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TM 12-255

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.

(i)
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TM 12-255

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.

Accd Person Accused.

Acer Accuser.

ADA Authority Directing Arrest or Confinement.

Adj Regimental Adjutant.

AG Adjutant General.

AO Agent Officer.

App Auth Approving Authority.

AR Army Regulations.

Bn CO Battalion CO (Ex).

B/P Board President.

Bull War Department Bulletin.

CG ServC Commanding General of Service Command.

Ch Chaplain.

CIO 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.

Ct 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.

Div SO Division Supply Officer.

Dr Driver.

EM Enlisted Man.

Ex Regimental Executive Officer.

IB Investigating Board.

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:2

8
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255
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ICO Immediate Commanding Officer.

InO Inspecting Officer.

IO Investigating Officer.

LB Local Board.

LPO Local Property Officer.

MCM Manual for Courts-Martial (1928).

Med Bd Medical Board.

Med OIS Medical Officer of Induction Station.

MessO Mess Officer.

MO Regimental Motors Officer.

N CoF New Custodian of Fund.

NCOS Noncommissioned officer in charge of sick detail.

O Officer.

P&P Police and Prison Officer.

PCO Post or Unit Commander.

PofEM Parents of Enlisted Man.

Pres President of the Court.

PWO Payment Witnessing Officer.

QM Quartermaster.

Rcdr Recorder of the Board.

RespO Responsible Officer.

S-2 Regimental Intelligence Officer.

S-3 Regimental Plans and Training Officer.

S-4 Regimental Supply Officer.

SC Summary Court.

SCM Summary Court M artial.

Sec VIII Bd Section "VIII Board.

Sel Selectee.

ServC FinO Service Command Finance Officer.

Succ Successor.

Sup Sgt Company Supply Sergeant.

SupvO Supervising Officer.

Surg Surgeon ("unit surgeon).

Sur O Surveying Officer.

TJA Trial Judge Advocate.

TO Transportation Officer.

TrAuth Transferring Authority.

UPO Unit Personnel Officer.

WDC War Department Circular.
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TM 12-255

SECTION I

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 lot

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 la, 6

Leaves will be coordinated by the Adj under direction of the

executive. To permit such coordination, it is customary

to include in the request: information as to amount of

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.

O 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.
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Action

taken by

O 4. 6. If leave is to exceed 30 days, transfer funds and

property to successor.

AR 35-6520, par 14a, C2

For procedure see section XXVII.

O 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 3c

ICO 6. Make proper remark on organization Morning Report

on departure and return.

AR 345-400, par 25a AGO 1

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

return. Send original through channels to machine

records unit, and duplicate as directed by AR; file

triplicate.

AR 345-800, par 16 AGO 303

Report of Change prepared in triplicate for officers, in

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

SICK LEAVE

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

ICO An officer authorized to grant ordinary leave may grant

App'Auth s'ck leave f°r *^e same periods.

AR 605-115, par 14a

App Auth 9. Refer application for leave to Regtl Surg.

AR 605-115, par 15a

Surg 10. Examine applicant for sick leave and make report of

condition of applicant by indorsement to CO,

including a specific recommendation as to whether

or not leave should be granted, and length of leave

considered necessary.

AR 605-115, par 15b

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:2

8
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADMINISTRATIVE PROCEDURES

Sick leave will not be counted against annual leave allow-

ance.

AR 605-115, par 14b

Action

taken !"/

O 11. Follow instructions 4 and 5.

ICO 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 345-400, Aug. 25, 1938

TO—Transportation Officer AR 345-800, July 1, 1942

AR 380-5, June 18, 1941

AR 600-185, Oct. 11, 1942

AR 600-600, Jan. 31, 1931

AR 605-90, May 21, 1942

AR 605-120, Aug. 23, 1938

Action

taken by

O 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

O 2. Arrange for settlement of accounts with local commer-

cial concerns.

WDC 49, 1942, par 2, sec. II

O 3. Arrange with TO for shipment of household goods and

other personal property; and, if desired, transpor-

tation for self and dependents.

AR 30-960, sec. HI

AR 30-920, pars 6b, 7a, C3

See WDC 261, 1942, sec VI, WDC 279, 1942, sec II, and

WDC 314, 1942, sec IV, 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

taken ly

O 4. Obtain certified true extract copies of change of statior

orders, in order to—

Number oj

co-pies

a. Support first pay voucher at new station 2

Pay Guide (see remark (1) below)

b. Support claims for mileage per diem, and'

travel expenses 2

Pay Guide

c. Support claims for dependents'travel 2

Pay Guide

d. Present to new CO, upon reporting for duty__ 2

AR 605-120, par la(l)(a)

e. Present to TO, for each shipment of household

goods and other personal property 3

AR 30-960, pars 28, Cl; 12a(l)

/. Present to TO for each transportation request

desired

AR 30-920, par 2c, h

g. Purchase necessary gasoline to complete or-

dered travel

See remark (2)

(1) The War Department delivers to each officer, at the

time of delivery of any order, radio, or confidential letter

directing change of station, a single-sheet pamphlet en-

titled "Pay Guide for Officers, Army Nurses, and War-

rant Officers on Change of Station," which sets forth the

procedure necessary to insure prompt payment of pay,

travel allowance, and allotments.

(2) The authority to purchase additional rationed gasoline,

when traveling under orders, is contained in sec 1934.18

of Ration Order No. 5 (Form OPA R-544), Acknowledg-

ment of Delivery of Gasoline.

5. If a Reserve or National Guard officer, in order to sup-

port first pay voucher at new station:

a. Two copies of active duty orders.

Pay Guide
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ADMINISTRATIVE PROCEDURES

Action

taken 6j/

O 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.

O 6. Obtain 2 copies of orders terminating assignment of

quarters, or in lieu thereof a certificate of non-

assignment of quarters, covering the period from

date of last payment to include date of departure.

These papers will be needed to support first pay

voucher at new station.

Pay Guide

O 7. Obtain 2 copies of leave order, if any, incident to change

of station, to support claim for dependents' travel.

Pay Guide

O 8. If leave is granted, extending beyond the effective date

of assignment to new station, report by letter or on

AGO Form 303 (Report of Change) to the CO of

the station or organization to which assigned.

AR 605-120, par 12a ch by WDC 176,

1941, sec IV AGO 303

O 9. If change of station involves a change in address of any

person named on Designation of Beneficiary (AGO

Form 41) (any dependent beneficiary, nearest rela-

tive other than wife or minor child, or the person

to be notified in case of emergency), submit new

AGO Form 41.

AR 600-600, par 3b and WDC 296,

1942, sec I AGO 41

UPO 10. Forward Emergency Addressee and Personal Property

Card by ordinary mail to station to which officer

is transferred.

WDC 338, 1942 AGO 43

If transferred to theater of operations in continental United

States, hold card until called for by TAG.
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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.

O 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 lb(l)

CO or 14. Make proper entry in Morning Report.

CoC AR 345-400, par 19 AGO 1

If departing officer commanded a company, battalion, or

regiment, the Morning Report entry will show name of

officer assuming command (AR 345-400, par 16).

UPO 15. Furnish central locator card file at post headquarters

with necessary information concerning change.

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

If machine records unit supplies the organization with Form

304-A, this action will be omitted.

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 Cl 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-
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ADMINISTRATIVE PROCEDURES

ance rating. The adjutant general (Adj) will then send

the Qualification Card to the headquarters of the organi-

zation to which the officer is transferred.

Action

taken by

O 18. If custodian of funds, transfer funds to new custodian.

AR 210-50, par 20a(6)

For procedure, see section XXIII

O 19. If a CoC, inventory Government property for which

responsible and originate Reports of Survey for lost,

damaged, or unserviceable articles not covered by

validated requisitions.

WDC 105, 1942, par 27a Company

Property Book

For procedure see section XXVII

Succ 20. 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

O 21. If any immediate subordinate is a field officer, who has

been serving under departing officer for 6 months,

submit an Efficiency Report on him; less than 6

months, submit an Efficiency Report on him, if

desired; or, submit to successor data for considera-

tion in the preparation of next Efficiency Report.

