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§ INERAL HEADQUARTERS b o o,

FAR EAST COMMAND %
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(Do not remove from attached sheets)
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CHECK LIST

Are pu)llcatlons eriewed perioctically for the purpose of consolidation or
discont inuance? (*{es) (d

Are both sides of paper utu.;_lz.ed in all publlc at ions where practicable?
(yes) (m®

‘Are distribution lists e pt to an absolute minimum?  {yes) (NE)
Are controI measm'es against waste during dunlica’tin{t e—i‘fect‘ive?' (yes) (m |

Are forms 'wit in the sectmn standarch.zed to the maxinum and is each form
Justi fied? (yes) (o

Are dlscarded i‘iliasr materrals being salvaged whenever pcss:;ble wit.h the view
of reusing flle iolders, index folders, file ruides, eto? (yes) (ﬂ

Are aupDLr I somel e*iermsin" adeuuate control of "er:u:.sitlonlnﬁ and 13-
suance of offlcm qupnlieq‘? (v'es) (ﬂ

Are nersonnel.uuinr reguﬁat¢an marginsg, single ap301n y; a minimum of‘bléhk_'
space whenever applicable, and onlttlng unnecessary fly leaves and title .
')dg*ea in Imbl:z.catlor*s" | (v ) (ﬂ o

--Are papcr wh...ch are 'selfl ex lanaterv oélnp distributmi Without us:i.nﬂ cnvrr
nemos. and rautln? sllps? (yes) (zﬂ .

Lre reproduct}.on prowdures 80 pstabhdned that an mcreaoe in frequency in
-reproduction of publications rather than quantity is carried out to minimize
the pos'=1b1hw of oo.,oleSuen“e and upterloratloﬂ*’ (ves) (ﬂ

Are pc,rSonnel usinrj salvaped paper for scratch paper, note“ pads 3 draft paper :
reprodu.c.:tion of office forms A ét.c‘? (yas) (rﬂ

*,;re persemel remvinf* paper clips and m._.tal file f‘aste'aer., from documents
prlor to dest.ructlo'l or blaming? (yes) (:ﬁ ”

-Are supphes issupd from a eentral dlstrlbutmr 001*113. (}*eé) ook (rﬂ

.s,

. Ar“ persu..mel us:mf ofﬁ.ce supplies for personal usé? ()ﬂ " (ﬂo)

o

g, '1'.'-31‘6 court.esv r-opies of intra-offlce and 1ntra-headquarters -gcorrespondence
to Whlch a reDly is not expzcted heing e'iimlﬁated? (VPS)» (rﬂ

“hre Che"kmt“‘ﬁ ialaced :u'fzmechatelv aft.er t.he precedinp checknqte _when there' '
is space rcmulmn? on a sheet? : \ves) (ru : kol -

Are envelopes bemg:r used wher‘e thpy are nov: necessary’l (“‘ ‘ ('fio)
<Are ste*wils being out before drafts are aj_}pr-_oved'? (qocx) (r_m)'

~Are h‘lV" dt,r gl leut..; with ta')s bein;* used" (b’ﬁ '(?10)'
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ENT AL HEADQUARTERS |
FAR EAST COMMAND

CHECK SHEET

(Do not remove from attached sheels)
Subject: Uonservation of Office Supplies

Conservatlon Board Section Ao

i 1. ‘Reference GHQ FEC Order io. 1h)-18 dated L June 1947 appointing
_a board of officers to be known as "GHQ Office Supplies Conservation Boarad®

“and amendment thereto, GHQ Fil Order No. 322-5, dated l] December 1947 «

2o It is recuested that current office practices and conservation
nrocedures, regarding office supplies be reviewed. A formal resurvey of
GHQ by tnv "GHQ Office Supnlies Conservation Board" will be made commenc-
ine 1 FPebruary 1948. Exact dates of speeilfic visit to each stafl section

will be confirmed later by telephone.
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3. Attacned hereto for completion by the staff section is a check
1ist of conservation measures applicable in general to all stafl sections.
This completed check list and the desired information on the front side

...J.&-

th@reo; will be furmished the Board not later than 30 December 1947 .

: e The personal attention of Section Chiefs, as well as of their
esignated representatives, to the matter oi conserving office supollea

- b

itklu their section, is requested.
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GENERAL HEADQUARTERS
SUPREME COMMANDER FOR THE ALLIED POWERS
Statistics and Reports Section

22 August 1947
VEMORANDUM TO: Chief, Statistics and Reports Section
SUBJECT : Conservation of Office Supplies

1. OHQ Office Supplies Conservation Board made a survey of office
practlceo and procedures currently in effect in SRS on 1 August 1947.
Following measures have been effected as a result of notes taken by
Executive and Adninistrative Officers and of Ltr, GHQ Office Supplies
Conservation Board, 3 August 1947, subject: "Survey of Oifice Practices
and Procedures":

a, Following forms reviseds

Japanese Attendance Report - all Japanese ewplo rees can now

~ be listed on one formn. )
Bdit #2 - Summation Draft Routing Slip = cut t0 half—page gize,
Edit #6 - Editorial Routing _all., - cut to sixthe-page size.

| b Following forms redesigned to kal*-page size and run ¢n back
of present Iforms:

Pers #8 - Clearance Certificate
Pers #9 - Statement of Desires

c. Pers Form #20 will be run on salvage stcck when preseﬁt
stock exhausted. -

d. Che¢k sheet transmitting advance summations to Sections is
stamped "Confidential®. Summations are not stamped. New stencil cut for
check sheet in ham¢-pare size, to be run when present stock exhausted

e. In addition to forms listed in Par. la, b, ¢ and d, stencils
have been cut for the following redesigned forms, to be run when present
stock exhausteds '

