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TECHNICAL MANUAL
ADMINISTRATIVE PROCEDURES

CHANGES WAR DEPARTMENT,
No. 1 WasaingToN 25, D, C,, 31 August 1943.

TM 12-255, 1 November 1942, is changed as follows:
The appendix on page 139 is numbered Appendix I,
Appenpix II (AppEb)

CHECK LIST FOR ADMINISTRATIVE INSPECTION OF
UNITS AND INDIVIDUALS FOR OVERSEA SERVICE

Section I

COMPANY ORDERLY ROOM RECORDS

References
Title Form number | __’I‘H ¥ 2_“ Un;te.lcrfgl&ﬂny
AR (sect {ans) Other
|
Company Morning Report.| WD AGO1__.| 345-5. | I L W, VI | M 12-250. -
a. Remarks and record | B45-400 VII, VIII, IX,
of events. I X, XV, XVI,
b. Btrength. XXIX,
¢. Rations. ‘ XXXIV.*
Daily Sick Report..........| WDAGOb5...| 35-1440 | XIX, XXXIV* | TM 12-250. .-
a. Organization or de- l 345-415 |
tachment cormn- |
mander’s report
b. Medical officer’s re- |
port. |
Duty Roster__.________._._.| WDAGOG. .| 34525 VI, XXXIV*._.| TM12-250._.
t. Miscellaneous duties | |
b. Guard roster. |
Lnlisted Men's Pass___.___.| WD AGO7 ._! [, ol S S ol
Inventory of Effects........| WDAGOM._ | 600-550 | XV_ oo
Seore Cards. . _.oo-c--oo_-.| WD AGO 85~ | 345-1000 | XX...... e |
89 |
Notico of Change of Address| WD AGO 204 | oo |emmmccmmmcaaaaea Instructions |
on form.
Record of and Receipt for | WD AGO 922 | oo oo feaiacammmaecae e TM 12-275.__|
Registered and Insured | FM 12-105.
Mail. !
Unit Mail Roster______..... a0 ) o | e L il TM 12:275. ..
FM 12-105. |
Company Orders. oo ooco|acmmcmemeemmen- 810-50 | VI, X1 noeenan| TM12-250.
. I 45-5
| 6155

* Seetion X X XTIV will be published in changes at a later date.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Title
Company Punishment
Record.
Evidence Gathered at

Time of Absence.
Unit or Similar Funds. . _
a. Council Book.
b. Bank Statement.
¢. Check Book.
d. Vouchers,
Informational Roster. _._...

Army Regulations and
Other War Department
Publications,
a, General Orders,

b, Bulletins,

¢. Cirealars,

d. Training Circulars.

. War Department
Amnual Compila-
tion of War De-
partment General
Orders, Bulletins,
and numbered Cir-
culars,

. Army Regulations.

. Mobilization Regu-

lations.

TYO & E pertaining

to the nnit.
i T/E 21.
j. Field and Technical
Manuals.
Identification Tags

-

ooy

Correspondence File .

a. Index book.

b, File envelope.
Correspondence (Prepara-

tion),

a. Military letters.
Indorsements.
Nonmmilitary letters,
Telegrams, radio-

grams, and cable-
grams,

¢, Maossage form.
Daily Unit Ration Allow-

ance Return.

b.
c.
d.

Form number

References
TA 12-2556
(sections)

i Un
Other

it company
remarks

345-125
600-355
615-300

|
i 210-560

310200

30-1810
G00-35
G00-40

3456-620

340-15

X, XVI, XVII..
X1

I, 11, VIII,
X XIIL

=
MOM 1928.. ]
TM 12-250.
WD Cirs, 118
and 123,
1943,

TM 12-250
FM 21-6.

TM 12-250

TM 12-250. ..

W D Cir 18,
13,




ADMINISTRATIVE PROCEDURES

Seerion 11

COMPANY SUPPLY ROOM RECORDS

TM 12-255

References

Unit-company

Title Form number [~ M 12255 remarks-
AR (sections) Other
Report of Burvey_. .- WD AGO 16..| 35-6640 | II, X1, X111, TM™M 12-250.
345155 | XV, XXVI, WD Cir. 405,
615300 | XXVII, 1042
850-15 |  XXVIII,
XXIX, XXX,
Individual Clothing and | WD AGO32_ .| 35-6560 | IV, V, VII, TM 12-250
Equipment Record. 345-125 VIII, X, X1, | WD Cir 405,
61540 XIX, XXIV, | 1942,
615-300 XXV,
. G15-500 XXVIIL
Individual Equipment Ree- | WD AGO033__| 3560 | IV, VIII, X, TM 12-250
ord, 356560 I XI, XIX, WD Cir 405,
& e XXV, 1642,
345-1 | XXVIL
|

Individual Clothing 8lip-

Statement of Charges_______

Weekly Collection and De-
livery Sheet and Extra
Sheet (QMC laundries
only).

Monthly Roster and State-
ment and Extra Sheet
(QMC laundries only).

Hospital and Organization

List (QMC laundries
only).

Enlisted Men's Laundry
Slip (QMOC laundries
only).

Requisition and Extra
Sheet.

Requisition and Receipt for
Clotliing in Bulk and Ex-
tra 'Sheet.

Requisition and Receipt for
Brooms, Brushes, Match-
es, Mops, Toilet Paper,
Soap, ete.

Requisition and Reeeipt for
Stationery and Office

Supplies (Quarterly Al-
lowance).

WD AGO 36

WD AGO 36

QMO 364 and
dtda.

QMO 365 and
3654,

QMC 873a___
QMC a4 .

QMC 400 and
401.

QMO 409 and
409a.
QMOC411.....

QMO 4]2..‘__J

615-40

J5-6680
615-40 |
860-126 |

35-6620
350640
345-155
345-300
615-300
30-2135

30-2135

30-2135 |

80-2135

356540
356500
B00-T5
61540
35-6540
A5-6560

30-3010
35-6520
356620

30-3010
356520
35-6620

| 1V, XX1V,

XXVIL

XI, XII, XIII,
XXVI,
XXVII,
XXVIII,
XXI1X.

II, XX, XXII,
XXV, XXVI,
XXVIIL.

XX AN ez s

3

WD Cir 405,
1942,

TM 12-250. .-

WD Cir 405,
1942,

TM 10-310.

Instructions
on form.

Instruections
on form.

Instructions
on form.

TM 10-310. ...
WD Cir 405,
1942,

TM 10-310. -

WD Cir 405,
1942,

TM 10-310___

Cir 1-18,
0QMG.

TM 10-310. _-
Cir 1-18,
OQMG.




TM 12-255

ADMINISTRATIVE PROCEDURES
References
Title Form number T U“:_i‘ﬁ‘i’:r']}(‘;‘ﬂy
AR (sections) Other
| |
Requisition and Receiptfor | QMC 418 __ | 356520 ) .. ... TM 10-310-_.
Cleaning and Preserving Cir 1-18,
Materials (Quarterly Al- OQMG.
lowance).
Requisition and Receipt for | QMO 414 ____| 303010 | ooeorao TM 10-310..
China and Glassware
(Quarterly Allowance). 3 2 | .
Shipping Ticket. ... QMC 434, ___.| 356520 | XXVI, XXVIL | TM 10-310
35-6560 WD Cir 405,
35-h640 1942,
A5-6660
Memorandum Recefpt. ... QMC 487._ ... 35-6520 | X, XXVII...... TM 10-310
35-6680 TM 12-250.
WD Cir 405,
1942,
Shoe Repair Tag._ - - cceeeoo QMO 499_____ BT I St e Instructions
on form.
Exchange Order- .. .._...... anemmmnne| LAY XXV SR,
Company Property Book_ ... o cvmamcmceea o caaaaeaee [, XI, XXVI, | WD Qir 405,
XXVIL 1042,
Sucrron 111

COMPANY MESS RECORDS

Title

References

Form number

TM 12-255
(sections)

AR Other

Unit company
remarks

Monthly Mess Account (Garrison
Rations).

Record of Field Rations Tssued._...

Inventory of Subsistence Supplies
(Field Rations).

Mess Attendance Record (Field
Rations).
Permanent Food Handler's Cer-

tificate.

TM 10-205.

Instructions on
form,

WD Cir16, 1943,

WD Cir 16, 1943

WD Cir 16, 1043

TM 10-205. . . .-




UNIT

PERSONNEL

Srcrion IV

ADMINISTRATIVE PROCEDURES

LCTION RECORDS

Title

Oath of Office—Army of
the United States.

Personnel Placement Ques-
tionmaire.

Company Morning Report
a. Remarks and record
of events.
b. Strength.
¢. Rations.
Headguarters
Report.
a. Remarks and record
of events.
b. Strength.
Daily Bick Report

Morning

Requisition for Blank
Forms and Publications.
Notice of Casunal Payment..

Soldier’s Qualification Card.

Replacement Card for Sol-
dier's Qualification Card.

Enlistment Record, Army
of the United States.

Inventory of Specialists.__.
Informational Roster

Berviece Reeord_ ...

Form number

WD AGO
0337-T.

WD AGO
0850 and
0850a.

WD AGO 1.

WD AGO2...

WD AGO &

WD AGO 17.
WD AGO 19,

WD AGO 20

WD AGO
20-1.

WD AGO 22 |

WD AGO 24..

G06-10
625-5

345-5

345400
345-5

345-5

345-400 |

35-1440

345-5
345-415
310-100
310-200
M5-155

345-125

| 345-1000 |

|
|

61!
615~-28
615-300
615-500

615-25

40-100
CO0-750
615-300

M55
345-5

615-28
352460
35-4520
553590

3456415

BO0-68

GO0
615=:
615-360

50

616-500

25 |

References

TM 12-256
(sections)

I, II, V, VI,
VII, VIII, IX,
X, XI, XV,
XVI,
XXXIV*.

I, 11, XVI,
XXXIV*,

XIX, XXXIV*.

1V, V, VI, VII,
VIII, XI,
X11, XV,
5 &

26 154 8 [ A

11, IV, V, V1, |

V11, VIIl, IX,
Xy by XLy
X1, XIV,
XV, XVI,
XIX, XX,
XXII,
XXVII,
XXVIIIL.

*Section XXXIV will be published in changes at a later date,

5

Other

TM 12-255

Unit company
remarks

Instructions
on form.

TM 12-250.

TM 12-250. .

TM 12-250_ _

Instructions
on form.
Instructions
on form.
TM 12-250, _

Mema W
45-16-43.

TM 12-250.

TM 12-250.

WD Cir
1942,

WD Cir 28,
1943,

WD Cir 56,
1943,

WD Cir 125,
1940,

WD Cir 222,
1942,

iy

1642,

WD Cir 327,
1942,

WD Cir 341,
1042,

WD Cir 288, |




TM 12-255

ADMINISTRATIVE PROCEDURES

Title

Inserts to Service Record. ..

Extract from Bervice
Record.
Statement of Accounts_ ...

Soldier's Individual Pay
Record.
Authorization for Allot-

ment of Pay.

Authorization of Class B
Allotment for Purchase of
War Savings Bonds,

Notification of Discontinu-
ance of Allotment.

Request for Change in
Class B Allotment War
Savings Bonds,

Request for Discontinuance
of Class B Allotment War
Savings Bonds.

Earlough . e

Report of Proceedings of
Board of Officers (con-
vened under provisions of
see. VIII, AR 615-360).

Report of Physical Exami-
nation of Enlisted Men
Prior to Discharge or Re-
tirement.

Notification of Discharge

Form number

WD AGO
24-1 to
24-7, in-
clusive.

WD AGO 25.

WD AGO 27. |

WD AGO 28__

WD AGO 20

WD AGO 206

WD AGO 30

WD AGO 30-6.

WD AGO30-7

WD AGO 31

WD AGO 37

WD AGO 38.

WD AGO 30.

References

AR

345-125 |

345-125
B15-308
35-2480
345-125
345-155
35-5520
345-125
345-155
615-500

36-5520
615-500

fi15-500

615300

f15-275
615--360
420-5

TM 12-255
| (sections)

XIII, XIV,
XV.

IV, XIV, XXII_

XI, XIV, XV.

XI, XIV, XV

XI, XIV, XV..

= G LWy e

oL, Iv, v, VI, |

IV, X1V, XXII |

Other

TM 12-250_

WD Cir 225,
1942,

WD Cir 310,
1942,

Instructions
on form.

TM 12-250_

WD Cir 269,
1942,

TM 12-250

WD Qir 44,
1843,

WD Cir 56,
1943.

WD Cir 152,
1943,

TM™ 12-250

WD Cir
1942, |

il
222

TM 12-250.. .

WD Cir 44,
1043,

WD Cir 56,
1943,

WD Cir 152,
1643,

WD Cir 44,
1943,

WD Cir 58,
1943,

WD Cir 152,
1043, |

TM 12-250. .

Memo W
615-53-143.

TM™M 12-250.

—| Unit company

remarks




Title

TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

Certificate of Disability for
Discharge.

Designation or Change in
Address of Beneficiary.
Emergency Addressee and

Personal Property Card.

Extract Copy of Morning
Heport.

Descriptive List of Deserter
or Eseaped Military Pris-
oner from the Army of the
United States.

Report of Return of Absen-
tee from the United States
Army.

Application for Retirement. |

Record of Payment of Re-
tired Enlisted Man.

Report of Investigation— |

Death.
Report of Death (by Bur-
geon).

Notifieation of Death (by |.

0).

Inventory of Effects.____._.

Discharge Certificates.

Application for Appaoint-
ment as Warrant Officer.

Application for Commis-
sion in the Regular
Army.

Officer’s and Warrant Offi-
cer’s Qualifieation Card,

Efficiency Report..
Officer’s Pay Data Card

Report of Individual Clas-
sification in Arms.

Consolidated Report  of
Classification in Arms.

Charge Sheet (for courts
martial).

Notification of Address to
Nearest Relative,

Embarkation Card_ ...

WD AGO 40_|

WD AGO 41

WD AGO 43|
WD AGO 44|

WD AGO 45

WD AGO 46
WD AGO 49
WD AGO 60

WD AGO 651

WD AGO 54
WD AGO 55,

56, and 67,
WD AGO 61

WD AGO 62

WD AGO 66-1
WD AGO 67 |
WD AGO 7T |
WD AGO 110 ‘
WD AGO 111 |

WD AGO 1156

WD AGO 203

WD AGO 206

GO0-000
55-300

[ 125
f15-300

615300

615-300

345415
BO0-550
G0-550

600-6560

600550
345470
A15-860

G10-10
610-15

60520
A05-30
600185
BOS6-00
605-280
BOD-185
351360
f?')”

3
3451000

345+ 1000

615300

G15-500

HReferences

TM 12-255
seetions)

o, ‘'VII, ‘VIH, |
X1, X1V, XXII.
X1

b
-

~
-

IT, XV

IT, XXXIV*

| XTIV

n &, Sl o

XX

X1, X VI, XVII, |
X VIII,
X XXIII.

XX . ..

Other

TM 12-250

TM 12-250.

WD Cir 338,
1942,

TM 12-250___

MOCM 1928.
T M 12-250.

TM 12-250

TM 12-250
TM 12-2560
THM 12-260
TM 12-250
TM 12-250

WD Cir 114,
1943,

TM 12-250.

TM 12-260

TM™ 12-250. .

i TM 12-250

MCM 1928 ..

WD Cir 15,
1942,

Instruetions
on-form,

WD Cir 320,
1942,

W Cir 386,

1943,

Unit company
remarks




TM 12-255

ADMINISTRATIVE

PROCEDURES

Unit  Personnel Replaco-
ment  Requisition and
Extra Sheet.

Commissioned Personnel
Replacement Requisition.

Certificate of Service

Report of Change. _______..

Loecator Card

Miscellaneous Report
Form.

Initial, Special, Final
Roster,

Application for Family
Allowances.

Report of Change of Status
and Address.
Change of Address. ...

Horse (Mule) Record Card

Ration Return

Pay and Allowanee
Account and Memoran-
dum,

Public Voucher—Pay Roll
of Enlisted Men.

Pablle Vouch e r—Final
statement of Account of
soldier.

Report of SBeparation. . _____

Form number

WD AGO 211
and 211-1.

WD AGO 280

WD AGO 303

WD AGO
AMa.

WD AGO
305a.
WD AGO 300,

WD AGO 625.

WD AGO 641_|_ ..

WD AGO 650

QMO 125.

QMC 460

WD 336

336a,

W 366, 366a,
and 366b.

WD B ...

DES178. ..

and

345-125
345-500
55-390
55
345-800

345000

55-300
345-900
600-550
616-600

35-1360

345-155
A5-475

References

TM 12-255

(sections)
I, II, V, VI, |
YII, VIII, X.

XL XV, XVIL,
XIX, XXII,
XXXIV®.

IL, IV, VII, XI,
XXII,
XXXIV*,

XXXIVe. ./

XXI, XXII,
XXXIV.*

IV, VI, XL,
XIV, XV.

XXXIV*

I, XXXIV*

XI, XII, XIII,
XIV, XV,
XXXIV.*

b

*Section XX XIV will be published in changes at a later date.
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| Memao

| TN 12-260_ __
| T'M 14-250.

| TM 14-260.

Other

TM 12-250___
FM 100-10,

Instructions
on form.

TM 12-250_ ..

TM 12-250. __|

WD Cir 92,
1942,
T™ 12-250. ..

TM 12-250. .

WD Cir 225,
1042,

WD Cir 288,
1942,

WD Cir 28,
1943,

WD Bull 14,
1942,

Memo
600-2-43.

Instructions
on form,

Instructions
on form,

Memo
GO0-2-43.

Instructions
on form.

w

w

w
40-5-43,

TM 12-250. ..

WD Cir 16,
1943,

TM 12-250___

WD Circ 225,
1942,

TM 12-250. ...
TM 14-260.

T'M 12-250. ...
WD Cir 12,

1042,

Unit company
remarks




TM 12-255
ADMINISTRATIVE PROCEDURES

References

X | = - Unit company
Title Form nimbe | - SRS i
Title Ferm number remarks

Other

Report of Physital Exami- | DES 221 | TM 12-250:

nation and Induction.
Mileage Voucher and Mem- | Standard 1071

sef TM 14-260.

|
WD Life In- :
surance |
Memoran-
da.

orandum. | and 1071a.
Boldiers" Deposit. . | WD FD 10 | 362000 | 3= | T'M 12250
Soldier's Deposit Book WD FD 33 | M 12-250-
= ! | 345-75 | | [
Syphilis Register WD MD 78 40-210 | meeereee| WGl 78, |
| | 1943 [
Immunization Register . | WD MD 81 __ 40-210 | IV, V, VII, |
55-390 VIII, XI, XV,
125 XXI1. |
615-300
616-500 ‘
Consolidated Daily Ration e e XXXIV* : ',\\’]') Cir 186,
Allowance Return. | | 1943,
Report of Military Person- | _ ... | T XXXIV* . WD Cir 18,
nel (Except Enlisted | 1943,
Men) for Whom Field
Rations Are Drawn.
Inventory and Subsistence | R e R WD Cir 16,
Supplies— Field Rations. | | 1943.
201 Files—Officers and En- |.. - ... 345-6 | VI oo WD'Decimal
listed Men. | | File Sys-
| | tem 15 Feb.
| 43,
| TM 12-250.
Unit Special Orders_~—.__. ! |- Loieeiien B | 35320 | I, IIL, IV, V, TM 12-250. .
. |  310-80 | VI, VIII, X1, | WD Cir 118,
345-1000 | XI1II, XVIII, 1042,
420-5 | XX, XXI,
6156 |  XXIT, XXXI1.|
615300 |
| 615-500
| 860-150 | |
Certificate of Clearanee [T 345-125 | 11, XX1 oo T'M 12-250.
FBI Military Fingerprint | e A 20 | I11 o TM 12:280. .
Card. | £
Application for National | VA 360.... .. —.| 810-200 | IV, XIV........| WD Cir 125,
Serviee Life Insurance. | 815500 | | 1940,
| | WD Cir 269,
| 1942
WD Cir 387,
| 1942,
. | WD Bull 6,
i ‘ 1943, |
| | ‘ Memo W |
| i B00-1-42,
| | Memo w |
‘ GO0-44-43.

|

*Rection X XXI1V will be published in changes at a later date.




TM 12-255

ADMINISTRATIVE

PROCEDURES

'

Title

Applieation
Bervice Life Insurance.

Change of Benefieiary—
National Service Life
Insurance.

Application for Reinstate-
ment of National Service
Life Insurance Within
Three Months After Date
of Lapse.

Application for Reinstate-
ment of National Bervice
Life Insurance When In-
surance Has Lapsed More
Than Three Months.,

supplement to Application
for Reinstatement of Na-
tional Service Life

Insurance. -

Application for Reinstate-
ment of National SBervice
Life Insurance While the
Applicant Is in Active
Service or Within Three
Months After Date of
Discharge.

laim for National Service
Life Insurance.

Statement of Claim for
Waiver of Premiums or

Continuation of Waiver

of Premiums Under the

National Service Life In-

suranee Act of 1040, as

Amended.

Application for Change of |

National Service Life In-
surance From Five-Year
Level Premiom Term
Policy to Ordinary Life,
Twenty-Payment Life,
or Thirty-Payment Life
Policy.

for National

Other

Instructions
on form,

secwm=-in----| Instructions

on form.

Instructions
on form.

________________ Instructions

on form.

Instructions
on form.

Instruetions
on form.
Instructions
on form.

Instractions
on form.

WD Cir 125,

| 1040,
WD Cir 269,
1942,
WD Cir 387,
1942,
| WD Bull 8,
1543,
Memo W
000-1-42,
Memo w
G00—44-43,
WD Life In-
suranece
Memoran-
da.

Unit eompany
remarks




TM 12-255
ADMINISTRATIVE PROCEDURES

| References ‘

Title Form number I T __;K-_ =g ‘ ”n‘r’u;‘;’::lriﬁ?:i“.\'
| A | (sect fonE). Othar {
| = — :——

Affidavit in Bupport of | VA &l4b._ | 310-200 Instruetions |
Claim for Converted In- | of form.
surance, 1 |

Change of Beneficiary- VA 724 .. BOGST00 1L Instructions |
United States Govern- [ on form.
ment Life Insuranee.

Application for United | VA 739 __ B00-100 Instructions |
States Government Life | on form. [
Insurance., |

Application for Renewal of | VA 739 and | 600-100 ... _.____ ___ Instruetions
United Btates Govern- Ta%e. | on form.
ment Life Insurance and |
Supplement. | [

Application for Reinstate- | VA 744 600100 | oo Instruetions
ment of United States on form.
Government Life Insur- |
ance, [

Policy Loan Agreement— VA B4 GO0-100 |- ... —o.| Instruetions
United States. Govern- on form. |
ment Life Insurance. | |

Application for ‘Reinstate- | VA 807______ 800100 |- oo - Instruetions |
ment of United States on form. |
Government Life Insur-
ance, ¥

Change in Mode of Pre- | VA 844_______| 600-100 e emesesmenn—eev| Instroctions
mium Payment, on form.

Application for Cash Bur- | VA 849 __ 800-100 D Rt i Instructions
render Value of United on form.
Btates Governthent Life
Insurance. |

Application for Special ll VABGE. ... 800-100 |---ciiieeacio--o:i| Instructions
Addition Disability In- | on form.
surance, |

Affidavit. | VA 890 - G600-100 |-ccoeeeeeeeeo .| Instructions

on form

Application for @hange in | VA 5§06 BO0-100 |- ---.| Instructions
Plan of United States on form.
Government Life Insur-
ance. |

Application for Change of | VA 896b__ 600-100 |- -oiczoeooooo- .| Instruoctions
Plan of United BStates on form. |
Government Life Insur- | |
ance From Five-Year
Level Premium Term
Policy With a Higher | |
Rate of Preminm. |

Application for Benef VA 380 B15-500 l 3, UL Instructions |
Under Soldier: £ | onform, |
ors’ Civil Relief Act of |
1940. [ | |

Information and Premium | VA 398, .. |ooo oo osiancareae e | Instructions
Rates—National Service | onform. |
Life Insurance. |

Information and Premium | VA 762. | 800100 | -emonmenane ‘ Instructions
Rates United es | [ an form, |
Government Life Insur- | | | I
ance. ! | |

11




TM 12-255

ADMINISTRATIVE PROCEDURES

| References
| M 1
Title " S e e Unit company
Title Form number . - | s o
| AR (sections) } Other
e Y e | =t
Correspondence (Prepara- | ___________. 30-15 | TM 12-250_ ..
tiom). | 1
a. Military letters. |
b. Indorsemonts. |
¢. Nonmilitary letters.
d. Telegrams, radio-
grams, and cable-
ETAMS, |
¢. Message form. | |
Secrion V
UNIT ADJUTANT’'S OFFICE RECORDS
|
J | References
AL | » [ ————| Unit company
Titla Form number | . remarks
i AR (aootic | Other |
. e e L 2 { = e U
Duty Roster WD AGO 6 | FM 26-6__._.

Giuard Report and Extra
Sheet

Report of Annual Inspec-
tion of Private Mount.

Report of General Prisoner

Identification Card—Ofi-
cers, Army of the United
Btates.

Locator Card (or: Locally
Prepared Card)—For
Postal Section.

Record of and Reesipt for
Registered and  Insured
Mail.

Report of Claims Officer...
Decimal Files. ... _______-
u. Index sheet and con-
solidated index sheet,

b. List of papers.

¢. Out-charge sheet.

d. Incorrect classifica-
tion sheet or reclassi-
fication sheet.

Record . Card—Registered
Documents or. Devices
(Issuing Agency's Rec-
ord of Distribution).

Record Card—Registered

Documents or Devices—

Station,

WD AGO 10
and 11.
WD AGO 18

WD AGO 85-1

WD AGO
304a and 401.

WD AGO
922, POD
3883 and
48434,

WD i

QMC 351 and
352,

QM

QMO 355

QMC 357.

WD 32 ___.

WD3as ... -

WD AQO 47|

Uil i, X RS s et v
Bo-3%0
|
|
25-20 | XXX, XXXII__|
Fo ) P T
|
380-5

WD Ltr AG
334 (5-8-41)
MB-M, 12
May 41.

TM 12-275. ..

FM 12-105.

TM 12-275. <
WIr Cir 27,
1943,

TM 12-25
TM 12-250___
Decimal Fila

System,
W, 15
Feb. 43
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Title |

Semiannual or Transfer Re-
port of Registered Docu-
ments or Devices.

Unit Circulars, Bulletins,

and Memoranda. ‘.
Precedent or Policy Fila____

Unit General Orders

Form number

WD B4 ... ..

Unit Bpecial Court Martial | ... .. .....

Orders.
Army Hegulations and
Other Publications Issued

by the War Department. i

a. General Orders.
b. Bulletins,

¢. Circulars,
d. Training Circulars.
e. Annual Compilation

and Index of War De-
partment General Or-
ders, Bulletins, and
Circalars.

Monthly Digest of
War Department di-
rectives and index to

-

Gleneral Orders, Bul- |

letins, Cireulars, and
W Memoranda.

1y

{Class “A").
. Bulletins of the
Judge Advocate Gen-
eral.
i. Military Laws.
J. Mobilization Regula-
tions,
k. T/O & E pertaining
to the unit.
L T/E 21
m. Field and Technical
Manuals.
Permanent Passes for En-
listed Men.

=

Army Regulations
|

310-50

340-15

310-50
310-50

310-200

References

(sections)

VIII, XXI,
XXIIL.

XXXIIm. ......

TM 12-250

TM 12-250_

WD Decimal
File Sys-
tem 15 Feb
43.

TM 12-250

MOM 1928

TM 12-250
FM 21-6.

13

Unit company
ramarks
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Secrion VI

UNIT SUPPLY OFFICE RECORDS

References |
U] 2 - | Unit company
Title Form number 1 il T I r‘éltl;’ﬂﬂii? ¥
AR | (sections) Other
iR | R e |
Shipping Ticket._______ . __ QMQC 434_____| 35-6560 | XXVI, XXVII.| TM 10-310. |
35-6A10 [ M 12-250.
35-6640 | WD Cir. 405, |
1942,
Memorandum Receipt.. ... | QMC 487___._ 35-6520 | XX VI, XXVII .| TM 10-310
| | 35-6680 TM 12-250.
Jacket File S <5 XXVI, XXVII WD Cir 405,
| 1042,
Report on Status of Equip- | WD AGO411 | | _._____________| MemoW 850-
ment, | and4ii-1to | | 25-43.
411-8, Instructions |
on forms.
|

Srcrion VII

MOTOR TRANSPORTATION RECORDS

| | References |

Title Form number Pt | | l'nr'}_:‘:z;u;““}
v AR i.\'n’vlirrllr;). UEHET
! | A 1190 (PR 0 1 o LI N
Driver's Report—Accident, | Standard 26a fr g50-15 | XXX FM 25-10_ ___
Motor Transportation, (old  stand- |
ard 26). ‘ [ |
Duty Roster el | WD AGO 6. 85015 | XXX s | FM 25-10. ...
. Record of motor ve- | [ |
hicle maintenance op- | |
erations.
b. Lubrication record. i
Automotive Disability Re- | WD IGD | B&0-15 fsem e s W Cir 13,
ports. 5C, 5G, and | | 1943,
5T
Requisition and Extra | QMC 400 and 35-0540 | XXII, XXVI, ™M 10-310__
Sheet. 401. 35-6560 XXVII. WD Cir 405,
BH0-15 | 142
Shipping Ticket | QMC 434 __ . | XXVI, XXVII | TM 16-310
| WD Cir 405,
| 1842,
Tally Sheet, Incoming QMC 489 __ A5-68520 ..___| TM 10-310.
B5(-15 '
Tally S8heet, Outgoing._____| QMO 490_____ 850-15 | XXWVI___._..._.| TM 10-310.
| | .
Preventive Maintenance | WD AGO 461 850-15 I -, AR | (=T
Service and Technical (old QMO |
Inspection Work Sheet 260)
for Wheeled and Hali- I
Track Vehicles,

14
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Title

|
Maintenance

and « Technieal
Inspection Work Sheet
for Full-Track and Tank-
Like Wheeled Vehicles.

Preventive Maintenance
Serviee and Technical |
Inspection Work Sheet
for Motorcycles,

FPreventive
Service

Spot Check Inspection
Report for All Motor
Vehicles.

Loecator and Inventory
Control Card,

Driver’s Trip Ticket and

Preventive Maintenance
Service Record.

Army Motor Vehicle Oper-
ator's Permit.

Daily Dispatching Record |

of Motor Vehicles.

Requaest for Job Order._____

Title

Report of 8ick and Wounded

Certificate of Disability for
Discharge.

Register Card. .. ___

Monthly Report of Dental
Berviee.
Syphilis Register._

Register of Dental Pationts
Immunization Register

Statistical Report

Monthly Statistical Venereal
Report.

Monthly Banitary Report |
Daily Diary or Journal,

Form number |

WD AGO 462
(old QMO |
260)

WD AGO 463
(old QMC
260)

WD 00 7353

WD 00 7358

WD 48 (old
QMC 237)

|
WD 00 7360

(old QMC
225)

WD 00 7381
(old QMC
254) |

WD 00 7362 |
(old QMC |
500} |

AR

850-15 |
|

|
850-15 |

850-15

850-15

Sucrion VIII
UNIT DISPENSARY MEDICAL RECORDS

Form number |

WD MD 51
WD AGO 40

WD MD 52...
WD MD &7
WD MD 78.._

WD MD 7
WD MD 81 |

WD MD B86a,
by, and ¢.

AR ‘

40-1025 |
B00-500
615-360 |
40-1025 |
800-550 |
40-1010 |
|

40-210 |

40-1010
4210 |
300 |
345-125 ‘
615-300 |
815-500 |
40-1080 |

5l

References

TM 12-255
(sections)

XXI.__

XXI

XXI

Referénces
TM 12-255
(sections)

XXXIV®. .
.3 K A N i

XV

IV, VII, XXII_.

XXXIV*. .

40-210 |._.

40-275

40-1005 !

XXXIV*

Unit company
| remarks
Other |

Other

{
Unit eompany
remarks

FM 8-45.
TM 12-250. ..

FM 8-45.___.

WD Cir 78,
1943.

TM 12-250.

FM §-45

*Section XX XTIV will be published in changesat a later date.

15
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Sectron IX

MACHINE RECORDS UNITS

References

Title Form number [ #
AR T'M 12-255 Other |

Unit company
remarks

(sections)

Officers’ Statistical Card_._.| WD AGO0856. | _____|___ Er114 TM 12-305. |
Status Punch Card.__._____| WD AGO 301 ' e S S A ¢ TM 12-3056 ‘
Report of Change___.......| WD AGO 303 345-5 | 1, H, VI, VII, | TM 12-250.

345800 | VI, X, XI, | TM 12-305___|
(% XV |

XXX1V.* |
Locator Card. ..o cceeeao..| WD AGO 304a. 345-5 | I, VII, XX11, |
XXXIV.*
Miscellaneous Report Form.| WD AGO 305a 56-300 | XXXIV*... [ T 12-280
345-900 TM 12-305
Organization Master Card WD AGO 308 ..___-___. e a2 W) 2 e L |

TM 12-305

Daily Strength Bummary | WD AGO 319 .| .| TM 12-305
Card. 7 |

Monthly Strength Som- | WD AGO 320.|.._____... _.___ﬁ____________! TM 12-305
mary Card. I

Strength Return by Grade..| WD AGO 323, et o ] | TM 12-305

Officer’s Qualifieation Card | WD AGO 367 : e | ™™ 12-305

Report of Physical Exami- | D88 221 i 615-500 | III, IV I TM 12-250

nation and Induection. |

*Bection XX XIV will be published in changes at a later date.

Secrron X i .
BLANK FORMS

Form number Title 1."’:‘5:;;;:1;']&?"?
= e I' =
WD AGO
e 2 Company Morning Report.
Sl b B e 7 Headquarters Morning Report.
R e Daily Sick Report.
e e S O P Duty Roster.
e Enlisted Men's Pass.
10 aned- 11— 5o Guard Report and Extra Sheet.
e e T S Report of Survey.
I8y b o o ---| Report of Annual Inspection of Private |
Mount. |
1 g e ST Al Requisition for Blank Forms and Publica- II
tions. |
19._ ___________| Notice of Casual Payment.
A e e Soldier’s Qualification Card. |
7 (s = GO T, e I Replacement Card for Soldier’s Qualifica-
tion Card.
AR Enlistment Record, Army of the United |
States.

16
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Form number

Title

Unit company
remarks

WD AGO—Con.

24 _ !

24-1 to 24-7, inclu-
sive.

Lo iy s g el

Service Record.
Inserts to Serviece Record,

Extract from Service Record.

Statement of Accounts.

Soldier's Individual Pay Record.

Authorization for Allotment of Pay.

Authorization of Class B Allotment for Pur-
chase of War Savings Bonds.

Notifieation of Diseontinuance of Allotment.

Request for Change in Class B Allotment
War Savings Bonds.

Request for Discontinuance of Class
Allotment War Savings Bonds.

Furlough.

B

Individual Clothing and Equipment Record.

Individual Equipment Record.

Individual Clothing Slip.

Statement of Charges,

Report of Proceedings of Board of Officers
(convened under provisions of see. VIII,
AR 615-360).

Report of Physical Examination of Enlisted
Men Prior to Discharge or Retirement.

Notification of Discharge.

Certificate of Disability for Discharge.

Designation or Change in Address of Bene-
ficiary.

imergency Addressee and Personal Prop-
erty Card,

Extraet Copy of Morning Report.

Descriptive List of Deserter or HEscaped
Military Prisoner from the Army of the
United States.

Report of Return of Absentee from the
United States Army.

Report of General Prisoner.

Application fér Retirement.

Record of Payment of Retired Enlisted
Man.

Report of Investigation—Death.

Inventory of Effects.

Honorable Discharge from the Army of the
United States.

Discharge from the Army of the United
States (blue).

17
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Form number

WD AGO—Con.

G =

GO

c i A el e

411 and 411-1 to
411-8. |

QMC

461 (old
260).

462 (old QMC‘
260).

463 (old QMC
260). ‘

Dishonorable Discharge from the Army of
the United States.

Application for Appointment as Warrant
Officer.

Application for Commission in the Regular
Army.

Identification Card—Officers, Army of the
United States.

Officer’s and Warrant Officer’s Qualification
Card.

Efficiency Report.

Officer’s Pay Data Card.

Seore Cards.

Report of Individual Classification in Arms.

Consolidated Report of Classification in
Arms.

Charge Sheet (for courts martial).

Notification of Address to Nearest Relative.

Notice of Change of Address.

Embarkation Card.

| Unit Personmel Replacement Requisition

and Extra Sheet.
Certificate of Service,
Status Punech Card.
Report of Change.
Loeator Card.
Miscellaneous Report Form.
Organization Master Card.
Initial, Special, Final Roster.
Daily Strength Summary Card.
Monthly Strength Summary Card,
Strength Return by Grade.
Officer’s Qualifieation Card.
Locator Card.
Report on Status of Equipment.

Preventive Maintenance Service and Tech-
nical Inspeetion Work Sheet for Wheeled
and Half-Track Vehicles.

Preventive Maintenanece Service and Tech-

‘ Unit company
remarks

nical Inspection Work Sheet for Full- |

Track and Tank-Like Wheeled Vehicles.

Preventive Maintenance Serviee and Tech-
nieal Inspection Work Sheet for Motor-
eyeles.
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Form number

WD AGO

Con.

o e e
48 (old QMC 237)

336 and 336a_____
366, 366a,

366b,
370

and

Standard

26a (old Stand-
ard 26).
1071 and 1071a___
WD 00
7353 o

22R).
7361 (old QMC
254).
7362 (old QMC
500).
WD FD

Title

Application for Family Allowances.

Report of Change of Status and Address.

Change of Address. '

Record of and Receipt for Registered and
Insured Mail.

Oath of Office—Army of the United States.

Officer's Statistical Card.

Personnel Placement Questionnaire,

Report of Claims Officer.

Record Card—Registered Documents or
Devices (Issuing Agency’s Record of Dis-
tribution).

Record Card—Registered Doeuments or
Devices—Station.

Semiannual or Transfer Report of Regis-
tered Documents or Devices.

Driver’s Trip Ticket and Preventive Main- |

tenance Service Record.

Pay and Allowance Account and Memo-
randum.

Public Voucher—Pay Roll of Enlisted Men.

Public Voueher—Final Statement of Aec-
count of Soldier.

Driver's Report—Accident, Motor Trans-
portation,

Mileage Voucher and Memorandum,

Spot Check Inspection Report for All
Motor Vehicles.

Locator and Inventory Control Card.

Army Motor Vehicle Operator’s Permit.
Daily Dispatching Record of Motor Ve-

hicles.
Request for Job Order.

Soldiers” Deposit.
Soldier’s Deposit .Book.

19

Unit company
remarks




TM 12-255

Form number {

ADMINISTRATIVE PROCEDURES

Title

WD IGD

ba, be, bg, and 5!.__|
WD MD |

Sﬁf-l.,_ iJ. and ¢._._
POD
3883 and 3883a_ .

QMC '

364 and 364a____

365 and 365a____

373a_ ___

400 and 401______
409 and 409a____

Automotive Disability Reports.

Report. of Sick and Wounded.
Register Card.

Monthly Report of Dental Service.
Syphilis Register.

Register of Dental Patients.
Immunization Register.

Statistical Report.

Record of and Receipt for Registered and
Insured Mail.

Couneil Book.

Horse (Mule) Record Card,

Index Sheet.

Consolidated Index Sheet.

List of Papers.

Out-Charge Sheet.

Incorrect Classification Sheet or Reeclassifi-
cation Sheet,

Weekly Collection and Delivery Sheef and
Extra Sheet (Quartermaster Corps laun-
dries only).

Monthly Roster & Statement and Extra |
Sheet (QMC laundries only), |

Hospital and Organization List (QMC laun-
dries only).

Enlisted Men’s Laundry
master laundries only).

Requisition and Extra Sheet.

Requisition and Receipt for Clothing in
Bulk and Extra Sheet.

Requisition and Receipt for
Brushes, Matches, Mops, Toilet
Soap, ete.

Requisition and Receipt for Stationery and
Office Supplies (Quarterly Allowances).
Requisition and Receipt for Cleaning and
Preserving Materials (Quarterly Allow-

ance).

Requisition and Receipt for China
Glassware (Quarterly Allowance).

Shipping Ticket.

Slip (Quarter-

Brooms,
Paper,

and
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Unit company

Form number Title
remarks

QMC—Con.

460- - . _ -—--__| Ration Return,

469, . . ~-—-| Monthly Mess Account (Garrison Rations).
ARVl e St Memorandum Receipt.

489 0o - .| Tally Sheet, Incoming.

ASEIE S W ). Tally Sheet, Outgoing.

A e Shoe Repair Tag.

VA insurance

336_ __ perts i | Change of Beneficiary—National Service
Life Insurance.

350 and 350a_____ Application for National Service Life Insur-
ance.

361_____________| Application for Reinstatement of National

Service Life Insurance Within Three
Months After Date of Lapse.

Sld e Application for Reinstatement of National
Service Life Insurance When Insurance
Has Lapsed More Than Three Months,

352a____________| Supplement to Application for Reinstate-
ment of National Service Life Insurance.
e e e Application for Reinstatement of National

Service Life Insurance While the Appli-
cant is in Active Service or Within Three -
Months Affer Date of Discharge.

L T VR Claim for National Serviee Life Insurance.
Y i e Statement of Claim for Waiver of Premiums

or Continuation of Waiver of Premiums
Under the National Service Life Insur-
ance Act of 1940, as Amended.

SN e i ey N Application for Change of National Service
Life Insuranee from Five-Year Level
Premium Term Poliey to Ordinary Life,
Twenty-Payment Life, or Thirty-Pay-
ment Life Policy.

380______.______| Application for Benefits Under Soldier’s and
Sailor’s Relief Act of 1940,

BOR- oo Information and Premium Rates—National
Service Life Insurance.

L e e Affidavit in Support of Claim for Converted
Insurance.

y & ] L e N ! Change of Beneficiary— United States Gov-

ernment Life Insurance.
ey I e s M | Application for United States Government
Life Insurance,

21
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Form number Title U n[r'é;:;]r]ﬁ]sﬂny

VA insurance—

Clontinued

739b and 739¢____| Applieation for Renewal of United States
Government Life Insurance and Supple-
ment.

Cil M RS Application for Reinstatement of United
States Government Life Insurance.

DR = e Information and Premium Rates—United
States Government Life Insurance.

B e o Policy Loan Agreement—United States
Government Life Insurance.

BOT e B LI, T Application for Reinstatement of United
States Government Life Insurance.

L L s Change in Mode of Preminm Payment.

o e I e Application for Cazh Burrender Value of
United States Government Life Insur- |
ance,

L T Application for Special Addition Disability
Insurance.

| NS S Affidavit,

BR6 o  ca Application for Change in Plan of United
States Government Life Insurance,

896b____________| Application for Change of Plan of United

| States Government Life Insuranee From
i Five-Year Level Premium Term Policy |
with a Higher Rate of Premium.
DSS |

173 Report of Separation.

g UL SR e Report of Physical Examination and Indue-
tion.

[{A. G, 300.7 (8 Jul 43).] (C 1, 31 Aug 43.)

BY ORDER OF THE SECRETARY OF -WAR:
G. C. MARSHALL,
Chaef of Staff.
OFFICIAL:
J: Ay UETO:
Magor General,
The Adjutant General.
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1I.

I11.

IV.

V.

VI.

VII.

VIII.
IX.
X.

XI.
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XIII.
XTV.
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XVI.
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79
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FOREWORD

This Technical Manual contains a step-by-step description of ad-
ministrative procedures which are frequently used in an administrative
headquarters.

The description of each administrative procedure shows who takes
the required action, what action is taken, what printed forms are used,
the authority for taking action, and pertinent comments. The
authorities cited include Army Regulations, War Department Cir-
culars, and TM 12-250, Administration. The abbreviations used
conform, where possible, to AR 850150, but for the sake of brevity,
many abbreviations are devised for sole use with this manual. Such
improvised abbreviations are not authorired for use elsewhere. Also
for the sake of brevity, references to printed forms have been shortened
(for example, AGO Form 32, or AGO 32, instead of W. D., A. G. O.
Form No. 32). The dates of Army Regulations which are referred to
in the text are included in the lists of AR references in the heading of
each procedure.

The manual is in loose-leaf format so that revision pages can be
inserted easily. Additional procedures will be published from time
to time.

(¢4}




XXXII.
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XXVI.

XXVII.
XXVIII.

XXIX.

XXX.
XXXI.

XX XIII.

ADJUTANT GENERAL'S OFFICE

Procedure to procure T/BA organizational equip-
oo fsad e Mgl BT T, e T
P rm-mlnw to tmrmtm property. . ... __: T
Procedure to place lost, damaged, or destroyed
property on statement of charges. o
Procedure to place lost, damaged, o cl[-atrm'od
property on report of survey. . ______ ol =
Procedure in case of motor vehicle a(culonta
Procedure for boards of officers_________________
Procedure for conduecting courts marti |] 2 el 0
List of routine administrative reports required at
periodicantervala. - Lo oo o
Model formsand records_________________._.___

112
115

120

122
124
127
130

134
139
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LIST OF ABBREVIATIONS

(A key to abbreviations is included in the heading of each procedure to designate
the abbreviations used in that procedure.)

AfAuth
Aced_ .. __
Aver. -
ADA __
Ay
i\ 6
AR
App Auth__
AR___
Bn CO____
B/P-_.

Bull

CG Serv(C
Ch

ClO ;
(1] 1)
ol <F
Cok—— =

Lol
8 9] bnper e

ComO

Con Auth
CORC
(oSO !
Coune. .-
(0}
DAuth
DCO

Def(_ ___.
Dep SO____
DisbO _
Div SO
o
EM .

Ex____

.. Appointing Authority.
Person Accused,
Accuser,
Authority Directing Arrest or Confinement.
Regimental Adjutant.
Adjutant General.
Agent Officer,
Approving Authority.
Army Regulations.
Battalion CO (Ex).
Board President.
War Department Bulletin.
Commanding General of Service Command.
Chaplain.
Classification Officer.
Regimental Commander.
__ Company Commander.
Custodian of Fund.
____ Commander of the Guard.
Commanding Officer of Induction Station.
Regimental Communication Officer,
Convening Authority.
Commanding Officer Reception Center.
Company Supply Officer.
Company Council.
All members of the appointed court martial.
Discharge Authority.
Division Classification Officer.
Defense Counsel.
Depot Supply Officer.
Disbursing Officer.
Division Supply Officer.
Driver.
Enlisted Man.
Regimental Executive Officer.

- Investigating Board.

3
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IGO0 o ___ Immediate Commanding Officer.

el B e e Inspecting Officer.

S SR Investigating Officer.

1 5 =l M e e Local Board. / (
LPO_____________ Local Property Officer. )
MCM___ _______ Manual for Courts-Martial (1928).
Med Bd__.______ . Medical Board.

N OIS -~ Medieal Officer of Induction Station.
MessQ— - - . Mess Officer.

MO______________ Regimental Motors Officer.

N CoF _____ New Custodian of Fund.
NCOS___________ Noncommissioned officer in charge of sick detail.
O B _ Officer.

P&P____________ Police and Prison Officer.

PCO. . _______ Post or Unit Commander.

PotEM __________ Parents of Enlisted Man.

Pregc oo President of the Court.

PWO_____ o = Payment Witnessing Officer.
QM______________ Quartermaster.

Redr . ___ Recorder of the Board.
RespO___________ Responsible Officer.

S-2. ________ Regimental Intelligence Officer.
S8 Regimental Plans and Training Officer.
54 . __ Regimental Supply Officer.
B Summary Court.

SONL < o Summary Court Martial.

Sec VIII Bd Section VII1 Board.

Sel i Selectee.

ServC FinO_ Service Command Finance Officer.
Suce. . Suecessor.

Sup Sgt_____ .- Company Supply Sergeant.
SupvO______. . Supervising Officer.

ST o Surgeon (unit surgeon).

Sur T TR . Surveying Officer.

TJA =g Trial Judge Advocate.

TO e B Transportation Officer.
TrAuth_________ Transferring Authority.

Uro _________ Unit Personnel Officer.

