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MEMOS ~ ADMINTISTRATIVE

Date
15 Mar 51
24 Jul
<6 Jul,
26 Jul 51
S0 Jul 51

3 Dec 51
<9 Nov 51

To
1l Pers,CHS

ALl Per‘s,CHS

All Pers,CHS

All Pere,CHS

All Pers,CHS

A\ll Pers,CHS
All Persg,CHS

All Pers,GHS

All Yers,CHS

5_ .!~. ‘
A.u " cha R q'.ﬁ*' 3
A‘ ] :"
*"";‘ %y V%Pr } 2o S T
_; -, '. -.;.__ I-'* H. > 1. L ) ®

Admin, Memo #1-Use of Motor
.srampartation.

Admin, Memo #2-Use of Motor
Transportation,

Admin Hemo ﬁ"o-l‘ire Plan for
CT{S .
Admin Memo #Attenuance Po- .
licies, 8
Admin Memo T,‘S-Duty Regula-
tions,

Admin Memo #6-Duty Regulations 3

{Admin Memo #7-Reference To
SWNCC/ SANACC Documents in the

vonmilitary History of the

[Occupation of Japan,

Adnin Memo #8-Fire Plé.n for

'HS in Mitsubishi #21 Bldg, &% -
Admin Memo #5-Duty Regulations &
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OHI!AL mmm |
 SUPHEBME COMMANIER FOR THR Amm POWEERS
Oivil Historical Section

¢ December 1961

ADMINISTRATIVE MEMORANDUM)
| ' | N | :
nm .8 NNy e Ny .9)

W "L'lniuton'z

. &, GES Admisisdrative Memorandus  No, 6, uu-ctn *Duty Regulations,”
dﬂd 3 Bﬂﬂhr 1951. Y R &

2, mms.u inouatoly, $ours of mw as Dudy theu' are 1no lomr

required. Qlomiﬁg. waxing and maintenance will bo umltm Mng &ty
- periocds, . |

3. Zhe last uplom %0 depart traa ‘each office for a lunch pmgd or
at the close of a workday will be responsible for insuring that the door
is closed and locked, Responaidility for security of classified material
md the o!ftoo rests Jolntlr npon the gecupants of each office,

JOR THR CHISF OF SEOTION

- B.
Major, Intlntry
m:m Offioer

MEMORANDUM FOR T & RECO?D:
This matier was discussed b,: Chief, CHS and the DC/S, SCAP on
75 B % |

Tﬂ
: Dec 51 and approved bj General Keyser tha d t
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GENERAL HEA.II-LUAMERS
SUPREME COMMANDER FOR THE ALLIZD POWERS

Civil Hiatorical Section
'3 Decesber 1961

ADIIINISTRAT IVE MEI\DRANIJUM)

N.UMII'JRo e & o o B ‘. " 8)
FIRE PLAN FOR CIVIL HISTOR.CAL SETION IN

ITSUBISHI # 21 BUILDING

| | *Recias-iom Civil Hiatorical Section Administrative 1iflemora.ndt..r‘*
Humber 3, dated 26 July 1951, gubject: Fire Plan for Civil Historica}.

Secticn.

’ '
e g e O T A S e o
: " My . . : B =

e Purpose: To furnish detailed information a.nd guidance %o ifxcmbc:-rs

of ‘the Civil Historical Section with regard to action in event of fire and
ts coordinate fire prevention and fire defense measurcs for protection of

personnel, records, property and facilities of this sectlon,
S Fi:_re*Alarm:
c 84 Any person discovering a fire dumng duty hours will!

| & % 2 motify the Sec tion Fire Marshal (Ma.,)or Ba,ard - Boom 403A -
Phone Yo 26—-’?136) as soon as possible., - | |

(2) In the absence of the Section Tire Marshal, notify the

Building Custodian (Phone Wo. 26-8204)

| (3) Attempt to put out the fire with available fire ext inguish-
ers located throughout the hallway on the fourta floor'.

b. Jny person discovering a fire during "off-—-duty" hours or Duty
Offlcer hours wills - -

(1) Call the Fire Department*

267261 26-7262
57-8221 ~ or  57-B22<

The J apanese Fire Department may be contacted by calling 119
until understood: (Kaji) The telephene numbers of i ire Fighting agencies

are 1listed on the front of the current Tokyo Telepir i~
access in event of emergency. |

(2) Notify the Building Custodian ()6..8204)

(3) attempt to put out fire with available extinguishe

. (4) Notify the Section Fire Marshal (Ma,jor Beard - 06-3837)
ag soon as the situation permits, . |
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9. HReport a fire, when practicable, to the ¥ire Department, as
follows: | 3 a0 AT A

8o :Ordinarycombustible-materials burningﬁ Clags M." fire

b, Lﬁiquids bﬁming: Class "B" fire
. 5 Elactriqal-equipment burning: Clasé CH fire
64 Evacuation of Building;

_ - B TheFirenAlarm_will be sounded on the electric boll eystom '
as follqws:‘ Uninterrupted ringing for one minute ~ 20 second pause -
uninterrupted ringing for one minute ~ 20 second pause -~ until the buildi.-

ls evacuated, When the fire alarm is sounded, employees of thi £
_ : ) <] ct s &
- will evacuate the building as follows: ' POy % i ;or

AR (1) Occupants of rooms 401, 402, 403, 404A, 405 and 404 BC
willl use the main stairway near the passenger slevator to descend tn the
gri \nd level and cross 4th Street to the sldewalk in front of the TOPyb
Foreign Trade Museun, RIE | - | AN,

_ R Occupants of rooms 406 .\B, 406C, 407 AB, 408, 409 AB;
41l B and 412 will use the rear stairway near the Library to descend
to the exit on Shimbun Alley, Under NO CIRCUMSTANCES WILL PERSOINEL .
4NTER THE COURTYARD during a fire or file drill. There is only one exit
from the courtyard and normally it is barred and locked, 411 personnel
Will_evacuate the building during drill, '

7+ Generali
Ne aﬁtempt*will‘be made to remove personal effects from rooms.
slevators willlNOTbeused.
WAIK rapidly and calmly - D0 NOT RUN,

NPT e de All persons will acquaint themselves with the location of
Fire Exits, - ‘ ‘ AR R

es JIndividuals are prohibited from re~éntefing the building
until the ALL CLEAR has been announced by the Buildingz Fire Marshal or
the Custodian, ' - % |

’ k - -
5 A i el & 5 - & o .
| y i o e 3R N = | L4 g 1 ) Y b P wOAT » " } § L M VLN "] 4 iy 5T 2 e i ' ;
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Plas - e 4 oF y s - * = i | . .