Pers - Field Ration Authorization = third-page size

Pers - Commuter Certificate - half-page size

Pers - Referral Slip - half-page size '

Adm #2 - Routing Slip = quarter-page size _

Adm #4 - Duty Officer's Log - half-page size e
dlt.#u.- Reproduction VOpy'Routinr Sllp -0 x lO~" size.

f, The following forms have been orderea discontlnued per
1nstruct10ns of Chief of Section:

Edit #9 - Editorisl Routing Slip (printed at Boonjudo)
Edit #10 - Clearance, Associated Sections. T




DuCLASSIFIED E.O. 12065 SICTION 3-402 / NNDG NO. 2 2 :Q Zi ,

, g. Letter of transmittal to WDCSA, dated 25 August 1947,
forwarding thirty (30) copies of Daily Gazette, has been revised 10
include & paragraph requesting notification of minimum needs for this
publication, in view of the severe paper shortage.

. ‘he Brig. Quiiliam, 1PS - N.Z., has been removed {rom direct
‘distribution of Japan Summation, and referred to (=2 Foreign Liaison for
distribution. He receives no otner publications {rom SRS, -

i. Distribution of publications to USAFIK has been reduced

- as follows:
| Old Revised
( Japan Summation Erii g, 10
{ Korea Summation ' 100 100
( Ryukyus Summnation S I
( _
( |
(

Daily BGazette 2 0

Index and Catalog 25 5

Daily Radio Japan and Korea 1l ea O
|  J. Distribution of "Allocation of Staff Responsibllities for
Execution of Policles Adopted by the Far Eastern Commission" has been
reduced from 77 to 50 as a result of replies to check sheet, SORS, 8 August

g =iy bl sA" IE L] - & _ T I [ s
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= o B _-', T,. X --T"t'.‘ W - "; I-..:I -.?A yry 4-‘ 3 y & )

k. Distribution of other publications has been reduced as
follows as result of replies to check sheet, SHS, 8 August 1947.

Revised as of
_ 22 Aug LT

Daily Gazette ' ' _ e, -
paily Radio Japan | 1. 33
Ryukyus Radio 4o . 32
SCAPIN-A's ¥ B - )
Tndex - - 63 607
gatalog - 603
Japan Summation . ! _ 799
Koresa Summation _ , 815
Ryukyus Summation | | 766

1100 oo
T. M, B. HICK

Captain, Infantry
Administrative Officer
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GENERAL HEADQUARTERS
FAR EAST COMMAND
- GHQ OFFICE SUPPLIES CONSERVATICN BOARD

o August 1947,
SUBJECT: Survey of Office Practices and Procedures.
TO s+ Statistics and Reperts Section, GHQ, SCAP,

ls In sccordance with GHQ-FEC Order No. 145-18 dated 4 June 1847, the
GHQ Offioce Supplies Conservation Board has msde a survey of the office prece-
- tices and procedures currently in effeot in your section; and has reviewed
~ the extensgive congervation meesures that have already been initisted by the
seotion. As a result of the aforementicned survey, the Board recommends that
‘the following additionsl measures be taken with & view to further conservation
of office supplies: | ' ' S

as Certain administrative forms should be revised as indicated to
representetives of the section; and the use of salvaged mimeogreph paper for
the reproduction of administrative forms should be extended to all such forms
that do not require the use of both sides of the paper. | |
t. The Distribution list for Allocation of Btaff Responsibilities

for Execution of FEC Policies should be reviewed to determine if this distribu-
- tion can be reduced, e

. 6. Distribution lists of catalogs of SCAPINs and SCAPIN-As and of
index of SCAPINs should be soresned to determine whether or not those agenciss
that are receiving a relatively large mumber of coples act.a lly require the
number received, | - A '

2. In accordance with paragraph 1, b. of the order referred to in paras
greaph 1. above, the foregoing reccmmendations will be implemented by the section
or & report made without delay to the Chief of Staff indicating the reason for
non-conourrence with the Board's recommendations. |

SESf—
S« Bs OTTO, :
Lt Col GSC

Chairman

- GHQ OFFICE SUPPLIES CONSERVATION BOARD.

L] : :
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SUPREME COMMAMDER FOR THE ALLIED m
St.st.htm and mm m

. | _ . 31 July 1947
MEMORARDUM TOI m 0ffice Bupplin thinn Bau'd
| sUBJ‘ BCT ' : Gonmat.im Heasures *

B e T Refmm is made to your lstter, 30 July 1947, The following
cmuorntian meagures have been placed in effect since 1 May 1947:

) l. dempwilbomwtopmmmkdnfuof&n-
métions, Historical Monographs, SCAPIN and SCAPIN-A Catalogs, SCAPIN

“Index end correspondencej for mounting file coples of subject matter
clipped by Library; in reproducing forms whenever practicable (SeePar-
‘apqh 2, listing forms); and for tut runs on the nimg'qh machine.

b. leanifiod waste paper is being collactod from .pecil]ly
'imrkad boxes in esch Division mnd 18 proceased by Supply personnel for
re-use 88 salvage paper. Pergonnel have been instructed not to crumple
waste paper, Destruction of waste is limited to that paper which cmt
be used for forms, mrltch pldl, drafts or test mimescgreph copiea. i

@¢¢ A check is made of *nimgrqh rung to engure thal unpec-
um oopiu are not run offs , _

d, Hepeeduction of forns is r*mtrollod by the Administrative
Officer, who milies monthly check of all stocks of forms on hand in

Divisions. No new forms may be W&phod without approval of the
Chisfl Of Sectiono 44

e+ Written correspondence within SRS is held to a =i nd mum,

both sides of tha pqcr is used for such eummm and wginl
ere reduced. e

| f« All persomnel have been ptrahih:ltod uLng Oovemmt ium o
mlom, paper and ethar of fice axprplioa in plrtonn comapon&nco. '

8 No envelopes are used for correspondence mutod un'ou_gh

General Headqusrtere except when required by security, and a positive
‘check to prevent such use is made at Massage Center. Envelopeg are re-

uged in Divisions until they mre worn out. Dnﬂ onnIOpu are obt.ained
from AG Diotributien ard imd. . |

P‘ilu are ltripped of paper cupa

: 4. Carbon psper is obtained from Machine Rocordo Unit and
trimd to 1otur sise to r@plmnt the Mqulta ngular 8UpPLY.