AR 600-185, par 3, Cl AGO 67

A full Efficiency Report may be rendered on an officer of

any grade at any time if, in the opinion of the reporting

officer, the services of the officer being reported upon are

considered to have been unusual either through merit or

lack thereof (AR 600-185, par 36).

CO 22. If departing officer is a field officer, submit Efficiency

Report or data, as in instruction 21.

AR 600-185, par 3, Cl AGO 67
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Action

taken by

o

o

o

ADJUTANT GENERAL'S OFFICE

23. If transferred outside the United States, report for

physical examination at home station, and again at

port of embarkation if more than 48 hours have

elapsed since examination at home station.

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

par 2, sec III

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

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 III

SECTION III

PROCEDURE AT INDUCTION STATION

Key to abbreviations:

Sel —Selectee (shown as EM after in-

duction)

LB —Local Board

COIS —Commanding Officer of Induction

Station

Med OIS—Medical Officer of Induction Sta-

tion

TO —Transportation Officer

Action

taken 1>y

LB

References:

AR 30-2215, Aug. 1, 1941

AR 30-910, Oct. 10, 1935

AR 345-155, July 16, 193$

AR 615-500, Sept. 1, 1942

Sel

1. Send order to selectee to report for induction.

DSS 150

2. Report to local board on date and at time specified.

Name is placed on delivery list and is sent to

induction station.

DSS 151
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ADMINISTRATIVE PROCEDURES

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 10V2, C2 AGO 24, 28

AR 615-500, par 14a DSS 221

DSS Form 221 is made out in an original and three copies.

Original is sent directly to The Adjutant General,

"1st copy" is sent to the Director of Selective Service,

National Headquarters, through the LB and the State

Director of Selective Service. "2d copy" is sent, if

rejected, directly to The Surgeon General; if accepted,

to The Surgeon General through the reception center

and MRU, "3d copy" is returned to the LB.

COIS 6. Explain to EM his right to be returned to his home for

14 days under the provisions of 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
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ADJUTANT GEBSTERAL'S OFFICE

Action

taken by

COIS 7. Place his name on a special order directing him to pro-

ceed to place where he reported to LB, and recalling

him to active duty and directing him to proceed to

named recruit reception center at place designated

in order. Mail Service Record, together with

"2d copy" of DSS Form 221, to the CORC.

AR 615-500, par 16b

TO 8. On presentation of orders, furnish EM with Government

Transportation Request to location of LB and

thence to recruit reception center to which ordered.

Also 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

COIS 9, If EM does not desire to return to his home, send him

direct to a reception center; hi such case no in-

dorsement is placed in his Service Record. He

travels to reception center on Government Trans-

portation Request. Mail Service Record, together

with "2d copy" of DSS Form 221, to the command-

ing officer of the reception center.

AR 615-500, par 16a AGO 24

COIS 10. Mail FBI Military Fingerprint Card to TAG.

AR 615-500, par 15 FBI Military

Fingerprint Card
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ADMINISTRATIVE PROCEDURES

SECTION IV

PROCEDURE FOR RECEPTION CENTERS

(Procedure varies according to local conditions)

Key to abbreviations:

CORC —Commanding Officer of Reception

Center

CIO —Classification Officer

QM —Quartermaster

Ch —Chaplain

Surg —Surgeon

CG ServC—Commanding General of Service

Command

EM —Enlisted Man

TO —Transportation Officer

References:

AR 30-910, Oct. 10, 1935

AR 30-2215, Aug. 1, 1941

AR 615-25, July 31, 1942

AR 615-40, Sept. 1, 1942

AR 615-500, Sept. 1, 1942

Action

taken foj

EM

CORC

CIO

CORC

1. Proceeds to reception center checking station. ("2d

copy" of DSS Form 221 and Service Record have

previously arrived).

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.

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

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.

494350°—42-
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ADJUTANT GENERAL'S OFFICE

Action

taken by

QM 5. Issue the EM one complete uniform and necessar}-

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

procediire see sec. XXIV).

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

CIO 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

Ch 7. Give talk to EM on morality. Read and explain Articles

CORC of War.

AR 615-500, par 23j

Training films may supplement both of these.

Surg 8. Give smallpox vaccination and start other authorized

immunization procedures.

AR 615-500, par 23g MD 81

Initiate MD Form 81 and send it to records and assignment

section.

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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ADMINISTRATIVE PROCEDURES

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

MD81

SECTION 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—

Action

taken by

CORC 1. Transfer EM to division, separate regiment, or to

replacement training center by special order, on

instruction from service command. Send the follow-

ing records to the unit of assignment by letter of

transmittal: Special Order directing transfer; Service

Record; Individual Clothing and Equipment Record;

Soldier's Qualification Card; Soldier's Individual

Pay Record; Immunization Register.

AR 615-500, par 31b AGO 24, 32,

20, 28

MD 81

DCO 2. Check records against list of inclosures on letter of

or transmittal and acknowledge receipt by indorse-

UPO ment. Examine Soldier's Qualification Card and

compare with regimental -needs to form a basis for

assignment of EM to regiments (companies).

AR 615-25, par 34a AGO 20
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Action

taken by

DCOor

UPO

AGor

Adj.

3. Prepare and submit to AG (Adj) copy for a special

order assigning EM to regiments (companies).

4. Verify correctness and authenticate SO. Send EM to

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. Pla,ce 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
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ADMINISTRATIVE PROCEDURES

Action

taken b

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

SECTION VI

PROCEDURE TO APPOINT OR REDUCE ENLISTED MEN

Key to abbreviations:

CoC —Company Commander

UPO—Unit Personnel Officer

Adj —Regimental Adjutant

CO —Regimental Commander

Action

taken 6j/

CoC

CoC

UPO

References:

AR 310-50, Aug. 8, 1942

AR 345-125, Feb. 1, 1932

AR 345-155, July 16, 1938

AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942

AR 615-5, Apr. 15, 1936

AR 615-25, July 31, 1942

WDC 25, 1942

WDC 148, 1942, sec IV

WDC 194, 1942, sec II

TO APPOINT PRIVATES FIRST CLASS

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 III

2. Prepare company order in duplicate and sign both copies.

Post original on company bulletin board and file

later. Send duplicate with Morning Report show-

ing entry of appointment. Change duty rosters.

AR 345-400, par 20 AGO 1

AR 310-50, par Ib

AR 615-5, par 2a, C2

Do not antedate promotion orders.

3. Check vacancy against T/O. Enter appointment on

Service Record and on Soldier's Qualification Card.

Change Individual Pay Record.

AR 345-125, par 12, C3 AGO 24, 20, 28

AR 615-25, par 28d
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Action

taken by

UPO 4. Prepare Report of Change in duplicate; send original

through channels to MRU; file duplicate.

AR 345-800, par 16, C2 AGO 303

TO REDUCE PRIVATES, FIRST CLASS

CoC 5. Follow instructions 2 to 4, inclusive, substituting"reduc-

UPO 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

CoC 6. Check vacancy. Check qualifications of EM.

AR 615-5, pars 5a, 7, 9

WDC 25, 1942, sec III as ch by WDC 109,

1942, sec III, and WDC 140, 1942, sec III

CoC 7. Fill out unit form letter to CO recommending promotion

or appointment and send to UPO.

UPO 8. Check vacancy, eligibility, and qualification data and

submit CoC's letter to CO with any appropriate

remarks. Prepare Regtl SO appointing NCO or

technician as recommended. Prepare warrant of

appointment for CO's signature. Send these to

the Adj.

AR 615-5, pars 9, 10 AGO 58

AR 310-50, par 4

WDC 25, 1942, sec III

Adj 9. 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

UPO 10. 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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ADMINISTRATIVE PROCEDURES

Action

taken by

UPO

CoC

Adj

UPO

CoC

UPO

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 III

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 10y2 and Iiy2, 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 lie, 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.

