P ~ de TIRU Addressces, 'Ten adcireseins correspondence to one
- headguarters throush an intermediate headguarters, the "THRU" addressee

. will precede the final addrcssce, Examples
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TIIRUs Commanding Geners
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TO: Commanding General, fyukyus Command, APQO 33

v
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3 @« Use of ATTTITION. To eddrecss correspondence to the atitention
of a certain section or division of a headjuvarters, the following form
will Deo useds
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: O""““"”nd.;.?’l”‘ C«?nercl United States Army Forces, liddle
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. — ] Re . . Fa f - ":’ e “' h 1‘ . A ‘_:' F \ ‘ 2 Fa P
zations may be cbielinecd from Postal & ancih, Adjutant Generalts Clfice,

10, Abbreviations and Short Titless LDhbrevriations and short titles
(1s€9, AFWESPAC, FL'IDPAC) will not be uro< in ‘otters, indorsemencs, or |
publications, excert in listing inclocwvrcs ideatifying the basic coms
n:u;fr".:_::lti on on sccecond and subsesvent Hees ol multiple=page communications,
and in citing vublications (iece, AFP.C Circulars, AFPAC Re maletions, ‘3t'3~0)l

1le Commend Lince @4 The comand ine ( 1e2es EY COMMIIID OF

GENERAL Mac'\RTIURE or FOR THD CUITVIDE!eIlfeCITIZT) will bo +~-ﬂo. two spac

below the body of the leSTer or indorrsoment, beginning on the space even
\ o~

with the first letvor of the .1in princ

uppcr-—caoc letters m.l1 ‘
indorsoments, propare “or avchenticatlon by the Ldjutant Gensral and

b. T}]_(j OIMInNs ""ld ll..‘; "U.'Y j: TIAYTY OF (TN ERNLAT. 1749 -**w-!“-[r-;!' in
b0 used on all corre :;“;"-"PQOW"“, cxecopt check
cCa v ANG
addressed to & subordinatc sorrmand,

""‘i

Ce The command line "FOR T’ COMANDER- IT—CZI' F" in uppecr-case
letTers will be uced on all corrcsnonieonee, except check indorsementis,
prevarca f'or authentication Ly the Adjucent Gen:ral '::.ncl addressed To
Allied commands, ths Navy, an agcncy of the Var Depertmont, or any
neadquarvers not uwnder the juwrisdiction of this command,

120 incl
beginning at

q
b
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ne .cht may&in az'lf’- o ¢he same line as tho
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should be confined to the lelt hell of the parc (see Sncecimen letter and
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(SM 24)

will be penciled in the lower left cormer of each inclosure, using Arabio
numerels, Additional coples of incleswres will be penciled as follo...o.

"nel 12," "Incl 15," and "Incl 1%," Inclosures to inclosures will be
properly perciled as follows: "Inel 1 to Inel 1," "Incl 2 to Incl Py
and "Incl 3 to Inel 1.," Inclosurec will be checked carefully to incure
that all ere attached to the correspondence prior to its dispatch from
the stafl section,

13, Aubhentication of Official Correcondence, 7405l comrle-
cetions, with the exception of Thore intended for the signature of il
Commender~in=Chisf or the Chief or Steff, or those which pertain To
tactical Orpr'l'thdo or militery intellirence, will be forwarded to the
Adjutant General for signatwre. Tho originating svefl sec tion will not
type the name, grade, or title of tho Adjutant General on such corra.
spondoncee This correspondercze will be checked {or ccouracy by tho

-

Adjutant General, end if correction by The ceririnating office is concidered

necessary, it 5.'111 be retwned by infermal memoranduan owtlining core
rections to be made,

1‘ T . - L ™ r--\ " %
14, liumberins ol pages. _ e
be nimbereds Subsecusnt pares vill 06 NI yerod consec
£ A — + 2 ‘ R » ' e & N . " 4 . - - . 4 S | ¥
{111:”1"" witi PDAro e Ara&blC NUWILIRAS Wi.ll D€ US6C and 111 be centcoreq
1 2 s . P S ™ i aal Ao o
one inch cbove <tie ;..:o*'i o of the nare. Pare nunovers will not be sev of'f

