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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 850-150, but for the sake of brevity,
many abbreviations are devised for sole use with this manual. Such
improvised abbreviations are not authorized 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.
(43)
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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.)

A/Auth____.______ Appointing Authority.
Aced_____________ Person Accused.
Acer____________. Accuser.
ADA____________ Authority Directing Arrest or Confinement.
Ady. o ____ Regimental Adjutant.
AG_____________. Adjutant General.
AO______________ Agent Officer.
App Auth________ Approving Authority.
AR ______________ Army Regulations.
BnCO___________ Battalion CO (Ex).
B/P_ ____________ Board President.
Bull____________. War Department Bulletin.
CG ServC__.____. Commanding General of Service Command.
Ch______________. Chaplain.
ClO___.__________ Classification Officer.
CO____._.___. —--- Regimental Commander.
CoC.______._.._. Company Commander.
CoF_______ ... Custodian of Fund.
CoG____________. Commander of the Guard.
COIS._ .. ______ Commanding Officer of Induction Station.
ComO__________. Regimental Communication Officer.
Con Auth________ Convening Authority.
CORC.______.___. Commanding Officer Reception Center.
CoSO____________ Company Supply Officer.
Counc______.____ Company Council.
OV All members of the appointed court martial.
DAuth___________ Discharge Authority.
DCO_________:._ Division Classification Officer.
DefC____________ Defense Counsel.
Dep SO______ -~-—- Depot Supply Officer.
DisbO___________ Disbursing Officer.
DivSO____.____. Division Supply Officer.
Dr______________ Driver.
EM______.______ Enlisted Man.
Ex ____________. Regimental Executive Officer.
0 S Investigating Board.

3
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1ICO_ . __. Immediate Commanding Officer.
InO_ . _____.___ Inspecting Officer.
10 ______ Investigating Officer.
LB______________ Local Board. i
LPO._____________ Local Property Officer. !
MCM____._______ Manual for Courts-Martial (1928).
MedBd.._______. Medical Board.
Med OIS_________ Medical Officer of Induction Station.
MessO.__________ Mess Officer.
MO___ . _____ Regimental Motors Officer.
NCoF___________ New Custodian of Fund.
NCOS._._______. Noncommissioned officer in charge of sick detail.
L Officer.
P&P___ . Police and Prison Officer.
PCO.____________ Post or Unit Commander.
PotEM__________ Parents of Enlisted Man.
Pres.____________ President of the Court.
PWO___________. Payment Witnessing Officer.
QM ______________ Quartermaster.
Redr_______ S Recorder of the Board.
RespO___________ Responsible Officer.
S-2_ . Regimental Intelligence Officer.
S-3__.___________. Regimental Plans and Training Officer.
S4_ . Regimental Supply Officer.
SC_ . Summary Court.
SCM____________ Summary Court Martial.
Sec VIII Bd______ Section VI11 Board.
Sel  _____________ Selectee.
ServC FinO_______ Service Command Finance Officer.
Suee_____________ Successor.
Sup Sgt__________ Company Supply Sergeant.
SupvO___________ Supervising Officer.
Surg__ . __________ Surgeon (unit surgeon).
SurO_______..___ Surveying Officer.
TJA . Trial Judge Advocate.
TO_____________. Transportation Officer.
TrAuth__________ Transferring Authority.
UPO.___________. Unit Personnel Officer.
WDC.__.__._ . ___ War Department Circular.

4
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SEctiOoN 1
PROCEDURE ON OFFICERS’ LEAVES

) Key to abbreviations: References: )
O—Officer requesting leave AR 35-6520, Feb. 8, 1936
UPO—Unit 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
O 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 1a, 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
accrued leave, date and amount of last leave, whether
applicant is a member of any board, court 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.
9) 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 5c¢

For procedure see section XXIII.

b
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Action
taken by

0)

1CO

UPO

0O
ICO

ADJUTANT GENERAL’'S OFFICE

4, b. If leave is to exceed 30 days, transfer funds and
property to successor.

AR 35-6520, par 14a, C2

For procedure see section XXVII.

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¢

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

AR 345-400, par 25a AGO 1

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, m
duplicate for EM (AR 345-800, par 16, C2).

SICK LEAVE

8. Follow instructions 1, 2, and 3 above.

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.

Surg

AR 605-115, par 15a

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
o 11. Follow instructions 4 and 5.
I1CO 12. Follow instructions 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
Succ—Successor AR 210-50, Nov. 1, 1938
CoC—Company Commander AR 345400, 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 Local clearance
0) 2. Arrange for settlement of accounts with local commer-

cial concerns.
WDC 49, 1942, par 2, sec. 11

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

AR 30-960, sec. 111
AR 30-920, pars 6b, 7a, C3

See WDC 261, 1942, sec VI, WDC 279, 1942, sec II, and
WDC 314, 1942, sec 1V, for restriction on transportation
of dependents and movement of household goods. For

authorized shipment of household goods for storage, see
WDC 314, 1942, sec IV.
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Action
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o
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b. Two true copies of a statement of service.
Pay Guide

The original statement of service, from which the copies can
be made, is obtainable from the headquarters of the
service command from which ordered to active duty.

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

Obtain 2 copies of leave order, if any, incident to change
of station, to support claim for dependents’ travel.

Pay Guide

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 organization to which assigned.

AR 605-120, par 12a ch by WDC 176,
1941, sec IV AGO 303

. 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, sec I AGO 41

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

WDC 338, 1942 X AGO 43

If transferred to theater of operations in continental United
States, hold card until called for by TAG.

Google .
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Action
taken by

UPO 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-
tion and initials on card.

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.

o 12. Comply with local post regulations concerning disposi-
tion of post automobile tags, signature in departure
books, etc.

(0] 13. Report departure in person to next 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 AGO1
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.

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
Service (item 15 on Qualification Card) and have officer’s
immediate CO enter and initial the manner of perform-

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

. If custodian of funds, transfer funds to new custodian.
AR 210-50, par 20a(6)

For procedure, see section X XIII

. 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

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

WDC 105, 1942, par 27a Company
Property
Book

For procedure see section XXVII

. 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).

. 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
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Action 1
taken by i

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 111

(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, etc.

WDC 283, 1942, sec 111

Secrion IIT

PROCEDURE AT INDUCTION STATION

Key to abbreviations: References:

Sel —Seclectee (shown as EM after in- AR 30-2215, Aug. 1, 1941
duction) AR 30-910, Oct. 10, 1935

LB —Local Board AR 345-155, July 16, 1938

COIS —Commanding Officer of Induction AR 615-500, Sept. 1, 1942
Station

Med OIS—Medical Officer of Induction Sta-
tion

TO —Transportation Officer

Action
taken 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

12
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Local board fills out section 1 of DSS Form 221; examin-
ing physician for local board completes section II of
form; local board completes section III of form. All
copies of DSS Form 221 are sent to induction 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,

Financial” “Inducted _._.__.___________ ; 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 1014, 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,

“lst 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 Itr 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. ’

Ltr AG 324.71 4-25-42 ES Hq SOS
13
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Action
taken by

COIS

TO

COIS

COIS

ADJUTANT GENERAL'S OFFICE

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

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 furnish meal ticket or monetary allowance in
lieu of rations.

AR 30-2215 QMC 464
AR 30-910 Standard 1030

When several men are traveling to same place in party,
one man is designated as acting corporal and is given
transportation and meal tickets for entire party.

ALTERNATE PROCEDURE

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
10. Mail FBI Military Fingerprint Card to TAG.
AR 615-500, par 15 FBI Military

Fingerprint Card

14
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Key to abbreviations: References:
CORC —Commanding Officer of Reception AR 30-910, Oct. 10, 1935
Center AR 30-2215, Aug. 1, 1941
Cl0 —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 )
CG ServC—Commanding General of Service
Command
EM —Enlisted 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.

Cl0o 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 Act 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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ADMINISTRATIVE PROCEDURES

Section IV

PROCEDURE FOR RECEPTION CENTERS

(Procedure varies according to local conditions)
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QM

Cl0

Ch
CORC

Surg
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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 section (for
procedure see sec. XXIV).

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

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 card 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

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

Training films may supplement both of these.

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.

CGServC9. 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 spec-
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
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
SectioNn 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, Oct. 10, 1942,
pars 230, 340, 349, 350, and
478
After EM have been processed at a reception center—
Acti
Mc’:;:nbv

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 transmittal and acknowledge receipt by indorse-
UPO ment. Examine Soldier’s Qualification Card and

compare with regimental needs to form a basis for
assighment of EM to regiments (companies).

AR 615-25, par 34a AGO 20
17
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Action
taken by
DCO or 3. Prepare and submit to AG (Adj) copy for a special
UPO order assigning EM to regiments (companies).
AG or 4. Verify correctness and authenticate SO. Send EM to
Adj. regiments (companies). Send copy of SO to all

CO’s involved.

_ AR 310-50, par 4

DCO 5. Send all records to CO concerned.
UPO 6. Send AGO Forms 32 and 20 to the CoC concerned.
CoC 7. Use information on Form 20 to determine proper

assignment of EM within the company. After as-
signment, return card to UPO.

AR 615-25, par 34b AGO 20

UPO 8. 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 Service Record.

AR 615-25, par 33b AGO 20
AR 345-125, par 1 AGO 24
CoC 9. Enter name of EM in Morning Report and on company

rosters, etc. 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

UPO 10. 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 to 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).

CoC 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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Action
taken by

UPO 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—TUnit 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
AR 345-800, July 1, 1942
AR 615-5, Apr. 15, 1936
AR 615-25, July 31, 1942
WDC 25, 1942
WDC 148, 1942, sec IV
WDC 194, 1942, sec II
Action TO APPOINT PRIVATES FIRST CLASS
taken by
"~ CoC 1. Check vacancy and qualifications of EM.

AR 615-5, par 1, 5a, 7b, as ch by WDC 25,
1942, sec III, WDC 109, 1942, sec III,
WDC 140, 1942, sec 111

CoC 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.

UPO 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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Action
taken by

UPO

CoC
UPO

CoC

CoC

UPO

Adj

UPO

4.

10.

ADJUTANT GENERAL’S OFFICE

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

Follow instructions 2 to 4, inclusive, substituting “reduc-

|

tion” for appointment. Take steps to fill vacancy |

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

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 II1

. Fill out unit form letter to CO recommending promotion

or appointment and send to UPO.

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

Get CO’s approval on recommendation and have him
sign 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

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

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 111

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 1014 and 1115, 28, 303
C2, and WDC, 225, 1942

If above grade 4, discontinue deductions, if any, under
Servicemen’s Dependents Allowance Act. If above
grade 4, check dependents for payment of monetary
allowance in lieu of quarters.

TO REDUCE NCO’S AND TECHNICIANS

13. Fill out unit form letter to CO recommending reduction
and showing specific reasons. Submit to Adj.

AR 615-5, pars 1le, 13, C2

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

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

16. Post reduction on company bulletin board and on
rosters, etc. Make proper entry on Morning Report.

AR 345-400, par 20 AGO 1

17. Make entries and submit reports as required by instruc-
tion 12. Afford EM opportunity to make applica-
tion under Servicemen’s Dependents Allowance Act
if warranted.

18. Take steps to fill vacancy thus created.
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Section VII

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

. Key to abbreviations: References:
UPO—Unit 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, Oct. 10, 1942,
pars. 223, 491, 495

DETACHED SERVICE

Action (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;
L - obtain character and efficiency rating from CoC,
o enter in indorsement, and initial. Obtain Form
' 32 from CoC.

AR 345-125, pars. 29a, 1le, C4 AGO 24, 32

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
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New UPO 10.

CoC 11.

UPO 12.

New CoC 13.

New UPO 14.
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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 atchd is handled the same as any EM in organiza-
tion for pay, allowances, clothing, etc.
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—TUnit Personnel Officer AR 310-50, Aug. 8, 1942
CO—Regimental Commander AR 345-125, Feb. 1, 1932

Action
taken by

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

WDC 308, 1942

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.

0 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 instructions for transfer, indicating
whether or not transfer is in grade. Except 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 8. Approve transfer (or disapprove with reasons therefor)

Google

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 instructions 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 7. Send Individual Clothing and Equipment Record to
UPO. }

AR 345-125, par 40 AGO 32

UuPO 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

UuPO 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
SO, certified with time of departure, to DisbO for
payment of subsistence allowance.

AR 30-910, secs II and III Standard 1030
AR 35-4520, par 10
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Action
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-
fer falls within purview of AR 210-50, par 16b, C1
(for procedure see section XXIII).
AR 210-50, par 16b, C1
CoC 12. Transfer of limited service personnel from the field
forces.
WDC 327, 1942
CoC 13. Transfer of EM who will not accompany their units
overseas.
WDC 339, 1942
Section IX
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 615-275, 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 instruction, 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
CoC 3. Have EM sign original of Furlough Certificate and re-
turn to UPO.
26
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iction
‘aken by

JPO 4. Sign ‘“Memoranda from Company Commander’”’ on
face of Certificate and submit to Adj.

AGO 31
Adj. 5. Sign original of Furlough Certificate, “For the C. 0.”
and send it to CoC.
AR 615-275, par 2a, ch by WDC 79, 1942,
sec III AGO 31
CoC 6. Have EM turn in all arms and equipment.

AR 615-275, par 1la

CoC 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 11

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

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

UPO 10. Enter furlough in Service Record and file duplicate
Furlough Certificate pending EM’s return.

AR 345-125, par 14a AGO 24

CoC 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

UPO 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.

27

Google



T™M 12-255

ADJUTANT GENERAL'S OFFICE

Action
taken by

DisbO 18. Send check for furlough ration money to EM throu
his CoC.
AR 35-4520, par 8

The DisbO may pay in cash, in which case an officer m
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
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, pred.
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 IV

UPO 17. Follow instructions 2 to 13, inclusive.
CoC
Adj.
DisbO
SecTioNn X

PROCEDURE WHEN ENLISTED MAN IS ABSENT
WITHOUT LEAVE

Key to abbreviations: References:
CoC—Company Commander AR 35-6520, Feb. 8, 1936
UPO—Unit Personnel Officer AR 345-125, Feb. 1, 1932
CoSO—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
TM 12-250, Oct. 10, 1942

pars 234, 276, 304, and 306

Action
taken by

CoC 1. Make proper entry in Morning Report. N 6tify CoS0.
AR 345-400, par 26a AGO1
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 19c¢ AGO 24

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

AR 345-800, par 16, C2 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 circumstances 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 Morning

Report.
AR 345-400, par 26a AGO1

Show hour of return in Morning Report entry.

. Enter return in Service Record from Morning Report

entry.

AR 345-125, par 19c¢ 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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Action
taken by

UPO

UPO

CoC

CoC

CoC

CoC

UPO

CoC

2.
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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 eon-
cerning change.

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

If sh(‘)'rtages 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 9c
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.

9. Sign all copies of Report of Desertion and return it to

UPO.
AR 615-300, par 9a, C2 AGO 44
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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.
AGO 32

List of clothing left at post (in triplicate).

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 DisbO.

AR 345-155, par 5d(2) WD 366, 366a,
366b

PCO 16. Advertise EM’s desertion and take all possible steps

Google

to return him to military control.

AR 615-300, par 28b(1)(a) AGO 45
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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

For issue of clothing to returned deserter see AR 815-300,
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

a. Furnish central locator card file at post headquarters
with necessary information concerning return of
deserter.
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UPO

UPO

UPO

UPO
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24. b. Prepare Report of Change in duplicate; send original
through channels to MRU, file duplicate.

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

25. a. 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

26. Enter all pertinent information on Extract from Service
Record.

AR 615-300, par 17 AGO 25

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

Report of Desertion. AGO 4
Individual Clothing and Equipment Record.
AGO 32

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

28. 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

29. 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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30. 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

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

MCM, AW 69

32. 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 local service command policy.

33. Upon receipt of telegraphic reply from CO of home
station, follow instructions 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 385. Follow instructions 21 and 22.

Surg
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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

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.

Secrion XII

PROCEDURE TO OBTAIN AUTHORITY FOR DISCHARGE

OF ENLISTED MAN

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

Action
taken by

UPO

FOR PHYSICAL DISABILITY DISCHARGE

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

N 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 character, unless

the Government can obtain no useful service from him.
Full use will be made of reclassification procedure and
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additional training in special training battalions. (Note 1,
WDC 270, 1941 as ch by WDC 332, 1942, sec I1.)

b. The commander of any administrative unit or installa-
tion commanded by a general officer and commanding
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

Sign CDD and send it to Adj.

AR 615-360, par 8, ch by WDC 243, 1941
AGO 40

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.

. 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

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 115, AR 615-360, ch by WDC 243, 1941, for action
if board of medical officers finds that the EM’s unfitness
for service is due to one of the causes enumerated in par
135, AR 615-360 as ch by WDC 243, 1941, and that he
is mentally responsible.

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 serv-
ice command or station complement agency with
other records on transfer.

WDC 358, 1942, sec IV AGO 24, 40

For procedure see section VIII.

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

or Sta Com

assigned 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 16¢c, ch by WDC 243,

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

Google

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

No EM will be discharged by reason of conviction by civil
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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11. Sign letter and return it to 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

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 dlscharge 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

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

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 b under in-
struction 1.)

AR 615-360, pars 31, 33b

16. Take action described in instruction 13.
17. Take action described in instruction 14.
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DISCHARGE BY REASON OF DESERTION (ADMITTED)

Action
taken by

UPO

CoC

UPO

DAuth

UPO

CoC

DAuth
UPO

Go

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.

22. Take action described 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 conviction by civil court of offenses outlined
in WDC 80, 1941. (Note 4, WDC 270, 1941.)

24. Take action described in instruction 13.

25. Take action described in instruction 14.




TM 12-255
ADMINISTRATIVE PROCEDURES

DISCHARGE UNDER SECTION VIII, AR 615-360

Action
taken by
CoC 26. Report facts which are cause for discharge to UPO.
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.)
UPO 27. Prepare letter to CO for CoC’s signature.
AR 615-360, par 51a, ch by WDC 66, 1941
CoC 28. Sign letter and send to Adj.
CO 29. Convene a board of officers.
AR 615-360, par 51c, ch by WDC 66, 1941
Sec 30. Determine whether or not EM should be discharged
VIII and submit proceedings to convening authority
Bd in quadruplicate. If discharge is recommended,

also recommend form of Certificate of Discharge.

AR 615-360, par 51c, d(4), ch by WDC
66, 1941

See par 51d, AR 615-360, for conduct 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 convening 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.)

CO 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 &
under instruction 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 32. 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

CO 33. If discharge ordered by DAuth, send proceedings of
Sec 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 51f(3) and (4)

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

Section 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, Dec. 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 carbon copy throughout, the triplicate the
gsecond carbon copy throughout, and quadruplicate
the third carbon eopy throughout.
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2. Submit original Pay Roll to CoC for signature of the
men.

AR 345-155 WD 366, 366a,

and 366b

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 charge for lost or damaged property. His atten-
tion, therefore, will be called to such an entry (AR
356640, par 2b(3)).

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.

5. Compute Pay Roll and return duplicate to UPO.

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

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(1)

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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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

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
AQO, 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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SUPPLEMENTAL PAYMENTS

13. 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 1V.)

14. Follow instruction 2.
15. Follow instruction 3.

16. Certify voucher and submit in duplicate to DisbO
for payment; file triplicate.

17. Compute and notify AO that pay is ready.

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

19. 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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UPO 20. On notification by proper authority, prepare
Voucher for Pay and Allowances of Individual
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 instruction 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  22. 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

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 fact of
payment by Notice of Casual Payment.

AR 345-155, par 104, 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 short 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 instruction 13.

28. Certify voucher and submit to local disbursing
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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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.

SectioNn 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—TUnit 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 CI 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 Cl D and Cl
N to Director of Insurance, Veterans Administra-
tion, Washington, D. C.
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UPO 3. ¢. Note deduction on Service Record, Individual Pay
Record, and on Pay Roll of man concerned.

AR 35-5520, par 6a(l), (3) AGO 29
AR 345-155, pars 1015, 14, C2 AGO 24

AGO 28
WDC 212, 1942 WD 366, 366a, 366b

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.

e. 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 gomg 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

0 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
EM 5. Inform CoC of desire to discontinue allotment.
CoC 6. Notify UPO of man’s desire to discontinue allotment.

UPO 7. Prepare Form 30, following 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 1015, 14b, C2 AGO 24
AGO 28
WDC 212, 1942 WD 366, 366a, 366b
AGO 77
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Q) 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
reason the allotter’s available pay will not warrant the
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 allotter who is officially re-
ported as missing, missing in action, interned in a neutral
country, or captured by an enemy.—Sec¢ III, Bull 14,
WD 1942.) Discontinuance will be made by radio
(followed by Form 30) in emergency situations to prevent
overpayment. Discontinuance will be acknowledged by
Office of Dependency Benefits, 213 Washington §t.,

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 II

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 Service 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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0] 12. Same procedure as for EM.
May not be less than $3.75 per month.

Chief of Finance will purchase War Bonds in the name of
the O or EM whenever funds accrued from Pay Reserva-
tion are sufficient; and mail bonds to address given in
authorization; or, if requested, be will have bonds held in
trust for person concerned at United States Treasury.
Only one Cl A Pay Reservation per subscriber 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 instruction 11.

WDC 215, 1942, secIl, pars 3,4 AGO 30-5

Discontinuance will be made on request of subscriber 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-
tinuance 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 instructions are printed on back of form as well as
details of supporting evidence of dependency to be fur-
nished by the applicant.
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UPO 17. Send original by indorsement to the Office of Depend-l

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

»

-
b

St., Newark, N. J., of EM’s desertion or convic-
tion by civil 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 conviction of desertion; when absent
3 months in desertion; when imprisoned by civil 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. (Sec III, Bull. 14, WD, 1942.)

PROCEDURE TO APPLY FOR NATIONAL SERYV-

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.

\ Google
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UPO 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 I1 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.

EM 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

Agency having jurisdiction

Six months’ gra-
tuity pay.

Arrears in pay__._

Google

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 including 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, this 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,

Finance Officer, U. 8.
Army, Pay and
Mileage Division,
Washington, D. C.

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

Definition and limitations

Agency having jurisdiction

Burial expenses.___

The Government under the super-

vision of the quartermaster will
provide for every necessary service
incident to burial of a serviceman.
No expense will be incurred 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.

The Quartermaster
General, War De-
partment, Wash-
ington, D. C.
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SeEctiOoN 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 |

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 from a 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
Action
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

¢. 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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CoC
CoC

PCO

DisbQ

T™M 12-255
ADMINISTRATIVE PROCEDURES

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(1), (2), C2

In case the information required by AR 600-550, par
3a(1)(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 II1

. Upon receipt of notification of death of officer, execute a

Transcript 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.

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 thereof; or if the deceased was
accountable, to accomplish the transfer of the
accountability.

AR 35-6680, 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 s
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 Survey and for action if sur-
veying 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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Action
taken by

UPO 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 56d(1)(c)).

WD 366, 366a, 366b

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

AR 345-125, par le, C4 AGO 24

UPO 17. Complete Final Indorsement of the Service Record of
deceased EM.

AR 345-125, par 37a, ¢ AGO 24

Note in Service Record that Final Statement was submitted
to DisbO (AR 345-475, par le(1)).

UPO 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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iAackt:?tnby
UPO 19. Send papers listed below to the PCO:
Number of copies when de-
ceased was—
Paper
EM |[OorWO
Service Record . ___ __ . __________.__.___ 1 0
AR 345-125, par AGO 24
41a(6)
Report of Death_ ___________________ 3 3
AR 600-550, par 4 AGO 52
See instructions 24 and 29 .
Inventory of Effects_______ ... ______. 3or0{30r0
AR 600-550, par 28a AGO 54
8ee instructions 36¢, 43e, f
Soldier’s Qualification Card___________ 1 0
AR 615-25, par 34b AGO 20
Officer’s Qualification Card_ ... .__.____ 0 1
AR 605-90, par 18e, AGO
C1 66-1
Immunization Register_______________ 1 1
Not required, but customary; it may be filed. MD $§1
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 V
See instruction 18.

PCO 20. Forward papers received from UPO (instruction 19) and |
from SC (see 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 UPQO.

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, 19e AGO 52
Enter on Form 52 the date Form 30 was mailed (AR 345-
125, par 22e(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 600550, pars 4, 19a AGO 52

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

When undow or legal representative 18 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

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
and obtain receipt therefor.

AR 600-550, par 29a

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

taken by
SC 36. ¢. 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 instruction 31b(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
d. Package the effects and number the packages.
AR 600-550, par 38a, b
e. Verify the contents of the packages against the
articles listed on Inventory of Effects and seal the
packages.
AR 600-550, par 38a
f. Prepare a certificate to the effect that verification
of the contents at the time they were sealed was
accomplished.
AR 600-550, par 38a
g. 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 -
h. Address packages and, with certificate (see f above),
turn them over to QM for shipment to beneficiary.
MCM, AW 112
1. 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
36¢(1).
AR 600-550, par 37 AGO 54

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,in all cases, with those papers listed in instruc-
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 h) ; 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 stocks, bonds, or other forms of purely
commercial papers (AR 600-550, par 34b).

d. Follow instruction 365.
e. Deposit cash with DisbO.

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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tarny
D, b. Package the Cl I cffects (all Cl II effects were con-
verted into cash) and number the packages.

AR 600-550, par 38

Cl1 1 effects are keepsakes, etc., listed in instruetion 41e.
c. Follow instruction 36e to g, inclusive.
d. Prepare a final report of the transactions in duplicate.
MCM, AW 112

e. 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_ . _______________ 2 41b
Form322_ ________________ orig 42b
Certificate___.____________ 1 36f
Deceased’s will____________ 1 -
Commercial papers_ _____________ remark under 41¢
ClIarticles.____________________ 41c
J. (1) If dececased 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

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

Action
taken by

Surg

QM

ATTENDANT

Preparation of remains

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 concerning 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

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
4c(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 entite travel of the attend-

~ ant, stating name and status of attendant.

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

b. Transportation and authorized sleeping-car or similar
accommodations may be furnished to one relative in
the capacity 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.