CoC 18. Take steps to fill vacancy thus created.
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TM 12-255

ADJUTANT GEJSTERAL'S OFFICE

SECTION VII

PROCEDUKE WHEN AN ENLISTED MAN IS PLACED ON

DETACHED SERVICE OR ON SPECIAL DUTY

Key to abbreviations:

UPO—Unit Personnel Officer

CoC—Company Commander

Action

taken Ity

CoC

UPO

CoC

References:

AR 345-125, Feb. 1, 1932

AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942

TM 12-250, Oct. 10, 1942,

pars. 223, 491, 495

DETACHED SERVICE

(DS is service away from home station)

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.

2. Secure Transportation Request if EM is to travel at

Government expense.

3. Make proper entry in Morning Report on date man

departs, showing station to which sent.

AR 345-400, par 24 AGO 1

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

5. Accomplish next indorsement on Service Record;

obtain character and efficiency rating from CoC,

enter in indorsement, and initial. Obtain Form

32 from CoC.

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

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 I AGO 20

Immunization Register MD 81

Emergency Addressee and Per-

sonal Property Card [AGO 43

AR 345-125, par 40
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action.

taken, by

New UPO 7. 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

New CoC 8. 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.

Old UPO 9. 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

New UPO 10. 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)

CoC 11. 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

UPO 12. Enter fact of special duty in Service Record.

AR 345-125, par 10 AGO 24

New CoC 13. Make appropriate entry on attachment in Morning

Report.

AR 345-400, par 28 AGO 1

New UPO 14. Notify old UPO of any changes in duty status of EM.
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TM 13-255

ADJUTANT GENERAL'S OFFICE

SECTION VIII

PROCEDURE TO TRANSFER ENLISTED MEN

Key to abbreviations: References:

TrAuth— Transferring Authority AR 30-910, Oct. 10, 1935

CoC—Company Commander AR 35-4520, Apr. 30, 1942

CoSO—Company Supply Officer AR 210-50, Nov. 1, 1938

UPO—Unit Personnel Officer AR 310-50, Aug. 8, 1942

CO—Regimental Commander AR 345-125, Feb. 1, 1932

AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942

WDC 233, 1942

WDC 308, 1942

Action

taken 6»/

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

UPO giving data required by par 8, WDC 308, 1942, and

approve (or disapprove witb 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.

<'O 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 3. Approve transfer (or disapprove with reasons therefor)

and forward by indorsement to officer having

authority to order transfer.

WDC 308, 1942

In case transfer is initiated by higher authority than com-

pany, instructions 1, 2, and 3 will not apply.

24
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken lit/

TrAuth

CoSO

CoC

CoC

UPO

UPO

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

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.

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

7. Send Individual Clothing and Equipment Record to

UPO.

AR 345-125, par 40 AGO 32

8. Get statement from CoC for indorsement 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

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, sees II and III Standard 1030

AR 35-4520, par 10

25
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TM 13-255

ADJUTANT GENEBAL'S OFFICE

Action

taken 1>y

UPO

CoC

CoC

CoC

10. Prepare Report of Change in duplicate. Send original

through channels to MRU, file duplicate.

AR 345-800, par 16, C2 AGO 303

11. Transfer prorata share of Co Fund to new unit if trans-

fer falls within purview of AR 210-50, par 16b, Cl

(for procedure see section XXIII).

AR 210-50, par 16b, Cl

12. Transfer of limited service personnel from the field

forces.

WDC 327, 1942

13. Transfer of EM who will not accompany then- units

overseas.

WDC 339, 1942

SECTION IX

PROCEDURE TO GRANT FURLOUGH

Key to abbreviations:

CoC—Company Commander

UPO—Unit Personnel Officer

Adj—Regimental Adjutant

DisbO—Disbursing Officer

Action

taken T)

CoC

UPO

CoC

References:

AR 35-4520, Apr. 30, 1942

AR 40-505, Sept. 1, 1942

AR 345-125, Feb. 1, 1932

AR 345-155, July 16, 1938

AR 345-400, Aug. 25, 1938

AR 615-275, Feb. 16, 1940

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.

2. Prepare Furlough Certificate in duplicate and send both

copies to CoC.

AR 615-275, par 4 AGO 31

3. Have EM sign original of Furlough Certificate and re-

turn to UPO.
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TM 12-255

ADMINISTRATIVE PROCEDURES

4. Sign "Memoranda from Company Commander" on

face of Certificate and submit to Adj.

AGO 31

5. Sign original of Furlough Certificate, "For the C. O."

and send it to CoC.

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

sec III AGO 31

6. Have EM turn in all arms and equipment.

AR 615-275, par lla

7. Give original of Furlough Certificate to EM. Caution

him that he may not leave the United States with-

out authority, materials for individual prophylaxis

are available at the exchange, and warn him about

veneral infection. Inspect his uniform for neatness

and proper wear.

AR 615-275, par 7

WDC 53, 1942, sec II

8. If it is necessary to pay EM while on furlough, see

AR 345-155, par 11

9. Enter departure on Morning Keport and send duplicate

copy of Furlough Certificate to UPO.

AR 345-400, par 25b AGO 1

10. Enter furlough in Service Record and file duplicate

Furlough Certificate pending EM's return.

AR 345-125, par 14a AGO 24

11. On EM's return, obtain from him the original Furlough

Certificate and enter return in Morning Report.

Send original to UPO.

AR 345-400, par 25b AGO 1

AGO 31

12. Enter date of return in Service Record and accomplish

CoC's certificate on back of Furlough Certificate

and sign original only. Send both copies to local

DisbO for payment of furlough ration money.

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

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

to furlough ration money unless absence is excused by

the authority granting the furlough.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

DisbO

CoC

UPO

13. Send check for furlough ration money to EM throug

his CoC.

AR 35-4520, par 8

The DisbO may pay in cash, in which case an officer mua

accompany and identify the EM.

EMERGENCY FURLOUGH

14. Submit to UPO EM's application for emergency fur-

lough.

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, predi-

cated upon such illness, will be accompanied by the name

of the attending physician.

UPO 16. Secure approval of CO for emergency furlough.

AR 615-275, par 5b(l) and c(l)

WDC 56, 1942, sec IV

ch bj

UPO

CoC

Adj.

DisbO

17. Follow instructions 2 to 13, inclusive.

SECTION X

PROCEDURE WHEN ENLISTED MAN IS ABSENT

WITHOUT LEAVE

Key to abbreviations:

CoC — Company Commander

UPO— Unit Personnel Officer

CoSO— Company Supply Officer

Action

taken by

CoC

References:

AR 35-6520, Feb. 8, 1936

AR 345-125, Feb. 1, 1932

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

1. Make proper entry in Morning Report. Notify CoSO.

AR 345-400, par 26a AGO 1

Show hour of departure in Morning Report entry.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken by

UPO 2. 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

CoC 3. 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

CoSO 4. 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.

CoSO 5. If EM holds property on Memorandum Receipt, effect

a settlement with the issuing officer.

AR 35-6520, par 15c QMC 487

Unless circumstances of the case warrant immediate action,

this action will be taken 10 days after departure of the

EM.

CoC 6. When EM returns to duty, make entry in the Morning

Report.

AR 345-400, par 26a AGO 1

Show hour of return in Morning Report entry.

UPO 7. 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

CoC 8. Take necessary disciplinary action.

MCM AW 61, AW 104
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TM 12-255

ADJUTANT GENEBAL'S OFFICE

Action

taken toy

UPO 9. If there is reason to believe EM will not return he will

be dropped as a deserter. No man will be carried

as absent without leave for longer than 20 days

unless it is believed he will return.

AR 615-300, par 4

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

than proper station.