Vi 2 J. Supphpommlmntnnanmrdormwim-
issued and onrom cmltmn by lmung 1om.' Only dad@md ~
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)

rmuontatim of Divhiom draw luppliu.' 0ld typouri ter ribbons
are required in exchange for nwribbom, in ordlr to check tho ac tual,
oondition of the old ribbcmc | |

coples of tables or m&ps shown in
at the request of Section Chiefs or

e All SRS public&tienl are printed on both sides of t
sxcept for "Allocation of Staff Respongibilities for Execution |
- Acbptea by the Far Easterh Oomiuion" of uhich only a om—«page supplemont
per LOH 1B I’Bqniredo ¥ '

Ne Adminiltrat.ivs Officer ingpects all duh within the Section
r'-'-r:lod izally 16 locate’ l‘boch of office lupplien. ok .

2. Forme used by SRS
“a, Exscutive Of fices TS et S s
| Form No, l - Status Report. To be reproduced on salvage stock,
/ by Personnsl 0ffices *

_ ilg Form No, l-Status Report, Uses bot.h sides of gheet.
Form Wo. 2-Register “A" (for all Divisions) ) = |
(3) Form No. J-Register *B* (for all Divioiom) ) Both sides of
(L) Form No. L-Dally Register ) sheet used,
- (5) Form No, S-Master Register ' e
" (6) orn Bo. 6=l tr, Violation of Administrative Regulations,
~ (7) ¥orm No, 7-Report of Efficiency Rating | ¥
(8) Form No. 8-Clearance Certificate ) To use salvage stock and
/] 9) Form No, $-Statement of Desires ) be reduced to half-papge.
/| (10)Meld Ration Authorisation - To use one-third page. T
S (1)Commter Certificate ) To use one-half page. B

5 e - Kyoto migaquut ~ Uses one-halfl page.
§ 7 BV 111. Pml.l lolter-Fm:lm Natienal

tlon Io
my Sutomt - Eiu both cho of
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o e
‘¢ Adminigtrative Divigions s _ 1.4
.?1) Form No, l-Otatus Report. To use salvage wtock,
2) Form llogt-ﬂonune Slipe To use salvage stock and sise
- | reduced to quarter-page sise,
(3) Form No, 3-Memorandum t« Uses
~ (4) Form No. L=Duty Officer's Log,.
St e reduced to half-page sisze, |
(S) Form No. S-~Vehicle Dispatch Record, JUsing salvege stock,
~ (6) Form No, G=Incoming Radio Log JTo be reproduced on
27) Form No. T=-Incoming Communications Log)both sides of sheet
(8) Form No, 8-Outgoing Radio Log )for maximum usage,
(7) Form No, 9-Outgoing Communications Log)
(10)Form No.10-Daily Journal )
- (H;Fm Ho411l~Flow Sheet - - )Uses both gides
(12)Form No.l2-Register of Incoming Class-)of sheet,
~ ified Documents, ' ' .

(13)Check Sheet, Advance Copies Summation. To be reduced
- (14)Tex Bxemption Certificate,

de Editorial Division: . | ' _ 5
ilg Form No, 1-Status R port. Uses both sides of gheet,
2) Form No, 2-Susmatiofl Draft Copy Routing Slip ) To use
- _ Sheet - R gnl‘ng‘e
| [ | Bx1Og" sises ' )
J Form No, S-Section Identifying Slip, Swmation )
Form No. 6-Editorial Document Routing Slip. To ;
- be reduced one-third page sige, )
Form Nos 7-Dally Operations Report =~ )
Special Staff )

3
8) Form No, 8-Reports Received from
i - sections for Dadly Operations Report) |
7(9) Form No, 9-Routing Slip, Printed at Boonjudo Plant on Jape
. , asese Stock, To be reduced to half-page sise.
(10)Form No,l0-Clearance by issocisted Sections. To be reduced

Lo half-page size,

- 8. Statistical Divisiony b T -
21_Pomlo. I-5tatus Report ) Touse
~ (2) Porm No, 2-Chart Check Sheet ) salvage stock
(3) Form Noy 3-Chart Check Sheet )
(4) Form No, l=Corrections ) S
(5) Form No, S5-Chart Specifications ) Using bpth gides of
(6) Form No, 6-Source and Content ) sheet. £

f+ Historical Division: e ~ b
#(1) Form No, l-Status Report. Uses salvage stock, .
(2) Form No, 2<fonograph Routing Slip, Using both sides,
(3) ¥orm Mo, 3-Review on Working Level of Historicsl Monograph.
. Be dbrery Divigion: 3 ' = |
il) Form No, l-Status Report ) To use Sk
2) Form No, 2-%aceipt for ; gsalvage stock.
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e Ptibllcationﬂ Being ﬂrintod on both sides of sheety except 3 c.