8, Fire drills will be held monthly, These ¢~ 1ls are to be regarded
as serious necessary training and preparation in trc event of an actual fire

when rapidity, efficiency and orderliness or evacusation would be of supreme
imy hrtance, > | - | |
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: J, B, BEARD/
Bldg, Fire Marshal-l Duty Officer's Log-1l Major, Inf |

- Bldg, Custodian-l Bulletin Boird.l @ : ;
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GEN .&RAL HMD%U ARI.‘LR:

SUPREME COMMAVDER FOR THE ALLIED POWERS
Civil Historical Section

29 Wovember 1951

ADMINISTRATIVE MEMORANDUNM)

NUMEER . . s

RZF.:'..RMWCE; L0 ShNCC / SAIIAGC IDCUM.IN’I‘S IN THE
FONMILITARY HA15T0RY OF THs OCCUP.LT ION OF Ja2AN

1, Reference: AG ltr, file AGAO-CC 461 (19 Nov 51)G3, dated
O November 1951, subject: Publication by SCAP of Certain Numbered
Papers (SN—2560-51) | |

% L [ by - v : d B B A ol TN
’ g Y i —« WS M A T T Py - ') L R NG LRt : ol TR
: . # ipain Sl ST HE -'1'_' A 3 B e T g L L -] L*. ” R ey Vo DR vk (N P ¢ i
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WA

S HRecission: So mucih of Civil Historical Section Administrative
‘“emoranduw Humber 11, dated 3 November 1950, as is’ 1n.conflict with the
following,

"
- o -

3. JYour attention is directed to reference 1 above a copy of waich
is aviached hereto as Inclosure s$l, Paragraphs 2 and 3 of the attached
letter constitute the new policy on reference to JCS and SW: ‘CC/SANACC
papers in the Preparation of the nonmilitary history of the occupation

of Japan, Accoralnrly, Histor;ana will conform to this pollcy effective
tals date,

Vo
i et

e A A ~ o . X g
c2 RUIDE St X et i 200, P TR MR LR A C I eu e

4, In the matter of material prepared and approved bJ'tne-Cnlef of
Staff, SCAP, a survey of each approved monograph will be corducted as
SO0N asg 90351ble by Mr, Habel, Special Projects, agssisted by Mrs, 1Higashi
Indexing Clerk, to determine txe amount of work necessary to delete all
JCS and SWINCC/SANACC references to substituted serial directives references,
Reconmendations will be submitted to the Chiel of Section as to procedure,

personnel required and other nertinent factors incident to execution ol
tl;ls new policy. |

YOR THE CHIZF OF SJC”‘IOI{~

1 Incl; a0, | _
As above | | el . Major, Inf,
| axecutive Officer
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- DEPARTMENT OF THE ERMY
valry - . Office of the Ldjutant General
- (SEAL) ' f - Washington 25, D. C.

In reply refer to
AcAO-CC L&Y . e ; 4
(19 Nov 51) G3 IR 20 November 1951

SURJECT{ Publication by SC/P of Certain Numbered Papers

-r

: Supreme Co.mander Fof‘the Allied Powers
LPO 500 c/o Postmaster
San Francisco, California

1, The Secretary of the Army has directed me to refer you to
the followings -

_ a. Letter, iAG L6l (19 Oct 51)CH3, your Headgquarters, 19 October
1951, subjects Publication of Relerences to J. C. S. Serial Papers.

s b, Memorandum for the Adjutant General, your Headquarters,
31-2659-51, 2 November 1951, subjects Publication of References to J. U« Se
Serial Papers, from Secretary, Joint Chiefs of Staff, ‘ - . |

_ 2. Because of their eclose connection with JCS papers, the
Department of the Army considers that §"NCC/SANACC documents should not
‘be referred to in the compilation of the history of the occupation of
Japan. | | ' |

3, There ie n0 Objection to your referring to serial directives
k- their serial number provided no reference is made to the JCS or
SWNCC /SANACC papers involved, - | |

| e e
Wi, E., BERGIN
jfajor General, USA

The Adjutant Gerecral

i v - i - i | . I -
" ‘ﬂﬂm 1 l‘ﬁ\ﬂfw_qﬁwmmmtgﬂ e’ oy e d:in Pl Y E
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GENERAL HMDWAEEE
SU'PEm.E COMMANIER FOR THE ALLIED PO\MRS
Civil Historical Section
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a, CHS Administra'oivc Memorandum No. 5, subject: "Duty Hogm .-
tlons." datec 30 July 1951, - | s .

i

2 all personnel of blVll hlstorical Section will be c;lglblp f-.
Duty Officer assignments d.ur'ing any of tha periods shown oelow*

L LT S Y

8., Su.ndays and holldays f rom 0900 to 1230

b. Hednesdays and. Saturdays from 1200 %o "7~Jd' Aty Officer on
Wednesdays will open the Axecutive Office at 0720 ”‘ursday ‘

b r L]
" o - —y .
L S TV R Tt M SN T
w

. ¢. Sundays and holidays from 1280 %o 1700; Luty Officer during
tnis perlod will open the Executive Office at 073(, the follo-wing day.

S« ...uasdays, Fridays and Saturda ys from O'?" to 0800,

Duty'aaaignments will be posted on the sec tion bulletin board at leasf-‘
two weezca in auvance. | o w7

3. SBetween the hours of 1100 and 1130 preueding a tour of dut..{ ey B
regular working day, and quring that period on the working day preceding a
Sunday or hollday, the individual assigned duty wills

a, Rencrt to the uxecutivo Officer for instructlnns.

| be Inltla] the DailJ'Duty Roster pcated on the sncticn ulletlin
board, |

4. 'General:

T ks mure of duty will be perfo"med in .the Fxeculive Office |
1 (Room 402A) except when carrying out §pe” zific 1nst.. ulr"tlons assigned oy’
this memorandum._ |

b, The Duty Officer will remain on aﬁy .11 properly relieved
'_by the succeeding Duty Officer or until completion . the v ty tour,
whichever is appllcabla. If the new Duty @fficcr is not present at the
prescribed time, the Duty Officer will attempt o contact him/her by
telephione, If unsuccessful, the Duty Officer will contact Iae "'cecuuive
Officer or Chief of Sectior for instructions. |
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il N C. Upon aesum.mg duty the Duty Officer will make a security
inspection of each office and lock all doors to offices not occupied by
autiorized personiel, QOutside windows will be locked prior to locking
the door leading into hallway, OCeonnecting doors between rooze will also
be locked, If classified material is found unsecured, the Duty Officer
will contact the sxecutive Officer or Chief of Section and will remain on dutJ

until instructions are received as to disposition of the material, ZEntry
will be made in the log Book to the effect that classified material was
found, witi details as to circumstances and final dispecsition, Duty
Officers serving in.tne'period specified in 2 d above will be primarily
responsible for exerciesing close supervision over the building clear ing
or maintenance crews, The cleaning crew will not be permitted to enter
he Library (Room 411) or Supply Room (Room 412) exCept as specified below,
The Chief, Library Division, will be responsible for cleanliness of the
Library and document roocm, A cleaning crew, cf a limited number will c.
these rooms during duty hours, under the cloge surveillance and auperV1flon
of Library personnel, DlDuring the cleaning process, file drawers will be
closed anc claeslfled material will be put away or covered, _

| Gy 48 8n employee is authorized.to work otne* than during cfflce
hours, - Ae/sne automatically assumes responsibility for security of the
room. +«ne Duty Officer will enter in the log Book the name of the person
- woriting overtime and the room number, The last employee to depart from
*'eaCh office Tor a lunch period or at the close of a werkday will De
responsible for 1nsuring that taeidoor 1s closed and.loCked |

L]
T P N P 3w Y P N G R -,

AR R

- o. Duty Officers wlll disconnect electrioal apolianCes and turn
off celllne 11gh§e prior to locking each roomn,

X"
= »
-

-

L) 1# _
|
AT

-

If'
*-.-'l‘
. ".

, 2 'uxcaangee of dut" aesi >nments may be cleared‘verbally'wltn
he Zxecutive Officer. Upon approv;l of the exchange thie roster on the
gsection bulletin board will be changed and initialed by both employees,

. g, Dty Officers may-be‘reQuired to accept delivery of documents
fronm the aG Courler. If material is received, the following procedures -
will 60Verﬂ' | : 5 . -

XK Sealeg_913331f1ea documents addressed to individuals:
Hormally, these documents will be covered by two envelopes, the euter of
waich will be removed by  the person on duty, The inner envelope will be
marked with the classification of the documents and tne nane of the addres—
see, The addressee will b¢ contacted by telephone and informed that a
classified document, addressed to him personally, has been delivered,

- The imner envelope Wwill not be opened except upon explicit instructions

of the addressee, nor will the contents thereof be discussed over the
telephone, The addressee Will be respon51ole for determining if the

document requireg IIJIMA.DIA.:.u ACTION,

e L '(2) Sealed clagsified decuments addrsss %o the gections
Documents of this nature will be handled in the manne: Jreecribed in

- paragraph 4 g (1) above, except that the Exect. ive Ofii:er or*Chief of
Section wiil be ccntacted by telephone as soon as posalble. | |
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(3) Unsealed classified documents addressed to individuals:
Documents of this nature will be scanned by the person on duty to ascertain
if IMUEDIATE ACTION, as determined by the suspense date or urgency of the
“wording, is required, If such action is required, the addressee will be
Contacted by telephone and informed that the document has been delivered,
but the contents thereof will not be digcussed over the telephone. It will

be the responsibility of the addressce to 'téake the IMMEDIATE ACTIO’\I required,

- (4) 'Unsgaled elagsified ggcuments addregaed to the soct Cq.'
~ Documents ef thie nature will be handled in the same manner prescribed 71

paragraph 4 g (3) above, exCept that the Executive Officer or Chief of
Sectlon will Dbe contactea by telephone as soon as possible. |

(5) Unclasgified documents either addPGS“Od to individualﬂ
or tie section: These documents will be scanned by the person on v R A s
to determine if IMMEDIATE ACTION is required, and if such action is requ.rcd,

the addressee, Bxecutive O0fficer, or Chief of Seot1on.will be contacted bJ
telcpnone ag soon as possible, |

(6) Unclasgified or Rustricted matbrial receiVﬁd by individucls '
on duty'wlll be placed in drawer number four (4) of the steel cabinet in.

- Room 403., Classified documents other than Restrictedpwill be locged in tha
sale tO'WulCh the individual en duty has access,

-

hy If a telephone call is received for either the Chief of Section
or a member of the Executive O0ffice, the person on duty will inguire if '
there is a message to be delivered or if a "return call" is desired. He
will take the message, if appropriate, and ascertain the namo, rank and/or
position and telephone number of the individual making the call, and if
requestved, transmit the telephone number of the individual desired %o the

‘: person calling, It is the responsibility of the person om duty to establish
Contact with the individual desired by the calling party, rather. tha.n '

transmitting the telephone number unless specifically requested, Responsi--
bility will end when contact has been establighed and message delivered or
when the person on duty notifies the calling party'(wlthin cne hour) that
ne is unable to contact the individual desired, Persons on duty will mage
every effort te fulfill each authentic request for authorized information
or action received during a tour of duty and will render all possibie
assistance to individuals calling the section.,. The telephone will be
answered: "Civil Historical Section, Mr, - Duty Officer, speaking.”
Entry will be made in the Log'Book of such inccming calls and action'taken.

i, The persen on duty‘will maintain a chronol gical report of
all occurrences during a tour of duty, including immi ' ~te action or clas-
sified material received (itemized and identified), i 2phone calls and/or
visitors received, and any action requested, togethe: ith action taken on
sucn calls or requests, Irregnlar1ties*u1ll be recorded,

- A ”he key ring, with keys to all offices. (with exception of
Room 411 and 412) and the Log Book will be locked in drawer number 4 upon
completion of tour of duty, The key 40 Room 403 will be retained by the
person on duty at the end of the day to open the office at 0730 the
following morning, in accordance with inﬂtructions above,
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l;s Duty'Officers on Wednesda) and Saturday'afternoons will main-
tain the vehicle dispatch record and release the vehicle at 1300, Use of

the sedan will be governed by CHS Adminigtrative Hemorandum Number e, sub-
- Ject: "Use of Notor'Transportation." dated 24 Ju1J'1951

O If a fire is discovered during ) tour of duty, the Dutv*Officer
will be governed by CHS Administrative Mrmorandum.ﬂumber 8, subject: "Fire