AR 615-290, par 2, C2

SECTION XI

PROCEDURE WHEN ENLISTED MAN DESERTS, IS APPRE-

HENDED OR SURRENDERS FROM DESERTION

Key to abbreviations: References:

CoC—Company Commander AR 35-2480, May 23, 1942

UPO—Unit Personnel Officer AR 35-6640, June 13, 1942

PCO—Post Commander AR 40-100, Sept. 10, 1940

CO—Regimental Commander AR 345-125, Feb. 1, 1932

Surg—Surgeon AR 345-155, July 16, 1938

DisbO—Disbursing Officer AR 345-400, Aug. 25, 1938

AR 345-800, July 1, 1942

AR 615-5, Apr. 15, 1936

A'R 615-40, Sept. 1, 1942

AR 615-300, July 20, 1942

TM 12-250, Oct. 10, 1942,

pars 303 to 308, inclusive,

and 234

Action

tal-en &!/

CoC 1. If, after investigation, it is believed a man who is

AWOL has deserted, drop him as a deserter on

the Morning Report. This action is required

within 20 days of first absence unless it is believed

EM intends to return. Notify UPO. (See AR

615-300, par 4 for acts which constitute desertionJ

AR 615-300, par 4 AGO 1

UPO 2. a. Discontinue allotments and pay reservations.

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

par 13c). Notify Office of Dependency Benefits,

213 Washington St., Newark, N. J., if EM has

class F deduction.

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

AGO 30, 30-5

For procedure in accomplishing discontinuance, see

section XIV.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken 6»

UPO 2. b. Prepare Report of Change in duplicate. Send

original through channels to machine records unit,

file duplicate.

AR 345-800, par 16, 02 AGO 303

UPO 3. Within 24 hours, furnish central locator card file at

post headquarters with necessary information con-

cerning change.

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

CoC 4. If shortages in clothing or equipment exist, submit

Report of Survey or Statement of Charges.

AR 615-300, par 7 AGO 36

AR 35-6640, par 7d(l) AGO 15

See sections XXVIII and XXIX for preparation of these

forms.

CoC 5. 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

CoC 6. 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.

CoC 7. Turn over issued clothing and individual equipment to

QM for renovation and reissue.

AR 615-40, par 8e

UPO 8. 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.

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

UPO.

AR 615 300, par 9a, C2 AGO 44

494350°—42 3 31

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:3

4
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GENBRAL'S OFFICE

Action

taken hy

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 tune 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 lOa, C3

UPO 15. Submit Deserter's Supplemental Pay Roll to local DisbO.

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

366b

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

to return him to military control.

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

32
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ADMINISTRATIVE PROCEDURES

Action

taken 6j/

POO

PCO

DisbO

CoC

CoC

Surg

CoC

UPO

17. 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 lOa, C3

18. Hold personal effects of deserter for 1 year. Then

dispose of them as outlined in reference.

AR 615-300, par 8

19. 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

20. Place deserter in arrest or confinement as the cir-

cumstances may require.

MCM, AW 69

For issue of clothing to returned deserter see AR 615-300,

par 23.

21. Send deserter to Surg for physical examination.

AR 615-300, par 20

AR 40-100, par 9

22. 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.)

23. Enter fact of deserter's return in Morning Report.

AR 345-400, pars 23, 29 AGO 1

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

with necessary information concerning return of

deserter.

33
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ADJUTANT GENE'RAL'S OFFICE

Action

taken by

UPO 24. b. Prepare Report of Change in duplicate; send originai

through channels to MRU, file duplicate.

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

AR 345-800, par 16, C2 AGO 303

UPO 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

UPO 26. Enter all pertinent information on Extract from Service

Record.

AR 615-300, par 17 AGO 25

UPO 27. Upon receipt of records from TAG or PCO, return the

following to CoC and retain all other records:

Report of Desertion. AGO 44

Individual Clothing and Equipment Record.

AGO 32

List of clothing left at post.

Evidence gathered at time of desertion.

UPO 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

UPO 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

34
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ADMINISTRATIVE PROCEDURES

Action

taken by

CoC 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

PCO 31. Place deserter in confinement or arrest as the case may

require. Attach him to some organization for ad-

ministration.

MCM, AW 69

PCO' 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.

PCO 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.

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

serter is to be tried at station of return to military

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

that station.

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

366a, 366b

AGO 27

PCO and 35. Follow instructions 21 and 22.

Surg

35
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ADJUTANT GENERAL'S OFFICE

Action

taken by

PCO

PCO

36. Keturn 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(l)

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 JEM

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.

SECTION XII

PROCEDURE TO OBTAIN AUTHORITY FOR DISCHARGE

OF ENLISTED MAN

Key to abbreviations:

UPO—Unit Personnel Officer

CoC—Company Commander

DAuth—Discharge Authority

Med Bd—Medical Board

PofEM—Parents of Enlisted Man

Sec VIII Bd—Section VIII Board

CO—Regimental Commander

Reference:

AR 615-360, Apr. 4, 1935

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.

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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ADMINISTRATIVE PROCEDURES

additional training in special training battalions. (Note 1,

WDC 270, 1941 as ch by WDC 332, 1942, sec II.)

6. 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

Action

taken liy

CoC 2. Sign ODD and send it to Adj.

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

AGO 40

CO 3. Convene a board of medical officers.

AR 615-360 par 9a, ch by WDC 243, 1941

ODD boards may be convened by CO's of general hospitals

or stations.

Med Bd 4. Examine EM critically and enter on CDD the data

required by par 10, AR 615-360. Indorse CDD

back to convening authority.

AR 615-360, pars 9, 10, as ch by WDC

243, 1941 AGO 40

UPO 5. Prepare forwarding indorsement on CDD for signa-

ture of CO, embodying his recommendation.

AR 615 360, par lla, ch by WDC 243,

1941 AGO 40

See par 11&, 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

136, AR 615-360 as ch by WDC 243, 1941, and that he

is mentally responsible.

CO 6. Sign indorsement of CDD and send to DAuth.

AR 615-360, par lla, ch by WDC 243,

1941 WDC 252, 1941, sec 1 AGO 40

See remark 6 under instruction 1.
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ADJUTANT GENERAL'S OFFICE

Action

taken II.H

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 tune of discharge a letter in duplicate

setting forth name, grade, and Army serial num-

ber of the EM, the unit to which he belonged,

the date of discharge and the cause thereof as

stated on the CDD.

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

1941

DISCHARGE BY REASON OF CONVICTION BY CIVIL

COURT

UPO 10. Prepare for CoC a letter to discharging authority,

recommending that EM be discharged.

AR 615-360, par 58

No EM will be discharged by reason of conviction by civil

court, unless the case conies within the purview of WDC

80, 1941, or paragraph 57o(l), 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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ADMINISTRATIVE PROCEDURES

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 discharge will be ac-

complished.

AR 615-360, par 57, ch by WDC 177,

1941 (see remark b under instruction 1)

WDC 358, 1942, sec IV

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 6 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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DISCHAEGE BY KEASON OF DESERTION (ADMITTED)

AND PHYSICALLY DISABLED

Action

taken l>y

UPO 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.

CoC

UPO

DAuth

UPO

CoC

DAuth

UPO

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.

40
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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. II.)

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 51<J, 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 b

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 51/(1), ch by WDC 66, 1941).

AR 615-360, par 51e(l)

41

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:3

4
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

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 t>!i

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 36Gb

Original will be kept original throughout, the duplicate

the first carbon copy throughout, the triplicate the

second carbon copy throughout, and quadruplicate

the third carbon copy throughout.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken by

UPO 2. Submit original Pay Roll to CoC for signature of the

men.

AR 345-155 WD 366, 366a,

and 366b

CoC 3. After verification and signature by the men, return

Pay Roll to UPO.

WD 366, 366a,

and 366b

The signature of an EM acknowledges the correctness

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

tion, therefore, will be called to such an entry (AR

35-6640, par 26(3)).

UPO 4. Type names of men who signed original roll on

duplicate and triplicate copies of roll, prepare

and sign all copies of top certificate on Pay

Roll and submit original and duplicate to local

disbursing officer not later than the 25th of the

month or 5 days before date of payment. Send

quadruplicate direct to TAG. Retain trip-

licate.

