mmbliecntions on file in the
Adjubcnt's Cfflca:
AR 31050 Ordors, Bullotins, Cireulers, & . omornncums
IR 30«15 Corrospondence, How Cenductod
IR 3305 Sefepuverding 13 1litery 'nformetion
L2 €50<150 Authorized L'V rovictions
! 12-253 Corroszondence
T’ 12.256 ‘rdors, Dulletins, Circulrrs, & - oncranduns

Tnelosure 5
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HEADOUARTERS
TOTY O KL AGAVA
"TLITARY GOVERN ENT DISTRICT
APO 503

VAR DEPALANT ENT DECIIAL TLY 1UIISRS

FILE NUTDERS TTTLE GRIINAL, No's 000 to 099
000.1 Politics

000,.5 Services - Wwligious
000.5 Crinces

000.7 Publiecity

000.76 Howspapers

00L Comercial Enternrises
00k . Ol Tndustrinl fohilization
00l3.2 Banks

006 folidnys

10,8 Traffic Regulations
01,12 Civil Juthoritios
0,13 Public lelotions

014,33 Renotriotion

015 Courtis

060 Hons

091
091.112
091.3
091.31

Countrics
Dinlomctio Officials
weonoics
Commoeree

091.55% lesourccs
091.4 Poonlos (consus -~ conditions)
095 "ndividucl Coammercial Snteoerprises

MTEAICE LD LCCOUNTING
Ho's 100 to 199

lonoy Ordors

Funds, Money ond Scvinrs

Hocoipts

Ronorts of Survey

Inventery, Pronerty, Supplics and Storos
Claims

Lheecowmts - Lninst Army

Controcts - Porformance or llon-Performonco

Donds

SN .
“‘-'. —

p T LI S ur i —

eontiﬂut*.m Cards
~ Porsomnel - issignmonts end
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Check List, "D Decimcl File thmbers, Cont'd,

TITLE

iiceidonts « Personnel
arerds ond Docoretions

Ell « Porsennol eoecords
(‘fficors M "

i ™

“fricicney Reports

Lommissions

Elipibility and Oualifications
""‘““ni*lc tion = ‘ontel -« Phvsienl
. v or '7t ons (SCP)

! (‘41 Govt)

"
!

it

" Transors
n ™

Jat%y Tours cnd Stoatus
" mqv

" etached Sorvieo

Details
HLbsout VL
Poscos
Disch&rgo

i
i
"
n
i

"

n

" LSsonce

" " ]-L
" Discherges
" Titlos and Grades
Civilian Brnloyoes
. ’ - Foreigm Yotionals
Employmont of lLabor « Naruletd ons
Iebor Resvletions
Civilien Tmnlovecs « Zloriecd
’ ’ « Leborers

" A -« Docks and "hers
ﬁpy

allovweneos - mmnloveos

Iilitery Wscwplmc

llorcls ond Conduct

serred or Rostrictod Lreas

Ceirts or lartial

Pensions

Femilios, Dopondonts, ote, of Iilitery Personnol

2
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Chock List, 7D Decimnl File Numbors, Cont'd.,

FILE NUMBERS TITLE

295 Funcrcls and Burials

LDUTNISTRATICY, No's 300 to 399

Ircvel Ordors

I9iscellancouns Rogulations

Charts « “ricnizotion

"ffico Spece - Lssignnonts cnd Uso
lasls (LPO's)

Postal Rorulctions

Cedlegrons

Tolotypo (SOP)

Tolephonos - No's

Courier and lossdngor Systons
Corrospondence - Officinl - SOF
Corresnondonce « Chennols

Rocords « Ldministrcation

Militcry History

Noports « liscelloncous

Teokly Civilian Labor Ranort

Dailv Jomel « G=3

G-1 Deilv ilonorts

Tockly Tilitory Ccounction Roports

v C-vilicn Co mmiccble Disonsc Ronorts

6th Lmy G-2 Reports

141 Govt Ronorts - lionthly
llonthly Labor Roports - YLO
I'onthly Report Cormoditios or ocrvicos
liniling cnd Stations Lists
Strongth

IZnning Tobdblos

Strtus of Units cnd Stctions List
Units - Stotus of

lilitery Governmont

Tnits -« Sstablishmont cnd Discontinuance of
Jorcle cnéd Yelfero

Porsonncl lostors

Duty Rostors

Clubs = Officors cnd EM

Post Exchongos

Bokerios ond osscs

Loundry cnd Dry Clocning

3

~
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Chock List, D Decincl File Numbors, Cont'd.