WBCEE e S War Department Cireular.
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Secrion I
PROCEDURE ON OFFICERS’ LEAVES

Key to abbreviations: leferences:
O—Officer requesting leave AR 35-6520, Feb. 8, 1936
UPO—TUnit Personnel Officer AR 210-50, Nov. 1, 1938
ICO—Immediate Commanding Officer AR 345-400, Aug. 25, 1938
App Auth—Approving Authority AR 345-800, July 1, 1942
Surg—=Surgeon _ AR 605-115, July 14, 1942
Action ORDINARY LEAVE
taken by
0 1. Apply for leave by letter (some units provide mimeo-
graphed forms) through channels to CO who has
authority to grant amount of leave requested (see
remark under instruction 3). Give information as
to amount of leave desired and date leave is to be-
come effective.
AR 605-115, pars la, 6
Leaves will be coordinated by the Adj under direction of the
executive. To permit such coordination, it is customary
to include in the request: information as to amount of
acerued leave, date and amount of last leave, whether
applicant is a member of any board, eourt martial, or
other duty assigned by proper authority, and address of
applicant while on leave.
ICO 2. Approve (or disapprove) request and forward to next

higher commander,

App Auth 3. Approve (or disapprove) request. If approved, publish
special order granting leave. If request is disap-
proved return through channels to applicant.

AR 605-115, par 6

AR 605-115, par 6, specifies which commanders may grant
leaves of: not more than 1 month; not more than 4
months; and in excess of 4 months,
0 4, a. If granted leave for more than 3 but less than 10 days
turn over funds to temporary successor on memo-
randum receipt. If granted leave for more than 10
but not more than 30 days, transfer funds to
successor on audit.
AR 210-50, par 5¢

For procedure see section X XII11.

5
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Action
taken by

0 4, b. If leave is to exceed 30 days, transfer funds and
property to successor.
AR 35-6520, par 14a, C2

For proeedure see section XX VII.

0 5. Sign out on day of departure in officers’ register at
regimental, division, and post headquarters as per
unit and post standing orders. Consider the day
after departure as the first day of leave and report
back to assigned station on last day of leave and
sign in officers’ register at post, division, and regi-
ment as per unit and post standing orders. Report
to CO for duty.

AR 605-115, par 3¢

1CO 6. Make proper remark on organization Morning Report
on departure and return.

AR 345-400, par 25a AGO 1

UPO 7. Prepare Report of Change in triplicate on departure and

return. Send original through channels to machine
records unit, and duplicate as directed by AR; file
triplicate.

AR 345-800, par 16 AGO 303 {
Report of Change prepared in triplicate for officers, in
duplicate for EM (AR 345-800, par 16, 02). ) 4

SICK LEAVE

O 8. Follow instructions 1, 2, and 3 above.
1CO An officer authorized to grant ordinary leave may grant
App Auth sick leave for the same periods.

AR 605-115, par 14a
App Auth 9. Refer application for leave to Regtl Surg.
AR 605-115, par 15a

Surg 10. Examine applicant for sick leave and make report of
condition of applicant by indorsement to CO,
including a specific recommendation as to whether
or not leave should be granted, and length of leave
considered necessary.

AR 605-115, par 15b
6
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Sick leave will not be counted against annual leave allow-
ance.

AR 605-115, par 14b

Action
taken by

(@] 11. Follow instructions 4 and 5.
1CO 12. Follow instruetions 6 and 7.
UPO

Section II

PROCEDURE WHEN OFFICERS ARE TRANSFERRED

Key to abbreviations: References:

O—Officer transferred AR 30-920, Oct. 4, 1935

UPO—Unit Personnel Officer AR 30-960, May 24, 1938

CO—Regimental Commander AR 40-100, Sept. 10, 1940

Suce—=Suceessor AR 210-50, Nov. 1, 1938

CoC—Company Commander AR 345-400, Aug. 25, 1938

TO—Transportation Officer AR 345-800, July 1, 1942
AR 380-5, June 18, 1941
AR 600-185, Oct. 11, 1942
AR 600-600, Jan. 31, 1931
AR 605-90, May 21, 1942
AR 605-120, Aug. 23, 1938

Action
taken by

0] 1. Turn in all property held on Memorandum Receipt
from supply agencies. Obtain clearance from sup-
ply agencies and official business concerns on post.

TM 12-250, par 397 Loeal clearance

2. Arrange for settlement of acecounts with local commer-
cial concerns.

WDC 49, 1942, par 2, see. II

3. Arrange with TO for shipment of household goods and
other personal property; and, if desired, transpor-
tation for self and dependents.

AR 30-960, sec. III
AR 30-920, pars 6b, 7a, C3

See WDC 261, 1942, sec VI, WDC 279, 1942, sec 11, and
WDC 314, 1942, see 1V, for restrietion on transportation
of dependents and movement of household goods. For
authorized shipment of household goods for storage, see
WDC 314, 1942, see 1V.
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O 4. Obtain certified true extract copies of change of station

orders, in order to—
Number of
copies

. Support first pay voucher at new station______. 2

Pay Guide (see remark (1) below)

. Support claims for mileage per diem, and

travelioxpantes e il e L e T
Pay Guide

. Support claims for dependents’ travel . _____ 2
Pay Guide

. Present to new CO, upon reporting for duty__ 2

AR 605-120, par 1a(1)(a)

Present to TO, for each shipment of household
goods and other personal property_  _______ 3

AR 30-960, pars 28, C1; 12a(1)

. Present to TO for each transportation request

dedived:- - e T o 3
AR 30-920, par 2¢, h

. Purchase necessary gasoline to complete or-

dered traval e s e o e e s ]

: See remark (2)

(1) The War Department delivers to each officer, at the
time of delivery of any order, radio, or confidential letter
directing change of station, a single-sheet pamphlet en-
titled “Pay Guide for Officers, Army Nurses, and War-
rant Officers on Change of Station,” which sets forth the
procedure necessary to insure prompt payment of pay,
travel allowance, and allotments,

(2) The authority to purchase additional rationed gasoline,
when traveling under orders, is contained in sec 1934.18
of Ration Order No. 5 (Form OPA R-544), Acknowledg-
ment of Delivery of Gasoline.

O 5. If a Reserve or National Guard officer, in order to sup-
port first pay voucher at new station:
a. Two copies of active duty orders.

Pay Guide

——




Action
taken by

0

0)

UPO

’
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b. Two true copies of a statement of service.
Pay Guide
The original statement of serviee, from which the copies can

be made, is obtainable from the headquarters of the
service command from which ordered to active duty.

6. Obtain 2 copies of orders terminating assignment of
quarters, or in lieu thereof a certificate of non-
assignment of quarters, covering the period from
date of last payment to include date of departure.
These papers will be needed to support first pay
voucher at new station,

Pay Guide

7. Obtain 2 copies of leave order, if any, incident to change
of station, to support claim for depeadents’ travel.
Pay Guide

8. If leave is granted, extending beyond the effective date
of assignment to new station, report by letter or on
AGO Form 303 (Report of Change) to the CO of
the station or erganization to which assigned.
AR 605-120, par 12a ch by WDC 1786,
1941, sec IV AGO 303

9. If.change of station involves a change in address of any
person named on Designation of Beneficiary (AGO
Form 41) (any dependent beneficiary, nearest rela-
tive other than wife or minor child, or the person
to be notified in case of emergency), submit new
AGO Form 41.
AR 600-600, par 3b and WDC 296,
1942, see I AGO 41

10. Forward Emergency Addressee and Personal Property
Card by ordinary mail to station to which officer
is transferred.

WDC 338, 1942 AGO 43

If transferréd to theater of operations in continental United
States, hold card until called for by TAG.
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Action
taken hy
UPro 11. If the officer is transferred to an oversea command or to
Alaska, verify with the officer the accuracy of in-
formation entered on Emergency Addressee and
Personal Property Card and enter date of verifica- ( f
tion and initials on eard. ~ =
WDC 338, 1942 AGO 43
See WDC 338, 1942, for responsibility for action prescribed
in this instruction, if transfer is made by air. In case of
| transfer to foreign duty see check list in WDC 333, 1942,
-' 0] 12. Comply with local post regulations concerning disposi-

tion of post automobile tags, signature in departure
hooks, ete.
O 13. Report departure in person to mnext superior officer
having administrative functions at the post, within
24 hours prior to departure.
AR 605-120, par 1b(1)

CO or 14. Make proper entry in Morning Report.
CoC AR 345-400, par 19 AGO 1
If departing officer commanded a company, battalion, or

regiment, the Morning Report entry will show name of
officer assuming command (AR 345-400, par 16).

UPO 15. Furnish central locator card file at post headquarters
with necessary information concerning change.
WDC 92, 1942, par 2, sec IV AGO 304-A

If machine records unit supplies the organization with Form
304—A, this action will be omitted.

Pl e

UPO 16. Prepare Report of Change in triplicate. Send original
through channels to machine records unit, and
duplicate as directed by AR ; file triplicate.

AR 345-800, par 16, ch by C2 AGO 303

UPO 17. Transmit, through regtl headquarters, to the headquar-
ters where Officer’s Qualification Card (AGO Form
66-1) is filed, any information required to bring
Qualification Card up to date.

AR 605-90, par 17b, ch by C1 AGO 66-1
The adjutant general (Adj) at the headquarters where Qual-

ification Card is filed will complete entries of Record of ( l l
Service (item 15 on Qualification Card) and have officer’s N \
immediate CO enter and initial the manner of perform-

10
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ance rating. The adjutant general (Adj) will then send
the Qualifieation Card to the headquarters of the organi-
zation to which the officer is transferred.

Action

taken by

(@) 18. If custodian of funds, transfer funds to new custodian.

AR 210-50, par 20a(6)

For procedure, see seetion X XII1

0) 19. If a CoC, inventory Government property for which
responsible and originate Reports of Survey for lost,
damaged, or unserviceable articles not covered by
validated requisitions.

WDC 105, 1942, par 27a Company
Property Book

For procedure see section XXVII

Suee 20. Sign Company Property Book, acknowledging receipt
of all serviceable articles. If CoC, eall on UPO to
clean up any remaining administrative details.

WDC 105, 1942, par 27a Company
Property
Book

For procedure see section XXVII

0O 21. If any immediate subordinate is a field officer, who has
been serving under departing officer for 6 months,
submit an Efficiency Report on him; less than 6
months, submit an Efficiency Report on him, if
desired; or, submit to successor data for considera-
tion in the preparation of next Efficiency Report.
AR 600-185, par 3, C1 AGO 67

A full Efficiency Report may be rendered on an officer of
any grade at any time if, in the opinion of the reporting
officer, the services of the officer being reported upon are
considered to have been unusual either through merit or
lack thereof (AR 600-185, par 36).

CO 22. If departing officer is a field officer, submit Efficiency
Report or data, as in instruction 21.
AR 600-185, par 3, C1 AGO 67

11




TM 12-255

ADJUTANT GENERAL'S OFFICE

Aection
taken by

0] 23. If transferred outside the United States, report for
physical examination at home station, and again at
port of embarkation if more than 48 hours have
elapsed since examination at home station.

AR 40-100, par 14, ch by WDC 31, 1942,
par 2, sec III

0 24. If a custodian of “registered documents,” prepare and
sign War Department Form 34 in triplicate showing
transfer of custody of registered documents. Get
signature of successor on all 3 copies of Form 34 and
forward original to office of origin of the documents.
Give one copy to successor, retain one copy in
personal file.

AR 380-5, pars 28, 29 WD 34

0] 25. If ordered to permanent change of station while on
maneuvers, officer may return to old home station
to arrange for travel of dependents, packing house-
hold effects, ete.

WDC 283, 1942, sec III

Secrion 111
PROCEDURE AT INDUCTION STATION

Key to abbreviations: References:
Sel —Seleetee (shown as EM after in- AR 380-2215, Aug. 1, 1941
duetion) AR 30-910, Oet. 10, 1935
LB — Local Board AR 345-155, July 16, 1938
COIS —Commanding Officer of Induetion AR 615-500, Sept. 1, 1942
Station .
Med OIS8—Medical Officer of Induction Sta~
tion
TO —Transportation Officer
Action
tulken by
LB 1. Send order to selectee to report for induction.

DSS 150

Sel 2. Report to local board on date and at time specified.
Name is placed on delivery list and is sent to
induction station.

DSS 151

-

—
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Loeal board fills out seetion 1 of DSS Form 221; examin-
ing physician for local board completes section IT of
form; local board completes section IIT of form. All
copies of DSBS Form 221 are sent to induetion station.

. ‘ DSS 221

= Action
taken by

Med OIS 3. On arrival. give selectee physical examination.
AR 615-500, par 13c DSS 221

COIs 4. If physically qualified, place fingerprints of right hand
on DSS Form 221, and induct. Complete finger-
prints on FBI Military Fingerprint Card.

AR 615-500, par 14a DSS 221
FBI Military
Fingerprint Card

COIS 5. Initiate Service Record by completing cover page except
for date of termination of service. Complete pages
1 and 2 of Service Record down to heading “Cur-
rent Enlistment.” In case selectee does not avail
himself of 14 days, also enter under ‘‘Remarks, -
Finaneial” “Inducted - eooo.._.; pay due from
(date)
) date of induction.” Assign Army serial number to
EM. Place Army serial number on Service Record
and all copies of DSS Form 221. Initiate Soldier’s
Individual Pay Record,
AR 345-155, par 1015, C2 AGO 24, 28
AR 615-500, par 14a . DSS 221

DSS Form 221 is made out in an original and three copies.
Original is sent directly to The Adjutant General,
“1st copy” is sent to the Director of Selective Service,
National Headquarters, through the LB and the State
Director of Selective Service. “2d copy” is sent, if
rejected, directly to The Surgeon General; if accepted,
to The Surgeon General through the reception center
and MRU, “3d copy” is returned to the LB.

COIS 6. Explain to EM his right to be returned to his home for
14 days under the provisions of ltr AG 324.71,
4-25-42 ES Hq SOS. If he indicates desire to
return home 14 days, transfer him to the Enlisted
Reserve Corps by indorsement on his Service
Record.
Lir AG 324.71 4-25-42 ES Hq SOS

13
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Action

taken by

COIS 7. Place his name on a special order directing him to pro-
ceed to place where he reported to LB, and recalling
him to active duty and directing him to proceed to
named recruit reception center at place designated
in order. Mail Service Record, together with
“2d copy”’ of DSS Form 221, to the CORC.

AR 615-500, par 16b
TO 8. On presentation of orders, furnish EM with Government

Transportation Request to location of LB and

thence to recruit reception center to which ordered.

Also furnigh meal ticket or monetary allowance in
lieu of rations.

AR 30-2215 QMC 464

AR 30-910 Standard 1030

When several men are fraveling to same place in party,

one man is designated as acting corporal and is given
transportation and meal tickets for enfire party.

ALTERNATE PROCEDURE

COIS 9. If EM does not desire to return to his home, send him
direct to a reception center; in such case no in-
dorsement is placed in his Service Record. He
travels to reception center on Government Trans-
portation Request. Mail Service Record, together
with “2d copy” of DSS Form 221, to the command-
ing officer of the reception center.

AR 615-500, par 16a AGO 24
COIS  10. Mail FBI Military Fingerprint Card to TAG.
AR 615-500, par 15 FBI Military

Fingerprint Card

14
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Sucrion IV
PROCEDURE FOR RECEPTION CENTERS

(Procedure varies according to local conditions)

Key to abbreviations: References:
CORC Commanding Officer of Reception AR 30-910, Oect. 10, 1935
Center AR 30-2215, Aug. 1, 1941
ClO —Classification Officer AR 615-25, July 31, 1942
QM —Quartermaster AR 615-40, Sept. 1, 1942
Ch —Chaplain AR 615-500, Sept. 1, 1942
Surg Surgeon 3
CG ServC—Commanding General of Service
Command
EM ~—Fnlisted Man
TO —Transportation Officer
Action
taken by
EM 1. Proceeds to reception center checking station. (‘“2d

copy’ of DSS Form 221 and Service Record have
previously arrived).

CORC 2. Accomplish Locator Card on the man and assign him to a
receiving company. Send Service Record to the
records and assignment section; also send ‘““2d
copy” of DSS Form 221, where, after necessary
data are extracted, it is sent to the MRU.

Cl10 3. Administer AGC test and MA test to EM. These tests
are sent to the interviewing section where they are
graded and the information recorded.

AR 615-500, par 24

CORC 4. Instruct the new EM on the advantages of National
Service Life Insurance, Servicemen’s Dependents
Allowance Aect of 1942, pay reservations, and
allotments to dependents.

AR 615-500, par 23h
If he desires any insurance or wishes to make an application
for dependents allowance, pay reservation or allotment
the necessary forms are accomplished and sent to the

records and assignment section.

494850°—42—2 15
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Action
taken by

QM 5. Issue the EM one complete uniform and necessary
equipment. This clothing and equipment is
charged against the man on AGO Form 32 (In-
dividual Clothing and Equipment Record) which
is sent to the records and assignment seetion (for
procedure see sec. XXIV).

AR 615-40, par 2d AGO 32, 35

g 10 6. Interview EM and initiate AGO Form 20 (Soldier’s
]_ Qualification Card), Form 20 is analyzed by the
' classification officer who recommends an assign-
ment of the man. He then forwards the Form 20
to the coder who punches the information written
on the eard into the edges of the Form 20. When
the coder is through, the card is then sent to the
records and assignment section.
AR 615-25 AGO 20
AR 615-500, par 27

Ch 7. Give talk to EM on morality. Read and explain Articles
CORC of War.
AR 615-500, par 23j

Training films may supplement both of these.

Surg 8. Give smallpox vaccination and start other authorized
immunization procedures.

AR 615-500, par 23g MD 81
Initiate MD Form 81 and send it to records and assignment
section.

CGServ(C9. Requisition men from the reception center to be sent to
various replacement training centers, divisions, or
the like.

AR 615-500, par 28a
Requisitions usually ask for men by certain types of spee-
ialties. The AGO Form 20 furnishes this information.

CORC 10. Give EM basic field training while awaiting assignment.

CORC 11. Upon receipt of requisition from CG ServC, assign EM, as
requested, by issuance of special order.

AR 615-500, par 30

16
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Action
taken by

TO 12. Make up Transportation Requests and Meal Tickets for
EM transferred and escorting personnel.
AR 30-910 Standard 1030
(9 AR 30-2215 QMC 464

CORC 13. Have records and assignment section send records of EM
to escorting personnel for delivery to CO of unit
to which transferred. Records section will make
and keep AGO Form 25 (Extract from Service
Record). AGO 20, 24, 25, 32, 28

MD 81
Suzerron 'V

PROCEDURE TO ASSIGN ENLISTED MEN

Key to abbreviations: References:
CORC—Commanding Officer Reception AR 310-50, Aug. 8, 1942
Center. AR 345-125, Feb. 1, 1932
UPO—Unit Personnel Officer AR 345-400, Aug. 25, 1938
CoC—Company Commander AR 345-800, July 1, 1942
Adj—Regimental Adjutant AR 615-25, July 31, 1942
DCO—Division Classification Officer AR 615-500, Sept. 1, 1942
AG—Adjutant General TM 12-250, Oect. 10, 1942,
pars 230, 340, 349, 350, and
478
After EM have been processed at a reception center—
Aetion
taken by
. CORC 1. Transfer EM to division, separate regiment, or to

replacement training center by special order, on
instruction from service command. Send the follow-
{ ing records to the unit of assignment by letter of
transmittal: Special Order directing transfer: Service
Record ; Individual Clothing and Equipment Record ;
Soldier’s Qualification Card; Soldier’'s Individual
Pay Record; Immunization Register.
AR 615-500, par 31b AGO 24, 32,
20, 28
MD 81
DCO 2. Check records against list of inclosures on letter of
or trapsmittal and acknowledge receipt by indorse-
UPO ment, Kxamine Soldier’s Qualification Card and
‘ compare with regimental needs to form a basis for
=4 assignment of EM to regiments (companies).
AR 615-25, par 34a AGO 20

17
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DCO or
UPO
AG or
Adj.

DCO
| UPO
.J Yo

UPO

CoC

UPO

CoC

3.

5

oo

135

ADJUTANT GENERAL'S OFFICE

Prepare and submit to AG (Adj) copy for a special
order assigning EM to regiments (companies).
Verify correctness and authenticate SO. Send EM to
regiments (companies). Send copy of SO to all

CO’s involved.
AR 310-50, par 4

. Send all records to CO concerned.
. Send AGO Forms 32 and 20 to the CoC concerned.
. Use information on Form 20 to determine proper

assighment of EM within the company. After as-
signment, return card to UPO.
x AR 615-25, par 34b AGO 20

Place Forms 20 in file, alphabetically by organization.
Make notation of assignment in item 29 of Form
20. Make entry of assignment in Service Record.
File Serviee Record.

AR 615-25, par 33b AGO 20
AR 345-125, par 1 AGO 24

Enter name of EM in Morning Report and on company
rosters, ete. Have CoSO check clothing and equip-
ment of EM against Form 32 and complete issue
of equipment. File Form 32.

AR 345-400, par 18 AGO 1, 32

Prepare Report of Change in duplicate. Send original
through channels to MRU; file duplicate.
AR 345-800, par 16, C2 AGO 303

If 20 or more individuals are assigned fo one organization
by the same order, a group Report of Change may
be submitted, with a copy of the order, in lieu of the
individual Reports of Change (AR 345-800, par 11).

When EM qualify as military specialists, report the fact
to UPO by informal memorandum, stating degree
of skill,

AR 615-25, par 34b

18
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12. Enter degree of skill as specialist in item 27 on Form
20 and on page 4, Form 24 when reported by
CoC’s, Make periodic examination of all cards and
check against duties men are performing in com-
panies.

AR 615-25, par 34b AGO 20, 24
AR 345-125, par 9, C3

Secrion VI

PROCEDURE TO APPOINT OR REDUCE ENLISTED MEN

Key to abbreviations: References:
CoC —Company Commander AR 310-50, Aug. 8, 1942
UPO—Unit Personnel Officer AR 345-125, Feb. 1, 1932
Adj —Regimental Adjutant AR 345-155, July 16, 1938
CO —Regimental Commander AR 345-400, Aug. 25, 1938

Action
taken by

CoC

CoC

UPO

AR 345-800, July 1, 1942
AR 615-5, Apr. 15, 1936
AR 615-25, July 31, 1942
WDC 25, 1942

WDC 148, 1942, see IV
WDC 194, 1942, sec IT

TO APPOINT PRIVATES FIRST CLASS

1. Check vacancy and qualifications of EM.,
AR 615-5, par 1, 5a, 7Th, as ch by WDC 25,
1942, sec III, WDC 109, 1942, sec III,
WDC 140, 1942, sec III

2, Prepare company order in duplicate and sign both copies.
Post original on company bulletin board and file
later. Send duplicate with Morning Report show-
ing entry of appointment. Change duty rosters.

AR 345-400, par 20 AGO 1
AR 310-50, par 1b
AR 615-5, par 2a, C2

Do not antedate promotion orders.

3. Check vacancy against T/O. Enter appointment on
Service Record and on Soldier’s Qualification Card.
Change Individual Pay Record.

AR 345-125, par 12, C3 AGO 24, 20, 28
AR 615-25, par 28d
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UPO

CoC
UPO

CoC

CoC

UPO

Adj

UPO

ADJUTANT GENERAL'S OFFICE

4, Prepare Report of Change in duplicate; send original
through channels to MRU; file duplicate.
AR 345-800, par 16, C2 AGO 303

TO REDUCE PRIVATES, FIRST CLASS

5. Follow instructions 2 to 4, inclusive, substituting ““redue-
tion” for appointment. Take steps to fill vacanecy
thus established.

Appointment as private, first class, automatically ter-
minates on desertion, as of first day of unauthorized
absence.

AR 615-5, par 14b
TO APPOINT NCO’S AND TECHNICIANS

6. Check vacancy. Check qualifications of EM.
AR 615-5, pars 5a, 7, 9
WDC 25, 1942, sec III as ch by WDC 109,
1942, sec III, and WDC 140, 1942, sec III

7. Fill out unit form letter to CO recommending promotion
or appointment and send to UPO.

8. Check vacancy, eligibility, and qualification data and
submit CoC’s letter to CO with any appropriate
remarks, Prepare Regtl SO appointing NCO or
technician as recommended. Prepare warrant of
appointment for CO’s signature. Send these to
the Adj.

AR 615-5, pars 9, 10 AGO 58
AR 310-50, par 4
WDC 25, 1942, sec III

9. Get CO’s approval on recommendation and have him
sien warrant. Authenticate the SO, send one copy
to CoC with warrant, send one copy to UPO with
original letter.

AR 615-5, par 10
WDC 25, 1942, sec III

10. File letter in EM 201 file. File order in follow-up file
and check to see that entry is made on Morning
Report.

20
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Action
taken by
CoC 11. Post appointment on bulletin board and change roster,
etc. Make proper entry on Morning Report.
Hand warrant to EM personally.
AR 615-5, par 10 AGO 1
AR 310-50, par 15
AR 345-400, par 20
WDC 25, 1942, sec Ik

UPO 12. Enter appointment on Service Record, Qualification
Card, Individual Pay Record, and file the SO in the
201 file. Submit original Report of Change through
channels to MRU, file duplicate.

AR 345-800, par 16, C2, AR AGO 24, 20
345-155, pars 10v% and 1115, 28, 303
C2, and WDC, 225, 1942
If above grade 4, discontinue deductions, if any, under
Servicemen’s Dependents Allowance Aet. If above
grade 4, check dependents for payment of monetary
allowance in lieu of quarters.

TO REDUCE NCO’S AND TECHNICIANS

CoC 13. Fill out unit form letter to CO recommending reduction
and showing specific reasons. Submit to Adj.
AR 615-5, pars 11le, 13, C2

Adj 14. Check request and reasons. Have CO indicate ap-
proval of reduction. Have UPO prepare SO and
authenticate when prepared.

UPO 15. Send one copy of SO to CoC., Follow instruction 10.

CoC 16. Post reduction on ecompany bulletin board and on
rosters, ete. Make proper entry on Morning Report.

AR 345-400, par 20 AGO 1

UPO 17. Make entries and submit reports as required by instrue-

tion 12. Afford EM opportunity to make applica-
tion under Servicemen’s Dependents Allowance Act
if warranted.

CoC 18. Take steps to fill vacancy thus created.
I A
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Secrion VII

PROCEDURE WHEN AN ENLISTED MAN IS PLACED ON
DETACHED SERVICE OR ON SPECIAL DUTY

Key to abbreviations: References:
UPO—TUnit Personnel Officer AR 345-125, Feb. 1, 1932
CoC—Company Commander AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942
TM 12-250, Oet. 10, 1942,
pars. 223, 491, 495

DETACHED SERVICE

i (DS is service away from home station)
taken by
CoC 1. Upon receipt of order placing EM on detached service,

have property turned in that is not to be taken
by EM, and determine method of travel.

UPO 2. Secure Transportation Request if EM is to travel at
Government expense.
CoC 3. Make proper entry in Morning Report on date man
departs, showing station to which sent.
AR 345-400, par 24 AGO 1
UPO 4. Prepare Report of Change in duplicate for detached

service. Send original through channels to MRU,
file duplicate.
AR 345-800, par 16, C2 AGO 303

UPO 5. Accomplish next indorsement on Service Record;
obtain character and efficiency rating from CoC,
enter in indorsement, and initial. Obtain Form
32 from CoC.

AR 345-125, pars. 29a, le, C4 AGO 24, 32

UPO 6. Sign indorsement in Service Record, prepare and file
Extract from Service Record, and forward follow-
ing papers, by letter of transmittal, to CO of unit

to which EM is to be sent: AGO 25
Service Record (AGO 24
Individual Clothing and Equip-

ment Record AGO 32
Qualification Card AGO 20
Immunization Register MD 81
Emergency Addressee and Per-

sonal Property Card AGO 43

AR 345-125, par 40

o] [
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UPO 12.
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Attach EM to an organization and make entry of
attachment in Service Record. Acknowledge
receipt of records. Forward to organization to
which EM is attached: Individual Clothing and
Equipment Record.

AGO 24
AGO 32

Make proper entry on Morning Report, showing
organizations from which detached.

AR 345-400, par 28 AGO 1
An EM atehd is handled the same as any EM in organiza-
tion for pay, allowances, clothing, ete.

Furnish central locator card file at post headquarters
with necessary information concerning change.
(If MRU serves the organization with Form 304-A,
this action will be omitted.)

WDC 92, 1942, sec IV, par 2 AGO 304-A

Prepare Report of Change in duplicate for attachment.
Send original through channels to MRU, file
duplicate.

AR 345-800, par 16, C2 AGO 303

SPECIAL DUTY
(when duty is at home station)

Upon receipt of orders placing an EM on special duty,
to another organization at home station make
proper entry in Morning Report.

AR 345-400, par 21 AGO 1

Enter fact of special duty in Service Record.
AR 345-125, par 10 AGO 24

Make appropriate entry on attachment in Morning
Report.
AR 345-400, par 28 AGO 1

Notify old UPO of any changes in duty status of EM.
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Secrion VIII
PROCEDURE TO TRANSFER ENLISTED MEN

Key to abbreviations: References:
TrAuth—Transferring Authority AR 30-910, Oct. 10, 1935
CoC—Company Commander AR 35-4520, Apr. 30, 1942
CoSO—Company Supply Officer AR 210-50, Nov. 1, 1938
UPO—Unit Personnel Officer AR 310-50, Aug. 8, 1042
CO—Regimental Commander AR 345-125, Feb. 1, 1932

AR 345-400, Aug. 25, 1938
AR 345-800, July 1, 1942
WDC 233, 1942

WDC 308, 1942

Action
taken by

CoC or 1. Prepare an indorsement to application for transfer,

UPO giving data required by par 8, WDC 308, 1942, and
approve (or disapprove with reason therefor). Send
to CO.

WDC 308, 1942, as ch by WDC 339, 1942,
sec IV

An application for the transfer of an EM may be made by
letter by the EM or by an officer who wishes the transfer
made. However, transfers will be made only for the
convenience of the Government and for very cogent
reasons.

(B0 2. Approve request (or disapprove with reasons therefor).
If approved, forward through channels to CO of
unit to which transfer of EM is requested. If
transfer is within the regt, issue informal memo-
randum or instruetions for transfer, indicating
whether or not transfer is in grade. Execept in
unusual circumstances all transfers will be in grade.
If disapproved, return to originating headquarters
or to individual.

WDC 233, 1942 and WDC 308, 1942

New CoC 3. Approve transfer (or disapprove with reasons therefor)
and forward by indorsement to officer having
authority to order transfer.

WDC 308, 1942

In case transfer is initiated by higher authority than com-
pany, instructions 1, 2, and 3 will not apply.
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Action
taken by

TrAuth 4. Approve transfer (or disapprove with reason therefor).
If approved issue appropriate instruetions or orders
to effect transfer.” If disapproved, return request
to initiating headquarters.

WDC 233, 1942 and WDC 308, 1942
If EM was promoted since initiation of request notify new

CoC of promotion and offer opportunity to confirm or
withdraw approval of transfer.

WDC 347, 1942, sec III

CoSO 5. If transferred, take in all organizational property held
by EM. Send Individual Clothing and Equip-
ment Record to CoC.

AR 345-125, par 40 ' AGO 32

If EM is authorized to take with him either T/BA or post,
camp, or station equipment, see section XXVII for nec-
cessary action.

CoC 6. Make entry on Morning Report showing transfer.

AR 345-400, par 19 AGO 1

Date of transfer is date authority for transfer is received
at station of EM unless otherwise indicated.

AR 310-50, par 12

CoC

~J

Send Individual Clothing and Equipment Record to
UPO.
AR 345-125, par 40 AGO 32

UPO 8. Get statement from CoC for irdorsement as to char-
acter and efficiency rating of EM. Enter the
character and efficiency of EM in indorsement and
initial, together with statement of EM’s accounts.
Send the following records pertaining to EM to
new unit: AGO Forms 20, 24, 43, 32, MD Form 81.

AR 345-125, par 29, C4 AGO 24

UPO 9. If transfer involves change of station, send 2 copies of
SO directing transfer to TO and obtain Transporta-
tion Request for travel of EM, If Meal Tickets are
not furnished by QM send EM with 3 copies of
S0, certified with time of departure, to DisbO for
payment of subsistence allowance.

AR 30-910, secs Il and III Standard 1030
AR 35-4520, par 10

95
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taken by
UPO 10. Prepare Report of Change in duplicate. Send original
through channels to MRU, file duplicate.
AR 345-800, par 16, C2 AGO 303
CoC 11. Transfer prorata share of Co Fund to new unit if trans-
for falls within purview of AR 210-50, par 16b, C1
(for procedure see section XXTIT).
AR 210-50, par 16b, C1
CoC 12. Transfer of limited service personnel from the field
II forces.
WDC 327, 1942
CoC 13. Transfer of EM who will not accompany their units
overseas.
WDC 339, 1942
Sucrion 1X
PROCEDURE TO GRANT FURLOUGH
Key to abbreviations: References:
CoC—Company Commander AR 35-4520, Apr. 30, 1942
UPO—Unit Personnel Officer AR 40-505, Sept. 1, 1942
Adj— Regimental Adjutant AR 345-125, Feb. 1, 1932
DisbO—Disbursing Officer AR 345-155, July 16, 1938
AR 345-400, Aug. 25, 1938
AR 615-275, Feb. 16, 1940
Action
taken by
CoC 1. Upon application of EM, or according to unit policy,
request UPO to have Furlough Certificate prepared.
AR 815-275, pars 4, 5, WDC 56, 79, 1942
Furloughs will not normally be granted: to exceed 15 per-
cent of the command; within 2 days of departure from
permanent station; during maneuvers, basis training,
target practice, special school instruetion, or while under-
going treatment for an infectious or contagious disease
or for veneral disease.
UPO 2. Prepare Furlough Certificate in duplicate and send both
copies to CoC.
AR 615-275, par 4 AGO 31
2oC 3. Have EM sign original of Furlough Certificate and re-

R, &

turn to UPO.
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4. Sign “Memoranda from Company Commander’” on
face of Certificate and submit to Adj.
AGO 31

5. Sign original of Furlough Certificate, ‘“For the C.O.”
and send it to CoC.

AR 615-275, par 2a, ch by WDC 79, 1942,

sec III AGO 31

6. Have EM turn in all arms and equipment.
AR 615-275, par 11a

7. Give original of Furlough Certificate to EM. Caution
him that he may not leave the United States with-
out authority, materials for individual prophylaxis
are available at the exchange, and warn him about
veneral infection. Inspect his uniform for neatness
and proper wear,

AR 615-275, par 7
WDC 53, 1942, sec II

8. If it is necessary to pay EM while on furlough, see
AR 345-155, par 11

9. Enter departure on Morning Report and send duplicate
copy of Furlough Certificate to UPO.
AR 345-400, par 25b AGO 1

10. Enter furlough in Service Record and file duplicate
Furlough Certificate pending EM’s return.
AR 345-125, par 14a AGO 24

11. On EM’s return, obtain from him the original Furlough
Certificate and enter return in Morning Report.
Send original to UPO.
AR 345-400, par 25b AGO 1
AGO 31

12. Enter date of return in Service Record and accomplish
CoC’s certificate on back of Furlough Certificate
and sign original only. Send both copies to local
DisbO for payment of furlough ration money.

AR 35-4520, pars 8 and 14a AGO 24, 31

If EM fails to return by specified date, he is not entitled

to furlough ration money unless absence is excused by
the authority granting the furlough.
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Action
taken by
DisbO 13. Send check for furlough ration money to EM through
his CoC.
AR 35-4520, par 8
The DisbO may pay in cash, in which case an officer must ﬁ >
accompany and identify the EM.

EMERGENCY FURLOUGH

CoC 14. Submit to UPO EM’s application for emergency fur-
lough.

UPO 15. Verify fact of emergency : through investigation by
! E MR o S S 2
American Red Cross or similar disinterested agency.
WDC 163, 1942, sec III

Requests to the American Red Cross for verification of
illness in the family of EM requesting furlough, predi-
cated upon such illness, will be accompanied by the name

of the attending physician.

UPO 16. Secure approval of CO for emergency furlough.
AR 615-275, par 5b(1) and c(1) ch by
WDC 56, 1942, sec 1V

uro 17. Follow instructions 2 to 13, inclusive. 4

CoC

Adj.

DisbO !
Secrion X

PROCEDURE WHEN ENLISTED MAN IS ABSENT
WITHOUT LEAVE

Key to abbreviations: References:
CoC—Company Commander AR 35-6520, Feb. 8, 1936
TP Unit Personnel Officer AR 345-125, Feb. 1, 1932
(oS80 Company Supply Officer AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942
AR 615-290, July 20, 1942
AR 615-300, July 20, 1942
T™ 12-250, Oct.-10, 1942
pars 234, 276, 304, and 306

Action
taken by

CoC 1. Make proper entry in Morning Report. Notify CoSO.
AR 345-400, par 26a AGO 1 u

Show hour of departure in Morning Report entry.
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. Enter absence in Service Record from Morning Report

entry.
AR 345-125, par 19¢ AGO 24

Submit original Report of Change through channels to
MRU, file duplicate.

AR 345-800, par 16, (2 AGO 303

. Notify nearest relative by telegraph or mail that EM is

AWOL; that if he does not return he will be dropped
as deserter; and that all persons who desert in
time of war relinquish and forfeit their rights of
citizenship and are forever incapable of holding any
office of trust or profit under the United States.

AR 615-300, par 2b, C2

Search for, collect, list, and safeguard all clothing,
equipment, and personal effects left by the EM.
File list with supply records.

AR 615-290, par 10

List of clothing missing will be made from this list later, for
surveys or statements of charges.

. If EM holds property on Memorandum Receipt, effect,

a settlement with the issuing officer.
AR 35-6520, par 15¢ QMC 487
Unless eircumstances of the case warrant immediate action,

this action will be taken 10 days after departure of the
EM.

. When EM returns to duty, make entry in the M orning

Report.
AR 345-400, par 26a AGO 1

Show hour of return in Morning Report entry.
: I ]

Enter return in Service Record from Morning Report

entry.

AR 345-125, par 19¢ AGO 24
Submit Report of Change as in instruction 2.

AR 345-800, par 16, C2 AGO 303

. Take necessary disciplinary action.

MCM AW 61, AW 104
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UPO
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9. If there is reason to believe EM will not return he will

be dropped as a deserter. No man will be carried
as absent without leave for longer than 20 days
unless it is believed he will return.

AR 615-300, par 4

10. In case of EM absent without leave reporting at other

than proper station.
AR 615-290, par 2, C2

Suerron X1

PROCEDURE WHEN ENLISTED MAN DESERTS, IS APPRE-
HENDED OR SURRENDERS FROM DESERTION

Key to abbreviations: References:

CoC—Company Commander
Unit Personnel Officer
Post Commander

Regimental Commander

Surg—Surgeon

)—Disbursing Officer

UPO
PCO
coO

Dish(

Agtion
taken by

CoC

UPO

i

2.

AR 35-2480, May 23, 1942
AR 35-6640, June 13, 1942
AR 40-100, Sept. 10, 1940
AR 345-125, Feb. 1, 1932
AR 345-155, July 16, 1938
AR 345-400, Aug. 25, 1938
AR 345-800, July 1, 1942
AR 615-5, Apr. 15, 1936
AR 61540, Sept. 1, 1942
AR 615-300, July 20, 1942
TM 12-250, Oct. 10, 1942,
pars 303 to 308, inclusive,
and 234

[f, after investigation, it is believed a man who is

AWOL has deserted, drop him as a deserter on
the Morning Report. This action is required
within 20 days of first absence unless it is believed
EM intends to return. Notify UPO. (See AR
615-300, par 4 for acts which constitute desertion.)

AR 615-300, par 4 AGC 1

a. Discontinue allotments and pay reservations.

Radio action may be necessary (see AR 35-5520,

par 13¢). Notify Office of Dependency Benefits,

213 Washington St., Newark, N. J., if EM has
class F deduction.

AR 615-300, pars 9b, 10b; WDC 225, 1942

AGO 30, 30-5

For procedure in accomplishing discontinuance, see
section XIV.
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b. Prepare Report of Change in duplicate. Send

original through channels to machine records unit,
file duplicate.
AR 345-800, par 16, C2 AGO 303

Within 24 hours, furnish central locator card file at

post headquarters with necessary information con-
cerning change.
WDC 92, 1942, sec IV, par 2 AGO 304-A

If shortages in clothing or equipment exist, submit

Report of Survey or Statement of Charges.
AR 615-300, par 7 AGO 36
AR 35-6640, par 7d(1) AGO 15

See sections XXVIII and XXIX for preparation of these
forms.

In case of PFC terminate appointment as of the date

of AWOL, or, in case of technician or NCO, sub-
mit letter to CO recommending termination of
technician appointment or reduction of NCO.,

AR 615-5, pars 13, 14b

Submit the following reports to UPO:

Evidence gathered at time of desertion (in tripli-
cate).
AR 615-300, par 9¢
List of clothing left by deserter (in triplicate).
AR 615-300, par 9d AGO 32

Individual Clothing and Equipment Record.

Turn over issued clothing and individual equipment to

QM for renovation and reissue.
AR 615-40, par 8e

Prepare Report of Desertion in triplicate, and submit

it to CoC for signature.
AR 615-300, par 9a, C2 AGO 44

On page 1 Form 44 include all pertinent information neces-
sary for action upon charges.

Sign all copies of Report of Desertion and return it to

UPO.
AR 615-300, par 9a, C2 AGO 44
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Action |
taken by ]

UPO 10. Forward duplicate and triplicate copies of Report of
Desertion to TAG within 2 days after EM is |
dropped as deserter. .
AR 615-300, par 10, C3 AGO 44 ’__ {

Original of Report of Desertion will be securely fastened
to Service Record,

CoC 11. Furnish UPO with character and efficiency rating of
EM.
AR 345-125, par le, C4 AGO 24
UPO 12. Accomplish next indorsement on Service Record to
TAG, enter character and efficiency rating, and
initial.
AR 345-125, pars le, C4, 29 and 41a(2),
C3 AGO 24
UPO 13. Prepare and file Extract from Service Record.
AR 345-125, par 45a AGO 25

UPO 14. Sign Service Record and forward to PCO the following
papers and effects:

Report of Desertion, original. AGO 44
Service Record. AGO 24 ]

Individual Clothing and Equipment Record. ﬁ
AGO 32

List of clothing left at post (in triplicate). j
Evidence gathered at time of desertion (in trip-
licate). .
Qualification Card. AGO 20

Deserter’s personal effects.

Emergency Addressee and Personal Property
Card. AGO 43
Immunization Register. MD 81

AR 615-300, pars 8b and 10a, C3

UPO 15. Submit Deserter’s Supplemental Pay Roll tolocal DishbO.
AR 345-155, par 5d(2) WD 366, 366a,
366h

PCO 16. Advertise EM’s desertion and take all possible steps
to return him to military control.
AR 615-300, par 28b(1)(a) AGO 45 ! v

32

—




; Action
taken by

PCO

PCO

DishO

CoC

'.! CoC

Surg

CoC

UPO

17.

18.

19.

20.

21.

23.

THM 12-255
ADMINISTRATIVE PROCEDURES

Hold all papers (see instruction 14) for a period of 1 year,
at the expiration of which period, forward them to
TAG.

AR 615-300, par 10a, C3

Hold personal effects of deserter for 1 year. Then
dispose of them as outlined in reference.
AR 615-300, par 8

Settle deserter’s accounts 3 months after desertion.
Furnish PCO Statement of Account if funds due
are insufficient to settle indebtedness.

WD 366,
AR 35-2480, par 15 366a, 366b
AGO 27

IF DESERTER SURRENDERS OR IS APPRE-
HENDED AT HOME STATION

Place deserter in arrest or confinement as the cir-
cumstances may require.
MCM, AW 69
Forissue of clothing to returned deserter see AR 615-300,
par 23.
Send deserter to Surg for physical examination.

AR 615-300, par 20
AR 40-100, par 9

. Examine deserter and furnish CO report of examina-

tion on page 2, Enlistment Record, Regular Army,
AR 615-300, par 20 AGO 21
AR 40-100, par 9

No man will be discharged for desertion unless mentally or
physically incapacitated for any military service. (WDC
270, 1941, sec I, note 5.)
Enter fact of deserter’s return in Morning Report.
AR 345-400, pars 23, 29 AGO 1

24. a. Furnish central locator card file at post headquarters

with necessary information concerning return of
deserter.
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UPO
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24. b. Prepare Report of Change in duplicate; send original

25

26

27

28

29

through channels to MRU, file duplicate.

WDC 92, 1942, sec IV,par 2 AGO 304-A
AR 345-800, par 16, C2 AGO 303

. @. If deserter has been gone more than 1 year and
records have been forwarded to TAG:
(1) Send Form 46 in triplicate to TAG. AGO 46
(2) If mailing time to TAG is greater than 24
hours, make additional report of data shown
on Form 46 by radio to TAG.
b. If deserter has been gone less than 1 year and records
have not been forwarded to TAG—
(1) Send duplicate and triplicate copies of Form
46 to TAG. AGO 46
(2) Request return of Report of Desertion
(AGO Form 44) and allied papers from PCO,
and when they are received, paste original of
Form 46 over the indorsement of the Service
Record to PCO dropping the deserter.

AR 615-300, par 15 AGO 46
. Enter all pertinent information on Extract from Serviece
Record.

AR 615-300, par 17 AGO 25

. Upon reeeipt of records from TAG or PCO, return the
following to CoC and retain all other records:

Report of Desertion. AGO 44
Individual Clothing and Equipment Record.

AGO 32

List of clothing left at post.
Evidence gathered at time of desertion.

. Upon receipt of Service Record enter data from Extract
from Service Record in proper spaces on the Service
Record and destroy Extract.

AGO 24
AR 615-300, par 17 AGO 25

. Recall Supplemental Pay Roll if absence has been less
than 3 months. If it has been more than 3 months,
obtain Statement of Accounts from local DisbO.

AR 345-155, par 5d(3) WD 366,
366a, 366b
AGO 27
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Prefer charges (forward with charges all papers in your
possession listed under instruction 14, except
Form 32 and list of clothing left at post).

MCM, AW 58, 70 AGO 115

For preparation of Charge Sheets see section XVIII

IF DESERTER SURRENDERS OR IS APPRE-
HENDED AT STATION OTHER THAN THAT
OF HIS ORGANIZATION

Place deserter in confinement or arrest as the case may
require. Attach him to some organization for ad-
ministration.

MCM, AW 69

By radio notify commanding officer of organization
from which EM deserted, of fact of apprehension
or surrender; verify EM’s identity and statements;
ask whether CO at home station desires deserter
returned there for disciplinary action; and whether
deserter can be trusted with transportation.

AR 615-300, par 15a
AR 615-290, par 2, C2

Action depends upon loeal service command poliey.

33. Upon receipt of telegraphie reply from CO of home

station, follow instruetions 24 to 26, inclusive.

If EM is being returned to home station, notification to
TAG (instruction 25) will request that papers in the case
be forwarded to the CO of deserter at home station
address.

34. UPO at home station: follow instruction 29. If de-

serter is to be tried at station of return to military

control, send all 3 copies of the pay roll to CO at
that station.

AR 345-155, par 5d, C3 WD 366,

366a, 366b

AGO 27

PCO and 35. Follow instructions 21 and 22.

Surg
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}j:lt}ff::"by

PCO 36. Return deserter to his organization, if consistent with
service command policy. If not, bring him to
trial. MCM, AW 58, 70 AGO 115

AR 615-300, par 19a
AR 30-920, par 10a(1)
AR 615-290, par 2, C2

PCO 37. a. If deserter is to be tried at station of surrender,
send records (when received from TAG or PCO of
home station) to commander of unit to which EM
has been attached.

AR 345-125, par 29a

b. If deserter has been returned to home station, for-
ward to CO of home station the Extract from Morn-
ing Report of the organization to which he was
attached while at station of surrender, and such
other evidence and papers as may have accumu-
lated.

Suecrion XIT

PROCEDURE TO OBTAIN AUTHORITY FOR DISCHARGE
OF ENLISTED MAN

Key to abbreviations: Reference:
UPO—TUnit Personnel Officer AR 615-360, Apr. 4, 1935
CoC—Company Commander
DAuth-—Discharge Authority
Med Bd—Medical Board
Pof EM—Parents of Enlisted Man
See VIII Bd—=Section VIII Board
CO—Regimental Commander

FOR PHYSICAL DISABILITY DISCHARGE

Action
taken by

UPO 1. On request of CoC or Surg, prepare Certificate of
Disability for Discharge (CDD) for CoC and send
it to him for signature.