. 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.

. 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.

AR 210-500, par 1a

b. Arrange for appropriate funeral escort.

AR 600-30, pars 13 and 14

¢. Furnish firing squad to attend funeral.
d. 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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50. Contract or arrange for—
a. Hearse hire for remains and transportation for
immediate relatives to cemetery.

AR 30-1830, par 3b(5)(b)

b. Opening and closing of grave.
AR 30-1830, par 3b(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.

51. a. Have post or organization chaplain conduct 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

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

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
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INVESTIGATIONS
Action
taken by
0.0 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
medical officer when such officer is available, will
investigate the ecircumstances 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 misconduct.

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-
scribed athletics, or authorized flights—

(1) Convene a board of officers, asin 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.
WDC 271, 1942, and WDC 329, 1942, sec IV, WDC

346, sec 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—

a. 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 to 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
by heavy shell fire.
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(7) General supervision and control of all per-
sonnel assigned to the Graves Registration
. Service.

57. Disposition of identification tags.
One of the two identification tags, worn as prescribed,

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 casket. 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

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

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 carbon copy
through military channels to the Chief of the
Graves Registration Service, Expeditionary Head-
quarters. Forward triplicate copy to the Army
Graves Registration officer for his file (see AR 30—
1815, par 1b for contents of report).

AR 30-1815, par 1
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Section XVI
PROCEDURE ON ARREST AND ON CONFINEMENT

Key to abbreviations: . References:
ADA—Authority Directing Arrest or Con- AR 345-40, June 30, 1925
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

Action
taken by

ADA

[u—

. 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 action.
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 AGO1

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 return to

duty.
AR 345-400, par 23 AGO 1
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ritio CONFINEMENT BY MILITARY AUTHORITIES
ction
taken by

ADA 7. Have offender taken to guardhouse under necessary
‘ guard.

AR 600-355, pars 1a, 2b

ADA 8. 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

ADA 9. Notify, without delay, the offender’s immediate com-
manding officer.

AR 600-355, par 6¢

CoG  10. 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

CoG 11. Enter fact of confinement in Guard Report, and per-
form other administrative duties required by orders.

AR 600-375, 345-40 AGO 10
CoC 12. Enter fact of confinement in Morning Report.

AR 345-400, par 23 AGO 1
UPO 13. 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 conviected,
erase entry.
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Action
taken 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 XVIII. 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 AGO1

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 ‘
19h(2)). Action to have soldiers released from confine-
ment by civil authorities will be taken only by CO; not
by CoC. Confinement for punishment is only resorted
to upon sentence of CM. ‘

CoC 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 II.
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SectioNn XVII
PROCEDURE TO IMPOSE PUNISHMENT UNDER AW 104

Key to abbreviations: Reference:
CoC—Company Commander Manual for Courts-Martial,
Aced—Person Accused 1928
CO—Regimental Commander

Action

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 incriminate
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 to cross-examine them.
Be especially careful to avoid considering an accused
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 complaint
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 necessary are
entered in the company punishment book.

MCM, par 109

Notification of proposal to impose punishment under AW 104,
will, in the case of officers, be by written communication.

MCM, par 105
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Action
taken by

Aced 2. Demand trial 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 trial by CM after punishment is
adjudged under AW 104.
MCM, par 108

CoC 8. 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, but
will not include 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

CoC 5. Record in company punishment book the offense, date and
place of commission, punishment imposed with the
authority that imposed it, date the accused reccived
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

Accd 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 time may be rejected
by the next higher authority.
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Action
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 accused 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

SeEcrion XVIII
PROCEDURE TO PREFER CHARGES

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

[0—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).
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Action
taken by

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

MCM, par 31 AGO 115
Acer 3. Take charges to the Adj; sign and swear to them. Leave
them with him.
MCM, par 34
CcoO 4. a. Examine charges and decide which court should

try the case, in accordance with established policy,
and with maximum punishments in MCM, par 104.
b. 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 crime 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).

CO 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 jurisdiction over the accused. (AR
615-300, par. 16.)

A/Auth 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.

CO 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 IO.

MCM, par 34 AGO 115
78

Google




TM 12-255
ADMINISTRATIVE PROCEDURES

ction

iken by
JAuth 8. Appoint IO and refer charge to him for investigation.
MCM, par 35
See remark a to instruction 5.
O 9. Investigate charges. Return the report of investiga-
tion with allied papers and recommendation to
A/Auth.
MCM, par 35

\/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

SectrioNn 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 345415, Nov. 23, 1933
of sick detail

Surg— Unit Surgeon AR 345-800, July 1, 1942
UPO—Unit Personnel Officer TM 12-250, Oct. 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 1la, c¢(2) AGO 5

In case of emergency, Sick Report may be sent to infirmary
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
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Action
taken by

CoC

NCOS

Surg

NCOS

CoC

ADJUTANT GENERAL’S OFFICE

3. Enter line of duty status for each 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-
tion mark (?) in line of duty column pending decision.

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.

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 misconduct 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 misconduct. 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 1¢(4), as ch by WDC 226, 1941, par 2, and WDC 18,
1942, sec II, par 5.)

6. Return men marked “Quarters” and “Duty” to com-
pany. Return Sick Report to 1st Sgt. -
AR 345-415, par 1¢(5)

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

CoC

CoC

UPO

UPO

CoC

EM

et

10.

11.

12.

13.

14.

TM 12-255
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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. IIT

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 111 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 ‘“?.”

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
81

Google



TM 12-255

Action

taken by

CoC 15.
PCO 16.
or CO

Surg 17.
CoC 18.
CoC 19.
UPO 20.
UPO 21.

Google
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Refer case to PCO in case of appeal by EM or in case
you disagree with Surg as to line of duty status.

AR 345-415, par 3a

Make decision as to line of duty status in appealed case.
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 column of Sick
Report.

AR 345-415, par 3a, b

Make changes in Daily Sick Report if necessitated by
final decision of PCO. Initial all changes.

AR 345-415, par 3a AGO;

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 345-415, par 3a(2)).

Change, date, and initial all entries in Daily Sick Report
which are at variance with final decision of PCO.

AR 345-415, par 3a AGOS

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

Correct entries made under instructions 11 and 12, if
findings have been changed.

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 30
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Sectrion XX

PROCEDURE ON QUALIFICATION IN ARMS

Key to abbreviations: References:

CoC—Company Commander
UPO—Unit Personnel Officer
Adj—Regimental Adjutant
CO—Regimental Commander
SupvO—Supervising Officer

Action
taken by

CoC or

SupvO

UPO

SupvO

UPO

UPO

AR 345-1000, May 4, 1942

AR 600-35, Nov. 10, 1941

AR 60040, Aug. 28, 1941

AR 600-75, Dec. 21, 1936

AR 775-10, Aug. 1, 1942

TM 12-250, Oct. 10, 1942,
par 114

1. Upon completion of firing, authenticate firing line score

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).

. Prepare Report of Individual Ciassiﬁcation in Arms in

duplicate from score cards, and submit to SupvO
for signature.

AR 345-1000, pars 2a, 3a AGO 110

. Sign Report of Individual Classification in Arms and

return to UPO.
AR 345-1000, par 3a AGO 110

. Prepare Consolidated Report of Classification in Arms

in triplicate for signature of CO.
AR 345-1000, par 5, C1 AGO 111

. 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 prescribed
by the respective CGs.

. Prepare data for SO announcing qualification in arms

and submit to Adj for preparation and signature.
AR 345-1000, par 1c, C1
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Action
taken by

Adj 7. Prepare and publish SO.
AR 345-1000, par 1c, C1

UPO 8. File original score cards and copy of Report of Individual
Classification in Arms.

AR 345-1000, par 1d AGO 110

a. Deliver score gards 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 1l¢, C1 AGO 20

CoC 10. Requisition and issue qualification badges and vbars.
AR 600-75, par 3a(1) QMC 400

a. See AR 600-35, par 56, C1, for types of badges
and bars awarded. 5

b. See AR 60040, par 53b(1), for wearing of badges
and bars.

¢. For procedure see section XXV,

SectioNn XXI
PROCEDURE ON TRAVEL OF UNITS

Key to abbreviations: : References:
CO—Regimental Commander AR 345-800, July 1, 1942
Adj—Regimental Adjutant AR 345-900, May 22, 1942
S-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—TUnit 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 prescribed, how the
travel will be made. Call meeting of staff and
issue warning order to unit. Require staff to col-
lect information and perform duties as indicated.
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Action
taken by
Adj 2. a. 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 (see 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, etc. _
List by name, grade, and organization, personnel
to form the advance party.
Submit the name of an officer to be detailed as
Cl “A” AQO for the motor convoy, if this will be
necessary.

§-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.

$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.
54 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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MO 6.
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\

Amount of material and labor needed for crating |
organizational equipment and impedimenta.

FM 101-10, ch 2

b. Make plans for—
Rationing en route (advance party, motor convoy,

rail movement).
Supply of motor oil and fuel en route for motorized |
elements.

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

UPO 8.

CoC 9.

Google

of traffic during motor convoy march.

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).
¢c. 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.
e. See that field desks and office equipment are packed
ready for the move.

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 1I, for restrictions).

Names of officers who have 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 S4— _

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
11, 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 Hqs by telegram when operations of
unit will close at old station and open at new station.
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SecrioNn XXII

PROCEDURE WHEN UNIT IS ORDERED TO PORT
OF EMBARKATION

Key to abbreviations: References:
UPO—TUnit 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
Adj—Regimental Adjutant : AR 40-215, Mar. 4, 1940
S—4—Regimental Supply Officer AR 55415, Sept. 19, 1942
CO—Regimental Commander AR 61540, Sept. 1, 1942

TO—Transportation Officer
AT HOME STATION (STAGING AREA)

Action
taken by

CO 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 3c(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.

c. 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. Performm the necessary inoculations and vaccinations.
Prepare in duplicate individual Immunization
Registers for men vaccinated 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 Bervice Records prior to travel, see AR 40-215,
par 6a, for action by Surg in notifying new station CO.
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CO

CoC
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5. 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)

6. Complete immunization entries of all EM in Service
Records.

AR 30-1190, par 3c(4) AGO 24

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)

8. Send members of company to Surg for physical inspec-
" tion per schedule arranged by CO.

AR 30-1190, par 3¢(5)(a)

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.

AR 30-1190, par 3¢c(5)(a)

10. Receive and hold the certificate furnished by Surg under
instruction 9 until arrival at P/E.

AR 30-1190, par 3c(5)(a)

Disposition is shown in instruction 18h.

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;

Google

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, sec. IV. See AR 615-290, par. 11, C1
for procedure on EM AWOL.
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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 accuracy 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 instruction 18e¢.

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 inclosure 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 8

S—4 12. Requisition supplies and equipment to replace all short-

Adj 1.

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 Forces, 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, etc., for movement.

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.

90

Google




TM 12-255

ADMINISTRATIVE PROCEDURES

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
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.

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 3b(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,
1942, sec VII

(3) Unserviceable clothing and individual equip-
ment in the hands of troops is segregated,
. 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
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 3c(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 (ineluding kitchen flys and rations), heavy
tentage as prescribed or authorized, and other essential
items of organizational equipment (AR 30-1190, par
124.)

(6) Cargo freight, including all types of vehicles
shipped by rail or convoy, is dispatched so as
to arrive at the P/E 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 12¢g).

(7) Tools for vehicles will be boxed or otherwise
secured in cach vehicle.

AR 30-1190, par 3c(3)

(8) Packing list or tally-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. Equipment
requiring crating 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 3c(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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S5+ 14. £ 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 occur.

00) 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.

AR 30-1190, par 3c(8) N

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 copy 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
be settled.

WDC 49, 1942, sec II

d. Check all records to see that those whose destruc-
tion is authorized by the following WDC'’s: 203 of
1041; 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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e. Arrange by general classes, box and mark to show
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
each box of records. Store these boxes of records
at the last permanent station of your unit. Send

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 cabin: One piece of hand baggage (not over
40 lbs).
One musette bag.
One bedding roll (not over 50 lbs).
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 prescribed by
the commanding officer of troops).

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).

AT .PORT OF EMBARKATION

a. Report in person to the port commander immedi-
ately upon arrival.

AR 30-1190, par 3d(1)
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CO 17. b. 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 immediately
upon arrival at the P/E.

AR 30-1190, par 1le

These messengers will carry communications between port
hq 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
¢c. 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¢c(10), d(1) AGO 24, 43
WDC 338, 1942 AGO 309
d. Deliver two copies of roster to the commanding
officer of the oversea staging area (seeinstruction11a),
AR 30-1190, par 3d(1) AGO 309
e. Deliver to Port CO the lists in triplicate prepared
in instruction 115.
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 11c AGO 303
g. Forward Reports of Change to the Port CO, daily,
not later than 1000.
AR 30-1190, par 11d
h. 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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UPO 18. 1. 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

j. Obtain Service Records from the port pers section
prior to hour of sailing. . o
AR 30-1190, par 11i AGO 24

k. Deliver one set of Locator Cards to postal officer
at P/E. AGO 304-A

i. 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
Property Card and have each individual sign. .
Return accomplished cards to CG P/E.

WDC 320, 1942, sec II AGO 206

CoC 19. Designate at least one company officer to accompany
the organization to barracks or quarters.

AR 30-1190, par 3d(2)

S-3 20. Prepare embarkation order based upon schedules fur-
nished by the port commander, if necessary.

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
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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)

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 III

b. Determine from the CO of Troops the location of
the water supply, latrines, washrooms, etc., 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) It 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 theix} names appear on the passenger list, to
the pier for inspection and check. Keep company
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

k. 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.

c. 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 tra,nsport
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. IV.
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_ Secrion XXIII
PROCEDURE FOR COMPANY FUND ACCOUNTING

Key to abbreviations: References:
CoF—Custodian of Fund 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

INDIVIDUAL TRANSACTIONS

dction
taken by

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 20b(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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Google



TM 12-255

Action
taken by

CoF

CoF

Counc

InO

CoF

CoF

CoF

CoF

N CoF

CoF
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Reconcile check book and Council Book with monthly
bank statement; mark paid check stubs “Paid
__________________ ”7; show outstanding checks on bank

(date)
statements by check numbers and amounts. w

AR 210-50, par 20c

Submit current fund records (Council Book, voucher
book, and check book) to Counc for audit.

Counc comprises the CoF, 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 21h(1)

Audit fund, sign it, and submit it to designated officer
of field grade, quarterly, for inspection. Each
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 CoF 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 current fund records to Counc 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
Council 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)
Suggested 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 current 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) Prepare statement in duplicate; send orignal with check,

duplicate in voucher book.

Action
taken by

CoF 21. b. If 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)

CoF 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 5c¢
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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

Action
taken dy

CORC

CORC

CORC

QM

CoSO

INITIAL ISSUE OF CLOTHING AT RECEPTION
CENTERS

. 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.

. 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 induction 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.

. Send EM, accompanied by Forms 32 and roster, to the

QM clothing warehouse.

. 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

. Have Supply Sgt prepare Individual Clothing Slip in

duplicate.
T/BA 21, col 2 AGO 35
AR 35-6560, par 14c(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 1d.

b. Leave sizes blank in case of doubt, to be filled in when |
determined at time of issue (AR 35-6560, par 14¢(1), as
ch by WDC 147, 1940).
Action
taken by ‘
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 35-6560 par 14c ch by WDC 147, 1940
AR 850-126 AGO 35

CoSO 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 14c(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 INITIAL 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 S4. Keep duplicate.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 AGO 35
QMC 409
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Action
taken by

54 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 CoSO, S—4 will consolidate such requisitions
from the companies 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 ch by WDC, 43, 1941, par 1, sec II.

CoSO  12. Have Co Supply Sgt check typed Forms 409 for accuracy.
Have CoC sign in space ‘‘Requisitioned by” and
send both copies to QM.

AR 35-6560, par 14b(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.

QM 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

CoSO 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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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.

AR 35-6560, par 14b(1), ch by WDC 147,
1940 QMC 409

16. Issue clothing to EM as requisitioned on Forms 35.
Enter quantities and sizes issued onto Individual
Clothing and Equipment 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

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 35-6560, par 14b(2), ch by
WDC 147, 1940).

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

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 14b(2), ch by WDC 147,
1940 QMC 409

Follow instructions 185 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¢c(1) AGO 35

Follow instructions 6 to 10, inclusive.

To issue clothing to a general prisoner honorably restored
to duty

Have Supply Sgt prepare Forin 35 in duplicate, listing
clothing sufficient to equip EM properly.

AR 615-40, par 4c(4) AGO 35
AR 35-6560, par 14c(1), ch by WDC 147,
1940

See AR 615-40, par 2, for list of clothing to equip EM.
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CoSO  27. Take Forms 35 to Adj for approval on both copies in
name of CO.

AR 615-40, par 4¢(4) AGO 3
QM 28. Follow instructions 2 to 6, inclusive. A deserter returned
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

A~ 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 61540, par 12.

Cl “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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SeEctrioNn 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 615-40, 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 induc-
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 14b(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 35-6560, par 14, are to be construed
as applying to both individual clothing and individual
equipment. In these regulations QMC Form 400 will be
read in place of QMC Form 409 which is used only for

clothing as per AR 35-6540, par 1.

Action
taken by

S—4 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, sec 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,
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.
Major differences will be cared for by issuing the equip-
ment on a Shipping Ticket.
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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 S—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.

404350°—42——8 111

Google



TM 12-255

PROCEDURE TO PROCURE T/BA ORGANIZA-

ADJUTANT GENERAL’S OFFICE

SEcTiION XXVI

TIONAL EQUIPMENT

Key to abbreviations: References:

Dep SO—Depot Supply Officer
LPO—Local Property Officer

AR 35-6540, July 31, 1942
AR 35-6560, Sept. 22, 1938

Div SO—Division Supply Officer WDC 105, 1942
CoSO—Company Supply Officer
S—4—Regimental Supply Officer

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-

TO PROCURE T/BA ITEMS BY EXCHANGE

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 accounted for by serial numbers (AR 35-6540,
par 3b(2)(¢)). When unserviceable equipment is placed

on Inventory and Inspection Report (WD IGD Form ‘

1), report will be initiated by the responsible officer.

S—+4 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 3c

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 S4

Google

validate duplicate.

WDC 105, 1942, par 30 QMC 400

WDC 105 requires three copies. Initial issue of T/BA

organizational equipment to newly activated units 8
theoretically automatic and requires no company req-

uisitions.
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Action
taken by

S+4 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. Send two
copies to the agency supplying unit.

WDC 105, 1942, par 31 QMC 400

Divisional elements deal through Div 80. 8-4 of nondi-
visional units will take action indicated for Div SO in
instruction 5 and/or 7.

Div SO 5. Determine which articles requisitioned can be supplied
by LPO. Prepare Requisitions in friplicate 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

DivSO 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 LPO 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 quadruplicate 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.

WDC 105, 1942, par 38 QMC 434

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 8-4 and returned to supply agency.
WDC 105, 1942, par 41.

S+ 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
CoS0 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

CoSO  12. Check property received from S—4. Enter property

Google

received on Company Property Book.
WDC 105, 1942, par 25 QMC 400
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SeEcTioNn 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 SH4.

S+4 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. d. Submit Requisitions to replace property not re-

and CoSO

Old CoC

Old CoC
New CoC
S+4

LPO

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 Charges or 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 acccpting 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+ TO INCOMING S+

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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VITH A COMPANY WHEN COMPANY IS TO BE DETACHED

letion
aken by

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

4 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.

2PO 10. Consign designated property to CoC on Shipping
Ticket in duplicate.
WDC 105, 1942, par 58 QMC 434
20SO 11. Have CoC sign name to original of Shipping Ticket
and return to LPO.
WDC 105, 1942, par 58 QMC 434
JPO 12. File original of Shipping Ticket as credit voucher to
your stock record account.
WDC 105, 1942, par 58 QMC 434
2oC 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

4 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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ENLISTED MAN WHEN TRANSFERRED To

If EM 1s taking post, camp, or station property, list

ADJUTANT GENERAL'S OFFICE

ANOTHER ORGANIZATION
|

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

List on EM’s Clothing and Equipment Record articles

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
SH4.

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,
etc., be issued to him prior to the transfer.

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

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

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

Send Form 32 and duplicate of Form 35 to CoC of com-

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
was sent, and forward quadruplicate to service
command Finance Officer.

AR 35-6680, par 5c¢(1) QMC 487
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21. Check property in possession of EM against that shown
on Form 32. Sign debit Memorandum Receipt for
property listed on Form 35 and return it through
S—4 to the appropriate LPO. File Forms 32 and
35 with company supply records.

AR 35-6680, par 5¢(2) QMC 487

22. If EM 1is 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

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

24. Send Form 32 and duplicate of Form 35 to new CoC of
company to which EM is assigned.

25. Check property in possession of EM against that
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 282 AGO 32, 35
Company Property Book
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Section XXVIII

PROCEDURE TO PLACE LOST, DAMAGED, OR DESTROYED
PROPERTY ON STATEMENT OF CHARGES

Key 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 356540, July 31, 1942

TM 12-250, Oct. 10, 1942,
pars 289 to 296 |

STATEMENT OF CHARGES |

Action
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 penciled list is lost.

|
i
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 neglect. 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____________________. 1

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 26c(2) AGO 36
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Action
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CoSO 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 I’'M does not admit correctness 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 2b(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 Statement of Charges.

AR 345-300, par 3a

UPO 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

CoC 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 3b(2)(a)

121

Google



TM 12-255

ADJUTANT GENERAL'S OFFICE

Section XXIX

PROCEDURE TO PLACE LOST, DAMAGED, OR DESTROYED
PROPERTY ON REPORT OF SURVEY

Key to abbreviations: References:
RespO—Responsible Oﬁicer 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
ServC FinO—Service Command Finance

Officer

Action
taken by

RespO 1. Have UPO prepare Report of Survey in triplicate.

co 2

Google

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 Survey 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 essential-.
A statement of date, and circumstances in space 5,
Form 15, will suffice if action is to be taken by CO.
Certificates, 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

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
all concerned from responsibility and recommend
disposition of damaged property. Forward original
and one copy to Serv C FinO for review and file.
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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,
sec 1V, Reports of Survey 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

SurOQ 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

FinO 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 service command chief
of supply service 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 11c, C1, C2 AGO 15

SecrioNn XXX
PROCEDURE IN CASE OF MOTOR VEHICLE ACCIDENTS
Key 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
CO—Regimental Commander (Post or Con- TM 12-250, Oct. 10, 1942
voy Commander if appropriate) appendices V, VI, VII

PERSONAL INJURY OR DAMAGE TO ANY PROPERTY

Action
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 accident 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 vehicle 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

accident.
AR 850-15, par 17a(1)
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CoC

CoC

Co

10.

TM 12-255
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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 action in case of accident

involving civilian 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 17b(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 functions.

AR 850-15, par 17b(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 accident 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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11. If WD 39 is used, review the findings.
AR 850-15, par 17¢(2)

WD 3

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.

12. If Standard 27 is used, see that certified true copy of

Standard 26 is included with original of ﬁndmga

and recommendations.
AR 850-15, par 17¢ (3)

13. Distribute sets of papers as follows:

Set A
a. Sets.—Prepared by Copy of—
investigating Standard Form
board, contain- No. 26.
ing—

War Department
Form No. 39 or
Standard Form
No. 27.

Findings and rec-
ommendations
of investigation
board.

Original testimony
(signed) and/or
exhibits.
b. Distribution.—Sub-
mitted to zone of
interior, com-
manding officer,
post, camp, or
station; theater
of operations,
headquarters,
theater of opera-
tions; with dis-
tribution as fol-
lows:
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Set B
Original of—
Standard Form |
No. 26.

War Depart- !
ment Form
No. 39 or
Standard |
Form No. 27.

Findings and
recommenda-
tions of in-
vestigation
board.
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. ) . Set A . Set B
(1) In zone of interior. Retained by post, Forwarded
: camp, or station through post,

for use in case a camp, or station
delayed claim 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)

Section XXXI
PROCEDURE FOR BOARDS OF OFFICERS

ey 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, Oct. 10, 1942,

B/P—Board President appendices IV, V, VI, VII

Con Auth—Convening Authority

ction

ikien by ;

0 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
dj 2. Issue the necessary special orders appointing the
board.
AR 420-5, par 3
In line of duty boards, Section VIIT boards, and death
boards one member of the board must be a medical
officer. Action 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.)
—ITI‘his copy (original testimony) with certified true copies will be forwarded as exhibits
to War Department Form No. 30 (Proceedings, Board of Officers—Damage Claims) when
forwarding claim in accordance with AR 35-7020. The original will be attached to the
original of War Department Form No. 30.
494350°-- 42——9 127
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Redr

Redr

B/P

Redr
Redr

Board
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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, dispatch, 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, c. Names of the witnesses to be called before

the board.

d. That the recorder will arrange for any
additional 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.

c. 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 cannot 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

Action
taken by

Redr | 15. Record the findings of the board in coherent and clear
order. Each finding must be based upon evidence
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
of the board. For model of board proceedings
see par 30, AR 420-5; par 17, AR 600-505; par 7,
AR 605-200.

Section XXXII
PROCEDURE FOR CONDUCTING COURTS MARTIAL

Key to abbreviations: Reference:
Pres—President of the Court Manual for Courts-Martisl,
TJA—Trial Judge Advocate 1928 especially appendix (

DefC—Defense Counsel .
Ct—All members of the appointed court martial
MCM-—Manual for Courts-Martial (1928)

Action
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-
med:ate left, and the remaining members alter-
nately iright and left in the order of seniority.
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Pres
TJA

TJA

TJA

TJA

TJA

TJA

TJA

TJA

TJA

DefC
TJA

10.

11.

12.
13.

Go
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Call the court to order.

Announce that the prosecution is ready to proceed
with the trial in the case of the United States
versus (name, grade, and organization from
Charge Sheet).

. Announce that the accused is present, together with

regularly appointed counsel, and assistant de-
fense counsel.

Ask accused if he has individual counsel 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.

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.