“Be Sani-ilout.hly Operations Report Ryulq'ul Mimeographed by BRS.
‘be Section Two of Operations Rgport Japan. Eimedgraphed by SRS.
ce Allocation of Stafi Hesponsibilities for Execution of Policies
. Adopted by the "ar Eastern Commissica, Printed by Adjutant Mrd.
Ay Catalog of Adminigtrative Directives (SCAPINeA's) to the Jap=
 anese Government. Printed by Bishth Army Plent. Boonjudo.
@ Glt.nlog of SCAP Directives to the Jmc.nese Govarm;t. Printed
. -y E-ighth Army Plant, Boonjudo.
“$. Index of SCAP Directives to the Japmnese Govarnmn‘o. }lide
by SRS, Covers printed by Bighth Army Plant, Boonjudo,
B Swtion of United States Army Wilitary Covernaent Activities
in the Ryukyu lslands, Printed by Eighth Army Plant, Boonjude,
he Sumat.ion of United States Army Nilitary Govermment Activities
~4in Korea, Printed by Eighth Army Printing Planu, Boonjudo.
lo D&ﬂy Gagetle, Mlissoprsphed by SRS,
3« Supplement to Daily Casette - Secret and Confident.ial Documant-l-
| H.ngrlphed SHO « '

k. Style Book, W6lumes I & II. Mimeographed by SRS
fl . 3\1:!1:10!1 c:f Non-Military Activities in J apan. l‘rin‘bed by Eight.h

Arﬂy Pri'xting Flant, Boonjudo.

@i H. UNGER
uOIOI'If.l, ’U“ﬂry
Lmef £




UnCLASSIFIED

GENERAL HEADQUARTERS
FAR EAST COMMAND
GHQ OFFICE SUPPLIES CONSERVATION BOARD

30 July 1947
SUBJECT: Survey of O0ffice Practices and Procedures.

T0  : Statistics and Reports Section, GHQ, SCAP.,

-de  Reference CHQ, FEC Order No, 145-18, dated 4 June 1947, appoint-
ing a board of officers to be known as "GHQ Of'fice Suppliea Comervat.ion
Board",

e In accordance with the provisions of the reference quoted in
paragraph one, it is planned that the GHQ Office Supplies Conservation
Board will visit your section in the near future, Exact date will be
confirmed later by telephone. . |

3., The Board desires t.o confer with the Chief of Section or a
designated representative empowered to act for him in mtters pertaining
to the conservation of office supplies,

: 4e It is requested that the following material and information be
made available to the Board at the time of its viait to your section'

a. ' wr:ltt.on report of all conservation measures that have
been put into effect in the section since 1 May 1947, and
any additional measures that are planned,

A 1ist of all office forms (routing slips, intra-office
memorandums, etc.) that are peculiar to the section, and
& sample of each,

A list of publications produced by the section and distri-
buted either within or outside of the section; indicating
by whom and by what process the publication is repreduced;
and, a sample of each and its distribution list,

SEOH
S. E, OTTO,
Lt Col GSC,

Chairman
GHQ OFTICE SUPPLIES CCNSERVATION BOARD
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-~ GENERAL HEADQUARTERS %
‘SUPREME COMMANDZR FOR THE ALLIED POWERS
Statistice and Reperts Section

_ - 20 July 1947
'mowmm TOx Chief, Statistics and Reportis Section

SUBJECT 3 : Supplementary Recommendations for Ccmrvation of Office

3 B 1. The following recommendations for conservaticn of office supplies are made
as a result of visits of GHQ Board to sections of the headquarters. In general,

is section more than compares favorably with the other sectlons which have been
- visited to date.

2. Recomend that a letter be. written to WDCSA s'oat..ng that due to limited
- >paper stocks in this theater, in the future it will be possible to forward only 50
- copies of each Summation and suggesting that additional copies be reproduced at
_ Washington from the negatives which are now forwarded ¥ith the advance distribution&%
At the present time, 450 Japan Summations and 500 each Korea and Ryukyus Summations ¢
are forwarded to Washington. This would make it possible to cut the printings at

-EIGHTH Army Printing Plant from 1000 copies to 600 Japan and 650 Korea and Ryukyus |

Sumnations. These summations are printed on US Army stocks, which will eventually
- become exhausted. The War Department is issuing office supplies and paper on the '\% W)

pasis of a trecop strength in the GHQ, rather than on *%he basis of it.s mssmns, and/‘f!
- ineist.s on continuing tc SO 1irn1t the issue.

3. This Section has alreacv made an efiort tc reduce the distribution of all_)\

its publications. To effect continuing econony, recommend that in. August a check R S‘:‘gri
- sheet accompany each publication, stating that this will be the last issue forwar 5

# %o the Secticn conctrn/ed, unlese the ds of the Sectien miuh justification are -

dw 3 4. A1l publica'cicus are now prinbed on bot.h sides for SRS. Recomnnnd t.ha}
f* i this be concinued as policy for all publications. | h \k

’ ¢ ‘ y '
Y .3 '

S \' f;"w o g 5
o 28 ’\“ of Govermnent issue envelopes, paper and other cffice supplles in personal corre
£ %) k ‘pondénce.

Recomraend a direct order in writing to all personnel prohibiting the u:.o;; 2

6. Recommend that all personnel inspect their desks under supervision of‘<( Ay
1< Division Chiefs to locate "buried" stocks of office supplies " particularly '
{4 atationery, to be turned into Supply for reissue. | .

7« Use both sides of paper in corrGSpondence within SRS. This Section

;_ " already holds such correspondence to & minimum. Reduce all margins on such —% »':1,)
P correspondcnce.

8, Recommend action on forms as indicated 5 when the present supply of forms
is exhaustedt - Y

a., Administrative Divisions: (Uses 12 ‘for_mc) |
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Use salvage stock:%
#1 - Status Report ~Of\ M‘
#2 - Routing Slip (white copy); also redesign to get four copies
to .the sheet.si .