Plan for Civil Historical Section," dabed 3 Decamber 1961, 3 copy ot which is
in the Duty Officer's log, |

periormed on a lsgel holidaJ pay~
.ment wlll be.made at- twice the normal rate, in accordance with CHS idmin-
~istrative Memorandum Humber 4 subject:y "Attendance Policies,” deted
A Jaly 19581, = | -

7« This meﬂcrandum supersedes all preVious instructions. 1ssuea regard~ .
ing Duty OfIicer Regulation | |

'_ FOR TH.U CHIZF OF SEC'I‘ION

Jo B, Bi
Major, Inf,
sxecutive Officer
Distribution: e
-~ Bach Indlv CHS -.d

o 5 3P |
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' Py GENERAL WAEERS “ﬂ
SUPREME COMMANDER FOR THE ALLIED POWERS
Civil Historical Secticn '
APO 500 -

30 July 1951
Amms'.emxvm mmwu) '

| }m R R E R RS Y 5)

IUTY REGULATIONS

y Resc is slon.

- a, CHS Administrative Memo randum Nu.mber 5 subject' "Du'ty'
Regulatlone," dated 14 April 1950.

<, Personnel of grades or ratings indicated below wil.l. eerve as
duty officers or duty personnel in categories shown.

. _ a, Duty Officerg (GS-7s and above and comparable grades and
ratings): to be eligible for duty on Sundays and holidays from 0900 to
1230, Wednesdays and Saturdays from 1200 to 1700, or Sundays and holidays
from 1230 to 1700, The duty officer from 1230 to 1700 on Sundays, holi- -

~@ays and on Vednesdays from 1200 %o 1700. will open Room 300 at 0730

the following morning, Duty assignments will be poet.cd on the section |
bulletin board one month in advance.

| b. Dutz Pergsonnel (GS-6e& and telow and comparable gradee and.
ratings): to be eligible for duty on Mondays, Tuesdays, Thursdays and
Fridays from 1700 until the cleaning crew has completed its duties (ap-
proximately 1730) and from 0730 to 0800 on the following morning, Duty g
eiganonts will Do pootod o tho soction bullotin board onc month in advance,

oy Mutles of Duty Officers and Duty Perecnnel:' |

 Between the hours of 1100 and 1130 preceding a tour of duty
on a regular working day, and between these hours on the working day P e

Ceding a Sunday or holiday on which duty ie assigned, the 1nd171dne.l
aesigned duty will* ' . . |

(l) Report to the .c.xecutiva Officer to receive 1natmctions..

(2) Initial the Daily Duty Rocter posted on Exccutive Of £ iCe
Bulletin Board. | a

b, Tours of dnty will be performed in the Executive Off ice (Room

300), except when carrying cut cpecific instmc'oionc aseigned by this memo-~
| randu.m. | |

Ce Tho mdividual on duty will nemain until replacement is physi-
ce.lly preeent or until completion of thé duty tour, whichever ia applicable.
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If the successor is not present at the prescribed time, the individual on
duty will attempt to contact him/her by telephone, If unsuccessful, the
individual on duty will contact the Executive Officer or Chief of Section .

for instructions,

d, Upon assuming duty each individual will make a security
ingpection of the offices and lock all doors 1o offices not occupied by
authorized personnel, Hallway and outside windows will be locked prior
to locking the door leading into hallway, If classified material is |
found unsecured the duty individual will centact the Exedutive Officer |
or Chief of Section for instructions and remain on duty until instructions |
are received, ZEntry will be made in the Log Book to the effect that clas-
sified documents were found, with details as to the circumstances and

~final disposition, Olose supervision will be exercised over Japanese
cleaning or maintenance crews, The cleaning crew will not be permitted = =
to enter the lLibrary (Room 325) or Supply Room, The Chief, Library Division,
will be responsible for cleanliness of the Library and document room, A
cleaning crew, composed of a very limited number of building employees,
will be permitted to clean these rpoms during duty hours, under the sur-
velllance and supervision of a member of the Library. The person supervisg-
ing the cleaning crew will not perform other duties while the cleaning
crew is working, but will devote his entire attention to this detail, When
not in actual use, file drawers will be closed and insofar as practicable,
classified documents will be put away or covered during the cleaning process,

s, If an employee is authorized to work other than during office
hours, a key to the office in which the work is %o be performed will dbe |
obtained from the Division or Branch Chief, The Ruty individual will
enter in the Log Book the name of the person working overtime and the room
nunber, The person working overtime will be responsible for security of
the room in which he is working until he returns the key %o the Division
or Branch Chief, The senior individual in each room is regponsible for
insuring that the door is securely locked upon departure for a lunch

- period or at the cloge of a workday, If the room is to De occupied by
other employees during the absence of the senior individual, proper arrange-
ments must be made to fulfill this responsibility, ' | '

f, Duty individuals will insure that unused electrical faeilities
are disconnected prior to locking a room, . 5 o | -

| o« <Lsersons desiring to exchange duty agssignments with another
nerson must clear such requests through the ixecutive Officer,

h, Duty Officerg may be required to accept delivery of documents
from the AG courier, EHExcept in unusual instances Duty Fersonnel vwill not
receive deliveries during a duty tour, ‘and are not authorized to sign for
classified material, If documents are received, the following procedures
will govern: y A R S i AT - SN e Y6

(1) Sealed classified documents addressed to individuals:
Normally, these documents will be covered by two enve~
lopes, the outer of which will be removed by the person
on duty. The inner envelope will be marked with the =
olassification of the document and the name of the ad-
~ dressee, The addressee will be contacted by telephone . -

e S T e
el
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| . and informed that a clueifi@document, e.ddreesed to
* nim personally., has been delivered, The inner envelope

will not be opened except upon explicit instmctioga of
the addressee, nor will the contents thereof be discus

over the tg;gp_lggng, The addressee will be responsible o
for determining if the decument reguirea ‘IMEDIATE ACTIOH. _

(2) ggleg clagaified @cuments gdreeeed to. the gsection:
; Documents of this nature wili be handled’ in:'the panner

prescribed in paragraph 3 h (1) adove, except that the
Exscutive Officer or Chief of Section will be contacted
.. by telephone as soon as poasible. .