MCM, par 57

State that if any member of the court is aware of
any facts which might be grounds for challenge
by either side against any member, that such
facts be stated.

Issue challenge, or declare that prosecution has none.

If so desired, peremptorily challenge any court
member, except law member, who can be chal-
lenged only for cause.

Inquire if the accused wishes to challenge any member
of the court for cause.

If not, so state; if so, challenge and show cause.

Query whether accused wishes to challenge peremp-
torily any member of the court, or challenge
further for cause.
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TJA
- Pres
TJA

TJA

DefC
TJA

TJA

TJA

TJA

TJA

TJA

TJA

14.
15.
16.

17.

20.

21.

22.

23.

Google
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Swear in court.
Swear in TJA and Asst TJA.

Read to accused charges and specifications und
which he is being tried. ﬁ]
eg!

Ask accused how he wishes to plead to the charg
and specifications. |

. State plea of accused.

19.

Read any legal authority that has bearing on the case.
Afford defense same opportunity.

a. Make opening statement if desired.

b. Present case by calling all available prosecution
witnesses and introducing necessary stipulations,
depositions, etc. If, in the course of proving
case, & witness reverses his expected testimony or
appears hostile to the side calling him see MCM,
par 124b.

¢. As they are called to testify, swear in witnesses.

After each witness is questioned by the prosecution,
afford opportunity for DefC to cross-examine the
witness.

Ask court if 1t has any questions to ask witness.
President inquires of court members if they have
further questions.

MCM, par 121b

Request that witness be excused. President excuses
witness.

. 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 specifications.

MCM, par 71d

Ask the DefC if he has any opening statements to
make or any witnesses to offer.
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Action
taken by

DefC 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 elects to remain silent no infercnce
can 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.

DefC 27. Announce that the defense rests.

The prosecution and the defense may recall any wit-
nesses in rebuttal, or the court may direct that any
witness be recalled for further examination. The TJA
directs the reexamination unless the court directs
otherwise. If no further testimony is desired the
court and the TJA so state.

MCM, par 75b

TJIA 28. Present closing arguments. These rights may be
and waived if desired. If the defense presents closing
DefC arguments the prosecution has the opportunity

for rebuttal.
MCM, pars 77, 121a -

Pres 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.

Pres 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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Pres 31. Announce to the accused the findings of the court. If

TJA 32. Read personal data on front of Charge Sheet and ask

the defense if they are correct. If defense objects
the court again follows MCM, par 79b; if no ob-
jection, the president will announce that the court

“not guilty”’ adjourn the eourt unless there isi
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, etc.).
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. |

will be closed, and all personnel will leave the
room except the court.

Ct 33. Votes upon sentence to be imposed (MCM, par 800). |

See MCM, par 104, for maximum sentences.

Upon reaching a sentence the court will summon the
accused and all counsel into the courtroom and will
announce the findings of the ecourt upon all the speci-
fications and charges, and the sentence adjudged.

Pres 34. Adjourn the court. (If other cases are to be consid-

Google

ered, announce a recess for a stipulated period of
time.)
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Secrion XXXIII

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 34525, Dec. 30, 1924
S$-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 345415, 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

fdon DAILY REPORTS
CoC 1. Company Morning Report. CoC authenticates. Send
to Unit Pers Sec daily.

AR 345-400 AGO 1
T™ 12-250

UPO 2. Headquarters Morning Report.

' AR 345-400 AGO 2

TM 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.

™ 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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Go
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11.

12.

13.
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Daily Stock Record. Single copy retained by company '
mess officer.

T™ 12-250 QMC 340

Prepared by mess sgt, authenticated by MessO. Used
only for garrison ration. ‘

. Daily Sick Report. CoC authenticates. Send to Surg

with sick detail, single copy, daily entries.

AR 345-415 AGO 5
TM 12-250

Duty Roster. Single copy, retained by company.
AR 345-25, par 2 AGO 6
T™M 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 authority.

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 1
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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MONTHLY REPORTS

Pay Roll, including supplemental Pay Roll. In quad-
ruplicate.

TM 12-250, AR 35-1360, AR 345-155

WD 366, 366a

and 366b

Officers Vounchers prepared by UPO or DishO; however,
completion of officers Pay Vouchers is the direct 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.
TM 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 S4, triplicate to Co file.

AR 30-2210, par 12 QMC 460

Extracted from Morning Report. Used only when unit 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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22. Monthly Statistical Report of Personnel and Equipment.

23.

24.

25.

26.

27.

28.

29.

In quadruplicate, 1 copy to next higher Med O, 1
copy to Post or Div Surg, original to The Surgeon
General, 1 copy to regtl medical file.

FM 8-45, par 72 MD 86c

Tables and Charts of Disease Rates. Single copy, re—
tained by Surg for inspection.

FM 8-45, par 78 Mimeo |

Report of Controlled Items. In sextuplicate, original and

4 copies to TAG through channels, 1 copy to file.

‘ Mimeo
OCCASIONAL REPORTS
Report of Acute Communicable Diseases.
AR 40-1080, pars 3, 7

Make report also to civil authorities.

Imitial—Special—Final Rosters. In quadruplicate; orig- |

inal and 2 copies to MRU, 1 copy to file.

AR 345-900, par 12 AGO 309

Telegraphic

Special rosters will be submitted on change of station of

unit.

Efficiency Reports of Field Officers. Single copy to TAG

through next higher commander.

AR 600-185 AGO 67

No copy of, nor extract from an Efficiency Report will be
made.

Report of Change of Station. In quadruplicate, original |
and 2 copies to CG originating order for move, |

copy to file.
WDC 193, 1942

Locator Card. Copies to DHQ, Post Hq and Regtl Hq

as needed.
T™M 12-250

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
39 ________ Investigating Officer’s Report—Accident, Motor
Transportation______________________________ 1
366________ PayRoll . ________________ . 2
366a_______ PayRoll . ___________ . 2
366b_______ Pay Roll - - __ . 2
370________ Final Statement_______________________________ 3
AGO
| Morning Report_______________________________ 4
R Daily Sick Report__ . __________________________ 5
15 . Report of Survey___ . ___________________ 6
20_________ Soldier’s Qualification Card_____________________ 7
24 _______ Service Record._ .. ___________________________ 8
25 ________ Extract from Service Record____________________ 9
27 ________ Statement of Accounts_________________________ 10
28_________ Soldier’s Individual Pay Record.________________ 11
29 ______ Authorization for Allotment of Pay______________ 12
29-5_______ Application for Pay Reservation for Purchase of
Defense Savings Bonds ____________._________ 13
30_________ Notification of Discontinuance of Allotment______ 14
30-5__ _____ War Savings Bond—Changes in or Cancelation of
Class A Pay Reservation____________________ 15
31 . Furlowgh____________________________________ 16
32 _____ Individual Clothing and Equipment Record - - _ - __ 17
35 . Individual Clothing Slip_.______________________ 18
36__ ______. Statement of Charges__________________________ 19
40 _____ Certificate of Disability for Discharge_ ___________ 20
43 . Emergency Addressee and Personal Property Card. 21
4 _______. Report of Desertion_ - . ________________________ 22
45 __ ______ Descriptive List of Deserter or Escaped Military
Prisoner from the Army of the United States_.__ 23
46 _____ Report of Apprehension or Surrender of a Deserter 24
02 . Report of Death. - ___________________________ 25
S4_________ Inventory of Effects_ _ _________________________ 26
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Form Title Paragraph
AGO
55 . Honorable Discharge from the Army of the United
States____ . ___ 27
58 ... Noncommissioned Officer’s Warrant_ . ___________ 28
66—1_______ Officer’s and Warrant Officer’s Qualification Card_ 29
67 . Efficiency Report. . ____ . _____________________ 30
Y& S Officer’s Pay Data Card________________________ 31
110 ______ Report of Individual Classification in Arms_______ 32
115 . ___ Charge Sheet . _ _______________________________ 33
303 _______ Report of Change . . ___________________________ 34
304-A_ .. _. Locator Card - ________________________________ 35
309_______. Initial—Special—Final Roster_ _ ________________ 36
625_____.__ Application for Family Allowances_ _____________ 37
eMC
15 . __ Company Council Book_ _______________________ 38
400________ Requisition___________________________________ 39
409___ . ____ Requisition and Receipt for Clothing in Bulk _ ____ 40
434 _______ Shipping Ticket____ ___________________________ 41
487 ________ Memorandum Receipt_ . - ____________________ 42
MD
81_________ Immunization Register_________________________ 43
Standard
26_________ Driver’s Report—Accident, Motor Transportation. 44
27 . Investigating Officer’'s Report—Accident, Motor
Transportation. .. _ . ________________________ 45
Veterans
Administration
350________ Application for National Service Life Insurance__. 46
336._______ Change of Beneficiary, National Service Life In-
SUTANCE | _ - - o e 47
Records
Suggested form for Voucher for Company Fund___ 48
Statement of Standing of Company Fund_______. 49
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.

wal DebASTa T INVESTIGATING OFFICER’S REPORT—ACCIDENT
Appowved May 30 20 MOTOR TRANSPORTATION

withm mpurti togoth:rw;ith the driver’s report (Form No. 26), must be submitted promptly in accordance

Date __July. 9 1942 Howr . 1610 . 3K
U Place: Gity of town ...Eiva miles north. of . .. Swte._._ New Jerseay ... ... .
Btreet Camden, N...l.
Woather . Bright. and clear.......... Condition of roadway ___Jry. and amooth . _.__.
o Makse aad type of vehicie ...Gheyrolet. 13 ton truek . uv.eNo QW87 . .
ﬁ'ﬁ' Name of driver . Millie D. Killen His sarial No. 8LU272L ...
His title, organisation, and post ..Privata,.Co. C,.100th Infantry, Fort Dix, Nal.....
Make and type of vehicle .Qldsmohlie Sedan 1940, ... ... Liccase No. Nada,...X. 17LUS
Owner: Name .. Kr. ¥1llis R. Macy
fuvaTe vERGLE Address ._ 162 Elwdn Street, Camdan, N..la

Driver: Name ... Mr..-#illis.R.-Macy
“  Address ...1i52 Elwin Straat, Camden, N..d.
®  License No. ._1i09693 New Jarsey
Names and addresses and extent of injuries ... Sgta_Jahn. L. Martin, Co« G, 10Oth Infes..
reasoxenervnmn |-—Lla- 01X, N Jda = _shock, sprained right wrist, cut. on. temporal. recion.
....of head,. severe pains.in_ hack.
If medical aid was rendered, state by whom ..1st. Lt. James A Kilpatrick, Ft. Dix, N.d.

—-Smashed right. headlight; hroken radiator grill; dented leff rear . .. .
Ay T |..fender.

GER TO __Bent. front bumper; dentad. left. front fender.
owug)‘ vha.n
08 OTHER
PROPERTY
. ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES
Names Addresses
wITHESES
Cugertant)

voucs aaroar | Did city or State police report the sccident? ...._No

If report was made, attach copy.

G ¢ car was p ding from . Ftia Dix, No Ja .. .. to Camdan, Na Ja ... ...

ovmaAL DUTY Wae driver performing official duty? Yas

‘ Indieats the duty: . To_pick up_supplies for Co..C,.100th Inf., Ft. Dix, N.l.

.__at _Camden, N.J. and return_them to Fort Dix, NMada. oo
L

Front
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FINDINGS

A. Accident, details of:,

1. Driver of govt. truck No. 94487 was not under the- 1nﬂuonoe of aleohol or
narcctics.

2. Driver of civilian motor vehicle was not under the influence or alcohol or
narcotics.

8. Tho brakes and lights on govt. truck No. 94487 were in good condition and
were operating properly.

4, The brakes and lights on civilian motor vehicle were in good condition and
were operating properly.

f. The speed of govt. vehicle just bofore the time of the accident was about
30 miles per hour and at the time of the accident the forward motion of the
truck had practically ceased.

6. The speed of the civilian motor vehicle at the time of the accident was about
10 miles per hour.

7. The accident was caused by no fault or negleoct of the driver of the govt.
vehicle,

B. Visibility: Excellent. Weather sunny and clear.

C.

D.

Traffic conditions and right of way: Road dry and smooth. Less than normal amount of traffio.
Civilian motorj vehicle was not on his side of the road. .

Mechanical 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)

Responsibility: The accident wes caused wholly or in part by the negligence of
the driver of the civilian motor car.

Property damage:
‘Government vehicle 1 Headlight assembly, right $7.94
1 Radiator grill (repairs) $6.40 18.39
1 Left rear fender 84,06 e 18.39
Private vehicle or property None
[ S
Remarks: None.

foggy, snowing, ete.; (C) Mhl&hﬂh‘v.m,m.,mdnh!dnhﬂum(wwm

raining, reguintions;
(D) condition of lights, brakes, windshield wipers, etc., on both vehicles; (E) responsibility for accident, taking into consideration

the

traffic regulations and trafic eo: ndithunﬂmeduddmt.whkhvehlda'uwmmm;muthw

to each vehicle and the estimated cost of repairs to same; and (G) any explanation for the socident not given under the above.

Google
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RECOMMENDATIONS

1. That Private Willie D. Killen, 8442724, be not held pecuniarily responsible
for the cost of repairs to government motor vehicle.

2. That the government motor vehicle, Chevrolet 1% tom truck No. 94487 be
repaired at government expense, at the Quartermaster Motor Repair Shop
and returned to servioce.

3. That the responsible officer, Captain Paul M. Knight, 100th Infantry, submit
a Report of Survey concerning dameged parts of the government motor
vehicle.

4, That the Government enter a claim against Mr. Willis R, Macy, 462 Elwin
St., Camden, N, J., for $18.39 representing the cost of repairs to
govermment motor vehicle, Chevrolet li ton truck No. 94487,

I mxxupY cERTIFY that the foregoing is & true and correct report of the accident, acbording to the best of
my knowledge and belief, based upon the testimony received by me personally and attached herete. The
Mollowing papers, which are s part hereof, are sttached hereto and listed below:
~-Joatdimony. of Pvt. Willie D. Killen..... Testimony..af Mr. Willis Re MAGCY.....cccemeericen
—-Jlastimany of Sgt..John L. Martin. ... Testirany..af Maj. Nicholas.F.. Carter.........
——Testinony. of Gepk. Pawl Y. Kaight. ' '

—Jaatimony. af. lat. Li.. .Jenes.A. Xilpakriak.

toalp

1st Lt. 100th Infentry.
Insestigeting Officer.

1. ... Approved.

494350°—42——10 143
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INVESTIGATING OFFICER’S SKETCH
Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrian, just before
the collision, and at 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 course
followed by each vehicle, and add any explanatory statement that would aid in an understanding of the

ooourrence.

'%- K \\ '/:Z”’.D
%

LF 130-me-m - o -

&-" - - ~=@ - ~

CAMD.

If the above diagram is not applicable, 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 desoribe the course of the Government car, 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, 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.

€. 6. COVERRUINY PRINTING S/FICE  MO—ED00L

144
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TM 12-255

ADMINISTRATIVE PROCEDURES

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.

PAY ROLL
(POR ENLISTED MIEN) Voucher N
Company L 100th Infantry
(Organization) (Regiment)
Fort Dix, New Jersey The Rifle Dtshvursing ofienr)
(Beation) (Priveipal arme)
For month of ____Septembor 1942 Paid 19—
ArmormaTions:
_ F.8 A, s rt .J Se: ber A
(Bymbod) (Alotment) (Btation) Dete)
PBA, 10 1CERTIYY that this rel} Is made -mwwuﬂg
sod that entries o BAme are eorrect; that where
aaT i Bt o Bl o it
tor allowence i aredited for Uhe eeioced s, bé dapendents, ar botky
public ‘were not or aee 0 such persens; sod
8.&4T,19_, ou-——l-‘-_-.-- ‘-.nn -‘l'a_—p
T e e e o el
Wn .
Total disb s X s i S~ o2 [
. L J7y (e
Auoryxwr Svumany: < AMES
Cam “N”" National Service Life I s 7 —ﬁﬂgﬂnm o ™Hh
Cam “E™ Allotment.
1 cxarrey that I witnemed the payment of thix rell and thet prier to
Oom D" G L P b CR - B
Class “F Family Al ‘
Totat s » 10 be tpmrd ey on s o ot e 08
‘which b the men mh:’ lad
o U Brame: 1 that this roll b the roll wpen which
agmw CERTOY o troe eopy of wpen
Class “A™ Pay Reserv 3 m'r—u:'w-ngmhm
s
Cot n. to and n, cn-—a-.o:.:‘.,
" a R Tt e g
®A ) s
Post Exchange; Co. Fund and Collects: d
(A ) check on Treasurer, U. 8. oos pald by
PA ) Date 19—
Parzs Cmxcx No. Awownrr
o Iaund;
GP LerD s
Txver Powse:
C. M. Fines s
Foet. by des.
B H. $18030.6 (T. F.)
<
Total eoll $
Post Exah; Co. Fund, eto. (paid by cheok)—$
Individuals (paid by check) s
Paid by cash $ L
Total for 'Y
WAR DEPARTMENT W—eeTr0~1

Front, Form No. 366

For instructions, see section XIII

Google
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: 'li % Y —— ALLOTMENTS coLLsorIows
e e [ [r|zl=
1 RBGULAR KRMY
32 _YIRST SERGRANT
3 ,_ Bui) | 6589357 [Sept/43 150,00 18,76
N Dus sol monetary alws
| 5 » 6186 South 8t, Mooress
1 . 00 oy VTR
zg o mg; A [Pay Resorvation 41675 por
= 0} .
7
s SERGRANT
9 Geines, Charles L | 7026637 |Sept/42 N
(3) o . Almt $20.00 per mo fr 200 ]
»
) 1tr Qof [Pin Aug 15/42. Dep Wife s
P ]
" componAL .
[
(5) = 01 A Pay Reservation i 4 s
(e 4
E
L]
pLIN PRIVATES "
()  daalo/sdol Barriso m 7998864 E
18 3 to|12/42 incl. s
19 7868584
(8) o Due US part pet $8,00
21 103SES
22 ____Pmivams
© 23 Aug 7/49 8 u%ﬁ-;;‘m B. 6797796
24
235
2
27
Reverse of Form No. 366 and front of Form No. 366a.
See section— Instruction
(1) e XTIV o e 3¢
() J XTIV o e - 11b
[ ) S XIV e 8 (remarks)
(4) e XTIV o e 17
() XTIV o e 13
() XIV i e—————————— 21
[ T D, € D, G 11
€ D. 4§ 1 S 21
() SR XV o e ecenem 15

Go
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ADMINISTRATIVE PROCEDURES

For Use of Finance Department Only

Page No.

_.ﬁ_

(= . N o - 0 L N [ - [~ v o s w ! ~
- vy ) — — - — - - - (3 o o N o~ N =
"
mm
ol
L3
uCuw —t
&4
36
&
e
w.:lmm
O
R

i1
H

COLLECTIONS—{continged)
Scidiary
Mome

(E0AX PINL OROIY RILBYI)

WAR DEPARTMENT

Form No. 868-a—Revied

Farm approved by Com)

o Rk

Reverse of Form No. 368a and front of Form No. 366b
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$20.00 $

1000 S

5008

1.00'S

50S

258

108

058

ToraL §............. -

RerurNep §

Ners _ ..

Computed by. /
Checked by......................|
Checlwriter.

Compared by..................]

Briefed by....ocococoeeeoeoaoo

Checks mailed by S

Date received from C. O. ...

Date sent to agent.

Date received from agent....... ...

Google
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4. W.D., A. G. O. Form No. 1 (Morning Report).

m REMARKS
W T T sce mration 4y_te. DS A% HolsbArd 0K Rep. N4 AsRs 2L 2.
) q#ﬂmmmm.Mmu--m
(3 TPyt Murdock dy_to SD. Pusk. Q==L
W) [ Prt Biackatons aptd pfezes 200
() 9# _Pfc Xing rd to pyt-—- ML
® | Techn 4th Gr Galloway rd ta pvt---A000.
m | Pro Sampaon aptd tachn &th gran-CA)
(® 4 | Pvt Brooks des to_oonft 2236--J00

o1 718 I Pyt Williams, hosp, died 0915---J0e%/.

[)

See section— Instruction
() .. VI . 3
@) __ VI . 8
) VII o ___ 11
&) .. VI .- 2
(B e .- VI e~ 5
O ___ VYoo e 16
) . VI oo 11
) XTI o ool 23
(0 oo . XV o - 6

I~ PEMARKS

) 16 I Pve Jones, C L dy to fur 10 days-—-2HC K/
(2) [17 1 Fvt Martin AWOL, €o_des--- 3 (90"
(3) /18 T Tet Lt Crone dy to 1v 5 daysemsNled
03] ﬁw Pvts Jones, A B and Black asgd to and jd 1330--bvt Murphy asgd to, DS enroute to in--wWee/
(5) (20 | Sgt Wilson dy to AWOL_0800---Z27%¢)"
(6) 9? [Pt Jackson trfd to 99th Lnf, left 0210---22L8e/
(1) 22 | Tochn 34 Gr Scott. dy_to hospessF/%>
® ﬁr_l!.t_ks_ﬁzer_@ Tv_to dy-—-Wiied.
(9) %ﬁlﬁ_,ﬁ!{?}_lﬁl_mla to ar OBZS---WI

See section— Instruction
O . IX e 9
) S XTI o . 1
@) o ) U 6
G V el 9
) .. D 1
() VI - 6
) XIX e 9
@) .. ) NP 6
(O e e XV e 3
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QISVIND MO "OFTION ‘0236704 38 duVD SIHL TUM SEDINYLISWNDNID ON WIONN « | NYLYG S
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yosgd

i

P

¥

R ijg.ﬂlg%g

VIAINTD NO1IQWIAN

NOILVLS

#F T ﬂl«lﬂ‘ﬂ.—'lxo:u:n! .-'L."--cﬂ'u—

-37-B] A 1524

NOILVYNDISED

e T R Ml o R T

$I1LIVIOILS AYVLIVIN NI NOLLYDIAISSYID @°

©-(o0)

V2 ANVOI TRTINS OV IAVIIVTY AWV yeiinin iy |
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)] as ) C3__vssvid @@
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(1) Bee section V, instruction 8.

for promotion. For promotion to pfe, sec

(2) See section VI, instruction 12

instruction 3.
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8. W.D., A. G. O. Form No. 24 (Service Record).

BROWN 32107693
(Last name) (Army seriai No.j

(Arm or service for which eallsted or inducted)

- Color or race WHITE
(PLACE X IN BOX INDICATING COMPONENT)
[J Regular Army. {3 National Guard of the
United States.

Army of United States:

3 For Regular Army units.

O For National Guard units.

K] Selective Service and Training.
[0 Regular Amy Reserve—Active duty.
O Enlisted Reserve Corps—Active duty.

SERVICE RECORD

covering period
From .!..b..._l.....--p u!-‘g... to .. » | .
Por instrustions see AR 345-338
Wely A: G. O. Form No. 8¢
November 1, 1940 [ ]

Front cover (see section IIL,
instruction 5).

Google

1

INDUOTION XEOORD.
CO%is lndasthen m ome he ontten the ewviee
Lottt otge NO2 1 New York, N, Y,
Dute of arivel ot Indintion st ... FOD._ Ly 1 ‘
Dute and phase of Induation K, N.X.
By whom lnduted Jones. .. ...
kL InCant iy
Pheoto wiih nGing, Goe
Mg, o lesaption eunter)

XECORDS
(Do par. 6, AR 40-818, for detalls relative to Inmunisstion secords)

SMAIIFOX VAOCIEATION
‘Dete Result §
—=2/22/42 | Vaccinia
== TYPROID VAOCIEATIONS
3/1/42
OTNER VAOUINATIONS =
Xind Dete
~Tetanus Toxpid 9/25/42
~Yallow Fevar Iot 358 ) ¢

CARKIER
[ )
Dete NFG nuu. Pesktive or

S T e e
Blood Type "A® -

See section III, instruction 5, for top

of page; section XXII, instruction 2,
for use of records of immunization,
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]
llmnxnuooln

ohn B 30754285
hmﬁ!m_“m._mr:i

T e e BLUSRLIRTNNY
Coaplaion S of gua sk .....2.__ Seatiiee TP

Nkl gl Single

EDUCATIONAL QUALIFICATIONS

Samale Goomumer achoal 2 High scheal [ ——
Condents vk Syocialed ln
Py

UALIFICA'
ﬂ_:L(_xp_iet ). __~___2"

(Weshly wegud
...._..,,_,Gener-.l eler:lcai and typing
Chauffeur £20,00

Tem 2 Otexs but cormpation) N ,'_*__:“

v die & __D¥OVE taxd -
 { ADDRESS
[ ?lg South. Broadw:ny"m

New !ork Clamber sad strest or raral rewie; i

.-ﬁotr-‘ dreies 2T8. Nary A‘Iﬂ'wm’hu

1050 South Broddwdy

W-b-nl-n---l -...H poyreecy
South Bl'wduy
W-“ m—h--u-—--—n—nur.-“

$Bewte or eewntey)
monrm' OF BENEFICIAR
(7% be entered caly from sogeepriate enlstment or hd-:ﬂ.um.
o.r—u.m

o Dy
ij—g&:ﬁﬁ"'@”‘"
p N o ... /

¥r, John H.

Oflams end dagree of “‘ml—“

CURRENT INLISTMENT
(Bee “Tumerky-~Jivancial” (par. 3, AR 5-138)

o0l 27 yous 8 moagha.
Hanpied fur sarvios ot
laketed -the
—— by | .
hpnhd [
e
._" l’-—-nd-s.u-.u-vu
o 0 M—ne—d

m:ﬂ-ﬁﬂ

e

o alotment, Lc—____

Posked doke o

* Briks out werds ot applicable.
1No batry required for men sscured through Selective Gervics.

See section III, instruction 5.