AR 615-360, par 8, ch by WDC 243, 1941

AGO 40

a. No man will be discharged because of disability, inapt-
ness, or undesirable habits or traits of charaeter, unless

the Government can obtain no useful serviee from him.
Full use will be made of reclassification procedure and

36

e




na

Action
taken by

CoC

CO

Med Bd

UPO

CO

TM 12-255
ADMINISTRATIVE PROCEDURES

additional training in special training battalions. (Note 1,
WDC 270, 1941 as ch by WDC 332, 1942, sec II.)

b. The commander of any administrative unit or installa-
tion commanded by a general officer and eommanding
officers of reception centers, staging areas, named general
hospitals, and port commanders who are not general
officers, are empowered to order discharge under the pro-
visions of AR 615-360, as amended.

WDC 233, 247, 1941 and WDC 258, 1942

2. Sign CDD and send it to Adj.
AR 615-360, par 8, ch by WDC 243, 1941
AGO 40

3. Convene a board of medical officers.

AR 615-360 par 9a, ch by WDC 243, 1941
CDD boards may be convened by CO’s of general hospitals
or stations.

4. Examine EM critically and enter on CDD the data
required by par 10, AR 615-360. Indorse CDD
back to convening authority,

AR 615-360, pars 9, 10, as ch by WDC
243, 1941 AGO 40

5. Prepare forwarding indorsement on CDD for signa-
ture of CO, embodying his recommendation.
AR 615-360, par 11a, ch by WDC 243,
1941 AGO 40
See par 116, AR 615-360, ch by WDC 243, 1941, for action
if board of medieal officers finds that the EM's unfitness
for service is due to one of the ecauses enumerated in par
13b, AR 615-360 as ¢ch by WDC 243, 1941, and that he
is mentally responsible.

6. Sign indorsement of CDD and send to DAuth.

AR 615-360, par 11a, ch by WDC 243,
1941 WDC 252, 1941, sec 1 AGO 40

See remark b under instruction 1.
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DAuth 7. If CDD was initiated from Army Ground Forces,

defense command, combat or field units of Army
Air Forces, or field units of Services of Supply,
and it is determined that discharge is warranted,
indorse CDD back to unit, and direct that EM
be transferred by indorsement on Service Record
to nearest appropriate service command agency of
the Services of Supply, or in the case of Army Air
Forces units to the station complement of the sta-
tion at which his unit is then located, where the
discharge will be accomplished.

AR 615-360, par 16a, ch by WDC 243,

1941
WDC 358, 1942, sec IV AGO 40
UPO 8. Transfer EM by indorsement of Service Record to

appropriate service command or station comple-
ment agency. Forward CDD to appropriate sery-
ice command or station complement agency with
other records on transfer.

WDC 358, 1942, sec IV AGO 24, 40

For procedure see section VIIIL.

CO of SU 9. Furnish Surg of the service unit to which EM was

or Sta Com

assiened at time of discharge a letter in duplicate
setting forth name, grade, and Army serial num-
ber of the EM, the unit to which he belonged,
the date of discharge and the cause thereof as
stated on the CDD.

AR 615-360, par 16c, ch by WDC 243,

1941
DISCHARGE BY REASON OF CONVICTION BY CIVIL
COURT
UPO 10. Prepare for CoC a letter to discharging authority,

—

recommending that EM be discharged.
AR 615-360, par 58

No EM will be discharged by reason of convietion by eivil
court, unless the case comes within the purview of WDC
80, 1941, or paragraph 57a(1), AR 615-360, as changed
by WDC 177, 1941, or the EM has been sentenced to a
term of confinement of 1 year or more. (See note 6,
WDC 270, 1941.)
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Action

taken by

CoC 11. Sign letter and return it to UPO.

UPO 12. Indorse letter and forward in duplicate, through chan-
nels, to DAuth. (See remark b under instruction 1.)

AR 615-360, par 57, ch by WDC 177,
1941, sec III
DAuth 13. If request was initiated on an EM of the Army

Ground Forces, defense command, combat or
field unit of Army Air Forces, or field unit of
Services of Supply, and it is determined that dis-
charge is warranted, indorse letter to CO and
direct that EM be transferred by indorsement on
Service Record to nearest appropriate service
command agency of the Services of Supply, or in
the case of Army Air Forces units to the station
complement of the station at which his unit is
then located, where the discharge will be ac-
complished.
AR 615-360, par 57, ch by WDC 177,
1941 (see remark b under instruction 1)
WDC 358, 1942, sec IV

UPO 14. Indorse letter and transfer EM by indorsement of his
Service Record to appropriate service command
or station complement agency.

WDC 358, 1942, sec IV AGO 24

For procedure see section VIII,
DISCHARGE FOR MINORITY

PofEM  15. Write to authority empowered to order discharge,
applying for the discharge of the EM and sub-
mitting the evidence of age required by AR
615-360, par. 37. (See remark & under in-
struction 1.)

AR 615-360, pars 31, 33b
DAuth 16. Take action deseribed in instruetion 13.

UPO 17. Take action deseribed in instruction 14.
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DISCHARGE BY REASON OF DESERTION (ADMITTED)

Action
taken by

UPO

CoC

UPO

DAuth

UPO

CoC

DAuth
UPO

AND PHYSICALLY DISABLED

18. Prepare for CoC a letter to DAuth, requesting dis-
charge under sec VII, AR 615-360, and setting
forth the reasons why trial is deemed inadvisable
and embodying evidence that EM is unfit for any
military service.

AR 615-360, par 49b(4)

EM will be discharged for desertion only if physically or
mentally incapacitated for any military service. (Note
5, WDC 270, 1941.)
19. Sign letter and return to UPO.
AR 615-360, par 49b(4)

20. Indorse letter and forward in duplicate to DAuth.
(See remark b under instruction 1.)

AR 615-360, par 49

21. Take action described in instruction 13.
AR 615-360, par 50 AGO 56

A blue discharge is given.

292. Take action deseribed in instruction 14.

FOR FRAUDULENT ENLISTMENT

23. Send letter through channels to DAuth, stating the
facts of the case and requesting discharge under
sec VI, AR 615-360. (See remark b under
instruction 1.)

AR 615-360, sec VI

No EM will be discharged because of fraudulent enlist-
ment except by reason of concealment of desertion from
the Navy, Marine Corps, or Coast Guard, or conceal-
ment of convietion by eivil court of offenses outlined
in WDC 80, 1941. (Note 4, WDC 270, 1941.)

24. Take action described in instruction 13.

25. Take action deseribed in instruction 14.
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I UPrPO

CoC
cO

See
VIII
Bd
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DISCHARGE UNDER SECTION VIII, AR 615-360

TM 12-255
ADMINISTRATIVE PROCEDURES

26. Report facts which are cause for discharge to UPO.

30

AR 615-360, par 51a or b, ch by WDC 66,
1941

No man will be discharged because of disability, inapt-
ness, or undesirable habits or traits of character, unless
the Government can obtain no useful service from him.
Full use will be made of reclassification procedure and
additional training in special training battalions.
(Note 1, WDC 270, 1941 as ¢ch by WDC, 332, 1942,

sec. I1.)

. Prepare letter to CO for CoC’s signature.

AR 615-360, par 51a, ch by WDC 66, 1941

. Sign letter and send to Adj.
. Convene a board of officers.

AR 615-360, par 51¢c, ch by WDC 66, 1941

. Determine whether or not EM should be discharged

and submit proceedings to convening authority
in quadruplicate. If discharge is recommended,
also recommend form of Certificate of Discharge.

AR 615-360, par 5l¢, d(4), ch by WDC
66, 1941

See par 51d, AR 615-360, for eonduet and nature of board
proceedings. See par 55, AR 615-360, for forms of
Certificate of Discharge which may be given. If
board determines that discharge should not be given,
make such recommendation and in addition, recom-
mend to the eonvening authority action to be taken to
obtain the most useful service from the EM. (AR
615-360, par 51d(3), and e(2), ch by WDC 66, 1941.)

31. Indorse approval or disapproval of the findings and

recommendations and, if discharge was recom-
mended by board, forward proceedings to DAuth
in triplicate, file quadruplicate. (See remark b
under instruetion 1.). If discharge not recom-
mended by board, take such action upon the
recommendations of the board as is appropriate
to obtain the most useful service from the EM,
file the board proceedings, and notify the CoC
concerned of the final action taken in the case
(AR 615-360, par 51f(1), ch by WDC 66, 1941).

AR 615-360, par 51e(1)
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DAuth 392. Take action outlined in instruction 13 and return
board proceedings to CO.
AR 615-360, pars 51f(2), 53, and WDC ;
358, 1942, sec IV WPl
o 33. If discharge ordered by DAuth, send proceedings of

See VII Bd to UPO as authority for discharge.
If discharge not ordered, file board proceedings,
and inform CoC of final action taken.

AR 615-360, par 511(3) and (4)

UPO 34. Take action deseribed in instruction 14. Forward
board proceedings in duplicate with other records
on transfer,

Secrion XIII
PROCEDURE TO EFFECT PAYMENT OF TROOPS

Key to abbreviations: References:
UPO—Unit Personnel Officer AR 35-120, June 6, 1942
CoC—Company Commander AR 35-320, Deec. 19, 1941
DisbO—Disbursing Officer AR 35-1140, May 13, 1942
AO—Agent Officer AR 35-1440, Nov. 15, 1933
PWO—Payment Witnessing Officer AR 345-155, July 16, 1938 %

CO—Regimental Commander
REGULAR PAYMENTS

Action
taken by

UPO 1. Prepare Pay Roll in quadruplicate in time to permit
signing by individuals and submission to local
disbursing officer not later than the 25th of the
current month or 5 days before date of pay-
ment. (For method of preparation of Pay
Roll and model remarks see AR 345-155. For
common credits and stoppages see AR 35—
1340, 35-1380 to 35-1540, inclusive, 35-2320
to 35-2620, inclusive, and 35-6640.)

AR 345-155 WD 366, 366a,

and 366b

Original will be kept original throughout, the duplicate
the first earbon copy throughout, the triplicate the

second carbon copy throughout, and quadruplicate U {
the third carbon eopy throughout.
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UPO 2. Submit original Pay Roll to CoC for signature of the
men.
AR 345-155 WD 366, 366a,
and 366b

CoC 3. After verification and signature by the men, return
Pay Roll to UPO.

WD 366, 366a,

and 366b

The signature of an EM acknowledges the correctness

of a eharge for lost or damaged property. His atten-

tion, therefore, will be called to such an entry (AR
35—-6640, par 2b(3)).

UPO 4. Type names of men who signed original roll on
duplicate and triplicate copies of roll, prepare
and sign all copies of top certificate on Pay
Roll and submit original and duplicate to local
disbursing officer not later than the 25th of the
month or 5 days before date of payment. Send
quadruplicate direct to TAG. Retain trip-
licate.

AR 345-155, C3 WD 366, 366a,

and 366b

In cases of Pay Rolls submitted for payment by check

the third copy will also be submitted to the disburs-

ing officer in order that the computations and check

numbers may be entered and returned to the UPO.

If this is not done and any men are red-lined by the

disbursing officer on account of erroneous remarks,
the UPO does not know about it.

DisbhO 5. Compute Pay Roll and return duplicate to UPQ.

UPO 6. Transcribe pay accounts to triplicate copy and hold
both copies until pay day.

CO 7. Submit to commander on whose staff the local dis-
bursing officer is serving, the name of an officer
to be designated in orders as class A agent
officer.

AR 35-320, pars 2, 3a(l)

UPO 8. On pay day, give duplicate and triplicate copies of
Pay Roll to officer witnessing pay.
AR 35-120, par 5e
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Action
taken by

AO 9. Draw pay and original Pay Roll at disbursing office
on pay day as directed. Pay organization in
person and in presence of witnessing officer.

AR 35-120, par 5e B

Actual payment must be made by the designated agent
himself and he must not entrust funds to another
person to make the payments for him. No check
marks will be placed on the original copy of the Pay
Roll except that any men not previously red-lined

~ and who are not paid will be lined out and initialed
by the witnessing officer on all copies of the roll with
the notation ‘“‘Not Paid.”

PWO 10. On completion of pay, sign second certificate on
original Pay Roll only as witnessing officer.
Sign third certificate on duplicate and triplicate
copies only, certifying that they are “True
Copies” of the roll on which you witnessed
payment. Return original and duplicate to
AO, and triplicate to UPO. If any men who
signed the Pay Roll are not paid, red-line their
names in all copies with the notation “Not
Paid.”

AR 345-155 WD 366, 366a,
AR 35-120, par 5e and 366b

AO 11. Within 24 hours of receiving funds from local dis- ¥
bursing officer, return to him original and
duplicate rolls, together with pay of men who
were red-lined.

AR 35-320, par 17a WD 366, 366a,
and 366b

UPO 12. Receive triplicate Pay Roll from witnessing officer.
Post Service Records to show date of last pay-
ment. File triplicate with records of organi-
zation.

AR 345-125, par 27b WD 366, 366a,
and 366b
AGO 24
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Action
taken by

UPO

UPO
CoC
UPO

DisbO
CoC

UPO

13.

1.7
18.

19.
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SUPPLEMENTAL PAYMENTS

If for any reason, EM were not paid on regular Pay
Roll, or men have joined organization subse-
quent- to submission of regular Pay Roll, pre-
pare Voucher for Pay and Allowances of Indi-
vidual Enlisted Men in triplicate. (In cases of
five or more men, prepare supplemental Pay
Roll on WD Form 366, 366a, and 366b and
follow instructions outlined for regular pay-
ments.)

AR 345-155 WD 337 or 366,
TM 12-250, par 366a, and 366b
276

WD Form 337 (Individual Pay Voucher) is not
being reprinted and it is not intended to furnish
this form after the present supply is exhausted.
Pay Roll Forms 366, 366a, 366b, are to be used
for all payments, whether for one individual or
more. (WDC 324, 1942, sec IV.)

. Follow instruction 2.
. Follow instruetion 3.

. Certify voucher and submit in duplicate to DisbO

for payment; file triplicate.
Compute and notify AO that pay is ready.

Send EM, accompanied by identifying officer, to
DisbO for payment. Notify UPO of fact of
payment.

Post Service Record to show date of last payment.
AR 345-125, par 27b AGO 24

If payment is made on WD Forms 366, 366a, 366b,
UPO, CoC, DisbO, AO, and PWO follow pro-
cedures 2 to 12, inclusive.

Supplemental Pay Rolls and Individual Pay Vouch-
ers may be submitted at any time. However,
under ordinary circumstances, they will be sub-
mitted so as to reach the DisbO by the 10th of
the month following month for which payment is
to be made.
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PARTIAL PAYMENTS

Action
taken by

UPO 20. On notification by proper authority, prepare
Voucher for Pay and Allowances of Individual (j (&
Enlisted Men in triplicate for partial payment.
(For five or more men, prepare Partial Pay-
ment Pay Roll on WD Forms 366, 366a, and
366b.) (For authority to make partial pay-
ments, method of computing amount to be
paid, and method of preparation, see AR 345~
155.)

TM 12-250, par 267 WD 337 or 366,
AR 345-155 366a, and 366b

See remark under instruetion 13.

UPO, CoC, Follow instructions 2 to 12, inclusive, when pay-

DisbO, PWO ment is made on Partial Payment Pay Roll and

and AO instructions 14 to 19, inclusive, when payment
is made on Voucher for Pay and Allowances of
Individual Enlisted Men.

UPO 21. Enter under “Remarks-Financial,” in Service Rec-
ord and on next Pay Roll amount and date of =

Partial Payment. (If payment is made casu-

ally also enter data of payment on Soldier’s
Individual Pay Record.) -

AR 345-155, par 10%, C2 AGO 24, 28

CASUAL PAYMENTS

Any UPO 92. Prepare Individual Pay Voucher in triplicate or
Pay Roll in triplicate from data on Individual
Pay Record, on presentation of latter by EM
when he has become separated from his organ-
ization. State on Pay Roll or voucher amount
to be paid; such amount not to exceed amount
due EM after deductions have been made for
allotments and insurance premiums.
AR 345-155, par 10%, C2 WD 337
or 366, 366a, and

366b ‘
AGO 28 O &

See remark under instruction 13.
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23. After payment, enter on pages 4, 5, 6, or 7, of

Individual Pay Record, period covered, allot-
ment and insurance deductions, amount paid,
voucher number and month, and name of dis-
bursing officer making payment, followed by
name, grade, arm or service of personnel officer
or detachment commander.

AR 345-155, par 10%, C2 AGO 28

24, Notify EM’s organization commander of faet of

payment by Notice of Casual Payment.
AR 345-155, par 10%, C2 AGO 19

25. On receipt of information of Casual Payment, notify

UPO to make appropriate entry of payment in
Service Record under “ Remarks-Financial.”
AR 345-155, par 10%, C2 AGO 24

26. On return of EM to parent organization, check

Soldier’s Individual Pay Record against Service
Record, take necessary action to correct any
overpayments or shorf payments and indorse
entries on pages 4, 5, 6, and 7 of Pay Record
“Verified with Service Record,” followed by
name, grade, arm or service of UPO.
AR 345-155, par 10%, C2 AGO 24
and 28

PAYMENT WHEN HOSPITALIZED
IN NONPAY STATUS

27. Prepare voucher in triplicate for payment of $5

personal expense money for an EM in hospital
in nonpay status for each full month in such
status. Send to EM for signature.

AR 35-1440, par 1a, sec4 WD 337

See remark under instruetion 13.

28. Certify voucher and submit to local disbursing

494360°—42——4

officer in duplicate for payment; file triplicate.
Enter fact of such payment on financial page
of EM’s Service Record.
AR 35-1440, par 3c and WD 337
AR 345-125 AGO 24
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Action
taken by
DisbO 29. Mail check to EM. Forward original voucher to
Chief of Finance and file duplicate.
AR 35-1140 WD 337

PAYMENT ON SEPARATION FROM
SERVICE BY DEATH

For final payment on separation from the service by
death see section XV.

Srerron XIV

PROCEDURE TO AUTHORIZE OR DISCONTINUE ALLOT-
MENTS, DEDUCTIONS, AND PAY RESERVATIONS,
AND TO PROTECT AND OBTAIN BENEFITS
FOR DEPENDENTS

Key to abbreviations: References:
EM—Enlisted Man AR 345-155, July 16, 1938
UPO—Unit Personal Officer Allotments—AR 35-5520, Mar, 4, 1941
O—Officer WDC 212, 1942

CoC—Company Commander Deductions—WDC 225, 1942
WDC 288, 1942
Pay reservation—WDC 215, 1942

TO AUTHORIZE ALLOTMENTS FOR SUPPORT OF

DEPENDENTS, OR FOR PREMIUMS
ON INSURANCE »

Action

taken by

EM 1. Inform CoC of desire to make allotment.

CoC 2. Notify UPO of EM’s desire so that pay will not be
overobligated.

UPO 3. a. Prepare Form 29 in duplicate for Cl E; in triplicate

for C1 D and Cl N. Get EM’s signature on all
copies. Sign as witness.

b. Send original to Office of Dependency Benefits, 213
Washington St., Newark, N. J.; file duplicate with
Service Record; send triplicate for C1 D and Cl
N to Director of Insurance, Veterans Administra-
tion, Washington, D. C. -

O
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3. ¢. Note deduction on Service Record, Individual Pay
Record, and on Pay Roll of man concerned.

AR 35-5520, par 6a(1), (3) AGO 29
AR 345-155, pars 101, 14, C2 AGO 24
AGO 28

WDC 212, 1942 WD 366, 366a, 366hb
d. WD, AGO Form 29 will show the kind of allot-

ment:

Cl D—Government Life Insurance.

Cl N—National Service Life Insurance.

Cl E—Support of Dependents, or
Payment of Commercial Life Insurance
Premiums,

¢. Form 29 will be forwarded in time to reach the
Office of Dependency Benefits, 213 Washington St.,
Newark, N. J., by the 10th of the month in which
allotments are to become effective. Receipt of
Form 29 will be acknowledged to UPO, and amount
of allotment will be sent direct to allottee.

f. Before going overseas every officer and enlisted man
will be given opportunity to make allotment.
Entry will be made on back of Form 43 whether
allotment was made or declined. AGO 43

4, Same procedure as for enlisted man but officer is re-
sponsible that entry of allotment is made on his
Pay Voucher and on his Pay Data Card.
AR 35-5520, par 6a(3) WD 366
AGO 77

TO DISCONTINUE ALLOTMENTS
5. Inform CoC of desire to discontinue allotment.
6. Notify UPO of man’s desire to discontinue allotment.

7. Prepare Form 30, fellowing instructions and distribu-
tion in instruction 3a, b. Get EM’s signature on
and sign all copies as witness.

AR 35-5520, pars 12, 13 AGO 30
AR 345-155, pars 101, 14b, C2 AGO 24
AGO 28
WDC 212, 1942 WD 366, 366a, 366h
AGO 77
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Action
taken by "
O 8. Same procedure as for enlisted man. Officer will see

that appropriate entry is made on Pay Data Card.

Allotments will be terminated by the UPO when for any y
reason the allotter’s available pay will not warrant the ()I ', .
continuance of allotment, or upon the death, desertion,
or mental incapacitation of allotter. (Allotments will
continue for a period of 12 months from date of com-
mencement of absence of alloiter who is officially re-
ported as missing, missing in action, interned in a neutral
country, or captured by an enemy.—Sec II1, Bull 14,
WD 1942.)) Discontinuance will be made by radio
(followed by Form 30) in emergeney situations to prevent
overpayment. Discontinuance will be acknowledged by
Office of Dependency Benefits, 213 Washington St.,
Newark, N. J.

Allotments may also be suspended (see AR 35-5520,
par 14).

TO AUTHORIZE CLASS A PAY RESERVATION
FOR PURCHASE OF WAR SAVINGS BONDS

EM 9. Inform CoC of desire to make Cl A Pay Reservation
and in what amount,
WDC 215, 1942, par 2b, sec 11

Cl A Pay Reservations will be acceptable only in multiples
of $1.25 (EM will be encouraged to subscribe at least
$3.75 per month).

CoC 10. Notify UPO of EM’s desire to make Cl A Pay Reserva-

tion.

UPO 11. a. Prepare Form 29-5 in quadruplicate and get EM’s
signature to all copies; sign all copies as witness.
send original and duplicate to Chief of Finance,
War Bond Division, New Armory Building, 19th
and A Streets, SE., Washington, D. C.; file tripli-
cate; give quadruplicate to EM.

b. Enter Pay Reservation under‘ Remarks-Financial”’
in Serviece Record; on Individual Pay Record, and
on the appropriate column of Pay Roll.

WDC 215, 1942, sec. II, pars 1, 2 AGO 29-5
AGO 24

AGO 28

WD 366, 366a, 366b () | [
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Action
taken by

O 12. Same procedure as for EM.
May not be less than $3.75 per month.

Chief of Finanee will purchase War Bonds in the name of
the O or EM whenever funds acerued from Pay Reserva-
tion are sufficient; and mail bonds to address given in
authorization; or, if requested, he will have bonds held in
trust for person concerned at United States Treasury.
Only one Cl A Pay Reservation per subsecriber is per-
mitted.

TO DISCONTINUE CLASS A PAY RESERVATION

UPO 13. When discontinuance is desired or required, prepare
Form 30-5 following instructions and distribution
in instruetion 11.

WDC 215, 1942, sec 11, pars 3,4 AGO 30-5

Discontinuance will be made on request of subsecriber or
death, desertion, or mental incapacitation of subscriber.
Discontinuance also will be effected on reduction in grade,
stoppage of pay, or forfeiture of pay due to court martial
when the subscriber’s available pay will not warrant con-
tinuanee of the reservation.

TO AUTHORIZE CLASS F DEDUCTION FOR PAY-
MENT OF MONTHLY FAMILY ALLOWANCES
UNDER SERVICEMEN’S DEPENDENTS AL-
LOWANCE ACT OF 1942

EM 14. Any EM of grades 4 to 7, having dependents as specified
by WDC 225, 1942, may signify his wish to make
application.

CoC 15. Notify UPO of EM’s desire to make application.

UPO 16. Give EM assistance in preparing AGO Form.625.
WDC 225, 1942 and WDC 288, 1942
AGO 625
Full instruetions are printed on back of form as well as

details of supporting evidence of dependeney to be fur-
nished by the applicant.
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Aection
taken by

UPO 17. Send original by indorsement to the Office of Depend-
ency Benefits, 213 Washington St., Newark, N. J.
See that all other allotments are discontinued or
adjusted so that EM has sufficient monthly pay
due to cover this deduction and leave EM with
$10. Make entry on Service Record, Pay Roll,
and Individual Pay Record, and file official copy
with the Service Record.

WDC 225, 1942 and WDC 288, 1942
AGO 625
AGO 24, 28
WD 366, 366a, 366b

UPO 18. Notify Office of Dependency Benefits, 213 Washington
St., Newark, N, J., of EM’s desertion or convie-
tion by ecivil court. Also notify above branch of
any change in status of EM, or any of his depend-
ents affecting payment of allowances.

WDC 288, 1942 and WDC 225, 1942, pars
13, 14

Payment will cease on eonvietion of desertion; when absent
3 months in desertion; when imprisoned by ecivil court for
time exceeding 3 months. Payments will continue for a
period of 12 months from date of commencement of
absence of EM who is officially reported as missing, miss-
ing in action, interned in a neutral country, or captured

by an enemy. (See III, Bull. 14, WD, 1942.)

PROCEDURE TO APPLY FOR NATIONAL SERV-
ICE LIFE INSURANCE

EM 19. Inform CoC of desire to apply for National Service Life
Insurance,

CoC 20. Notify UPO of EM’s desire for insurance.
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21. Prepare Veterans Administration Form 350 (if more than
120 days have elapsed since entry on active duty,
use Veterans Administration Form 350-A). Have
signature of applicant witnessed and sign as certify-
ing to service. Enter on page 10 of Service Record.
Prepare Cl “N” allotment if insured desires to pay
premiums by that method. Make proper entry on
Pay Roll and Individual Pay Record. Send appli-
cation to Director of Insurance, Veterans Adminis-
tration, Washington, D. C.

WDC 125, 1940, sec II USVA 350
USVA 350-A

WDC 192, 1941, sec II AGO 24, 28, 30
WDC 100, 1942, sec IV as ch by WDC 113
and 269, 1942 WD 366, 366a, 366b

Insurance must be initially taken on 5-year level premium
basis for amounts from $1,000 to $10,000 in $500 steps.

22. Make change of beneficiary as changes occur. (Vet-
erans Administration Form No. 336.)

OTHER BENEFITS TO DEPENDENTS

These will be taken care of by the proper officials and
will require no action by the beneficiary except to
accomplish forms provided.
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Benefits

Definition and limitations

Six months’ gra-
tuity pay.

Arrears in pay._...

On death in line of duty while on

active service, 6 months’ pay of
the serviceman (including longev-
ity, foreign service percentage (10
percent base pay for officers, 20
percent EM) and flying pay, but
not ineluding rent or rations) is
paid to his widow, or if there is no
widow, to children under 21 years
of age and unmarried, whether or
not designated as beneficiary.
Where there is no widow or
dependent children, any other
dependent blood relative of the
serviceman or of the wife of such
serviceman may be paid the gra-
tuity if properly designated as
beneficiary.  Unless designated,
said relative cannot receive the
payment. A friend cannot become
eligible to receive this benefit.

Arrears in pay means the balance of

pay and allowances due a deceased
serviceman at the time of his
death. If there is an executor or
administrator, thiz benefit is paid
him, If not, and the total amount
due is not in excess of $500, pay-
ment may be made to the widow or
child. Amounts in excess of $500
may be paid only to the legally ap-
pointed executor or administrator
of the estate or as may be ordered
by the court. If neither widow nor
child survives, the payment is

made to the legal heirs.

Agency having Jurisdietion

Finance Officer, U, 8.
Army, Pay and
Mileage Division,

Washington, D, C,

Comptroller General
of the United
States, General Aec-
counting Office,
Washington, D. C.

‘) IF.




TM 12-255

ADMINISTRATIVE PROCEDURES

Benefits Definition and limitations Agency having jurisdiction

Burial expenses___| The Government under the super- | The Quartermaster
vigion of the quartermaster will General, War De-
provide for every necessary service partment, Wash-
incident to burial of a serviceman. ington, D. C.

No expense will be ineurred by the
serviceman’s family if the entire
arrangement is handled by the
quartermaster. In the event that a
part of the burial arrangements are
handled by the serviceman’s fam-
ily, the family is entitled to receive
reimbursement within certain lim-
its. Upon arrival at the place of
burial, the necessary expenses, not
to exceed $50 incident to burial,
will be paid by the Government.
These may include hearse hire,
carriage for relatives, service of
minister, grave site, and opening
and closing of grave.
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Secrion XV

PROCEDURE IN CASE OF DEATH IN CONTINENTAL
UNITED STATES, AND DEATH AS BATTLE CASUALTY
(See AR 600-550, as ch by C2, when death occurs outside United

g States, not a battle casualty)

' Key to abbreviations: References:
Surg—=Surgeon AR 30-920, Oct. 4, 1935
CoC—Company Commander AR 30-1805, Feb. 1, 1924

PCO—Post Commander (When death occurs AR 30-1810, Feb. 1, 1924
in unit in the field or away froma AR 30-1815, Feb. 1, 1924
post, camp, or station substitute AR 30-1820, Mar. 16, 1931
Regimental Commander for Post AR 30-1830, Mar. 1, 1939

Commander.) AR 35-780, May 22, 1942
UPO—Unit Personnel Officer AR 35-1360, June 2, 1942
DisbO—Disbursing Officer AR 35-5520, Mar. 4, 1941
SC—Summary Court AR 35-6640, June 13, 1942
QM-—Quartermaster AR 35-6680, June 6, 1942

AR 40-590, Feb. 2, 1942
AR 40-1080, Dec. 31, 1934
AR 60-5, May 19, 1942
AR 210-10, Dec. 20, 1940
AR 210-500, May 16, 1933
AR 345-125, Feb. 1, 1932
AR 345-155, July 16, 1938
AR 345-400, Aug. 25, 1938
AR 345-475, Aug. 29, 1938
AR 345-800, July 1, 1942
AR 600-30, Nov. 11, 1933
AR 600-550, Mar. 6, 1936
AR 605-90, May 21, 1942
AR 615-25, July 31, 1942

Letion
taken by

Surg 1. a. Prepare and submit to CO in triplicate, AGO Form
52 (Report of Death).
AR 600-550, par 19a

b. Notify CO and deceased’s immediate commanding
officer of the death and of such parts of the informa-
tion required by reference as are applicable.

AR 600-550, par 2b AGO 52

c. Report death promptly to the proper civil health
authority, through CO.
AR 40-1080, par 6b

When cause of death, or question of line of duty in death
from natural causes, is undetermined, the facts will be
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stated on the notification of death, but when finally deter-
mined by autopsy or other means, a supplementary report
will be made to the CO and to the immediate commander.

. Prepare notification of death and send by commercial

telegram to emergency addressee, to include in-
formation required.
AR 600-550, par 7, C2

Amount authorized by regulations for funeral expenses
after arrival of remains at place designated is $50 (AR
30-1830, par 3b(5)).

Notify by radio or telegram TAG of the death (also
CG of service command and Division Commander).
AR 600-550, par 3a(l), (2), C2

In case the information required by AR 600-550, par
3a(l)(d), C2 is undetermined, it will be so stated in the
original report to TAG and a supplemental report will be
rendered as soon as determination is made to TAG.

Prepare in duplicate for CoC’s signature a letter of -
sympathy to the nearest relative or other person
designated to be notified in case of emergency. Get
from CoC informally, any special points to be covered.

Send letter to CoC. File duplicate.

AR 600-550, par 8, C1
For names, official designations, and post office addresses of

officers and officials to whom applications should be made
for benefits, see section XIV.

. Sign and mail letter of sympathy.

Make entry in Morning Report covering death.
AR 345-400, par 30 AGO 1
IF DECEASED IS AN OFFICER

Notify DisbO who has the accounts of deceased officer.

AR 210-10, par 10b(4), ch by WDC 12,
1942, sec III

Upon receipt of notification of death of officer, execute a

Transeript Statement of Account in duplicate and
forward both copies to the Chief of Finance.

AR 35-1360, par 4a(1)
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Action

taken by

UPO 9. Prepare Report of Separation, in duplicate, and send
original direct to the Director of Selective Service,
Washington, D. C. Forward in duplicate to post
adjutant with those papers listed in instruction 19. ¢ F

WDC 12, 1942, par 2, sec V DSS 173

PCO 10. Appoint a board of officers, three when practicable, on
the death of an officer accountable or responsible
for public property or funds, to inventory the prop-
erty or funds and report accurately the quantities
and condition thercof; or if the deceased was
accountable, to accomplish the transfer of the
accountability.

AR 356680, par 4a

IF DECEASED IS AN ENLISTED MAN

CoC 11. When property issued to an EM is found to be missing
or damaged upon his death, initiate a Report of
Survey in triplicate, executing thereon the appro-
priate certificate and forward it to the CO.
AR 35-6640, par 7d(1) AGO 15

PCO 12. Approve the Report of Survey without the action of a
surveying officer if desired, in which case the three
copies of the approved report will be disposed of as
provided for completed Reports of Survey.

AR 35-6640, par 7d(2)

For disposition of Report of SBurvey and for action if sur-
veving officer is appointed, see section XXIX,

CoC 13. Furnish UPO all information relative to the indebtedness
of the deceased to the Government,

AR 345-475, par 5a(8)

UPO 14. Discontinue allotments, deductions, and Cl A Pay
Reservations.
AR 345-125, par 22e(1) AGO 30, 30-5
AR 35-5520, par 12a(3)
WDC 215, 1942, sec II, par 3
For procedure, see section XIV.

Notify Office of Dependency Benefits, 213 Washington St.,
Newark, N. J., if EM has Cl F deduction.

-
=
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15. Prepare Final Statement in triplicate and furnish to
DisbO.

AR 345-475, par 2b(2) WD 370

Submit original Report of Change through channels to

MRU, file duplicate.

AR 345-800, par 16, C2 AGO 303

a. If deceased had deposits, attach deposit book to the Final
Statement (AR 35-2600, par 7).

b. On preparing next monthly organizational Pay Roll, add
the name of the deceased following the names of men of the
organization. Enter name, grade, and date of death
(AR 345-155, par 5d(1)(e)).

WD 366, 366a, 366b

16. Obtain from CoC character and efficiency rating of EM
and enter same in Final Indorsement of Service
Record.

AR 345-125, par 1e, C4 AGO 24

17. Complete Final Indorsement of the Service Record of
deceased KM.
AR 345-125, par 37a, ¢ AGO 24

Note in Service Record that Final Statement was submitted
to DisbO (AR 345475, par le(1)).

18. Prepare Report of Separation, in duplicate, and send
original direct to the Director of Selective Service,
Washington, D. C. Forward duplicate to post
adjutant with those papers listed in instruction 19.

WDC 12, 1942, par 2, sec V DSS 173
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taken by

UPO 19. Send papers listed below to the PCO:

Number of copies when de-
ceased was—

Paper X
M !f)“r wo { '
Serviee Record 2 . 1 0
AR 345-125, par AGO 24
41a(6)
Report of Death_ 3 3
AR 600- 550, par /i AGO 52
Bee instructions 24 and 20 |
Inventory of Effects ____ 180r0 [30r0 |
AR 600 550 par 288. AGO 54
See Instructions 36¢, 43e, [
Soldier’s Qualification Card____ ___ J 1 0
AR 615-25, par 34b AGO 20
Officer’s Qualifieation Card. . __ _ 0 1
AR 605-90, par 18e, AGO
c1 S
Immunization Register. : : 1
Not required, but (nuirmnr} it may h[ ﬂ!r : | MD 81
EM’s Individual Pay Record. _ 1 0|
AR 345-155, par AGO 28
1114i(2), C2
Report of Separation______ 1 1
WDC 12, 1942 par (DSS 173
2, sec ¥ ‘
See instruction 18, |
PCO 20. Forward papers received from UPO (instruetion 19) and

from SC (gee instruction 36¢) to TAG, except those
to be filed as per instructions 25, 30, 33, and 38.

CoC 21. Secure all effects of deceased.

ROUTING OF REPORT OF DEATH, AGO FORM
52, IN EVENT OF DEATH OF ENLISTED MAN

Surg 22. Prepare and forward 3 copies of Report of Death to
PCO.
AR 600-550, par 19a, d AGO 52
PCO 23. Make appropriate entries on Form 52. Sign all copies
and forward them to deceased’s UPO. Q
AR 600-550, par 19a, d, e AGO 52
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24. Complete and sign reverse of all three copies of Form
52 and return them to PCO.
AR 600-550, pars 4, 19¢ AGO 52
Enter on Form 52 the date Form 30 was mailed (AR 345
125, par 22¢(1).
25. File 1 copy of Form 52. Forward 2 copies with Service
Record to TAG,

AR 600-550, pars 4, 19a AGO 52
AR 345-125, par 41a(6)

ROUTING OF REPORT OF DEATH, AGO FORM
52, OF OFFICER OR WARRANT OFFICER

26. Follow instruction 22,

27. Make appropriate entries on all three copies of Form
52. Sign all copies and forward them to the de-
ceased’s CO.

AR 600-550, par 19a,d,e AGO 52

28, Complete the reverse of all three copies of Form 52 for
signature of CO. Send to CO.

AR 600-550, par 19e AGO 52

29. Sign all three copies of Form 52 on reverse. Send all
copies to PCO.

AR 600-550, par 19e AGO 52
30. File 1 copy of Form 52. Forward 2 copies to TAG.
AR 600-550, pars 4, 19a - AGO 52

DISPOSITION OF EFFECTS AND ROUTING OF IN-
VENTORY OF EFFECTS, AGO FORM 54

When widow or legal representative is present

31. a. Collect effects.
AR 600-550, par 28a

This action is taken by the immediate commanding officer
of the deceased.
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Action
taken by

CoC 31. b. Prepare Inventory of Effects in triplicate and—
(1) If deceased was an EM, send 2 copies to
UPO and file third copy in Co file. \
If deceased EM has deposits, note each deposit on @
Form 54. Give amount, date, and place of deposit,

and name and grade of disbursing officer with whom
filed (AR 35-2600, par 7).

(2) If deceased was an officer or warrant officer,
send all copies to CO.

AR 600-550, pars 28a, 37 AGO 54

¢. Deliver effects to widow or legal representative.
AR 600-550, par 28a
On Form 54, show the full name and address of the widow
or legal representative (AR 600-550, par 28b).
UPO 32. Forward Form 54 to PCO (see instruction 19).
AR 600-550, par 28a AGO 54
PCO 33. File 1 copy of Form 54 of officer or warrant officer (see

instruction 20). Forward 2 copies, in all cases,
with these papers listed in instruction 19 to TAG.

AR 600-550, par 28a AGO 54 B‘,Jﬁ
When widow or legal representative is not present

PCO 34, Direct a SC to act on the disposition of the effects,
MCM, AW 112

CoC 35. Collect and list effects. Deliver them with list to SC
i and obtain receipt therefor.
AR 600-550, par 29a

This action is taken by the immediate commanding officer
of the deceased.

ASC 36. a. Receive and give receipt for effects.
: AR 600-550, par 29a

b. Pay the undisputed local creditors of deceased so
far as possible with money belonging to the de-
ceased which may come into court possession under
the provisions of AW 112, taking receipts therefor
for file with final report.

MCM, AW 112
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Prepare Inventory of Effects in triplicate and—
(1) If deceased was an EM, send 1 copy to de-
ceased’s CoC and 2 copies to the post adjutant.
See remark under instruetion 315(1).
(2) If deceased was an officer or warrant officer,
send 3 copies to the post adjutant.
AR 600-550, pars 29a, 37 AGO 54
Package the effects and number the packages.
AR 600-550, par 38a, b

. Verify the contents of the packages against the

articles listed on Inventory of Effects and seal the
packages.

AR 600-550, par 38a
Prepare a certificate to the effect that verification
of the contents at the time they were sealed was
accomplished,
AR 600-550, par 38a

Label the packages with deceased’s full name,
grade, serial number, and organization. Mark each
package, box, or crate “Effects deceased officer,”
warrant officer,” or enlisted man.”

AR 600-550, par 32

. Address packages and, with certificate (see f above),

turn them over to QM for shipment to beneficiary.
MCM, AW 112

. Prepare a final report of the transaction in duplicate.

Send both copies of report to the PCO.
MCM, AW 112

CoC 37. File copy of Form 54 in the company file (see instruction

36e(1).
AR 600-550, par 37 AGO 54

II[ PCO 38. File 1 copy of Form 54 of O or WO and 1 copy of SC’s

report (see instructions 20, 36¢(2) and 7). Forward
final report of SC transactions and 2 copies of Form
54,1in all cases, with those papers listed in instrue-
tion 19, to TAG.

AR 600-550, par 29a . AGO 54
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Action
taken by :
QM 39. Receive effects and certificate from SC (see instructions

36f and &) ; ship effects to widow or legal representa-
tive of deceased under provisions of AW 112,

MCM, AW 112

When widow or legal representative cannot be located

CoC 40. Follow instructions 34 and 35.

SC 41. a. Receive and give receipt for effects.
AR 600-550, par 29a

b. Prepare Inventory of Effects in triplicate.
AR 600-550, par 29a AGO 54

See remark under instruction 31b(1).
¢. Convert into cash by public or private sale, not ear-
lier than 30 days after the death of deceased, all
effects of deceased except sabers, insignia, decora-
tions, medals, watches, trinkets, manuscripts, and
other articles valued chiefly as keepsakes.
MCM, AW 112

Do not sell any stoeks, bonds, or other forms of purely
commercial papers (AR 600-550, par 34b).
d. Follow instruction 365.
¢. Deposit cash with DisbO.

|3
AR 600-550, par 35 WD 322
DisbO 42. a. Receive cash deposit.
AR 600-550, par 35 WD 322

b. Prepare Form 322 in triplicate. File 1 copy and give
2 copies to SC.
AR 600-550, par 35 WD 322
AR 35-780, par 2d(1)

Form 322 will show clearly the nature of the deposit.

sC 43. a. Report by letter, direct to the Chief of Finance, the
name of the deceased, date of death, and amount of
cash turned over to the DisbO.

AR 600-550, par 35
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b. Package the Cl I effects (all Ol IT effects were con-
verted into cash) and number the packages.
AR 600-550, par 38
CL I effects are keepsakes, ete., listed in instruction 41e.
¢. Follow instruction 36e to g, inclusive.
d. Prepare a final report of the transactions in duplicate.
MCM, AW 112

¢. Collect the following items, and have them forwarded
direct to TAG by registered mail or express:

AR 600-550, par 36

Number

Item copies See instruction—
Formb54___________ Ml f 2 41b
Koo aua o - oo orig 42
{Certificate . tiosee L.~ 1 36f
Deceased’s will____________ I L
Commercial papers. __________ - remark under 41¢
Cl I articles._______ 2 s L 41¢

J. (1) If deceased was an EM forward 1 copy of

Form 54 and 1 copy of Form 322 to deceased’s CoC.

AR 600-550, par 37 AGO 54 and

WD 322

(2) If deceased was an O or WO, forward 1 copy of
Form 54 and 1 copy of Form 322 to the PCO.

AR 600-550, par 37 AGO 54 and

WD 322

44. File copy of Form 54 and Form 322 (see instruction 43f)

in company (or post) file.
AR 600-550, par 37 AGO 54 and
WD 322
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DISPOSITION OF REMAINS, INCLUDING TRAVEL OF

ATTENDANT
Preparation of remains
Action
taken by
Surg 45. a. Identify remains.
AR 30-1820, par 1
Surg is responsible for the proper preparation of the remains
for burial and for proper observance of interstate and
local ordinances coneerning burials and shipment of re-
mains.

b. (1) Perform an autopsy if necessary to determine

cause of death.
AR 40-590, par 19d(1)

(2) Keep complete record of autopsy. Forward 1
copy of record of autopsy to the curator, Army
Medical Museum.

AR 40-590, par 19d(2)
¢. Notify undertaker under Government contract.
AR 40-590, par 19b(1)

(1) If there is no undertaker under Government
contract, notify QM that the services of an
undertaker are required.

(2) Surg is responsible for the remains until re-
moved from hospital or undertaker’s establishment
by QM for interment or shipment.

d. Inspect remains immediately after death and again
with contracting officer or his representative both
after the body is embalmed and while it is nude, and
after it is clothed and in the casket.

AR 40-590, par 19¢
AR 30-1820, par 5, C3
QM 46. a. Have contracting officer or his representative

inspect remains with surgeon or his representative
as per instruction 45d.
AR 30-1820, par 5, C3
b. Provide any clothing required for the remains.
AR 30-1820, par 8, C2, AR 615-40, par
4¢(2)
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Shipment to relatives

47. Determine method of shipment of remains and if ship-

48.

49,

.

ment is as baggage on Transportation Request;
determine and designate attendant. Conform as
far as practicable with the wishes of the relatives
as to method of shipment and issue the necessary
travel order covering the entire travel of the attend-
ant, stating name and status of attendant.

a. Methods of shipment inelude: by express, without an
attendant, or as baggage on a Transportation Request,
with an attendant.

b. Transportation and authorized sleeping-ear or similar
accommodations may be furnished to one relative in
the capagcity of an attendant to the remains.

AR 30-920, par 17b
Procure a storm flag and give it to attendant for
delivery to relatives; or if there is no attendant,
ship flag with remains.

b. Arrange for delivery of remains to the place desig-
nated by the relatives, either by direct negotiation
with an undertaker at the place of delivery or by
arrangements made by the attendant accompany-
ing the remains to the destination.

c. Wire consignee as to time at which remains are
due to arrive,

AR 30-1830, pars 3b(2), 7
Burial on a post
a. Authorize burial in post cemetery.

d.

AR 210-500, par la
. Arrange for appropriate funeral escort.
AR 600-30, pars 13 and 14
Furnish firing squad to attend funeral.
See that the flag is at half-staff, and that proper
badges of mourning are used.

AR 600-30, pars 12a, b, 20, and 21
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Action
taken by
QM 50. Contract or arrange for—

a. Hearse hire for remains and transportation for
immediate relatives to cemetery.

AR 30-1830, par 3b(5)(b) 0 ¥
b. Opening and closing of grave.

AR 30-1830, par 3h(5)(e)
¢. Procuring storm flag for casket.

AR 30-1830, par 3b(2)

Flag may be retained by relatives only if remains are
shipped home.

PCO 51. a. Have post or organization chaplain conduect an
appropriate burial service.
AR 60-5, par 4c
b. Supervise the funeral and coordinate the activi-
ties of the QM, chaplain, and the undertaker.

Reports

QM 52. Immediately after burial on post, prepare Interment
Report in triplicate, forward 2 copies to the QMG
and file 1 copy.

AR 210-500, par 4 QMC 14

QM 53. a. Prepare a Receiving Report covering the services
rendered and forward it, with the bill and voucher
for the service, to the DisbO designated to pay the
accounts.

AR 30-1830, par 7 QMC 430

b. Write a report of the disposition of the remains,
including - an itemized statement of the cost of
embalming, coffin or casket, outside box or ship-
ping case, hire of hearse, transportation, storm
flag, new clothing, and recovery of body. Forward
the report direct to the QMG without delay.

AR 30-1820, par 15

68




)

TM 12-255
ADMINISTRATIVE PROCEDURES

INVESTIGATIONS

Aotion
taken by
CO 54, a. When entry by the Surg on Form 52, as to either

line of duty or misconduct, disagrees with the cor-
responding entry made by the commanding officer,
convene a board of officers.
AR 600-550, par 21
The board of officers, at least one of whom shall be a
medieal officer when such officer is available, will
investigate the circumstances and report the facts
leading up to and connected with the death, and will
determine whether death occurred in line of duty and
whether it was or was not the result of the deceased’s
own misconduet.

b. When death is due to or is suspected to be due to
foul play, violent or unnatural causes, misconduct
or gross negligence, or when death is sudden from
unknown causes, except from wounds or injuries
received in action, field exercises, drill, pre-
seribed athletics, or authorized flights-

(1) Convene a board of officers, as in a above.
(2) When death occurs at any post, camp,
or station under the exclusive jurisdic-
tion of the United States, designate and
direct a SC to investigate the death.
Also, direct a medical officer to make a
thorough examination of the body of
the deceased and to appear as a wit-
ness at the inquest.
AR 600-550, par 22
BATTLE CASUALTIES
CoC 55. In Morning Report, under “Record of Events,” note
all battle casualties, including the killed in action,
the wounded in action, the gassed in action, the
missing in action, captured in action, each stated
separately. Names, places, and dates will be
given,
AR 345-400, par 33 AGO 1

The commanding general of each defense command or
separate theater will issue appropriate instructions for
the collection, consolidation, and transmission of bat-
tle casualty reports from the component elements of
his command. Battle casualty reports will show
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whether or not death or injury was due to enemy
action. All reports of deaths, burials, and burial
expenses submitted by units of the Army outside the
continental United States will be classified confidential.
Battle casualty information will be disseminated by the ° § ;
War Department only (WDC 21, 1942, pars 1¢(2), 3, N
WDC 271, 1942, and WDC 329, 1942, sec IV, WDC
346, see I).