(3) Unhgp.le- claggified docum nts addressed to 1ndividuals' |
“ Documents of thia nature will be gcanned by the person -
on duty te ascertain if IMMEDIATE ACTION, as determi-ned |
by the suspense date or urgency of the wordinf, is re= -
- quired, 1if such action is required the addressee will
- be contacted by telephone and informed that the document

has ‘been delivered, but the contentg thereof will not be

- discusgsed over the telephone, It will be the r’eeponsi-
bility of the addressee to take the IMI-EDIATm MTION Y &~

quired
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(4) Unsegled clgggified docmnente addressed to the gectiog $ -
| Documents of this rature will bde handled in the same '

manner prescribed in paragraph 3 h (3) above, except
that the Executive Officer or Chief of Section will be
contacted.by'telephone as soon as poeeible, _“-

(5) n01a sified doc ent gither ddre sed to indiV1dual
- gr the gection: These documents will be scanned by-the
person on duty to determine if IMMEDIATE ACTION is re-
quired, and if such action 1s required, the addressee,
Executive Officer, or Chief of Section will be contected '
by t.elephone as scon as pozeible,. | |
05 F 3k
(6) Unelassified or Reetrigted material rec eived by individaale
on duty will be placed in drawer number four (4) of the
steel cabinet in Room .300, blaasified d.ocuments other than

~Restricted will be lecked in the safe to which the indi-
Vidual Ch. dllt'y hae aCCéBB. ' : - -

| e If a telephone call ie received for either the Chiei' of |
Section or a member of the Executive Office, the person on duty will in- 3
quire if there is a message to be deliyered or if a "return call® 1g de~
- s8ired, He will take the message, if a.ppropria.te. and ascertain the name,
- rank and/cr position and telephone number of the individual meking the
- call, and if Tequested, transmit the telephone nunber of the individual
P desired to the person calling, It is the responsibility of the person on |
~ duty to establish contact with the individual desired by the calling party,
rather than tranamitting the telephone number unless specifically requestoed,
. Responsibility will end when contact has been established and message de=
- livered or when the person on duty notifies the calling party {within one -
 hour) that he is unable to contact the individual desired, Persons on duty
vnll make every effort to ful.fill each authent.ic request for authorized '

!" 3
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, information or a.ction received during a tour of duty a.nd wi)l render all

~ possible assistance to individuals calling the section.‘ The telephone will
be answered: "Civil Historical Section, Mr,_ , Duty Officer, speak-
ing." ZEntry will be made 1in the Log Boolc of such incoming calls and action -
taken, | . | e

~Je The person on du.tj will maintam a chronological report of
all occurrences during a tour of duty, including immediate action or class
sified material received (itemized and identified), telephone calls and/or
vigitors received, and any action requested. together with action t»ak.en on
such calls or requeste, Irregularities will be recorded, B e

RPN PSR AN D e N A i - ! - = . = o .
. . :‘ : i v 0 ] -: L] " 4 - "- s ey n - : , - - * -
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ke The key ring, with keys to all offices. (with e:r.ception of
Room 325 and Room, 300) and the Log Book will be locked in drawer number 4
upen completion of tour of duty, The key to Room 300 will be retained by
-~ - the person on duty at the end of the day to open the office at 0730 t.he
(A following morning, 1n wcoMce with parmaph © a and b above. -

| i, Dty Officera on Wednead.ay and Sa.turday a.f ternoons will main—- s
tain the veliicle dispatch record and release the vehicle at 1300, Use of
~ _the gedan will be governed by CHS Administrative Memorandum Number 2, 811 D
- Jects "Use of Motor Tra.nsportation." dated 24 July 1951,

--_"' -, D
L

4, If a fire is diecovered during a tour of duty, the peraon on duty
will be governed by CHS Administrative Memorandum Number 3 subject: "Fire
Plan for Civil Historical Section. . d.a.tod 26 July 1951, a copy of whiCh ia
in the Duty Officer's lLog,

cwil SO URIT S L .-T--'.*:q.. . _':‘:-.:1 r W N __l'\‘*_rnn_ .
: » : l‘l,i’;;"m__‘-;q:‘ -,&F}h-ﬁ-'-‘%:’}i&s Fr'ijm | ' >

Oe Personnel serving as Duty Officers or Duty Porsonnel will be |
granted compensatory itime equal to hourg of overtime worked except that
when work is performed on a legal holiday paymont will be made at twice
the normal rate, in accordance with CHS Administrative Memorandum Number
4, subject: "Attendance Policies." dated 26 July 1951,

6, This memorandum supersodee all provious instructions :lsouod Tem -
garding duty Officer Regulations, _

FOR THE CHIEF OF  SECT ION:

J. B, BEAR
e Capt. » Inf. -
Executive 0fs icer

Distribution:
Bach Indiv, CHS = 1

File -~ 6
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SUPRAME COMMANDER FOR THE ALLIED POWERS
Civil Historical Section
APO 500

26 Juiy 1961
LD Ih'—’imT IVE MFMORALIIJM)
TONEER . Fi 4) _
' ‘ ATTE."’DANCA. POLIC L..S
Recissioh,
(1) Administfa‘tive ‘Ifiemoranrlu.m "Tum;bef 9, £ivil Historical
' Section, subject Axtendanue Policies, dated 7 August
1950, | : -
References.
(1) S0P for.Time.andLéave Repofting,CPS.

(2)' Stéff’Memo NumbérSS; LaP & Fil, subjeét: "Lagal
- Holidays," dated 1 May 1947, 7

(3) GHQ Group CPR Number 5, dated 18 September 1947,
(4) GH% .'G'I'O_up CPB Numbefls, d-‘at'ed 18 September 1947,

(5) Civillan Personnel Revulations, Department of the Ar'“xy,
dated 18 May 1948 *

(6) Staff Memo Namber 15, SCAP & FIU, subject: 0ffice Hours,
dated 10 March 1950, | -

2. Definitions:

a, Wog%g_pg;‘_i_g& The periods 0800—-1100 and 1350—1700 or 0800--1.300

and 1300-1700, or 0800-1230 and 1330-1700 on Mondays, Tuesdajs, ""hur.,dd*rs
a.nd rldays' 0800-1800 on Wednesaays and Saturdays.
by s'JorkcLay' A worfda,,r consists of two work periods on Mendays,
| ...uesdajs, Thursdaeys and Fridays (uniess a legal holiday established by
reference 1 b (2) above); and one work period Wednesdays and Saturdays
(unless a 1ebd1 holiday establlshed by reference 1 b (2) aoove)