Google

Entries will not be made

TM 12-255

PROCEDURES
3
PXIOR SERVICE
Vit dhow -#h&l*‘_.‘h
i W o e
&.-‘-u-.--vhd N
| 5 SN T — e —— s By o
T
(Deta reguived by pue. &, AR SU-130)
e from | — | .
€Ou., sugt., srm, or servien)
Disshurged 00 . 3 Dy reasen of
(Gonded (Charnster)
(Deda requised by pur. &, AR 345-1380)
from n_ = .
T i e, o carviend
3 3 o
Pikarged a0 »
(Dete roguised by pus, & AR 345-130)
[ ] | . ) ..
o i o, o7 servien)
Discharged 0o 3 5 s By o
(Duta required bw par. 8, AR 33-130)
U | SIS | Ry "
(O, 3agh.. arm, or sarvien) ’
Dioshasged oe . ] 5 3 By reasen of
(Deta requised by poon. 8, AR 345-132)
from ) —— ) | . .
$0ne Sugh. e, @8 survioed
Dlscharged we 3 — 5 3 Dy vesoen of
(Dets sequised by pur. 8, AR 343-120
from p S— ) »
o gt asm. or smrviest —
—— o
kgl ot e s
(Data required by par. 8, AR 343102
om n.. - »n
Ty gt ., or perviee)
Dichurged o '] 1 Dy ronsen of
(Date required by 3o, 8, AR 345-135)
from ». L w_.
[ ~er—rr=g=r—— -
Dissharged 3 3 By soneen of
(Grade) (Charagter)
(Dute reguived by par. 8, AR 345-130)
from | - ) W
Os., vegt., arm, o¢ swrvies)
Dischasged 08 . r S— 3 Dysessem ol

(Deta soquised by pus. &, AR 343-115)

m-_b—____._.ll__.h______—..’._.
Disshonged 0o 3 By o

. L4

=)

(Quded

«Deta reguired by pun, §, AR 5051300

on this

page unless they are supported by
proof or by verification from TAG.
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[ )
UCES
-y 2, 198 T 0y 9, a2 LASEAL M o
sty MR 65275 .. UNDER 107tk ARTIOLE @F WAR:

- o -
""‘-.-..____,__“'""“"m:.m*.m.z..__....__._. To Ders
- . 5,192 ) avg 9,92 | s ()
Estended . .. [ T T O UUUUTR S R
(Number of dapw)
Rejsinad .
— . l ;
bty mrseeeme L eecssceseecscssasececlecaresaisroen.. smsnssananane PP
e ™ — Tt b e, T e vl i
:"' z Te Dere
. 2, 1942_Pec 21, 1912 _aw (2
Eatonded - . L
foisined (Neasber of anre - N I
foom. [
lnhartry - .
L PO v SN U UUN
Ainad (Number of daged “u.:*_z:g. ..E"ﬁ-':...“
P 0 oneen Trom ™ I!
by .. R,
et ey e oev2, 1902 [oee s 02 | ufBP ()
Rajuend
LY -
Aatharky
Betnded . ___ i [
Dnjoinnd f iiieimeccaccesccaseezlocascesssnsssancsasans. R IO oT,
FOREION SERVICE %‘% OoF TSAK OF M bd
Lot Undiod Sutosfor duty n ... ... A o) whthout -

e e mmemncme e for o United Stateson ... ... W

-
Amived - e Bl
MEDALS, DECORATIONS, AND CITATIONS
Fame of decerstion Authority and date G it et ey (YT XL XT3 ;lm-
------ T Deys
s T
See section— Instruction

See section IX, instructions 10 and 12, (1)_____. o Xecceeee_..._2and 7
@@___.. . XVI___ __________ 13

494350°—42— —11 159
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ADJUTANT GENERAL'S OFFICE

8 9
RECORD OF TRIALS BY COURTS MARTIAL ——————eece c-.-—a-‘-‘,—- ‘-' WY SUUO
.SummArY e u, blstaw Aug 5. 42 . ANQL from S — S
_&bou&.mmﬁ,_m—m_ab.mt August. .
q-fqm' Sentance sanvenced ond adjedged "
S—-_M-l“.__mm ..-.._..I..Az d
ld—-w_m_!._o..r_f..e__j:&_&.n sLllﬁ.r}...(ﬂO. 00 Apyroved .
.ofhis pay wAma&_lL._mJ.z Toartily the shovs s comvt.
1 contilly the h—nd.‘m e
(Name, ermanisasion)
i _;‘.('.:!-A!_LE“S_)JL..PEBKDIS Ussnscuied partion of confinecsunt sud focleiturs rosabod por v
w mu-hdp-.... ............ Radoncad & " .
Relensed from cank " . ~
(Name, grade, and orpanisstion)
(Nase, greds, and orgasinstios)
e G AW, 1
[—— Y & i A 'dm- i dm)”' - Ned (Dete of cleces) [y
of apecifications) “ —_—
S 4 ond adiadod
Seatence sumsvmced and adjudged Ve B
Seutents ae appreved -
A : I Appeored —
1 eontify the abeve is carrect. 1 cartify the abeve Is comvect,
. o ok (N-lzg. qa:a..b:do_'ﬂhnw o 0‘:‘.‘..—!-—:&) .
Relonsed from conk B Reloased brom sontin n.
(Name. rrade. aad oreamisation) CNama. srade, and organiation)
e O M i A Vet Girornt e CrP U YO SR —
of specifientions)
ol epesiestions)
Sestance annewnced and adjndged m.. P 2 ond adbedad
Sentence a3 approved ",
» . Sentence 20 epgroved
Loty the shore b comact, — Aoeored »_
1 entily the sheve Is carvect.
Unsmecwtod portion of conficremment 40 Foriokars FOmEIod Pt e ceceeeceeeen — =
Released from conk - w—t—‘umm,«“ﬁ._...ﬁw
-. Relensed from conk "...
(Name, grade, and orgnaisetion)
e € Moo AW, . (Name, grade, aed orgasimetion)
(NeJd (Date of offensa) (Bymopuis
‘of epemifianticn) CLASS B ALLOTMENTS
Cloas K alletmsents of ray suthorivd as Sullowes
Sentumcs 1 ead sdimdged . " 20.00 o -
Sentemce s . 85722027 ot roomth for = smenthe, commenctng __sMLY__L_ wli2
Amord aad capiviog T B muwoMIs Mary Ann
1 cotily the above is correst, __Hilliama__hu-md_m.lppnr.t.m
—— Diocontimed OCL_31 1042 reee SQL_request
Unstacuted portion of confosment sod ferfallure remitiod 90¢ .. oeeeeeesmeme W.D, A. G. O, Farm No. 38, maided to Fisance Offcer, U. S. Arway, Washingheo,
Refonsed om cont
" ne, ..._._.__.2_,_,ulﬁ2.»........_,..;z.:‘l.ngfmﬂdns
Giema, grade. and orpanisetion) —esis Achaelod o & rocabeed Dec 12 » b2
See section XXXII. See section XIV, instruction 3, for

making the allotment, and instruection
8 for discontinuing the allotment.
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ADJUTANT GENERAL’S OFFICE

EEMARKS— ADAMINISTRATIVE

-dduth--ﬁn
veswd complote.

shewn shevhme
vicrs o e raeid v e skt

__1.21-100 daavad Feh 7/42.......

.-.Beligious preference - Episcopalian
"/’

.—National Service life Insurance (¥
_.amondment read..and._ expla.inad. .............

w 10/42

Google

16

INDORSEMERTS

Muun-dlmmddhdnm-h-dﬁ-h-uuhw
ﬂ:m.dﬂul\-‘u Ih-u—w detachwent and b of

Thase indersements will net be used vhnlnd‘.bdywumﬂhm
Imatiom for eiber rations or quarters or beth,

1st Ind.
Hq 30lst Infantry, Ft Benning, Ge.
June 4 0 d2
Te £..0.100th Infantry, Ft Dix, H.J,
This salier was trusferred o __ YU _COEMANd
g_g_z;__S___,SQ___yo. 12 Hq Ft Benning, Ga. Ga.
wad Lot this ergun June 4 wdl
o vas last peid to ctede . _JEBY 31 o2
™ A, J, Cash, Kajor F.D.

(Name and grade of Gasoos oficar or acont ofScer, i aay)

Due Usited States; i nething, so stute _ 0@ _USHR_Ldry Fl.
_Benning, . Ga..$1a80. .

Due soblior at dote of _218N8LOL 4 current pay and
...allewances.. ... ...

mu«?‘lh‘”‘m.muz.lummﬁnhh.mh

his pay to include never T
This scldier lns suthorived & Class D deuction for G [N
Ras been dedvcted from his pay to bnctude ..pever .

His character is — S SRR, /N —— —
Efficiancy rating a3 seldier

JAHES W, PRAG vapt SOIst Inf
" {Gende a0d oreantason)
This seldier raperted Jun_e 6 0. _5_2

*Hers enter any amounts duo soldier and not paid to dato, such as maes
tary sllowaoce lnylieu of quarters and subsistence; if nothing, so stata.
18trike out words not opplicable.

In-
See struc-

section— tion
VI .. 5
viir_ . ___. 8
XIr .. 8
XTI .. 14
) I 6
XY ... 12

For uses of indorsement pages in the

service record.

162



TM 12-255

ADMINISTRATIVE PROCEDURES

rt. 2 “. : .
June'§ “2
“homJohn B 207693

Gt samed [ T (Ciddlo tmivkal)
Private Lol 100th Inf
VGoude) Ovpnninstion)
-#‘b—ﬁwﬁh—d_—n!...m......

.]io Dix‘ Neo Jo outharhy
Retalned i0 sarvine dugs to umbe good me lost (A. W. 1O7).
linest brom duty . duys cubooguunt to mermal dete of eupiration of term of

Setuiund (0 corvine . dags for convenionse of the Governmunt oo acrennt of

- aitowances

2 Death; current pay and

Bee section XV, instructions 16 and 17.

Google
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»
Taicas Noc, rade. snd copunisstion
S WY | JiMES W. PRAG
cecemecto Capht 3018t Infantry. ..
PR aies W, PERXINS T
e Capt 100th Infantry. ...
VWP | wWillism B. Jones
S . lst L. Infantry . ... ..
l
e ]




TM 12-255
ADJUTANT GENERAL’S OFFICE

9. W. D.,, A. G. 0. Form No. 26 (Extract from Service
Record).—See section VII, instruction 6, and section XI, instruction
13 for uses of extract from service record.

EXTRACT FROM SERVICE RECORD
(Seo AR 308-125)
OF
Marks Gerald M 36100987
Boms b 140 Yorth Woodbine §Treet
Alexandria — o """0{'"5{1'1‘?1
Il—-idlu(:::::.:n s. John A. Marke

__Mother 140 North Woudbine Street

(Number and strest or rusal routs; if nome. 5o atate)
Aig%gg_i.g ........... ¥ 1;'505.1.&..9 ............
h—lll--liodhaud Nrs. John A-%kl
_Mother 140 North Woodbfne street
(D:und "l-"hwl-dmlul-ﬂm:
Amandric "Virgf'nia
(City, towa, or pons offica) (Btate or country)
Ago ot eulistment 23 4 lnuhqy 50 00

Aeosptod fur servica . FOL'Y_Moyer, Virginig
Lol Sxa FOrt Meyer, Virginie

-the ...!-.4:1.5.’.1.. Gy BUBNRY ., ».40
Bpedeel ... Pt ... widohn. A _Hayes, Azt Lt
. ~eth cavalry N c%'
h &-Tg arm or abvvice)
oo IRECS (Words aad gares) =
Coumyl yours menths daye for longevity puy,
ot onligtment or loduction. Hesover __._______ yoars® service,

mhlmb&--ﬂ“ anpiration of torm of onlstment to be 3de
ander Asticle of War (hare give inchusive dates of sbaence, rember of

and couse)
gk m. AR _356-1440 fr Jan 10/42 to

Sanbontep by courts martink

Detained pay
Deduction for Qase E atbotmont, $.202 00y meats
Deduction for Class D In % yor muath.

Deduction for Olags N insurance, $. . _.... por month.
PRIOR SERVICE

FUURRUUUY . JHUUNRRr | R JU—y | S
ol regin arm, of servies)
Discharged as § character
{Orade)
By rencen of
frem 1. . ».
(Co., regt., arm, o¢ servive)
Discheoyed i 1 chasncter
(Ganda)
By ressen o
W. D.y A. G. O. Form Ko 25 10—85079-3
Apell 38, 1942
Front

Google

RECORD OF IMMUNIZATION
Tyve of veceination or diphthoris smscaptibliity tést.

g ~tad DATE. RESULY

sallpox 8/15/40 | Immune
Typhoid T I11/6/40 T
Yellow Fever |3/18/4z2| T

11f cartier show peresite for, and kind of spectmen
Blood type ... S ——

.2nd  1nd.

_Hg_6th Ceavelry, Ft Meyor, Ve —
e _Baptemh er 10 42

. Commmndent, Cav Sch Pt. Riley, Han
T et WRS_YT£d_%to your command

myer ivm:t 20d 1af this erganination

Bia wes laot paid to inclede ____AUSUSY 31
‘.. T H, Johnson, Lt. Col F.D.

Do U S ¥ s, e MR JAFY_ 31280

Due cetdier st dito of__STONELOr: Acorued pay and

_allowances.
Thie seldter ({22} 2 Clase K alictmeat rumaing which has buem dedusted bom
s poy to include AES““ 31 ni2
This saldiar hoo anthoribed s Class D & for G . hich
bas beon doductod from blo pay o locude .. ... . _ I N
Thie seblier bas sutharieed & Clase N deduction for Govarnment lnsarance w8ich bas
boon doducted Seom ble puy to fnclude . __.__

e charscter s ____BX0O1 100t wWo,
...,_,,......._.._-_._suthtm rym
1 lmve purssnally verified o

L a i We A, JAMES
—-Capt. camIULM_.

Sarvice recerd with inck minComdt Cav Sohool
w A J.-.eeg_;ut Cav__Sept 10 ni2

~*--"“{ -—r.-u.-t *Btrike out words not applicable.
ore w0072

Back
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10. W. D., A. G. O. Form No. 27 (8tatement 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
(See AR 85-3490)

in, Johm W. 36100798
—a%‘mmww
B T Lo R

Assounts elosed bessse of . desertion.

Dishoaorable dissharge suspsnded, confined at...oee

AnontpﬂuthNo.___L___..m

of the undersigned for... Deoember 1942

Pollowing Htems of indebtedness Dot satisfied by ae
orued pay -ddbnu- i

Exch

[
aradee Port Dix, N.J. $1.50
Post y 2

Pest tailcs.

(Satisn)

Cempany fand. oo
(Otgaaisation and statien)

Clothing

Camp and garrisen oquipage..
st or Pro! 6.56

Amount forfeited to U. 8. Boldiers’ Home by resson of
desection or dish ble disch

re. m‘, Ne Jo Al'th\ll'. We ‘l'd't
(L) .

(Name of disbursing edieer)
ember 1942 or, PeD.
_December 11, __._..(.6;.‘%1.‘.. p_Toebe
1ot Ind.
W.D.,8.0.8, Orrics Cumr o8 Fanancs, ooy
To Tus Assurant Guwzsar.
Above tis in d with the h
clted.
'-Dootﬂ-o-“ug'&" T
165
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ADJUTANT GENERAL’'S OFFICE

11. W. D, A. G. O. Form No. 28 (Soldier’s Individual Pay
Record).—For instructions, see sections VI, XIII, and XIV.

T
?;a;gg
S 5

Google

SSANISNG TVIOIAI0
AINIWLNVLIQ JIYMN

O0€8 ‘IDYLSOd 4O ANINAVE
GIOAY OL ESN TLIVAINE NO4 ALIVNEL

Back
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SOLDIER’S INDIVIDUAL
PAY RECORD

W.D., A. G. O. Form No. 28
March 26, 1942 10—28144-1

¥ront



" TM 12-255

ADMINISTRATIVE PROCEDURES

SOLDIER’S INDIVIDUAL
PAY RECORD

IMPORTANT

No payments to you will be made
without this pay record if you are
separated from your organization.
Retain on your persont at all timss.

No changes or aliorations will be made In
this recerd other thaa as previded in instrec-
teids on page 8.

I this pay record is lost, report et onos
to your or {zation .

If this pay record is found and owner
cannot be located, drop in U. 8. mail—
witheut postage.

m

'.D..A‘o.o.mm.-

Google

Name . Gorald M, Marks
Army soriat No. ... 36100987
Grade Pvt

Years of service .1 month__..
e o B
Insurance premium, monthly. s 3:453 N
Allotments, amount and class_.$.4123 _R.
=y & case__ . 822,00 F
Pay reservation, class A $3.75 U
Techniclan grade None

Additiooal pay for .. Now®
Person to be notified in case of emergency:
Mrs. Jennie A, Marks
—Mother "=
g Narth Woodnine SE, ____

(Osty, tewn, oc post efiien) (Blate ot
sb i'd

) T s el

[}

w-ﬁaumﬁﬂ De

(1)
(2
(3)
(%)
(5
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14. W. D., A. G. 0. Form No. 30 (Notification of Discon-
tinuance of Allotment).

NOTIFICATION OF DISOONTINUANCE OF ALLOTMENT
. oo AR 36-80000

3' Williems Carl G ... 6994230 Pvt Co L, 100th Infantry

[ PEpe Fowt nama) [Py~ Chny weriel msmioer) Crody (Company. reghmost, of orm of sarvie)
The Casa ... K. L l\h{-il-.l'nmllhmibm‘l 20,00 per month

June 1 . 1942 ., _Mrs. Bthel B. Willisms, 786 Oak Street, Chiocago, Illinois

gd (Nass of alltion)
= etared cm pay rolleof . GO_ka_100th Infantry ‘e hareby discsatioued, effective .. JULY_ 31, 1042

“Q (Cocnpany o detachoment)
E:l___ 4 80ldier's request Decs of . ...

Addrem For future reeremes . ...t eeeaacetmseemeatesmeseaeseseeeestecccesiitesmeszeresesssasananasann

S~ w T

!
-man
3-*- some bor o will be comtimnd om poy {Togeo | ' untl acknowledgmment i roceived of this motifcation. & required by AR 35-3520.

Vwee ast puid 0 imnchude ... JUBO.___ 30 1942, o allotment dechcrod o inchude .. JUN0._ 39 1042

T [

)]

———— (fonatss W PBRTE Tartalas Yai-, ¥ore oft-

Inz—b—#
’ n other then denth £ will be affined. ’
H by ] - -hh-h—- o -“-Ihlhiu o resesn gives why he &id net sign.

direct to0 Allotment Di
[
3
»
o

WEERS AP ABLE TO CLASS D OR N 1 'RANCE, ORIGINAL COPY OF THIS FORM [ 4 SNT
BIVISION, B G X. 0TH AND uﬂ‘gnm 'REETS ;’.‘ 'ASSINGTON, B. C, NO m’"%’"w’% l'l'lﬁdﬂ.l
W. D., A. G. O. Form No. 80 ADMINISTRATION, 'AIIINGM. b. C.

ST ruky 1) 100 10-30000-1 ¥ 3. SOvENRMENT reiuTing AVICE

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.

171
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ADMINISTRATIVE PROCEDURES

16. W. D., A. G. O. Form No. 31 (Furlough).
ORIGINAL F u R.I::.Q..UGH

10 WEOX IT MAY CONCERN:

~ - AR 615-275
t given in (Otn-l T o JURLOUGE is berody granted to
Jones Charles L 1u157% ] m____(;o L. Lm_mu
(Last somed (First name) (Midale Inuuu (Army serial pamber) regiment, and arm or service)
10 dapsotrom JUN0 16 19 42 ORGECRPUNGRENERNIWOOTMNLRBGNN. _Jina_25 . 1942
(Fuat day of abssnan) (Last day of taslough)
£ ls sathorined to vinis.._Natertowmn, New York He will roport for duty on or beters.. . JUNE 26 __ 19 42

" (Dey die to recura)

w__Commanding Officer, Company L, 100th Infantry, Fort Dix, New Jersey.
(Orguaisetion snd station. or militery statio Dearvet peias of departure Bom the United Blates)

rae_Fort Dix, New Jersey For the Comman Officer:
o M l5 i k2 _@W //ZZ‘L/ i3]

THOMAS A DUBOIS
Captain, Infantry, ... _. .. cGsscesedtaa. Adjutant..

MEMORANDA FROM COMPANY COMMANDER
Thie soldior was last paid (n full to include..__.. M8Y_31 19_42, « DS R RAGDR MO R IEOBOL

WSGRPEROOOCKXX.  He will be included In the ration of his don to inolude . JUNS 15 10_42
Previous tarlenghs ia 1 :_From_Jan_ 2/42 %o Jan 10/42 = 10 days.
toitiar'sage .23 ___ yoars:hotght ... 5. foet. 9. ibaild . Medium _ ;eyes . Blue  ber_Brown....
Pair (4 %9“—4 addrons on aslongh . 02 Noxkh_Water St 2
Yatertown, Mo Y.  He has boen informed that the Governmeat will net pay bospital of medioal sxpenses lnourred

1983.)

¥/ 8 soldier while on furlough. (Act of Cong of Marg)

W Vol o

AMES M. PERKINS ‘wnsiusei

Captain (omm_mtanu-rom Pars.0.......
TS SPACE WILL 0K USED FOR REFTRENCE TO MICHER AUTEORITY, WEEN NECEZISARY, AND FOR TRE ACTION OF SUCH AUTHORITY TRIEION
(Whea se referred the sbove will aot be uatll approvel below is returned)
"m"llon':i,'ﬁ-“. “Btries ovt words sot applioabla, —
Front

See section— Instruction
O . . IX .. 5
() e IX_ .. 3
@) e | 5. G 4
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CERTIFICATE AS TO DATE OF ARRIVAL WITHIN CONTINENTAL LIMITS OF U. 8
AND SUBSISTENCE FURNISHED EN ROUTE.

o

of he ORI, or
‘vasml, upon which a soldiar is en routs to the United States for furlough, will certify below a8 te date of arrival within the continental ltmits
of the United States, azd as to enbsistence furnished en routs.

1 certify that subsistence was furnished the soldier named in this it of furlough from
W 0 e, )9, both dates inclusive, on
(Dats of yrivelin U. 8.)
‘which arrived at
OB e ceceseceeaeny 10
T (Signatare.)
{Grado and other dfialal designation. )

CERTIFICATE AS TO DATE OF ARRIVAL AT AND DEPARTURE FROM MILITARY
STATIONS, EN ROUTE FROM FURLOUGH.

‘In returning from forlough to s station beyand the continents] Umits of the United near.
dut (be point of departmre from the Uanlted Btates. The date uhhuﬂnhtmddmmmmm ‘will be potod below, witha
or of rations is from furiough, notation
'will be made balow.
1 certify that the soldier named herein reported for duty st this station on 1.
®was subsisted from W o
tion of rations *transp jom to Ho left thia station pumsuant to. ———
on ) [ J—
(Fignetare.)
Btation
(Grade, eto)

CERTIFICATE OF SOLDIER'S IMMEDIATE COMMANDING OFFICER
AS TO HIS RETURN FROM FURLOUGH.

Commutation of retions will be pesd the saldier for the tactusive dates of the and of
om0t entitiod to draw ratioms for him within such inclusive dates.
This soldier reported for duty *ss nquxnd by this lurlmngh certificate, on .. M__.__.., 1942,
sad will beincluded in the ration ing with the day f ing the end of the period

for which he has received rations in kind or commuuum therclas.

[ funed 2 e

4 JaMES M. “‘PERK NS
(Grada, ete)
Station Fort Dix, No J,
=N
@ Rrike oot wards not spplicabla.
Back

(4) See section IX, instruction 12.
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TM 12-255

18. W.D., A. G. O. Form No. 36 (Individual Clothing Slip).—

See section XXIV, instructions 5 to 7 for preparation and use. See
section XX1V, instruction 16 for disposition.
INDIVIDUAL CLOTHING SLIP
Stip No, Req. No
Voucher No..
lawce the James H. Stone, 36559781, Private, Company L, 100th Infantry
ﬁW(M (Name, @ade, Army serial Sumber, sad orgamimstion of eolisted man)
in C. Woodring, Capt/, 100th Inf. Commanding_Company L, 100th Infantry
al—--a-u.dn-”ﬂ...-) (Organization of requisitioning officer)
s sars o QUANTITIES -
Sord| eanet aman J [ res | | P Tk Regd | tomed Armass 5 | taci [t | i faad
OUTER CLOTHING
Brooches, cotten, khaki, 82 eu. | 58 Hat, sarvics, o d. n
Breaches, weul, dlestique -] \
FOOTGEAR
1 |1 |Cost weelsorge 5] 36814 381 Boots, leather n
15 115
2 | 2 |Shirt, cotton. khaki. 02ee 5523 {} Shoes, garriscn n
5 |15
2 12 |Sin wontedod »[33 |33 2|2 |Soe sevie n|9-0| 90
T Leggings, canvas, dismoumted/
| Overcont. weel 5 d n
32 (32 ’
2 | 2 |Trousns cotten. khaki, 82¢x. | 55|35 | 35
32 32 2|2 WORKING CLOTHING xlx
1 11 [rrowen woel destig {3535 | 35 Jumper, denien 55
232
k R nl___. 2| 2 | Troussrs, denin 55135 35
Suit, working, cne-plece 55
UNDERWEAR
6 | 6 |Drawens, cotton s5{32 | 32 1|1 |Hat, desion n|7% |7
6 | 6 |Usdeshirte, cotren 5538 | 38
MISCELLANEOUS
Drawers, weel 55 Belt, Joather n
Undueshirts, woel 55 11 B web weint n|36 |34
b | b [Seckscotm nBi1l |11 Cloves, Jeather, heavy n
A [Secks wedl ey |11 (22 \\ Gloves, riding, lnedfunlined | 73
\\ \C.bvn.nul.o.d. B
FEADGEAR
2 | 2 |G iggarrison,c.kin|7h |} 6 | 6 |Headkerchids 7 o |-
K Cap, sarvice B 2 | 2 |Nectis 7w |
\\ Cap, winter Strap, chin, cap/hat n
AT~ Original —
Front
177
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ADJUTANT GENERAL'S OFFICE

esumnes ] - QuANTITIES ==y
S | bt 1 L Rl feman NI B
INSIGNIA. Exe.
Braid, forest green. yard z Aproa. bakers and cooks, whits] 55
Cord, het n Coats, bakers and cosks, white | 55
1|1 lcwgarrison,k.c. |77k 17k Cot. mac 55
1 |1 lcomrus ] . Tropes bekers aad cooa | -
111 Coller, arm or service N| e fom Brassards n
Slecve:
K C. A. C. nting, cotton/woal | 71 Boota, rubber, hip/knee n
\ ExclenceinC.A.C.
catten/woel Laces, shoe/bost n
Chevrons to denots grade.
catsen/wool n Laces, legging n
T Chevioms, wound or war | N Overshoes. sretic n
Shoulder n Cap, bakers and cooks, white |73
\ Stripes. service, cotton/wool |71 Bag, barrack I
\ Foutragere n Cap, mechanic’s
\ |Ribbon, service, with ber n Suit, mechanic’s
, bronze n
" & | b [Towels huck. cotton V|ew| e
1 {1 [Toletot D|ee| «=
\ ICoggles b1l
\\ [Laces, breeches 55

Dute_SOptember 17 oh2 wu&%%m
L] L4 I » .