Action

taken by

Any 56. The following is information relative to battle casualties.

Officer The action may on occasion be required of any

officer. - '
AR 30-1805, par 2, TM 10-630

Graves registration units will be organized in accordance
with War Department Tables of Organization.
Graves Registration Service will—

@. Supervise all mortuary matters pertaining to the
personnel of the Army.
b. Be responsible for the following functions:

(1) Acquisition, under the laws of war or of the
country in which operating, of land for use as
burial places for deceased personnel of the
Army.

(2) Location, maintenance, control, and preser-
vation of such cemeteries, and the proper
marking and official recording of graves therein
until permanent burial is accomplished or the
remains are delivered to the next of kin,
designated by the soldier upon his entry into
the service.

(3) Proper burial of the dead in accordance with
existing regulations, reducing to a minimum
the number of isolated or single graves,

(4) Receipt, collection, and disposition of all
personal effects found on the dead.

(5) Registration of all graves so as fo enable the
relocation of isolated graves and cemeteries,
and graves within cemeteries.

(6) Preparation of sketches and the compilation
of such data to show the location of graves and
cemeteries, with particular reference to perma-
nent landmarks which would not be obliterated 0
by heavy shell fire.
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’! Officer (7) General supervision and control of all per-
| sonnel assigned to the Graves Registration
Service.

| Action
taken by
| - .. - - .
! .J Any 57. Disposition of identification tags.
Officer One of the two identification tags, worn as preseribed,
will be left upon the body to be interred or shipped
)' with the body. The duplicate tag will be removed

at the time of burial and securely attached to the
grave marker, about 2 inches from the top; or in
{ the case of shipment, attached to the top of and
about 18 inches from the head of the ecasket. A
record of the identification tags, together with the
cause and date of death, and place of burial giving
grave number, will be made and reported to the CO
of the deceased or to the next higher officer.

AR 30-1810, par 6

' Any 58. Officers and others in charge of burials will report all

Officer burials in triplicate on forms to be supplied by the
QMG, each copy of the report to be signed by the
officer or other person in charge of burial detail and
verified by the Army Graves Registration officer.
Forward the original and second earbon copy
through military channels to the Chief of the
Graves Registration Service, Expeditionary IHead-
quarters. Forward triplicate copy to the Army

| Graves Registration officer for his file (see AR 30-

il 1815, par 1b for contents of report).

AR 30-1815, par 1

1\
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PROCEDURE ON ARREST AND ON CONFINEMENT

Key to abbreviations: " References: .0 I )
ADA—Authority Direeting Arrest or Con- AR 345-40, June 30, 1925 u
finement; AR 345-400, Aug. 25, 1938
CoG—Commander of the Guard AR 345-800, July 1, 1942
CoC—Company Commander AR 600-355, July 17, 1942
UPO—Unit Personnel Officer AR 600-375, Feb. 8, 1930
ARREST BY MILITARY AUTHORITIES
Agtion
taken by
ADA 1. Notify accused that he is under arrest. Explain mean-
ing of term and penalty which may be imposed for
breaking arrest. Prescribe limits of restraint.
AR 600-355, par 2a
Arrest is imposed to hold offender pending other aetion.
It is not a punishment. It will be imposed only where
necessary. It is not “restriction.” Restriction to
specified limits is imposed as punishment under AW 104.
ADA 2. Notify accused’s CoC of arrest without delay, giving
name of accused and offense charged.
AR 600-355, par 6¢ )
CoC 3. Enter name of accused in Morning Report as in arrest.
Notify charge of quarters of the arrest and instruct
him to. exercise supervision over person in arrest.
AR 345-400, par 23 AGO 1
UPO 4. Submit "Report of Change on arrest and release of
officer; not on arrest of EM.
AR 345-800, par 17t AGO 303
CoC 5. Where arrest is imposed by other than CoC, investigate
the offense. If continued arrest is not deemed
necessary, release offender.
MCM, par 26, AW 70
See sections XVII and XVIII.
CoC 6. Make appropriate entry in Morning Report of termina-
tion of arrest, whether by confinement or retun to
duty. 0 -
AR 345-400, par 23 AGO1 \i
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CONFINEMENT BY MILITARY AUTHORITIES

Have offender taken to guardhouse under necessary
guard.

AR 600-355, pars 1a, 2b

Deliver to CoG, at the time of confinement, a written
confinement request, stating name, grade, and or-
ganization of prisoner, and Articles of War he has
violated.

AR 600-355, par 6a

Notify, without delay, the offender’s immediate com-
manding officer,
AR 600-355, par 6¢

Notify the CO, within 24 hours, of fact of confinement,
giving name of prisoner, offense, and name of
committing officer.

AR 600-375, par 12a

. Enter fact of confinement in Guard Report, and per-

form other administrative duties required by orders.
AR 600-375, 345-40 AGO 10

. Enter fact of confinement in Morning Report.

AR 345-400, par 23 AGO 1

From Morning Report enter data concerning confine-
ment in Service Record, in pencil. Submit Report
of Change for officer under arrest or release—not
for EM.

AR 345-125, par 19g(3), 345-800, par 17t

AGO 24, 303

If prisoner is convicted, make Service Record entry per-

manent with ink or indelible pencil. If not convieted,
erase entry.
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Agtion
talken by
CoC 14. Investigate offense. If trial by CM is necessary, prefer
charges without delay; if not, ask Adj to have
prison officer release the offender at once. If con-
finement is continued, have CoSO collect and hold
the soldier’s effects, turning over to him the articles
authorized during confinement.
MCM, par 26 and AW 70 - AGO 115
For procedure to prefer charges see section XVIIL. Cases
like confinement of drunks overnight for safekeeping
may not always require trial or continued confinement.
Confinement for punishment is restored to only upon
sentence of CM.

CONFINEMENT BY CIVIL AUTHORITIES

CoC 15. Enter fact of confinement in Morning Report, showing
place and nature of offense.
AR 345-400, par 23 AGO 1

UPO 16. Follow instruction 13. Report of Change is submitted
for all personnel absent in confinement.

AR 345-800, par 17t AGO 303

If prisoner is released without trial because of reparation
made, the time spent in confinement must be made up,
and entry will be made permanent (AR 345-125, par
10h(2)). Action to have soldiers released from confine-
ment by eivil authorities will be taken only by CO; not
by CoC. Confinement for punishment is only resorted
to upon sentence of CM.

JoC 17. Have CoSO collect and hold soldier’s effects and turn
over to him the articles authorized during con-
finement.

For administration of prisoners see AR 600-375, sec 11,
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Section XVII

PROCEDURE TO IMPOSE PUNISHMENT UNDER AW 104

|{Q}' to abbreviations: Reference:
CoC—Company Commander Manual for Courts-Martial,
Accd—Person Accused 1928

CO—Regimental Commander

1ction
taken by

CoC 1. a. Investigate offense to be sure that it was committed in
the manner alleged and by the person accused. See
that all substantial rights of the accused are accorded
him,

b. Notify accused of the nature of the offense as clearly
and concisely as it may be stated. Inform him that
he need not make any statement that will ineriminate
him; that he may remain silent if he wishes, in which
case judgment will be based on the evidence at hand;
but that if he does testify, anything he says may be
used against him. If he does not admit the delin-
quency or offense, take testimony in his presence from
the individual who reported him on the company
punishment book, and from other available witnesses,
and give him the opportunity fo cross-examine them.
Be especially careful to avoid considering an sccused
guilty on the unsupported memorandum or ticket from
MP’s. Arrange with the Provost Marshal to have
the MP identify the accused and give testimony as to
the alleged offense. Be sure that the ecomplaint
actually alleges an offense.

¢. If your investigation shows the soldier is guilty of the
offense, and that company punishment will suffice,
inform him that you propose to impose punishment
under AW 104 unless he demands trial by CM for the
offense.

MCM, par 107
Offenses for which company punishment is necessarv are
entered in the company punishment book.
MCM, par 109
Notification of proposal to impose punishment under AW 104,
will, in the ease of officers, be by written communication.

MCM, par 105
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2. Demand ftrial by CM if innocent of offense charged, or if

unwilling to accept punishment from commanding
officer under AW 104.

MCM, par 108

Accused cannot demand frial by CM after punishment is
adjudged under AW 104.

MCM, par 108

3. Impose and strictly enforce punishment on accused.

MCM, par 106

Authorized punishments under AW 104 include admonition,
reprimand, withholding of privileges for not exceeding 1
week, extra fatigue for not exceeding 1 week, restriction to
certain specified limits for not exceeding 1 week, or hard
labor without confinement for not exceeding 1 week, buf
will not inelude forfeiture of pay or confinement under
guard (MCM AW 104).

CoC 4. Inform accused of his right to appeal to the next higher

commander for modification of punishment which the
accused considers unjust or disproportionate to the
offense. Such appeal will be in writing through
proper channels and will include a brief signed state-
ment of the reasons for considering the punishment
unjust.

MCM, par 108

5. Record in company punishment book the offense, date and

place of commission, punishment imposed with the
authority that imposed it, date the accused received
the notice of the imposition of the punishment,
decision of higher authority on any appeal, any miti-
gation or remission of punishment, any remarks or
additional data desired. Initial the entry.

MCM, par 109

6. Appeal in writing through channels to next higher com-

mander, if punishment imposed under AW 104 ap-
pears to you to be unjust or disproportionate to the
offense.

MCM, par 108

An appeal not made within a reasonable fime may be rejected
by the nexi higher authority.

L ————

LR




TM 12-255
ADMINISTRATIVE PROCEDURES
Letion
taken by
CoC 7. If punishment is appealed, include a copy of the record of
the case with the accused’s written appeal and forward
through channels to the next higher commander.

MCM, par 108

The aceused may in the meantime be required to undergo
the punishment adjudged.

CO 8. Review record of case on appeal to determine if sentence
imposed is just and lawful. Modify the punishment
when justice requires such action. Return papers
through channels to the appellant with a statement as
to decision in the case and with direction to return
the papers to the appellant’s immediate commanding
officer for file with the record of the case.

MCM, par 108

Szcrion XVIII
PROCEDURE TO PREFER CHARGES

Key to abbreviations: References:
Acer—Accuser AR 615-300, July 20, 1942
UPO—Unit Personnel Officer” Manual for Courts-Martial,
Adj—Regimental Adjutant 1928

I0—Investigating Officer
A/Auth—Appointing Authority
CO—Regimental Commander
TJA—Trial Judge Advocate
Action
taken by
Acer 1. Investigate offense. On Regtl form, send information
as to name and serial number of accused, offense
charged, and summary of expected testimony to
UPO for preparation of Charge Sheet. Place ac-
cused in arrest, or in confinement if restraint is
necessary. Consult with Adj as to wording of
specifications and sufficiency of evidence.
MCM, pars 24 to 31, inclusive Local form
Any person subject to military law may prefer charges
against any other person subject to military law who is
guilty of a violation of the AW. Any person having
knowledge of an offense may file a complaint with the
military authorities. Normally the offense will be re-
ported to the immediate commanding officer, who will
investigate and prefer charges (MCM, par 25).

(s
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UPO

Acer

CO

A/Auth

CO
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2. Prepare Charge Sheet in triplicate for accuser’s signature
and return to accuser.

MCM, par 31 AGO 115

3. Take charges to the Adj; sign and swear to them. Leave
them with him.

MCM, par 34

a. Examine charges and decide which court should
try the case, in accordance with established policy,
and with maximum punishments in MCM, par 104,

. If case is SC case, attach Regtl order to charges,
referring them to the SC officer.for investigation
and trial.

MCM, par 34

Any person charged with a erime will be brought to trial

without delay. Any officer who delays unnecessarily in
bringing an accused person to trial will be punished as a
CM may direct (AW 70).

5. If case is Special Court case and if Regt has Special
Court jurisdiction, attach Regtl order to charges
referring them to IO for investigation, who will
investigate charges and make written report.

a. At the investigation the substantial rights of the accused

will always be accorded him. He will not be required to
incriminate himself. He will be warned that he need
not make a statement or testify, and that anything he
says might be used against him.

b. Charges of desertion will normally be brought by the

CO of the organization where deserter is held. They
will always be forwarded to the officer having General
Court Martial jurisdietion over the accused. (AR
615-300, par. 16.)

6. If offense comes within jurisdiction of Special Court
Martial, direct Adj to issue SO appointing a Special
Court Martial. Send charges and report of in-
vestigation with summaries of all available evidence
to TJA of Special Court with instructions to try
case without delay.

7. If Regt does not have Special Court jurisdiction, or if
case is a General Court case, forward the charges to
the commanding officer having authority to appoint
the court, for reference to an 10.

MCM, par 34 AGO 115
78
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Action
taken by
A/Auth 8. Appoint IO and refer charge to him for investigation.
MCM, par 35

See remark a to instruction 5.

10 9. Investigate charges. Return the report of investiga-
tion with allied papers and recommendation to
A/Auth.
MCM, par 35

A/Auth 10. If case justifies trial before a General Court Martial,
submit case to staff judge advocate for examination
regarding correctness of charges and completeness of
investigation. Require further investigation of case
if necessary to insure justice. Send charges and
report of investigation with summaries of all avail-
able evidence to TJA of court with instructions to
try case without delay.

MCM, par 35 AGO 115

SecTion XIX

PROCEDURE TO OBTAIN MEDICAL TREATMENT
AND HOSPITALIZATION

Key to abbreviations: References:
EM—Enlisted Man AR 40-505, Sept. 1, 1942
CoC—Company Commander AR 345-400, Aug. 25, 1938

NCOS—Noncommissioned Officer in charge AR 345-415, Nov. 23, 1933
of sick detail

Surg—Unit Surgeon AR 345-800, July 1, 1942
UPO—Unit Personnel Officer TM 12-250, Oect. 10, 1942,
PCO—Post or Unit Commander pars 90-91; 504 to 507.

Action

taken by

EM 1. Report sickness to 1st Sgt. Get name put on Sick

Report in orderly room, and at sick call fall in with
sick detail.
AR 345-415, par 1a, ¢(2) AGO 5

In case of emergeney, Sick Report may be sent to infi TIMATY
with EM, or EM may be sent to infirmary or hospital
and entries in Daily Sick Report made after emergency
treatment has been given.

CoC 2. See that names of men who are in hospital and men
going on sick call are entered in Daily Sick Report.
AR 345-415, par la AGO 5

494350°—42—6 79
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CoC 3. Enter line of duty status for cach man and sign Daily
Sick Report.
AR 345-415, par 1c(1), (3) AGO 5

In case of doubt as to line of duty status, enter an interroga- ‘ lf
tion mark (?) in line of duty column pending decision.

NCOS 4. Take Sick Report and EM listed on Sick Report to the
regtl infirmary.

AR 345-415, par 1¢(5); AR 40-505, par 5

AGO 5

On Sundays and holidays, the noncommissioned officer in
charge of quarters will take this action.

Surg 5. Examine and treat men and prescribe disposition. Enter
disposition and line of duty status in Daily Sick
Report and sign the report. Return the report to
Co headquarters at end of sick call.
AR 345-415, par 1d; AR 40-505, par 5
AGO 5

Notify PCO if there is a possibility of permanent disability
from injury incurred while on pass or furlough or as a
result of misconduet or gross negligence on the part of the
patient. PCO will convene a board of officers to investi-
gate, and render a report, in" quadruplicate, as to the cir-
cumstances, if the injury was incurred in line of duty and
whether or not it was due to misconduet. Convening
authority will approve or disapprove board recommenda- ~
tions and send original report direct to TAG, 1 copy to
Surg, 1 copy to CoC, 1 copy to file (see AR 345-415,
par le(4), as ch by WDC 226, 1941, par 2, and WDC 18,
1942, see II, par 5.)

NCOS 6. Return men marked “Quarters’” and “Duty” to com-
pany. Return Sick Report to 1st Sgt.
AR 345-415, par 1¢(5)

CoC 7. Instruct men marked “Quarters” as to restrictions im-
posed. Send men marked “Duty” to platoon
leaders.

AR 345-415, par 1d

First Sgt will let platoon leaders know of any change of
status of their platoon members.
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CoC 8.

CoC 9,

CoC 10.

UPO 13 ¢

UPO 12
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Have necessary clothing and toilet articles sent to men
admitted to hospital. Have collected and turned
in to Sup Sgt all organizational equipment which
had been in hands of EM sent to hospital. Make
list of all personal property of EM and turn property
in to Sup Sgt for safekeeping,

Enter names of men marked “Quarters’ and “Hospital”
in Morning Report on first day so marked and on
day returned to duty.

AR 345-400, par 22 AGO 1

WHEN SICK REPORT ENTRY UNDER LINE OF
DUTY IS “NO* OR *¢»

In case any EM has been marked “NLD,” or where
line of duty status is in doubt, send Daily Sick
Report to UPO.

AR 345-415, par 3g, as ch by WDC 235,
1942, sec. III

Make entry in Service Record in all cases in which the
entry in Daily Sick Report shows illness or injury
not in line of duty. Enter on Pay Roll any loss of
pay for time lost under AR 35-1440. Initial date
column opposite EM’s name on Daily Sick Report
where first entry of “NLD” occurs and again when
EM returns to duty.

AR 345-415, par 3g, as ch AGO 24
by WDC 235, 1942, sec I and 5

. Prepare Report of Change in duplicate. Original
through channels to MRU, duplicate filed.
AR 345-800, pars 16, 17 AGO 303

Report of Change is rendered on hospitalization at home
station only when “NLD" or “?.”

3. Notify EM when status of injury or illness is “Not in

line of duty.”
AR 345-415, par 3f

. If not in agreement with entry of “NLD,” appeal case
by letter to PCO through CoC.
AR 345-415, par 3a and f
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Aetion
taken by
CoC 15. Refer case to PCO in case of appeal by EM or in case

vou disagree with Surg as to line of duty status.
AR 345-415, par 3a

PCO 16. Make decision as to line of duty status in appealed case. . lf
or CO This decision is final, except if new and convincing
evidence is found or the patient is transferred to
another hospital. Notify CoC and Surg of decision,
and record decision in disposition eolumn of Sick

Report.
AR 345-415, par 3a, b
Surg 17. Make changes in Daily Sick Report if necessitated by
final decision of PCO. Initial all changes.

AR 345-415, par 3a AGO 5

In case of a change in finding regarding line of duty status
of an illness or injury, the change will be retroactive to
include the entire period of disability. Entries in Daily
Sick Report and other records will be lined out, cor-
rected, and initialed by the officer making the correction
(AR 845415, par 3a(2)).

CoC 18. Change, date, and initial all entries in Daily Sick Report
which are at variance with final decision of PCO.
AR 345-415, par 3a AGO 5 )
CoC 19. Make entry in Morning Report to show correct status

of EM, if PCO’s decision has changed the original
line of duty finding.
AR 345-400, par 22 AGO 1

UPO 20. Correct entries made under instructions 11 und 12, if
findings have been changed.

PO 21. When EM returns to duty status or when original NLD
status has been changed by findings, submit original |
Report of Change through channels to MRU, file
duplicate.

AR 345-800, par 16, C2 AGO 303

(5]
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Smerion XX

PROCEDURE ON QUALIFICATION IN ARMS

Key to abbreviations: References:
CoC—Company Commander AR 345-1000, May 4, 1942
UPO—Unit Personnel Officer AR 600-35, Nov. 10, 1941
Adj—Regimental Adjutant AR 600-40, Aug. 28, 1941
CO—Regimental Commander AR 600-75, Dec. 21, 1936
SupvO—S8upervising Officer AR 775-10, Aug. 1, 1942
TM 12-250, Oct. 10, 1942,
par 114

Action

taken by

CoC or 1. Upon completion of firing, authenticate firing line score

SupvO cards and submit them to UPO. Also submit Report
of Boards for the Examination of Gunners and
Troop Report of Collective Practice (pistol practice
mounted).

AR 345-1000, par 1b, ¢, C1 AGO 83, 89

Retain in your possession, until after the order of classifi-

cation is issued, a record of each man’s total score and
qualification (AR 345-1000, par 1d).

UPO 2. Prepare Report of Individual Classification in Arms in
duplicate from score cards, and submit to SupvO
for signature.

AR 345-1000, pars 2a, 3a AGO 110

SupvO 3. Sign Report of Individual Classification in Arms and
return to UPO.

AR 345-1000, par 3a AGO 110

UPO 4. Prepare Consolidated Report of Classification in Arms
in triplicate for signature of CO.

AR 345-1000, par 5, C1 AGO 111

CO 5. Sign Consolidated Report of Classification in Arms.

AR 345-1000, par 5, C1 AGO 111

The use and distribution of the completed Consolidated

Report of Classification in Arms, Form 111, and final

action thereon by units of the Army Ground Forces, Army

Air Forces, and Services of Supply will be as preseribed
by the respective CGs.

UPO 6. Prepare data for SO announcing qualification in arms

and submit to Adj for preparation and signature.
AR 345-1000, par 1¢, C1

8
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Aetion
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Adj 7. Prepare and publish SO.

AR 345-1000, par lc, C1

UPO 8. File original score cards and copy of Report of Individual . | I .
Classification in Arms. _

AR 345-1000, par 1d AGO 110

a@. Deliver score cards of officer and warrant officer
to individual concerned.
b. Destroy original score cards at end of 1 year.
UPO 9. Enter qualification in arms under “Remarks” on
Soldier's Qualification Card. Make entry on Serv-
ice Record only when extra compensation is granted.

AR 345-1000, par lc, C1 AGO 20
CoC 10. Requisition and issue qualification badges and bars.
AR 600-75, par 3a(l) QMC 400

a. See AR 600-35, par 56, Cl, for types of badges
and bars awarded.

b. See AR 60040, par 53b(1), for wearing of badges
and bars.

¢. For procedure see section XXV.

Secrion XXI

PROCEDURE ON TRAVEL OF UNITS 4
Key to abbreviations: References:
CO—Regimental Commander AR 345-800, July 1, 1942
Adj—Regimental Adjutant AR 345-900, May 22, 1942
5-2—Regimental Intelligence Officer FM 101-10, June 15, 1941

8-3—Regimental Plans and Training Officer
S-4—Regimental Supply Officer
MO—Regimental Motors Officer
CoC—Company Commander

UPO—Unit Personnel Officer
ComO—Regimental Communication Officer

Action
taken by

co 1. Upon receipt of a directive from higher headquarters
ordering a permanent change of station, the CO
will decide, within the limits preseribed, how the
travel will be made. Call meeting of staff and
issue warning order to unit. Require staff to col- w
leet information and perform duties as indicated.

84
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Action
taken by
Adj 2. @. Compile the following information:
Number of officers and men to be moved by rail.
Number of officers and men to be moved by motor
Convoy.
Number of officers and men to be allowed to travel
by privately owned conveyances.
b. Prepare the following:
List by name, grade, and organization, officers and
EM of the first four grades whose dependents
and authorized baggage and household goods
are to be moved (sce WDC 261, 1942, sec VI
and WDC 279, 1942, sec II for restrictions).
Give names, sex, and ages of dependents and
how they are to be moved.
List by name, grade, and organization, personnel
to be left behind:
Officers or men in hospital.
Men to be transferred, or to go to OCS schools.
Men AWOL, ete.
List by name, grade, and organization, personnel
to form the advance party.
Submit the name of an officer to be detailed as
Cl “A” AQ for the motor convoy, if this will be
necessary.

S5-2 3. Procure and issue necessary road maps for the advance
party and for the motor convoy. Provide informa-
tion as to road conditions along route.

S5-3 4. Notify Adj of size and composition of advance party.
Prepare route of the advance party. Prepare
route of the motor convoy. Draft order for the
advance party and for the motor convoy.

S5—4 5. a. Make the following estimates:

Over-all weight of impedimenta and equipment to
be shipped by freight.

Number of railroad cars needed (coaches, baggage,
freight, kitchen cars, flatcars).

Weight of authorized baggage and household goods
of each officer and EM of the first four grades to
be packed, crated, and shipped at Government
expense,
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Amount of material and labor needed for erating
organizational equipment and impedimenta.

FM 101-10, ch 2

b. Make plans for—
Rationing en route (advance party, motor convoy,

‘ail movement).
Supply of motor oil and fuel en route for motorized

Action elements.
taken by
MO 6. a. Inspect all vehicles that are to travel overland to

see that they are in good mechanical condition,
b. Prepare list of all track and wheeled vehicles to be
shipped by rail.

ComO 7. Prepare necessary plans for communications net control
of traffic during motor convoy march,
UPO 8. a. Prepare a special roster of officers who will make the

change of station (AR 345-900).
b. Prepare unit Report of Change (see AR 345-800 for
method and distribution).
¢. Prepare Service Records and allied papers of men
who are to be left behind.
Entries will depend on the disposition to be made of the
men left behind,

d. Prepare a list showing all personnel who will re-
quire individual clearance before leaving the post.
¢. See that field desks and office equipment are packed

ready for the move.

CoC 9. a. Furnish to the Adj—

Names of personnel of his organization whose de-
pendents are authorized to accompany them on
the change of station, with rank or grade, name,
sex, and age of dependent and method of travel
(see WDC 261, 1942, sec VI and WDC 279, 1942,
sec IT, for restrictions).

Names of officers who haye private cars on the post
and who will drive them to the new station.

Names of officers or men to be left behind, with
reason therefor.
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Action
taken by

CoC 9. b. Submit to S-4—

Names of officers and EM of the first four grades
who will have authorized baggage and household
goods to be moved at Government expense, to-
gether with the estimated weights for each. (See
WDC 261, 1942, sec VI and WDC 279, 1942, sec
I1, for restrictions.)

¢. Make arrangements for turning in post property.

CcO 10. Much of the information collected by the staff will be
required by the headquarters issuing the travel
order (probably the same headquarters that issued
original directive on the change of station). Submit
this information immediately.

Hq 11. Issue orders for the travel of the advance party, the
issuing motor convoy, and the rail movement. Issue orders
Travel and grant leaves for personnel who are to drive
Order their privately owned vehicles to the new station.

Distribute copies of the orders to all concerned in
the movement, including the commanding officer of
the new station.

The Regtl Hq making the change of station may be author-
ized to issue all orders necessary to the movement.

cO 12. Have the Adj publish a memorandum covering the ad-
ministrative details to be taken care of prior to
leaving the old station.

Adj 13. Supervise the details covered in instruction 12. Use
list of those requiring clearance before leaving the
post as a check list to indicate when all clearances
have been turned in. Require organization com-
manders to report immediately to Regtl Hq any
changes in status of their personnel, so that various
lists may be kept up-to-date.

CO 14. Notify all higher Hgs by telegram when operations of
unit will close at old station and open at new station.
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Secrion XXI11

PROCEDURE WHEN UNIT IS ORDERED TO PORT

OF EMBAREKATION I '
Kev to abbreviations: References:
UPO—Unit Personnel Officer AR 30-1190, Deec. 12, 1941
CoC—Company Commander AR 30-1210, July 23, 1932
Surg—Surgeon (Post or Unit) AR 40-100, Sept. 10, 1940
Adji—Regimental Adjutant AR 40-215, Mar. 4, 1940
8—4—Regimental Supply Officer AR 55-415, Sept. 19, 1942
C'O—Regimental Commander AR 61540, Sept. 1, 1942

TO-—Transportation Officer

AT HOME STATION (STAGING AREA)
Action
taken by

(8(0) 1. Arrange for release of garrison prisoners.
Memo W600-7-42, AG 253 (8-27-42)
EA-SPGAE-PS, Sept 4/42

UPO 2. a. Check Immunization Records; MD Form 81 for O,
page 1 of Service Record for EM.

AR 30-1190, par 3¢(4) AGO 24

MD 81

b. Prepare a list by company, showing opposite each
name the particular type of inoculation or vacci-
nation which each member has not completed. .
e. Arrange with Surg a schedule for completion of the
immunizations.
CoC 3. Send members of company needing vaceination or inocu-
lation to Surg as per schedule.
AR 30-1190, par 3c(4)

Surg 4. Perform the necessary inoculations and vaeccinations.
Prepare in duplicate individual Immunization
Registers for men vaceinated and inoculated, File
duplicate. Send all original MD 81’s to UPO.
AR 30-1190, par 3c(4) MD 81
AR 40-215, par 6b

Where a large body of troops is being transferred and there
is no time for entering immunization data on MD 81's
and EM’s Service Records prior to travel, see AR 40-215 '
par 6a, for action by Surg in notifying new station CO. m

38




TM 12-255
ADMINISTRATIVE PROCEDURES

UPO

(]

. Prepare in duplicate the certificate required indicating
that all members of the unit have been vaccinated
and inoculated. See instruction 18k for disposition
of certificate.

AR 30-1190, par 3c¢(5)(b)

UPO 6. Complete immunization entries of all EM in Service
Records.

' AR 30-1190, par 3c(4) AGO 24

Action
taken by
|
|
1
|

CO 7. Arrange for Surg to inspect all personnel within 48
hours prior to departure from home station and
inform CoC’s as to the time of the inspection.

AR 30-1190, par 3¢(5)(a)

' CoC 8. Send members of company to Surg for physical inspec-
tion per schedule arranged by CO.
AR 30-1190, par 3¢(5)(a)

Surg 9. a. Perform physical inspection as required.
AR 40-100, par 14, ch by WDC 31, 1942,
sec. I1I

b. Prepare, sign, and deliver to UPO a certificate that
' all members of the command have been physically
inspected.

sl AR 30-1190, par 3¢(5)(a)

UPO 10. Receive and hold the certificate furnished by Surg under
instruetion 9 until arrival at P/E.
AR 30-1190, par 3¢(5)(a)
Dispesition is shown in instruction 18h.

UPO 11. a. Prepare for MRU a complete roster in quadruplicate

! of the officers and EM accompanying the unit.
Take all rosters to the P/E.
: AR 30-1190, par 3¢(10) AGO 309

Disposition is shown in instruction 18¢ and d for 3 copies;
file 4th copy. Men selected for OCS will be left at home
station; other personnel who will not accompany the
unit overseas will be transferred in accordance with
WDC 339, 1942, see. IV. See AR 615-290, par. 11, C1

) ‘,. for proeedure on EM AWOL.
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Action
taken by

-UPO 11. b. Prepare in triplicate as a basis for transport assign-
ments a list of officers, NCO's, and pvts. Take all
lists to the P/E.
AR 55-415, par 2a, b

. Verify with each individual the accuraey of the infor-
mation entered on his Emergency Addressee and
Personal Property Card. Enter date of verifica-
tion and initials.

WDC 338, 1942 AGO 43

Disposition is shown in instruetion 18e.

(=1

d. Forward unit and individual Reports of Change
covering departure from home station, to MRU
prior to departure.

AR 30-1190, par 11b AGO 303

e. Get 2 sets of Locator Cards from MRU if currently
required by inelosure to movement orders.
AGO 304-A

Disposition is shown in instruction 18k.

f. Give every O and EM opportunity to make an allot-
ment and make entry on back of Emergency
Addressee and Personal Property Card that allot-
ment has been made or is not desired.

WDC 338, 1942 AGO 29
AGO 43

S-4 12. Requisition supplies and equipment to replace all short-
ages from QM of home station who will issue items
available locally or will requisition from depots.
Items unavailable before departure from home
station will be reported to the CG, Army Ground
Forces, Army Air Foreces, Eastern or Western
Defense Command, and service commands in which
unit is located and to the PCO. Make necessary
arrangements with TO for bills of lading, loading
schedules, ete., for movement.

Adj 13. Prepare necessary orders for the movement to the P/E
so as to comply with instructions and orders issued
by higher headquarters. Coordinate with and in-
clude directives of S-3 and S-4.
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Action
taken by

S—4 14. a. Provide Adj with information for reports to port
commander and QMG as required.
| AR 30-1190, par 3a(1), (2) as ch by WDC
It} 98, 1942, sec VII and WDC 192, 1942,
par 3 FM 101-10, ch 2

b. If movement is by rail, comply with the AR’s on
rail transportation. Make record of the alphabeti-
cal and numerical serial identification of each
freight, baggage, or express car, and a complete list
of all property in each car at time of loading.

ﬂ AR 30-920 to 30-975 inclusive (as super-

seded by 55-series, where applicable)

¢. Issue instructions to insure that—
(1) All equipment is marked as required.
| AR 30-1190, par 3h(1)

(2) All supplies and equipment listed in reference
' are marked with the words “STOWAGE FOR
| DISCHARGE—FIRST.”
AR 30-1190, par 3b(2) as ch by WDC 98,
I\ 1942, sec VII

(3) Unserviceable clothing and individual equip-
ment in the hands of troops is segregated,

Al ¥ listed, and replacements are requisitioned.

AR 615-40

(4) Items of freight are numbered consecutively
in the event of a secret movement.

AR 30-1190, par 3b(3)

(5) T/BA organizational equipment, initial and
I maintenance supplies, except ‘““hand” and
“heavy” baggage accompanying troops, are
shipped at such time as to insure their receipt
at the P/E not later than 72 hours prior to
sailing time.

AR 30-1190, par 3¢(1)

“Hand” baggage comprises the barrack bag and individual
' ‘ equipment enumerated in FM 21-15, pars 14, 15, and

16 (AR 30-1190, par 12¢). “Heavy” baggage includes
trunk lockers, officers’ bedding rolls, organization mess
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equipment (including kitehen flys and rations), heavy
tentage as preseribed or authorized, and other essential
items of organizational equipment (AR 30-1190, par
12d.)

(6) Cargo freight, including all types of vehicles
shipped by rail or convoy, is dispatched so as
to arrive at the P/l not less than 3 nor more
than 5 days prior to scheduled date of sailing.

AR 30-1190, par 3¢(3)
Cargo freight is heavy freight, including organizational

equipment, heavy tentage, stores and other organiza-
tional impedimenta (AR 30-1190 par 12g).

(7) Tools for vehicles will be boxed or otherwise
secured in cach vehicle.
AR 30-1190, par 3¢(3)

(8) Packing list or tallv-out sheet listing con-
tents will be inclosed in a container and securely
attached to the outside of each package.
Weight will be marked on outside of any pack-
age weighing more than 3 tons. KEquipment
requiring erating will be packed at home sta-
tion unless necessary for use en route, in which
case crating materials will be prepared at home
station and shipped to P/E as currently re-
quired by inclosure to movement orders.

d. Provide organization with rations for the journey
to the port.
AR 30-1190, par 3¢(2), ch by WDC 98,
1942, sec VII

e. Advise Adj as to the number of men required for the
baggage detail, loading details, etc. Supervise
loading and securing heavy freight.

AR 30-1190, par 3¢(7)

The baggage detail will handle the loading and unloading of
baggage. On arrival at the P/E, the detail will unload
and segregate troop baggage from rail or convoy ship-
ment and will separate baggage into Co and Bn lots.
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Action

taken by

S—4 14. 4 Report to QMG the make, type, and US registra-
tion number of all motor vehicles which will accom-
pany unit overseas. Report any major changes

) that may oceur,
o 15. Have all unit or organizational identifying marks re-
| moved or obliterated from uniforms, clothing, and

equipment (including motor vehicles).

Adj 16.  a. From information provided by S—4, prepare, in

triplicate, reports required. Send by air mail,
radio, or teletype, a copy of each report to the
respective office for whom it was prepared. File
remaining copies.

AR 30-1190, par 3a(1), (2)

b. Prepare an order designating—

(1) Advance party to consist of such personnel,
and to report at such time, as the port com-
mander deems necessary. Provide senior
member of the advance party with copy of
report to QMG.

M AR 30-1190, par 3¢(8)
‘F

Upon arrival at the port of embarkation, the senior mem-
ber of the advance party will report to the port CO. He
will have in his possession a eopy of report to QMG.
The advance party will identify and supervise the deliv-
ery to docks of the equipment under direction of the

\ officer in charge of operations, Army Transport Service

(AR 30-1190, par 3¢(8)).

(2) Baggage officer and detail. (See instruction

14e).
! ¢. Direct that personal and organizational accounts
i be settled.

WDC 49, 1942, sec I1

d. Check all records to see that those whose destruc-
tion is authorized by the following WD(’s: 203 of
1941; 20, 34, 63, 89, 101, 132, 152, 159, 203, 235,
260, 310, of 1942, have been disposed of.

WDC 28, 1942, par 3, sec VI
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Action
taken by

Adj 16. e. Arrange by general classes, box and mark to show f
the unit to which they belong, all organization and
individual records that are not necessary for the
conduct of current administration. Prepare lists in ‘ .
triplicate which show the location and contents of i‘
each box of records. Store these boxes of records
at the last permanent station of your unit. Send E
original and one copy of list of stored records to
TAG; file third copy.

WDC 28, 1942, pars 1, 2, sec. VI

{f. Prepare and issue an order on baggage:
(1) O, WO'’s, and Nurses will be limited to—
In eabin: One piece of hand baggage (not over
40 Ibs).
One musette bag.
One bedding roll (not over 50 Ibs).
In hold: One trunk locker.

AR 30-1210, par 3a(2)

(2) EM will be limited to—

In cabin: Barracks bag “A”—articles necessary '

on voyage.
Weapon with which armed (no am-
" munition except as preseribed by

the commanding officer of troops). L

In hold: Barracks bag “B.”

Privately owned cameras will not be taken aboard
transports.

Radios and electric razors will not be used aboard
transports.

Typewriters and field desks will not be stored in the
hold, but will remain with the organization to
which they belong, available for use at all times
(AR 30-1210, par 4).

gt

AT PORT OF EMBARKATION

CcOo 17. a. Report in person to the port commander immedi-
ately upon arrival.
AR 30-1190, par 3d(1)
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Assume the duties of commanding officer of troops

if the senior line officer and senior to the “perma-

nent commanding officer of troops” aboard ship.
AR 30-1190, par 4a

For duties of commanding officer of troops, see AR’s 30—
1130, 30-1190, pars 4 and 125, and 55-435.

UPO 18.  a. Dispatch two messengers to port hq immedia tely
upon arrival at the P/E.
AR 30-1190, par lle
These messengers will carry communications between port;
hg and the unit personnel section.
b. Make available to the Port CO on call, a personnel
officer and suitable clerks.
AR 30-1190, par 11f
|
¢. Deliver to the port Pers O, the Service Records:
Emergency Addressee and Personal Property Cards,
| and one copy of roster (see instruction 11a).
AR 30-1190, par 3¢(10), d(1) AGO 24, 43
WDC 338, 1942 AGO 309
i & d. Deliver two copies of roster to the commanding
officerof the overseastaging area (seeinstruction 11a).
AR 30-1190, par 3d(1) AGO 309
H'JT e. Deliver to Port CO the lists in triplicate prepared
in instruetion 1184,
AR 55-415, par 2a
f. Prepare and forward to the Port CO immediately
upon arrival, a unit Report of Change covering
arrival of each organization.
AR 30-1190, par 11e¢ AGO 303
_|I g. Forward Reports of Change to the Port CO, daily,

not later than 1000.

AR 30-1190, par 11d
Send one copy of vaccination certificate (see in-
struction 5) and physical inspection certificate (see
instruction 10) to the Surg, P/E.

AR 30-1190, pars 3¢(5); 10b
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Action
taken by

UuPro 18. . Forward to Port CO, on date of departure, a unit
Report of Change accompanied by a certified pas-
senger list. Certify as to the accuracy and com-
pleteness of the passenger list and attach such €
certificate to the passenger list submitted.

AR 30-1190, par 11g

4. Obtain Service Records from the port pers section
prior to hour of sailing.
AR 30-1190, par 11i AGO 24

k. Deliver one set of Locator Cards to postal officer
at P/E. AGO 304-A
. Secure sufficient Safe Arrival Cards from CG P/E
to provide an average of 3 per individual of the
command. Accomplish for each individual from

information on Emergency Addressee and Personal 1
Property Card and have each individual sign.
Return accomplished cards to CG P/E. .
WDC 320, 1942, sec II AGO 206 1
CoC 19. Designate at least one company officer to accompany !
the organization to barracks or quarters. wil
AR 30-1190, par 3d(2) '
S5-3 20. Prepare embarkation order based upon schedules fur- --i
nished by the port commander, if necessary. r
AR 30-1190, par 3d(4)
Adj 21. a. Consult with the Ex on the subject of interior guard

prior to and after embarkation; issue guard orders,
and designate an Officer of the Day and members
of the guard.
AR 30-1190, par 3d(3)
b. Furnish Port Provost Marshal such assistance as
he may require.
AR 30-1190, par 9b

¢. Furnish Port Surgeon with such medical assistance
as may be necessary.

AR 30-1190, par 10b {4
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Action

taken by
Adj 21. d. Determine from the office, Superintendent, Army
Transport Service, the number of sentinels required
during the embarkation (see instruction 22¢(3)).
AR 30-1190, par 3d(3)
CO 22. a. Arrange for physical inspection of entire command

if more than 48 hours have elapsed since last
examination, or if presence of communicable diseases
warrants additional inspection.
AR 40-100, par 14, ch by WDC 31, 1942,
sec 111

b. Determine from the CO of Troops the location of
the water supply, latrines, washrooms, ete., and
regulations governing their use, sanitation, and
preservation. Issue necessary orders to the CoC’s '
concerning these matters. '

AR 30-1190, par 3d(8)

¢. Issue Instructions to the entire unit that—

(1) 1t may be necessary to separate the troops
from the hand baggage, therefore mess kits,
toilet articles, and the prescribed underwear
and socks will habitually be carried in the
EM'’s haversack and roll.

AR 30-1190, par 12¢

(2) Working details sent ashore will be under the
command of a commissioned or noncommis-
sioned officer who will be held responsible for
checking the details off and on the ship.

AR 30-1190, par 3d(9)

(8) The first guard for each transport will be
marched on board and posted under the direc-
tion of the new Officer of the Day when the
command is marched to the pier for inspection
and check.

AR 30-1190, par 3d(5)
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CoC 23.  a. At the hour prescribed in the embarkation order,

march the company, with the men in ranks in the

order their names appear on the passenger list, to 0 ! )
the pier for inspection and check. Keep company Yo [
intact. Carry gas masks and steel helmets.

AR 30-1190, par 3d(5), (6)

b. Designate a company officer to march the com-
pany on board, assist in checking and verifying the
company passenger list against those boarding.
Have the company officer designated conduct the
company to its quarters and have the company
remain in the assigned quarters until the entire
command is loaded.

AR 30-1190, par 3d(5), (6)

When company is aboard the ship, place small arms in racks
provided and store packs and equipment in accordance
with instructions.

¢. Allow no member of the company to leave the ship
once he is checked aboard, except members of ‘a
working detail sent ashore under the command of a
commissioned or noncommissioned officer, who will
be held responsible for checking the detail off and
on the ship.

AR 30-1190, par 3d(9)

d. On completion of loading, visit the troop com-
partments of company and arrange the necessary
details.

AR 30-1190, par 3d(6)

UPO 24. Send one copy of vaccination certificate to transport
surgeon aboard ship (see instruction 5).

AR 30-1190, par 3¢(5)(b)

CO 25. See check list for military personnel ordered to foreign
duty in WDC 333, 1942, as ch. by WDC 361, 1942,
sec. I'V.
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Secrion XXIII

PROCEDURE FOR COMPANY FUND ACCOUNTING

‘ Key to abbreviations:

CoF—Custodian of Fund

References:
AR 210-50, Nov. 1, 1938

Counc—Company Council TM 12-250, Oct. 10, 1942,
N CoF—New Custodian of Fund pars 42 to 50
InO—Inspecting Officer

CoC—Company Commander

Action
taken by

INDIVIDUAL TRANSACTIONS

CoF 1. Prepare vouchers, numbered serially by months, and file
in voucher book.

AR 210-50, par 20b

For accounting for collections and disbursements, use form

similar to that shown in appendix. Voucher for receipts
will show check number (if not received in cash), the
amount in figures and words, the period covered by the
payment, the signature of the payer, the signature of the
custodian, and the number of the voucher. Voucher for
expenditures will show number of the voucher, number
of check drawn in payment, the amount in figures and
words, and the person or firm paid with itemized receipted
bill attached. If no itemized bill is furnished, a list will
be stapled to the back of the voucher. The voucher will
also show the signature of the person receiving the
money. See also AR 210-50, pars 13a, 14d, and 205b(1),
for additional certificates required on voucher in certain
cases,

CoF 2. Enter transaction in Council Book.

AR 210-50, par 20a QMC 15

Whenever an expenditure is made from the fund, enter it
at once in the Council Book on the date it is made, and
keep the entries up to date. If payments are always
made by check, the entries in Council Book then cor-
respond with dates and sequence of checks and are easily
reconciled and audited.

CoF 3. If funds received and on hand exceed amounts that may
be kept as approved by CO, deposit excess in bank.

AR 210-50, par 6

." CoF 4. Close fund in Council Book on last day of month.
Have bank send statement of fund balance.

AR 210-50, par 20a(5), ¢ QMC 15
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CoF

CoF

Coune

InO

CoF

CoF

CoF

CoF

N CoF

CoF

o

10.

11.

12.

13.
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. Reconcile check book and Council Book with monthly
bank statement; mark paid check stubs “Paid
. show outstanding checks on bank

___________________ :
(date)

statements by check numbers and amounts.
AR 210-50, par 20¢

Submit current fund records (Council Book, voucher
book, and check book) to Coune for audit.
Coune comprises the Col', who is also ‘“president’” of the
council, and the next two senior officers of the company,
of whom the junior is “recorder.”

AR 210-50, par 21b(1)

Audit fund, sign it, and submit it to designated officer
of field grade, quarterly, for inspection. Kach
member of council signs audit,

AR 210-50, par 21d(1)(a); e, C1; 22a(1)
QMC 15

Inspect fund, sign Council Book, and return to cus-

todian.
AR 210-50, par 22a(2) QMC 15
TRANSFER TO SUCCESSOR
Close out fund and obtain bank statement.
AR 210-50, par 20a(6) QMC 15
Notify bank of change of custodian. To register
signature of N CokF at bank, include it in the letter.
Not required by AR, but a necessary step in the transfer.
Inventory fund property and bring property section of
Council Book up to date.
AR 210-50, par 20a(2), (6) QMC 15

Enter statement of standing of fund in Council Book,
using the form shown in appendix.

AR 210-50, par 20a(6)

Sign receipt for funds on statement prepared in instruc-
tion 12,
AR 210-50, par 20a(6)

. Submit eurrent fund records to Coune for audit.
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15. Audit fund and submit to InO for inspection.

AR 210-50, par 21d(1)(a), e; 22a(1)
QMC 15

16. Inspect fund, sign Council Book, and return to N CoF.

New custodian numbers next voucher in same series for the
current month; he does, however, use a new page in
Couneil Book for remainder of current month,

QUARTERLY

17. Display on company bulletin board a financial state-
ment of the fund, as of the last day of each quarter.
AR 210-50, par 20a(1)

SBuggested form in appendix.
ON CHANGE OF STATION OF ORGANIZATION

18. Close out fund.
AR 210-50, par 20a(5)
No audit is required; number next voucher in same series

for eurrent month, but use new page in Council Book for
remainder of month.

TRANSFER OF FUNDS WHEN ENLISTED MEN
ARE TRANSFERRED TO ANOTHER ORGANI-
ZATION

19. Determine value of fund.
AR 210-50, par 16b(1), C1

20. Compute amounts due each company to which EM have
been transferred.
AR 210-50, par 16(b)(1), C1
This computation will not be made until it is known to
which company the men have been transferred. No
transfer of funds will be made if amount is less than $10
per organization,

21. a@. Mail check to each company to which funds are to
be transferred, along with voucher and statement
of standing of fund prepared as in instruction 20.
AR 210-50, par 16b(1), C1

(1) Prepare voucher in triplicate; send original and signed
duplicate with check, original to be receipted and re-
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turned; duplicate to be retained by other organization
commander; triplicate to be placed in voucher book until
original is returned, at which time the triplicate will be

destroyed. |
(2) Pre;;nr:r statement in duplicate; send orignal with check, & b\”
duplicate in voucher book.
atendy
Col 21. b. I no transfer of funds is to be made, submit letter
to CoC of company to which EM have been trans-
ferred, with statement of standing of fund prepared
as in instruction 17; file copy of letter and of state-
ment in Council Book.