#3 - Memorandum Receipt ( supply) o
_ #4 - Duty Officers Log is already using salvage stock. This form

should be redesigned to get two reports on ane page, when

pregent stock is exhausted. If no salvage stock available

at that time, the form could be run off on both sidgs, so
s that four reports are contained on one sheet (i #4dp %Y, O
The following forms are using salvage stock and should be run off on
- both sidss in the future in order to attain maximum usage-

#5 = Vehicle Dispateh Record o 5
#6 - .Incoming Radio Log OK
- #7 = Incoming Communications Log ok
#8 = Outgoing Radio Log 0K
#9 ~ Outgoing Communications Log oK
Use both sides of paper: -
#11 = Flow Sheet (maintained by 8.11 Dinsn.cns)cfﬁ( | S
#12 =~ Register of Incoming Classified Documents, &% _,,r P
- Eliminate: b‘? (J ‘:E
#10 - Daily Journal, Administrative Division., This journal 13 ih
- maintained as a formality only. Its actual functions are (r{ e " %

performed oy the Message Center Logs and Nemos for Record D

Exscut.ive Offices {(Uses one form)

Use salvage stock for #1 - Status Report when Pz esent stock
| ex.h&us‘bede J L

Personnel Office: (Uses 2$fforms)

Use both sides y %o be accomplsshed at once x&
#2 - Register "A" (for all Divisions)ok °

#3 = Register "B" (for all Divisions)t™

#L - Daily Register ok ‘ |
~ #5 - Master. Register oF ﬂ
Use salwage stock, when present sunply exhaustsd: T; 0. A L

#8 - Clearance certificate + 1 jxduisy [y adat? <01
A |

'S

- #9 - Statement. of Desires '
Redesign to obtain indicated copies per Page, when present stocks

exhausted.
Field Rations Authorization - three per page. o¥

Commuter Certificate - two per page. &K

Redesign:

Referral Sllp - two per page.b'rl
+« #1 - Status Report now uses both sides of sheet. ?

 Other peraonnel forms are prescribed forms and should not be run
on salvage stock because they are transmitted to other sections for

file.
Editorial Divisionz (Uses 10 forms)

-""l--u‘. T —

Use salvage stock when present supply exhausted: ¥
#2 - Smmnatlon Draft Copy Routing Slip e¢.

s
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#3 = Correction Sheet o -- . | 1 N
#l, - Reproduction Copy Routing Slip (redesign to fit on 8"x10%" ;| ¢
paper) 0 A . i | N
#5 - Section Identifying Slip, Japan Summation { ™~ A
#6 - Editorial Document Routing Slip (redesign to get three to |
. . a.page) pk . '
 #7 - Daily Operations Report o rEeal
#8 - Reports Received from Special Staff Sections for Daily
Operations Report for Period 4. =~ .

Redesign to obtain two per page of #10 - Clearance by Associated
~ Section of Material in Summation, when present stoak exhausted..ﬁr‘*
#1 - Status Report now uses both sides of sheet.= ¥

#9 - Routing Slip (Red Bordered) is printed at Boonjudo on Japanese \

stock. Approximately 2500 of these forms are on yajad. Recommend
that two forms be printed per page in th/;ifuture.“ _ |

- b el e 0

Statistical Division: (Uses six forms)

Use salvage stock when present supply exhaustéq:
#1 - Status Report | - S
#2 - Chart Check Sheet <erie¢ -

#3 - Chart Check Sheet, Continued Charts
#Li « Corrections to be llade -1 .

Use both sides of sheeti:
#5 « Chart Specifications = b,
#6 - Source and Content PR

" Historical Division: (Uses ihree forms)
#1 - Status Report (pnow uses salvage stock)® . 22
#2 - Monograph Routing Slip (use both sides of sheet)>“ -~
#3 - Review on Working Level of Historical Monograph (this form
does not lend itself to revision or use of salvage stock).

9

§

Library Division: (Uses two forms )

Use salvage stock when
- #1 - Status Report 7%
- Receipt Form for Docume

9., Recommend that all personnel be instructed not to crumple waste paper,

S
!
-
-
-
-
Ve
I

-

and that all such paper be placed in a box in each Division. Waste would be ' )g},‘ ,{

collected by Supply for classification. Destroy only waste paper which can not |AY

be used &s salvage stock for forms, test coples on mimeograph machine and as /7, A OEE
_scratch pads, FARRAEN Y ;

10, Supply maintains a record of all expendable supplies issued %o Diviia'ior;sr.
Supplies are issued in a niggardly fashion in order to force conservation. Voo

11. Mimeograph operator uses only salvage paper for test ruus. A check is_ :

3
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e OQENERAL HEADQUARTERS
SUPREME COMMANDER FOR THE ALLIED POWERS
Statistics and Reports Section

9 June 1947

MEMORANDUM TO: Chief, Statistics and Reports Section
SUBJECT s+ Conservation of Office Supplies

1. A supplementary study of use of office supplies within SRS has
been conducted in anticipation of call for information by GHQ Office
Supplies Conservation Board. I conclude that use of such supplies is notv

excessive.,

2. Average monthly consumption of supplies:

ADM. EXEC. ‘LIB. HIST. EDIT.
Envelopes | | | '
8% x 113 7 r3 21
10 x 15 TE . &
5 x 11% - h L = - S
6% x 95 I 3 - G o
L 1/8 x 93 7 13
L% x 9% L 8
Cards, 3 x 5 90

Paper, bond (ream)
8 x 108
§ x 13
Paper, manifold (ream)
8 x 105
X 1)
- Paper, carbon (pke)

Paper, mimeograph (ream)
8 x 102 ' 1

Stencils (quire)

Board, brist0122 x 30
Clamps; ?aper #2 (bx) L
Clips, paper; wire (bx) 3

Fasteners (bx) 3
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ADM, EXEC. LIB, HIST. EDIT. - STAT.