1 acknowledge that | have received the asticles enumerated in column “Quantities issued.” Total value

e Mi‘-

3'-01..
L&, s

Back
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20. W. D., A. G. O. Form No. 40 (Certificate of Disability for

Discharge).
W ::iu;m Suard. REPORT OF BOARD OF MEDICAL OFFICERS
sk RyauxsnOegex

CERTIFI TE DISABILITY FOR DISCHAR piremb ot e (o w1 . B 1o W B D
CA 0"‘ @ critical examisation of the ssidier (see sec 3 . .
AR 600-300 and Sec. II, AR 613-30) E &Lﬁ.‘mlﬁlﬂ l;.‘:‘l::ﬂ‘:::f:::::.b .1041), «
°r ERLdLdynitis, ohronic. righte..causs..

Jackson, Harry  B. 23004378  Manifeated.
3 rhr;& - Co.C 100th Inrantry. rge. TRy ma of _globus
Inducted gl 37 G o sorvie , right testis, and smaller nod-

...Apr 14 .41  Dayton, Ohio
by J C. Byers, 2d Lt Infantry

ulnr mass at side of globular major,

4w ot entistmant 22 yre. and 4. mon.; sovapation. Palpable firm cord communication from

Price secvice (etal) | 0 - yre. and gknshndh:hn“ ........

Recsmmended hur discharge oa acoount ol gzididxmtll

.ohronic, right, cause and nature
Bate neture of dismbility)

undetermined,

Bocams wat ke duty trom peooont disense or Lajury (dase) SOPt 5/42
Dissase coniracted or injury received (date asd place) LB 1935

Existed prior to induction.

equired of. a.soldier becausa_.

mmmu‘.-w.mmucwmm I aboent trom of paln in right testis. Purther hos-

P_g_t"i_g_gg__t_ienieu any venereal dlloue.
Infected mass has been present in right

tc ri_a for 2 months, Claims some pein
n right testis on héavy lifting. Claims

boon attained,

w D.'ﬁ&mm No. 40 w—1019m ¢ @
(¢]
See section XII, instruction 1, for See section XII, instruction 4, for
preparation. preparation.
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Tt e oqmliying disabitty o SO 1 urred ta active survion.

Thth tjury or dinsase yrdby cxin peior to AN

Tha ke infury o dioonme o MBX. aorraveted by active servied.
LIPS NI P Vpp—"—y
Mhhﬂw&hhaddw.

Tt the medical effone who IR0 (he sidise IO piamaia.

V1 TXRXIPORE RBOOMNEND THAT TN SOLDITR BE DICRARGED
Te dombitny JAK itne of duty and . 20PK, 10 his own misconduet.
Leagth of time case hao Dosn wnder obarrvation of one or more members of
o tuard 2

mwﬁqu—m.
——— ﬁ&%m»‘g&%m

*Btrfke cut words not pnlioable.

Dlnmed

1st Indorsement 42
-ftation Hospital Ft. Dix, N.J. Sept. 13/

oser.100th Infantry.

To the O

(Codt or station)
24 Indorsement
tatounee JOOtH_Infantry, Sept 1 , 42
Toike Commanding General . 200th Inf DiV emse
.Approved.
" e —
TS
-‘—‘capt"m "IN antry
Adjutant. ... U
_

cvevereeree Indorsement

o

8ection XII, instruction 4, for prep-
aration of first third of page 3.

TM 12-255
PROCEDURES

..3.‘.1... Indorsement
200th Inf Div_Sept 16

o the Commanding Officer
100th Infantry, Pt. Dix, N.J.

(Arm of service)

42

T30 cisciargoel EYEs HALTY B Jackson
13004378 Ft. Dix, N.J, directed
»_spproved and transfer to Sta Comp

weator M8Jor Generel WILSON ...
e L Sl tlrre—
ORGECH. MENDERSON A8t adpean. G0N

-e.e--- Indorsement

Ath Indorsement

Ft. Pix, N.J. Sept 17 ..4%
5 encrs):
e st . Fte Dix, N.J.
i 17th ang ot SEPYEMbET 42 -

mmwm-mmumawuum
o 12 Elm St., Dayton,

Ohio

mepis. Hedesiresto b
;_, Montgomery

the comn<?$

Pers. 0.

9. 5. ovERNEINT PRINTING OFFICE

See section XII, instruction 5, for
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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ADMINISTRATIVE PROCEDURES

22. W. D., A. G. O. Form No. 4 (Report of Desertion).—
See section XI, instructions 8, 9, and 10, for preparation and dis-
position. Page 2 has not been reproduced as it requires but one self-
explanatory entry. Page 4 is blank.

Lartin, John Ve 36100798
(Last aamms) (First aame)  (MOddle Initiad) (Mﬂ““}

?ri‘.:_a‘t:,e, c__p_gzu L, 100th Infantry

Campeny, regiment, and arm or servies)

aad in on this _ 1Tth _ gy o September 39 U2
dropped as a deserter.
Witaesses as to charge of desertion:

tax L. Lane, 6453290, 1st Sgt Co L, 100th

Infantry, Fort Dix, Jer.
Pml L, Jones, 6836857, szt Co L 100th
___lnfan.m_fort_m_._n ew Jersey. . _

The soldier is also charged with additional offenses as
follows (give a summazy only; if none, 80 state):

larceny of one US Revolver, Cal. 45, /1903
value J15.85; number L5570957; issued for

performance of guard duty,

Witnesses as to sdditional offenses:

kax L. Lane, 6453290, 1st Sgt Co L, 100th
Infantry, Fort Dix, New Jersey.
7ill B, Kane, 6789032, Sgt. Co L,.100th _
—Infantry, Fort DiX, Hew Jersey. . .
Vi
HasZon C Dbordiing
EARTIN C. WOODHING,

(Sigusture with grade and organisation)
Captain, 100th Iniantry,

Commanding .|

Place Fort Dix, New Jersey.
W.D.y A. G. O, Forms No. 44
Jenmary 18, 3987

Google
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* EXTRACT COPY OF MORNING REFOXT OF—

Company L, 130th Infantry
(Companay, tsoep, battery, ot or olher ‘_p

Septenber, 1942

11 Pvt Xartin duty to AWOL 0600 L7
JKP

17 Pvt Kartin AWOL to desertion KCW
JKP

Co L, 100th Int, Ft Dix, N.J. Sept 11,_21;2
(0:‘-‘-

1L mm,c.modmn.._mmmm

{Mame, grade, and arm or

M.n_._
that I am the commanding officer of : <

1"1' . and offielal custodian of the morning report
nldeomnnnd,ndmtﬂnlorqdn‘hatruandm-
inely or initials
ﬂ.m-) e e moraing romrt ot ol s
mand submitted at _Fort Dix, New Jersey
(Btation)
for the dates indicated in said copy which relates to

John W. Kartin, 36100798, Private,
(Pull name, Army serial aumber, grade, and orpinisation of perssn

.gqspgag.y_#mmmmmm
**.%m" ([ G 11

Captain, 100th Infantry.

(Grade and arm or servies)

*In the Extrast Cepy of Moraing Report is offered (n evidemeo
hhorrm‘mn-thmn-ml“&m
(D))
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ADJUTANT GENERAL'S OFFICE

23. W.D., A. G. O. Form No. 46 (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

(Ses AR 615-300)

mmnmhlwhn%d““w
DOEX from the Army of the United S and his retum
to military e.&nuol is desired. If u.pp

either deliver him to the nearest

station or hold him and lnfom tlm neanat

elxir‘x& or mﬂonf:l;n:x he is t:\ ly:gt custody. oo

lonthpelmemddeofthhform. ’

Martin, John Ve 36100798

(Last name) (First name)  (Middie inftial) (Army serisl nussbes)

Private, Compary L, 100th Infantry
(Grade) regiment, and arm or service)

Accepted for at MH?!Q;..E?HM

Etwaac_Inducted  Jamary 15 k2.

Dese: ]. September 11 1lh2
at Fort Dix, New Jorsey
Bornin.._Baltimore, Maryland

(Town or eity) {Btate or ccuntry)
Ase 22 years; th man

yes BLOWR__. pair _B_I_l_a_g:_l_c__ complexion _ Ruddy

Balxht —-. 5 feet .. _.ll
Resid 1621 Pratt st., Bnltimore, ud.
by eoidier)

(Name and degres of relationship)
1621 Pratt St., Raltimore, Maryland

(Address)

Name and address of person to be notified in case of
mmncyupvenbynldur

(Nlm and degres of r-lnﬂmdl!p. Il fﬂ-nl. Y d-h)
1621 Pratt st., 3altimore, Yaryland

Rﬂm—l’rommt sudn and mnrlnt also any
peculia in appearance, clothing worn at desertion,
¢r any other information which may aid in apprehension.

Fo: ix, New Jersey

(Station)
.S.eetembe_x.‘_ Yy 1942,

W. 0., A.G.o Mlh.ll
Bept. 18, 1M1

*Strike cut words not applicable. W—0et-1
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| % W.D., A. G. O. Form No. 46 (Report of Apprehension or
Burrender of a Deserter).—See section X1, instruction 25, for prep-
mtion and disposition.

Do be Sorwarded i tziplientt.
REPORT OF APPREHENSION OR
OF A DESERTER
(e AR S15-208)
Martin, John e 36100798
last nama) (First name) (Middie iniiinl) (AZIy serial Sumber)

_Private, CGIIM L, 100th Infantry
(Grade) end arm er sarvise)

Septenbog 11, 1942

(Date of desartion)

——

ot _Fort Dix, New Jersey

on Dece 17° m_ll.z..ndmntundbﬂh
occatrol at _Fort Dix, New Jersey
e _December 27 10 L2

W&mﬁw“”

LW&W.

Wlensics, whh Pedresd Colijwiont,
Place . Fort Dix, llew Jersey

st Ind.
WAR DEPARTMENT, A. G. 0, - 10

To
record, Individunlclotun‘ cortified
md%dmw

gathered ad
desertion are furnished herewith.

.. inclosures. Adjutant Generel,

:iﬂh(z'undeuvhdolm 'AWOL ealy.
zdcnr Lo dnty for h;::}“ﬁm
e oy FTaicn  agimees oo damriion 2ot
“Birike out words Det applicable. Adjuiont.
.., A, G. O. No.
v.D., I.W “ o”e Wty

Google
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26. W. D., A. G. O. Form No. 52 (Report of Death).—See 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.

7o be formarded in duplisste

No. The total monthly rate of pay of the decessed, exclusive of
REPORT OF DEATH g0 sieios and quarters af dato of deatt,
6797796 Dato of current enlivtment . AUZUSt 7, 1940
Williams, James B. Comnleted O 1 11 service
Tt w0l mamow) (Ml ToIaD — CAoasy sveial mamabed e — :::.“ “d:::‘ days for
_Private, Company L, 100th Infantry sm’w
(Gade) (Orpuaicetion or acm o fervic) Qualifioations for which soldier melvewmm pay. (I
died . _September 17 19 42 for qualification {n arms, cite order) .. AR
ot Fort Dix, New Jersey
Nature of diseass or Gunshot wounds in

abdomen and chew{

cause of death . Acoidental ducha.rge ol fo %ﬁ ‘ Y/
Riot Gun while on Guard Duty. .

JAMES M, PERKINS; °
"~ (hignatare)

p.en:'_‘:upmuuudmm&mmmum .
decoasod’s own % %MW Captain, 100th Infantry,
e > 4 P Sﬂnﬂl w‘ .
" _SETH B, PARSONS, orGiisl G Tcer
(Signature of medical otoar)
Captain, Medical Corps,

Puee_rort Dix, New Jersey

Date . Sgptember 17, 1942

Date September 18, . ”42

*The report of the surgeon is approved.

20 Shaeeane.

Date and place of burial.  (If not Interred at station, state
disposition made or to be made of remains) REM2INS to
be_shipped to nearest relative Mrs. John
*’i Williams, 109 W. Roe St, Milwaukee,

SooIS I ™ T rternment to be at Riverside

Lel - ilyaukese, Wiscgnsln., -

‘ . é « ATWATER, “—

Colonel, 100th Infantry,

—_— Commanding. Original to file
*Btrike out i inapplicabla, Copy to Finance Officer
W.D., AG.O. Form No. 52 4. £. GOVERRMEAT PRINTING OPPICE -
July 1, 1933 —ans
Front Back
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2(_3. W. D., A. G. O. Form No. 54 (Inventory of Effects).—See
section XV, instructions 31, 32, and 33, for preparation and disposition.
Class I and class II effects distinguished by directions on the form.

INVENTORY OF EFFECTS
Clos AR 000-500) )
Williams, James B, 6797796
Qax Dame) (Fizet name) (Middle Inittel) (Army serlal numbaer)
Mo ._IirTizn_t.-a_ﬁﬂm_z_h_loﬂt_h_. Infentry

© (Organisation er,arm or servioe)

who diod on the L7t _asy ot _SEPY _ 1o42
! CLASS I—S8aber, insignia, deco medal
paign badges, watches, mnrl:ncrl nndhm
: articles valuable chiefly as keepsakes.
t
} 1 Medal, Expert Rifleman
1. | Watch, wrist, Bulova |

1 Diary, leatherbound

|
B
I_
|
|

-roh.mmmuundmwnuamm

CLASS II—Other effecte

ARTICLES

. Suit, civilian, serge

1
1 Shoes, civilian, black, pair
1

_Package assorted articles:
Buttons, Cigar Lighter, Needles
R _Thread, Books, Pictures, Tie

""Clasp, Collar Holder.

W.D., A.G.O, Form No. 54
July 1, 1033

Front

-a1

187

Google

COLA8S8 IXI—Continued

amTicLES

8pecie.. $oomeeee——

Money
Notes... $......_..

pa—

I cerTry that the foregoing inventory comprises all
the effects of the deceased whose namoe appears on the
first page hereof, and that *the effects were delivered
o Mrs, John A, ®illiams (mother) 109

[T

(Give name and degres of

¥, Roe St,, lilwauke ee, Wisconein.

‘or bensficiary pamed by the deceassd, 80 state)

JMajor, 100th Infant
Summary Court

Fort Dix, New Jersey
(Btation)
September 19

(Dote)
——
*Stzize out words not spplicable,

1942

Back
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ADMINISTRATIVE PROCEDURES
29. W. D, A. G. O. Form No. 66-1 (Officer’s and Warrant

Officer’s Qualification Card).—See section II, instruction 17.

juoly
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u
H $30VNONYI ©-(H)
i v s P 277 b V0 L '3,/ 2
wom rvavw | wwmitagwiawsy | wvas awow | 100438 44vis Ivusmds ony oavenod 284005 100HDS iV
g S100HDS 3DIANIS WVHINID @ -UI) SIO0HO8, 3J1AB3S 1vID3ds © (W)
. % - -
§ 1o o
4t ¢
M -~ -
o mmv ‘&
H Y
g »
. e
i
He 7Ry | 3 yi00] 777 FP=7g] | o o
._ 300 | 7 | v AW | FY Frol 700 [7Pey T | [+ «
baoed oL wous - oL noud
srviana 53 =1va OIS 3% | ALna 40 3ds1 [saviuin = nu»_<n oLV vER e nn | 4100 40 3dAL g “« .
(NOILVUNG JWON MO SHANON § 4O ALNG IV4IDNINd ATNO) IDIANES 40 AHOO3NE @ - (1) g4z *
| T AL 3AVYO NI NVY 40 31Va mw.. "
XM e v ouomon w0 mcsy w4 |
mm TNoT00 N0 1Y worvm 1a01 | Veng | SANAe VN | riase saveutm o o
SNOLLOWOWM ONV SINIRINIOMV~ZAVED O + (1) : Tt
" on v [AV00 000 al e - ) ¥
r il Uvd “Alion. A10Q "_Es. “ol..-»n-‘ ..o.--l -J.u.c. \U\ R‘t.Qb .QQ IM- z \ u...uu_.w.zumn Hae «
HINONTSe  SUvEL 7. NOLVIOT B aint MouRGIEe Aih0 S4AL Vinviigs sminon| SEVIA [oRCI F
B0 2O1AudS ()« p— L »
SN e WA IVowaRd TIKHE — -— = T 1 3oiuzsuvm %- -
— - (1 #E GIRGV 90 1VAw0o3 | WOIAWA® ¥O Wuv | SNINOR| SuVEA @-()]H
_ ] HAYWS 40 BiVO ANSIIM ANO 1IN ARINOIRES | 331A833 BO NUY| WIORNN TVINRe Lhied et ] BNVYN ABYI4 q,ll ASYY VN L4 -
Q
A -U) 0 I () ok ) o <{¢) §4(57 ) wjfe »°
suna PRI B4 Y E B Ses fores mv s wes[oww div aay S3[ ¢ w O 9 4 8
o ) 1 ] L4 (3 - [l . - ) " L 1) “" ” . ” o ®n o .l -I -. .I e dOF 98 4L GF J Ok 08 E EEQEL VR 6E 00 4E WM &0

191

Google

494850°—42——13



L Original from
D d b
e GUOSIE UNIVERSITY OF CALIFORNIA



L Original from
D d b
e GDDSIE UNIVERSITY OF CALIFORNIA



L Original from
D d b
e GUOSIE UNIVERSITY OF CALIFORNIA



TM 12-255
ADMINISTRATIVE PROCEDURES

31. W.D., A. G. O. Form No. 77 (Officer’s Pay Data Card).—
his form will be prepared by the disbursing officer and the company
lerk will not be concerned with it except to make changes as they may
ceur.

OFFICER’S PAY DATA CARD RECORD OF PARTIAL PAYMENTS
(Oeads and 2 or sorvice) Puwied | Dibumsing ofticer | Voucher Amouss
Ovr_O__youns’ sorvies 209 pay peried ... years comploted Ne.
Qct 18 bl .
Meschly bse pe sod gty +..266.07
Aditional puy for
Restal ok 75.(!)

waﬂ‘ﬁ.“ iX 5 —

Depeadents (state sasmes end addressss):

_Mary Jane Day (Wife)

~234 W, Main St., Mechanitsburg, Pa.._
Ewidence of dependency (mother) fled with veucher No. ______._____
[} S

A

&
1) Alstrasts, coas E, $_150.00.

3.
e D, & CauNg 7.0
Pay ressrvations, chas A, §. 18,75
Other deductions, § P
in sbove dete vith 2
~Tess *F Sifctasnt $150-00 discon- _
_‘tinued as of Aug 3)/42
Changas sfieting pog wil be eotured huse and eintulend wp o dute. l‘--'liﬂ‘%%hl’::-'i:tﬁ ond ‘3;‘,_“‘ tnotds
B SN e - TR
Front Back

(1) See section XIV, instruction 4, for entry made of allotment.
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32. W. D.,, A. G. O. Form No. 110 (Report of Individu
Classification in Arms).—See section XX.

REPORT OF INDIVIDUAL CLASSIFICATION IN ARMS

(See AR 345-1000)
Training year, 19482 - 19.1.‘2--
THE RIFLE, M1 — i SUPPLELENTARY Practice
(Weapon) (Regular or supplomentary)
) COMPANY L, 100TH INFANTiY
-------------- (Urganization or detachment)
Fort Dix, New Jersey September 23 1942
\ (Beation) (Dats of complation of course) (A
@"
¥
SUMMARY
NouMBER OF—
QUALIFIED AS Officers Warrant officers Enlisted men
(o} (o} [o}
A B |qota| A B | qota | A B | Tota
BAPEAT 1 2 2 xxx | ¥xx | xox | 14 5 19
OHARPSHCUTSi h 1 2 0N | XX ; X | 41 3 Ly
.......... (RS Erreeriny it Iubub .
LARASEA 1 1 2 XXX | XK i xxx | 63 3 65
! prorens 1
Unqualified who completed course.......... Ixx x1 Y xxx|xxx[ 00K JXXX|EXX).... R xXxXx
2 péeg 12
Total pumber completing course......... X X X {....%.... xxx|[xxx{. o] xxx|xxx [T XXX
Total ber qualified X Xx|xxx 6 XXX|XxXx m X XX|X XX 12.0._..
Total number on rolls (not attached)............ 6 ........... xxx .. 129
g?xevuimlf “W&a
cgf'mqum. »
‘W.D.,A.QG.O. Form No. 110
April 10, 1052 30202361 ¥. 5. COVERNNENT PRINTING GPTIOE

Google

196



TM 12-255

Google

ADMINISTRATIVE PROCEDURES
No. Naxz Seaiat No. Grava Q"“‘"”_'" QUPLAI:I.H Scone
1. odring, Martin C, 0-2685743 [apt [Expert 9/23/42 222
1. |[Grey, Owen F. 0-61432  Pnd Lt Pharpshooter| 9,/23/42 19
1. |crone, Charles B, 0-364271  [lst Lt Marksman 9/23/42 157
1. (Baker, Martin H, 30554681 9/23/42- | 227
2. (Henry, Giles T. 7116990 2t 9/23/42- | 23
3. |Benning, Benjamin B. 7999946 1 9/23/42- | 23
4. [Drydan, John G. 7868584 1 9/23/42 203
6. |Gaines, Charles L. 6554378 st 9/23/42 198
1. |Foote, Max 7886632 Pvt 9/23/42 193
2. |Gilfoyle, Martin 7719945 Prs 9/23/42 189
S. |Harrison, Thomas H, 7998664 Prc 9/23/42 186
1. |Garrison, Daniel T, 7554663 Pvt 9/23/42 167
2. |Ashcroft, John R. 30534455 [pvt 9/23/42 158
3. |Attley, Billy B. 30458119 vt 9/23/42 155
1. [Sims, Archie A, 30357749  [pvt inqualified | 9/23/42 pYAY
197
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REMARKS
FAILED TO COMPLETE COUKSEf
1. Wilson, James B. 6254936 sgt. AWOL Sept 20/142
D NOT T $
ottt o R ok

2. Jones,. Arthur B.

'Icnﬂnthstthefomgomgmneorreotmn-

9 m the reports Wﬂm

JAMES k. FERKINS,

Icnmrrt_.hn.f.lhavepemmllymparvmed the
practice {or conducted the examination) of this

d tha report is t:
IR
JOHN A. HAMMOND,

(Mgnetuze of personael officsr) ¥~ (Signeture of supervishag officer (president of board))
-Captain, 100th Infantry, Major, 100th Infantry,
(Grade and organisation) (Grade sad erganisation)
Fort Dix, New Jersey Fort Dix, New Jersey
Beation) (Brntion)
Soptember 25 1042 September 25 10,42
(Dwtn) ’ Duies » 1052
198
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33. W.D., A. G. O. Form No. 116 (Charge Sheet).—See section
XVIII, instruction 2, for preparation.

(WRITE NOTHING ADOVE THIS LINEK)

CHARGE SHEET

Fort Dix, New Jereey July 3 c19li2.
- (Ploca)- ° {(Dste)
Name, etc., of d ... Brown, Joseph J., 32347656 _ Private, Company L, 100th

{Give lest name, Sest Darme, sad middle aitial ia thet order follewed by secial nmber, grade, sompany, regiment, branch o by

Infantry, Fort Dix, N. J.
other apprepriate deseription of acsused. Ales Bames, ote., to follew in same manner)

Age 27 years Puy&: 50"_00 ) g month. Allotments to dependeats, $ 22,00 per month.
Pay plus poy wecvion)

Government Insurance deduction, $..3245 ... per month.

Data as to service: _No prior service., - Inducted arch 3, 1942 in Army of United States
(As %0 cash give dstes of service and ergsnizstion in which serving et terminaticn.  As to cursnt

for duration of war plus six months.
enliistment, gtve the initial dete and the term thereol. Glve sizuiler data a8 to servios not ander an enllstment)

Data as to wit , otc.:

(om—n-.-;a--.-nﬂmﬂlum-d. List documentary evideacs and ote Where sach item thereof may be found)
—---Against the accused: .. ... .. :
First Serpeant Imil Projack, Co. L, 100th Infantry, Fort Dix, K, J.

Corporal Thomas H. Harrison, Co. L, 100th Infantry, Fort Dix, N, J.

Documerts:

PR R

(Give date, place, and initial date of any restraint of sccused)
100th Infantry Area.

WeDey A.G.O, Mo. 118
April 2, 19

[¢)]
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Cmarge : Violation of the......6818t . . Article of War. -

Bpecificati
In that Private Joseph J. Brown, Company L, 100th Infantry, did,

without proper leave, absont himself from his post and duties at
Company L, 100th Infantry, Fort Dix, N, J., from about 0545,

July 1, 1942, to about 1800, July 2, 1942,

(Additional sheets, if y, for charges and specifications will be attached here. Ordinary 8 by 1234 inch paper will be
used for additional sheets.)
2 s—7o0ms

WRITE NOTHING BELOW THIS LINE

..i;ﬂ gle
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(WRITE NOTHING ABOVE THIS LINE)

(Signature of ) Wm gw’v“%"";" 4

MARTIN C. WOODRING ({

AFFIDAVIT
Before me, the undersigned, authorized by law to administer caths in cases of this character, personally

sppeared the above-named er this 3d day of July 1942, and
made oath that he is a person subject to military law and that he personally signed the foregoing chargex
and specifications, and further that he* has personal knowledge of the iatters set forth in specificationg

and charge 5 0EbENEOORI IO IR

by and charge

DUCKIPETIOEIN e and that the same
muuemfact,tothebestofhnknowledgemdbehef

f&gnxtm C\w JOFN. A, HAMMOND ..