UPON ENTERING COMBAT

CoF 22. Turn funds over to Adj.
AR 210-50, par 20a(7)(a)

ColF 23. Turn over cash on hand, check book, securities, all
council and voucher books and other papers per-
taining to the fund to the Adj and obtain his
receipt.

AR 210-50, par 20a(7)(a)

Adj is not authorized to make disbursements.

Adj 24. Receive funds and fund records from custodian, receipt '
for same, and place them in safekeeping. Upon
relief of the organization, return the fund to its
custodian.

AR 210-50, par 20a(7)(a)
See AR 210-50, par 20a(7)(b), for action if custodian of the

fund becomes a casualty.

ABSENCE OF CUSTODIAN

CoF 25. If for more than 3, but not more than 10 days, turn
funds over to next senior officer on memorandum
receipt.

AR 210-50, par 5¢

File one copy of memorandum receipt in Council Book
until return.

=

CoF 26. If for more than 10 days, make formal transfer of funds
to successor. (Follow instructions 9 to 16, in- '.'
clusive.)
AR 210-50, par 5¢
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Secrion XXIV
PROCEDURE TO PROCURE AND ISSUE CLOTHING

Key to abbreviations: References:
CoC—Company Commander AR 35-6560, Sept. 22, 1938
CoSO—Company Supply Officer AR 61540, Sept. 1, 1942
8—4—Regimental Supply Officer AR 615-300, July 20, 1942
QM—Quartermaster AR 850-126, July 23, 1942
CORC—Commanding Officer Reception Center

INITIAL ISSUE OF CLOTHING AT RECEPTION
CENTERS

Action

taken by

CORC 1. On arrival of groups of EM from induction stations,
prepare a roster, listing the names and serial num-
bers of those men requiring the initial issue of
clothing.

CORC 2. Prepare Forms 32 in triplicate from roster, completing
the first column under heading “Issued” with the |
quantity of the items to be issued as authorized by
T/BA. Data in “Issued’” column can be entered
in advance of arrival of EM from induetion station.

AGO 32
At large installations, names and Army serial numbers may

be entered on Forms 32 by means of an addressograph
machine, if available.

CORC 3. Send EM, accompanied by Forms 32 and roster, to the
QM clothing warehouse.

QM 4, Fit and issue clothing to EM as indicated on Forms 32.
Enter sizes required for items issued on Forms 32
and cause EM to initial in space provided thereon.
Complete all copies of Forms 32 and return original
to CORC; retain duplicate for file with copy of
roster as a subvoucher to accounts; forward tripli-

cate to QMG. AGO 32

FOR ONE ENLISTED MAN, EXCEPT FOR INI-
TIAL ISSUE AT RECEPTION CENTERS

CoS0 5. Have Supply Sgt prepare Individual Clothing Slip in
duplicate.
: T/BA 21, col 2 AGO 35
AR 35-6560, par 14¢(1), ch by WDC 147,
1940, par 3
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a. For items to be requisitioned for initial issue, see AR
615-40, par ld.

b. Leave sizes blank in case of doubt, fo be filled in when
determined at time of issue (AR 35-6560, par 14¢(1), as ‘ b {‘,
ch by WDC 147, 1940).

;‘.lfriifgnby
CoSO 6. Have CoC sign original Form 35 and arrange with QM
for issue. Take EM and Form 35 to QM ware-
house; draw items; supervise fitting of clothing;
witness the issue.
AR 356560 par 14c ch by WDC 147, 1940
AR 850-126 AGO 35
CoS0O 7. Sign Form 35 as witnessing officer, deliver original to

QM as voucher to his file. File duplicate with
company supply records.

AR 35-6560, par 14¢(2), ch by WDC 147,

1940 AGO 35

CoSO 8. Have Supply Sgt enter items issued to EM onto EM’s
Individual Clothing and Equipment Record and
have EM initial foot of column.

AR 35-6560, par 14¢(2), ch by WDC 147,
1940 AGO 32

CoSO 9. Initial Form 32 as witness to issue and file with Co
supply records.

AR 35-6560, par 14¢(2), ch by WDC 147,
1940 AGO 32

FOR TWO OR MORE ENLISTED MEN, EXCEPT
FOR INITTAL ISSUE AT RECEPTION CENTERS

CoC 10. Have Supply Sgt prepare one copy of Individual Cloth-
ing Slip for each EM. Assemble all copies of Form
35. Prepare in pencil a consolidated Form 409 in
duplicate, and send original to S—4. Keep duplicate.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 AGO 35

QMC 409 O ('
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11. Check items requisitioned. Make typewritten copy in

duplicate of Form 409 submitted by CoSO and
sign approval “For the Regtl CO.” Send both
copies of typed Form 409 to CoSO and return to
him his penciled Form 409.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 QMC 409

When deemed desirable, local procedure may modify the
method of procuring clothing for two or more EM so
that, in lieu of submitting requisitions for clothing to the
QM by each CoS0, S—4 will consolidate such requisitions
from the eompanies and submit the consolidated requisi-
tion, in quadruplicate, to the QM. If such modified
procedure is followed, the action will be governed by AR
35-6560, par 14d as ¢h by WDC, 43, 1941, par 1, sec II.

12. Have Co Supply Sgt check typed Forms 409 for aceuracy.

Have CoC sign in space ‘‘Requisitioned by” and
send both copies to QM.

AR 35-6560, par 14bh(1), ch by WDC 147,

1940 QMC 409

When sizes are not known, as in cases of initial issue, the
procedure may be simplified for all concerned by taking
the EM to the QM fitting room at the time of issue.
Sizes and quantities issued are then filled in on Form
409 after the actual issue of the clothing. This procedure
will require cooperation between the QM and the CoC
or S—4.

13. Prepare items for issue. Notify CoSO when clothing is

ready for issue. Complete both copies of requisi-
tion, showing quantities actually issued.

AR 35-6560, par 14b(1), ch by WDC 147,

1940 QMC 409

14. Verify the quantity and quality of the clothing received

with entries in column “Issued” on requisition.

Sign both copies, modified as necessary, receipting
for clothing issued.

AR 35-6560, par 14b(1), ch by WDC 147,

1940 QMC 409
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QM 15. Sign both copies of requisition, certifying that the items

shown in the column “Issued’ have been issued.
Give CoSO duplicate copy and hold the original. ‘ hi'
AR 35-6560, par 14b(1), ch by WDC 147, '
1940 QMC 409

CoSO  16. Issue clothing to EM as requisitioned on Forms 35.
Enter quantities and sizes issued onto Individual
Clothing and KEquipment Records (Form 32).
Initial last space in the column listing items issued
after same has been initialed by the EM. File
Forms 35 with Form 409. (See appropriate instruc-
tions under headings “If clothing is to be returned”’
and “If no clothing is to be returned”).
AR 35-6560, par 14b(1), ch by WDC 147,
1940 AGO 35 and 32

IF CLOTHING IS TO BE RETURNED

CoSO  17. Enter on retained copy of requisition the quantities of
clothing to be returned to QM. Take this copy of
Form 409 and clothing to be returned to QM, and
sign both copies, certifying to clothing returned.
AR 35-6560, par 14b(2), ¢ch by WDC 147,
1940 QMC 409
Clothing not issued will be returned to QM not later than 24

hours after it is drawn (AR 356560, par 145(2), ch by
WDC 147, 1940).

QM 18. a. Check clothing returned with entries on Form 409.
Enter on original of Form 409 the verified figures
from duplicate copy. Complete column “Net
issued” and receipt on both copies for clothing
returned.

b. Give duplicate copy of Form 409 to CoSO and file
original as a voucher to stock record account.

AR 35-6560, par 14b(2), ch by WDC 147,
1940 QMC 409

CoSO  19. File duplicate Form 409 with Co supply records. -
AR 35-6560, par 14b(2), ch by WDC 147,
1940 QMC 409 ‘
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IF NO CLOTHING IS TO BE RETURNED

Line out column “Returned to QM. Take copy of Form
409 to QM within 24 hours; include on both copies
an amended statement that no clothing was re-
turned.

AR 35-6560, par 14b(2), ch by WDC 147,
1940 QMC 409

Line out column “Returned to QM” on original of Form
409 and sign on both copies an amended statement
that no clothing was returned.

AR 35-6560, par 14h(2), ¢ch by WDC 147,
1940 QMC 409

Follow instructions 18b and 19.
IN EMERGENCIES

To replace clothing destroyed to prevent the spread of a
contagious disease

. Follow instruction 5.

Prepare and sign certificate listing the clothing which
was destroyed, and giving the name of the medical
officer who recommended destruction. Take cer-
tificate and Individual Clothing Slip to Post
Adjutant for approval on both copies in name of
PCO.

AR 615-40, par 4¢(1) AGO 35

5. Follow instructions 6 to 10, inclusive.

To issue clothing to a general prisoner honorably restored
to duty

. Have Supply Sgt prepare Form 35 in duplicate, listing

clothing sufficient to equip EM properly.

AR 615-40, par 4c(4) AGO 35
AR 35-6560, par 14¢(1), ch by WDC 147,
1940

See AR 61540, par 2, for list of clothing to equip EM.
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Action
taken by |

CoSO  27. Take Forms 35 to Adj for approval on both copies in
name of CO.

AR 615-40, par 4c(4) AGO 35 ‘ h“
QM 28. Follow instructions 2 to 6, inclusive. A deserter returned I
CoSO to military control will wear the clothing worn at

time of surrender or apprehension until his case is
disposed of, unless additional clothing is absolutely
necessary.

AR 615-300, par 23

INSTRUCTIONS GOVERNING EXCHANGE OF
CLASS C AND CLASS D CLOTHING AND EQUI-
PAGE

For instructions governing exchange of Cl C and the
exchange of Cl D clothing and equipage, see WDC
287, 1942, sec VI, and AR 615-40, par 12.

Cl1 “C”—Unserviceable clothing and equipage,
the condition of which justifies rec-
lamation.

Cl“D"—Unserviceable clothing and equipage, ~

not fit for reclamation.
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Secrion XXV

PROCEDURE TO PROCURE AND ISSUE
INDIVIDUAL EQUIPMENT

Key to abbreviations: References:
CoSO—Company Supply Officer AR 35-6540, July 31, 1942
QM—Quartermaster AR 35-6560, Sept. 22, 1938
S-4—Regimental Supply Officer AR 61540, Sept. 1, 1942

CORC—Commanding Officer Reception Center

INITIAL ISSUE OF EQUIPMENT AT
RECEPTION CENTERS

Action

taken by

CORC 1. On arrival of groups of EM from induction stations,
prepare a roster, listing the names and Army
serial numbers of those men requiring the initial
issue of equipment,

CORC 2. Prepare Forms 32 in triplicate from roster, completing
the first column under heading “Issued” with the
quantity of the items to be issued as authorized
by T/BA. Data in “Issued” column can be
entered in advance of arrival of EM from induec-
tion station. AGO 32

At large installations, names and Army serial numbers

may be entered on Forms 32 by means of an addresso-
graph machine, if available.

CORC 3. Send EM, accompanied by Forms 32 and roster, to
the QM warehouse.

QM 4. Issue required equipment to EM as indicated on Form
32. AGO 32
FOR ONE OR MORE EM EXCEPT FOR INITIAL

ISSUE AT RECEPTION CENTERS

CoSO 5. Have Supply Sgt prepare a penciled Requisition for
needed equipment and take it to S—4 office.
T/BA 21, col 2
AR 615-40, par 2
AR 35-6560, par 14bh(1) chby WDC 147,1940
QMC 400

Although most of the regulations cited herein speak of
“clothing” without specifically mentioning individual
equipment, WDC 105, 1942, par 37, and AR 615-40,
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par 2, indicate that the procedures for issuing clothing '
as prescribed in AR 85-6560, par 14, are to be construed
as applying to both individual clothing and individual |
equipment. In these regulations QMC Form 400 will be 0 Il
read in place of QMC Form 409 which is used only for
clothing as per AR 35-6540, par 1.
Action
taken by
5S4 6. Check items requisitioned and have Requisition pre-
pared in duplicate; sign approval “For the Regtl
CO”. Send both copies to CoSO and return to
him his penciled Requisition.
AR 35-6560, par 14b(1), ch by WDC 147,
1940 QMC 400
When deemed desirable, local procedure may modify
the method of procuring individual equipment for 2 or
more EM so that, in lieu of submitting Requisitions for
individual equipment to the QM by the CoSO, S-4 will
consolidate such Requisitions and submit the consoli-
dated Requisition, in quadruplicate, to the QM. If
such modified procedure is followed, the action will- be
governed by AR 35-6560, par 14d, as ch by WDC 43,
1941, par 1, see II.

CoSO 7. Have Co Supply Sgt check typed Forms 400 for accu- +
racy. Have CoC sign name and grade in space
“Requisitioned by” and send both copies to QM.

AR 35-6560, par 14b(1), ch by WDC 147, 1
1940 QMC 400

QM 8. Prepare items for issue. Notify CoSO when equip-
ment is ready for issue.

AR 35-6560, par 14b(1), ch by WDC 147,

1940 QMC 400

CoSO 9. Verify the quantity and quality of the equipment
received against entries on Requisition. Sign both
copies as a receipt for equipment received,

AR 35-6560, par 14b(1), ch by WDC 147,

1940 QMC 400

Minor differences between items requisitioned and items
issued will be cared for by notation on both copies of
the requisition, initialed by both the QM and the CoSO. . b

Major differences will be cared for by issuing the equip-
ment on a Shipping Ticket.
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taken by

10. Sign both copies of Requisition certifying that the
equipment listed has been issued. Give CoSO
duplicate and file original as voucher to stock
record account.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 QMC 400

11. Take equipment issued and duplicate of Requisition
to company supply room. Issue equipment to
EM. Enter quantities issued onto Individual
Clothing and Equipment Records (Form 32).
Initial last space in column in which items issued
are listed after having obtained EM’s initial in
same column. File duplicate of Requisition with
company supply records.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 QMC 400
AGO 32

Where unfilled items necessitate subsequent submission of
another Requisition, turn filed copy of old Requisition
over to S-4 to prepare Requisitions to cover the items
lined out on former Requisition and follow the normal
procedure. Regtl policy establishes the S-4 office as
the agency which prepares all formal Requisitions
(typed) for the companies. If consolidated Requisi-
tions are prepared by S—4 then whenever the Requisition
is only partially filled, the 8—4 office will follow up the
matter and automatically initiate and prepare any
subsequent Requisitions necessary to complete procure-
ment of the equipment.

INSTRUCTIONS GOVERNING EXCHANGE OF
CLASS C AND CLASS D CLOTHING
AND EQUIPAGE

For instructions governing exchange of Cl C and the
exchange of Cl D clothing and equipage, see
WDC 287, 1942, sec VI and AR 615-40, par 12.

Cl “C”—Unserviceable clothing and equipage,
the condition of which justifies recla-
mation.

Cl“D”—Unserviceable clothing and equipage,
not fit for reclamation.
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Secrion XXVI
PROCEDURE TO PROCURE T/BA ORGANIZA-

TIONAL EQUIPMENT t
Key to abbreviations: References:
Dep 80—Depot Supply Officer AR 35-6540, July 31, 1942
LPO—Local Property Officer AR 35-6560, Sept. 22, 1938
Div SO—Division Supply Officer WDC 105, 1942

CoSO0—Company Supply Officer
S-4—Regimental Supply Officer

TO PROCURE T/BA ITEMS BY EXCHANGE

Action
taken by

CoSO 1. Turn in unserviceable items to S—4 on Tally Sheet with
request for replacement in kind on an exchange
basis. Request for replacement of articles lost or
damaged through fault or neglect will be accom-
panied by copy of Report of Survey, or by State-
ment of Charges.

AR 35-6540, par 3 QMC 490

When unserviceable items are exchanged for serviceable
items no change of property records is required, except
for items aceounted for by serial numbers (AR 35-6540,
par 3b(2)(c)). When unserviceable equipment is placed
on Inventory and Inspection Report (WD IGD Form
1), report will be initiated by the responsible officer.

S+ 2. Exchange unserviceable articles from companies for
serviceable articles at the local property office.
Deliver serviceable property to companies which
requested exchange as shown by retained copy of
Tally Sheet.
AR 35-6540, par 3¢

TO PROCURE T/BA ITEMS OTHER THAN BY
EXCHANGE

CoSO 3. Prepare penciled copy of Requisition with one carbon
copy. Separate Requisitions will be made for sup-
plies from each arm or service. Have CoC sign
name to Requisitions and take to S—4. Have S+
validate duplicate.

WDC 105, 1942, par 30 QMC 400 .\L (

WDC 105 requires three copies. Initial issue of T/BA
organizational equipment to newly activated units is
theoretically automatic and requires no company req-
uisitions.
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Action
taken by

54 4. Sign receipt of duplicate company Requisition and return
to CoSO, to be filed with Company Property Book
pending receipt of items. Prepare typewritten con-
solidated Requisitions in triplicate, making sepa-
rate requisitions for each arm or service. Sign
them as requisitioning officer and get approval by
Ex “for Regtl CO.” File one copy. Sead two
copies to the agency supplying unit.

WDC 105, 1942, par 31 QMC 400
Divisional elements deal through Div 80. S-4 of nondi-

visional units will take action indieated for Div SO in
instruction 5 and/or 7.

Div 8O 5. Determine which articles requisitioned can be supplied
by LPO. Prepare Requisitions in triplicate for
these items. File one copy. Send two copies to
appropriate LPO,

WDC 105, 1942, par 33 QMC 400

LPO 6. Issue property in bulk to requisitioning S—4 in return
for receipted copy of Requisition. File this re-
ceipted Requisition as a numbered credit voucher
to stock record account. File second copy of Req-
uisition with Shipping Tickets and similar records
pertaining to unit concerned.

WDC 105, 1942, par 33 QMC 400

Div SO 7. For property which cannot be supplied locally, prepare
Requisition in triplicate, making separate Requisi-
tion for each arm or service. Each Requisition will
indicate unit for which articles are intended and
the LLPO to whom the shipment will be invoiced.
File one copy. Send two copies to appropriate
Dep SO through LPO. (3 copies on ordnance

property.)
WDC 105, 1942, par 34 QMC 400
For ordnance property only, file guadruplicate copy of
Requisition.

Dep SO 8. Ship articles requisitioned to post or station property
officer, marked for unit for which intended.
AR 35-6560, par 12¢
Prepare six copies of Shipping Ticket, indicating thereon
the unit for which supplies are intended:
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3 copies to post or station property officer receiving
shipment.
2 copies to Finance Officer of service command in
which consignee is located.
1 copy to file. L |
WDC 105, 1942, par 38 QMC 434
Action
taken by
LPO 9. Check shipment against Shipping Ticket. Sign one copy

of Shipping Ticket and return to depot originating
shipment. Deliver articles in bulk to requisition-
ing supply officer with 2 copies of Shipping Ticket.
Have Div SO receipt one Shipping Ticket and
return as a numbered credit voucher for stock
record account.

WDC 105, 1942, pars 39, 40 QMC 434

Div SO 10. Check articles received against Shipping Ticket. Seg-
regate articles on basis of Requisitions submitted.
Div SO will deliver articles to unit S—4 and obtain
his signature on one copy of original Requisition
as a receipt.
WDC 105, 1942, par 41 QMC 400

When there is considerable difference between articles
requisitioned and those delivered, delivery will be made
on a Shipping Ticket in duplicate instead of on receipted
original Requisition. One copy of the Shipping Ticket
will be signed by 854 and returned to supply agency.

| WDC 105, 1942, par 41.

54 11. Check articles received and sign one copy of original
Requisition (or Shipping Ticket—see remark un-
der instruction 10) as a receipt to the supplying
agency. Segregate property on basis of Requisi-
tions received from companies. Deliver articles to
(oS0 in return for receipted copy of original Req-
uisition. File receipted copy of Requisition with
jacket file of Shipping Tickets pertaining to com-
pany concerned.

WDC 105, 1942, par 43 QMC 400

oSO 12. Check property received from S—4. Enter property
received on Company Property Book. (‘L l
WDC 105, 1942, par 25 QMC 400
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Secrion XXVII
PROCEDURE TO TRANSFER PROPERTY

Key to abbreviations: References:
UPO—Unit Personnel Officer AR 35-6520, Feb. 8, 1936
CoC—Company Commander AR 35-6680, June 6, 1942
LPO—Local Property Officer WDC 105, 1942
Adj—Regimental Adjutant
S-4—Regimental Supply Officer
CoSO—Company Supply Officer

FROM OUTGOING COMPANY COMMANDER TO NEW COM-
PANY COMMANDER

Action

taken by

Adj 1. Report change of command to officer concerned and
to S—4.

54 2. Procure from each LPO a consolidated Memoran-

dum Receipt in duplicate covering property of
each such office held by the company, and deliver
to new CoC for his signature.
AR 35-6520, pars 5g, C2; 14b, ch by
WDC 30, 1941, sec III QMC 487
When a post custodial officer has been appointed for the
purpose, such officer will sign Memorandum Receipts
and be responsible for post, camp, or station property
issued to Regt (WDC 105, 1942, par 6). In such case,
the necessary settlement for post, camp, or station
property will be made with the custodial officer,
instead of with the LPO.

Old CoC 3. a. Check post, camp, or station property and special

and CoSO equipment (not T/BA) held by the company on
Memorandum Receipt from local property offi-
cers.

AR 35-6520, par 14b QMC 487

b. Check T/BA property against records in Company
Property Book.
Company Property Book
¢. Initiate Reports of Survey or Statements of
Charges to cover any shortages, damages, or
unserviceability, or to procure replacements.
For procedure see sections XXVIII and

XXIX AGO 15 and 36
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Old CoC 3.

and CoSO

Old CoC

0ld CoC
New CoC

S—4

LPO
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d. Submit Requisitions to replace property not re-
placeable by exchange or on which Report of
Survey or Statement of Charges will not be
submitted.

WDC 105, 1942, par 23 QMC 400

Note on Requisition that articles requisitioned are to
replace articles on Statement of Chargesor Report of
Survey, whichever is applicable.

4. Assist new CoC to inventory post, camp, or station
property in possession of company against con-
solidated Memorandum Receipts furnished by S—4 ;
sign and return original Memorandum Receipts
to S-4, and file duplicates with Company Property
Book.

AR 35-6520, par 3, C2 QMC 487

This transaction will be supervised by the S-4 or officer
of suitable grade appointed by the CO.

5. Check T/BA property against Company Property
Book and New CoC sign certificate in Company
Property Book accepting responsibility for the
property.

WDC 105, 1942, par 27 Company
Property Book

6. Check consolidated receipts to see that all are signed,
and send them to property officer concerned.

7. File signed consolidated Memorandum Receipt with
property accounts and return old Memorandum
Receipts bearing old CoC’s signature to the old
CoC for his personal file.

AR 35-6520, par 3, C2 QMC 487

FROM OUTGOING S—4 TO INCOMING S—+4

No check of records is required. The outgoing S—4
will show the new S—4 the jacket files of property
pertaining to each company, and turn them over
to the new S—4.
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WITH A COMPANY WHEN COMPANY IS TO BE DETACHED

Action
taken by

S—4 8. Check order directing move to determine what
equipment will be transferred with unit in ad-
dition to T/BA equipment. Check with CoSO
to assure that Requisitions are on file covering
all missing items.

AR 35-6680, par 3

5S4 9. If post, camp, or station property is to be taken by
the company, notify the appropriate local property
officers or custodial officer as described in in-
struction 2.
WDC 105, 1942, par 58

Post, camp, or station property will be taken only on
instruction of the War Department.

LPO 10. Consign designated property to CoC on Shipping
Ticket in duplicate.
WDC 105, 1942, par 58 QMC 434

CoSO 11. Have CoC sign name to original of Shipping Ticket
and return to LPO.

WDC 105, 1942, par 58 QMC 434

LPO 12. File original of Shipping Ticket as credit voucher to
your stock record account.

WDC 105, 1942, par 58 QMC 434

CoC 13. List items from Shipping Ticket in Company Property
Book. File duplicate copy with Company Proper-
ty Book.

WDC 105, 1942, par 58 QMC 434
Company Property Book

54 14, Prepare list of all property actually transferred with
unit. Send this list to CO of post or station to
which unit is being transferred, together with
jacket file of property pertaining to the unit.

WDC 105, 1942, par 29

List of property can be copied from Company Property
Book.
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WITH AN ENLISTED MAN WHEN TRANSFERRED TO
ANOTHER ORGANIZATION

Aetion
taken by

CoSO  15. List on EM’s Clothing and Equipment Record articles B A
turned in prior to transfer. Complete record so
that it shows all articles which EM takes with him;
initial the record; have the EM initial it; and send
it to UPO.

AR 35-6680, par 5a(l) AGO 32

CoSO 16. If EM is taking post, camp, or station property, list
those items on an Individual Clothing Slip (Form
35) in quadruplicate. Have EM sign all copies,
and have CoC sign all copies. Send all copies to
S5-4.

AR 35-6680, par 5a(2) AGO 35
The order transferring the EM may specify that certain
articles of equipment, such as foot lockers, steel helmet,

ete., be issued to him prior to the transfer.

54 17. Verify Forms 35 as to similarity, legibility, and complete-
ness. Send original to CoC, who will present same
to appropriate LPO; send other 3 copies to UPO.

AR 35-6680, par 5a(2) AGO 35

LPO 18. Send credit Memorandum Receipt for items listed on

Form 35 to CoC through S—4. File Form 35 as a
credit voucher to stock record account.
AR 35-6680, par 5a(2)
AGO 35 and QMC 487

\ UPO 19. Send Form 32 and duplicate, triplicate, and quad-
ruplicate of Form 35, with EM’s Service Record,
to CO of Regt to which he is transferred.

AR 35-6680, par 5a(3) AGO 32 and 35

New 20. Send Form 32 and duplicate of Form 35 to CoC of com-
Adj pany to which EM is assigned. Send triplicate of
Form 35 to appropriate LPO, who will enter it as
a debit voucher to his stock record account and will
issue a debit Memorandum Receipt to the CoC,

through S—4. Note on quadruplicate of Form 35
the designation of the officer to whom the triplicate i l
was sent, and forward quadruplicate to service

command Finance Officer.

AR 35-6680, par 5c(l) QMC 487
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New 21. Check property in possession of EM against that shown
CoC on Form 32. Sign debit Memorandum Receipt for

property listed on Form 35 and return it through
54 to the appropriate LPO, TFile Forms 32 and
35 with company supply records.

AR 35-6680, par 5¢(2) QMC 487

CoSO  22. If EM s taking T|BA property listed in the Company
Property Book, list those items on an Individual
Clothing Slip (Form 35) in duplicate. Have EM
sign both copies, have CoC sign both copies. Drop
property from Company Property Book and file
original with Company Property Book. Send du-
plicate to UPO.
WDC 105, 1942, par 28a AGO 35
Company Property Book

UPO 23. Forward Form 32 and duplicate of Form 35, with EM’s
Service Record, to CO of Regt to which he is trans-

ferred.
WDC 105, 1942, par 28a AGO 32, 35
New 24. Send Form 32 and duplicate of Form 35 to new CoC of
Adj company to which EM is assigned.

New 25. Check property in possession of EM against that
CoC shown on Form 32. Enter items listed on duplicate
of Form 35 in Company Property Book. File Form
35 with Company Property Book. File Form 32

with company supply records.
WDC 105, 1942, par 28a AGO 32, 35
Company Property Book
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Secrion XXVIII

PROCEDURE TO PLACE LOST, DAMAGED, OR DESTROYED
PROPERTY ON STATEMENT OF CHARGES

Keyv to abbreviations: References:
Sup Sgt—Company Supply Sergeant AR 345-300, Apr. 30, 1927
CoSO—Company Supply Officer AR 35-6640, June 13, 1942
UPO— Unit Personnel Officer AR 35-6540, July 31, 1942

TM 12-250, Oct. 10, 1942,
pars 289 to 296
dotton STATEMENT OF CHARGES
taken by
Sup Sgt 1. Submit to UPO a penciled list showing amounts, names,
and data to enter on Statement of Charges. Keep
the data on file so that new list can be prepared in
case peneiled list is lost.

AR 345-300, par 3 AGO 36

Statement of charges will be made against the pay of a
responsible EM whenever Government property is lost,
damaged, or destroyed through fault or negleet. If the
EM admits correctness of the charge by signature on the
Statement of Charges, the entry will be made and the
charges deducted from his next pay.

UPO 2. Prepare Statement of Charges in triplicate, covering the
property lost or damaged. A separate statement
will be prepared to cover each class of property.
Type waiver of Report of Survey on each statement,
for signature of the responsible EM:

I hereby waive my right to the action of asur-
veying officer under AR 35-6640 and acknowledge
the correctness of the charge.

Signed
Turn over all 3 copies of completed Statement of
Charges to CoSO for check and approval.
AR 345-300, par 3d(2)
TM 10-310, app II, par 26¢(2) AGO 36
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3. Check Statement of Charges and obtain CoC’s signature

on all 3 copies. Get signature of EM on Statement,
admitting correctness of charge. Return all 3
copies to UPO.

AR 35-6640, par 2b AGO 36

If EM does not admit eorrectness of charge against him the
loss or damage must be placed on a Report of Survey.
Action of the surveying officer, if it is approved by ap-
pointing authority, will be final (AR 35-6640, par 2h(3)).
In case of a Report of Survey where an EM is found
liable the Report of Survey will be filed as a subvoucher
to the Btatement of Charges.

AR 345-300, par 3a

4. Enter charges against pay account of EM concerned on

his Service Record and on next Pay Roll on which
he is paid. Note on all 3 copies of Statement of
Charges that charges have been entered on pay
account, and initial the entry. Send original and
duplicate Statement of Charges to the CoC': file
triplicate.

AR 345-300, par 3d(2) AGO 24

WDC 105, 1942

5. Turn in any damaged property to S—4 for repair or sal-

vage. File original copy of Statement of Charges
with Company Property Book pending replacement
of property. Send duplicate to S—4 in lieu of
Requisition if replacement is desired; otherwise
duplicate may be destroyed.

AR 35-6540, par 3h(2)(a)
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Section XXIX
PROCEDURE TO PLACE LOST, DAMAGED, OR DESTROYED

PROPERTY ON REPORT OF SURVEY \
Key to abbreviations: References:
RespO—Responsible Officer AR 35-6640, June 13, 1942
CO—Regimental or Post Commander TM 12-250, Oct. 10, 1942, par
Adj—Regimental Adjutant 23

Sur O—=Surveying Officer
Serv(C FinO—=Serviee Command Finance
Officer

Action
taken by

RespO 1. Have UPQ prepare Report of Survey in triplicate.
Include supporting affidavits, certificates, and
statements of interested persons and witnesses with
original. Initial money total on face of report on
all copies. Always have affidavit signed, sworn to,
and witnessed on face of all copies of report.
Accomplish certificate (space 6, Form 15) of
responsible officer on all copies if affidavit (Form 15)
is made by other than responsible officer. Send
all three copies of completed report to CO.

AR 35-6640, pars 8 to 12 inclusive, Cl,
C2, C3 AGO 15
a. Report of SBurvey is required to obtain relief from respon-
sibility whenever Government property is lost, damaged,
| or destroyed through no fault or neglect of any person, and
to fix responsibility in case of fault or neglect not admitted
on Statement of Charges.

AR 35-6640, pars 1, 2

| b. Evidence supporting statements of loss or damage on
Reports of Survey will be limited to the barest essentials.
A statement of date, and ecircumstances in space 5,
Form 15, will suffice if action iz to be taken by CO.
Certifieates, affidavits, and other supporting papers
forwarded to Chief of Finance for final action will be
reduced to the minimum consistent with facts.

WDC 105, 1942, par 52

(6(0) 2. a. If evidence does not show fault or neglect and if the
amount involved is less than $500, approve Report
of Survey with signature on all three copies, relieve ‘ Il
all concerned from responsibility and recommend
disposition of damaged property. Forward original
and one copy to Serv C FinO for review and file.
122
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Send third copy to responsible officer as authority
for dropping property from records and as requisi-
tion for replacement.
Action
taken by
CO 2.  b. If relief from responsibility is not indicated or if
property value is greater than $500, appoint a
surveying officer.
AR 35-6640, par 9 AGO 15
If board of officers for property adjustment has been des-
ignated by the PCO in accordance with WDC 105, 1942,
seec 1V, Reports of SBurvey will be forwarded to the PCO
for action by the board.
Surveying officers will be appointed by the CO of Regt, or
similar organization, or by the PCO. The CG of a
service command, army, division, brigade, or district may
appoint surveying officers. Such CO’s under his juris-
diction as the CG, Air Service Command, may designate,
may also appoint surveying officers.

AR 35-6640, par 10, C1
CO 3. Appoint a surveying officer (instruction 2b). Forward
by indorsement all 3 copies of Report of Survey,
with supporting papers, to surveying officer.
AR 35-6640, par 9 AGO 15

SurQ 4. Read thoroughly the AR referred to as pertaining to
Reports of Survey. Investigate circumstances of
loss or damage. Examine all available evidence.
Report to appointing authority with recommenda-
tion as to responsibility for loss and suggestion as to
disposition of damaged property.

AR 35-6640, par 10b, ¢, C1 AGO 15
CO 5. Fix responsibility for loss or damage and recommend

disposition of damaged property, sign name to all
copies of report, as appointing authority. Send
original and duplicate Report of Survey with sup-
porting documents through channels to service
command finance office for review. Send third
copy to responsible officer as authority for dropping
property from records and as requisition for replace-
ment.
AR 35-6640, par 11b AGO 15
If any interested O or EM disagrees with the action of the
appointing authority, all 3 copies of report will be for-
warded to CG of service command for action (AR 35-6640
par 11b(4)).
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Action
taken by
ServC
FinQO 6. Review report as to correctness of findings and charges
against officers or EM, if such charges are made. ( (

If controlled items are listed on Report of Survey,
report will be referred to serviee command chief
of supply serviece concerned for instructions as to
final disposition of controlled items. Sign report
for CG of the service command. Send original to
office of service command AG for file. File dupli-
cate in own file. Return triplicate, if it has been
forwarded as per remark under instruction 5, to
responsible officer through appointing authority.

AR 35-6640, par 11¢, C1, C2 AGO 15
Srerion XXX
PROCEDURE IN CASE OF MOTOR VEHICLE ACCIDENTS

Keyv to abbreviations: References:
Dr—Driver AR 35-6640, June 13, 1942
CoC—Company Commander AR 35-7220, June 6, 1942
IB—Investigating Board AR 850-15, Oct. 6, 1942 I
CO—Regimental Commander (Post or Con- TM 12-250, Oect. 10, 1942
voy Commander if appropriate) appendices V, VI, VII

PERSONAL INJURY OR DAMAGE TO ANY PROPERTY

Aetion
taken by .
Dr 1. Fill out immediately at scene of accident, Driver's
Report—Accident, Motor Transportation.
AR 850-15, par 17a(1) Standard 26
This must be done in every case regardless of how trivial
the aceident may appear to be, or whether Government
property or personnel only is injured.
Dr 2. Give to any injured civilian or to the driver of damaged

civilian vehiele the identification card enclosed with
Standard Form No. 26.
AR 850-15, pars 16f, 17a(2)

CoC 3. In case of death of driver, the report will be made by
the next officer, EM, or employee, if any, next
directly connected with the happening, but the
immediate commanding officer is responsible for [
rendition of the report within 48 hours after the =
aceident.

AR 850-15, par 17a(1)
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Dr 4.

CoC 8.

CoC 6.

CoC 7

CoC 8.

CcO 5

IB 10.
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Deliver Standard 26 to CoC, as soon as possible after
the accident.

AR 850-15, par 17a(1) Standard 26

See AR 850-15, par 17d, for aetion in case of aceident

involving eivilian while en route to a port of embarkation.

Upon receipt of Standard 26, make or have made by

an officer, a preliminary investigation of the
accident.

AR 850-15, par 17b Standard 26

If investigation shows no personal injury, damage to

private property or damage to Government property

in excess of $25, verify correctness of Standard 26
and file same in company files.

AR 850-15, par 17h(2) Standard 26

If investigation shows no injury to personnel or damage
to private property but damage to Army vehicle
exceeds $25, prepare Report of Survey.

AR 850-15, par 17b(3) AGO 15

For procedure on Report of Survey, see section XXIX.

For exception as to “short form’ survey, see AR 35-6640,
par 9a.

If investigation shows personal injury, damage to
private property, or damage to Government
property in excess of $25 for material and com-
mercial labor, forward Standard 26 to immediate
commanding officer having administrative funetions.

AR 850-15, par 17h(1) Standard 26

Appoint board of one or more officers to make an
investigation of the accident,
AR 850-15, par 17¢

Make detailed investigation of aceident and report on
WD 39 or Standard 27. These will be made in
duplicate. Witness will sign original only of
depositions or statements. Original documentary
evidence will be attached to the duplicate WD 39
or Standard 27 and shown on them as exhibits.

AR 850-15, par 17¢(1) WD 39
Standard 27

Report will be submitted to CO within a period of 10 days
after the accident.
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cO 11. If WD 39 is used, review the findings.

AR 850-15, par 17¢(2) WD 39

If damage to Government-owned vehicle was caused by

neglect, take appropriate action under AR 35-6640.

If there is cause of a claim to be made by the Govern-
ment, take appropriate action under AR 35-7220.

(9{0) 12, If Standard 27 is used, see that certified true eopy of
Standard 26 is included with original of findings
and recommendations.

AR 850-15, par 17¢ (3) Standard 26
Standard 27
CO 13. Distribute sets of papers as follows:
Set A Sel B
a. Sets.—Prepared by Copy of Original of—

investigating

Standard Form

board, eontain- No. 26.
ing—
War Department
Form No. 39 or
Standard Form
No. 27.

Findings and rec-

ommendations

of investigation
board.

Original testitnony

b. Distribution.—Sub-
mitted to zone of
interior,
manding officer,
post, camp, or
station; theater
of operations,
headguarters,
theater of opera-

coi-

tions; with dis-
tribution as fol-
lows:
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War Depart-
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Standard
Form No. 27.

Findings and
recommenda-
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Sef A Set B
(1) In zome of interior. Retained by post, Forwarded
camp, or station through post,
for use in case a camp, or station
delayed elaim is commander to
filed.! commanding

general of serv-
ice command.
(2) Intheater of opera- Retained by head- Retained by head-

tions. quarters, theater of quarters, thea-
operations.! ter of opera-
tions.

AR 850-15, par 17¢(4)

SEcrion XXXI
PROCEDURE FOR BOARDS OF OFFICERS

Key to abbreviations: References:
CO—Regimental, Division, or Post Com- AR 420-5, May 20, 1940
mander AR 600-505, Aug. 3, 1942
Adj—Regimental, Division, or Post Adjutant AR 605-200, Feb. 6, 1935
Redr—Recorder of the Board TM 12-250, Oet. 10, 1942,

B/P-

Board President appendices 1V, V, VI, VII

Con Auth—Convening Authority

Action
taken by

CcO

Adj

404350°-—42

1. Designate the officers to compose board. Instruct
adjutant (or AG) to issue orders appointing the
board under the appropriate AR, to investigate
the facts and circumstances surrounding the case.

AR 420-5, par 1

2. Issue the necessary special orders appointing the
hoard.
AR 420-5, par 3

In line of duty boards, Section VIII boards, and death
boards one member of the board must be a medical
officer. Aection in appointing a board must be taken
promptly. Junior member of the board (other than
medical officer) to act as recorder for board. (Com-
mitment boards are composed of 3 officers, 2 of whom
must be medical officers, and an additional member,
without vote, who is the recorder.)

! This copy (original testimony) with certified true coples will be forwarded as exhibits
to War Department Form No. 30 (Proceedings, Board of Officers—Damage 1 2} when
forwarding eclaim in accordance with AR 35-7020. The original will be attached to the
original of War Department Form No, 30,
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Action
taken by

Adj

Redr

Redr

B/P

‘Rcdr
Redr

Board

ADJUTANT GENERAL'S OFFICE

3. Special order appointing board will cite provisions of
Army Regulations under which board is con-
vened ; state date that board will convene; state
grade, name, serial number, and arm or service
of officers appointed on board; clearly specify
the matter to be investigated and the scope of
the findings required.

4. In cases which involve the conduct, efficiency, fitness,
or pecuniary liability of a person, the recorder will
notify the person concerned by mail, dispateh, or
messenger delivery. This notification will be in
form of a written communication stating—

a. Time and place of convening of the board.

b. Specific allegations or questions to be
investigated.

4, ¢. Names of the witnesses to be called before

the board.

d. That the recorder will arrange for any
additionsl witnesses (within reasonable avail-
ability) that the individual might desire
upon timely written notice of such desire.

AR 420-5, par 5a

5. Upon convening of the board, swear other board
members, and have recorder swear B/P.

AR 420-5, par 4

Swearing of members is necessary only when required by
regulations. See AW 100 for form of oath.

6. Read aloud order appointing board.

7. Swear witnesses that are to testify before board.
CONDUCT OF INVESTIGATION

8. Conduct investigation to secure all the available evi-
dence pertinent to the matter to be investigated.
AR 420-5, par 9

a. Sworn testimony by witnesses appearing
before board.

b. Depositions taken upon due notice to both
parties.

¢. Certificates of officers.
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Action
taken by
Board 8. d. Affidavits of enlisted men and civilians.
e. The original or properly authenticated true
copies of records and documents,
f. Other writings and exhibits.
g. Stipulations.
Board 9. Establish definite dates, places, persons, and events.
Board 10. Rules of evidence follow general procedure and custom

as laid down in Manual for Courts-Martial,
1928.

AR 420-5, par 10

Redr ¢ 11. In case witness lives or is on duty at some distance
from the place of the board’s hearings, the re-
corder may request that the CG, Service Com-
mand, in which the witness lives or is on duty,
secure his deposition (or if appropriate, his or her
affidavit).

AR 420-5, par 13
If testimony ecannot be secured by the methods mentioned

above then the recorder may correspond directly with
the witness.

B/P 12. Instruct the individual appearing before the board of
his rights under AW 24 if witness is subject to
military law ; or his rights under the Constitution,
if a civilian.

Redr 13. Each true copy of a document introduced as evidence
before a board must be certified as a true copy,
and show such authentication.

Board 14. Notify person of allegations against him if allegations
are prejudicial to the character, standing, or
efficiency of such person under investigation.

AR 420-5, par 18

Above applies if the findings of the board involve pecu-
niary responsibility of the person involved.
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FINDINGS OF BOARD
fetiy
Redr 15. Record the findings of the board in coherent and clear

= |
order. Each finding must be based upon evidence i.L o
which will support it.
AR 420-5, par 24
If several findings are required, present separately the
complete facts as to each finding. If only one finding
is necessary, arrange the exposition of facts in chrono-

logical order. Make sure that all essential facts are
taken cognizance of in the findings.

RECOMMENDATIONS OF BOARD

Board 16. Recommendations must be appropriate to and war-
ranted by the findings and should cover all
phases of the matter under consideration.

AR 420-5, par 25

Redr 17. Record the recommendations of the board and include
them after the findings, in the proceedings.

Redr 18. Prepare the board’s proceedings for submission to
convening authority. Check number of copies
required for proper distribution.

Con Auth 19. Review board proceedings, and indicate approval or
disapproval of the findings and recommendations A
of the board. Ior model of board proceedings
see par 30, AR 420-5; par 17, AR 600-505; par 7,

AR 605-200.

Sucrron XXXII
PROCEDURE FOR CONDUCTING COURTS MARTIAL

Key to abbreviations: Reference:
Pres— President of the Court Manual for Courts-Martial,
TJA-—Trial Judge Advocate 1928 especially appendix €

DefC—Defense Counsel
Ct—All members of the appointed court martial |
MCM—DManual for Courts-Martial (1928)

Aetion |
taken by | |

Pres 1. At the time specified for the convening of the court,
seat the court beginning with the senior on im-
mediate right, law member (if present) on im-
mediate left, and the remaining members alter-
nately right and left in the order of seniority.
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| Action
taken by

Pres 2. Call the court to order.

TJA 3. Announce that the prosecution is ready to proceed
fl . with the trial in the case of the United States
versus (name, grade, and organization from

Charge Sheet).

TJA 4. Announce that the accused is present, together with
regularly appointed counsel, and assistant de-
fense counsel.

TJA 5. Ask accused if he has individual eounsel of his own
choice.

a. If he does not have individual counsel, regularly
appointed counsel will so state; if he does,
individual counsel will be introduced by the
appointed DefC.

| b. At this point in a General Court Martial the re-
porter and interpreter, if latter is used, will be
sworn.

TJA 6. Read order appointing court.

| Announce members of court present and absent and give
| reason for absence, if known.

| Announce grounds for challenge of any member of
! the court, if such challenge exists.
i~ MCM, par 57

| TJA 8. State that if any member of the court is aware of
1 any facts which might be grounds for challenge
' by either side against any member, that such
facts be stated.

I[ssue challenge, or declare that prosecution has none.

TJA 10. If so desired, peremptorily challenge any court
member, except law member, who can be chal-
lenged only for cause.

TJA 11. Inquire if the accused wishes to challenge any member
of the court for eause.

If not, so state; if so, challenge and show cause,

\‘) TJA 13. Query whether accused wishes to challenge peremp-
torily any member of the court, or challenge
further for cause.
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Action

taken by

TJA 14. Swear in court,

Pres 15. Swear in TJA and Asst TJA. k]

TJA 16. Read to accused charges and specifications under b Vf
which he is being tried.

TJA 17. Ask accused how he wishes to plead to the charges
and specifications.

DefC 18. State plea of accused.

TJA 19. Read any legal authority that has bearing on the case.

Afford defense same opportunity.

TJA 20. a. Make opening statement if desired.

b. Present ease by calling all available prosecution
witnesses and introducing necessary stipulations,
depositions, etc. If, in the course of proving
case, a witness reverses his expected testimony or
appears hostile to the side calling him see MCM,
par 124b.

e. As they are called to testify, swear in witnesses.

TJA 21. After each witness is questioned by the prosecution,
afford opportunity for DefC to cross-examine the
witness.

TJA 22. Ask court if it has any questions to ask witness. 218 -
President inquires of court members if they have
further questions.

MCM, par 121b

TJA 23. Request that witness be excused. President excuses
witness.

TJA 24. Announce that the prosecution rests. ‘
The defense may at this phase of the proceedings move |

for a finding of “not guilty” on all or any part of the
charges and epecifications. ’
MCM, par 71d |
TJA 25. Ask the DefC if he has any opening statements to

make or any witnesses to offer.
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Pres
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26. Signify affirmation or negation. Then proceed to
establish the case in the same manner as the
prosecution, except that TJA will administer
the oath to the witness and ask the first three
questions as follows:

Do you know the accused? If so, state his name.

Is he in the military service of the United States?

What is his grade and organization?

State whether or not accused wishes to testify in his
own behalf. If he eleets to remain silent no 'lilf(-r(-m‘e
ean be drawn from this fact and no comment made
upon it. The accused may testify on any part or
all of the specifications and charges.

After testimony, request that witness be excused.

27. Announce that the defense rests.

The prosecution and the defense may recall any wit-
nesses in rebuttal, or the court may direet that any
witness be recalled for further examination. The TJA
directs the reexamination unless the court directs
otherwigse. If no further testimony is desired the
court and the TJA so state.

MCM, par 75b

28, Present closing arguments. These rights may be
waived if desired. If the defense presents closing
arguments the prosecution has the opportunity
for rebuttal.

MCM, pars 77, 121a

29, If the prosecution and the defense have nothing fur-
ther to offer, close the court.

All personnel will leave the room except the court. The
court will then discuss and decide upon the facts of
the case. For discussion on findings see MCM, par
78. Voting on all the specifications under a charge
will precede the voting on the charge.

30. When the court has reached a finding, reopen the court
in the presence of the accused, his counsel, and
the personnel of the prosecution.
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Action
taken by

Pres 31. Announce to the accused the findings of the court. If
“not guilty’ adjourn the court unless there is
other business. If guilty the court then will
inquire if the prosecution has any evidence of
previous convictions of the accused, and will ask
the prosecution to read the personal data from
the front of the Charge Sheet. If there have
been any previous convictions the TJA so states
and gives the number (1, 2, or 3 convictions, ete.).
The TJA will ask the accused if he objects to the
admission of this evidence. If not, then the TJA
will mark the form accompanying the Charge
Sheet (W. D., A. G. O. Form 25, Extract from
Service Record) as an exhibit. (MCM, pars 68,
79, and AW 40.) If the accused objects, the
court will follow procedure indicated in MCM,
par 79b.