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

and 366b

In cases of Pay Rolls submitted for payment by check

the third copy will also be submitted to the disburs-

ing officer in order that the computations and check

numbers may be entered and returned to the UPO.

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

disbursing officer on account of erroneous remarks,

the UPO does not know about it.

DisbO 5. Compute Pay Roll and return duplicate to UPO.

UPO 6. Transcribe pay accounts to triplicate copy and hold

both copies until pay day.

CO 7. Submit to commander on whose staff the local dis-

bursing officer is serving, the name of an officer

to be designated in orders as class A agent

officer.

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

UPO 8. On pay day, give duplicate and triplicate copies of

Pay Roll to officer witnessing pay.

AR 35-120, par 5e

43
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TM 13-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

AO 9. Draw pay and original Pay Roll at disbursing office

on pay day as directed. Pay organization in

person and in presence of witnessing officer.

AR 35-120, par 5e

Actual payment must be made by the designated agent

himself and he must not entrust funds to another

person to make the payments for him. No check

marks will be placed on the original copy of the Pay

Roll except that any men not previously red-lined

and who are not paid will be lined out and initialed

by the witnessing officer on all copies of the roll with

the notation "Not Paid."

PWO 10. On completion of pay, sign second certificate on

original Pay Roll only as witnessing officer.

Sign third certificate on duplicate and triplicate

copies only, certifying that they are "True

Copies" of the roll on which you witnessed

payment. Return original and duplicate to

AO, and triplicate to UPO. If any men who

signed the Pay Roll are not paid, red-line their

names in all copies with the notation "Not

Paid."

AR 345-155 WD 366, 366a,

AR 35-120, par 5e and 366b

AO 11. Within 24 hours of receiving funds from local dis-

bursing officer, return to him original and

duplicate rolls, together with pay of men who

were red-lined.

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

and 366b

UPO 12. Receive triplicate Pay Roll from witnessing officer.

Post Service Records to show date of last pay-

ment. File triplicate with records of organi-

zation.

AR 345-125, par 27b WD 366, 366a,

and 366b

AGO 24

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:3

4
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADMINISTRATIVE PROCEDURES

SUPPLEMENTAL PAYMENTS

Action

taken by

UPO 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 IV.)

UPO 14. Follow instruction 2.

CoC 15. Follow instruction 3.

UPO 16. Certify voucher and submit in duplicate to DisbO

for payment; file triplicate.

DisbO 17. Compute and notify AO that pay is ready.

CoC 18. Send EM, accompanied by identifying officer, to

DisbO for payment. Notify UPO of fact of

payment.

UPO 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.

45

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:3

4
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GEiNE,RAL'S OFFICE

PARTIAL PAYMENTS

• Action

taken by

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 36Gb

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 16% 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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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken tiy

Any UPO 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 10K, C2 AGO 28

Any UPO 24. Notify EM's organization commander of fact of

payment by Notice of Casual Payment.

AR 345-155, par 10& C2 AGO 19

CoC 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

UPO 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

UPO 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 la, sec 4 WD 337

See remark under instruction 13.

UPO 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

494350°—42 4 47
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ADJUTANT GENERAL'S OFFICE

Action

talcen by

DisbO 29. Mail check to EM. Forward original voucher to

Chief of Finance and file duplicate.

AR 35-1140 WD 337

PAYMENT ON SEPARATION FROM

SERVICE BY DEATH

For final payment on separation from the service by

death see section XV.

SECTION XIV

PROCEDURE TO AUTHORIZE OR DISCONTINUE ALLOT-

MENTS, DEDUCTIONS, AND PAY RESERVATIONS,

AND TO PROTECT AND OBTAIN BENEFITS

FOR DEPENDENTS

Key to abbreviations: References:

EM—Enlisted Man AR 345-155, July 16, 1938

UPO—Unit Personal Officer Allotments—AR 35-5520, Mar. 4, 1941

O—Officer WDC 212, 1942

CoC—Company Commander Deductions—WDC 225, 1942

WDC 288, 1942

Pay reservation—WDC 215, 1942

TO AUTHORIZE ALLOTMENTS FOR SUPPORT OF

DEPENDENTS, OR FOR PREMIUMS

ON INSURANCE

Action

taken 6|/

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 Cl 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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ADMINISTRATIVE PROCEDURES

Action

taken by

UPO 3. c. 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 10y2, 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.

/. Before going overseas every officer and enlisted man

will be given opportunity to make allotment.

Entry will be made on back of Form 43 whether

allotment was made or declined. AGO 43

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 10y2, 14b, C2 AGO 24

AGO 28

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

AGO 77
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TM 12-255

ADJUTANT GENEBAL'S OFFICE

Action

taken 6y

O 8. Same procedure as for enlisted man. Officer will see

that appropriate entry is made on Pay Data Card.

Allotments will be terminated by the UPO when for any

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 St.,

Newark, N. J.

Allotments may also be suspended (see AR 35-5520,

par 14).

TO AUTHORIZE CLASS A PAY RESERVATION

FOR PURCHASE OF WAR SAVINGS BONDS

EM 9. Inform CoC of desire to make Cl A Pay Reservation

and in what amount.

WDC 215, 1942, par 2b, sec 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

50

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:3

4
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 13-255

ADMINISTRATIVE PROCEDURES

Action

taken by

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, he 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 RESEKVATION

UPO 13. When discontinuance is desired or required, prepare

Form 30-5 following instructions and distribution

in instruction 11.

WDC 215, 1942, sec II, 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.

51
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ADJUTANT GENERAL'S OFFICE

Action

tali en by

UPO 17. Send original by indorsement to the Office of Depend-

ency Benefits, 213 Washington St., Newark, N. J.

See that all other allotments are discontinued or

adjusted so that EM has sufficient monthly pay

due to cover this deduction and leave EM with

$10. Make entry on Service Record, Pay Roll,

and Individual Pay Record, and file official copy

with the Service Record.

WDC 225, 1942 and WDC 288, 1942

AGO 625

AGO 24, 28

WD 366, 366a, 366b

UPO 18. Notify Office of Dependency Benefits, 213 Washington

St., Newark, N. J., of EM's desertion or 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 SERV-

ICE LIFE INSURANCE

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

Insurance.

CoC 20. Notify UPO of EM's desire for insurance.

i
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ADMINISTRATIVE PROCEDURES

Action

MM If

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 II AGO 24, 28, 30

WDC 100, 1942, sec IV as ch by WDC 113

and 269, 1942 WD 366, 366a, 366b

Insurance must be initially taken on 5-year level premium

basis for amounts from $1,000 to $10,000 in $500 steps.

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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ADJUTANT GENERAL'S OFFICE

Benefits

Six months' gra-

tuity pay.

Arrears in pay

Definition and limitations

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.

Agency having Jurisdiction

Finance Officer, U. S.

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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ADMINISTRATIVE PROCEDURES

Benefits

Definition and limitations

Agency haying 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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ADJUTANT GENERAL'S OFFICE

SECTION 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:

Surg—Surgeon

CoC—Company Commander

PCO—-Post Commander (When death occurs

in unit in the field or away from a

post, camp, or station substitute

Regimental Commander for Post

Commander.)

UPO—Unit Personnel Officer

DisbO—Disbursing Officer

SC—Summary Court

QM—Quartermaster

Action

talien by

Surg

References:

AR 30-920, Oct. 4, 1935

AR 30-1805, Feb. 1, 1924

AR 30-1810, Feb. 1, 1924

AR 30-1815, Feb. 1, 1924

AR 30-1820, Mar. 16, 1931

AR 30-1830, Mar. 1, 1939

AR 35-780, May 22, 1942

AR 35-1360, June 2, 1942

AR 35-5520, Mar. 4, 1941

AR 35-6640, June 13, 1942

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

1. a. Prepare and submit to CO in triplicate, AGO Form

52 (Report of Death).

AR 600-550, par 19a

b. Notify CO and deceased's immediate commanding

officer of the death and of such parts of the informa-

tion required by reference as are applicable.