Pencils _ ' 5 6 S 10 25 22
Ribbon,typeﬁriter 0 2 2 ‘ 1 SRl 2
Staples (bx) S _- 1 9 1

3. Editorial Division

a, Main use of stationery within Editorial Division is for _
preparation of the Japan, Korea and Hyukyu Summations: |

Work Draft - Duplicate
(Scrap paper is being used.)

Final Draft - Quadruplicate

(One to C/8, one to PIO, one to hdltor and one for
reproduction typing.)

Reproduction Copy - Dupllcate

(Prepared on paper from Eighth Army Printing Plant,
Boonjudo. )

| b. SCAPIN Status Heport is oreoared in brlpllcate, using paper
from.BoonJudo Plant.

c. SCAPIN and SCAPIN-A Catalogs prepared ing.

Rough'Draft - on&copy on scratch paper
Reproduction COpy- one original.

d. Daily Gazette, SoAPIN Index and Daily Radio are mimeographed

Radio transmission copy is prepared in six cOpies - four for AG, one for
SRS comeback and one for SRS hold.

ke Hist.orical Division
~ Monographs are prepared as_follows:

First Draft - Single copies, written and revised by author,
Second Draft - Effort is being made to use scrap paper.
Third Draft - " " " " B it |

Fourth Draft - Dupplicate. (One copy to working‘level
Assoclate Section, One copy to bdltorial
| DiViSIl.On,) |
Fifth Draft - Dupplicate. Revised according to comments
on Fourth Draft. (One copy to Chief, Associate

Section; One copy remains in Historical
Division.)

- Sixth Draft - Trlpllcate. (Two copies to Chief of Staff;
~ One copy ret.ained in Historical Division.)

2
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S.c Library Division

Average of 4000 cards, 3 x'S,.permonth is consumed in building
Index of Union Catalog files. Clippings are being stapled on scrap paper
for filing. | b '
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6. Statistical Division

75 ARG 0 T N ok i W61

. Absolute minimum of stationery supplies is used and the DJivision
~ mainly consumes printed forms., 0ld manila envelopes are being used to
contain charts and no new envelopes are in use at the present time.

Envelopes are reused until they are worn out.
7. Executive Office and Administrative Division

a. Use of stationery is confined to required reports and
transmission of drafts. There is no evidence of excessive use.

b. Waste box of mimeograph machine is being checked daily,
in order to salvage useble paper. Extra copies are being held 1o a
minimum. | |

C. Scrap paper is being trimmed to legal size sheets and a
supply has been distributed to all Dlvisions. Division chief's have agreed

to use scrap paper as much 33‘90851ble.

d. All correspondence is checked t,hrough message center. No
envelopes are being used for routing papers through General Headquarters,

except when required for security purposes.

8. Mimeograph Forms

A total of sixty-two (62) mimeographed forms are used in SRS
for routing slips, required reports, message center and supply records.
These forms are already on hand in the Section., All new forms are approved
by the Chief, SRS. Forms are run off and control exercised by Administrative

Division,

9. Business within the Section is transacted gither verbally or by'
use of routing slips. Written correspondence within the Section is held

to an absolute minimum.

10, As a conservation measure, SRS has requested that distribution
of publications from other sources be reduced tc the amounts shown on

attached routing list.

1l. Reccmmended*methodslof holding expenditure of office supplies to
a minimums; . - ' _

. 8. Message Center to check all outgoing correspondence for
unnecessary'cOpies and envelOpes.
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b. Administrative Division tomaintain_check of wasteﬁpaper.

- F
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Cos AdministrativeDivision td make weekly physical check of
~ office supplies actually on hand in Divisions, as a control for issue of

such supplies,

. d, Adoption of all measures outlined in "Suggested Conservation
~ Measures", inclosure to Ltr. GHQ FEC, AG 210.453 AGPO, L June L7, Subject:
- Order 145~18, appointing the GHQ Office Supplies Conservation Board.
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GENERAL HEADQUARTERS
FAR EAST COMMAND
T R0 00

A T T e L e T e
SUBJECT: Order 145-18 < ; _ e
'TO: | Off1 cer's‘.coneerdned‘, GHQ FEC APO 200

. 1. A Bosrd of Officers to be known aS'"GHQ,Offlce
Supplies Conservation Board" is appointed to meet at GHQ FEC
APO 5CC at the call of the senior member of the board. ,

. a, Tane function of thls board will be to survey
office prectices and procedure in Gid TO determine economies
in the use of office supnlies and to make appropriate recom—
mendstions to: | ' | ' s

(1) The Chief of Staff in respect to procedures
AR ~ affecting two or more stall sectlons.

. (2) The Chief of the Section when only one staff
| section 1s concerned, reporting results 5
of surveys to the Chlel of Stalir, |

' i 1 ¥ & & i " .
o } I % ' W o' 2 ik 'f i A "'! 1 W 4% i "1' . . g v ¥ » P . 'l_"_
- L . @ .-;,T‘MM -I.’ A -l'“r . i N v L *\ [ i R I - Wl e A _.' T Y L y L . I'v o ‘.;‘T- - ':,l 5:_ J
5 - g ey . q ’ L i TR ST I b P ; k ¥ L J e ] = I W, A b’
L - {ne k¥ w L g R e J.‘,‘:““ﬁ.*ﬁ:‘; f;;" .A ;‘.'l‘:'.f"‘;u Pl Lm T ! 8- i ' |I- Lol '!I'" e ol - .. L ) ’.*_ | I .

| b. Section Chiefs will ixplement the recomxnendatlons
rade by the board in accordsnce with par la (2) above or will
report without deldy to the Chief of 8talrl the recsgon for non-~
goneurrence with tae board's recorzendations. - =