TJA 32. Read personal data on front of Charge Sheet and ask
the defense if they are correct. 1f defense objects
the court again follows MCM, par 795; if no ob-
jection, the president will announce that the court
will be closed, and all personnel will leave the
room except the eourt.

Ct 33. Votes upon sentence to be imposed (MCM, par 805).
See MCM, par 104, for maximum sentences.

Upon reaching a sentence the court will summon the
accused and all counsel into the ecourtroom and will
announce the findings of the court upon all the speci-
fications and charges, and the sentence adjudged.

Pres 34. Adjourn the court. (If other cases are to be consid-
ered, announce a recess for a stipulated period of
time.)
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Seerron XX XIIT

LIST OF ROUTINE ADMINISTRATIVE REPORTS REQUIRED

AT PERIODIC INTERVALS

Key to abbreviations: References:
CoC—Company Commander AR 30-2210, Mar. 15, 1940
UPO—Unit Personnel Officer AR 40-275, Nov. 15, 1932
MessO—Mess Officer AR 40-1025, Oct. 12, 1940
TJA—Trial Judge Advocate AR 40-1080, Dec. 31, 1934
SCM—Summary Court Martial AR 210-50, Nov. 1, 1938
Surg—Surgeon AR 345-25, Deec. 30, 1924
8-4—Regimental Supply Officer AR 345-155, July 16, 1938
Adj—Regimental Adjutant AR 345-400, Aug. 25, 1938
P&P—Police and Prison Officer AR 345-415, Nov. 23, 1933
CO—Regimental Commander AR 345-800, July 1, 1942
AR 345-900, May 22, 1942
AR 600-185, Oct. 13, 1942
FM 8-45, Oct. 1, 1940
TM 12-250, Oct. 10, 1942
E-lfin r;} DAILY REPORTS
aken by
CoC 1. Company Morning Report. CoC authenticates. Send
to Unit Pers Sec daily.
‘_| AR 345-400 AGO 1
'’ ™™ 12-250
I UPO 2. Headquarters Morning Report.
A~ AR 345-400 AGO 2
J‘ T™™ 12-250
| UPO 3. Consolidated Daily Strength Report. In triplicate, ori-
|| ginal to file, duplicate to S-1, triplicate with reports
| of change to DHQ.
|i TM 12-250 Mimeo
'|: UPO 4. Report of Change. For officers: in triplicate; original to
| machine records section, duplicate as directed by
AR, triplicate file. For EM: in duplicate; original
. to MRU, duplicate to file.
AR 345-800, C1, C2 AGO 303
UPO 5. Consolidated Daily Ration Strength Return. In quad-

ruplicate, original and 2 copies to QM through
S—4, one copy to file.
WDC 195, 1941, par 5, ch by WDC 297, 1942
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MessO

CoC

CoC

CoC

Surg

TJA

P&P

6.

10.

115
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Daily Stoek Record. Single copy retained by company
mess officer.
™ 12-250 QMC 340
Prepared by mess sgt, authenticated by MessO. TUsed
only for garrison ration.
Daily Sick Report. CoC authenticates. Send to Surg
with sick detail, single copy, daily entries,
AR 345-415 AGO 5
T™ 12-250
Duty Roster. Single copy, retained by company.

AR 345-25, par 2 AGO 6
T™ 12-250

Company Punishment Book.
MCM, par 109

Delinquencies and punishment entered as they occur,

WEEKLY REPORTS

Medical Statistical Report. In triplicate, original and
duplicate to surgeon of next higher administrative
unit, triplicate to file.

FM 8-45, par 72 MD 86a,b

Report of General and Special Courts Martial. In trip-
licate, 2 copies to convening authority, thence to
division judge advocate general; 1 copy to file.

MCM, par 41b Mimeo

Prepared by TJA to show cases completed and pending, as
directed by local authorify.

. Report of Summary Courts Martial. In triplicate, 2

copies to convening authority, 1 copy to file.

MCM, par 41b Mimeo
Prepared by Summary Court Officer as directed by local
authority.

Report of Men in Confinement and Awaiting Trial. In
triplicate, 2 copies to next higher administrative
authority, 1 copy to file.

Mimeo
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UPO

CoC

CoC

CoC

UPO

UPO

Surg

Surg

14.

17-

18.

19.

20.
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MONTHLY REPORTS

Pay Roll, including supplemental Pay Roll. In quad-
ruplicate.
™ 12-250, AR 35-1360, AR 345-155
WD 366, 366a
and 366b
Officers Vounchers prepared by UPO or DishQO; however,
completion of officers Pay Vouchers is the direet responsi-
bility of each individual officer. WD 336
Company Council Book. Single copy.
AR 210-50, par 20a QMC 15
Balance Sheet of Ration Savings. Single copy, retained
by company.
T™ 12-250 Mimeo
Not required but advisable. Used only when unit is on
garrison ration.

Ration Strength Return, in triplicate, original and dupli-
cate to S—4, triplicate to Co file.
AR 30-2210, par 12 QMC 460

Extracted from Morning Report. Used only when unif is
on garrison ration.

Report of Field Rations Drawn for Officers. In duplicate;
original to QM through S—4, duplicate to file.
WDC 195, 1941, ch by WDC 297, 1942

Monthly Roster (prepared by MRU and sent to unit).
Verify rosters, file one copy, make distribution of
original and remaining copies as shown in references.

AR 345-900, par 7, C1 AGO 305A

Sick and Wounded Report (medical). In triplicate, orig-
inal and duplicate to service command or Dept
Surg, triplicate to regtl medical file.

FM 8-45, pars 51, 55 MD 51
AR 40-1025, sec VI

. Monthly Sanitary Report. In quadruplicate, original

and 2 copies through unit commander to TAG, 1
copy to regtl medical file.
AR 40-275, par 1c Mimeo
Covers the monthly physical inspection (AR 615-250).
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Surg 22. Monihly Statistical Report of Personnel and Equipment.

In quadruplicate, 1 copy to next higher Med O, 1

copy to Post or Div Surg, original to The Surgeon ) Ih
General, 1 copy to regtl medical file. & i)
FM 8-45, par 72 MD 86¢ '

Surg 23. Tables and Charts of Disease Rates. Single copy, re-
tained by Surg for inspection.
FM 8-45, par 78 Mimeo

54 24, Report of Controlled Items. In sextuplicate, original and
4 copies to TAG through channels, 1 copy to file.
Mimeo

OCCASIONAL REPORTS
Surg 25. Report of Acute Communieable Diseases.
AR 40-1080, pars 3, 7 Telegraphic
Make report also to eivil authorities.

UPO 26. Initial—Special—Final Rosters. In quadruplicate; orig-
inal and 2 copies to MRU, 1 copy to file.

AR 345-900, par 12 AGO 309 1
Speecial rosters will be submitted on change of station of
unit.
(0[0) 27. Efficiency Reports of Field Officers. Single copy to TAG >
through next higher commander. -
AR 600-185 AGO 67
No copy of, nor extraet from an Efficiency Report will be
made.
Adj 28. Report of Change of Station. In quadruplicate, original

and 2 copies to CG originating order for move, 1
copy to file.
WDC 193, 1942

UPO 29. Locator Card. Copies to DHQ, Post Hq and Regtl Hq ]
as needed.

TM 12-250 AGO 304-A

Prepared by MRU only upon written request.
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APPENDIX
MODEL FORMS AND RECORDS

(Printed forms, with model remarks as described in the text. In
many instances the lines or sections of these forms are identified by
symbols which refer to the accompanying explanation.)

Form Title Paragraph
WD
30 _____ Investigating Officer’s Report—Accident, Motor
Transportations .-~ — = - e
BBR e Py R ol L e e 2
366a__ _____ PRy ROl 2
366h . ParRel e e 2
70— __ . Final Statement. cco oo s e oG 3
AGO
e oo Sl et 1500 15 e ve bl 12 (e o BB ) M e e S S
B DGl STl Rioporie SUCR Y L g e, (L ILARE Ty 5
¥hL Reporbof Suryeyt et e e D
] e _ Soldier’s QualificationCard _____________________ 7
k) SRS L Service Reeord. o= o Lo = RO B0 o) Ol Lol iRl
95_____._._. Extract from Service Record _____.____________ s
a7 Statementiof-Accounts - coro oSS Cecoo ot oD =1 LD
98 ________ Soldier’s Individual Pay Record - - ______-_ 11
29 ________ Authorization for Allotment of Pay________ SRRt
29-5_______ Application for Pay Reservation for Purchase of
Defense Savings Bonds ______________ s
30_________ Notification of Discontinuance of Allotment Mol i 7
30-5_______ War Savings Bond—Changes in or Cancelation of
Class A Pay Reservation___ . ____ = B
Sk S Eurlourh e e e sA a1
32 ______ Individual Clothing und Eqmpmonl Record. . ____ 17
35_________ Individual Clothing Slip______ s o 1R
Bh-se- N Statement of Charges_______ S S
40_________ Certificate of Disability for I)l‘;('ll‘ilﬂ'(‘ 20
43 ______ Emergency Addressee and Personal P:opvrtv C md- 21
44 ________ Report of Desertion--_ __.___ i _ 22
45_________ Descriptive List of Doa(:tm or Eampod \hi]tm\
Prisoner from the Army of the United States____ 23
dfer ey = Report of Apprehension or Surrender of a Deserter 24
By _. Report of Death___ __ Sl R oo o= 20
Y e - Tinventorviob diental Sl 8 oo e e = 26
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Form Title Paragraph
AGO
BB Honorable Discharge from the Army of the United
AT e et e b el e LR R 27
58_________ Noncommissioned Oﬁn er’'s Warrant_ _ ______ 0%
66140 e Officer’s and Warrant Officer’s Qualification Card. 29
67 ..o Eficiency Beporty ooy o i roodcsgie gl 30
-4 N Officer’s Pay Data Card. . Sulean lid v £ = LY
e e Report of Individual C‘]na&-lfwatmn in A:m _________ 32
135 = S Charge Sheet_ __ . _ g T e s a1 S WPl el 33
303 - Roportiol Ghanger = T oo o r e L 34
304-A_____ Locator Card . _ _____ et e B D 35
090 _acnos Initial—Special—Final Rmtm __________________ 36
625________ Application for Family Allowanees. _____________ 37
QMC
TH =y o Company Council Book. _______________________ 38
A0 TRegSon.. N MTEE. I o ol (L 39
400 - Requisition and Rec {'1{1[ fm Clothing in Bulk_____ 40
434 .~ Shippingificket . - o Tt 41
487 _______ Memorandum l{ocmpf _________________________ 42
MD
81 . Immunization Register. - - ..o o oooon 43
biawdurd
26 —___ Driver’s Report—Accident, Motor Transportation. 44
e s Investigating Officer’s Report—Accident, Motor
rEnEportaitor = s TRE NReT BN e et 45
Veterans
Admanistration
350________ Application for National Service Life Insurance___ 46
336________ Change of Beneficiary, National Service Life In-
EUTARCOL L e e e BN S Y e 47
Records
Suggested form for Voucher for Company Fund___ 48
Statement of Standing of Compmw I e o7 A S S £
Suggested form for Clearance Sheet______________ 50
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1. War Department Form No. 39 (Investigating Officer’s
Report—Accident, Motor Transportation.—See section XXX,
instruction 10, for preparation, and instruction 13 for disposition.

l- " " wm“’n"g“,i‘g‘.,.;?.}m INVESTIGATING OFFICER’S REPORT—ACCIDENT
s iy MOTOR TRANSPORTATION
This report, together with the driver’s report (Form No. 26), must be submitted promptly in sccordance
| with department regulations. .
| Dato ... July 9 1042 Hoar (1610 ¥
s Place: Gity o town . Five miles north of . state . New Jersey .. . ... .. ..
Btreet Camden, Na da e
Weather ... Bright. and clear .. ... Condition of rosdway .. lry. and. smooth... .
Make and type ol vehiclo . Ghevrolet 1% ton truck  wvawNo. W8T .
COVERNMENT
DEMICLE AXD Name of driver Mi1lie D, Killen His serial No. 8LL2720L
His title, or ion, and post .Private,. Co. G, 100th Infantry, Fort Dix, Nel...
Make and typo of vehicla . Q1dsmoblie Sedan 19L0 License No. Maday. ¥ 17LUS
Ownet: Name o Mr e M M a: R My e
éﬁ%ﬁmm Address ... 162 Elwin. Street,. Camden,. ta..d
Driver: Namo ... - e L e
¥ Address ... J162. Elwin Streat, Camden, Na ila........
‘ " Yicense No. 1109593 New Jersey....
[ Names and addresses and extent of infuries ...Sgta. John L. Martin, Cos.C, 100th Infas.
‘ eensonsmrungn |- Tike Mo da = shock, sprained. right wrist, cut_on ftemporal reclon.
1 o e e of head, severe pains in. backa... P et P L el e s S
1f modical aid was 1, state by whom .15t Lt.. James A Kilpatrick, Ft. Dix, N.l.
...Smashed . right._headlight; hroken radiator.grill; dented left rear.. .
SV
VEMICLE
DAMAGE TO . Bant_front bumper; dantad left front fender.. . .. .. .
OWNED VHUICLE
OR OTHER
! PROPERTY
~ "~ ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES
Names Addresses
WITNESSES L,
| N e T N i I N e o e Wi
|
[ L L e L I s e e A
[ = bk
,' souce xmpome | Did ¢ity o State polios report the aceideat? ... MO vrmeomee ey =
1 If report waa mn:!g. attach copy. d i
(e t car was p ding from A_E‘l.-.mx,..hl..‘l; ............ to Camden, Na Ja . ...
OFFICIAL DUTY Was driver pecforniing official duty? Yes
Indieate the duty: __Ta. plek up supplies for Co. G, 100th Inf., Ft. Dix, N.l.
, __at Camden, M.J. and rveturn them to Fort Dix, Ma da. oo
= 1T

b u* Front
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FINDINGS

A, Accident, details of:,

1. Driver of govt. truck Mo. 94487 was not under the influence of alecohol or
narzctlcs.

2. Driver of civilian motor vehicle was not under the influence of aloochol or
narcotics.

3. Tho brakes and lights on gevt. truck No. 94487 were in good condition and
were operating properly.

4, The brekes and lights on civilian motor vehicle were in good condition and
ware coperating properly.

6. Thn rpeed of govt. vehicle just bofore the time of the aceldent was about
30 miles per hour and at the time of the amccident the forward motion of the
truck hed prectically ceased.

6. The speed of the civilian motor vehicle at the time of the accident was about
I0 miles per hour.

7. The accident wes caused by no fault or neglect of the driver of the govt.
vehicle.

B. Visibility: Excellent. Weather sunny and clear.

O. Traffic conditions nndrightol‘my. Road dry and smooth. Less than normal amount of traffie.
Civilian motor vehicle was not on his side of the road.

D. Mechanieal condition of both vehicles: Brakes and lights of both vehicles were in
good condition and were operating properly. (See items 3 and'4 in details above)

E. Responsibility: The accident was caused wholly or in part by the negligence of
the driver of the civilisn motor car.

F. Property damage:

Government vehicle 1 Headlight assembly, right $7.94 =
1 Radiator grill (repeirs) $6.40 1839 |
1 Left rear fender $4.06 R4 MRS

Privata vehicls or properly Hone

G. Remarks: HNone.

Nore.—Under (A) the investigating officer will give n word ploture of the neeldent; (B) the weather éonditlons, whethar
raining, fogay, snowing, ete.; (C) traffic is light, beavy, congested, ete., and yehicle h.n\i.n: right of way under traffic regulations;
Dy condition of lights, hra]lla, windshield wipers, ete., on both veh[ctu (E) responsitillity for accident, taking into consideration
the trafl i and traflle di at time of acald which \'chi o was nearest intersection, ete.; i {F) list the damages
o each w'hlde and the estimated cont of repairs to same; and (G) any explanation for the accident not given under the above,

a0y |
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EECOMMENDATIONS

1, That Private Willie D, Killen, 8442724, be not held pecuniarily responsible

for the cost of repairs to government motor wehicle,

That the government motor vehicle, Chevrolet 13 ton truck No. 94487 be

| repaired at government expense, at the Quartermaster Motor Repair Shop

| and returned to service.

3. That the responsible officer, Captain Paul M. Knight, 100th Infantry, submit
& Report of Survey concerning damaged parta of the government motor
vehicle.

4, That the Government enter e cleim ageinst Mr., Willis R, Macy, 462 Elwin
St., Camden, W. J., for $18.39 representing the cost of repairs to
government motor vehicle, Chevrolet 1# ton truck No, 94487.

o

I mERERY cERTIFY that the foregoing is a true and correct report of the accident, according to the best of
| my knowledge and belief, based upon the testimony received by me personally and attached herseto. The
following papers, which are o part hereof, are attached hereto and listed below:

| -Toatimony of Pyvi. Willie D. Killen........ Testimony. af Mr. Willis R Macy......ccoemic.-
...... Taestimany. of Sgt..John L. Martin. .. Testimany of Hoj. Micholas F.. larter........

it v Teatipony of Captk, Paul Y. Enight.

| ——Jdentimony. of lat. Lt.. Jemas. Ac. BLIPARIAGK.. ........ e eeecsecntomssransaemsmerresnsamnrans .

: Glisard ) Loy

i
| EomRD J. /oAy
| 1st Lt. 100th Infantry.
Investigoting Officer.

HeADQUARTERS:

1. ...... Approved.
|

Date

—agal

R )
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ADJUTANT GENERAL'S OFFICE

INVESTIGATING OFFICER'S SKETCH

Show in black the relative positions of the colliding velicles, or of the vehicls and pedestrian, just befors
tha collision, and af the time of the collision,

Show in red their relative positions just after the collision,
Label the streets and every object depicted, and'indicate measurements; show by dotted lines the courss

followed by each vehicle, and sdd any explanatory statement that would aid in an understanding of tha
OOCUTTENca,

fvr
“,;, Avro

T B SRR
g Vol Sl It S —
~ E ~

G

CAMDEN
A

If the sbove diagram is not applicabls, attach substitute diagram.

INSTRUCTIONS TO INVESTIGATING OFFICER

1, Attach driver's accident report, with supplemental signed statement from driver. Among other things,
the driver's statement should desaribe the course of the Government car, and the eourse of the vehicle or
person collided with, just befors and at the time of the collision; the rates of speed and how estimated; ths
signals of warning; condition of brakes, of lights, of streets as to being slippery; efforts made by driver to
evoid collision; facts showing whether or not other driver, or person was in fault, ete,

2. Attach signed statement from each witness.
3. Attach copy of traffic regulation violated, if any,
4. Attach photographs of scene of accident and of damaged cars, if any taken

VR SevERamLAT painties SeTisE  BE—E3301
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2. War Department Forms Nos. 366, 366a, 366b (Pay Roll).—
Reverse of Form No. 366 and front of Form No. 366a are identical,
Reverse of Form No. 366a and front of Form No. 366b are identical,

Ule

PAY ROLL

(FOR ENLISTED MEN) Voucher No. e
Company L 100th Infantry
{Orguniontlon) {Regtment)
Fort Dix, New Jersey — The Ll
tBaation)
For mnm.h of Septembar ==
ATPROPRIATIONS:
F.8 A, 10 s Fort Dix, N.d. Scntombe_:_‘_}Q,__lS_f@
[ ' [ (Etation)
FRAY ﬂ.lsm'n m

B&T,10—, nm._mmummeqmuamw

8. &T.10 '":: B?.M'SMM
| pesadbents) ln'l'i“d. Pt 6l odberw A Wi
— ———— ﬂ‘WWM"E :
Total amount dizbursed 5 - peocnd ‘\"ﬁ? / )
s Ay r/.ryl-
ALLoTuENT BUMMARy: | JAMES PERKT
Class *N" National Service Life I : 2t Lﬁ EuEntr&
Peasorivel edlicer
I cxnprrr that T witnesed (be payiment of (his roll sod that pelor fo
Clasa " Tasurasce Premiun e e o e g s
W Class “F" Family Allotment
=]
a |
L) Commmeing Orgaalmtiom,
Total g '"“m cmhiwmhwlhmrumﬂru
@ -
w Dus Usiren Brares:
E Claza “A" Pay Reservation -4 n‘%;"%“é:';“.::&':’uj?.;‘.’.. ll::\::“s;ny:i.uu m;i
B
| = B 5
Q
b= 0 T " Commanding Orpanisation,
a © B R0 AEp aod rocelpts: }H“l:—‘l’kl'wﬂlﬂwrvlﬂhmmzmmmﬂﬂmhﬂﬂ
- PA . ;:d the g oer'a retained
Lt !
= Port Exchange; Co, Fund and Collections paid b
o u ®A 1 chieck on Treasurer, U 8. RHER
" 3
: P 4 L ———— T Tt
s Parzz Crrcx ¥o, Asor
G & Inundry.
G.P.LorD. - s
Truer Fusps: -
C. M. Fines, 3 L =i
|
Forl. by dea ! —
8 H. 2180306 (T. F.)
+
ol ehlle i = T e o
|
Puost Exch.; Co, Fand, ote. (paid by check—$ |
Individuals (paid by check) -3 I — i
[ !
Pald by eash §— —l |
Total mmount d for 5 |
WAR DEPARTMENT et
Form No. Bt Revied
Form spproved by Comptrelier General, U &
dugast 1, 1
| _ Front, Form No. 366
i ) For instructions, seo section XIII
~
|
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D v ISP A At > ssorwms couusomows_
Blatd gi TR R | [aon | o [ u [ g [ e [ oo
i N = datuctad | W & o ¥ vatlons | bemadey . dr,
1 REGULAR ARMY tj W
2 FIRST SERGCEANT
k, Buil | 6589557 [sept/d2  |50.00 18,78
Due sol monetary alwa
s for dep wife Mary
Lok, 815 South 5t, Moores
J. Sept 1 to 30/42 inol.
1; .00 per mo fr Sept 1/42
2 6 Ol AlPay Reservation $18.75 per
mo fd Sept 1742,
7
8 | | senceEawr D! .
9Auglo/s] 8| Gaines, Charles L 7026637 |Sept/42 22,00
(3) Almt $20,00 per mo fr ]
10 Jan 1/43: slst disgontd Aug 31/4 >
(&) 1tr dof [Fin Aug 16/42. Dap Wife @
11 Esthlyn M, Gaines g
12 CORPORAL
e — T :
185ug 3/58 4| Gilfoyle, Martin | 7719945 |Sept/42 3.48 o ]
(s) Cl A Pay Reservation g
14 43,7 r omo fr Jul 1/42 discont
(6) Aug 31742, $3.45 par mo fr -
o g% -
18 PRIVATES o
"
-
17 Jan1C/44 0| Harrison, Thomas H. 7998664
() N Ser;n;ﬁ-M::.;opt :
18 8 t0|12/42 inol. -
19 Jan 8/42 O Drydan, John F. 7968584 |
(8) Due US part pmt $8.00
20 Septfé2
21 10SSES - o
22 _PRIVATES a | -
23Aug 7/4¢ 5] Williasa, James 8. 6797798
9) dug 1/ m-&.;:pf. 17/42
2 R ] R o
25
m _— e
27 - —
Reverse of Form No. 366 and front of Form No. 366a.
See gection— Instruction
(Db ol s lomihy Ll o S o e L I e el I W e ) 3¢
P e e e e ] e vt e 11b
. N e e e 8 (remarks)
6 T et My ol o mpmie o, O i i i o gt g i o, ol e e £ 17
e e e ) e e 13
(8, s SO e Bl I ol e N W i el L B R e 21
) e e ey 4l . e e e e e e e L 11 . r
MR R SR SN e e U T SN 2 @I
(9)--------.---_-_-_--_-._ ¢y e BTSN . S DACT A A N i 15
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ADMINISTRATIVE PROCEDURES

For Use of Finance Department Only

Page No.

e et —
COLLECTIONS—{eontinned) ol il 'ﬂ-La\-\.r‘-u'ml : St -
ANCE TOTAL S | Sereetesial sewilly Sanssle] wasriaes, 5t fhn sldreser gy
ey ¥OR | AMOUNT D OE | erine i patied o Ah aihow, ot chi i e ot
A ity vpiten]| AN PAID =T il Srw aknd v sl
galand | S 4 G b Al st o ety a w rane

(FASTEN ALONG THIS EDOGE)

WAR DEFARTMENT Tl
Yorm No, Jiprhed
Ferm approved by Comptesiler Gegerml, T8,
Augest 11, 1960

Reverse of Form No. 866a and front of Form No. 366b
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CHANGE LIST Computed by

e 820008 harbed My i e |

e SRSt Checkiwritor .. coocooe b, oo

e BODSS Compared by ...\ —

v L - Briefad by...osoeeeoeooe e =

B8 s Checks mailed by.

i Lt B e
Date roceived from C. Q. oeimeeeaeee

Date sent to agent T

(30a3 SIHL ODHOTY NILEVJI)

Torst §ee i Date received from agent.........weeeeee

. K. COVIRNNTNT FAINTING GTICE  18—B0TTE-1

Reverse of Form No, 366b

(2] €
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3. War Department Form No. 370 (Final Statement

IForm No. 370 will

In cases of death,
Additional instructions for the prepara-

section XV, instruction 15.

be prepared in triplicate.

tion of Form N

0. 370 will be found printed on the back of the form.
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TM 12-255

ADMINISTRATIVE PROCEDURES

4. W.D., A. G. 0. Form No. 1 (Morning Report).

HEMARKS

Sgt Bratton dy te NS et Holabird Qi Dep, Md 1945-n- 770 %

8.1 Cpl_Giark. 99th Inf. stohd for dy--sHEw i S T
8.J _Pvt Murdock dy to SD, Post Qu---2%0e” N
V)L Bl King rd %o pvie--200007.

| Tachn 4th Gr Gelloway. ot pyi-—HE

| _Pro Saapaon spid. techn dth gre--2CC40

REMARED

16 | Pvt Jones, C L dy to fur 10 deys--- F/ e/

22
Gt
(8) 23

20

1
9

Instruction

e e e e e

PO = DD
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32-'.‘ e REMARKS
(1) 25} Sgt Wilson AWOL to dy 1630-—- 200
§.
@ o5 R

See section— Instruction
e R L N T e I AR T 6
Pyl TN, e ey o . e E S e e e e e 11
{3t ot S e e 3, O e e 9
S Wit aiaiel I8 WS B v, G T el R LY IO - e o il s e 6
) re A S Ja e SR B At e e R R a9
() v 3 5. o e UM e B S e 9
(P SSCE 0 <, 15

5. W. D., A. G. O. Form No. b (Daily Sick Report).

ORGANIZATION OR DETACHMENT COMMANDER'S REPORT MEDICAL OFFICER'S REPORT

I Lis e e Lisat o)
MAME~FIRST MAME—MIDOLE INITIAL | AMWYEBERIAL | gun | WhEH TaES oury DISPOSITION
owre 10 LAsT Ha. s (e o W § Ofan e W

1 7 |Grey, Owen £____|0-4i432|dit| 15 ez | Yes | Yes | Hosp
@ dan g,,y.m. Everelt C. mzzn.%: JII42 | Yes | Yes g;g," fire-

Jones, Charles £ |Layzzia\Ftlel| 1/ 7/42.

@ el |0k LPavl A, 14743002 T 11/7]%2
L
h, o :Ef;r:g_c 274 {1192

=T TAT NS

I
.

pAN Lo 5 _6;31’
—|Olzen 5 (743002 | AL 1 1[7192
Quia deLen. 39976321 At |1 8/%2
a,&&m(.,)é Z) du’.&q’.("ul;ot' noth

(1) See section XIX, instructions 2 to 5.
(2) See section XIX, instruetion 11 (shows initials of personnel officer af
beginning of a period of sick NLD, AR 35-1440).

152




)

TN 12-255
ADMINISTRATIVE PROCEDURES

6. W. D., A. G. O. Form No. 156 (Report of Survey).—See
section XXIX, instruction 1, for preparation. Printed instruections
in footnotes on the back of the form explain most of the details of
preparation,

REPORT OF SURVEY
Quartermaster _ _ Properiy Capt. Martin C, Woodring, Oo. I 100th Inf, Ft. Dix, Hed.

(Ciam o praperty, srdanocs, medical, i (Btock meeed pocouat nad station)

Accountable officer ... J. Ray Smith, Lt. Col., QuC .. Date Aug‘uatS_, 152

ABTIOLES QUARTITY | TOTAL COSTs

ETQCK
.

Dasreer | fazvaos

24~B-1165 | Bag, water, sterilizing 1 £10.81 |

2l-5 Sereen, latrine, complets 2 39.20 |
24~E~110 |Rolls, bedding, waterproofed 6 55,68
55-£-7390 |Coats, cooka! and bakers', white i

\ 1AST ITEM

L.ol

|
|
‘ | |

N |
Y %&Wéﬁfﬁ
DATE AND CIRCUMSTANCES®

(1) The articles of Quartermaster property listed above were dsstroyed by fire of
undetormined origin while in the supply room of Company L, 100th Infantry at
Ft. Dix, N, J., on or about 0200 July 28, 1942, See Exhibit "A", approved
report of Board of Officers, w/allled papers.

——————

¥
AFFIDAVIT CERTIFICATE * 2
I do solerunly swear (or airm) that 0 | sesimmeiilis o thr arscbe o mbi page, ot ue
articles of public property shown above abavh, gL o Ritechid shests, Wi catioed in the
andfor on attached sheots were Jout, | Spotr il iud withous inalt or neghe on iy pure,
destroyed, dan «f, or worn oub in the by Gmiruction bas been sxsisiesd by tue porsmally,
manuer stated, whilo in ihe public srvics. hién mever boen pravieusly cocdemned. snd b, in @y
wpimim, worthloss for fisrtber poblic s,
7{’/@4«&'{/ C ﬁ/b; Tt Z,
IARTIN C.EWQOBRING
Ca?t.._.lw_th.lnf.-... L.
radde and ofg., sioospiabls of srgensibie ofior)
Bubseribed and aworn 1o {or aflirmed) bo- | Ha.
foromont ... Ebe Dy We o | station..........
Date
oS day of To....
e R WA | 2 A TN AT who is appointed surveying afficer,
~)JOHN A CHD By order of ...
Q ______ 100th Inf, Swmary Court
(Grade and muu&é':;:;u-c f matary pablic, silis
Addurand, Proporty Voucher Nou oo i

W Dy s @G, O, Form No. 18 =
July 18, 1903 iy

Front

(1) Reference should be made here to any attached exhibits. Back of form
is not reproduced as entries on it are made by the surveying officer and other
officers in approving or disapproving the survey.
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8. W. D., A. G. O. Form No. 24 (Service Record).

1

INDUCTION RECORD
(Thle laduotion resed will hm%h u-:.:\_vqu“m-nq
BROWN 32107693 Local baurd of asigie 0o 1 New York, N. Y. .
O paaowy T ATy sorial NoJ Duta sl serival ot Indsctten statien ... £ 801, 1942

Datn s e ot todnaen_ K20 1/12 New York, No%,.
______ By whemindected ... Wil 1dam B _dJones

B -
{First mama) (M bl e d 8l Lhs InLant$re
" COlradn and aem or weswinl) T

Placa to which n-ﬂﬂ%&%ﬂé‘_@#_.

B Ty e S

TATE oF pervion for which calisted of 1ndincied)
et ... RERYUAYY 2, 1942

Color or race ... WHITE: RECORDS OF m“o-!---------- 1
- P 40218, Fooerds)
(PLACE X IN BOX INDICATING COMPONENT) OGS AN 104, e e
[J Regular Army. [ National Guard of the — s
United States. 2/22/k2 | Vaccinia
Army of United States:
[0 For Regular Army units.
O For National Guard units. TIPEOD FACCINATIONS
K] Selective Service and Training. 3/7/42
[0 Regular Army Reserve—Active duty.
[ Enlisted Reserve Corps—Active duty. -
OTHER VACCINATIONS
Emd Duts
—Tetanus Toxold 9/25/k2
SERVICE RECORD —Yallow Fever Lot 358
covering period Sallgles =R
DIPOTHERIA SUSCEPTIRILITY TEST—SONICE.
From Feb 1 1042 o 19 2] S
N R e
g 7 e
For instructions ses AR 245108 o D et i
Wl A. G. O. Form No. 24 1 P
Kovember 1, 100 L ] :Ezm%%mwwmn
Blood Type "A® - A
Front cover (see section III, See section III, instruction 5, for top
instruction 5), of page; section XXII, instruetion 2,

for use of records of immunization,
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ADMINISTRATIVE PROCEDURES

Mt it S10ELE g, Clork
ROTUCATIONAL QUALIFICATIONS
Totwnln: ﬂ—-ul—d.ﬂ H'.a.a-l_‘,*_. Callegs ar maivarsity.___

Comduste wark ________ sy fvﬂ(hl&h‘!in_..--—.-—._.._._.
IFA’ UALIFICATIONS

Clerk (typist) +.25,

A 7 Main oorrpationl " (Weebly wages)

o “arpewstice, |
Juet whut da ke grG€N8TAL clerical and t.
Chauff 4 20

H-UI(I-‘.T.._U.
Biﬂl Al

RESS AND NUAREST EELATIVE
South Broadway

= iy, ewn, or pos afiesd
L ieind In cats of Mrs. Mary gy
nolg_})_g_r_-_ 1650 South Bfoddway
qu-mw (Hember and sireet or rurad —nn“lrr.-“

i, towa, L ofiaa) i
DESIGNATION OF BEREFICIARY
(To b entored aoly from fe enlistment or fnduotion recard or

W. I, A G, i
Mrs, Mary Ann wi.l_iim * Mother
= i o

Xeme and dugres ol reisibaaship of alisrie besboiers]
[r— 3
{Bﬂ'ﬂﬂsun‘b-r
Inancial” (par, 33, AR Mo-120)
Meostontioiment 20 s 8

Fhocapted st marvice mt

{Enlished at e
- day ol m_
o grade of by

- redbimest, arm. of peevice)
P |

Phonel dal 2 None

* Btrika out words not spplicabile.
{ Ma batry required for men securod through Beloctive Eriris,

See section 111, instruction 5.

Dlchaead 2 e

3 i
Lrnia rnguired by pae. B, AN 343136

fram M. L
B e wrm, e warviont
Diacharged = 5 o

Tirwdad [

(Deia roamired b g B, ADL B45-138
ey b .

fram
Ty Prgi, wrm. ot pocvige)

[ [

(Dt poguised By pat. B AR S 1500

[ S -
T, reai, arm, o smrvion)

- e 1By d.
Dleckurged priey (Charas i

Uhaia secpmivad B pas. By A 341557

from n_.k NN,
(D, regt. e, o0 serviost
Disclarged as ' p— 3 By o
[y [ ===
Uit requivad by par. &, AR 345155
- Tram LN B
0, regis e, ¢ sareiand
B o [ — o
Dlachargsd sn 3 1 By reasss

ABveie reguined b pas. B AR 343120
| N [T

From
Vb Pty 572, O Service)

Dincharged 5 3 By ressse of
Tlicadal [

ALrute remuiremd by gar, 8, AR 343-300)
Yoy 2 .

N T
T, Peei., hews, o7 marvisa)

B e e *

(Data Porguired by pus. 8, A 343-122)
| B

[
0. rogi, e, ¥ servioad
= i B "

- )

Daia teguied Ly par, 8, AR 345-138)
Iromn Bt .
00, 10, S, or serviea)

Dischurged 3 3 By ressem ul
i [ [y 2

Cinka rpuired by Sae. B, Ak 345~ 155

U frem B o
[ mp—————
R s
Daia regeired by e, B, Al 311150

Entries will not be made on this
page unless they are supported by
proof or by verification from TAG.
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MILITARY QUALITICATIONS
l--l-..._-,..‘._ ......... o the aied Siaten A bu iy Workd War
Bk UII‘-l e beil) ia

[ =]

-
o e

i ssiotsd
ARMT SPECIALTT
e e

o ET

*Tlarytss
it distis!

(1)

Clork (Typist).....\Ve 1/A0/42| Ex10/50/42

SPECIAL DUTY

As M Frees

T |ttty

1 F 745 42
_|Ha 100th_Inf 716 | 8/50/ T/ﬁ

(2)

0. 85
sfqz

€3) ren /42 |\

Aug 12/42

(&)

Conton gmmplutad (ana AR 83-113) ..
Q‘!AUHCITIOI m AN.IS
il pualications

Mhlhuﬂlhnﬂ_-—ﬂ-ﬂ@u!ﬂﬁ-
panatine the

e et
[ ] V— e ot wmeth Aggreguin oy flnel e .

Oirdur publabag ot of quulsantion

Qualiind o ..

[ =i e
gos snanth,

e

Taivas dmaneionl

g ———

Sewath, Aarrepats o fisad piory

(1) See section V,

instruetion 12.

(2) Bee section VII, instruction 12.

(3) See seetion IV,
The preseribed Articles
also read every 66 months.

of ¥

(4) See section IV, instruetion 7.

instruction

NVar

7.
are

ADJUTANT GENERAL'S

OFFICE

MILIT. EECORD
THENT, FROMOTION. OR REDTOTION, WITH
enge i Tltgoﬁiﬂ THRREFOR

ey Dats hutbority s
Pyt leol 2/9/42| con 10 Feb 9/42_ Y™ (¢5)
Corp.__[3/5/48] 50.29 Hq 100th Inf ﬁez Ezg
Pet_ . 14/7/42| 80 57 Hq 100th Int fh¥7/ez (2

SFECIALIET BATINGS

From | To Anthority FEPY

ORGANIZATIONS TO WIlICR ATTACRED
_— e . B

Crpanization. From Te
o % 1zathint | &/17/az | i/aefae (4)
ORIGINAL ASSIGN OROANIZATIONS TO
wicH smrq‘w;m A BerdNEs Dukene THIS
dmiemot i sspury, el - Daia
Co A 301st Inf Ft Benning, Ga |Pob 6742 {(2
Co L_100th Inf [Pt Dix, N.dJ. 1
See section— Instruction
s . 1 O 3
[ N e e e =12
() M T e e A el 17
(A = c A B B e e 7
(5) - N 8
[ el V.- - 8

Q )
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ADMINISTRATIVE PROCEDURES

TM 12-255

7
el TIME LOST PRIOR TO THE NORMAL DA’ :
P Sl 2, 1942 Mly 9, 1940 RATION OF TERI OF ZNLWTMENT 10 58 ook
AR 615-275. 000D UNDER 107 ARTICLE 0F WAR:
{4} Aboance wirlem witlesut proget sathmrity o
rambed s PP SR cemme i T
dayd™ Ny 10, 1945 i D ) %

° ‘ Days

Pt e (1)
(2)
(3)
Astberny -
AR "ABSENCE BUBSEQUENT 10 TiE NORMAL
SO iV TION OF TERM OF ENLISTMENT
Lt Unlind States bur daty {1 llumﬁmg%-h‘l—h 3
- From Te Days
e bor e Unired Sitntnn wn
everrd - - -
MEDALS, DECORATIONS, AND CITATIONS
T o den Antiy o e S e . - -
e St T L et e o Aape o 2
Ferom Ts Dar
See section— Imstruction
See seetion IX, instruetions 10 and 12, (1)___ e e LA
2 .. VIR s 13
(3) - e LN = ol AT |

464350

492

11 159
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8 9
RECORD OF TEIALS BY COURTS MARTIAL

Sumnary cw, £ r‘J a}uwiugr S.n.h2. AMQL from G i u,,...._
it €5, 1903 £5 about sugiak. y
LN Tk * L : | -
""“"“"“"“"‘-‘M—-—M&" .].l e —— j |
an._dollars. (ém 00 : Sepoord R .
bewers AMZUEE 1) A2 [ TS e —

I enrtify the sboffy Lo cwerect, )
GRRL.IOTEN InT M

i e, WAk oyt
Umameated partion of canl. s Far st s "

sbemand free:
S——— ] | R, ot Mnts  cvaeveanniisanan
' [ et ol sBunael AR rrapes
o ageaunile e} A
Seak 2 and ackiidged AR 5‘“"-"“-'3-‘ ol
E NP —— xpen kol
L e B Aomeand e
T cartify the abwvs is cwrect. ¥ earidy the shove bo cnrract,
> et e s i ik
Rebvssod o eonfiommmeet oo
CNama, rade, dnd e paia s o]
cu, AW, "
oy fierpryiendy s
T
s £l cliedesd .-
Besztes on spperted
Aprewred ety

T —— 23
CIASS E ALLOTMERTS L
- B Closs E allatmants of o7 stharieed se fallovsi
Sentance snosscced snd aliodped oo
e = e e T T i 3
— AT sedanileg. T o B tavered IS MaTy Ann e

T cortify thoe abarn in carvmct, Williams Fou i o _supnort

(SRR Sk R S 7 requent.
w.n, Lﬂah&‘mhrmm,“&w."m
ne,. Dec 2 wh2u Jll. Parking

tHase and arnile ol Toreaslos uliest]

Mmrvledgmmat of dscmtiumans resived ... DC 12 » L2

See section XXXII. See section XIV, instruetion 3, for
making the allotment, and instruction
8 for discontinuing the allotment.

160
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ADMINISTRATIVE PROCEDURES

0w
|
o T [T M
[epr—

W. D, A C. O, Farm Na. 3, muied to Fiace Oferr, U, 5. Army, Washigton;

Wby
U vl prmie of Farmaniiag wibms?

W. Do A G. 0. Fams Ho. 30, malled a Finsnes Officar, 1. 5. Army, Waskington,

ki “...-,bfL::. - P e et e o

reeereed | | .
NATIONAL SERVICE LIFE INSURANGE
P T e T T

. i
Allotment CL"A" Pay Ren $3.75 ' |
hoeh r_mo beginning |

s
Clian Dlnssmmes dodimtion ol 5.3 1.L5__ s st for . . “l/ e | Rl
cmmnitiog . DS L 10D et capbing o = = .P?%.._
] 55000 Siucootiined 75 g July 1/%;
g, 5-9/42 1nol
B s i WD AL O e N U6 AL | =
Vatnesent® hdmisbetration, Wiskingtes, D, T v T

[ S

" iHikame wind grache s furwasding il

Diedwmtion of pop lar Cavrramunt idnmancs sutbasicod s fallewss
s msath fee s,
] |
o purns sl massthdy poomminm an 1. | -

S o s T e A D i B 34, ol . .Lﬁgnﬂbit AL/42
Mosee CLTF" Deduction §22,00
W per mo_from Nov 1/42

Uit 1 0 v of forvariing wlmes)

Diedation of pur Lo Corvrumant imsarante setloiond v (ollews:

Class D insimanes deduciion of 3.

_________ W, D, A G, O, Ferm Na. 30, maded ts

Waiklngien, B, C. s

In-
See  slruc-
section— tion

See section X1V, instruetion 21.
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15 16 _
REMARES—Ammnnsrearive INDORSEMENTS
U s oo 38 b, 8 it ot o s T Ll v e il A o s nphowed
wnd et of & charseter suibarking poy. Shew -u-ln. batthes, enpapements, changes of ' t with am prgantzaliom.
el wich other entriaa Dt oot larth sheswihore be sey Aok y s o Thowt bndorss t e 1mred whes o veldins in only siteched te amather segun-
recerd cammplete, iation lor « wlinn: of quasters o bath,
-Religious preference - Episcopalian e

.FM 21-100 \ssuad Feb. 7/42. . . Hq 301st Infantry, Ft Benning, G
—National Service Life. Insurance OHA2 S :
—amondment. read. and. ﬁ’{nl&ineﬁ
.May 10/42

sl adt this wrpamizal
o war st paid b dnctnde

*Drax sablior wr deie o L1 ANBLOr 2 CU
-..allowangen. .

e P b e 1. .0 ve

Thin sublier Lus suthoriosd & Clase D defistion Lor Gawwrram
thia bins dodetod bromm bin pay o Bochulle

Mis ehassetir bs  Efettletllisa,

Effaisncy reting a3 ldior D000,

1 hawe perronalls wyrified

e enter mny ta dus soldier snd ot paid to dute, ek aa mone
und subaistence; I ml'n:u.v.wamta.
—m

In-
See atrite-
section— tion
VII-- 5
VIII 8
XI1I. 8

XII.

For uses of indorsement pages in the
service record.
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=
FINAL INDOREEMENT b

. D% Wedo : Hac, rade, snd somatsston

el
June I JAMES_W.. PRAG

- | JWMES M. FERKINS
Q9 L lDOth Inf_,_,__" Capt 100th Infantry
mwumu-mht;mumg.ﬁ_&ﬁh 3 »
__June f;f.. ’191'12 S William B. Jones
aFbs m..’-.,‘.['." Jo ity emed——18% L, Infontry
Rstuisned in servics ... doys ts make good thme lest (A W. 107}
Mot frwnm daty ... diys wubsogsent o narma] data of wspirstion of tetm of
wnlistmant.

Roteloed i servics ... ... duys lor convenionce of (he Gorsrnment sa acesunt of

O et u e DEaLHy Current pay and
allowances

NGl and srset oF Al rostal

(Hara nr sountry!

mu.%

__pt. -100th_Inf Pers O

[irade and ergnniiaiing

*Strfks out words nnd fres pot applicabls,
Itln rmmuﬂuewmlu?nu nat pald ta date, such ol mOGHtAry
i Lisu of qiaarters aod subsistence; {f nsthing, 5o state,

See section XV, instruetions 16 and 17.
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ADJUTANT GENERAL'S OFFICE

9. W. D, A. G. O. Form No. 25 (Extract from Service
Record).—See section VI, instruction 6, and section XI, instruction
13 for uses of extract from service record.

EXTRACT FROM SERVICE RECORD

(Sen AR M5-125)

36100987

rmhum‘nﬂhnlldﬂhﬂwru
Kot hor_ 140 North modbl’m Stwot

Mavst .nﬁum'- 23 4

-
Accrpted fae servien st . FOTE OJ!M‘. V-"gi.nia
Eelicted MR FOTE u or, Virginia

b _14'3?‘..:._-.:. A.US.QW-

o e T
Completed .. - ywars ..

ot enllatment o luduction,  Has wver

G _Pvt St e =
M-ﬂh-dln—dnl—lm b
unler e T M-!urw--eh.aululuh.m...n shuence, masber of daps,
casaeh

“Sk NLD, AR 36-1440 fr Jan 10/42 to_
Jan 19/42 i

‘Baubentry by corts martiale
Candinnscns
o S L S SO L

Divclusrtiaen fer Clans £ allabiment, 520 Gom manth,
Dedaction for Clase I bnswsarace, 3. e o et
Dl tloss bor Clasn N imamrnsses, §..c...... per mentt

FRIOR SERVICE

W. Dy, A. O, O. Form Ko, 25 W—BTH-F
gl 2, 143

Front

164

RECORD OF IMMUNIZATION

&'
o was lact pald ta includs _
Wiis

mmw-t‘_.-t«hn—rmrhnmhhu

Wapeyiwisade . AUEust 31
This soldiar bas sothariesd o Class. D duioctian Far Coveensant lnssmses wiich
B b et fromm b g to bockade e e

n--nu.uhu—lhwhdaﬂ-uﬂl-&uuluﬂrmm-_n.-ﬂh
Resi docduted frwm bis pay bs inclods _ - a
¥ chaserete_ BXcO11Ont wall
Effintncy roting as seldier
Thaws peressally verified all catr]
W) . Hames) W, A, JAMES
~-Laptaln, Gaval_r.\r. Pers Off

REMARKS

Hers il ke showns smch fau o i s el
uwmdn-muﬂ..::u:'ﬁ'hl:ﬂ:pmhn

by mrerd
“ludividunt oquipmest recmd,  *iefls 0Bt words 108 applicalls,
ero 1021870

Back

ll_
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10. W. D., A G. O. Form No. 27 (Statement of Accounts).—
See section X1, instruction 29. This form is prepared by the disburs-
ing officer and the regimental and company clerk will not be concerned
”. ‘ with its preparation, only with the facts stated on it.

STATEMENT OF ACCOUNTS
(Sen AR 35-2450)

Martin We ?6100?93
| st ) 'tmrm'— e Ry Barlal N

| Private, Co L, 100th Inf
B T T e

Ascounts closed beeause of _desertion.

Trisk +1a disal pended, conflned ab
| -~

Account pald on Voucher No. 149 accounts
! of the undersigned for._ December 942

Following items of indebtedness not aaﬁsﬁnd b_-r A0
| crued pay aod allowances:

| Btatian)
Post lsundry _FOrt Dix, H.J. $1.50
1 {Btation)
talla
I| ek ¥ iatian)
C fund s
ZiiE (Ormnnisation aad stetion)
Clothing

Camp and garrisen equl
Lost or Demaged Property M/R $6.55

A  foret d to U, 8. Bal Homa by reason of
desertion or disk ble disch

Ft. Dix, N. J. Arthur W. Taft

(Phaca) {Name of disturaing adicer)
| Deusmber 11, 1942  Major, F.D.