- o ——— —
™ o 1.1 . Jasr =2 A
by daches, parentheses, or ouvhor HWNCTUL. 10X
- - Y. R - o' S o8 A 2
15, Identifving Hultiple=~lare Cor~ unicutions, Letlers and indorse=
- -i-!-!r < ..-1?- . .L-- . ™ _' .--':f" '4.. -
ments of meore “‘ha one page vill contein briel identiflication data at
- ' . N -~ - " = - 7~ £
the ton of the second end subssguent uages, Deslnminy One anc one=i sourth

- f vl & J" - - "" . 1 ("-" L2l 2
inches from the ton at The lciT margln,

3 - R el i s L R L 0 % 2 Ry &
a, On the second and succeeding papges of a baslic levter, only
. - ™ Rs - b IDVE . - e "'! _ e . -~ ™
the file number, file date, end olfice symbol are recuired, Ixamplet
r Y
AG 319,1 (27 Sen 46 )
_ < S 2 o R o . e Bl
be Whon © ‘eco*ﬁ end succeeding pages of & commmicaiion
. < “‘ '. "I' > .i"" .:
contain onW" indorsements Yo the baslo 1et er, more complete identifi-
‘-!-' - - " i 1[' - v L 5 ¥ ‘
r‘} lc‘l {t*- e ’lr' 4 "CCoo .r"' . _', %02 :
, a9 Tl . -""1‘\ i .Y\ -" - r?.-"" A ﬁ ﬁ p'-," ﬂ_ ,:: 1 .
BASICs: ILtr, Hq Dichth Lray, AG 230,42 A, 22 Aug 40, sud)s
- . i
avel Orders.
! _ . e 2 . N s dis Y Bian a ~ o S A" . pragapr. .
16, Arrangement of Compl-oted Correspondence, All papers essential
" ) 3 ~T - > el s -lﬂ. .- : - % 1~ ~ - " y
to the Tamdllng of & single ltem- ol outgoing correspondence vill be
L. SAVEE I P ade &Y% A a el ° —-
c'pc11relb L""u {Jcn (ft to F-:‘ L‘hel' \110 :hl E.tf‘alj.L(- ‘:L ) LS\ '-..f;.,-_" v OP ‘.J\-n‘ . &rl Q-r.ugc O-S

follows:
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&e Originals, copies, and inclosures for dis spatch to the
addressee will be placed in one set in rormal sccuence, except that the
last indorsement and copy thereof will be placed on top of the basic
commmication, X

d

bs Copies to be furni "hed to other lnadqmr‘f'erﬂ or sectiols
% f This headquarters (includins "come=hogl™ coples) will be properly 5
) ma.y] 1long the risht hand morgin ,,ﬁ.nd secured separately. The copy &’
for each dl"‘*‘“* oute2 will be set ol not nmore than one~nalf inch to ,.
the 1 l"‘ﬂ'b. b

Ce (opics and other papers If'or Acjutant Generalls Records will I
be placed at the bottom o all other ~oire bondsnce and will be set off :

: 1

an additional onee-half inch 46 ths ricitt,

170 RBOOI‘O"S CO R M e io*‘_ on oo
correspondence whicih has not heen nrocessad by Adjutant f‘@poz':‘: itecords
Branch will prepare o copy asle letTer and previous indorsements
for Adjutant Generelt!s ecords when su -l conies de not accompany the
correspondences The Adjutant Generaltls Rocords svamp in the upper richt
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- 5 . -‘: - t“ﬂ ' > ' v m - a P
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18. initialse Officers whc ore authorised by :‘:'ﬁ’:‘:a;‘f secvions to
SO | jutanc Ueneral for sigmature v::'f.ll initial
py on the right -u.:“ f".f".a The initials
v ctlay Uozgether vAith those of the Typlst
will be Typed on the rirsht marcin of the Adiubant Goners 1¥s Records cony,
\ ' 0 o ‘