AR 600-550, par 2b AGO 52

c. Report death promptly to the proper civil health

authority, through CO.

AR 40-1080, par 6b

When cause of death, or question of line of duty in death

from natural causes, is undetermined, the facts will be
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TM 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.

Action

taken '<//

CoC 2. 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 36(5)).

PCO 3. Notify by radio or telegram TAG of the death (also

CG of service command and Division Commander).

AR 600-550, par 3a(l), (2), C2

In case the information required by AR 600-550, par

3a(l)(<i), 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.

UPO 4. 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, Cl

For names, official designations, and post office addresses of

officers and officials to whom applications should be made

for benefits, see section XIV.

CoC 5. Sign and mail letter of sympathy.

CoC 6. Make entry in Morning Report covering death.

AR 345-400, par 30 AGO 1

IF DECEASED IS AN OFFICER

PCO 7. Notify DisbO who has the accounts of deceased officer.

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

1942, sec III

DisbO 8. 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(l)
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TM 12-255

ADJUTANT GENERAL'S OFFICE

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 missiag

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(l) AGO 15

PCO 12. Approve the Report of Survey without the action of a

surveying officer if desired, in which case the three

copies of the approved report will be disposed of as

provided for completed Reports of Survey.

AR 35-6640, par 7d(2)

For disposition of Report of 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(l) 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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ADMINISTRATIVE PROCEDURES

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 5(i(l)(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, c AGO 24

Note in Service Record that Final Statement was submitted

to DisbO (AR 345-475, par le(l)).

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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TM 12-255

Action

taken hi/

UPO

PCO

CoC

Surg

PCO

ADJUTANT GENERAL'S OFFICE

19. Send papers listed below to the PCO:

Paper

Number of copies when de-

ceased was—

EM

O or WO

Service Record

1

0

AR 345-125, par

41a(6)

AGO 24

Report of Death

3

3orO

3

3orO

AR 600-550, par 4

AGO 52

AGO 54

See instructions 24 and 29

Inventory of Effects . _

AR 600-550, par 28a

See instructions 36c, 43e, /

Soldier's Qualification Card

1

0

0

1

AR 615-25, par 34b

Officer's Qualification Card

AR 605-90, par 18e,

01

AGO 20

AGO

66-1

Immunization Register

1

1

1

0

Not required, but customary; it may be filed.

MD81

AGO 28

EM's Individual Pay Record

AR 345-155, par

ll%i(2), C2

Report of Separation

1

1

WDC 12, 1942, par

2, sec V

DSS 173

See instruction 18.

20. Forward papers received from UPO (instruction 19) and

from SC (see instruction 36c) to TAG, except those

to be filed as per instructions 25, 30, 33, and 38.

21. Secure all effects of deceased.

ROUTING OF REPORT OF DEATH, AGO FORM

52, IN EVENT OF DEATH OF ENLISTED MAN

22. Prepare and forward 3 copies of Report of Death to

PCO.

AR 600 550, par 19a, d AGO 52

23. Make appropriate entries on Form 52. Sign all copies

and forward them to deceased's UPO.

AR 600-550, par I9a, d, e AGO 52
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ADMINISTRATIVE PROCEDURES

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(l).

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

UPO 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

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

copies to PCO.

AR 600-550, par 19e AGO 52

CO 30. File 1 copy of Form 52. Forward 2 copies to TAG.

AR 600-550, pars 4, 19a AGO 52

DISPOSITION OF EFFECTS AND ROUTING OF IN-

VENTORY OF EFFECTS, AGO FORM 54

When widow or legal representative is present

CoC 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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ADJUTANT GENERAL'S OFFICE

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

e. 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 286).

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.

1 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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ADMINISTRATIVE PROCEDURES

Action

taken t>y

SO

CoC

PCO

36. c. 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(l).

(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

/. 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/above),

turn them over to QM for shipment to beneficiary.

MCM, AW 112

i. Prepare a final report of the transaction in duplicate.

Send both copies of report to the PCO.

MCM, AW 112

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

36c(l).

AR 600-550, par 37 AGO 54

38. File 1 copy of Form 54 of O or WO and 1 copy of SC's

report (see instructions 20, 36c(2) and i). 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

494350"
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TM 12-355

ADJUTANT GENERAL'S OFFICE

Action

taken 6»

QM 39. Receive effects and certificate from SC (see instructions

36/ and A.); 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.

SO 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(l).

c. 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 346).

d. Follow instruction 366.

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(l)

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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TM 12-255

ADMINISTRATIVE PROCEDURES

b. Package the Cl I effects (all Cl II effects were con-

verted into cash) and number the packages.

AR 600-550, par 38

Cl I effects are keepsakes, etc., listed in instruction 41c.

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—

Form54 2 416

Form 322 orig 426

Certificate 1 36/

Deceased's will 1

Commercial papers remark under 4 Ic

Cl I articles 41c

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

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

AR 600-550, par 37 AGO 54 and

WD322

(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

WD322

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

in company (or post) file.

AR 600-550, par 37 AGO 54 and

WD 322
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TM 12-255

ADJUTANT GENERAL'S OFFICE

DISPOSITION OF REMAINS, INCLUDING TEAVEL OF

ATTENDANT

Preparation of remains

Action

taken 6»

Surg 45. a. Identify remains.

AR 30-1820, par 1

Surg is responsible for the proper preparation of the remains

for burial and for proper observance of interstate and

local ordinances concerning burials and shipment of re-

mains.

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

cause of death.

AR 40-590, par 19d(l)

(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)

c. Notify undertaker under Government contract.

AR 40-590, par 19b(l)

(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 19c

AR 30-1820, par 5, C3

QM 46. a. Have contracting officer or his~ representative

inspect remains with surgeon or his representative

as per instruction 45d.

AR 30-1820, par 5, C3

b. Provide any clothing required for the remains.

AR 30-1820, par 8, C2, AR 615-40, par

4c(2)
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TM 12-255

ADMINISTRATIVE PROCEDURES

Shipment to relatives

Action

taken by

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

ment is as baggage on Transportation Request;

determine and designate attendant. Conform as

far as practicable with the wishes of the relatives

as to method of shipment and issue the necessary

travel order covering the entire travel of the attend-

ant, stating name and status of attendant.

a. Methods of shipment include: by express, without an

attendant, or as baggage on a Transportation Request,

with an attendant.

6. 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

PCO 48. a. Procure a storm flag and give it to attendant for

delivery to relatives; or if there is no attendant,

ship flag with remains.

6. Arrange for delivery of remains to the place desig-

nated by the relatives, either by direct negotiation

with an undertaker at the place of delivery or by

arrangements made by the attendant accompany-

ing the remains to the destination.

c. Wire consignee as to time at which remains are

due to arrive.

AR 30-1830, pars 3b(2), 7

Burial on a post

PCO 49. a. Authorize burial in post cemetery.

AR 210 500, par la

b. Arrange for appropriate funeral escort.

AR 600-30, pars 13 and 14

c. 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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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken lii/

QM 50. Contract or arrange for—

a. Hearse hire for remains and transportation for

immediate relatives to cemetery.

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

b. Opening and closing of grave.

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

c. Procuring storm flag for casket.

AR 30-1830, par 3b(2)

Flag may be retained by relatives only if remains are

shipped home.

PCO 51. a. Have post or organization chaplain 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

QM 52. Immediately after burial on post, prepare Interment

Report in triplicate, forward 2 copies to the QMG

and file 1 copy.

AR 210-500, par 4 QMC 14

QM 53. a. Prepare a Receiving Report covering the services

rendered and forward it, with the bill and voucher

for the service, to the DisbO designated to pay the

accounts.

AR 30-1830, par 7 QMC 430

b. Write a report of the disposition of the remains,

including an itemized statement of the cost of

embalming, coffin or casket, outside box or ship-

ping case, hire of hearse, transportation, storm

flag, new clothing, and recovery of body. Forward

the report direct to the QMG without delay.