" {(rade nnd argenisation)

st Ind.
| W.D.,8.0.8, Orrice Cammr o FINANCE, -oooeooe s
To Tas AvsoTant GENERAL,
t:dm“ statemont fa in accordance with the voucher

[ W, D., A, G. O, Borm No. 37 TR
(Marrh 31, 163
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11. W. D., A. G. O. Form No. 28 (Soldier’'s Individual Pay
Record).—For instructions, see sections VI, XIII, and XIV.

0= !
33 SOLDIER’S INDIVIDUAL |
EE PAY RECORD
64
SHgd ik
2B Z = A
FEE
Q w Ei
== 3
S B
© @ 3
R AT
= é 28
e g3 5
3 S
Back Front

166




TM 12-255
ADMINISTRATIVE PROCEDURES

Name ._CGerald M. Marks
Army sarial No, _‘.3610_025‘_'1_.__ b

SOLDIER’S INDIVIDUAL

Grade Pyt
r PAY RECORD Years of asrvics ._. ng.ar.s. l menth.
M
' | ‘ Insurance, amount and class.. ww N (1)
IMPORTANT Iosurance premium, monthly. &3.'_'.!!.5 S (2)
No payments to you will be made Allotments, smount and clas...$.5423 _B_ (3)
without this pay record if you are STty Moo (%)
spmated lom yous oguntation e i o &
on your per . 5
sain v = Technlefan grade . NOIC
No changes or alterstions will be made la Additional pay for None
ihis record other than as provided In instrace Person to be notified in ease of emergeney:
tions on page 8. _Mrs. Jennie A. Marks
| Cinmn e
| o in lost, report at once M‘?.tb.?.r If friend,
If this pay record is losl, 80 state)
to your organization commander. .Ua... L.D"l’.]” Hmdb_ine 33 Ve
| amber aud s.q-: ¢ rarl rous M, B0 5
' Alomﬂn NITE {m
I It this pay record {s found and owner (Btata or coun
| cannot be located, drop in U S. mail— Em ot Tmng thia hooEef\ afzsh__lgmlegu
| without postage. MW I %
| (#4]
| itness loalgn oa'ﬁcpr Nng ?'ookk
ins
| i luo betdy ke e gﬂwu o /£t ‘____
u.-v-—'\nm
\ (?)
In-
| See riic-
i section— tion
N e e e s S e e . o2
S BT R e L R NPl
b A e A et . 3 T el b MPEINC L ] 3
N e e e o T R 17
7 - N e e e - Sald 11
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ADJUTANT GENERAL'S OFFICE

INSTRUCTIONS GOVERNING THE r.ustum:l
AKD USE OF sm_mrn‘s I.N

CHANGES AFFECTING VAL PA
PAY STATUS

Dot of besua sl

(l) Cl E Almt diséontd S!!-P-tﬁ/'l“? Preparation—Carefully Y;::‘r] :-‘: :am: o

(2) ClL_A Pay Reservation $3.75 g £, -
discontd Oct 1/h2. {7 404, uiforen vaments 1o {

(3) Aprd Cpl _fr Pvb Oct 15/L2 \||r-.| .-'r.m:ux.."]-";':'g:::.:m when i .

enis  not
l:muum dup computad from the -|r5_
! ook A mlll:r by

d of which 1 b

of all |ur|mru

Loet—1t this pay record becomus lost, dupliests
may be fused only by the per el nfiser having sus-

nbizated by the
orwice only) of

t—amieey

@

In-
sfrie-

tion
e
v 3
r(.ﬂ\l - 3 and 12
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TM 12-255

ADMINISTRATIVE PROCEDURES

12. W.D., A. G. O. Form No. 29 (Authorization for Allotment

of Pay).—

(1)

(t)

*0¢ uoranIIsul ‘AN uonoss 998 (2)
"Dg UoINIISUI ‘ATY uonoos ey (L)

BPOL 4 330400 OMLINTIS IvawwvIAOY B A T-IDWM—OT X DEITAMT S CON TR0 'D 'Y Ad'A
‘FONVHNSNI 04 NOILYOITddV SRE HLIA 0 "0 ‘NOLONIHSYM “ROLLYYLEININAY

SNYHILITA AL OL INSS S8 17I4 §II40D ON 0 G 'NOLONIHSYM “3AN ‘SLZFYLS 8 GNY HLIEI "X ONIQTIONE ‘NOISIAIA INIW

~LOTTY ZHL OL INFETH TTIM WHOL SIHL 4 D TVNIDINO FHL WONYHASNI N §5VID ¥0 4 S5VID OL ITAVOITddY JHIOM

A
(g IR pl AR $a8R0rwos o smpron

(2)
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TM 12-255

OFFICE

ADJUTANT GENERAL'S

13. W. D., A. G. O. Form No. 29-5 (Application for Pay

Reservation

for Purchase of Defense Savings Bonds).—See

section XTIV, instruction 11, for preparation and disposition.
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TM 12-255
ADMINISTRATIVE PROCEDURES

14. W. D., A. G. 0. Form No. 30 (Notification of Discon-
tinuance of Allotment).

NOTIFICATION OF DISCONTINUANCE OF ALLOTMENT
Bos AR 355530}

I )

o Willlems | Carl G 6984230 Pvt Co L, 100th Infantry
(Last macse) (Fewt sty [ apses) [Lrpep—r— [ (Company, rrgamnt, o arm o servica)
The Class B e otsmert of the [T | 1 o abiove i the amountof 3,202 00 per manth commencing
June 1 w42 ,, Mrs. Bthel B. Williasms, 785 Oak Stre
e (hiae ol alltzend
: enteredn payrolesf . G0 Lp 100th Infantry . ... by dicostinoedetective. SN Sy wd2
'F‘-l‘lﬂld-uh-uur
e ] 1310 L R e DO SO < - o s ol R ()

Streets NE., Washiogron, D.C.

(Mo o) spees o ruaal pmate) c«y Dr-n.‘.- )ﬁ-ﬂl (ata)
Plee _FOTt Dix, New Jorsey : @mﬂ._, G- \leawu
""" foaratiore o alisiter)
| e '-uhlpn'dlehxkrk.....‘.an.'?......3.(.)....._......1'3_‘_?,-;-dnllummdcduwdmm|-k..‘.J.lf‘n.a.,..,?g,..,.,..,.I?.'.‘..':
Mww{u-nnlulmllhmaulmpy{f:m“!'ulﬂubnhdwmhru&ndd&\hudﬁalhurwhdlv;-AR”—Si.V
s..duos B 1,42

(Duse) i -
TR o st (s mx“‘E“’_"“r:'ca aTarpatrragsl, ort.
—m-Jn--uu-thL'n-n-thnd-u-m||-ull-r|nlwvﬂlﬂnﬂ\uﬂ-dm—o"lihh’&lm‘ul
'Mﬁ(Jmmnhhw retsement. deatl wr deneiies

FIERE APPLICARLE O CLARE D.ON. CLAZY ¥ [(NIURLNCE, FER GRIGINAL COMF. OF THIZ FORM WTLL BE SEYT.TO THE ALLOTME
DIVISION, BUILDING X. 23TH AND EAST CAMTOL STREETS NE. WASHINGTON. G, NO COPIES WILL BE SENT TO THE TR
ADMINISTRATION, WASHIN, . %.%.

W. D, A ﬂ n Form No. M0

Send direct 1o Allowment Divisioo, Buildiog X, 19th and Easc Capitol

e e T ]

See section XIV, instruction 7, for preparation and reference to disposition.
Discontinuances will be mailed in time to reach the Allotment Division by the
15th of the month following that for which the discontinuance is to become
effective.

;
1
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TM 12-255

OFFICE

IRAL'S

GENE

ADJUTANT

15. W. D., A. G. O. Form No. 30-5 (War Savings Bond

Changes in or Cancelation of Class A Pay Reservation).—See
section X1V, instruction 13, for preparation and distribution.
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ADMINISTRATIVE PROCEDURES

16. W. D., A. G. O. Form No. 31 (Furlough).

| ORIGINAL FU RJ.:.?,.,” GH

"J ‘ TO WHOM IT MAY CONCERN:

AR 615-275
L to . e
Pyrsusn given in i S S ST & PURLOUGH la beroby granted to
Jones Charles L. 31415790 Pvt Co 1. 100th Infantry .
{Lasg name} {Fut pame) (00 Izlrialy  (Army ssrlal number) (Chradn) tCompany, mgimant, aod ar of secvios)
100, 10 days *trom. June 16 19 2 SROGORSGEIRSS KSR w_June. 25 . 1842
. (¥t day of sbassoa) (st day of furlough)
Ha is & to visir.. Watertown, New York He will repart for duty on of befors,. JUNE 20 19,42

(Day dise to rotirs)
- Commanding Officer, Company L, 100th Infantry, Fort Dix, New Jersey.
(Orgaaisation sod satlon. er military Mation oeareet potat of departurs from (e Uakted Suntoa)
New Jorsey For the Command Officer:

1842 :

"THOMAS R DUBOLS
Captain, Infantry Adjutant.

(1)

MEMORANDA FROM COMPANY COMMANDER

| ‘ This soldier was last paid in full to include. . 1042, e

| KERSHEPACEIIO000.  He will bo inoluded in the ration sccount of his organization to inclade ... JUNE 15 19.42

in corront i From Jan 1/42 to Jan 10/42 = 10 days

Pravious

soidiec's age 23 years: holght ..., teet.... 9. fnchos; buitd . MEAIUN. _;eyes BlUS ___ ;hetr Brown. ..
TARLES

. complenion._FBAT___ au.a.w.% fﬂh@, addeoss on farlough .. 302 North Water St., (2

l ‘ “‘{‘}_‘.‘_‘.‘.F'_’.."?Er_. N"{'__ He has been informed that tho Goverament will ot pay hospital or medical exponses locurred

by & soldier while on furlough. (Aot of Congress of Marc) 1023.)

o /A i’Jbé""/ (€)]
| ( AMES M. PERKING ‘Mewsiari
: Captain, 100th Infantryomocodmny .Pars..0.......

{Dr=dn, ated

THES SPACE WILL BE USED FOR ROFERENCE TO INCHIR ACTHORITY, WHDN NECESSAKT, AND FOR TRE ACTION OF SUCH ACTHORITY THERDON
~ (Whea 5o relerred the Somis sl wifl not be P Appraval

M '.D..Lg-oi.flglllﬁé-n *HirThe sut werds sot spplicalile, -
Front
See section— Instruction

Shas-s o)
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TM 12-255
ADJUTANT GENERAL'S OFFICE

CERTIFICATE AS TO DATE OF ARRIVAL WITHIN CONTINENTAL LIMITS OF U. 8, F ] g
AND SUBSISTENCE FURNISHED EN ROUTE. |
Tl Guarisrenstor or agant of nn Army tranapact of other militery transportation, the paymarter of & nevel vemel, o porss of & semmersta | 2 E'
woenl, upors which & soldler bs en ronte to the United Bistes for farlough, will cwrtlly belew ua 10 date of arrivel within the comtinental Hambla =
of the United Btalos, wnd ua 1o mbsisteoos furnfabed am roats. e
" §
1 cortify that subsistonce was hirnished the scldier named in this cortificate of furlovgh from ., ! i Q-
W, to. 18, both dates inclusive, o ... H l
T (Dwta ol sreival n U, B {
" O O £ = | g
| =
e o ; H | g
1 &
| ]
s R | P
=S e . —
CERTIFICATE AS TO DATE OF ARRIVAL AT AND DEPARTURE FROM MILITARY |
STATIONS, EN ROUTE FROM FURLOUGH. .
T retarming from harlough to & station beiond Yoe contin ks Unlted e, ; g & E g
Wl i polut of Separtur ot the Unied Btates Thé dats of by arrival at aod departurs from anch stston will b Doted balow, wil |
LIt farnistes]  When trazuportation oo commutation ef ratboos is fumnished the seldier returning trom farbsagh, netstion | =
Wil b made belaw. | E
£
I cortify that the scldler muned herein roported for duty st thinmtationon 18 %
&
Swun sut from . B, R s 10 ®wna farnlsbod ®ocm- g
o
mtation of rations *trasportationte . Holals thinstation punmsotto ... o 3
B
B
o 18 | [
; E
- p— g
(Figmanie. &
P 5‘
= . — L 3
CERTIFICATE OF SOLDIERIS IMMEDIATE COMMANDING OFFICER ]

AS TO HIS RETURN FROM FURLOUGH.

Commiation of ratlens will bo pefd (he saldier for tha Incasdve dates of Lhe begiuniug and and of his fusfough.  The seddier"s copualoation e e
oot e hrmve Tattons for hiss wletio ruch Inchastvs dates. g S
This poldier xvporud for duty *us qumd by |J..! lurlmls'h wrulh.-nl.« on . June 26 1T A é_
and will be included in the rition s tol k with tho day fallowing the wad of Lhe peried =
for which ho han reccived rations in kind or cmmuhhnn thsarefor, B &
(emes 2. L2 H ’
femet 2. Loponw ;i
(4) O s, s i
Laptain, lC'Q‘lh_‘.‘..IrL{aE}-rY_R:a.Q_‘.__
ende, b -3
Baatdon Fort Dix, N, J.
—rem 3
B
-
1
® sl oot words 5ot applicatle.

Back
(4) See seetion IX, instruetion 12.

@l
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TM 12-255

PROCEDURES

ADMINISTRATIVE

17. W. D., A. G. O. Form No. 32 (Individual Clothing and
Equipment Record).—See section XXIV, instruction 8, for initia-
tion.

INDIVIDUAL CLOTHING AND EQUIPMENT RECORD
(Hoe AR 35-8880, 35-6720, 356580, and 615-40)

CLOTHING AND EQUIFAGE

Lesunn

L] 1

T e e

'z}
— NS EE RN
ML O ekt )
| co e 772 \L ]

Jachat, Oeld....
Bhirt, ottan. .

Trowsery, ceAton,

Tronsars, wool...

Undenshirt, cotten.

Diegwars, woel

Undershirt, wool.... -
Bocks, eotton....... L S R B T T PR
Bocks, wool, heevy.
#ocicn, wool, Hght...
Cip, parriien, eotian, &
Cap, FErisot, & Geeeeesnsrenss s vms 7 .
Cap, wodl, kalt o B A TRt L 2 Bt Bt

& Overshoes, arel TICEIEE, R A [ R ER R
Boots, beging-t

Legelugs, exmvas, &

Ehoes, JoW GUETLET . oes e me e

Ehuet, sarvice.

Hat, il

33 =l

Cap, berringboos (Wil ..l ? ; et EYEE wsffis.
7 |

Gloves, beavy bather 7 AL B .-
Oloves, riding, lUord

Gloves, riding, uslined.

Gileves, wool, o. &, 7z

]
/
T I . 1 0 £ 15 0 . 1 0

_....30766766

{Last comne) "{Firsk name) (M ddetle nume) CArmy serial nmberd

o TECHN BTH GRADE. Company L, 100th Infantry

e e A e e

/

Endluted fof...cumm e FERIS
*Ulse lead pened] on this line and correct s changes comar.

W.D., A. G. 0. Form No. 32
Febouary M, 142

Front
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TM 12-255
ADJUTANT GENERAL'S OFFICE

CLOTHING AND EQUIPAGE—Continued

ARTICLES

1, s

Sisgve Insignia.

Chmvron, b denate grad

$houlder insigela.
Btrige, srvies
Bag, bartack.
Dag, canvaa, flgld

Dheit, eariridgs,
Belt, phatal....
Ulanket, wool, 0. 4.

Hrush, thaving
Hrush, tooth...
Can, mat..
Carriar, pack.

Comb..

Havermek,.
Kol
Pin, teat, shatter..

Pocket, magation, doulle-web. =
Pouch, Srst-ald.........
Razce, safety, 8 blades.
Sy
Buspanders, balt, carizidge.. -

Tag. identiBration. ...

Tupe, (dentifentiot .

Tenot, shebler, halt,
Towel, bath...
Towsl, buck...

LCanteen

| inmGT FaNTing G ) R TR

Back
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18. W.D., A. G. O. Form No. 35 (Individual Clothing Slip).—
See section XXV, instruetions 5 to 7 for preparation and use. See
section X X1V, instruction 16 for disposition.

\

INDIVIDUAL CLOTHING SLIP

Slip No. Reg. No.

Voucher No..
i Janm H. Stone, 36559731, Private, Company L, 100th Infantry

G EMJ! Pl E}; v!/ “(Nams, grade, Army sarial number, aad cepanisation of enlisted man)

pt /s 100th Inf, . ling Company L, 100th Infant.
(Harme and .n.i. of qufu)‘uq e p—y (Orgunization of requisitioniag officer)
G;'-'I-I _I“VS » L 1| __'.'J_LEI___' .ﬂg 7] QRANTITIES W i » b SUES . a
Red | St SO 5| nod | | P Lo Po'd | bed oz ERERTRIE] R Tuk
OUTER CLOTHING
N | Bresches, cotbon, khaki, 8.2 ox. | 35 Hat, pervies, o, d. 73
\ Broechen, wool, atine |35 ISHNEE—=) TN g
\ FOOTGEAR
1 | Cont, wool. serge 55| 38L) 381 Boots, leather n M IS
15 |15
2 | 2 |Shicouonkhaki820e 155133 1331 | Shoen. gurriscn 2 S5 | =
15 |15
2 |2 |sin veistad 55133 | 33 2|2 |Shos, service n |30 91
o sl [~ il ==
32 |32
2 2 | Treusers, cotton, khaki, 8202 |55135 | 35| | LT T N T
32 |32 = " WORKING CLOTHING . lx i
L |1 |Trousen, wool, elastique 5135 |35 Jusper, denim 55 e
3232
X |1 |Rainco 2| M| N 2| 2 | Trousers, denim 55135 |35
4 ~4
= I | Buit, working, one-plece 55
UNDERWEAR
6 |6 |Duve.cotten %32 | 32 111 Hatdenicn L2z 3 3 I
6 | & |Undershita, cotton 5|38 |38|
L3 ﬁf‘"ﬁcﬂ" ANEOLS —
Drawers, wool 55 Belt, Jeather 73
N Undershinta, wol o [ 1|1 el web, waint B3 |36]
h | 4 |Socks, cotton Bl 1 Cloves, lesther, heavy n
Uy | By |Socks, wol. Tahe/heavy nu (1 i i Gloves, riding, linedfinlinad |73 y
N | \ Glover, woel, o, d. 7
I ST HEADGEAR ——
2 |2 |Copimigarrison,c.kin (7R | 7R 6 | 6 |Hndkenchichs Bl— |=—
5 3! ==
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s QuUNTITIES. i sutis

Tult it
Rt | boued it & | bt | s | e Lol 505 it 5 [ 1ot | et | e
INSIGNIA, Etz.
Braid, formt grecn, yard b4 Apeon, bakers wnd cooks, white{ 35|
Cord, hat _?_l_ Coats, bakers and cocks, white | 35
) |
1 |1 |cw,garrison,k.c, 7174 172 | Coat. mackinaw 5 |
[ Trousers, bakers and cocks, |
1 11 [Cellanl.5 M| white 5] |
1 |1 [Collar. arm or service L — = | || Brassards ) P
Sleeve: o
\ C. A C. nating, eottan/weal {71| I Boots, rubber, hig/knes n
Exceflencein C. ALC,
eottonwool 7 | Laces, shos/boot iz
Chevrona to denste grade,
cotton/woal n Laces, legging ]
\ Chevroma, wound or war l Owvershoes, arctic n
|
Shoulder il | Cap, bakers and cooks, white |73
Stripes, sarvice, cottan/woal | 71 | Bag, barrack” T
\ Fourragers n Capy emechanic’s £
\ Ribben, service, with bar 7 Suit, mechanic’s
\ (Star, bronze n
& | & [Towels buck, cottan U || = =
1 (Tailet set B || ==
\ Coggles 7
\ Laces, breeches 55

u__n_ -
Date_September 17 L 19h2 Tesued w&i,-ﬁ%@
“J. G, Cook, ain, .

1 acknowledge that | have received the articles enumerated in column “Quantities issued.” Total value

CHARLES B. CRONE
1ELEET T00UK e

The aiticles 3 in column “Quantiti Whﬂ*ﬂ"'“‘*“‘““‘““"m(%ﬁéﬂ.ﬁcg”‘(

Boe AR 35-8540, paragragh 16,
as-agsn] &
.-mm.

Back
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19: W. D., A. G. O. Form No. 38 (Statement of Charges).—
See section X XVIII, instructions 1 to 4, for preparation and use.

* STATEMENT OF CHARGES against enlisted men for .. Ouartermaster Property
I| | (Mame ef supply srm or srvice 10 which property pertelss)
1 On final statements of . e Rna
on pay rollwf _......Ronpany L, . 100th Infantry. formonthoef . . Septemhar . ... 1940
ARTIELES CRANGER
) =)
24 = - ~
Al — =4 o
P R S o
[z} [E =] O =
5 R = ee] &
s £ E o ldr o A
5 | | & fawoolo | ~ 2} T 3
Ol ket |Ord] = =1 PrLas Dutns or CHARGR
= TON @ E0y. =~ .4 ]
[ O 4% |
‘..—< i« Lo - Q]“E s: )
v |e=e |sE= ¥ 5
W d™|d 4715 | & £
= o o ko 1 oun | oa: !
| |
Eutar on Usls Ve siss of astlsbn = —r 1 I &
| NG

o - =1
nter o Linke Nk rbiw o awibelia.__ {113 63 59 150 |h1 J.-!l_g__-._lb_’m

8173 lost thru reglact
oL b b Al Nost theu neglect

A. Total charge

B. Not replaced

1 cortily tl

aitiw . Zboticse e
Enterad on i_;a},:,aqu;ﬁa HARTIN C. 'u'u'()(".?ﬁ_ff':;,_
J( Shitials TPO) Capt,, 100th Inf.  Commanding®Coe.liee

The articles listed as damaged, under the hesding “Cause of charge” sbove, have been recelved by me for salvage.

- tiexbix 1 Credit
Voucher to Stock Revord Account of .......tba. G COCK, . Coptaln QM O, ... Voucher No.
(L] (L)
the secountable officer ...... vartemaster d g
(OTpABIEALION OF BEADEY)
Fort Dix,. Hew Jarsey
(diatiea)
W. D, A. 0. O, Formn No, 38 *Bes AR 3 AR 34230, and AR 26040, i
Beptecitrer 16, 1937 1 Etrike sut woed pal applicabis
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20. W. D., A. G. O. Form No. 40 (Certificate of Disability for
Discharge).

:mmg:m mq;,;m REPORT OF BOARD OF MEDICAL OFFICERS L \
s T SEREREL
{IRTIFICATE OF DISABILITY FOR DBCHJ\ME T..."“ﬁ:‘i ;-;:-;;;-;;g S o e M B S
AROPRERN o . 2 ARS That be Ls uns far service as o suldler besauss of
o chronte, right, . Causa.
el S ESNOASTA . Manifestad

Bocame wnfli for duty from presemt dissans or inbary (dats)

Dlesuso coniractsd i Isjury rocwived (data and plaew) .T,_n - porrgm__g_rius, mch.os, nmi othear. .

duties required of a nnld.i.er_..haaw.u...

of pnlr. in right teatis, Further hog-
LEL v

Whan disabiliy wroes moldier wes (state duly asd service. 7 abasst fes
wupi, cameead e, FULL duty status ms Pvt 00 SR ESELAR ARRRLER
.G € 100th Inf

Dugns of diswge, o7 cirousmsiascen wader which it appetrad:

Patient denies any wenereal disease,

Infected mass has baen_ present in right
n

ight testis on hdavy 1ifting, Claims

Sy l‘ﬂﬂl Iz lina ﬂ!l‘
s GHT
cnpti !nt‘mwy oo
Go C 100th Infa = * 4
JFort Dix, Wod, T ; .l :
SOEtoubeb X8 uARL L enh e B e
= “Btrike out words oot applioabie

R
W. D, A. G, O, Form No. 40
‘Novamber 34, 1941 = hael o
m
See section XII, instruetion 1, for See seetion XII, instruction 4, for
preparation. preparation.
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’,“f‘& ncurrat s et earvon.

dbeqmalifiing disakbil

Indorsoment

Sept 16

e mtoved ,m o o
Kok o 1kn Communding O

i b Mg own mbscendnct 100tk Infant

{ dloality,
- Jiad MO

T Dt & mrviesd

Caﬂ. '.‘.[C

24 Indornement

lL'(}th Infantry, Sept 14 42 e

- -
3 ." S pT— Beadqusiters
AP 100. "dhj Inf WHETA To The Adjstunt Generali
—AdJjuban = Thon sl waa discharyed ot L2
Indorsument
aod was fursisied with & dischargs cortifinas end duplioats A3al waia-
| = - . BT TirTIeTey monés, Tx dealrns to be addrmsed at . =5 12 Elm st., Daytonm,

Lontyunor‘y s
S —— T S EES——— 'l t'lo [ udL o
- : %31 VRS

Pers. 0.

T
- (B o

Section XTI, instruction 4, for prep- See seetion XII, instruection 5, for
aration of first third of page 3. preparation of 2d indorsement.

The number and headquarters shown on indorsements will vary with the type
and situation of various units.
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22. W. D., A. G. O. Form No. 44 (Report of Desertion).—

See section XI, instructions 8,
position.

, and 10, for preparation and dis-

Page 2 has not been reproduced as it requires but one self-

explanatory entry. Page 4 is blank.

To be forwarded in triplicate
. R ——

REPORT OF DESERTION

(Gee AR €15-300)
Martin,  John Wa 36100798
(Last mame)] | First naese)  (Mididie Initial) | Asmy serisl namber)
Private,  Company L, 100th Infantry
(Grede) {Company, reximest, scrvion)

absented himself without proper leave on S’gﬂt_l,]:ﬁ._..h‘?'

and Is on this 17th day of September l!.l-lg

dropped as a deserter.
‘Witnesses ag to charge of desertion:

ALLotr:
Ipgucted
The soldier is also charged with additional offenses as
followa (give a summary only; if none, so state):

* EXTRACT COPY OF MORNING REPORT OF—

Company L, L

e th Infantry
[Coaspay, tmep, batlery, ot detachmant) ar 08

or other orpuaiealin

Septenber, 1

11 Fvt Nartin duty to AWOL 0800  LCW
JEP

17 Pvt lartin ATOL to desertion MLCW
JiP

Co L, 100th Inf,

[Campieta drigaation Bkt
1, Martin C. Jigedring,. Capt. 100th ; certify
{Mume, grade, 1En afF service)
{hat T am the commanding officer of .. 5@ L, 100th

Complete designation of

_Il"l._f_' and official custodian of the morning reporta

ﬁ’llnm as to additional offenses:

Kax L. Lane, 6453290, 1st Szt Co L, 100th
Di

th grade amd o
Captain, 100th Infaniry,
Commanding ..CORPRNY La._

t Dix, New Jersey.

=

W Dy A, G. O, Porm N
Tammary 15, 1037

of eaid command, and that the foregoing is a trus and com-
plate copx (including any signature or initials appearing
thereon) of that part of the morning report of suid com-
7 i \:

A 1at Fort Dix, N
: - (Htaticn)
for the dates Indicated in said copy which relates to
ohn W. Martin, 36100798, Private, .

, Ariy warial number, grade, asd eraanlmtion of persm

HG, .

1|| QOORI
__Captain, 100th Infantry.
[

Grads and apm ur wrrice)

® 5 case the Extract Oopy of Morning Report ls offersd In gvidenca
before & court martial, it most be detached [rom pages :mu!.Hm
{3}
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23. W.D., A. G. O. Form No. 45 (Descriptive List of Deserter
or Escaped Military Prisoner From the Army of the United
States).—See section XI, instruction 16, for preparation. The
number of copies prepared will depend upon how wide a circulation
of the description is thought necessary.

DESCRIPTIVE LIST OF DESERTER OR ESCAPED
MILITARY PRISONER FROM THE ARMY OF

THE UNITED STATES
(Bem AR §15-300)

The man described below fs a {53540 Ly perrrcenrty.
foex from the Army of the United States, and his return
to military control iz desired. If apprehended by you,
sither deliver him to the nearest military post, camp, or
station or hold him and inform the nearest military post,
eamp, or station that he is in your custody.

For payment for expenses and services, see paragraph
2 on the reverso side of this form,

Martin, John . W. 36100798
(Lasi name)  (First name)  (Mbidle inftial)  (Army serial nuber)

Private,  Compeny L, 100th Infantry

(Grade) 5 £, relsent, and arm or service)
Accepted for m‘iﬁ Bal ‘aryland
Raindc Lnducted  Jamu

Bornin

. (Town or elity) i
Age 22 years; occupation S,alu_s_‘“an_

Eyes 1__; hair _313!22{, complexion J"-“ﬁit

Height ... 5... feot __11. inches,
Residence . 1021 Pratt St., Baltimore, id.
(Hiarme and adires a. iven by noldier)
_drs. lary L. 2. L)
(Nawso aoad degres of
1621 Pratt St., Paltimore, laryland
i {Addres) 5
Name and nddress of person to be notified in case of
emergency s gi\_mu by soldier:
/ tin (Lother)
{Name and degres of relstionahin, If friend, mo state]
1621 Pratt St., Baltimore,

[Address)

REMARKS —Prominent scars and marks; also an
linr lothing worn at desertion,
aid in apprehension,

W. D, A. C. 0. Form Ne. i
Sept. 18, 1041

*Birike out words not apolissble. —sionst

184
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| 24. W. D., A. G. O. Form No. 46 (Report of Apprehension or
section X1, instruction 25, for prep-

aration and disposition.

\ 'j | 0 To e Torwartad in teiplieate,
I REPORT OF APPREHENSION OR
| SURRL’\DEIR OF DESERTER

Martin, John 36100798
" {Lnat mma) (Firei naza) (MIditie Liitial) {Aray serial mumber)

_Private, Company L, 100th Infantry
{m-d-q o

Septeober 11, 1342

(Dinte uf 4n-euu=;

g, regiasnt, And arn of seCTion

pr R E s 4
an alleged deserter, & rondored himasif

ot _Fort Dix, Hew Jersey

175 29012 i wa rebuzned. do: milibery

contra] st __Fort Ddx, lNew Jersey

on. Degember 17 . e l2

-, ST T SR

rd (o apprebynsipn o100 -;m been paid.
9.:- i FUBKINS, Captain, i,li.lng__lg{.
B A i

(Bigratiarn,

Place . Fort_pix, New Jersey

Dato
==

Int Ind.
WAR DEPARTMENT, A. G. O

Pl
- Bervice 'n‘rnrd Individual :'It.;!l\m(ila oertified
| copics of extract of morning report, list of nl:mdoud.
elothing, physical record, and evidence gatherod at
rtion are furnished herewith.

‘ e Inclomures. Ad_;uianl General,

——— =
H ters
T
The charge of desertion againgt {he soldier named
sbove har boon disposed of aa follows:

*Trind by OM nzed convictod of *desertion *AWOL only.

“Rernoved s brrocs

+Bedtared to duty wi

*Boidier dischargod
g |:nl for phiyskon) paflnes and dessrtion not sdmitted.

*fhtrfin ot wards not apglicable. Adjutant.
W. D., A. G. 0. Form No. 40 P —
March 1, 1l
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25. W. D., A. G. O. Form No. 52 (Report of Death).—Sea sec-
tion XV, instructions 1 and 23, for preparation, instructions 24 and

25, for disposition. Form No. 52 is initiated by surgeon or medical

officer.
To be foramrded in duplisate
No.
REPORT OF DEATH
(ien ATL 800-450)
Williams, James Be 68797796

(L) OFincuama) (il [aitial — GATEY Serial Snmban

Private,  Company L, 100th Ini‘_w_‘t. oy
iraite) T {reasistion of & oF serveK

died September 17 w42

s, Fort Dix, New Jersey

el
Hature of diseaso or infory . Gunshot wounds in

gebdomen and chest.

Dirpet eniso of denth Accldental discharpe of
_Mot Gun while on Gusrd Duty.

Death 3722 o lino of duty aad 4202 . ¢ha seault of the
daceased’s own misconduet

_— _,,f:;j/:g f_:j..a-ﬂ—hv':-‘

H_B. PARSONS

=0

T iRigmatnrg of medioal otieer)
_Captain,

al Corps,

Fiaca Fort Dix, New Jorsey

r 17, 1942

Date September 18, 10 42

*The report of the surgeon ia np‘pm\ ed.

T Meoenat,.
Date and place of burial.  (If not in u'rmd [ m:,on, stata
c‘.[npus.l.r.hn made or to bo made of remalns). Rem .?...E
be _shipped to nearest relatiw

t Ri\rm-si ‘.le
o .anwsin.__

BN 0. ATWATER,
—_..Colonel, 100th Infantry,

“Commanding.
“*Htrs out if lnpplioabie.
WD, A0, Form No. 52
July i, 11 S=—tnn

Front

186

The total monthly rate of pay of the docensed, cxclusive of
mownuen for subsistencs and quarters at date of death,
was 8.50:00

Datn:y{cnmnl " “Rugust 7, 1940 "

Completed ... 5 yra. _L_. mos. ...l'l'..,. days serviee for
lnnsn\'ily pay at date of death,

ting
Qualifications for which soldier rmive:{\ndel.r.rnnm pay. (17
for qualifieation fo arms, elte order) . Iy

&.nl:e -ucurdtm-w B %y
=

JAME:!
K

—Captain, 100th Infantry,

{Ciench =
Pe I‘aon;ﬂﬁ WCe r.

Original to Gle
Capy to Finanoa Officer

B BEVIRASERT FRiNTIRE SPTIEE reai

Back
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|

‘ 26. W. D., A. G. 0. Form No. 54 (Inventory of Effects).—See
seetion X'V, instructions 31, 32, and 33, for preparation and disposition.
Class I and class Il effects distinguished by directions on the form.

e
‘ ! INVENTORY OF EFFECTS CLABS II—Continued
(Eo AR $00-580) —_— e
Williams, James B, 6797796 g

| (Last parse) (st oame) (Middle lnitisl) (Ansy seclal samber)
[T D Frivat.a, Compz-ny L, 100th Infantry
(Orpuaimtion or s of service)

who died on the — L TE0_ gay o SePt ;042

CLASS I—Saber, inalgnia, A medala, come
i p:htn INu!ges, watches, manuseripty, and  other e —
u articles valunble chinfly as keepsnkes.

s —

e | rercen == ==
_I__ALf_e_r_'_ql..._Expert ‘Tiflemni 2= |
| |
| 1. ! Watch, wrist, Bulova |
‘ s | _Diary, leatherbound | SN |
o | — -+,
= T i
| — ¥
3 [ I {Smhs... TR
i zexr Monay
| Notea.. &
Vil I cenrivr thab the foregaing inveatory pomprises all

the eifeols u.F the deccased whose numo appents on the
first pape hereof, and that *ihe cffects were delivered

S Te be Blied out caly In case of shipment t The Adktant Oeascal 1o _Mrs, John A, ¥illiams (mother) 109
(ive pame and degres of relationship; if lagal represent. tative

OLASS T—Other slfceta i, Roe St,, Milwaukee, ¥isconsin,
— = T sinry mamed by tha docaxsed, b9 Rtale)
bsia: —— T A P ey e MONDEHREEE NI

YD KN

A d.

. HAMNOND
= FBajor, 100th Infantry,
| Summary Court

1 Sulty civilian, serge

1 | Packape assorted articles: 4 Dix, New Jersey
Puttons, Cigar Lighter, Needles for s
i Thread, Books, Fictures, Tie September 19 1042

Cla'sp, Collar Holder.

not applicable,

T —aties 1104
W.D., A.G.O. TN& 54

July L, 1
Front Back
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27. W.D., A. G. O. Form No. 55 (Honorable Discharge From
the Army of the United States).—This form is included as a sample
discharge. Since these will be made by units of the service commands,
they will not affect the company or regimental clerk. 10

Bonorable Discharge

from

The Aemy of the Hnited States

™y

TO ALL WHOM IT MAY CONCERN:

@hig is to Lertify, That* . ROBERT P, JACKSON _

THE ARMY OF THE UNITED STATES, as a TESTIMONIAL OF HONEST
AND  FAITHFUL SERVICE, is hereby HONORABLY DISCHARGED from the

military service of the UNITED STATES by reason off.._C:0.D., 3d Indorsement
Headquarters 20lst Infantry Division, Ft. Dix, N.d., 16 September 1942

Said 4 Robert P. Jackson - was born
in.. Dayton =i the Stateraf = "o rahior BT T . “
When enlisted he was.._..._. years of age and by otcupationa ... . q
Hehad. Blue _ eyes, .. Brown _____ hair, .__Feir...__. complexion, and
was 5 feet ] inches in height.

Given under my hand at Fort Dix, New Jersey this

|
|
18th _ day of .. September one thousand nine hundred and . forty-two |
|

e S T '

/ -
7 RGE T, SMITHERS
O I/g;'?cnel » Infantry
wa, “Joha J. Dos*

Lnsert nama;
au—!m:-ﬂnm. ny, ragiment, serylon; as 1820000, " Corporal, O A, Ist Infaatry™; “Berges. LAt L.
I wmwmmm,in nnh:.'zan:nd me:;tonht o fall Mmmnf:nu:,uﬂ:r Ibmtwf - ”"“Jf'f;;'.'.
W. D, A. G. O, Form No. 53
April 30, 1041

Commanding.

Front
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v Wl ’ ENLISTED RECORD
g R OF
........ Jackson., ....Harry o = JAOOSERRL Sargeant
(Last name) (First pume) lmuuu (Army Berial No.) (Girnda)
Enlisted ovdssdeesiod? ... April T, 1941 , at ___Daxmn, ohio
Completed ... L

Prior sertice:*

Norse Jond ’dﬁcu’.‘ Serga by LO’VEID‘\}@_T_‘ 1L, 19&1
Qualification in arms:® _Rifle Expert: June 26, 1941, S0 #159, Ha., 23ht.h Inf June 23 1941
Horsemanship: Not mounted drmy specialty: . Glerk

Altendanice af: ... _N¥one

Battles, engagements, skirmishes, ezpedmw ltone

i A R T

Dctvmﬂom. service mm’a.i's cilations: 501‘1131"3 “Bd&l E“EU-'!‘-. 15, 19141

‘ Wounds rcre.fvm" in seroice: ... . A ol
Dale and resull of smallpox vaccination:* ..} 5: l%

‘ i 5@& of completion of all lyphoid-paralyphoid vaccinations:* ___APTil 27 1961

Date and resull of diphtheria immunity fest (Schick):* ~None . . e

D' olhr vecs i (io0c8y mpoitne ssadd. Toairay ‘scisnlebands S 1 3945

Physical condition when JZ;M% - Masried or single: .._Single

Character: FM o

Remarks:* ... No time lost l-lnd!!‘ .!LTll‘ lO?; Soldier. entitled. to travel pay. .

Signature of soldier: ...

= Comnidngy Personnel OfPicer
Mm«a..ommtmmmumumumm=meunmmmm. 140 (Bull. No. 35, W, D, 1940); ln sll othor coses enter date of

. Incluatve dates of sorvice, prade, of dizcharge, nomber of days ket andee AW 107 (Ff
ey ) Sty oy m’&&?ﬂuﬂm servico o cxavenieoce o o olverainent, i any.

s Wlﬁ%:ﬁm order AEDOUDCIDE B,

* Entar W;Bu! nctive duty of sallsted men of the Hoguiar Aroy Rosorve wad the Enlined Remerve Corpe sod dates of induotion Into Federal Bervise (n the eases
of mersbers of the Natioosl Guard. =100 . ¥. GCOTENNNENT ruiaTies Srrick

| . Back
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ADJUTANT GENERAL'S OFFICE

28. W. D., A. G. O. Form No. 58 (Noncommissioned Officer’s

Warrant).—See section VI, instructions 8, 9, and 11, for preparation

and disposifion.
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ADMINISTRATIVE PROCEDURES

W. D., A. G. 0. Form No. 67 (Efficiency Report).-

seetion II, instructions 21 and 22, for submission.

}'N‘rsﬂ!:;:;

ST EFFICIENCY REPORT iy 1,53, and’s are
CSEE AR $00-145) ‘“’“‘P
A. OFFICER REPORTED UPoN..John A, Hammond 0-54321 Major, 10€}th Infantry

diti¥ters, e

A's offictal statux with respeet to you .§'_-_gff of LTEBY8T my hea

B. PERIOD COVERED BY THIS REPORT Q‘m-‘.‘, ary 1, 1952 o September 19, 1542
C. STATIONS AT WHICH HE SERVED Uix, liew oy
D. CONSIDER CAREFULLY THESE DEFINITIONS, KEEP 1 THBM IN MIND WHE"{ !u'ru\(; G INTO CONSIED.
ERATION HIS LENGTH OF BBI“"ICB AND THE OPPORTUNITIES AFFORDED HIM, WHICH MIGHT HAVE A
BEARING UPON HIS PERFORMANCE OF DUTY, PERSONAL CHARACTERISTICS, OR PROFESSIONAL QUALL-
UNSATISFACTORY: Porformanca of the fcular duty reported upon or porsonal charmoteristics or professional quali-

fications below minimum standard—incificiant.
BATISFACTORY: Porformance of the particulnr duty reported upon or personal eharmetoristics or professionnl qualifies-
tions up to minimum standord—passably efficle
VERY SATISFACTORY: [‘crformnnm! of ﬂm pa
iatdes, Erolcmu'u\ bow l..m: "UBI- ACTORY,
EXCELLENT: I'e'formlmco aof thudpartieuhr dut; upen in o very efliclent manner. Personal charmcteristios,
o ancy above Vi R'A SATISIACTORY but bel'm\' SUPERIOR.
B'L'PERIOI! Uuh‘.:\ndum and exceptional performance of the Eﬁrﬂc\lfhr duty reported upon. FPersoual characteristics,
alifh callnm. or tlﬁcle'lcy above that congidered T.
I-'lt all caeu i which th!ﬂr:&wrl.lug officer has had insufficient opportunity du
upon o parmit & rating as to the performance of

lar duty reparted ugu—\ in an efficiont mannor. Personal chiaractior-

ocwnml hy this mpor% tn obstrva the officer ro)

duty, lunéwmnﬂ characteristics, or professional qualifications,
E. DUTIES HE PERFORMED: (Stato scparately, Where possible show duration of each in months. Example:
ordinary garrison tralning, 8 mos. Sommary eourt, 6 mos.  Brig. Adj. propared fraining -cher.{u]u, &upplr (}I
deseribing the ‘manner of performance of duty, use one of six classifications as given under ndd eo! ully the
obstacles engountered by thﬂ Ind! nl ldual In the performance of cach duty listed. THE OF| lTllsNS w&k‘aﬁhb LNDIR
“MANNER OF PEB?ORMANCB" ARE BASED et
NTIM. b i} n_|m mt {nnporoprists wands ar
ATHOO TN VO samglify miker par, I* nocording
AUADERNTC ARG
Dar 1 o Mantha Maner of prrformance
Regizental Supply Officer (S-L) B 19/3 Superior oo

o = e e e

By What degrea’sf success haa b " G. Eoter on lines below any outstandin rmml:l.lcs of
talned under the to1]owm§.hc!d- 3 vAJue in the mlll(nry pervice. MAKE NG ENTRIES
ings: ENTRIES BASE! | i XCEPT WHERE STATEMENT IS BASED ON
PERSONALOBSERVATION OR 3 i : PEKSOV.IL OBSERVATION OR OFFICIAL RE-
OFFICIAL REPORTS DURING i i &0 PORTS DURING PERIOD COYERED BY THIS
PERIOD COYERED BY THIS 4 3 | REPORT. Bhow pllot and/or observer ratings of
REPORT. (Scepar.Dabove) |5 | & | & & |8 .| Alr Corps officors here.

1. Handling officors and men. x l

2. Perl: of field duties, * 2

3. Adminlstrative and executive duties. x |

4 Asan x|

5, Teaining troopa. x. |

8. Tactical bandling of troopa (unita x o
appropriate to officer's grade) R

H. To what degree has bited the f Conslder him In comparison with

Wu of his ;r:de and indicate your estimate by mnmng X in tho appropriate rectangle.
par. e.)

Umatlafactory
Batlstactsey
Very.
Ercelont
Buperiar
alenown

1. Physical activity (aiy; sbliy fs wosk rsgidly). ...
2. Physical endurance (cpaily bt proloagel stariies) TR
3. Military besring and mbm(ﬂnq-llm—-r,-hﬂ o TR AL L e e ¢ N I (L] il

4 A to duty (8

5. Cooperation u.;].q,uawqﬂmam-m-mum dgmled sipetic)

6. Initiat! “’Wd d, bagwy L of noders),

7. Intelli (e sy L sdarnissd “--u-- ...........

8. Forne (s haty ol v ol which o ecmisnon n Seirod rssscnbln gbl, ot 1) oo
ﬂ:udmnlmdmmumm hiak ebearly and i izal snachise)

10, Leddership rwumm-mdmmumma...

WD, A, G, O. Form No. 67-July 1, 108,

Front
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ADJUTANT GENERAL'S OFFICE

Namo of officer reported on John A, Hammond Name of reporting officer _._]'DI‘.I’;_Q.A'.I‘:ILE!‘ ................

J. Durlng the period coversd by this report has he taken advantage of the opporturities afforded him to improve his professionsl
knowledge? TT1

J. Haa ho exhibited any weaks £ 1, moral, physlcal, ote.—which adversely affect hia efficlency? It

yes, deseribe them, (FACT or OPINION. Lins out one.)

K. Proper authority havicg declded on the methods and procediore 1o accom; illing and gencrous
support regardless of his personal views in the mattec? S

/Sl nea last report has he beéen d 1 bly or unfi bly In official iona? }‘0' {Sca par. 15,

AR 600-185.)

VB’T. Dhuri e the period covered by this report wan ho the subject of any disciplinary measure that should be included on his record?

- . I yes, enclose separats statement of nature end attendant elrcumslances.

Vf‘/\ rite a briel general ru[[lr.u\h‘ of this officer in your own worda is officer is loyel, exacht, and e
: h spl th indtd nd_abil:

& certain end, did he rend

well do you know him?

0.
. Remarka (febodi 4 -
/!
0. ea indicated hereon brought to the
rd

ndition of this report? ... 1 yoo, what

Il no hinprovement wia noted, what period of lime elapssd betwern your no lon to'him of his deficioncies and the rondi.

tion of thia report?

. Based on your oheervation during the period covered by this report, give In your own words your estimats of hi
VALUE TO THE SERVICE

GENERAL

{ (Grads efid Org.)
tf_'umd; what T}
Fo

Ineii. ...

Write nothing below this line, N SETERRAEET FRIATINS GPTIOE -
Back
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ADMINISTRATIVE PROCEDURES

31. W.D., A. G. 0. Form No. 77 (Officer’s Pay Data Card).—
This form will be prepared by the disbursing officer and the company
clerk will not be concerned with it except to make changes as they may

occur,

(1)

OFFICER'S PAY DATA CARD
— DAY, EOWARILJ. 4.03526% Aot Lt Inf.. .
G_mﬂ service .. g_ﬂ_d_m period . ]. _yean :nmp.el:d
Oct 18 g ll
Monthly base pay and lesgevity .. §...106:67
Additioral pay Far.

Al i E $.130.00 T
Incrance, et D, $orverareeeeeen Chass N, §... 7250

Pay rescrvation class A, 5. 18:79 e
Ocher deductions, §

Sn-l-ﬁis 51 in above date with dates l.'-md
_Class "EW allotment $150.00 discon- _

hasges alectiog pay w8 be extured hers and maintaized wp te deta.
WaDh, A, 0. 0. Form 2o. 77
Blarch M, 1 Tt

Front

RECORD OF PARTIAL PAYMENTS

Puted | Disbustng oficr | VI lDsdostions| amouss

This card mm e Wiind wuck. Rewt v 0 dte, and mnh\l Irside
O, Form No., 851 {fdentification Ca

T m—n-| as

Back

(1) See section X1V, instruction 4, for entry made of allotment.
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ADJUTANT GENERAL'S OFFICE

32. W. D., A. G. O. Form No. 110 (Report of Individual
Classification in Arms).—See section X X.

REPORT OF INDIVIDUAL CLASSIFICATION IN ARMS t’

{See AR J45-1000)

-- Practice

SUMMARY

JARRSEAN

Unqualified who complated course.......

Total pumber completing course..