- (Grade sad organization) g jor, 100th Inf.
..Summary Court
(Official character, a8 summary court, botary public, sto.)

Norzs.—At (*) strike out words not applicable.

It the accuser has personal knowledge of the facts stated in one or more specifications or parts thereof, and his
knowledge as to other apecifications or parts thereof is derived from inveetigation of the facts, the form of the
oath will be varied aocordingly. In no case will be be permitted to statp alternatively, as to any particular
charge or specification, that he either has personal knowledge or has investigated.

If the oath is administered by a civil oficer having a seal, his official seal should be affixed.

ler IND.

Headquarters ____100th Infantry Port Dix, N.J. ,.July 3 , 1042
(Place) (Date)

Referred for trial to ___Major John A, Hammond, 100th Infantry
(Grade, same, sud ofpanization of summary court, or trial Judgs sdvooste)

Sumary rt-martial appointed b h..1. . Spec No.._%
o S < cou ial appoin y paragrap) , Special Orders No
Headquarters . 100th Infantry Jue § 1942
_order _______. of _Colonel ATWATER

(Command or (Grade nsme of com office)

THOMAS A. DUBOIS
Captain, 100th Infantry

201
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I have served a copy hereof on (each of) the sbove-named acoused, this day
of ., 19
(Signature) ) Trial Judge Adwocats.
(Orade sad organisstion)

GPACE POR USE WHERER TRIAL IS XY SUMMARY OOURT)

CASE No. Al

BPECIFIOATIONS AND CHAROERS PLEAS FINDINGS SENTENOCE OR AOQUITTAL AND REMARKS
All Sp. and Che eseeseees | Guilty Guilty To forfeit one dollar and
eighty-seven cents ($1.87)
of his pay.

In the foregoing ocase of Printe _Brown the sentence is approved and will be
duly executed. —TT

Entered on service record in

Google
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84. 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.

<

4

v > .
(1) M“————L"—--—#'w g (&)
(2) B e o— M| i

(3) —Co L 100th Inf :
Pt Dix BJ A F (6)

EPOR P08 TE TRIT-POVE HURD GNORS AT 1108 F.0. AN ~ —y E

12 September 2 - &/.l — i

—— e e e == ( c-"t'xgoe’?‘z&'srm o _fof

“sraenanee - e eyt - -

Individual Report of Change

(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. Examples are shown below: '
Seec VII, inst 4, “Cpl Smith to DS Ft Ord Calif”’
Sec VII, inst 10, “Pvt Doe Atechd 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”
Sec I, inst 7, “Maj Hammond to ord lv 15 days Address while on lv 130 Elm St
Peoria I11”’
Sec I, inst 7, “Maj Hammond rejd fr 1v”
See X VI, inst 16, “Pvt Doe to conf in hands of civil 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 1lcl No change in duty”
See VI, inst 12, “Pvt 1¢l Doe aptd Cpl Change in duty 745 to 653"
Sec X1, inst 2, *“Pvt Smith to desertion”
See X1, inst 24,Pvt Smith fr des to conf at Ft Douglas Utah 19Jan42 Date of
enl 20Nov4l Comp RA Race W”
Sec XV, inst 15, “Pvt Jones died 15Feb42”
Sec X, inst 2, “Pvt Smith to AWOL 0600”

203
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) ) '

REPORT OF CHANGE (ron movicus on wan) ';
vmm.‘n'nu'a'l:-mtf"". | .)
) 4Dw‘!| Fﬂlmﬂl ' II csoul0 o
" W e e wena | [T~ SUTY OR OTWER BTATUS AT TW.K CHANGE |
e Dmu bk ahadin \ 2
2) S 3. — i
(5) Co L 100th Infantry ¥
- 3 ¥
©) —He 1908, Tafenkry .
‘ ‘i (3)
Fort Dix ¥J . >
| RLFONT FOR TRE TWENTY-FOUR NOURS (HONG AT 1108 P.8, " )3 P ‘ E
sar 19 wuw Soptember w2 | 31777 2
7 Vc. IAGoth 1ot Pers off ; )
nreorl o rion oy | e v Pasent vt onane ‘T’,‘: —p'—_w:— . g
[EEEENNE] l!llf:‘l-ﬂll:.;l .::‘.:: ..I L"'-*.L.¢. ..ll.. .. # ﬁll.l'lfﬂn:: nne

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 describe the change.
(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 Ltr AG 370 5(9-3-42) MSC-C-M
dated 15 September 42 prob date of arrival 20 September 42 86—0
1468-EM”
(¢) See section XXII, instruction 114
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 headquarters only.

36. W. D., A. G. O. Form No. 304-A (Locator Card).—See
section VII, instruction 9, for keeping this form up-to-date.

| oowes FRANGIN D | 3076523 | 23 |1,
[T} DNiAY_NOuB(R
55 55
SRCAMIATION [0 ARY
4, LOCATOR CARD 0 REMARKS
¢ Cpl Jones to DS at Ft Hoyle Md Sept 10/42
1 1
pp 2
.3 3
Ha ‘
X|
Y s 5
°EO. [}
] 7
Fim wouser NAME [ W i STATo8 n ORGANIZATION
HHEHHEHHH .,.’.."33322?;333,’.3’.’”'””””".“.’.’.’ZEB,’.H;’.,’“’.“..L.,..........',.:m“....

3122 0 - 3512 37wl @ @1l
WAR DEPARTMENT - ADJUTANT GENERAL'S DEPARTMENT ACCRIED FOR BT GRICR PATENT U282
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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.

| RO Or TR

AT —SPECIAL*—JIRAXE ROSTER
r . (oo AR 345-000

100th Infantry ) Fort Dix, New Jerse: s»%bor 20, 1942

mmu&m»-mmmm.u{%}.' Juding those attached, of thie

Permanent change of station per par 5 GO 14 20lst Inf Div, Sept 16, 1942
; e ,C ng cer:

THOMAS A. DUBOIS

L L 1 ] o o
s blocks ars b o o 108 Mackine Baceeds CIptdn‘,énLO::h”LnL:)try, Adjut ant
Sestal D mq-‘:-—*é::-z.—uua.m ;%: A o:.-._mmsg Race n%-&.'.ﬁ"ﬂ. Statns
COLONEL

0-23479 Atwater, John 0. me | BA [12/10/24 |w | Regtl cO

LIEUTEMAN? COLONELS 1
0-181525 | Thayer, Thomks J. Inf | Res| 12/6/28 W | Regtl Exec 0 ‘
0200769 |stull, Clayton H. Inf | NG | 10/1043 w | Ba CO
0-231342  |Underwood, Prank Xe. Inf | Res| 7/8/31 w | BacO
0-192736 | Young, George P. Inf | Res| 2/10/36 w | Ba CO

MAJORS
0-267459 | Hammond, John H. Inf | Res] 7/4/59 W | Regtl S—4
1

wb-.A.a.o.!mlo.m %:“.:E&'m-‘u.ﬂ:&u . —unee
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‘ Mombers of immediate family now serving in the military er naval service _
V. "The following-named ma_:,)(muu-)mummmm-mmmwm
tary or naval service.

guardsmen (not officers) in the
1 Mo Bome sddress Frrit ™
Casd L] ) Ronbg sod Swes o iy, tows. v pout ofies |  Brase .m = R B

—Carns ____Gilbert  Tritt (170 E. Main S| Middlesex Fa Navyy Brothed...20

VL lmwwm&tsﬂthon‘dulhuunnhmwmlhneverymcmberolChuBforwhomlehlm the
is dependent, to the mwummnwu'hmmuw I above, for

Subsczibed and sworn o befors me this 2

of ___October L1982, at _Ft, 1;, N.J.

THOMNAS A, DUBOIS, Capt 100tE Inf Adjutant Q%

Charles L

AN APPLICATION FROM A SOLDIER
October 29 1942

THIS SPACE TO BE USED BY ARMY ORGANIZATIONS
TO THE WAR

To: AL wnt Allotment B b, Building Y, 20 et P3deQdy NE., Washington, D. C.
1 Gndud-oldmulhononth-ppﬂuuon d.. Date of enli t or inducti Sept 1 042
oldier have been discontinued or adjusted, by submission
Officer, U. 8. Amy,oltho

to dure that sufficient monthly is due the soldier to provide
for the dedustion nqulred or the soldier's oon 1 y aliowances and still Jeave him, exclusive of
court-martial fodeituru, at least $10 per moy

3. Pmpar ons have been made jif tf

rvice ncord and on pay rolls to insure that appropriate monthly
ing application, except that for applicants who were in the service
deduction has been made beginning with the month of June 1942,

4. The official copy of this applhst “ has been withd and filed with the soldier’s service record.
5. The soldier has been advis A ionship, supporting papers isting of certified ies of marriage
birth certificates of ch d of

e nuon, ldoptlon papen, and !or Chu B de?endenu s the lﬁdnvnu of two dis-
d doBeu ana Allotment Branch,
fngtos C., wiv.hm 6 months from date of filing tion, otherwise paymeat

77

Patonld Oﬁw

THIS S8PACE TO BE USED BY THE WAR DEPARTMENT TRANSMITTING COPY OF AN APPLICATION SUBMITTED
BY OR FOR A DEPENDENT OR RELATIVE TO THE SOLDIER'S ORGANIZATION

Al and Allotment Branch, WAR DEPARTMENT, Washi D.C, 194...
To:
1, Famil Servicemen’s Dependents Act of 1942 has been authorised for the persons shown ia
l{‘ndlﬂuth.mmoddodthhl

2. Monthly deductions of ($22), (827), ($.......) must be made on the pay roll starting with the mouth of
194

8. The “official copy” of the application ls to be filed with the soldier’s service record,

BY oADER oF THE SECARTARY OF WaR:

Adjutant General,

-s

Back

494350°—42——14 207
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38. W.D., Q. M. C. Form No. 16 (Company Council Book).—
See section XXIII, instruction 2, for general procedure.

s——ite In Account with Company Fund, Company * L ,” 1C0th Infantry
Toar lE ) RATION SAVINGS OTHER FUNDS
Meath | Jung Resslpts Fxpeaditures Reesipte Expenditures
hé e Balance from last month. 50dDO 20000
1 |.1 |Holmes Co. Fresh Fish Bill of June 1, 1942 50100
2.1 |smith Athletlc Store, Ping Pong balls 3_loo
3.4 Post Exchunge dividend for May. 100100
....... 4 {13 1U.S. Infantry Assoc, Subseription. to magazine 7150
520 IW,A,Smith, repairs to day. room furniture 20100
¥
----------- R S |
Totel receipts and 500]00 501.001....300 0O 20
Balance carried forcard..... 4501.00 269 15Q..
svm Tosats 500100 J....500100].. 300 Do | 300 ko,
Entry sheets
v
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1 CERTIFY that the foregolug account fer the month of June 1942_, is a true and complste statement of &}
receipts and expenditures, and that the balance for which I am responsible is d for as f
1. Checking acoount deposited with ...... 1;&..!9;1999;.,&9&;..!!90”:??. Ny Jde
(
to the credit of .......... Comp: w.nmd...cmm....l.!kl%pﬂxnfmn e 8. 719.50..
2. Bavings deposited with None
(Beak)
%o the credit of None .
(Fuad)
3 Cash in my p Xone.
4. Registered G ¢ boods kept Nona P S
..... $..729.5Q....
e RO IQ 19 42 o Lo, MDA, .
MARTIN C, WOODRIKG Capt 100th Inf nding.
&7 In ease of tranfer to make on an page the ewrtied siatoment required by par. 7 of the “Instrustiens.™ hd
o
...Fort. ixe. Moo ——
PP T 10 OO . 1042
The council of the administration met this date and audited the foregolng for the month of June 19.42
‘The council finds the correct, appr the expendit made, and suthorises the usual expenditures for the next month.
ined the cash balance in s p 1 p jon, the check check stube, and
ﬁpmtbook(ﬂund)muﬁﬂhdhlhcmndl.ﬁvm« bock,
}#j}; C. momsL 2nd x.tmogh Int MARTIN C. WOODRING, Capt 100th Inf
Recorder. President.
1 CERTIFY that in dance with the requi of the Army Regulationa I have this date inspected the foregoing ¢ for the
period from ... APTil 1, 1942 to.....June 30, 1942 fnclusive, and find It correct with the following exoeptions:
NONE
The check book sad deposit book of the organl der were ined snd the cash io his personal possession verified. These cut-
standing bills were reported: ..__NOD®

o Zrd felii e —

Ingpection and audit sheets
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89. W. D., Q. M. C. Form No. 400 (Requisition).—See section
XXV, instruction 5, for preparation and use. See section XXVI,
instruction 3, and section XX, instruction 11, for other iuses. Also
see back of form.

TEERRS

REQUISITION
Te:QUARTERIASTER, Fort Dix, N. J. Neotshoots .l ShestNe L
BowuisiioaNa 38 paw_April 1, 1942 Perted APl MY 804 M, A902
sarr To_100th Infantry, Fort Dix, MN.d.
Raquusrrionsp Br (show Signature, Rank, Orghnisation, Destination. If dif- | Arrmoveo BrOrder of Colonel
ferent fropm “saxr 70" tnelude address): p ATWATER?
Y L4
2% Yaamnsnd s A Bl
JOHN A. HAMMOND N THOMAS A. DUBOIS
Major, 100th Inf. . Captain, 100th Inf.
S~4 Adjutant.
BTOCK ¥o. ARTIOLES nar O HAND | CONSUMED | REQUIRED | APPROVED
26-Cc-3050 Cots, steel, folding e 2% 20
-27-d Mattresses, cotton : ea 230 20
27-s Sheets, cotton, bleached, bed,
63 by 108 inches ea 920 80
27-P=-570 Pillowcases ea L60 40
LAST ITRM

Basis of requisition:
250 BM: T/A Nov 1, 1939 and T7BA Inf.

0 o ——— 030008
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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
are not reproduced.

WAR DEPARTMEN'
"‘f;f";‘"u‘_““: Voucher No. .
Vi Ccl 193¢0) :
Stock Record Aocount

REQUISITION AND RECEIPT FOR CLOTHING IN BULK
(CHARGE TO CLOTHING ALLOWANCE)

Sheet No. ... L .
Organization .0 L 100th Infantry .  Station . Fort Dix, N.J. .. Dated .September 20 1942 .
Asricuas axo Sixa U | RESUR | tanon | romes | (N, | S | Toras

.Shoes, Service 10D DT 10 o

Shoes, Service 103D pr b U DR

Shoes, Service 11E pr 3o L

Sotks, wool, light 11 pr. 6

Socks, wool, light 12 pr.__ .21

Suits, working, l-piece

Herringbone twill OD 44 ea LSS W IS

_Undershirts, cotton, isleevei2 | ea 9

Sheet No. 1 w281
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AmTicLes axp Sizz

- Re- -
Uxrr m Iesuzp r,glaix; I a!:v‘:n g’c"- Toraws

Requisitioned by: W [p

MARTIN C. WOODRING, Capt

100tH :

The articles enumerated in column *Issued” were

he arucles enumeuted in column ‘“‘Returned to

received by me from FRED H. KAIN, Lt.Col QMC QM were returned on _.September 20 1942
QM; on '_.'._S;ept._g}ber . s 19..42 MW / W’W
M €W, ey
DR. 100th Info.oo- MARTIN C. WOODRING, Capt 100th Inf
Isduod b% D H, KAIN, Lt.Col. QUC .. " Returned articles received by
FRED H. KAIN Lt. Col. QC
quartermaster cr his tive)
Instructions in the preparation of this form and methods of issue are set forth in AR 35-6560.
For tariff sizes see AR 30-3050.
For prioes see AR 30-3000.

Use insert Form 409 a for extra pages.

Google

Sheet No. 4 A 5.5 covenuneaT FeiaTIoe SFCE ¢ 1ot DO—DURSI-L
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41. W. D, Q. M. C. Form No. 434 (Shipping Ticket).—See
section XX VI, instruction 8, for preparation of this form.

A/ ARTM 1
TR SHIPPING TICKET =~ Conwemmsvou e — %0
NUMBER OF SHEETS .. ....ooaemaneee.

CONSIGNOR: C.S.D., N.Y.G. Depot,
Brooklyn, N. Y,

DATE SHIPPED OR DELIVERED September 22, 1942 .
SHIP TO— AurvoRTTY on meo. w0 O ILD=T2-%2
Quartermaster,
Fort Dix, New Jersey 500
TRANSPORTATION COST OF CHARGEABLE TO
mngoo mﬁm A 0525-2
§TOCK No. ARTICLE owr | U8 | TovaLcost

For 100th Infantry

2 24,-B-1165 |Bag, water sterilizing, ea AR 3-3000
complete with cover.

m 4N COLUMN “ORDERED™ HAVE BEEN RECEIVED UNLESS OTHERWISE WOTED IN COLUMN “SHIPPED.” ]

Ered HeKelm, . . _Lewt=Colgnel .. QMG

213
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42. W.D.,Q.M.C. Formi1 No. 487 (Memorandum Receipt).—
See section XXVII, instruction 2, for principal use.

Google

MEMORANDUM RECEIPT
*CHBOIT * DEBIT SLIP
James C. Williams

® Issued to } 1st Sgt. Co. L 100th Inf.
* Turned in by

(Name of supply beanch)

STOCK NO. ARTICLES

26-C=3050 | Cot, steel, folding

A |.Mattress, cotton
.4.127=8
2

Al

" (Bignatare with raok and orgauization)

No. James C., Williams, lst Sgt Co L
M.C e (Otbcial designation) LTOOER Tl
Bl * Btrike odt words Dot applicable. 10— z1003

aro
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43. W.D., M. D. Form No. 81 Immunization Register).—
See section IV, instruction 8, and back of form for preparation and
See section XXII, instructions 2 to 5, for special action.

use.

Google

IMMUNIZATION REGISTER!

LAST NAME FIRST NAME ARMY SERIAL NO.
WOODRING [

GRADE | company |REGT.OR STAFE eonn| AGT RACT
Capt L

SMALLPOX VACONE

DATE TYPE OF REACTION ¢ MED. OFFICER®

(22 ][4 2| Macctrsa 01 £,

TRIPLE TYPHOID VACCINE

DATES OF ADMINISTRATION

sres IST DOSE o

MED. OFFICER?
30 DOSE

1a2/v2 |//23/42

2542 I

7 v

EER

TETANUS TOXOID

INITIAL VACCINATION

STIMULATING DOSES

DATZ |ueD. ofF.

DATE | MED. OFF.!

Ist dowe. fd‘dﬂﬁa .......
oy 1217

YELLOW FEVER VACCINE

BATE wr

NO.

AMOUNT MED. OFF.*

L c| 078

2//7/92 | 958

OTHER VACCNES

TYPE OF
VACCING
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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.

17. Was an investigation made by a policeman (civil or milf-
tary)? ... OSSNSO | 3 "N 173 Juae 10, 1937

R " DRIVER'S REPORT—ACCIDENT
MOTOR TRANSPORTATION

Preciact or station berommnet

4 INSTRUCTIONS TO DRIVERS

In case of injury to person or damage to property:
A. Stop car asd render such sssistance as may be seedel.
B. Fill out this form, ON THE SPOT, nﬁtu“
C. Deliver this roport promptly to your i it
hhehoburn(hu instractions will result -&*y

1. Name g¢ Goyernm .f’¢272¢

19. Names and addremses of other witnesses:

1 cortify that the above report was delivered to me on

2. Btationed at
8. Make and

TR

4. Service
S ren T e e e
W Ho scisn 8, Ccasdn /.9
address of driver vediele 2344, # /
Capt_100th Inf., Comdg Co. C 00- %ﬂlﬁu -m
(Oficiai titie) y
—Jort Dix, New Jersey. _ 7

(Government Gepartment or estadlishment)
NOTE~This vepert shouid be attashed to repert of Iavestigating Ofbeer:
1810 © & covEnmE— sam— g W10

8. Place of accident : cuy A
Btreet

216
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w12

. DIRROOI

16. Labe) streets an ; show the
of ea hvauchnmﬂ-aoluu tm-ﬁw&
w nes the course of esch

Just after the collmon.

=R — -y

£
l+s
Indicalioiots
of compass
N.EB W

A

217
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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.

Standard Form No, 37
Approved by the President

June 10, 1937

INVESTIGATING OFFICER’S REPORT—ACCIDENT
MOTOR TRANSPORTATION

This report, together with the driver’s'report (Form No, 26), must be submitted promptly in accordance

with department reg&hons.
Date .. 98RE.9 - R /- (.
ACCIDENT Place: City or town ......Five miles north of state
Street Camden, N. J.
Weather m:i;ht.nndclm ............... Condition of roadway .. DXY.ANd smooth . ... .. -
Make and type of vehicle ..... cb"’rO]-'t li ton tmc'k Service No. ....9.!&!!51.“...._..........
GOVERNMENT
oRvEsT ANP Nawe of driver ... ¥illie D. Killen 8hA42724,
4lis title nnd station ...... Private, Co..C, 100th Infantry, Fort Dix, New Jersey...
Make and type of vehlcle ....Mm.:.lm.,lw ............. License No. .Mad.ao. X 172445,
Owper: Name .. MFs Willls R. Macy
PRIVATE VERICLE Address ... 462 Elwin Street, Camden, N. J.
DRIVER

Driver: Name ... Ko B8 R.. Macy
Address .62 Elwin Street, Comden, Na.d.
License No. ..409693_New Jersey.

PERSONS INJURED

Names and addresses and extent of injuries ....3":.-_..Jlm.AL-..m,..CQ....,cg..lm&h..m..,.
e DAX, Na. da = shock, sprained right wrist, cut on temporal region .
..of head, severe pains in back.

DAMAGE TO

I medicol aid was rendered, state by whom .. h8%. It James A. Kilpatrick, Ft. Dix, N. J.
' Smashed_right headlight; broken rediator. grill;. dented left resr fender.

GOVERNMENT
VEHICLE |
DAMAGE TO _Bent.front. bumper;. dented left front fender.
PRIVATELY
OWNED VERICLE
OR OTHER
PROPERTY
ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES
Names Addresses
WITNESSES
(Important) ~
I

POLICE REPORT | DI City or State police report the accident? ....NQ.

If report was made, attach copy.

Government car was proceeding from LRort DA, Nade.......o Comden, Ne o .
OFFICIAL DUTY | Was driver performing official duty? Yes

Indicate the duty: TQ.PAck up. supplies for. Co.. G, 100th Inf., Port-Dix, Nviv
A% Camden, N.J..and return them to Fort Dix, Nad.....

1009

Go

{ovenl

218

gle



TM 12-255
ADMINISTRATIVE PROCEDURES

INVESTIGATING OFFICER’S SKETCH
Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrian, just before
the collision, and a# 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 course
followed by each vehicle, and add any explanatory statement that would aid in an understanding of the
oceurren

K \\ A4
% AT
k%

- R - Sl
A y | £
A
"4 S
W
e e
CAMDEN
If the above diagram is not applicable, attach substitute diagram. M J

I hereby certify that the foregoing is a true and correct report of the accident, according to the best of
my knowledge and belief, based upon investigation made by me personally. Attached hereto as a part hereof

are the following papers: ...Form No, 26, Drivers Report of Accident; lst Tnd, Hq. JQOth.._.

_Int...n.nd.inc'l.JM.Mm,,,mm.mu...!'L'.'...ta...!i‘!_inclnaivn.....

T Tnvostigating Offcer.
1at. It nvestigating Oficer.

INSTRUCTIONS TO INVESTIGATING OFFICER

1. Attach driver’s accident report, with supplemental signed statement from driver. Among other things,
the driver’s statement should describe the course of the Government car, 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, etc.

2. Attach signed statement from‘each witness.

8. Attach copy of traffic regulation violated, if any.

4. Attach photographs 81 scene of accident and of damaged cars, if any taken,
5. Attach Findings and Recommendations of Investigating Officer.

¥ & evvervarey eurfie mewrs 201000

Back
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TM 12-255

ADJUTANT GENERAL’S OFFICE

46. Veterans’ Administration, Insurance Form No. 3850

(Application for National Service Life Insurance).—See section
XIV, instruction 21, for preparation and use.