AR 30-1820, par 15
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TM 13-255

ADMINISTRATIVE PROCEDURES

INVESTIGATIONS

Action

taken by

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

line of duty or misconduct, disagrees with the cor-

responding entry made by the commanding officer,

convene a board of officers.

AR 600-550, par 21

The board of officers, at least one of whom shall be a

medical officer when such officer is available, will

investigate the circumstances and report the facts

leading up to and connected with the death, and will

determine whether death occurred in line of duty and

whether it was or was not the result of the deceased's

own misconduct.

b. When death is due to or is suspected to be due to

fold 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 nights—

(1) Convene a board of officers, as in a above.

(2) When death occurs at any post, camp,

or station under the exclusive jurisdic-

tion of the United States, designate and

direct a SC to investigate the death.

Also, direct a medical officer to make a

thorough examination of the body of

the deceased and to appear as a wit-

ness at the inquest.

AR 600-550, par 22

BATTLE CASUALTIES

CoC 55. In Morning Eeport, under "Record of Events," note

all battle casualties, including the killed in action,

the wounded in action, the gassed in action, the

missing hi 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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TM 12-255

ADJUTANT GENEORAL'S OFFICE

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 lc(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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TM 12-255

ADMINISTRATIVE PROCEDURES

>fficer (7) General supervision and control of all per-

sonnel assigned to the Graves Registration

Service.

ction

iken 6j/

57. Disposition of identification tags.

Officer 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 niches 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

Officer burials in triplicate on forms to be supplied by the

QMG, each copy of the report to be signed by the

officer or other person in charge of burial detail and

verified by the Army Graves Registration officer.

Forward the original and second 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 16 for contents of report).

AR 30-1815, par 1

n
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TM 12-255

ADJUTANT GENERAL'S OFFICE

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 1. Notify accused that he is under arrest. Explain mean-

ing of term and penalty which may be imposed for

breaking arrest. Prescribe limits of restraint.

AR 600-355, par 2a

Arrest is imposed to hold offender pending other 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 6c

CoC 3. Enter name of accused in Morning Report as in arrest.

Notify charge of quarters of the arrest and instruct

him to exercise supervision over person in arrest.

AR 345-400, par 23 AGO 1

UPO 4. Submit Report of Change on arrest and release of

officer; not on arrest of EM.

AR 345-800, par 17t AGO 303

CoC 5. Where arrest is imposed by other than CoC, investigate

the offense. If continued arrest is not deemed

necessary, release offender.

MCM, par 26, AW 70

See sections XVII and XVIII.

CoC 6. Make appropriate entry in Morning Report of termina-

tion of arrest, whether by confinement or return to

duty.

AR 345-400, par 23 AGO 1
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TM 12-255

ADMINISTRATIVE PROCEDURES

CONFINEMENT BY MILITARY AUTHORITIES

Action

taken by

ADA 7. Have offender taken to guardhouse under necessary

guard.

AR 600-355, pars la, 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 6c

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 convicted,

erase entry.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken <>n

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 AGO 1

UPO 16. Follow instruction 13. Report of Change is submitted

for all personnel absent in confinement.

AR 345-800, par 17t AGO 303

If prisoner is released without trial because of reparation

made, the time spent in confinement must be made up,

and entry will be made permanent (AR 345-125, par

19^(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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TM 12-255

ADMINISTRATIVE PROCEDURES

SECTION XVII

PROCEDUKE TO IMPOSE PUNISHMENT UNDER AW 104

Key to abbreviations:

CoC—Company Commander

Accd—Person Accused

CO—Regimental Commander

Reference:

Manual for Courts-Martial,

1928

Action

taken 6)/

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.

c. 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 bpok.

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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TM 13-255

"

ADJUTANT GESSTEflAL'S OFFICE

Action

taken t.v

Accd 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 3. Impose and strictly enforce punishment on accused.

MCM, par 106

Authorized punishments under AW 104 include admonition,

reprimand, withholding of privileges for not exceeding 1

week, extra fatigue for not exceeding 1 week, restriction to

certain specified limits for not exceeding 1 week, or hard

labor without confinement for not exceeding 1 week, 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 hi 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. Kecord in company punishment book the offense, date and

place of commission, punishment imposed with the

authority that imposed it, date the accused received

the notice of the imposition of the punishment,

decision of higher authority on any appeal, any miti-

gation or remission of punishment, any remarks or

additional data desired. Initial the entry.

MCM, par 109

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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TM 13-255

ADMINISTRATIVE PROCEDURES

Action

fallen li/i

CoC

CO

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.

8. Eeview 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

SECTION XVIII

PROCEDURE TO PREFER CHARGES

Key to abbreviations:

Acer— Accuser

UPO — Unit Personnel Officer

Adj — Regimental Adjutant

IO — Investigating Officer

A/Auth — -Appointing Authority

CO — Regimental Commander

TJA — Trial Judge Advocate

References:

AR 615-300, July 20, 1942

Manual for Courts-Martial,

1928

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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TM 12-255

ADJUTANT GEflSTERAL'S OFFICE

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

CO 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.

o. 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.

6. 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
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TM 12-255

ADMINISTRATIVE PROCEDURES

ction

iken by

L/Auth. 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

L/Auth 10. If case justifies trial before a General Court Martial,

submit case to staff judge advocate for examination

regarding correctness of charges and completeness of

investigation. Require further investigation of case

if necessary to insure justice. Send charges and

report of investigation with summaries of all avail-

able evidence to TJA of court with instructions to

try case without delay.

MCM, par 35 AGO 115

SECTION XIX

PROCEDURE TO OBTAIN MEDICAL TREATMENT

AND HOSPITALIZATION

Key to abbreviations: References:

EM—Enlisted Man AR 40-505, Sept. 1, 1942

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

NCOS—Noncommissioned Officer in charge AR 345-415, Nov. 23, 1933

of sick detail

Surg—Unit Surgeon AR 345-800, July 1, 1942

UPO—Unit Personnel Officer TM 12-250, Oct. 10, 1942,

PCO—Post or Unit Commander pars 90-91; 504 to 507.

Action

taken In/

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 la, 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

494350°—42 6 79
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken l>y

CoC 3. Enter line of duty status for each man and sign Daily

Sick Report.

AR 345-415, par lc(l), (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.

NCOS 4. Take Sick Report and EM listed on Sick Report to the

regtl infirmary.

AR 345-415, par lc(5); AR 40-505, par 5

AGO 5

On Sundays and holidays, the noncommissioned officer in

charge of quarters will take this action.

Surg 5. Examine and treat men and prescribe disposition. Enter

disposition and line of duty status in Daily Sick

Report and sign the report. Return the report to

Co headquarters at end of sick call.

AR 345-415, par Id; 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 lc(4), as ch by WDC 226, 1941, par 2, and WDC 18,

1942, sec II, par 5.)

NCOS 6. Return men marked "Quarters" and "Duty" to com-

pany. Return Sick Report to 1st Sgt.

AR 345-415, par lc(5)

CoC 7. Instruct men marked "Quarters" as to restrictions im-

posed. Send men marked "Duty" to platoon

leaders.

AR 345-415, par Id

First Sgt will let platoon leaders know of any change of

status of their platoon members.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

Men by

CoC 8. 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.

CoC 9. 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"?"

CoC 10. 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. Ill

UPO 11. 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 III and 5

UPO 12. 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 "?."

CoC 13. Notify EM when status of injury or illness is "Not in

line of duty."

AR 345-415, par 3f

EM 14. If not in agreement with entry of "NLD," appeal case

by letter to PCO through CoC.

AR 345-415, par 3a and f
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

CoC 15. 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

PCO 16. Make decision as to line of duty status in appealed case.

or CO This decision is final, except if new and convincing

evidence is found or the patient is transferred to

another hospital. Notify CoC and Surg of decision,

and record decision in disposition column of Sick

Report.

AR 345-415, par 3a, b

Surg 17. Make changes in Daily Sick Report if necessitated by

final decision of PCO. Initial all changes.