- 2, The board will vieit and investigate all GHQ BCAP and
FEC staff sections, and agencies, and will call upon Chiefs of
ataif sections for such informatli:l as Ray be needed to carry
out its functions, A list of suggested conservation weasures
is attached., (Inel 1) ~ BT ~ Ak _

i 3. 1In addition to the foregoing the board during 1%s
investigations will review type of requirerents of staff sec—
tions for office supvlies, especially paper, %o detercine and
nrake reconmrendatione as’ to that type wiich can be met oy

procurerent fror indigenoys sources. ~ :
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 (Ltr'O'l45el8, 4 Jun 47, cont'd)
DETAIL FOR THE BOARD

Lt Col Samuel E. Otto 0190’50 GSC, SGS

Lt Col Harry J. Nelson 020053 MAC G~4 Sec

Lt Col George A. Gould 028968 AGD, AG Sec

_Capt Thomas M, B Hicka.0379455 INF S and1R Sec

"BY COMMAND Or GENERAL MacARTHUR

Y

‘MaJor AGD _
Asst Ad) ‘Gen

lIncI'WSUggested Cbnservétion Measurés"
DISTRIBUTION:

All Stafl Sections GHQu SCAP and FEC (1)
4 officers soncerned (3 each)

Mw--» e e P TR o b e Ll et
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SUGGESTED CONSEHVATION MVASURES

Eoonories in thé use of paper and other office supplies to

be effected within General Hcadqu .arters without delay '"ill
in~lude, but not be limited to, the following _

905 Reduction in written correspondence wherever informal

handling is adequate.
2. Reouction in nurbers of ;opiés to only those required'
for essentii* files and records., ' AT |

O Elininat‘on o” non-esse;ticl reports and portionVof-
4. ”livination o1 publ‘cations w11ch are nonu=ssentisl
to tne operation of General‘Headquarters._ . - B

5. Utilization of both sides of paper whenapracticable.

. o._ aximum utili: ation of snlvaged bond and other waste
-oaper as scraten padsa 3o - | IS

(e

rronibition of the use of Government owned envelopes,
paper and otner items in persona ik

: 4 correspondence.

8. Distribution of papers within General Hesdquarters g
wi thout. cnvelopee except where egsential for security purooses.-'

velopes recelved through

9, - Saving large maniln tyoe en e
ithin General'Headquart-,w_'

the rail or used for sec“ritf purposes W
ers for repeated USE,. | _

10, . nsturn of all EXCe3s8 office suoplies to distributiou”
chnnnels. | | - | | i _

'll. Wxamination of - intra—section correspondenoe to ascer-

tain the sorpunications which are not necessary to the re-
seiving section, with subgequent advice by telephone to the

initlating section to discontinue Or restrict future dis-
tributlion to the receiving section, -

'12. Re duction to a minimum of space loat by excessive
margins., =y |

10 Reproduction of a.minimum number of copiee of all
mimeogruuhed correspondence. ' - | _

14 ' Maximum use of the telephone and ;ersonal v*eits to
elirinate volurinous series of checknotos. - - ey

e

15 climination of unnecesairy courtesy cOpies,

Incl 1
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STATISTIOS AND REPORTS
Routing and Filing

Revised 3 June 1547
TYPE_COMIUNICATION i ~ ROUTING

Newsgﬁers (Dallzz 5 | L
i chi | Radio, Exec, Stat - 1 cooy

Library - 3 copies
Edit - 4 copies

. BT A s WS b N e e, TR A L R LTINS, ATl WS, < S
T TN TN T I R g e M S R e U N B R
- 3 -..i_ e _'*',-."' '.-_' i ¥ a -"'p_.,"f'l“'f.'
¥ et ;._! :-1| - : *l:" :r:.-'l" - (%= ,

A

Nippon Times (9) - Radio, Stat - 1 copy
| Exec, Hist - 1 copy
Library - 3 copies
g€dit - 4 copies

E 1 . >

o 0 ' ¥y

e T T ke D L o e R . -
(% ' ~¥ ¥

. ." .-_“"'l ."':‘_ -."" - "'IL'_. h.-.--:" - i i .I' W
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9o sl bl iin Mﬁ‘wwh’.ﬂﬂﬁi'“
TR i Y g el < M ol et
L] . iy ot I a - rs -- - - ':} ¥ B miTg e

Stars & Stripes (9) -~ Radio, Stat - 1 copy
Exec, Hist - 1 copy - '
Library -« 3 copies ~ Library
Edit - L copies

Tokyo News (1) Library - 1 COp}'- : Library #

Newspapers (Weeklx )

Oriental Economist (5; - Hist -« 1 copy | Historical
' ' Edit - 2 copies . . Bditorial (1)
Library = 1 copy - ey

Stat - 1 copy otatistical

News ﬁers (Bi-ﬁonthl*

Digest Service (Rengo ' Library - 1 copy ) g ‘ Libréry
Service) (1) s - iy

Newspapers (ionthly)
Bound copies Nippon Times (1) Library - 1 copy (i | | Library '

Bound copies Stars and ' Library - 1 copy 3 Library
Stripes (1) LR ' 2IGE

G—% ()Jperations Report y Neekly Exec, Edit, Stat, Library' - 1 copy Library

Memos for Jap Govt, SCAPIN's & Library - 3 copies | Library
SCAPIN-A's (5) Editorial - 1 copy - b
Stat, Hist -« 1 copy Historical

Of ficial Gazette from G-2 Library - 1 copy -~ Library
Jap'Liaison (3) Edit - 1 copy ' | .
Exec, Stat, Hist = 1 copy Historical
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TYPE COMIUNICAT ION

Memo ATIS, Notification of

shipment of Jap Documents (1)

List Rpts' & Data submitted by
Jap Govt to GHQ (Caily) (1)

‘Waghington Wkly Rot on Japan
to Far Eastern Commission (1)

Li?t of LSS/RS Economic Rpt.s
2\ |

Dallj Press Analfsw CIE (1)