! o-h - f -
e . ¢ bt Y il de
nov De piecod on the origsinal or courtes Sy
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Q 11 ad T m R—— ) ] . vy o ' e
19¢ Memorandum for ocerde To exncdite the processing o1 nanpers
9 i D - 9 1_#‘ - _!_ "‘_l__: . J_H_"!\‘_ - t_l___ g g el o . ’
‘cillrouia.zl.:. this headmarters oy elimin -LLIE Uide nlecessity l'or conference and
| . ~3 A
» Mossogelorms, and other corres
L ] -f ¥ " " 2 :
1 DG f'._.f:(.":f.“'_'.'"‘.:.n‘.‘*f.“..-.l..'-Cf'_l by a
»d "" - -‘-r“ . - p - . <
o orandwn should state brisfis
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the Mc-...*r und =1 circunseances relating to the problem, end contain
- 9 e ol a Sl . e O 8 > N - e L ,
sufficient information rela cing to the subject to permit retracine the ,
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A R ¢ n 556
action at a later date il nc 08301V e )
C} sl o 7] 3 4 ?"'(“1 r'"2e1T00 = v 5 (V.oanls RaleFataldol alziTrhes ol = P -
ISCIT and vranper lndorsencnise 2. v: SCK Ndorsements, 110 C
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(S 34)

remarks or information are not to anpear as a part cof the commmication
itself's The first wrapper indorsersnt must always begin on a separate
page and is labeled "Wrapper Indorcement.” Wrapper indorsements do not
cite a basic comammication at the tep of the page; however, papers being
transmitted are listed as inclosuress All other details for the propa=-
ration of wrapper indorscments are the same as for other indorsemen:-s

The sccond and succeeding indorsenents are.labeled ™24 .manpcr Ind,” z 34
Wirappor Ind,” and "4th Wrapper Ind," and follow in numerical sequencos

2la ©Stencilse Stencils forvmrded to the Adjutant Genéral for authentie
cation will have a "reading copy" attached, "Reading copies" may be
preparced by inserting a carbon and tissuc shect behind the stencil before
it is C\.I'G. |

, cce Desipgnetion of Correspondence lor Filoc, ae Before correspendence
is forvarded to Records Branch, Adjutant General!s Office, for file, an
encry. “ubota¢1‘t1ally similar to the followving will be made on the top shec
of each plece of correspondence, shoring the staff section and the initia l..,
of the officer authorizing filing of the correspondences

Fela
Jetot
§ o~ T
be Routing 511?3 c’.ecked "Fer I'ile" or separate notes will not
be used To authorize the filirgz of correcpondences howerer, there is no
object"" on to the use of routing slips to forvard such correspondence to
Ldjutant Generel Records Branch once it

ﬂ

ue.s been desigrnated for file,
2oe liccsagelorms, a, Out 'mi:l; l'.;c:s:s:-ﬁ.;‘_*ci"or'm:: initiated by staff sec=-
tions will De forvarded to the Adjuta:nt General for sipnature, and the
orirsinating agency will ’t'ype the "’18.1'“8, 1;1': de, &nd title of the Adjutant
General on the lessageforme Approval of the appropriate office of the
originating stalf section w*l" be incicated by the initials of the
autaentlcaw_lm of ficer on the ....dJu anc Generel Records copye

J’

J

-

be "CINCAFPAC, APO 500" will be typed in the space marked "From:
(originator)" and the of Plne symbol of ".:?.‘:.e originating apgency will |
Typed in the space provided in the lower left corner of the lMessageform,
The word "MESSAGEFORM" will be typed or stamped at the top and bottom
of each carbon copy.

Ce Jindorscments to lMessapgeforms vill De propared in the same
mammer as indorsemonts to other corresrondence.

de 7The Messageform will not be used for the preparation of
outgoing signal messages, For the preparacion and proce::s:z.n'r of signal

messages, see oStaff llemorandum 17, Gene:al Headquarters, Supreme Come

10
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ommanding General,

SPECIMEN LETTER

anding General, Eighth Army, APO 343
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ADMINISTRATION OF DISCIPLINE
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(4) The Commander-in=Chicf, General Headquarters, United
States Army Forces, Pacific, has cdelcgated to the Ccome
manding General, Eighth Amy, the authority to cnforce
all orders, repulations, and ins ructlons nececessary to
maintain order and discipline in the occupicd areca of
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seetions at all times, and for othor pecrsennel (enlisted and eivilian)
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