ALL QUESTIONS MUST BE COMPLETELY ANSWERED

VETERANS ADMINISTRATION
Insurance Form 380

APPLICATION FOR NATIONAL SERVICE LIFE INSURANCE
UNDER SECTION G2 () NATIONAL SERVICK LIFE INSORANCE ACT OF 15 AND REGULATIONS OF THE VETERANS ADMDNSTRATION
WITHOUT REPONT OF PHYSICAL EXAMINATION
was by perasas whe sater the active hthhd-unlh—dlhﬂlldm*u\-ﬂ 1960, Application must bs made o the Yeterane

-m--m.::--—m-nh H.n. d-nh m—r—-:.um.dn-_-muu . and peresas whe thereafier creea.
St e ek pplics e S, which requves o comp!ute ropet o pveiot Smymizesion) 0 e ond i
3. WANE LN FOLL. Tuw Aiddie Lestmme
(Pleass priut or type) .
Charles Leon Carns
2 BOMR ADDRESS: Number Seroed o rurul ronte County, eity, lowa, er pout efice [ ™
170 East Main St., Niddlesex, Tloge Co. Pa. .
S 1was Ciy, tewa, or post ofice Sote Day of moatd Menth Toar w
BORN AT
Philadelphia, Pa 10th August 1917 25
4. DATE OF ENTRY INTO PLEASNT TOUR OF | 5. PRESENT OROANIZATION . . 6. SERIAL NUMBER
ACTIVE DUTY Rask, grade, or rating. Orgecisation, regiment, station, ship, ele.
Sept 1, 1942 Pyt So L 100th Infantry 30657892
T Dn‘lorunnmm m.un"mn OF ACTIVEDUTY. (Ifasprevwes | 6. 4RE YOU NOW DISABLED ON ACCOUNT OF [NMJORY OR DISRASEY 1IN 50,
sctive duty. state None STATE DRTALLS ¥o

®. I HRRERY APPLY FOR INSURANCE ON THR FIVE-YEAR | 10. [ WILL PAY PREMIUNS AS IRDICATED BELOW:

LR7ED PAEMIUM TERM PLAN IN THE AMOUNT OF PAYMENTS TO BR MADE DIRECT TO
“.Dgsgfg“ VETERANS ADMINISTRATION AS FOLLOWS:

T Haatdly ' Qoartarly ’hnhn-n.l' Anawal

BY
ALLOTMENT
MONTILY

l.. 5(»0 e shesisarsersissieesesiasiss P T g ._3_35_. ) ]
Il ARE TQU NOW CARRYING QOVERWMERT LIFE [NSURANCE! (AXSWER “TES" or “NO™)... b .. IF “YE5" @IVE AMOUNRT OF INSURANCE AND POLIOT
EUMBER [P AVALABLE. AKOURT, POLICY NO.
(o person may carTy & comudined mnnd Wational l-vh- Lite aad U.8. Life in amsess of $12,000 at any sae tinie)
12 FULL NAML OF lliﬂ‘l"ul' Relationship Amount for Tost-efios eddrems
(1 myrried wonan, har own firet and lo name aad sach beneficlary
bud-u---ub‘-w (Number and streez, city, town, or post afiies)
170 Bast Main St.,
\ammerrar | Mre, Blizebeth A, Carns Hother $5000 Middlesex, Ps..
170 East Main St.,
contmmasat | Mrs _John O, Zarns Father $5000 Middlesex, Pa.
Termitted clasa of beneficiarios. Mastend er wifs, child, parect, brother or siser of Lhe instred. (Ses reverss side, P_ns!pl 4
3. T RRQUEST TRAT THE SFFECTIVE DATE of ks paley be made tie A8k a o Qotober 1942, 1f ne tamo is specited
e e s pro it s b0 Bl b ellrat ot edntms. the s berema ftive on the st day ofthe menh hllewing the manth fa which the
e pl‘huh':.mman'::c cinaiisa for dedetion are 2, pronded 1he ametat of (he promium 1o doduted Gom the SPPURELS ackive sarties
b. lllhlrdmulun hedd by dmnnhun the I—nn—'mh-nuhdnuuﬂhlun'iﬂlhwmﬂutll-h-m*
and forwarded 13 elcrans Adminstratien.

(Boe rererse side, Puragraph 1, foc farther information as 1o effactive datos of insurance)
THE UNTTRD STATES IS NOT LIABIZ POR DEATH OCCURRING PRIOR TO TME EFFECTIVE DATE OF THR POLICY

14. I RIQUEST THE POLICY BE MAILED TO—

o Mrg.e. Blii!-}mﬂl A Corns JAT0 _East Maln St i Middlesex, Pa.
—_ (Mame) (le priat or type) (Addroes)
u-wl'njn oRize (Alctment) gy my pay e manth o ....... .. Septanhar,.. 1342 o cover the
of eecsccacas. 68 the smount of Iasurause spplied for. (This suthacisstion may be effactive during perieds of active ssrvics enly.)
o) lmmmmm“mmummmormvlmﬂunn{mm 12 1h0 smennt of 8.  eover

on the ameunt of insurance applied be.

the frst of$.
(Write sbove whether monthiy, quarteriy, semianpual, of ennuai)
staxmo ar_Fork.Dix, New Jorsey ... .. . ortex....8th . pavor.....Septomber.. .. . .. w42

I % ChatZ (2

u(.g_%.ﬁ,._xsinm. Gapt_100th Tnf. Upplcsai sign hefe.™ B nal et cgaaiind)
nuh-uﬂkﬂumnn?u 7“ I-Inllluuhol‘m ulr"a“,hm Insurence willk bo hutalled G

DO NOT USE THIS BPAGI

Date..nnnianmeaenaeee Age.......... Amt., 8 Promiuvm: Mo. 8 Qr. 8 8.A.8 A8
Action taken......

Bxaml Review

Certificate issued Policy issued

W11
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TM 12-255
ADMINISTRATIVE PROCEDURES

477. Veterans’ Administration, Insurance Form No. 3836
(Change of Beneflciary—National Service Life Insurance).—
See section XIV, instruction 22, for preparation and use.

VETERANS ADMINISTRATION
Amsursmcs Form 336 USE A SEPARATE FORM FOR EACH POLICY ON WHICH
A CHANGE OF BENEFICIARY IS DESIRED
PoLicy No, N ... aknown
CHANGE OF BENEFICIARY—NATIONAL SERVICE LIFE INSURANCE

1, the undersigned insured, hereby cancel all previous designations of beneficiaries under the abo: bered National
Service Life Insurance policy and direct that said i , Which ts to $.....R00Q be paid from and
after my death as follows:

: A 1
(reorm. 1t o V5 CONPLITR NANE A0 apommss oF mack BmERCRY |, | TaTonme | ASSRSiR
_Mrs. Myrna Agnes Carns ) Wife 35000
897 Victor Avenue, Camden, N. J,
PRINCIPAL
_Mrs. Elizabeth Adams Carns : . Mother 45000
170 East Main St,, Middlesex, Pa,
CONTINGENT
Signed at ?ort Dix, No Jo on this, the .__25th day of __Qstober ,19.42

Signature
of insured ... AAe. O 4 A S
(Do not print)

Charles. MQMIQL_QQ._LJ.QQEILM_

Rank and organization if in serviee)

and organiaaf
JAHES ll. PERKINS, Capt 100th Inf

Address Address :
{Street and number) (Street and number)
Fort Dix, N, J, Fort Dix, N, J...
(Post office and State) (Post office and State)
This form, when completed, should be forwarded § diately to the Vet Administration, Washington, D. C..
m of insured should be in ink and witn ible and disinterested person. The rank and organization
and the witness should be stated if the mlured is in the military or naval service,
The insured, under & National Service Life Insurance policy, desi| b i ficiari i
within the following elum only Wife (husband), child (faclu ns an ldo child stepcluld luegiumate cb.xld) pmnt (inclod-
ing p in loco p is), brother or sister (including those of the half blood) of ‘the insured. )
The insured may designate any person or persons within tbe rnntted cllss a8 contl t benefi beneficiaries, who
will take the mon y installments o!pl:lsmnce‘; the princip "h es should not sumvo so ns to receive any
installment or installments of insurance, or take any remaining monthly inst if the

survive the insured and receive partial payment but dle bei'om all mntll ents certam have been paxd
sﬁhﬂd illegitimate cluld or porson ln loco parenhs cannot be paid benefits under the National Service Life Insurance
unless specifically ’_ y b;

y the i
The proceeds of a National Service Llfo Inmrance hcy -hall not be assignable and the payments of National Service Life
lmnneep as such are exempt from taxation, but such = oes not extend to any property purchased in part or wholly
out of such payments.
(See reverse side for further inf tion as to beneficiaries and of pay t of death benefits.) 1021080
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TM 12-235
ADJUTANT GENERAL’S OFFICE

48. Suggested form for voucher for company fund.—See
section XXIII, instruction 1, for preparation and disposition.
COMPANY FUND
Company L, 100th Infantry
Fort Dix, N. J.

(Name of other party) (Grade and organization or title and address)

the sum of _______.____._ dollars and _______. cents ($_______.__ ) *(by check
No. . ______. ) *(In cash) in pavment for the following for the month of __._
____________ , 194____:

(Name) (Grade) (Organization)

Custodian

I certify that the payment referred to above has been *(made) *(received)
and had not previously been *(made) *(received) and that the amount is just and
correct. .

*Strike out words not applicable.

222
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TM 12-255
ADMINISTRATIVE PROCEDURES

49. Statement of standing of company fund.

HEADQUARTERS COMPANY A

100th INFANTRY, FORT DIX, N.J.

August 31, 1942
ftatement of standing of company fund as of

(Date)
Accountability Assets
Ration savings S Checking account  $_______
Other funds S .. Cash on hand S .
TOTAL ACCOUNTABILITY $_______ Bonds $_ ..

TOTAL ASSETS $
Reconciliation of bank statement

Check book balance $
Outstanding checks:
No. ________ S .
No. _.__.___. S
Total outstanding checks _.________
Bank Statement $
iccounts receivable

Ration Other

List here all accounts actually due and receivable as  savings Sfunds
of above date. Include the following: Rec Exp Rec 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. Include
txcess ration purchases.

Total accounts receivable and payable.

Net gain or loss

Accountability
$tanding of the fund.

[ certify that to the best of my knowledge and belief, the foregoing is a com-
pete and accurate statement of all amounts due the fund, of all outstanding debts
tnd 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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TM 12-255
ADJUTANT GENERAL'S OFFICE

50. Suggested form of clearance sheet.—See section II,
instruction 1, for use.

HEADQUARTERS, FORT DIX, N. J.

CLEARANCE SHEET
January 19, 1942

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 eoncerned, and if none, he will

so state. He will initial the entry in ink.

Initials Initials
Post QM Property $_.______ t________: Signal Officer S it
Post QM Utility $________:.____._._.: Ordnance Officer $________:________:
Post Laundry S, tee—-----: Hosp. Mess S .
Post Exchange $ - _.i-__......: Commissary U S
Officer’s Club $ et --._: Officer’s Mess
(Organization) ________:________:
By Order of Colonel ATWATER:
(Signed) Tuaomas A. DuBois
(Typed) Thomas A. DuBois, Capt., 100th Inf.
Adjutant.

Note.—Initiated by unit personnel officer or adjutant; one copy. Retained by unit personnel officer,
after completion.

[A. G. 062.11 (11~1-42).]

BY ORDER OF THE SECRETARY OF WAR:
G. C. MARSHALL,
Chief of Staff.

OFFICIAL:
J. A. ULIO,
Major General,
The Adjutant General.
DistrIiBUTION:
D (6);B (2); R (6); Bn and L (1).
(For explanation of symbols see FM 21-6.)

"
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NICAL MANUAL

TM 12-266

ADMINISTRATIVE PROCEDURES

83 WAR DEPARTMENT, |
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.

CHANGES
No. 1

)

ArreEnDIX II (ADDED)

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

SecTtioN 1

COMPANY ORDERLY ROOM RECORDS

Cc1

References
Title Form number M 12-258 U"}:&f;’f;ny
AR (sections) Other
Company Morning Report.| WD AGO1.._. 345-5 | I, II, V, VI, | TM 12-250_ ..
a. Remarks and record 345-400 VII, VIII, IX,
of events. X, XV, XVI,
b. Strength. XXIX,
¢. Rations. XXXIV.*
Daily Sick Report_.__._ ... WD AGOS. .| 351440 | XIX, XXXIV*. | TM 12-260___
a. Organization or de- 345-416
tachment com-
mander’s report.
b. Medical officer’s re-
port.
Duty Roster.____._._____.. WD AGOG6_..| 34525 | VI, XXXIV*.__| TM12-250._.
a. Miscellaneous duties
b. Guard roster.
Enlisted Men’s Pass________ WDAGO7___| 615275 | . |
Inventory of Effects..____._ WDAGOSB4. | 600-550 | XV _ e
Seore Cards____._._..._.. .. WD AGOS83- | 345-1000 § XX ____._.____. FM23-6......
89
Notice of Change of Address| WD AQO 204.| .. . ___ | . ... Instructions
on form.
Record of and Receipt for | WD AGO922_ | _____ | o .. __ TM 12-275. _.
Registered and Insured FM 12-105.
Mail.
Unit Mail Roster_ | | TM 12-275. ..
FM 12-105.
Company Orders._._ .. ___ . .. ... 310-50 | VI, XI__________ TM 12-250. . .
345-5 -
615-5

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

547316°—43——1
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™ 12-255

ADMINISTRATIVE

PROCEDURES

Title .

Form number

References

AR

TM 12-256
(sections)

Other -

Unit company
remarks

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.

¢. Circulars.

d. Training Circulars.

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

7. Army Regulations.

g. Mobilization Regu-
lations.

A. T/O & E pertaining
to the unit.

i. T/E 21.

j. Field and Technical
Manuals.

Identification Tags_......._

Correspondence File_.______
a. Index book.
b. File envelope.
Correspondence (Prepara-
tion).
a. Military letters.
b. Indorsements.
¢. Nonmilitary letters.
d. Telegrams, radio-
grams, and cable-
grams.
e. Message form.
Daily Unit Ration Allow-
ance Return.

345-125
600-355
615-300

210-50_

345-5
615-28
310-200

30-1810
600-35
345-620

340-16

X,XVL XVII. .

I, 1L, VIII,
XXIIL

Xv._..

MCM 1928. .
TM 12-250. ..
WD Cirs. 118

and 123,
1943.

T™ 12-250.._
FM 21-8.

XV, XXX _____

TM 12-250. .

TM 12-250. ..

W DOir1e,
1943.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Section IT

COMPANY SUPPLY ROOM RECORDS

References
. ’l‘it’o Form number M 1225 Unl_ggg_l]{):ny
: AR (sections) Other
Report of Survey_...... .. | WD AGO 15 | 35-6640 | I, XI, XIII, TM 12-250.
: 3451565 XV, XXVI, WD Cir. 405,
615~-300 XXVII, 1942.
850-15 | XXVIIJ,
: XXIX, XXX,
Individual Clothing and | WD AGO32__| 356560 | IV, V, VII, T™™ 12-250
Equipment Record. 345-125 VIII, X, XI, | WD Cir 405,
’ 61540 XIX, XX1V, 1942,
615-300 | XXV,
615-500 | XXVII.
Individual Equipment Rec- | WD AGO33__| 356540 | IV, VIII, X, TM 12-250.
ord. 35-6560 XI, XIX, WD Cir 405,
35-5 | XXV, 1942,
345-125 XXVIIL
615-40 :
615-300 '
Individual Clothing 8lip._..| WD AGO 35._| 35-6560 | IV, XXIV, WD Cir 405,
: 35-6680 XXVII. 1942,
; 615-40
! 850-126
Statement of Charges__.____ WD AGO 36 .| 35-6620 | XI, X1I, XI1I, { 'T'M 12-250_ .
g 35-6640 | XXVI, WD Cir 405,
345-155 | XXVII, 1942,
345-300 XXVIII, TM 10-310.
615-300 | XXIX. '

‘Weekly Collection and De- | QMC 364 and 30-2135{ . ._.... Instructions
livery Sheet and Extra 364a. “on form.
Sheet (QMC laundries
only). : .

Monthly Roster and State- | QMC 365and | 30-2135 |.___.._.____.._____ Instructions
ment and Extra Sheet 365a. on form.
(QMC laundries only).

Hospital and Qrganization | QMC 373a....| 30-2135 | _occecmcceaaaao._ Instructions
List (QMC laundries on form.
only).

Enlisted Men’s Laundry | QMC 374_____ 30-2135 | oo
Slip (QMC laundries
only). .

Requisition and Extra | QMC 400and| 35-6540 | II, XX, XX1I, | TM 10-310...
Sheet. 401. 35-6560 XXV,XXVI, | WD Cir 405,

600-75 XXVII. 1942,
615-40

Requisition and Receipt for | QM C 409 and 356540 | XXIV.o...._.__. TM 10-310. ..
Clothing in Bulk and Ex- 400a. 356560 WD Cir 405,
tra Sheet. 1942,

Requisition and Receiptfor | QMOC 411 ... 30-3010 . ceecocmcamaaae TM 10-310. ..
Brooms, Brushes, Match- 35-6520 Cir 1-18,
es, Mops, Toilet Paper, 35-6620 OQMQG.
Soap, ete.

Requisition and Receipt for | QMC 412 ____ 30-3010 | ... .. T™M 10-310. ..
Stationery and Office 35-6520 Cir 1-18,
Supplies (Quarterly Al- 35-6620 OoQMQG.
lowance).

8
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T™ 12-255

ADMINISTRATIVE PROCEDURES

References
Unit company
Title Form number R ™M 12-255 remarks
(sections) Other .
Requisition and Receipt for | QMC 413____. 356520 |_ .. ... .....__ TM 10-310_ ..
Cleaning and Preserving : 35-6620 Cir 1-18,
Materials (Quarterly Al- OoQMQ@G.
lowance).
Requisition and Receiptfor | QMOC 414_____ 30-3010 | ... TM 10-310 .
China and -QGlassware 35-6620
(Quarterly Allowance). 35-6720
Shipping Ticket .. ____ QMC 434 __ 35-6520 { XXVI, XXVII | TM 10-310...
35-6560 WD Cir 405,
35-6640 1942.
35-6660
Memorandum Reoeipt. . . .. QMC 487_____ 356520 | X, XXVII..____ TM 10-310. ..
35-6680 TM 12-250.
WD Cir 405,
1942,
Shoe Repair Tag. .. ... .. QMC 499 . __. 61540 | _______ . ... Instructions
on form,
Exchange Order_______.._ _.| .. . ___..___. 61540 | XXVI__._____ |
Company Property Book .| .. _._...._____|...._____. I, XI, XXVI, | WD Cir 405,
XXVIIL. 1942,
Section III
COMPANY MESS RECORDS
. References
. Unit company
Title Form number
| AR TM 12-255 Other remarks
: ’ (sections) 1
Monthly Mess Account (Garrison | QMC 469 . __ | ________________. TM 10-205__.__.

Rations).

Record of Field Rations Issued__...
Inventory of SBubsistence S8upplies

(Field Rations).

Mess Attendance Record (Field

Instructions on
form,

| WD Cirl6, 1943._

WD Cir 16, 1943

WD Oir 16, 1943.

Rations).
Permanent Food Handler’'s Cer- | .. . ...._.___ 40-205 . ... TM 10-205__ ...
tificate.
4

Google



ADMINISTRATIVE PROCEDURES

SectioN IV

UNIT PERSONNEL SECTION RECORDS

TM 12-255

-~ References Unit
: company
Title Form number in e other remarks
(sections)
Oath of Office—Army of | WD AGO |- o feommmomceacaaa. Instructions
the United States. 0337-T. . on form,
Personnel Placement Ques- | WD AGO 605-10 |- oo
tionnaire. 0850 and 625-5
Company Morning Repertf WD AGO 1. 455 | I, II, V, V], TM 12-250..
a. Remarks hnd record 346-400 | VII, VIII, IX,
of events. 3455 | X, XI, XV,
b. Strength.: XVI,
¢. Rations. : XXXIV*.
Headquarters Morning | WD AGO 2__. M5-51 I, II, XVI, T™™ 12-260...
Report. : 345-400 XXXIV®.
a. Remarks pnd record
of eventb.
b. Btrength.; : . .
Dally 8ick Repott....______ WD AGO &...| 35-1440 | XIX, XXXI1V* | TM 12-260. ..
i ! 345-5
345-415
Requisition for Blank | WD AGO17..| 310-100 | _ __ ___________ Instructions
Forms and Publications. 310-200 on form.
Notice of Casual Payment..| WD AGO 19. | 346-155 | XIII_ ___________ Instructions
: on form.
Soldier’s Qualification Card.{ WD AGO 20__| 345-125 | IV, V, VI, VII, | TM 12-250_ __
345-1000 VIII, XI, Memo W
615-25 XII, XV, 345-16-43.
615-28 XX.
6156-300
615-500
Replacement Card for S8ol- | WD AGO B15-25 §. oo TM 12-260. .
dier’s Qualification Card. 20-1.
Enlistment Record, Army | WD AGQGO 22.| 40-100 | XX, XII___ . ___ |- o o oc_ice.
of the United 8tates. 600-750
615-300
Inventory of Specialists__._|_ _____ .. ...... 3455 |eae e cccceccc e e e eneem————
Informational Roster.______| . oo ._._ 345-5 | cccccccn e e
: 615-28 !
Service Record_...._...___.] WD AGO 4__| 35-2460 | III, IV, V, VI, | TM 12-250.__
| 354520 VILVIIL IX, | WD Cir 7,
55-390 X, XI, XII, 1942
345-125 XII1, X1V, WD Oir 28,
345-156 XV, XVI, 1943.
345-300 XIX, XX, WD Cir 56,
345-415 XXII, 1943.
600-68 XXVII, WD Cir 125,
600-750 XXVIIIL 1940.
615-300 WD Cir 222,
615-360 1942,
WD Cir 288,
615-500 1942,
WD Cir 327,
1942,
WD Cir 341,
1942,

*Section XX XIV will be published in changes at a later date.
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TM 12-355

ADMINISTRATIVE PROCEDURES

References
" Unit company
Title Form number R M 12-255 othar remarks
(sections)
Inserts to Service Record.._.| WD AGO 345128 | o feemcmcmemmaa-
24-1 to
24-7, in-
clusive.
Extract from B8Service | WD AGO25. ] 3456-125 | IV, VII, XI___ | oo
Record. 615-300
Statement of Accounts_____ WDAGO27_.| 35-2480 | XL o}l
345-125
345-155
Soldier’s Individual Pay | WD AGO 28._| 35-5520 | III, IV, V, VI, | TM 12-250._.
Record. 345-125 XIII, X1V, WD Cir 225,
345-155 XV. 1942,
615-500 WD Cir 310,
1942,
Instructions
on form.
Authorization for Allot- | WD AGO 29._| 35-5520 | IV, XIV, XXII.| TM 12-250_.:
ment of Pay. 615-500 WD Cir 269,
1942,
Authorization of Class B | WD AQGO20-6.| 6156-500 | IV, XIV,XXII_| TM 12-250_
Allotment for Purchase of WD Cir 44,
War S8avings Bonds. 1943,
WD Cir 56,
1943.
WD Cir 152,
1943.
Notification of Discontinu- { WD AGO 30._| 35-5520 | XI, XIV, XV___[ TM 12-250.__.
ance of Allotment. 345-125 WD Cir 222,
345-155 1942.
615-300
Request for Change in | WDAGO306s| ...._____ XL XIV,XV___| TM 12-250___
Class B Allotment War WD Cir 44,
Savings Bonds. 1943.
WD Cir 56,
1943.
WD Cir 152,
1943,
Request for Discontinuance | WD AGO080-7.| 35-5520 | XI, XIV, XV___| WD Cir 44,"
of Class B Allotment War . 1943.
Savings Bonds. WD Cir 56,
1943.
WD Cir 152,
1943.
Furlough_____ . _._________ WD AGO 31| 354520 | IX . . . oo __ TM 12-250...
346-155
345400
615-275
Report of Proceedings of | WD AGO 37_| 615-360 | XTI .. oooeoo____ Memo W
Board of Officers (con- 420-5 615-53-43.
vened under provisions of
sec. VIII, AR 615-360). :
Report of Physical Exami- | WD AGO 38..| 40-100 | XIM.ooeeeen . TM 12-250. __
nation of Enlisted Men 615-360
Prior to Discharge or Re-
tirement.
Notification of Discharge...| WD AGO 39..1 345465 | XII _.._.. -
6

Google



TM 12-255

ADMINISTRATIVE PROCEDURES
References
Form number Unit company
e ° AR TM 12-285 Other remarks
(sections)
Certificate of Disability for | WD AGO 40| 345-126 | XII._____.____.__ TM 12-260. ..
Discharge. 600-500
615-360
Designation or Change in | WD AGO41__| 345-125 | II..._.._........ TM 12-250_ ..
Address of Beneficiary. 600-600
Emergency Addressee and | WD AGO 43..| 55390 | 11, VII, VIII, | WD Cir 338,
Personal Property Card. 345-126 | XI, XIV, XXII.| 1942,
Extract Copy of Moming | WD AGO 44..| 615300 { XI_____________. TM 12-250_ _.
Report. MCM 1928.
Descriptive List of Deserter | WD AGO 45.. 615-300 | XI___________._. TM 12-250._ .
or Escaped Military Pris- . :
oner from the Army of the
- United States.
Report of Return of Absen- | WD AGO 46..| 615-300 | XI_________.____ TM 12-250__ .
tee from the United States
Army.
Application for Retirement.| WD AGO 49..) 615395 | _.______________ .| ____..__.._._.
Record of Payment of Re- | WD AGO 50| 345125 | ________________{._._.______._..
tired Enlisted Man. 615-395
Report of Investigation— | WD AGO 61__| 345415 | XV___.________. TM 12-250
Death. 600-550
Report of Death (by8ur- [_____ . _______. 600-550 | XV________..___ T™ 12-250__.
geon).
Notification of Death (by |_____________..__ 600-550 | XV______....... TM 12-250. ..
CO). -
Inventory of Effects____.__. WD AGO 54__| 600-550 | XV_._____._..__ ™ 12-250___
Discharge Certificates_ __.__ WD AQGO 85, 345-470 | XIX___._.._.___. TM 12-250.__
56, and 57. 615-360 WD Cir 114,
1943.
Application for Appoint- | WD AGO61..| 610-10 | ________________ .| _____________.
ment as Warrant Officer. 610-15
Application for Commis- | WD AGO 62.. 605-5 | e
sion in the Regular 605-7
Army. 605-20
605-30
Officer’s and Warrant Offi- | WD AGO 66-1| 600-185 | 11, XV_________. TM 12-250. _.
cer’s Qualification Card. 605-90
605-230
Efficiency Report._____.____ WD AGO 67_.{ 600-185 | IT, XXXIV*____| TM 12-250. ..
Officer’s Pay Data Card_...| WD AGO 77..| 35-1360 | XIV___________.
. : 35-5520
Report of Individual Clas- | WD AGO 110.]| 345-1000 | XX___._________ TM 12-250.
sification in Arms.
Consolidated Report of | WD AGO 111.{ 345-1000 | XX____________. T™™ 12-250. _.
Classification in Arms.
Charge Sheet (for courts | WD AGO 115.| 615-300 | XI,XVI,XVII, | MCM 1928___
martial). XVIII,
XXXIII.
Notification of Address to | WD AGO 203.| 616-500 |__.__.___________. ‘WD Cir 15,
Nearest Relative. 1942,
Instructions
on form.
Embarkation Card_________ WD AGO 206_|___ .. __ XXM .. WD Cir 320,
1042,
WD Cir 36,
1943, )
7
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TM 12-255

ADMINISTRATIVE PROCEDURES

References
Title Form number M 12255 Un;l;g;;:_ll?:ny
AR (sections) Other

Unit Personnel Replace- | WD AGO 211 M85 | . TM 12-250. ..
ment Requisition and and 211-1. FM 100-10.
Extra Sheet.