¢, Iunch hou.rs~ Occupants of each room will institute staggered
lunci hours within the respective rooms in accordance with sChedule shown
below so that one person will 'be present in the room at all times:

Approximately 1/3 ersonnel 1130—-1830
Approximately 1/3 personnel 1200-1300
Approximately 1/3 personnel 12301330
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9¢ a4 Office hours for personnel of the Civil Historical Section will

~ conform to par, 2 & and b above. dxceptions to established off ice hours will
- be approved only by the Chief of Section, The foregoing is not applicadble to
overtime work, which may be approved by the Division Chief, dbut apvlies to
work in billets or alsewhere during office hours as well as to work in office
space of this section or associated staff 8eCtions. An individual absent
~due to sickness will telephone the information to the Personnel Clerk at the
earliest practicable time Tollowing the beginning of the Warkday, Work in
blllets during office hours will not be permitted without express authoriza-

tlon of the Chief of Section, If permitted, such work will be credited to
official duty hours, S e - e e ‘ o

| . aer than sick leave
or author I ; | | uals working in associated
staff sections, 1 VIOV vision, branch or unit chief in
' advance. b | 5 | ' e & | e TR 3 |

- Ce Duby Offdcer assignments, as posted en the section bulletin
- board two weelts in advance, are Congidered additidnal_.off-ic'e hours, for -
waiclh compensatory time wWill be allowed, unless vhe duty assignment is on
10llday ag established by reference 1 b (2) above, in which case
Buch work will be ' |

- maintain a duty 'offic_éx_' for tran
and Saturday afternoons,

Lo ‘Generaiz |

| 8 Aut;horized absence on a legal holida
o sick, annual or Compensatory leave, An employ

1zed absence on a legal holiday only if
hour workweek, 2 |

Yy 18 not chargeable gltier
e Will be paid for author-
1t falls within the basic forty (40)

b, Compensatory time off in'1ieu of paynpent for _QVértime work may

be granted if the following requirements sre met:

‘(1) The overtime worked must have been approved irregular or

- OCCagilonal duty outside the regularly scheduled basic
workweek, - | | |

~{2) ™The empioyee must have _r‘equesteld that the overth be
, granted as compensatory time off duty, The employee’s
initials on the time report will verlfy such request,

- (3) - Compensatory time off should normally be granted and taken
- " in the same pay period as that in which 1t was worked, but
in case where that is impracticable due e the workload,
%20 time will be carried forward four pay periods and - P
tiae time is not taken off by the expiration of that period,
1% will be paid as overtime, Overtime will not be approved
~solely to accumulate compensatory time, but only when the
workload demands, Personnel are encouraged to utilize

accumulated overtime as Compensatery leave whenever practi-

- (4) 411 such time off must.be taken only during the basic worke
Rek: 1.04y during the firat fortm(40) hours of the sche-
éed work, compensgtod for at s ght-ﬁtim_e rates,
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‘ | (5) ‘irreg;ular or occasional timem;d in excess of
| V) y (40) hours in the basic works must be certified
| ' on the officlal time report., ' ottt i |
Compensatory time of.» will be granted on the basie of an
hour off duty for each overtime hour worked and. no'c on a
‘time and one-ialf basis. |

'* Gompensatorv time off ca.nnot be taken prior to overtime

| If compensatory time off is not taken within the preecribed
period, the employee will be pald for such time at rates '
computed upon tie basic rate earned at the time overtime was
worked, :ln the same manner as for other paid overtime,.

Work performad on any of t.he legal holidays waich fall witain _'
the basic forty (40) hour workweek will be compensated at
double the basic straight-time rate, Such double time will
be paid for eight (8) hours only. Compensatory time off may
not be granted for work on 2 holiday falling witain the basic
forty (40) hours of the workweelt, = |

Overtime will be held to an absolute minimum and only if t1e
workload demands, as determined by spproving cfficials, To
receive compensatory time chedit fer any .overtime work, such
'overtime -must be au thorized in eaca inctanCe in advance.

Authority to approve overtime ie granted to the Chlef 7
Economic Affairs and Library & Publications Divisions,
Deputy Chief, Civil Historical Section will approve overtime
for Political and Social Affairs personnel, The Executive
Officer will approve overtime for Reproduction Branch, |
Drafting Branch and Administration Group personnel, Autior-
ities approving overtime work will execute CHS Pers Form 124
(Inclosure # heret ) for each period of overtime authorized,

- Overtime will be approved in multiples of not less than one-
half hour, Fractions of 15 minutes will De drop'oed Zhe
employee authorized overtime work will be responsible ior

gubmitting tléie Form 124 to the Personnel Clerk as soon as
possible and credit will not be allowed unless the overtinme
suthorization is received, Overtime will be posted to the
Time Attenda.nce 'Report daily by the Persomnel Clerk,

Rest periods are authorized during a work period when they

- will serve to maintain efficiency of employees. 4 fifteen
(15) minutes rest period is authorized during each four (4)
hour work period, duties permitting, Failure to take a
rest period during each four-hour period does not permit
accumilation of such time for the purpose of taking excused
time at a later date or to increase the fifteen (15) minutes
authorized for each four-hour period.. nor are rest periods

%o be used as continuvations of lunch periods, Rest pericds

will be considered as time worked for which pay is due the
employee, Other rest periods or time consumed for personal
errands or business will not 'he considered as time for which
compenaation 15 d.ue. S x )

- ; r
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(13) Administrative leaVe ma.y De used to excuge unavoidable
and necessary individual absences of not more than 30

minutes and tardiness of any duration, Authority to
Sy grant adminigtrative. leave is vested 1n the .uecutive
s Offlcer, . g - | w3
/-\ | i 1 | |
7 (14) Absences in excees of 30 minutes muet be charged either
to annual, CT, sick leave or to abgence without leave, as
apblicable. In the event the privilege set forth in b
- paragraph (13) above 1is abused, absences not in excess of
30 minntes and tardiness may be made a basis for a charge
- against ;annual leave, or for discipiinary action: that is,
considering the absence as unauthorized (.ttWL). In the
event decision is made to charge the absence or tardiness
against annual leave, the charge rust be in multinles of
one hour, If the leave.charge exceeds the period of the
-absence or tardinesa, the employee will not be required to
work duoring the additionnl period ccvered by the charge
against 1eave. | — . e RS ;

J
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(15) Overtime work in billets will not be credited unless s&ch
work is epecif ically au.taorized in advance oy the Cn.ieI of '
Section.