FTLE M BERS TITLE‘

331.53% Shops = Darer

352.2 irophics

332451 Yeoarins of mifornms

333 Tmsnoctions and Tnvostipgntions (80P)

333.1 4 . " 1ilitary Installations

b

2905 ‘nvestigntions

2217 Conforences = '\ilitery

Al NI ST h

3,2 ke

292

522

75340

353.0 Il & &

570 Smlovment cnd !lovemont of Troops

70.1 Domobi lization

570.5 Stectus of Troon ‘ovoments

2705 chen-es of ototions -« Tnits
Sorvieo of Scenrity
Prisoncras of 'lnr
Provorty = L "'foostod by ‘‘ar
"i1lloting
Cantured Pr onerty
Cavondenring Priveto Property

)

SUPP1TSS, STWICES & EOUIPMENT, No's LOO to L99

Summlics, Sorvieces and Equipmont

Procurcemont

Sunnlics ond HBquinment « Storago

Roegquisitions = Procuroment Domonds
" « Dircoctions te Svinit

cnlcs

Tablo of Lllovmneoes

Sunnlics « Civilion, Reliofl

Rowirs - Sumnlics and Zqurimmont

Proporty - Disvosition

Theft of Tguipnont

sclveging

. ‘+,.. -

Building Metericls
Lunbor
indows




DECLASSIFIED E.O. 12065 SECTION 3-402/NNDG NO.

L e

Chosk List, "D Docimel Tile ifumbors, Cont'd,

TITLE
Steol ‘
Tocting Lishting cnd Vontileting Bquipmont
Shewrrs and Plumbing Bquipmont
Pipre Fiphtin~ dnporctus and Supnlios
T~ lonhone Instruonts
"firoloss cnd Nedio Instrumonts
Phrta-renhic mechines cnd Equi pmont
if.ghinos
Furnituro
Sipns
Insignic and Ornerouts
Protoetiwe cnad Sneeinl Clothing
Food .
Yetims cnd Conponont forts
Coffoe, Tor, —ov.ragus cnd Drinks
Sunslios for “lernins, Disinfoeting, Leuwndering,
Preserving LT
‘adierl cnd Surgienl Su-nlics rnd Squirmont
Vehiclos

o4
i

E

l_f' ¥

¢

r

b

gt'

¢

G

>

&

5 %
&

203 Ive v Equixent
Divin: SBquiment
Publicctions, .00&s,
ffice Sunr-lics
Tilitios

Cot.l

e soline ond obtor Oil
A~meretus for “rotoction
Sxnlosivos

Stovedoring Sorviceo

Bindin~ end Printing Scorviee

- -
L]
]

Tawsnener and Joriodicels

——— N A" : 491 3
g Al e YalhAd &'y o's 500 te ?%

TrensHortction
and Ireca
Trenswortetion - Dus ond Strect-cor

Premsaortcbion - Autes cnd Trucks
" - Tnter

v
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Choek List, "D Docimol Mile Nunbers, Cont'd

FILE HUlRBIR TITLE

PR ————— N e T - ey~ Seaa.

Bills o landing - Trensmortction “oquests
Lrmy I'ri nsport Sorwico, Ships and Borts (411 typos s )
uh’i "\"‘“r

BUILDTIG LD GROUNDS, Ho's 600 to 699
Duildings end Grounds
Lv*lclqa Construetion
‘ - fc*ul“hl

!' i *"“T(‘ f‘.ﬁl lquﬂ

. imd Grounds « Alterntions

4'.110("‘:.‘03'. on

denl Pronorty - lond oomarship
Dlspouitlo“ of Werl Jstote P“Opurt" or Lend
Rocds erd Sidovnlks
[losnitrls

Storchouscs

leboroterics ond Rosenrch 'nstitutions
Lighting cnd Power

Tclophone Instellations
THroloss ond lcdio Svsionms
Resorvetions - Air I lds, Coanp, ctc,
Lirficlds

IWMDICINE, MYGYENR D SLFITATION, ¥o's 700 to 799

ldmission, of Prtionts in Hosnitcls

Disocse, J4.fflictions, 'nivrics, cte,

Herlth cnd Preveorntion of Discesc

Querentine |

Senitary Conditions end Insnceticms
" Aonarts

RrveRe, HSBORS AND TATIILYS, No's 800 te 899

nehew e

Mshing Growmds - deguletions
Pemits end Liconsas

Docks, Piors, Borths cnd ~te,

6

R e L i R
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HEADQUARTERS
TOKYO=EAITAGATIA
IMILITARY GOVERIT ZNT DISTRICT
LPO 503
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LUTH RIZED LR REVIATIONS @

The following list of the nost comonly usod cbbreviations
ney B usced in writing rilitery correspondoncce., 4bbrevictions not
contoined in this l'st moy Lo precurad fronm A 850-15, cnd chongos
theroto, cony of which ‘s on file in tho .djutent's Office.