Total number qualified. .........

W. D, A €. 0. Form No. 110
April 10, 1%




ADMINISTRATIVE PROCEDURES

TM 12-255

Dare

No. Nawe Seniaz No. Grave Q‘”;ﬁ:‘“ QUALIFIED Scons
1. [Woodring, Martin C, 0<265743 [oapt  Expert 9/23/a2 222
1. |Grey, Owen F. 0-51432 end Lt r!m\-pshﬂ::‘;ur 9/23/42 191
1. |Crone, Charles B. 0-364271 1st Lt Marksman 9/23/42 157
1. |Baker, Martin H. 30554681 Expars 9/23/az- | 217
2, [Henry, Giles T. 7116990 Expert 9/23/a2+ | 213
3. |Benning, Benjamin B. 7999945 Expert 9/28/42- 213
4. |Drydan, John G. 7868584 Fxpert 9/23/42 203
5. |Gaines, Charles L. 6554378 Expert 8/23/42 198
1. |Foote, Max 7886532 t Bharpshooter 193
2. |Gilfoyle, Martin 7719945 Prs Eharpshooter 189
5., |Harrison, Thomas H. 7998664 [Pl Bharpshooter 186
1. |Garrison, Daniel T. 7554663 Pyt farksman 9/23/42 167
2. [Asheroft, John R. 30534455 [Pvi Harksman g9/23/42 158
3. |Attley, Billy B. 30458119 [Pvt Harksman 9/23/42 155
1. |Sims, Archie A. 30357749 Prt inqualified | 9/23/42 141




TM 12-255
ADJUTANT GENERAL'S OFFICE

REMARKS
FAILED TO COMPLETE CUUKSE:
1. Wilson, James B. 6254936 Sgt. AWOL Sept 20/12
DID NOT TAKE COUNSE:
1, Bratton, Wilbur R, R=223459 Sgt D5 Baltimore, kd
2. Jones,. Arthur B, 36512019 vt Jd too late to fire-Sept 19/42
|
|
I
I cemrry that the foregoing is & correct tran- I cerriry that I have personally supervised the
soriph, from the reports of orgapizations: practice (or conducted the examination) of this
j organiz{tign, and thatythis report is caprect:
M‘% B - SREE S

JAMES M. FERKINS, 75

(Fugrature of parscnoed offiee)

JOHN A, HAMMOND,

Fure of super vising oficer (prasblect of boardl]

Captain, 1COth Infantry, Major, 10Cth Infantry,
(Grade and arpaaisaticn) (Grads and orgunisation)
Fort Dix, New Jersey Fort Dix, New Jersey
(Biaticn) (Beation}
September 23 1 SR . Y e September 25 19 L2
........... e . gt s

198

1)
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ADMINISTRATIVE PROCEDURES

33. W.D., A. G. 0. Form No. 116 (Charge Sheet).—See section
XVIIL, instruction 2, for preparation.

"~ (WRITE NOTHING ABOVE THID LINE)

CHARGE SHEET

July 3 ., 10k
(Dats)

Private, Cospany L, 100th

| (Chive Lest name, A name, snd middle inidal 2 that arder followed by serial mamber, mh« comnpasy, mﬂ']mtnh !nnn(!! a ry

Infantry, Fort Dix, N. J,

other appropriate description of pmuet_ uu. mmu,-tr_, to Inuw !n m !uuuwr

] | et

Age 27 years Pay $.50.00  oer month Allotments to depondents, $..__ 22200 per month.
Bisse pay plas pay for lngth of s

' Government T deduction, $._ 3245 per month.
|
i
|

| T T T e T e B A e A UL Tl S e A it A A
1 {Ofve names, addresses, and nots Uf for sccused. List documantary svidenos und note where each item thareof may be found)

e R D A e e e et i R L

iack [ & g 1 v
ojack, Co. L, 1f antry, | s Mo s

..Corporal Thomas I, Harrison, Co. L, 100th Infantry, Fort |

O Data as to restraint of scoused: Arrest within

.A00th Infantry Avea.
W.D, A. G.O.Torm No. 115
April 2, 1om

28, July 3, 1942
)
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Cuarce : Vi

AL'S

ADJU"

Article of War.

OFFICE

nal sheets, if necessary, for charges and specificatio

& will be attached here.
itional shocta,)

d for.

(@

WRITE NOTHIRG

Drdinery & by 1214 inch paper will bo

—Tiay
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ADMINISTRATIVE PROCEDURES

(WRITE NOTHING ABOVE THIS LINE)

oo /&/maﬁm_

(Signature of ncouser) .27 [efttAner

~Lapke.. A00th
(Girade,

AFFIDAVIT

Before me, the undersigned, authorized by law to sdminister oaths in cases of this character, personally

appeared the above-named accuser this ... 3% dayof .. ... Jul 10.:42, and
mada oath that he is & person subject to military law and that he personally signed the foregoing chargez
and specifications, and further that he* has personsl knowledge of the matters set forth in specifications

and charge ey XD NS SO IR MRTO WA,
{Indicate by specilicatian dod chargs numbers)

hokdaapeckinoien .

e — T
nre true in fact, to the best of his !Luaw]udge and belie

j‘g" (ké\‘k“ﬂw‘*“‘mg "‘a A HAMMOND

{Sigonature) _. }
(/ (Grade und l:r:.mmltnu: ajor, 100th Inf.

Summary Court
" (Official clmracier, o FUBMATY GOUT, DOLAFY A

-, and thas the sama

Noree.—At (*) etrike out words not applicable.
It the sccuser has personal knowledge of the [acts stated in one or more specifications or parts thercof, and his

k ledge as to other i i or parts therpof is derived from investigation of the facts, the form of the
oath will be varied accordingly. In no case will he be permitied to ztl\l.g n.lbcrnnt:\-c'ly,nl to any particular
chargs or specification, that he either has 1k lodge or has &

If the oath s administered by & civil officer having s seal, his official scal thuuld be affized.

iar IND.

Huadquarﬁem_._._.1:00.'.;?3..;.‘.:‘.‘{‘.".‘_‘?!'.!').". Fort Dix, N.d, dJuly & 1942_
g Fiace) Data)

Referred for trial to ____Major John A, Hammond, 100th Infantry

(Orade, name, d nmllou of sumenary court, of trial judge adveoste)
Summary court-martial appointed by paragraph .“‘!......,Speciul OrdersNo.__ % _,
(Sammary) (Trial jodge sdvocats of special of geoeral)
Headquarters 100th Infantry L e 7 R R I onll 7

By ..

_, Adjutant.

THOMAS A. DUBOIS
Captain, 100th Infentry

@)

201
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I have served a copy hereof on (each of) the sbove-named accused, this day

e e

(Signuture) — . e Trial Judge Advocate,

@PACE FOR UBE WHERE TRIAL I8 BY SUMMARY CUOURT)

OABE Now weitdomes

EPECIFICATIONS AND CHARGES |  PLEAS FINDINGE | SENTENCE OR ACQUITTAL AND REMARKES
All Sp. ond Che sesssesss | Guilty Guilty To forfeit one dollar and

elghty-seven cents ($1,37)
of his pay.

eigaatire, grede, kB crgameetion)
100th Infantry, Fort Dix, N.J. July 5 . 10 42

(Place snd date)
__In the foregoing case of Private Brown the senbence is approved and will be
duly executed. (Action of revipwipg suthortiy)

a’&é‘/[(;ﬁj&/:[/‘_.w ~  Commanding:

JOHN O

cuature, grade, and creaniestion)
WA

TER,,. Eolone} » 100th Infantry.

Entered on service record in

conviction ..._;;'__..’./...._..__,..___._. -
. (Initinle of porsounal adjutast)
.
)
(WRITE NOTRING BELOW THI3 LINE) o e ——— $3—T301

202

¢
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ADMINISTRATIVE PROCEDURES

34. W. D,, A. G. O. Form No. 303 (Report of Change).—
Entries on this form will be made in accordance with AR 345-800
which shows when a Report of Change is required, the distribution
of the copies of the form, and illustrates 80 accomplished Reports
of Change.

o el s SRS S R BT |
VI T W N TG T (NG 7% BT 5 2 N S BT LTI i

REPORT OF CHANGE fron movw a3 vt} ;

(o I”_“Emn(l:-a l'rrl'acr‘m; L ELTE GLEE ID >

- 30 Tof (O] jewe|| jmiss] | ol B
(1) TBEE-_SE-\. —.P.:t'—- ST Ii, o o eER YR IV WA T SR 5 %)

1 |- 1 AT .
{2) —aee John _E | = > oy

Ve Thad vy o Rt SR T " i

(3) Co L MO0 e v i £
Trre e

Ft Dix NJ £

P TR 5 . _;

WTraRTrou TRE T ERTT TR WRURE Kabe AT 11 88 PR o | -y £ 2

Lo 12  oww Soptember w? |8 l ‘)J L‘__/}.‘f._r/ é

" 1
/ JAMES M FERKINS ~
e | BTamos Livs Py [ —— i e | G ] Capt 100th Inf Pers Off li

'uuunuuf&'ﬂ‘{ B el ]El

Individual Report of Change

e L

(1) and (2) Appropriate information for officer, warrant officer, or enlisted
man concerned.
(3) Designation of organization, if appropriate.
(4) Information shown by “X'" in proper block.
(5) Same as (4) but specified if “Other.”
(6) Information on the change. In general, this information parallels the
Morning Reports remarks. Exaimples are shown below:
See V11, inst 4, “Cpl Smith to DS Ft Ord Calif”
See VII, inst 10, “Pvt Doe Atehd fr Co A 90th Inf Madison Bks NY"
Sec VIII inst 10, “Pvt Smith trfd to Cav Repl Cen Ft Riley Kans Left enr proper
sta’
Bec I, inst 7, “Maj Hammond to ord lv 15 days Address while on lv 130 Elm St
Peoria 11"
See I, inst 7, “Maj Hammond rejd fr Iv"
Sec X VI, inst 16, “Pvt Doe to conf in hands of eivil auth Reno Nev Larceny of
auto held for trial”
See XIX, inst 12, “Pvt Smith sk hosp NLD Sta Hosp Ft Dix NJ”
Sec VI, inst 4, “Pvt Doe aptd Pvt 1cl No change in duty™
Sec VI, inst 12, “Pvt 1cl Doe aptd Cpl Change in duty 745 to 653"
See XI, inst 2, “Pvt Smith to desertion”
Sec XI, inst 24,“Pvt Smith fr des to conf af Ft Douglas Utah 19Jan42 Date of
enl 20Nov41 Comp RA Race W'
RBec XV, inst 15, “Pvt Jones died 15Feb42”
See X, inst 2, “Pvt Smith to AWOL 0600
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1k o, ()

3 ]
].nmé LT L 4
(1) RTINS 5 i ’
(2) g Q :
{5) | ol L. — .l i
(6) — 3
i a i (3)
- o}
TELL, 7 g
— F {:?’I 0' £ e (&)
| T P | e | e I |
(TR EENE I lL‘lllhllLlNIHIL‘IIHHHJ!RO;IN* lL L A‘ st “-”-l .‘FL_l b L .I-I:: ILI??TJ:N

Unit Report of Change

(1) In unit Reports of Change this line will not be filled out.
(2) In unit Reports of Change this line will not be filled out.
(3) In this space will be placed appropriate remark to deseribe the ehange.
(a) See section V, instruction 10
“36 EM trfd to Co C this regiment 19 September 1942 per par 5 SO
147 Hq 100th Infantry (copy of order attached hereto)”
(b) See section XXI, instruction 8
“100th Inf less Co A left by rail 19 September 1942 for Ft Washington
Md perm change of sta per WD Litr AG 370 5(9-3-42) MSC-C-M
dated 15 SBeptember 42 prob date of arrival 20 September 42 86-0
1468-EM"
(c) See section XXII, instruetion 11d
Remark quoted in (b) above will also cover this sort of movement,
(4) Personnel Officer will initial Reports of Change.
(5) In certain unit Reports of Change the entry on this line and on line (6)
will be the same, that is, the designation of the headguarters only.

36. W. D.,, A. G. 0. Form No. 304-A (Locator Card).—See
section VII, instruction 9, for keeping this form up-to-date.

| JONES FRANKLIN B | 3076

5§ LOCATOR CARD =

“ Cpl Jones to DS st Ft Hoyle Md Sept 10/42

g | oS rae e (1Y 7]}
1 H

<

o _

o s et

3 q |

z ! L

H ! [ =

g5 - §

o - "

‘ o8 ]
4
| dl i

3 =
SENAL WUsEER 1 NAME ORGARIZATION O 0
P9830808/5998999858858 ‘P
Pirasa sl mnounaN U REEN SO 2031 aly " "L\uﬂdl RN NN T

\\‘AR BLP&“YKEN? ADJU\'IP” GEMIRALS DEPARTMENT lm L H:Nj A T e oM 7I5544
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36. W. D., A. G. O. Form No. 309 (Initial —Special—Final
Roster).—See section XXI, instruction 8, for use of this form.

0 ’ ROSTER OF OFFICERS*
ENITD* —SPECIAL*—FINAEE ROSTER
(e AL 345-000)
100th Infantry Fort Dix, New Jersey September 20, 1942
(Crpaniestion) = tatlan} (=)

This roster of S _ sheets contalns the names of all {;g““{w} Including thoss atisched, of this erganization.

Permanent change of station per par 5 00 14 201st Inf Div, Sept 15, 19842

Baoason for suboission ik e

| Fo_&l the Copmending Officer-

(s |

l ] T i ;7—,;,“/1"1-.!‘;1133. LUBOIS
(Tisten Bdocks are for 1w of U Machinn Records

TElghatine— 1m0 Uypnwsiien
Tril nad shoold e Jait blamic)

captain, 100th Infmtry, adjutant
(Grade aad orgacisation)

| e | F |t e e R e
COLONEL | = g
_ 0-23479  |stwstor, John Oa Inf | BA [12/10/24 [w ke@;tlcﬂ—
by LIEUTENANT COLONELS di ey wl
0-181523 | Thayer, Thomas J. Inf | Res|12/6/28 W | Regtl m:_o
0-200768  |Stull, Clayton H. | 1f|na |10/2043| |w | Baco
E 0-231342 Underwood, Frank X. Inf | Res| 7/8/351 " ancc“_
0-192756 | Young, George P. Inf | Res| 2/10/36 W | Baco
i UAJORS "
| 0-267459 d, John H. Inf | Res| 7/4/39 W | Regtl 5-4
l
T TR S s . '
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87. W. D, A. G. O. Form No. 6256 (Application for Family
Allowances).—See section X1V, instruction 16, and back of form,
for preparation. See revised form (now in process) for new address. @ ’

Do not write in this space WAR DEPARTMENT
APPLICATION NUMBER | APPLICATION FOR FAMILY ALLOWANCES

Act 942
X AUBD .. 0tober 25 o2
L (¢) Soldier ..GETAS Charles | Leon . _ . H657892 Pyt lel
last pamal First mama) AMLiddle pamat ey antial mansber) (Prescad Aray grade (privats, rorporsl, sergeand, ste)]
Co L 100th Infantry, Ft. Dix, N.J. Married White
oidiar's Armp maig sidooms G (imgie. rearried. dirieeds [P0

BT Victor Avenue, Camden Nods

eidier’s bome sddram: Namber s stroet of 1L P D03 ACHy, tewn, or I O et

I hereby apply for the family allowances authorized by law for the following-named relatives and/or dependents who are related
to me in the manner stated in paragraphs 1T and 111 below, Commencing with the month of November, 1942,

L (% Tus Srace Must ALSO »x Finuzn iw WuEx Arrvication s Mane sy A Penson Ornen muax Tae SoLpien

(Applicant's name) 1,

¢ Hurber and virest o i F. 1) Gy o tswad sl
allowances authorized by law for the following-named relatives and/or dependents of.jhe soldler whose name appears in
paragraph I above, to whom this application pertains, ﬁ

CLASS A NY,

(as wamal [ e

........... hereby apply for the family

1. Ui: Wile (W), bl (D), former wil dirwreed bo whom alimeny is ol papble (W, Bia), (I!% A, write “Hase™ fu the mme eoluma.)
Hame T P

TLasth iy [YITENY s mid at ruet o0 \{“ c':_'_;l‘:;:-."
L LAXRa.... MYIDa.........  AENSS ue.| Gamdan.
2.
R e N L B e A S o
S S
5. s = o R e =
Date and place of marriags to presont wife ... 2CL 1942 at Camden, Ned. .. . . .
Date and place of marriage to divorced wife ... - Date ol diVOres uere e coemeresecasesrssasassrsss
Amount of monthly alimony or support payme) c y court order or legal sgrecment for former wile divorced, or wile and/or

child living separate and apart, §. i} B
Date alimony or support payment cesses «/
e— R —
WLASB B DEPENDENTS |
. grandmother, stepfather, stepmother, elther of husband or wife, person in Joco

] A donted Becthar asdorted Y oh Tl

sister, etep oF, ‘psister, p v sister,
substantial portion of their support, (Uf there ate none in Class B, writs “None™

iciedirey 1Me Name and location of GOUM weewrreeeeeeee

III, List below the father, mother,
parentis, brother, sister, half!
who are dependent upon the
in the name column.}

=—— — —
Nuse | Adbiom Dt of ek of e Lty
taan trino [ Haclosw mad stoied or ] e [ Puste e e ) :1_‘-5'::‘_“;'
8 i O oot memeremionnes T [ [y U
7. |
W |
5 P e e e R e

IV, Enter on the lines below the full name and sddress of the person or persons to whom the check or checks is or are to be made
payable.
Make checks payable lo—

Puyrents cavering ine \ At
s I et i Numbas and strees we B, F. D T — [
1 _Mrs. Myma Agnes Carns. 897 Victer. Avenus Camden N.ds

W.D., A. G, 0. Form No. 825 Jra——
June 2, 1942 1
Front 4 \_0
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Members of immediste family now serving in the military or naval pervice

¥. The following-named members of (my) (the soldiers) immediate family aro now serving as soldiers, gaifors, marines, or cosst
guardsmen (not officers) in the military or naveal serviee.

Hase Tiniie adirens Barying o,
gty Armp, Mavy.
(Last) it Mt it et ot o iy, b, o et siben Hase e e Tty | 2o

170 . E. Main St Hiddlesex Fa Nawy. Brother.. 20

VL I hercby swear or affirm that all the foregoing statements are correct and that every member of Class B for whom I elalm the
family allowance is dependent, to the degree indicated, upon the soldier whose name sppears in paragraph I above, for

Charles L. Carns

Subscribed and sworn to before me this . - day
October 194, at . P, Dix, N.J.
(Seal iz requirethwhen

(Title) %}o«-«- @ JM - sworn Lo belore €

THOMAS A, DUBOIS, Capt 100%h Inf Adjutant & v

of

|
THIS SPACE TO BE USED BY ARMY ORGANIZATIONS AN APPLICATION FROM A SOLDIER
| TO THE WAR
. October 29 12
|‘ HEADQUARTERS, 100th Infantry, Fort Di -
| Ta: All and All 4 Branch, Building Y, 20§43 ty NE., Washington, I). C. o
1. Grade of scldier as shown on the applioation hy ¢ Date of enlistment or induction .. Sept 1 ., 1042
2, Any voluntary allotments now in force pertaim ldier have been di inued or adj 1, by
1o the Finance Officer, U, 8. Army, of the necessey yre that sufficient monthly pay is due the soldier to provide
for the deduction required for the soldier's con: allowanees and still leave him, exclusive of possible
i eourt-martial forfeitures, at least $10 per mor peronal use.
3. Proper notations have been made jf e service Tocord and on pay rolls to insure that appropriste monthly
deductions will begin with the first monti slitey ling application, except that for applicants who were in the servios
on June 1, 1842, and who flad spplicatiof: (i deduction has been made beginning with the month of June 1942
! iy all has been withdrawn and filed with the soldier’s service record, =

4. The official copy of this apy

5. The soldier haa been advise
certificate, court decrecs of eepapdis
illegiti hild legal ag
interested parties attesting Lo Ip
Bullding ¥, 20th and B Strects NK
of allowance will be stopped.

o s A relationship, supporting papers consisting of certified o les of marriage

fv , birth certificates u??“;" . written sck {0 z}‘panrmhoad aof
ration, adoption papers; and for Class B dependents the affidavita of two diss
4 dependency must be submitted to the Allowance ana Alloument Branch,
ton, D, C., within 6 months from date of fling sppll otherwise poy &

Ooromse 2. Ltrnas

#WES M. FERKINS, Captain, 100th Infa

Perzonmel

try
ceT.

THIS SPACE TO BE USED BY THE WAR DEPARTMENT TRANSMITTING COPY OF AN APPLICATION SUBMITTED
i BY OR FOR A DEPENDENT OR RELATIVE TO THE SOLDIER'S ORGANIZATION

Allowance and Allotment Branch, WAR DEPARTMENT, Wi D.C, 194
i
i To:

L me'lly allownnoes under the Bervicemen's Depandents Act of 1942 has been autborized for the pessons shown in
parngraphs Il aod III on the reverse side of this form.

2, Monthly deductions of (522), (527), (5. ) must be made on the psy roll starting with the month of .
104
1 8. The “official copy™ of the application is to be filed with the soldier’s service record,
Br ohozn or THE SECRETARY oF Wak:

| Adjutant General,
| ARl b STERRRART ratuTIe ST
|

Back

404850°—42——14 207
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38. W.D., Q. M. C. Form No. 156 (Company Council Book).—
See section XXIII, instruction 2, for general procedure

" In Aecount with Company

Fumf Company * L " 100tk Infantry i I'-: ‘
Toar lm ! :i BATION SAVINGS -:—n:n YUNDS " ’
Month .h.m I lnmyn || Txpendlinre W;:- || x‘peamum
— St - — S ———— — — 4, - 1 gy .
Voacher

Bolamce from faat month. ...,

tiolmes Co. Fresh Fish Bill of June _‘_, %2

200 |bu

Total recelpls and azpenditures.....||... — )0| ()’J1 3'(30 [}U

Balanes carried forward .,

Entry sheets
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1 CERTIFY that the foreg _Huna rus and complte staternent of all

recelpte expenditures, and 1

secount for the month of ...
the b r which I am resp

1. Checking secount depoaited with..... J8% Natiopal Bank, Moorest PV T v R AL

1o he credit of Company. Fund. Company. "L". 100th InT8nbEy e e R AT ol
(Fund)

£ aceoy

L

Lo the eredl

5

i _ Soraiin 8 T10050
2.~

RTIN C. WOOD

e 1942
19.4%.

The eouncll of the sdm

The council finds the account correct, ditures made, and nully maonth.

proves Lhe expe

as exnmined, and the cash balance in lus parsonal possession, the cheok book, check stubs, mnd
il and verifie

wok of the erganlestion commander wers cxamined and the cash in hls personal possssalon verified. Thess out-

seck book mnd dog

pianding bills were reported: . BODB P SR e i et Y e e e

=l '12?'?::\.‘?;'}' ]g'f_u: o jor 100LR TR

Ingpection and aundit sheets

o)
=
0o
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39. W. D., Q. M. C. Form No. 400 (Requisition).—See section
XXV, instruetion 5, for preparation and use. See section XXVI,
instruction 3, and section XX, instruction 11, for other uses. Also
see back of form.

WAR DEFARTMENT

Q. M. O. Form No.
Hevissd Apc. 8, 1650
REQUISITION
To:QUARTERMASTER, Fort ni“-‘-:-l N. d. e 0w 0f Bheots . 1 Sheet No. 1
Roguisition No, .38 Date . APTAl 1, 1942  periea AprilMay,and dJune 1942
sare To..100th Infantry, Fort Dix, W.d. : =
Regumrrioxes Br (show Sig e :i{‘nnl_.',-l __I-'h-ltlzlnLi:u._ I xla‘_- Arraoves :\m; COlOI’!Bi
fereut from *sur To" include address): r ATWATER?
(7 A J i -
D0 N D owes A K
( JOHN A. HAMMOND N THOMAS A. DUBOIS
S Major, 100th Inf. - Captain, 100th Inf.
5= Adjutant.
FTOCK Ko, ARTIOLES e MR Bl B b B
26-0-3050 Cots, steel, folding ea 230 20 |
27-u Mattresses, cotton ea 230 20
27-8 Sheets, cotton, bleached, bed,
63 by 108 inches e 920 80
27-P=-570 Pillowcases ea L&O LO
LAST ITRM

Basis of requisition:
250 BM: T/A Nov 1, 1939 and T7BA Inf.

P e sy 5 BePTD

210

0
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40. W. D., Q. M. C. Form No. 409 (Requisition and Receipt
for Clothing in Bulk).—See section XXIV, instruction 10, for
preparation and use. Pages 2 and 3 are extensions of page 1 and

3} ’ are not reproduced.

Voucher NOw ceeeccemeeecican.
Stock Record Ascount

REQUISITION AND RECEIPT FOR CLOTHING IN BULK

(CHARGE TO CLOTHING ALLOWANCE)

No. of sheots . % .

Sheet No, .. F S5
Organization .C0.L 100th Infantry .  Station. Fort Dix, N.J.  Dated September 20 1042 .
SECk e S o = e : ey S Y
1 2 »
Antictes axp Sizm Unir | ],I‘J“‘::}[;’ Issven r:'.:u.-b.’n. I_!\:‘]" Torats
ou Tomn | fmaumo
1
t i I_ — - S—— — — —
_Shoes, Service 10D g |0 | S ‘
1 | |
_Shoes, Service 10D DI 6 T (S | |
1 |
Shoes, Service NE | - S U - QL] g N e
[ |
Sotks, wool, light 11 . . l.pr | 6 | ' | : |
L _Socks, wool, light 12 | pr 2 . |
Suits, working, l-pisce | |
Herringbone twill 0D 44 .. | ea e |
| |
Undershirts, cotton, isleevel2 | ea | T | et | e '

Bheet No. 1 ]
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| | Re- : .
Awmicres axp Sus | User B Ner Uwre
F: T“‘J“'i: = IsatED Prics Tories

Requisitioned by f;’/&fil{}b !_/'3 f&lﬂ&u‘f [ (\\p]:‘ v !)A?W of {,OLEET"'A )

MARTIN C. WOODRING, Capt 100th Inf.
| SN
The articles enumerated in column “Issued” were “The articles enumerated in column “Returned (o
recaived by me from . FRED H. KAIN, Lt.Col Quc QM were returned on .. Sepfember 20 ISH?.. 9

Qg et B 02 ' ot

(Higasd by :

M t 100th Inf.

00 Iy - | ARTIN C. WOODRING, Capt X In

}'95"‘”‘1 jm H. KAIN, Lt.Col. QUG . Returned articles received by:

Miloow oo Zhed N o

(igned by quartermasiar or his represestativa)
Quec

FRED H. KAIN, Lt. Col.

MARTIN- G- Wi UD‘ITN

Instructions in the preparation of this form and methods of jssuse are set forth in AR 35-8560,
For tarfl sizes sec AR 30-3050,

For prices see AR 30-3000,

Use iosert Form 409 a for extra pages.

Sheet No. 4 L e LI T ve——

)00
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41. W. D., Q. M. C. Form No. 434 (Shipping Ticket).—See
sectton XX VI, instruction 8, for preparation of this form.

SH[PP]NG TICKET Commanon's Vou, No, ... Btnce

Consignms Vou. No.
NUMBER OF SHEETS

CONSIGNOR: 0.5.D., N.Y.G. Depot,
Brookdlyn, N. Y.
DATE SHIFFED OR DELIVERED ... Sepbember 22, 1942

SHIP TO— | AutHomiTY ok ke, Wo. G 1Lb=72-h2
Quartermaster,
Fort Dix, New Jersey == 2.00 = =20
i TR 2600 P 63-0700 A 0525-2
___;mm:!_‘\_‘j"‘_"';_ ”‘wm--l STOCK Mo, ARTICLE varr | UBIE | voman cost
| For 100th Infantry
| 2 ‘Zh—B-Ile Bag, water sterilizing, ea AR 3D-3000
complete with cover.
|
|
1
|'
!
b 4
Y B |
! | |
ARTIOLE !L DN COLUMN “ORDERED™ HAVE BEEN RECEIVED UNLESS OTHERWISE MOTED IN COLUMN “SHIFFED"™ e
’.MQ ;Tww
l Fred H, Kain, _lieut-Colopel Q.M.C. e
| (HAMED (RANK] (ORGANIZATION)
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42. W.D., Q.M. C. Form No. 487 (Memorandum Receipt).— |

See section XXVII, instruction 2, for principal use. - |
MEMORANDUM RECEIPT ' '
*EEE00T * DEBIT SLIP
James C. Willi

* Lusued to 1s
* Turoed in by

Plaoo B8x Dix, N

Q.M. C. ¥orm tay s
Hewind Jay 14, 101 * Btriks ot wants et u

)I10




43.

See section IV,

use.

ADMINISTRATIVE

TM 12-255

PROCEDURES

W. D, M. D. Form No. 81 (Immunization Register).—

See section X XI1I,

instruction 8, and back of form for preparation and
instructions 2

to 5, for special action.

IMMUNIZATION REGISTER‘

LAST NAME

MOODRING MARTIN
eranE | COMPANY | ADGT. OR STAFF CONPS |
Capt | L | 100th

FERST NAME

AMMY STRAL MO

_0-265743
At nact
3% |

SMALL I‘O)t' VACCINE

AT

i(nfi

| TYPEQF NEACTION?

224 2| Pacessia

n!.D OFFICER!

T

TRIFLE TYPHOID VACCIN E

“DATES oF ADMIITAATIGN

“1sToosE | mpost | opost |

;/:z/vz //’33%2’2 2/!/5’2| a,L'&'_

TETANUS TOXOID

MED, OF FICER?

T

ILATING DOSES
| o ]muwrl

YELLOW FEV_E R VACC_II:J_E

paTE

Lar ko,

AMOUNT

215




TM 12-255

ADJUTANT GENERAL’'S OFFICE

44. Standard Form No. 26 (Driver's Report—Accident,
Motor Transportation).—See section XXX, instruction 1, for
preparation, and instructions 4, 6, and 13 for disposition. This
form will be carried in all Government motor vehicles. Drivers
will be instructed in’its preparation and will be required to fill it out
no matter how trivial the accident or the damage may seem to be.

a . Stunisr Form No. 28
17. Was an made by & B {elvll or mlll Apprared wﬂnl’gnl!mt

TR R oV, - S SR | T T ] Lo

Gy e DRIVER’S REPORT—ACCIDENT
e B \ VER'S. —ACCID:

Nama .

18 Names and addresses of

e’ INSTRUCTIONS TO DRIVERS

Ia case of injory to porson or damage to property:
A, Stop ear and reader such assistance as may be needod.
B. Fill out this form, ON THE SPOT, so far as possible.
€. Deliver this report prompily to your immediste saperior.
Failure to observe these instroctions will result in disciphioary

1..:::&-,;:¥mm & driger: & _5'?9_27_2«
a%’ & ,&m"\/ E S Su:‘!nud “ﬁL— ; e “L .“"_—'— e —

{Signatare of driver)
4. Sarvice number.....

16, Names and sddresses of other witnesses :

I certify that the above report was delivered to me on

B. Name and address of owner of gth

Tty .:.Z;m.)"rl ......... -
8. Nﬁ nd address nl dmer of aiﬁn wehicle,

(Ofciai fitie) T. License of othef vebicle : Brate -
—Fort Dix, New Je
department or ) 8. Place of nccident : Clu'
"M-—t“ b Lo ropart of Street
) 4 permaae P sy .

216
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#. Date of accident }i‘{f.? ;9_55’.-2 ﬂoﬂ%
10, Names end s e of onn jujured : piorq of iojyriea:
Wit

E k&ﬂf e S

i

11. Degerits dumagn ©

o ernment vebicle e e A
‘/ZM.'){:% Noadeadon :

l =N

. Fxity
| . Todiestfolnts
i N.E 8 W,
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45. Standard Form No. 27 (Investigating Officer’s Report-
Accident, Motor Transportation).—See section XXX, instruction
10, for preparation, and instruction 13, for disposition.

b g Bl R INVESTIGATING OFFICER'S REPORT—ACCIDENT
e T MOTOR TRANSPORTATION

This report, togeihor with the driver’s report (Form No. 26), must be submitted promptly in secordanco
with (vanrtmmt l‘l‘g‘LllIlt]On."\

jl’)at-.- m 9 - - e lr“2 Hour 4@-/0.'-4‘.
ACCIDENT | Place: City or town Ei"ﬂ miles north of State
- weather _Bright and elear ... ocosdition of resdway .Pry and smooth . . ...
Make and type of vehicie .. Chevrolet 13 ton truek service R T A
GOVERNMENT |

DRIVER. 0 | Nawe of deiver ... Wil1lie D. Killen, .. 844272L. ...
| 41ix title and station .. Private, Co. C, 100th Infantry, Fort. Dix, New Jersey...

Muke and type of vehicte .. Oldamobile sedan 1940 .. . . Licouse Mo Nada o X ATLLS.
Owper: Name .. Mrs Willis R. Macy S et ]
ParvhTs vEmGLE Address ....462 Elwin Street, Camdm, N. J e, Lo O T

DRIVER

|llrl\'t-r: Name __Lx'_ B AL ST T S
|
Address ....462 Elwin Street, Camden, .
License No. .. 409693 New Jersey.

| Names and addresses and estent of Injuries .. Sgha. John L. Martin, Co. C, 100th_ Inf.,
persoxsovnen| - Eba DA%, Na J. = shock, sprained right wrist, cut on temporal _I‘G&ipﬂ...
..of head, severe pains in back. Ve AR
1€ meica wid was restored, tate by whom . Lt Lt Jemes A, Kilpatrick, Ft. Dix, N. J.
Smashed rdght. headlight; broken radiator grill; dented left rear fender.

MAGE T Bent. front buw.pﬂr. dented ].an Lront. Lender, . .. .. S e

PRTVAT Y
QWNED VERICLE
OR OTHER
PROPERTY
ALWAYS SECURE NAMES AND ADDRESSES OF WITN
Naomes Addrester
WITNESSES | i =
{Impertant)
|
poLicE rerort | Did clty or State police report the accldenty _ NO.
|_If report was-made, nttuch oopy =
Government car was proceeding from . Fort Dix, N.J. w Coamden; Na ..
oFFiciaL pury | Was driver performing offeinl duts? ... YO8 . - T
Indicate the doty: To_plek up supplies for Co. C, 100th Inf. oy FOXY. Dix e dv
al. Camden, N.Jd. snd return them to Port Dix, Mo .. ... ...
Ve 1w T
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INVESTIGATING OFFICER'S SKETCH

Show in black the relative positions of the rolliding vehicles, or of the vehicle and pedestrian, just before
the collision, and af the fime of the collision.

Show in red their relative positions just after the collision.
Label the streets and every object depicted, and indicate mensurements; show by dotted lines the course

followed by each vehicle, and add any explanatory statement that would aid in an understanding of the
oceuTTence.

&
Ao e e YA e
i
Y
v

p) E
—“
%K A S
W
CAMDEN

If the above diagram is not applicable, attach substitute diagsum, A

i

I hereby certify that the foregoing is a true and corvect roport of the accident; according to the best of
my knowledge and belief, based upon investigation made by mo personally. Attached hereto as a part hereof

Ind. Hg, 100th. .
._Int,..find.mg',a..md...mcmmdaum,_.bmludlng..mhibita "AY to "ER dnclusive
[

are the following papers:

el s te=m = - lst Lt. 100th Inf.
INSTRUCTIONS TO INVESTIGATING OFFICER

1. Attach driver's accident report, with suppl igned statement from driver. Among other things,
the driver's statement should describe the course of the Government ear, and the course of the vehicle or
person collided with, just before and at the time of the collision; the rates of speed and how estimated; the
signals of warning; condition of brakes, of lights, of streets as to being slippery; efforts made by driver to
avoid collision; facts showing whether or not other driver, or person was in fault, eie.

2, Attach signed statement from 'each witness,

e

. Attach copy of traffic regulation violated, if any.

4. Attach photographs 6f scene of accident and of damaged cars, if any taken.
5. Attach Findings and Re dations of Investigating Officer.
R S T 8 airy

Back
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468. Veterans' Administration, Iﬁsurance Form No. 350

(Application for National Service Life Insurance).—See section
X1V, instruction 21, for preparation and use.

ALL QUESTIONS MUST Bf COMPLETELY ANSWERED

?z‘rrm\Ns ADMINIST m-rmn
ance Form 260

APPLICATION FOR NATIONAL SERVICE LIFE INSURANCE
UNDER SECTION 62 (x) NATIORAL SERVICE LIFE INSURANCE ACT OF 1560 AKD REGUIATIONS OF THE VETERANS ADMINISTRATION
WITHOUT REPORT OF PHYSICAL EXAMINATION

{Tar u-tb! pereans whe entor the acti b land or maval {ihe Unital R-Ia-!\m—ﬂmher §, 1840, Applisstion -m ba m:a o ke Valocania luhﬂnb-
T i s A WL T ammu.m-.m isto #ach sorvice BOTE —Persaea in tbe kriiro ssrrice an Ociaber 1, 140, unid pressca who theroalles 1o
toe Lhn metion ber mmediaely bollowing 5‘ revinzs ml.u.nngu ar wha \-mu,,u diszharged o Iu .aum; smommissions and -h-
ke application gs _,m: a. which reqniras & oot pinle repert of phraical skaniination.) Ut iR TYFE.
. WAME [N FULL. st Middia Last nime
(Pinass it or Lyps)
Charles Laon Carns
2. MOME ADORESS: Number Fieued ne raral rouie Caunty, eity, lown, or post nilos [
170 East Maln S%., Hiddlesex, Tloga Co. Pa. ;
B was T Cily, tawn, or port effica Sl Tiag, of menis Mosih Tour pr—
BOKN AT dag
Fhiladelphis, Pa 10th August 1917 25

T4 DATEC 0!’ l."TkY INTO PRESENT TOUR OF | & PI:E[IIT DHINIY ATION @, SEMIAL HOMEER
ACTIVE LU ar rlisg. Orgr aisation, regiment, station, ship, sle
Scpt_l, 1942

3 Co L 100th Infantry 30657892
7 D.ﬂ‘! UE'BEPA!A'I‘I nm: LASTTOUR OF ACTIVE DU (I s prevwrns | 8. ARE YOU NOW DISADLED ON ACCQUNT OF IHILI' Ol DISRASEY IF 50,

astive duly. sale “nom STATE DETAL
lone Yo e
"9, I AEREBY APPLY FOR INGURANCE O TUE FIVE-YEAR IO IEIILP-\' FREMIUMS AS IF‘DTC!”‘ED BELOW:
LEVED PREMIDM TERN PLAN IN THE AMOUNT OF BY DECOCTION PATMENTS T0 BE MADE DILECT T0
HMOSTRLY \’!‘mtass ll}nLl'LSTEATwn AS FOLLOWS:

7| bemiannaal | Amamal

T L S e

15, ARE TOU NOW CARRYING GOVEANMERT LIFE INGILANCES ¢

EUMEER IF AVAILARIE AMOUST, ¥

(%0 perssn may curry & wuibiaed smo wmsted of K10,000 o wzy oue lins)

Pt efcn sddrass
Number sl stevel, cily, town, or post olfles)
170 Bast lain St.,
Hother 25000 Middlesex. Pa.

JLL NAML OF BE
(& marrbed s, bhir awn fask 4s
LY

e ey
#ach bensficlary

LRINCIPAL

| 170 East Main St.,
¥5000 | Middlesex, Pm. .. .

Mr, John O, Zarns i  Father |

CONTINGENT

(5ua reverwe whdo, Farngraph L)

T T 10 42, 1 ne daso s apocitiod

Termitted clars of bearficiuries: Husbpnd sr wil

I.'l L BEGUEST TRAT Tlﬂ mCTHI b.ﬂ'loll]l % Pl
tis lnewranos ber. ind for nhall e fallaws:
w If the £ deduction, the (assrance w ma gTpetive om the flemt day of the manth follswing the nsouth in which the
tion s1e execoicd, i Edaat of the promics o deducted rom the applieast's aciive sorvios
Py

in ncoe
b I the fr premium
=4 Iaemardad i3 1ha

Paragraph 1, far furthor labirmation ai to efacsie dates of tnmrance]
THE_ UNITED STATES I8 NOT LIAR!
14 T REQDEST THE POLICY BE MATLED TO—

¥OR DEATE OCOUAING PRIOR TO TUE EFFECTIVE DATE OF T
Meel. Elijﬂbﬁ'th A

veth mmcr BIAT. ... .ATO East Maln. :m.& mddlaau;. - P
16 (&) 1 m,wﬁm

et} fram my pay for msnibof ... Saptenbar. 1942 b tover tha manthly premiom
. &8 the emount of lnsnrsuse spplisd fr,  (This antherisaion m; bu efoctive during periola of scaivs parvice snly.)

) 1 4acluss berewith remitinace payuble to tha TRRASURTR OF THE UXITED STATES by | Mon Im arder } M e L o onre
3 ! mruras or.
e i v i iiiacty, Al e wAi R
sonEn av. Fork Dix.. o L PR 8th__ pavor.. ... Septomber. . .. ... w42
WITNESGED BY: "
INFORMETION AS TO SERVICE BY; (-'

C(Applieant sign bers. Do not priot signstan

imprissnment, [sewrsace will be frfeded for

ITE. rnnalulorlmuihnnzi;l.hnnknrmn«bumuﬁ‘untuiudu 000 o §3,000 Ara and
L1 pying or other wpec (Bactian §19, $18, und L), Katisnsl Seuvics Life Iosurance Act ef 1M0.)
DO NOT USE THIS SPACE
Effective
Data. Age Amt., § Promium: Mo. B ..o, Q. BAB . A
3 T e S L RO
Action taken

Polioy issued

Bxamines.

Cortificats issued
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47. Veterans’ Administration, Insurance Form No. 3386
(Change of Beneficiary—National Service Life Insurance).—
See section XIV, instruction 22, for preparation and use.

VETERANE ADMINISTIATION

Insursncs Form 336 USE A SEPARATE FORM FOR EACH POLICY ON WHICH
A CHANGE OF BENEFICIARY 15 DESIRED

PoLicy No, N, uoknown =
CHANGE OF BENEFICIARY—NATIONAL SERVICE LIFE INSURANCE

1, the undersigned insured, hereby cancel all previeus design

of beneficlaries under the above-numbered Nutional
Herviea Life Insurance policy and direct that said insurance, which amounis to oAl E R W __ ¥ + be paid from and

after my death as follows:

GIVE COMPLETE NAME AND ADDRESS OF EACH B TANY
{Notme.—1f a married waman, ber gon first and middle nams and husband’s t namne st be stated) [Mant be stated)
Mrs. Myrna Agnes Carns ST ST | s . 5 < - $5000
857 Viotor Avenue, Camden, ¥. J. flewy AT =
PRINCIPAL
Mrs. Elizaboth Adems Carns .. Mother #6000
170 Eest Mein St., Middlesex, Pa, . . |
|
CONTIMGENT - it
T B ok
42 e s
Signed at _Fort Dix, N, J. oo On this, the . 8%h
Signature \ ) Signature
of witness S HrLEAR. S VTV - A S SR of insured ..
Teorge Wilson, Corporal

—%R‘ﬁjomﬂnl?uou Ié'm )(trnrlﬂo T
. AMES M, PERKINS 0Oth Inf
Address o

{Gtrest wnd number)

Fort Dix, N. J.

{ Poat offien nnd State)

This form, when compieted, should be forwarded immediately to the Veterans Administration, Washington, D. €.

Signature of insured should bo in ink and witnessed by a n:s;c.ns'lhh and disinterested person, The rank and organiz:
of the insured and the witness should be stuted if the insured is in the military or naval service.

The insured, under a National Service Life Insurance policy, may designate n benefici; or beneficlaries of his insur
within the following classes only; Wife (husband), child (lacloding an adopted child, stepchild, illegitimate child), parent (Includ-
ing person in loco parentis), brother or sister (including those of the half plood) of the insured,

The insured may designate any person or persons within the permilted cluss as contingent beneficiary or beneficinries, who
will take the monthly installments of insurance if the principal beneficiary or beneficiaries should not survive so as to receive any
Installment or installments of insursnce, or take any remaiming monthly installments if the princips] beneficiary or beneficinrios
survive the insured and receive partial payment but die before all installments certain have been pai

A stepchild, Megitimate child, or person in loco parentis cannot be paid benefits under the Mational Bervice Life Insurance
Act of 1940 unless specifically designated as a beneficinry by the insured.

The proceads of & National Service Life Insurance policy shall not be
Insuranes as such are exempt from taxation, but such exemption does pol
out of such payments.

nable and the payments of National Service Life
nd to any property purchased in part or wholly

(Sce roverse side for further information as to beneficiaries and manner of ment of death benefits.) -
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48. Suggested form for voucher for company fund.—See
section XXIII, instruction 1, for preparation and disposition,

COMPANY FUND ( i (’

Company L, 100th Infantry
Fort Dix, N. J.

, 194,
[ certify that I have this day *(paid to) *(received from)
EN!UIH‘ of other Im-rl)'.‘- _____ i {Grade and organization or title and address)
the sum of X dollars and cents (§___ ) *(by check
No. ) *(In eash) in payvment for the following for the month of
, 194
(Name) (Grade) (Organization)

Custodian

(Statement for other party to transaction)

194_

[ certify that the payment referred to above has been *(made) *(reeceived)
and had not previously been *(made) *(received) and that the amount is just and
correet, /

(Signature) (Grade or title)

Voucher No_
Date._.

Amount._.
*Strike out words not applicable.

0
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49, Statement of standing of company fund.

HEADQUARTERS COMPANY A

100th INFANTRY, FORT DIX, N. J.

August 31, 1942
Statement of standing of company fund as of ___

(Date)
Accountability Assets
Ration savings A Checking account g B o
Other funds L i Cash on hand S
TOTAL ACCOUNTABILITY $_______ Bonds

TOTAL ASSETS $_______
Reconciliation of bank statement
Check book balance $
Outstanding checks:
No. ... Hor P
N S
Total outstanding cheeks __________
Bank Statement $
Accounts receivable

Ration Other

List here all accounts actually due and receivable as  savings funds
of above date. Include the following: Ree Exp Ree Exp

1. Ration savings (when on garrison rations).

2. Amounts due from boarders.

3. PX dividends declared but not yet paid.

Accounts payable

List here all accounts actually due and payable as of above date. TInclude
excess ration purchases.

Total accounts receivable and payable.

Net gain or loss

Accountability
Standing of the fund.

I certify that to the best of my knowledge and belief, the foregoing is a com-
plete and accurate statement of all amounts due the fund, of all outstanding debts
and obligations payable from the fund, and of all outstanding checks (not reported
paid by the bank) pertaining to the fund, and of all the securities which are the
property of the organization. I further certify that the property purchased from
the fund as shown in the front part of the council book is on hand.

(Custodian’s signature)
(Custodian’s name typed)
(Grade and organization)

494350°—42——15 223
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50. Suggested form of clearance sheet.—See section II,
instruction 1, for use.

HEADQUARTERS, FORT DIX, N. J.

CLEARANCE SHEET ’
January 19, 1942 > L

The following agencies and instrumentalities will indicate below the status of

the accounts of Martin C. Woodring, Captain, 100th Infantry as of
(Name, grade, and organization)

January 19, 1942. The responsible officer of the agency or instrumentality
will insert in ink the amount due from the officer concerned, and if none, he will
so state. He will initial the entry in ink.

Initials Initials
Post QM Property $________:________: Signal Officer SRS Y RRE L el
Post QM Uliliby. 1§ oo 2 Ordnance Officer @ s ¢
Post Laundry Bl ¢ Lt Hosp.Mess Bt B T I
Post Exchange S o e CommiEsary e :
Officer’s Club oo 2o o o Officer's Mesg
(Organization) 4 nosr T N
By Order of Colonel ATWATER:
(Signed) Traomas A. DuBois 1
(T'yped) Thomas A. DuBois, Capt., 100th Inf.
Adjutant.

Nore.—Initiated by unit personnel officer or adjutant; one copy. Retained by unit personnel officer,
after completion.

[A. G, 062,11 (11-1-42).] p

By ORDER OF THE SECRETARY OF WAR: i

G. C. MARSHALL,
Chief of Staff.

OFFICIAL:
J. A. ULIO,
Major General,
The Adjutant General.
DistriBuTION:
D (6); B (2); R (5); Bn and L (1).
(For explanation of symbols see FM 21-6.)

2o

9
‘424 U. 5. GOVERNMENT PRINTING OFFICE: 1942
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