Os Records:
B Personnel will secure apnroval of the division, branch or unit :
chief for an absence (except anthorized rest periods) from the section during
a work period and will sign CHS Form Yo, 12 (inclosurc #1 bcreto) i“dif";t-
ing the time of departure, whether the absence 1s official or personal, |
destination and time of return, autihorized fifteen (15) minutes regt obrlods'

will De shown. - This record will. be, mainta.ined. in Boom 300- g

| be 4 morning report will e su'mxitted by the Perqonnel Clt,:m u;O.‘
the xecutive Officer not later than 0830 d.ally on each worlcday The

nor“ingr report is designed to indicate the status of all personnel of the
section as of 0800 on any workday. ..xbsentees will be accounted for either
through a mual leave,. compengatory time off or sick leave. +he provisions

of par, 4 b (13) and (14) above will govern when applicable and upon St
ap; ,Jroval of the immediate supervisor, Imployees arriviag for duty. subsegquent
Vo submisslon of tae morning report will be responsible for personally
contacting the Personnel Clerk. in order te insure that taeir status is sho.vn
correctly, eno. mat tie tar‘,.iness i8 oroperly charged | -
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CIVIL EISTORICAL SZCTIOU
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0800 to (1200) (1700) _ AR

This formbwili be used to record authorized absences Ifrom the Civil

Historical Section during a work perlod, absonces will be considered as
annual leave, compensatory time off or eiclk leave or may not be chargenbdle,

depending upon the noture of the avsence, Zmployees will furnieh comvlete
information for each ~bsenCe, - ' .
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subniitted to the Personnel Clerk in
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SUPREME COMMANDER ¥OXR THE ALLIED POWERS
Civil Eistorical Section

AFQ 500
26 July 1951

1, Reference: Fire Regulations for Empire House, Hq & SV Command,
GHe, FiC, dated 14 January 1961, wIn

2. Recissione: a, Administrative iemorandum No, 1, Civil Eistorical

Section, dated 13 February 1950,

. De Adminiétrative i emo randum H-o. 7, Civil Historical Section, dated
6 July 1990, ' | '

- 3, Purpose:; To furnish _deﬁailed information and guidence to members
of the Civil Historical Se;:tion' with reference to action in -event of fire
and. to coordinate fire prevention and fire defense measures for protection

of personnel, records, property anc facilities of this section,

4, Xire Alarm:

a. Any person discovering a fire during duty hours (0800 o 1700
on Mondavs, Tuesdays, Thursdays and Fridays or 0800 to 1200 on Wednesdays

and Saturdays, unless on a legal holiday) will: |

L

(1) Notify the Section Fire varshal (Captain Beard -~ Room 300)
as soon as possible, . 57

(2) In the absence ol the above individual, notiry the Building
Custodian (26-8408), |

(3) Attempt to put out the fire with ‘aV'a.ilablé fire extinguisih~
ers located throughout the hallway on tiie Third Floor.

b, Any Pe;son discovering a fire c‘i’ﬁring' "offduty" hourg or Duly

Officer hours (0730 to 0800 on Mondays, Tuesdays, "ednesdalys, Thursdays,
Fridays, 0730 to 0800 on Saturdays, or 0900 to 1700 on Sundays ancd holidays,
or 1700 to 1730 on Mondays, Tuesdays, Thursdays and Pridays, or 1200 to 1700
on Wednesdays and 1200 to 1700 on Sa’ourdays) wille s | 3 :
(1) Call the Fire Department, Telephone numbers:
267261 . 26~7262 T g | '
5.:?..8221 578222 |

‘ . U T .
the Japanese Fire Departuent at Telepnone 119, - (Repeat
until understood: WNAIGAI BURE KAJI ((MAIGAI BUILDING FIRE)),

The numbers of Fire Figating Agencies are listed on tae
front of the current Tokyo Telephone Book for easy access—

ability in event of emergency. .«
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(2) Votify the Building Cuﬁtodian (%-»8408)4
(3) Attempt to put -out fire with available extinguiahers.

(4) Uotify the Section Fire liars.hal (Captain Beard 06-3337 )
as soon as situation permits, |

8s A great deal of indi?idual Judgement zm:.st. be exercised by the
person discovering a fire at any time, as to whether the fire department
saould be notified first or whether the fire extinguishers shiould be employ-
ed; depending on the type of fire, its extent at time of discovery , and the
rapiait witih waich 1t 1s increasing in scope, Uormally, when the fire is
discovered in its first stages, fire extinguishers should be emnloyed, and
the fire department notified only if it appears that the fire camnot be con-

trolled without delay., However, if it apoears that fire extinguisners would
be ineffective, the fire department should be notified first, and tien

extinguisiers employed to aid in controlling the Tire until arrival of the
fire department e :

O, Report fire, when practicable, Yo the Fire Department as follows;
a, Ordinary combuati‘ble materials burning: Class _"A" iire,
‘b, Iiguide burning: Clase ';B" fire,
Co Hlectrical euipment burning: Class "C" fire,

6., Duties of Staff Section Fire Marsnals

a, Upon receipt of notification of fire, he will assume command
and operational control of fire fighting when the fire is confined to space
occupied by tnls section, and additional asgigtance is not required -
present, If the Fire Department is employed, control will pass to tie Build-
ing fire Marshal or Fire Chief. Elgith Arny .mgineer Fire ?igﬂting Unit

b, He will be responsible for determining the extent of the fire
and requiroments of personnel and equipment and for notifying proper author-
ity (either the Building Custodian (26-8408)) or the Fire Department depend~
ing on the extent of the fire,

Co. He will De responsible that personnel have evacuated the build-
ing, wihen the situation warrants, and will eorder removal of records or prop-
erty from the immediate vicinity of the fire or from thae building, if suech
action 1is neceesary. -

de He will conduct a regular check of fire f 1ghting equipment, 2t
least weekly, Tor serviceability and for fire hazards within the space
occupled. by ‘tais section and take a.cticm to correct deficiencies found,

e. He will take action to procure suitable fire fignting or fire

defense equipment and Fire Escape signs, if auch are not 1n aporopr:late posi-
tiona. _ . | ),
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a Eva,cuation: |

&, When an alarm is sou.nd.ed. all- mem‘oers of th:ls geCtion will
imfneo.la.tely evacw the building in an orderly fa(-sion. Personnel of