4’&

coetingeemevencnncacncanenewcly  dutyecceccccncnncccrncncnnady
pdditiont lencvececnncacwmnaandd

adjutonteveccvuncancancanaandl

adintant ronortleccemme waaiG

coanointedencacanwcnmcnvunar ptid

copointontescrcnncne cecarpnt onorpoNeyescecccrccncnenee=OMOr
Lrmy of tho United Statos«AlS onlisthontesccccanenewcveneonlnt

c8simeldemrmuconwncnnucansispd Xeellontewcamanen. cnivu weaoXxe
OS8SimMMeNtenrercncncsncasntismt oxcOUbiVOemanmicnn i nen B
08sistiNteecn. cavrcvnnnnwa55Y
cttonti Mememecccncmcncnaanttn

F

———

follovinpeesccece: nvnncwn==f0l
00 8408 of ¢ L e DT IR & ¥ e
llotinecenccncnnvewecanes=bul

G

L ]

C

e Gonorel Herdquertorsee-we--GHQ
cironlorcceccnecmmneemueee=Cir . penoral ordorse-eenesseaaweGO
oaumnnd---4--~-----;------cond ;rcdo---~-----------------“gr
COrINACr mevmanesnnnwn e CAT ST OUD = = o o s e e o s o e (O
cottNdingecesmne e cnnne~econdg
cormunicttiofecnmencncuenecom
comtinuodeccsccsnanscanawec Mtd

euUrront SoriClSeesncnenvnwmw=s I

———

inclosurCesswnucnecannwnww=inel
D _ individutlweccnnnwn. conweeeindiy
B! indorsononteeeencvenenecn=eind
deptrtnonteccenwannecac vecadopt
detochod sorvicoeeen wnemeallS L
dircet, dirocted, dircotor-dir s
districteccecncincccnncac-uldigt leaVorerecmencccnccsnncnecas=ly
di ﬁ.“yﬁ“-u“m- ee———, | ' 1Qt't°r-.-“anﬂln - - - u-ﬂlﬁ
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.. . HEADQUARTERS
e TOKYO=KANAGA'TA
ITLITARY GOVERN' BNT DISTRICT
LPO 503

lalePelulelleliel
FILE NO, AG CullafaCeul Selel.P

- G - . G——

L]

NOIE: Uso this slip for notss in conncction with this poper., 411
notcs will be MU TERED CONSEZCUTIVELY, ton to bottan, 41} rocords
neeessory for intcllig nt cetion should be attechedy 4 lino will
be drovm the full tidth of the slip below coch note, Both sicdos
Wwill be us:d boforc cdditional shoots arc tdded,

SUBJECT: SOP for To‘fyo-lit.nr..;;r.(:l\ idlitery Governnent Distriot

ﬁ.--—--mm o - - - - - -

¢ Choek sho ts cro uscd for informal
correspondenec hotwoon scctions o” g Norcde
quarters. They ore senieofficicl, in thet
‘tho reoquosts, ote, will %% cerricd out by
the section addresscd, but no offieial ro-
cord is rcteincd in the Lojutents Scction
UNLESS the chook sho 't bocanos pert of an

officiel rcoord, or is nccded to confirm
cortain dote,

9« 41) chook shoots origincting in
this hocdqueartors will 2o preperod as fol-
lowvs: 1 choek sho_ot; -
1 monifold officc to whicgh
addresscd
1 nenifold for file
1 nenifold tcditionnl, for
- erch scetion that
chock sheet goos
3 thrg_, if any
- ,
1 L, Peréorephs ore mmbered™rith a
-Gouble smaocc betweon thom.. The neme of the
coriginating officer will b typed and
signod (lest nome only) in the loft hend
corror of remarks scetion, and will alwaye
¢ propercd for Colonel Jelbors's sisneturc
as illustrctod before if it is nddrossed to
trother camend., The scetion chief will
initial, boside the origineting officors o |
inene if the choek sheot is going outside B |
| the District Comnnd, Tho scotion chicf
 |enothor "-";"' scction @ Phis hocdquartorss
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