Daily Press Trc.-msla_tions and
- Summaries ATIS (3)

‘Daily Press Releases PIO (L)
The Diet from Govt Sec (Z2)

Time Magazine Weekly (2)
Civil Affairs in Occupied &nd

- Liberated Territories, Weeklr
Digest of Public Opinion (L)

' FEC Documents filed in Govt
Library (1)
RS Speciali' Reports (2)

NRS Weekly Sumnary (2)

PH&W Weekly Bulletin (3)

Material from ACJ Agenda (3)
(26 copies to ﬁashington) '

Press Release, Bureau Public
Information Korea (2)

- SCAPIN Status Reporte (1)

L i

i - .‘L
PR ‘...
%)

ulh

ROUTL G

Bdit, Libréry - 1 copy

Library - 1 copy

Exec, Radio, Edit Stat, Library-
1 copy

Library - 1 copy |
Edit, Stat, Hist - 1 copy

Exec, Edit, Stat, Library - 1 copy

Library - 2 copies
Edit, Stat, Library - 1 copy

Library - 3 copies

Exec, Edit, Stat - 1 copy

Library - 1 copy

bdit, Hist - 1 copy
Library - 2 copies

Lj brar;f -~ 1 copy
tc v = 1 CODYy

y, Radio, iist - 1 copy

-tat - 1 copy

Library - 1 copy

Library - 1 copy
Edit, Stat, Hist - 1 copy

lerary - 1 copy
Edit, St&t, Hist - 1 copy

-Stat - 1 COpy ‘

- Library - 1 copy

Hist - 1 copy *
kdit, Stat, Hist - 1 copy

Library - 1 copy

Edit, Stat, Lib - 1 copy
Lxec, Edit -« 1 copy

238 -

- FILE

Library

Library

Library
Library
Library

Library
Library

Library

Library
Historical

Library

'-Library 77 ‘

Library '

Library
Historical

Library

Statistical

Library

Editorial
Library
Historical
Historical

Library
Library

Editorial
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TYPE COMMUNICATION
W

Contemporary Japan, Review
East Asfatic Affairs (2)

llemos for Board of Trade ('1)

demos for Ministry of Home
Affairs (1)

Hlemos for Central Liaison
Office (CPC) (2)

List of Recurring Reports (2)
Radios

Ml]). Govt Daily Rpts, USAFIX
(3

WAR Radios (Directi-cs) (3,

otate Dept Current fZvents
Radios (3)

Bi-Lfonthlj Ryukyus Rad:.o
Report (3)

Periodical Summary (1)
FEC Genéral Orders (2)

FEC Circulars (2)
SCAP Circulars (2)

FC Special Orders (2)
SCAP General Orders (2)

SCAP & FEC Staff iemos (2)

ROUTING

Library - 1 copy

Bdit, Stat, Hist « 1 copy

Library - 1 copy
Library ~ 1 copy
Library - 1 copy
Ldit - 1 copy

Library - 1 copy
Adm - 1 copy

Radio, Stat - 1 copy
L:Lbrary - 1 copy
Lxec, ndit - 1 copy

Radio « 1 copy
Adm - 1 copy

Lxec, kdit, Stat, Library - 1 copy

Hist - 1 copy
Radio .- 1 co“"

Sxee, bdit, Stat Librarj -~ 1 copy

Aorary - 1 Copy

adit - 1 COPY

Excec, Radio, Stat - 1 cOpy
Exec, Adm

ixec, Adm

kxec, Pers, Adm

Library - 1 copy

ixec, Pers, Adm - 1 copy

Lxec, Adm

Library - 1 copy
uxec, Pers, Adm - 1 copy

Library - 1 copy
txec, Pers, Adm -~ 1 copy

-1 -

SECTION 3-402 / MNDG No. [/ 7S O /S

FILE

Library '

‘Historical

Libr ary
Library

Library

Library .
Administrative

Library

Radio
Administ:ative

Library
Historical

- Redio

Library
Library
Editorial
Statistical
Administrative
idministrative

hdminis trat.ive_
Personnel

Library
administrat :I.va

Administrative

Library
Adminis t!‘&ti ve

' Library

Adminis t.rativ_e
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TYPE COMMUNICATION - ¥ ROUTING

Personnel News Letter (1)  Exec, Adm - 1 copy  hdministrative

L s
-

Daily GHQ Bulletin (2) . Adme 1 copy : ~ Administrative
- Exec, Library - 1 cooy . Library

- Sugamo Frison _Ros.ter' 5 . Transmitted to Washington

-

SRS Comebaeck of Transmittal of Exec, Adm - 1 copy _ . idministrative
~ Reports (1) . . s |

JCS & S'INCC Directives (1) Exec, Adm - 1 cOpy - Administrative

Dovmgrading Documents (2) Library - 1 copy i Ligrary
Adm - 1 copy | ' fidministrative

& gt
a .l".'! F"ﬂ'

o LI i’ s (% a_,:- b ¥
DT P s ARG R e o

£ L] 4 Lt ¥ e
) {-“ T Y LY
DL RN it

RS e O o L g ~ el 3 ) - # e W, T g o oy - ’ I
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ok e e -'I-1‘%*#‘—-‘?%.%*&“?;-*.". o RS e i sy . " " 4 s i e sl A ! o adhlk ot s " - ” . 3 , g 4. APk
- . - - & . -— . i L

] LT

L-;._ n_r-‘

Training Memos GHQ FEC (1) Exec, Adm - 1 copy . idministrative

4

- 1 i 5 - B %
- M 1 ._""::i_: A " dind® ‘}_*,:.H." ot .

Section Two Daily Overations ' Lxec, Adm - 1 copy ' 5 administrative
Radio (SRS Comeback) ' - ki - 1
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