- 5 g L s
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CHS will use Fir.xit Vo, 1 (Main Stairway and_oQoI the building th’fou@_

the main entrance),
be A security officer and one or more alternatee ia appointed

for each room occupied by members of this section (See AINNE A) Dutles
of the room security officers are as follows: '

rEE) Supervise the movement of pereonnel from the room to the
corridor. '

(2) Conduct security inspection, Records will not be moved _
but classified files will be locked and all other records
placed in file cabinets, safes, or vaults which have been
previously designated for this purpose,

(3) Closm v DO NOT IOCK —- all windows a.nd doors,

cs Jduring drills, the security officer of each room will remain
on duty in his office to 1nsure minimum interruption of normal business.

| de, ZAvacuation officers and alternates are appointed for groups
of Tooms as outlined in AWNIX A, Duties of the evacuation officers are

as follows:

(1) Lead the group for which they are responsible to the

~ ~ appropriate Fire Exit and across Avenue A to the sidewallk
bordering the Palace moat, or as may be dire&ted by the
Suilding Fire Marsllal -

e, eneral:

(1) No attempt will be made to remove personal effects from
rooms, -

Elevators will NOT be used,
WALK rapidiy and calmly — DO NOT RUIl,

All persons will acquaint themselves with the location

of Fire Exits, In emergency, the fire escape located

at the south end of the hall (near Room 327) on bhe taird
_floor will be utilized for evacuation.

(5) Individuals are prohi'bited from re-entering the building
until the ALL CLEAR has been announced ‘oy tne Building Fire
Marshal or the Building Custodian,

_— a— i w e | =l i L]
- - P g o b .
b AL
K ; : mcna e £
- ! l-.* - .n
- Sl os e RS R L e Y AT

e 1 e e N R SRS S T s S

8y Jire drills will norma.lly be held on tae seCond "'uead.ay of each
month sometime during the period 1400 to 1500 ours, These drills are to
be regarded as serious necessary training and preparation in the event of
an actual fire when rapidity, efficiency and orderliness of evacuation

would be of supreme importance,

FOR THE CHIEF OF SaCTION:

wistributions: ' , Je Be BE&
Blc‘ig. Fire Marshal-l Duty Officer's Logel Capt,, Inf,

Bldg gtodian-1 Bulletin Board-l Zxecutive Officer

acalom g s
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- GENERAL HEADJUARTERS _
SUPREME COMMANIER FOR THE ALLIED POWERS
~ C1ivil Eistorical Section
-~ APQ 500

24 July 1951

ADMINISTRATIVE MEMORANDUM)

USE OF MOTOR TRAUSPORTATION

' l. a, Recission, Civil Historical Section Administrative Memorandum
No, 1, dated 15 March 1951, subject: "Use of Motor Tra.n_sportation," |

o | ' Y d T =g F'L'lll "“‘"-‘,"' e FOLIaaE v oL
# " " L i3 . - u - L L= S 8 - 3 - L e L egee s 2 .
A e s FINTIA ST - = M.ﬂuﬂﬁam’-‘ = : & i T PREEAES e b3 e o R T -5
v ' B A - W ek X T W AR T o Up N O W ey Sy [ & a =0 [ =W
* : ' LRGN i e adly BN R AT RN T L el : R

- b, Reference, Staff Memorandum No, 31, GHQ, SCAP & F&, dated
@3 May 13950, subject: "Use of Motor Transportation,® | i

2, At the present time, the Civil Historical Section is a_asigneo",_.the.*
following transportation which may be used as indicated: |

- @ 0One sedan on daily dispatch to the office of the Chief of
Section to be used as directed by the Section Chief, | o

b, One sedan on daily dispatch for use in performance of official
business and when available, for other than official business on a re- |

imbursable basis, The dispatcher will determine when the sedan is available
- for non~official business, - | s

Je 4ach request for transportation will be made verbally to the =
section dispatcher, Use of transportation will be limited tc a maximum of
one~half hour duration, except in unusual circumstances and when cleared
oy the Bxecutive Officer, When unavoidable reasons preclude returning
transportation on schedule, the individual in charge of the vehicie will
advige the Executive Officer of that fact by telephone prior to the sche-
duled time of return, if practicable, and in any case upon return %o the
gseCtion, | -

4, This memorandum supersedes all pi'evioua. ih_structions regarding use
of section transportation, |

FOR THE CHIEF OF SICTION:

Capt,, Inf,
. Zxecuiive Officer
Distrivution: | |
gach Individual - 1
Bulletin Board - 1
File - &
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GENERAL HEADWJARTERS -
SUPR:MU COMMANDZR FOR THE ALLIED POWERS
w“/q;.gm" Historical Section
| 15 March 19051

.IV5;VEMORAJDUM)

2

.,,.‘.........1)

USE O... MOTOR TRANSPORTAT ION

Recissions:

Statistics and Rnports Section Administrative Memo randum

No, 11, dated 5 August 1949, subject: "Use of Section
Jeep,"

Statistics and Reports Section Administrative Memorandum

No, 12, dated 5 October 1949, subject: "Use of Section
Jeep, " '

b. Reference:
(1) Staff Memorandum No, 31, GHy SCAP & FiZ, dated 23 May 1950,
. subject: "Use of Motor Transp-rtatioxn.”

<, At the present time this section is assigned the following transpor-
tation %o be used as indicated: '

a, One sedan on daily dispatch to the office of the chief of
seCtion to be used as directed by the section chief,

b. One vehicle (% ton jeep) on daily digpatch for official busi—
ness only, Transportation for other than the .erformance of official busi-

ness will be in accordance with Sectien III, reference b (1) adove,

3. <®ach request for transportation,will be made verbally to the
Message Center clerk, Use of transportation will be limited to a maximum
of one-half hour duration except in unusual circumstances and when cleared
by the Zxccutive Officer, When unavoidable reasons preclude returning
transportation on schedule, the individual in char#e¢ of vehicle will advise
the Executive Officer of that fact by telephone prior ts the scheduled
time ol return, if practicable, and in any case upon resarn to the Section.'

4, Tnis memorandum supersedes all previous instructions regarding use
of section transportation,

FOR THE CHIEP OF SICTION:

Distribution: _ AR, | . BEs
Each indiv, CHS ~ 1 - - Capt,, Inf,

BPull¢tin Boord - 1 _ | gxecutive Officer
-h-'ilt.. - 6 |