Commissioned Personnel | __________.___|_________)._._._. P Instructions
Replacement Requisition. on form.

Certificate of Service._..___ WD AGO 280.] 345-125

345-500
Report of Change.......... WD AGO303.) 565300{I, I, V, VL | TM 12-250._.
- 345-5 | VII, VIII, X,
345-800 XI, XV, XVI,
XIX, XXII,
XXXIV*,
Locator Card. ..ccvevveecen WD AGO 3455 | IL, IV, VII, XI, | TM 12-250...
304a. XXII, WD Cir 92,
XXXIV*, 1942,

Miscellaneous Report | WD AGO 345900 | XXXIV*.. _._.. TM 12-250. ..
Form. 305a. :

Initial, Special, Final | WD AGO 309 56-390 | XXI, XXII, TM 12-250. ..
Roster. 345-900 XXXIV.*

Application for Family | WD AGO 625.] 600-550 | IV, VI, XI, WD Cir 225,
Allowances. 615-500 XIV, XV, 1942,

WD Cir 288,
1942. '
WD Cir 28,
1943,
WD Bull 14,
1942,
Memo w
600-2-43.
Instructions
. on form.

Report of Change of Status | WD AGO 641 ___ | o an Instructions
and Address. on form.

Change of Address...._.... WD AGO 650 | - - co|ecacmccmeecceeeen Memo w

600-2-43.
Instructions
on form.

Horse (Mule) Record Card.{ QMO 125_____ 30456 | __ e Memo w

345-5 40-5-43.

Ration Return .. o.o..._ QMOC 460._._. 30-2210 | XXXIV*_ __._.. TM 12-250. _..

WD Cir 16,
. 1943.

Pay and Allowance | WD 336 and | 35-1360 | I, XXXIV*. ___| TM 12-250.__
Account and Memoran- 336a. TM 14-250.
dum.

Public Voucher—Pay Roll | WD 366, 366a, 35-120 | XI, XII, XIII, { TM 12-250.__
of Enlisted Men. and 366b. 35-320 X1V, XV, TM 14-260.

35-2480 XXXIV.* WD Cir 225,
35-5520 1942.
345-155

Public Voucher—Final | WD 870....___ 345475 | XV _ @ eeeeee TM 12-250___
Statement of Account of TM 14-260.
soldier.

Report of Separation_______ D8SI173. .| ... XV .. TM 12-250_ _.

WD Cir 12,
° 1942,

*Section XXXIV will be published in changes at a later date.
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TM 12-255

ADMINISTRATIVE PROCEDURES
References
Title Form number - U"’é ompany
AR (sections) Other
Report of Physical Exami- | DS8 221 _____. 615-360 | ITI, IV, XIT____. TM 12-250. ..
nation and Induction.’ 615-500
Mileage Voucher and Mem- | Standard 1071 | 35-5020 | II_______________ TM 14-250. ..
orandum. and 1071a.
Soldiers’ Depogsit..___..._.__ WD FD 10| 352600 |- __o__.._____ TM 12-250. ...
: M45-75
Boldier’s Deposit Book. ... WD FD 33 ___| 35-2600 | XV_____._._.__... TM 12-250. ..
. 345-75 : i
Syphilis Register_ .. ____.___. WD MD 78.__ 40-210 | . . WD Cir 78,
. . 1943.
Immunization Register_____ WD MDS8L...|] 40-210 | IV, V,VII, | e
' 55-300 | VIII, XI, XV,
345-125 XXII.
615-300
615-500
Consolidated Daily Ration |- _oooooocamaoo|-coo . XXXIV* .. WD Cir 16,
Allowance Return. 1943.
Report of Military Person- | oo |oceoaaoot XXXIV*. ... WD Cir 16,
nel (Except Enlisted 1943.
Men) for Whom Field
Rations Are Drawn.
Inventory and Subsistence |- oo ]ecm e emecrccmc——————ee WD Cir 16,
Supplies— Field Rations. 1943.
201 Files—Officers and En- |.o oo 345-5 | VI ‘WD Decimal
listed Men. File Sys-
tem 16 Feb.
43.
: TM 12-250.
Unit Special Orders_ . ______| o ccemmmaaa. 36320 | I, III, IV, V, ™™ 12-250_ .
310-50 VI, VIII, XI, | WD Cir 118,
345-1000 XIII, XVIII, 1942,
420-5 XX, XX1,
615-5 XXII, XXXI.
615-300
615-500
850-150
Certificate of Clearance. .. |- .o oo __. 345-125 | 11, XXX ________ TM 12-250. _.
FBI Military Fingerprint |_______________ 345-120 | IXX.______. e TM 12-250....
Card. 615-500
Application for National | VA 360......_. 310-200 | IV, XIV._______. WD Cir 125,
Service Life Insurance. 615-500 1940.
' WD Cir 269,
1942.
‘WD Cir 387,
1942.
WD Bull 6,
1943.
Memo w
600-1-42.
Memo w
600-44-43.
WD Life In-
surance
Memoran-
da.

*Bection XXXIV will be published in changes at a later date.
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"TM 12-255

ADMINISTRATIVE PROCEDURES.

References
Title _ Form number M 12258 Uni‘;g;‘f;‘“y
AR (sections) Other

Application for National | VA 350a....... 310-200 | XIV. ... WD Cir 125,
Service Life Insurance. 615-500 1940.

WD Cir 269,
1942,

WD Cir 387,
1942.

WD Bull 6,
1943.

Memo w
600-1-42,

Memo w
600-44-43.

WD Life In-
surance .
Memoran-
da.

Change of Beneflciary— | VA 336___.___. 310-200 | XIV_ ... Instructions
National Service Life on form.
Insurance. )

Application for Reinstate- | VA 351....__. 310200 | . . eecmeemmneane- Instructions
ment of National 8ervice on form.
Life Insurance Within
Three Months After Date
of Lapse.

Application for Reinstate- | VA 352....__. 310200 | - ecccoroanman- Instructions
ment of National Service on form.
Life Insurance When In-
surance Has Lapsed More
Than Three Months.

Supplement to Application | VA 352a..__.. 310-200 |...-ccveaecem--._| Instructions
for Reinstatement of Na- on form.
tional 8ervice Life
Insurance.

Application for Reinstate- | VA 363_____.. 310-200 {...... weesee-e---| INstructions
ment of National Service on form.,
Life Insurance While the
Applicant Is in Active
Service or Within Three
Months After Date of
Discharge.

Claim for National SBervice | VA 356.____..| 810200 |- .coeoccemonmano_ Instructions
Life Insurance. on form.
Statement of Claim for | VA 357 ___ce.] 310-200 |.. o eoccamamcmanas Instructions
Waiver of Premfums or on form.
Continuation of Waiver
of Premiums Under the
National Service Life In-
surance Act of 1940, as

Amended.

Application for Change of | VA 358..._.._ 310200 |.cocomane we----| Instructions
National Service Life In- on form.
surance From Five-Year
Level Premium Term
Policy to Ordinary Life,

Twenty-Payment Life,
or Thirty-Payment Life
Policy.
10
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™ 12-255

ADMINISTRATIVE PROCEDURES

References
Unit company
Title Form number AR TM 12-255 oth remarks
(sections) er

Affidavit in Support of | VA 514b______ 310200 | ... .. Instructions
Claim for Converted In- : of form.
surance,

Change Jf Beneficiary— | VA 724_______ 600-100 | . . ... Instructions
United States Govern- on form.
ment Life Insurance.

Application for United | VA 739_______ 600-100 | .. . e . Instructions
States .Government Life on form.
Insurance,

Application for Renewal of | VA 730b and | 600-100 {___ ______._._____ Instructions
United States Govern- 739c. on form.
ment Life Insurance and
Supplement.

Application for Reinstate- | VA 744_______ 600-100 | - .o Instructions
ment of United States : on form.
Government Life Insur-
ance.

Policy Loan Agreement— | VA 804______. 600-100 | _ . oo Instructions
United Btates Govern- on form.
ment Life Insurance. .

Application for Reinstate- | VA 807...___. 600-100 (... Instructions
ment of United SBtates on form.
Government Life Insur-
ance. :

Change in Mo<§e of Pre- | VA 844_______ 600-100 | ..o Instructions
mium Payment. on form.
Application for Cash Bur- | VA 849______. 600-100 |- oeeomoceceaees Instructions
render Value pf United ' on form.

States Government Life
Insurance. : -

Application fof Special | VA 866.....__. 600-100 | - ooeemecmemanas Instructions
Addition Disability In- on form.
surance. :

Affidavit______. e VAS90. ....._. 600-100 | ooooo___. Instructions

' on form.

Application for Change in | VA 806_._.___. 000-100 | . oo Instructions
Plan of United States on form.
Government Life Insur-
ance.

Application for Change of | VA 806b___.__ 600-100 | - cocececoaaoo Instructions
Plan of United States o on form.
Government Life Insur- ’
ance From Five-Year
Level Premium Term
Policy With ‘a Higher
Rate of Premium.

Application for Benefits | VA 380_..__... 615-500 | IV oo Instructions
Under Soldiers’ and 8ail- on form,
ors’ Civil Relief Act of
1040. ,

Information and Premium | VA 398 _____ | ] Instructions
Rates—National Service on form.
Life Insurance. )

Information and Premium | VA 782.__..:_. 600-100 {.. o--cccmaaeeeeo- Instructions
Rates — United States on form.
QGovernment Life Insur-
ance.

11
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TM 12-255

ADMINISTRATIVE PROCEDURES.

L

References
F r Unit company
Title orm numbe: AR TM 19-255 other remarks
(sections)
Correspondence (Prepara- | .. ....coo..__- 340-16 | TM 12-250. ..
tion).

o. Military letters.
b. Indorsements.
¢. Nonmilitary letters.
d. Telegrams, radio-

grams, and cable-

grams.
e. Message form.

SecTioN V
UNIT ADJUTANT’S OFFICE RECORDS
' References
Title Form number TM 12-255 . Ungg;l{):ny
AR (sections) Other

Duty Roster___...____.._.. WD AGO6...| 345-25 | VI.____________. FM26-5.__..

Guard Report and Extra | WD AGO 10 345-40 | XVI_ .. _______.. FM 26-5.....
Sheet. and 11. 800-375 ’

Report of Annual Inspec- | WD AGO 16| 605-135 | ... _|ocoooooo_....
tion of Private Mount.

Report of General Prisoner.| WD AGO 47| 600-375 |. - o cooomomoo oo

Identification Card—Offi- | WD AGO65-1.] 55390 |..cocoommen . WD Ltr AG
cers, Army of the United 334 (5-8-41)
States. ’ MB-M, 12

May 41.

Locator Card (or-Loeally | WD AGO (... | oo TM 12-275__.
Prepared Card)—VFor 304a and 401. FM 12-105.
Postal Section. :

Record of and Receipt for | WD A GO | .. .. | oo ... TM 12-275_. .
Registered and Insured 922, POD WD: Cir 27,
Mail. 3883 and 1043.

Report of Claims Officer____| WD 30_.____._ 25-20 | XXX, XXXII_.| TM 12-250. ..

Decimal Fiies. ... .. ____ QMC3stand |.--.. o ]eeoiae .. TM 12-250._.

«. Index sheet and con- 352, Decimal File
solidated index sheet. | QMC 353. System,
b. List of papers. QMC 3565. WD, 15
¢. Out-charge sheet. QMC 367. Feb. 43.
d. Incorrect -classifica-
tion sheet or reclassi-
fication sheet.

Record Card—Registered | WD 32_..._._. 380-5 |--.. N PO -
Documents or Devices
(Issuing Agency’s Rec-
ord of Distribution).

Record Card—Registered | WD 33_______. 380-5 | - oececcecmcac)icomceccaaaaaas
Documents or Devices—

Station. ,
12
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ADMINISTRATIVE PROCEDURES

T™M 12-255

Title

Form number

References

AR

T™ 12-255
(sections)

Other

Unit company
remarks -

Semiannual or T'ransfer Re-
port of Registered Docu-
ments or Devices.

Unit Circulars, Bulletins, |.....ccceneeeo-.

and Memoranda.

Precedent or Policy File_ .. . ccoccmcaaeeao--

Unit General Orders. ...} occccocamaaaooo
Unit 8pecial Court Martial | ... .. ... .....

Orderse

Army Regulations and { .___.___._____.__

Other Publications Issued
by the War Department.

a. General Orders.

b. Bulletins.

¢. Circulars.

d. Training Circulars,

e. Annual Compilation
and Index of War De-
partment General Or-
ders, Bulletins, and
Circulars.

7. Monthly Digest of
War Department di-
rectives and index to
General Orders, Bul-
letins, Circulars, and
‘W Memoranda.

¢. Army Regulations
(Class (lAl’).

h. Bulletins of the
Judge Advocate Gen-
eral.

i. Military Laws.

j. Mobilization Regula-
tions, .

k. T/O & E pertaining
to the unit.

i. T/E 21.

m. Field and Technical
Manuals.

Permanent Passes for En-
listed Men.

310-50

340-15

310-60
310-50

810-200

615-275

VIII, XXI,
XXII.

TM 12-250. __

TM 12-250. ..
WD Decimal |
File 8ys-
tem 15 Feb |

43

T™ 12-250__.}
MCM 1928.__

TM 12-250_ ..

FM 21-6.

Google
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TM 12-255

ADMINISTRATIVE PROCEDURES

SEcTioN VI

UNIT SUPPLY OFFICE RECORDS

References
Title Form number TM 12-255 Un}gg’;‘f;‘ny
AR (sections) Other
8hipping Ticket... ____.____ QMC 434 ___. 35-6660 | XXVI, XXVII_| TM 10-310. ..
35-6610 TM 12-250.
35-6640 WD Cir. 405,
1942.
Memorandum Receipt.__.__ QMC 487_____ 35-6520 | XXVI, XXVII_| TM 10-310___
35~6680 TM 12-250.
Jacket File_ _ .. . | XXVI, XXVII_| WD Cir 405,
1042, ’
Report on Status of Equip- ( WD AGO 411 | ________jeeooooooooo.. Memo W 850
ment. and 411-1 to 25~43.. ...
411-8. Instructions
on forms,

SectioNn VII
- MOTOR TRANSPORTATION RECORDS

References
Title Form number TM 12-285 Un;gg]oal:x&any
AR {sections) Other.
Driver’s Report—Accident, | Standard 26a 850-15 | XXX . ... FM 25-10__._
Motor Transportation. (old stand-
ard 26).
Duty Roster___________.___ WD AGO6...| 850-15 } XXI_ _.___._.... FM 25-10.. _.
a. Record of motor ve-
hicle maintenance op-
erations.
b. Lubrication record.
Automotive Disability Re- | WD IGD 5A, 85015 |.conceemmcecanaea- WD Cir 13,
ports. 5C, 5QG, and ’ 1943.
5T.
Requisition and Extra | QMC 400and | 356540 | XXII, XXVI, TM 10-310__.
Sheet. 401. 356560 XXVII WD Cir 405,
850-15 1942,
S8hipping Ticket.. . ... ... QMC 434 ____ 356520 | XXVI, XXVII | TM 10-310___
: 850-15 WD Cir 405,
- 1042,
Tally S8heet, Incoming._._.. QMC 489____. 35-6520 |- _oooooooeeoo- TM 10-310. ..
: 850-15
Tally Sheet, Outgoing...._. QMC 490..... 850-15 | XXVI__........ TM 10-310___
: 35-6520 :
35-6540
Preventive Maintenance | WD AGO 461 850-15 | XXI. o |eemeo.
~ Bervice and Technical (old QMC .
Inspection Work Sheet 260)
for Wheeled and Half-
Track Vehicles.
14
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T™ 12-255

ADMINISTRATIVE PROCEDURES
References
— T i
Title Form number S Unit company
AR (sections) Other
Preventive Maintenance | WD AGO 462 850-15 | XXI.__ .. | ...
Service and Technical (old QMC
Inspection Work Sheet 260)
for Full-T'rack and Tank-
Like Wheeled Vehicles.
Preventive Maintenance | WD AGO 463 850-15 | XXI . . |l
Service and Technical (old QMC
Inspection Work BSheet 260)
for Motorcycles. ’
8pot Check Inspection | WD OO 7353..| 850-15 | XXI___________ | . oooo. ... '
Report for All Motor )
Vehicles. .
locator and Inventory | WD OO 7356..| 850-15 |._. ... _____.__|...... e
Control Card. ’
Driver’s Trip Ticket and | WD 48 (old 850-15 | |
Preventive Maintenance | QMC 237)
Service Record. :
Army Motor Vehicle Oper- | WD 0O 7360 850-18 {_ o e
ator’'s Permit. (old QMC .
228)
Daily Dispatching Record | WD 00 7361 85015 | e
of Motor Vehicles. (old QMC
c 254)
Request for Job Order_.___. WD 00 7362 850-15 | oo
(old QMC
500)
Section VIII
UNIT DISPENSARY MEDICAL RECORDS
’ . References : . :
y Unit company
Title Form number AR TM 12-255 Other remarks
(sections) .
Report of Sick and Wounded.| WD MD 51__.] 40-1025 | XXXIV*______._ FM 845 _.
Certificate of Disability for | WD AGO 40..| 600-500 | XTI _______..___ TM 12-250__.
Discharge. 615-360
Register Card. .. _..._...... WDMD52...| 40-1025 | XV .. FM 845 ____
: 600-550
Monthly Report of Dental | WD MD 57_..| 40-1010 | ... _|.ooo......_____
Service.
Syphilis Register.__..______ ‘WDMD78._.| 40-210 | __._____._______. WD Cir 78,
1943.
Register of Dental Patients.| WD MD 79_._{ 40-1010 |.________________|...___________
Immunization Register.. ... WDMDS8L .| 40-210 | IV, VIL, XXII_ .| TM 12-250. ..
56-300
345-125
615-300
615-500 .
Btatistical Report_. . ... _. WD MD 86a, | 40-1080 | XXXIV*. ______ FM 8-45.___.
b, and ¢.
Monthly Statistical Venereal | . ___._______. 40-210 |- |
Report.
Monthly Sanitary Report | ______....._.__ 40-275 | XXXIV* . |
Daily Diary or Journal. 40-10056

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

ADMINISTRATIVE PROCEDURES

SecTIiOoN IX

MACHINE RECORDS UNITS

References
Title Form pumber Unigl‘:’a'? y
AR Phet oty Other
Officers’ Statistical Card_...| WD AGO0366.|...._...__|-_....._..._.__.._ TM 12-305..
8tatus Punch Card.._.___.. "WD AGO 302 |. -l _..-] TM 12-305._ ..
Report of Change____.__... WD AGO 303. 345-5 | I, II, VI, VII, | TM 12-250_._
345-800 | VIII, X, XI, | TM 12-305._.
XVI, XXI,
XXXIV.*
Locator Card. .......ooo.... WD AGO304a.| 8455 | II, VII, XXII, | TM 12-305_._
. . XXXIV.*
Miscellaneous Report Form.| WD AGO305a.| 55-390 | XXXIV*____._. TM 12-250. ..
345-900 TM 12-305__.
Organization Master Card..| WD AGO 308! . . .. .. | cooommoa ... TM 12-305. __
Daily Strength Summary | WD AGO319.{ ... .| __.__.__._..._._. TM 12-305_ ..
Card.
Monthly Btrength SBum- | WD AGO 320 |. .. .| oo TM 12-305___
mary Card.
Strength Return by Grade..| WD AGO 323 | ... _ | TM 12-305. ..
Officer’s Qualification Card.| WD AGO 367_| .. ... | . .. ... TM 12-305. ..
Report of Physical Exami- | DSS 221_.____. 615-500 | IIX, IV__.______. TM™ 12-250. ..
_ pation and Induction.
*Section XX XIV will be published in changes at a later date.
Secrion X
BLANK FORMS
Unit compan
Form number Title remarks y
WD AGO
) U Company Morning Report.
2 . Headquarters Morning Report.
5 . Daily Sick Report.
6 . Duty Roster.
Y Enlisted Men’s Pass.
10and 11________ Guard Report and Extra Sheet.
) 5 Report of Survey.
16 .. ____ Report of Annual Inspection of Private
Mount.
| i Requisition for Blank Forms and Publica-
tions.
19.. . ._. Notice of Casual Payment.
20 ... Soldier’s Qualification Card. A
20-1_ . __________ Replacement Card for Soldier’'s Qualifica-
tion Card.
22 .. Enlistment Record, Army of the United

States.

16
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ADMINISTRATIVE PROCEDURES

T™™ 12-255

Form number

Title

Unit compeny
remarks

WD AGO—Con.

Service Record.
Inserts to Service 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.

Notification of Discontinuance of Allotment.

Request for Change in Class B Allotment
War Savings Bonds.

Request for Discontinuance of Class B
Allotment War Savings Bonds

Furlough.

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 sec. 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.

Emergency Addressee and Personal Prop-
erty Card.

Extract Copy of Morning Report.

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

Report of Return of Absentee from the
United States Army.

Report of General Prisoner.

Application for Retirement.

Record of Payment of Retired Enlisted
Man.

Report of Investigation—Death.

Inventory of Effects.

Honorable Discharge from the Ariny of the
United States.

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

17
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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

Title

Unit company
remarks

WD AGO—Con.

411 and 411-1 to
411-8.

461 (old QMC
260).
462 (old QMC
260).

463 (old QMC
260).

Google

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.

Score 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 Personnel Replacement Requisition
and Extra Sheet.

Certificate of Service.

Status Punch Card.

Report of Change.

Locator 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 Qualification Card.

Locator Card.

Report on Status of Equipment.

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

Preventive Maintenance Service and Tech-
nical Inspection Work Sheet for Full-
Track and Tank-Like Wheeled Vehicles.

Preventive Maintenance Service and Tech-
nical Inspection Work Sheet for Motor-
cycles.
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ADMINISTRATIVE PROCEDURES

TM 12-255

Form aumber

Title

Unit company
remarks

WD AGO—Con.

48 (old QMC 237)
336 and 336a__...

366, 366a, and
366b.

Standard

26a (old Stand-
ard 26).
1071 and 1071a._.
WD 00

7360 (old QMC
228).

7361 (old QMC
254).

7362 (old QMC
500).

WD FD
10 e

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 Questionuaire,

Report of Claims Officer.

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

Record Card—Registered Documents 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 Voucher—Final Statement of Ac-
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.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

Title

Unit eompany
remarks

WD IGD
5a, 5¢c, 5g, and 5t __
WD MD
5Y ...
52 ...
57 .
78 .
79 . .
81 _ ...
86a, b, and c_____
POD
3883 and 3883a__.
QMC
16 -
125_ o ____.
351 _ .
352 ..
353 .
355 _____
357 ...
364 and 364a_____

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
Ingured Mail.

Council Book.

Horse (Mule) Record Card.

Index Sheet.

Consolidated Index Sheet.

List of Papers.

Out-Charge Sheet.

Incorrect Classification Sheet or Reclassifi-
cation Sheet.

Weekly Collection and Delivery Sheet 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 Slip (Quarter-
master laundries only).

Requisition and Extra Sheet.

Requisition and Receipt for Clothing in
Bulk and Extra Sheet.

Requisition and Receipt for Brooms,
Brushes, Matches, Mops, Toilet Paper,
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 and
Glassware (Quarterly Allowance).

Shipping Ticket.
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ADMINISTRATIVE PROCEDURES

TM 12-255

Title

Unit company
remarks

Go

Ration Return.

" Monthly Mess Account (Garrison Rations).

Memorandum Receipt.
Tally Sheet, Incoming,.
Tally Sheet, Outgoing.
Shoe Repair Tag.

Change of Beneficiary—National Service
Life Insurance.

Application for National Service Life Insur-
ance.

Application for Reinstatement of National

" Service Life Insurance Within Three
Months After Date of Lapse.

Application for Reinstatement of National
Service Life Insurance When Insurance
Has Lapsed Mere Than Three Months.

Supplement to Application for Reinstate-
ment of National Service Life Insurance.

Application for Reinstatement of National
Service Life Insurance While the "Appli-
cant is in Active Service or Within Three
Months After Date of Discharge.

Claim for National Service Life Insurance.

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.

Application for Change of National Service
Life Insurance from Five-Year Level
Premium Term Policy to Ordinary Life,
Twenty-Payment Life, or Thirty-Pay-
ment Life Policy.

Application for Benefits Under Soldier’s and
Sailor’s Relief Act of 1940.

Information and Premium Rates—National
Service Life Insurance.

Affidavit in Support of Claim for Converted
Insurance,.

Change of Beneficiary— United States Gov-
ernment Life Insurance.

Application for United States Government

Life Insurance.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

Title

Unit company
remarks

VA insurance—
Continued

739b and 739¢c____

Application for Renewal of United States
Government Life Insurance and Supple-
ment.

Application for Reinstatement of United
States Government Life Insurance.

Information and Premium Rates—United
States Government Life Insurance.

Policy Loan Agreement—United States
Government Life Insurance.

Application for Reinstatement of United
States Government Life Insurance.

Change in Mode of Premium Payment.

Application for Cash Surrender Value of
United States Government Life Insur-
ance.

Application for Special Addition Disability
Insurance.

Affidavit.

Application for Change in Plan of United
States Government Life Insurance.

Application for Change of Plan of United
States Government Life Insurance From
Five-Year Level Premium Term Policy
with a Higher Rate of Premium.

Report of Separation.
Report of Physical Examination and Induc-
tion,

[(A. G. 300.7 (3 Jul 43).] (C 1, 31 Aug 43.)

BY ORDER OF THE SECRETARY OF WAR:
G. C. MARSHALL,
Chief of Staff.

OFFICIAL:

J. A. ULIO,
Magjor General,

Google

The Adjutant General.
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