AR 345-415, par 3a AGO 5

In case of a change in finding regarding line of duty status

of an illness or injury, the change will be retroactive to

include the entire period of disability. Entries in Daily

Sick Report and other records will be lined out, cor-

rected, and initialed by the officer making the correction

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

CoC 18. Change, date, and initial all entries in Daily Sick Report

which are at variance with final decision of PCO.

AR 345-415, par 3a AGO 5

CoC 19. Make entry in Morning Report to show correct status

of EM, if PCO's decision has changed the original

line of duty finding.

AR 345-400, par 22 AGO 1

UPO 20. Correct entries made under instructions 11 and 12, if

findings have been changed.

UPO 21. When EM returns to duty status or when original NLD

status has been changed by findings, submit original

Report of Change through channels to MRU, file

duplicate.

AR 345-800, par 16, C2 AGO 303
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ADMINISTRATIVE PROCEDURES

SECTION XX

PROCEDURE ON QUALIFICATION IN ARMS

Key to abbreviations: References:

CoC—Company Commander AR 345-1000, May 4, 1942

UPO—Unit Personnel Officer AR 600-35, Nov. 10, 1941

Adj—Regimental Adjutant AR 600-40, Aug. 28, 1941

CO—Regimental Commander AR 600-75, Dec. 21, 1936

SupvO—Supervising Officer AR 775-10, Aug. 1, 1942

TM 12-250, Oct. 10, 1942,

par 114

Action

taken by

CoC or 1. Upon completion of firing, authenticate firing line score

SupvO cards and submit them to UPO. Also submit Report

of Boards for the Examination of Gunners and

Troop Report of Collective Practice (pistol practice

mounted).

AR 345-1000, par Ib, c, Cl 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 Id).

UPO 2. Prepare Report of Individual Classification in Arms in

duplicate from score cards, and submit to SupvO

for signature.

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

SupvO 3. Sign Report of Individual Classification in Arms and

return to UPO.

AR 345-1000, par 3a AGO 110

UPO 4. Prepare Consolidated Report of Classification in Arms

in triplicate for signature of CO.

AR 345-1000, par 5, Cl AGO 111

CO 5. Sign Consolidated Report of Classification in Arms.

AR 345-1000, par 5, Cl 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.

UPO 6. Prepare data for SO announcing qualification in arms

and submit to Adj for preparation and signature.

AR 345-1000, par Ic, Cl
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TM 12-255

ADJUTANT GENEBAL'S OFFICE

Action

taken by

Adj 7. Prepare and publish SO.

AR 345-1000, par Ic, Cl

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

Classification in Arms.

AR 345-1000, par Id AGO 110

a. Deliver score .cards of officer and warrant officer

to individual concerned.

b. Destroy original score cards at end of 1 year.

UPO 9. Enter qualification in arms under "Remarks" on

Soldier's Qualification Card. Make entry on Serv-

ice Record only when extra compensation is granted.

AR 345-1000, par Ic, Cl AGO 20

CoC 10. Requisition and issue qualification badges and bars.

AR 600-75, par 3a(l) QMC 400

a. See AR 600-35, par 56, Cl, for types of badges

and bars awarded.

b. See AR 600-40, par 536(1), for wearing of badges

and bars.

c. For procedure see section XXV.

SECTION 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

S-3—Regimental Plans and Training Officer

8—4—Regimental Supply Officer

MO—Regimental Motors Officer

CoC—Company Commander

UPO—Unit Personnel Officer

ComO—Regimental Communication Officer

Action

taken by

CO 1. Upon receipt of a directive from higher headquarters

ordering a permanent change of station, the CO

will decide, within the limits 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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ADMINISTRATIVE PROCEDURES

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.

6. 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" AO for the motor convoy, if this will be

necessary.

S-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.

S~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.

S-4 5. a. Make the following estimates:

Over-all weight of impedimenta and equipment to

be shipped by freight.

Number of railroad cars needed (coaches, baggage,

freight, kitchen cars, flatcars).

Weight of authorized baggage and household goods

of each officer and EM of the first four grades to

be packed, crated, and shipped at Government

expense.
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TM 12-255

ADJUTANT GENEBAL'S OFFICE

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 convor.

rail movement).

Supply of motor oil and fuel en route for motorized

Action elements.

taken Try

MO 6. a. Inspect all vehicles that are to travel overland to

see that they are in good mechanical condition.

b. Prepare list of all track and wheeled vehicles to be

shipped by rail.

ComO 7. Prepare necessary plans for communications net control

of traffic during motor convoy march.

UPO 8. a. Prepare a special roster of officers who will make the

change of station (AR 345-900).

b. Prepare unit Report of Change (see AR 345-800 for

method and distribution).

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.

CoC 9. a. Furnish to the Adj—

Names of personnel of his organization whose de-

pendents are authorized to accompany them on

the change of station, with rank or grade, name,

sex, and age of dependent and method of travel

(see WDC 261, 1942, sec VI and WDC 279, 1942,

sec II, 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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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken !>H

CoC 9. 6. Submit to S-4—

Names of officers and EM of the first four grades

who will have authorized baggage and household

goods to be moved at Government expense, to-

gether with the estimated weights for each. (See

WDC 261, 1942, sec VI and WDC 279, 1942, sec

II, for restrictions.)

c. Make arrangements for turning in post property.

CO 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 hi

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.

87

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

1
:4

8
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GEJNEIRAL'S OFFICE

SECTION XXII

PROCEDURE WHEN UNIT IS ORDERED TO PORT

OF EMBARKATION

Key to abbreviations:

UPO—Unit Personnel Officer

CoC—Company Commander

Surg—Surgeon (Post or Unit)

Adj—Regimental Adjutant

S-4—Regimental Supply Officer

CO—Regimental Commander

TO—Transportation Officer

References:

AR 30-1190, Dec. 12, 1941

AR 30-1210, July 23, 1932

AR 40-100, Sept. 10, 1940

AR 40-215, Mar. 4, 1940

AR 55-415, Sept. 19, 1942

AR 615-40, Sept. 1, 1942

Action

taken T>y

CO

UPO

CoC

Surg

AT HOME STATION (STAGING AREA)

1. Arrange for release of garrison prisoners.

Memo W600-7-42, AG 253 (8-27-42)

EA-SPGAE-PS, Sept 4/42

2. a. Check Immunization Records; MD Form 81 for 0,

page 1 of Service Record for EM.

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

MD81

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.

3. Send members of company needing vaccination or inocu-

lation to Surg as per schedule.

AR 30-1190, par 3c(4)

4. Perform 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 Service Records prior to travel, see AR 40-215

par 6a, for action by Surg in notifying new station CO.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken by

UPO 5. Prepare in duplicate the certificate required indicating

that all members of the unit have been vaccinated

and inoculated. See instruction ISA for disposition

of certificate.

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

UPO 6. Complete immunization entries of all EM in Service

Records.

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

CO 7. Arrange for Surg to inspect all personnel within 48

hours prior to departure from home station and

inform CoC's as to the time of the inspection.

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

CoC 8. Send members of company to Surg for physical inspec-

tion per schedule arranged by CO.

AR 30-1190, par3c(5)(a)

Surg 9. a. Perform physical inspection as required.

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

sec. Ill

b. Prepare, sign, and deliver to UPO a certificate that

all members of the command have been physically

inspected.

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

UPO 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.

UPO 11. a. Prepare for MRU a complete roster in quadruplicate

of the officers and EM accompanying the unit.

Take all rosters to the P/E.

AR 30-1190, par 3c(10) AGO 309

Disposition is shown in instruction 18c and d for 3 copies;

file 4th copy. Men selected for OCS will be left at home

station; other personnel who will not accompany the

unit overseas will be transferred in accordance with

WDC 339, 1942, sec. IV. See AR 615-290, par. 11, Cl

for procedure on EM AWOL.
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I

ADJUTANT GENEiRAL'S OFFICE

Action

taken (>.«

UPO 11. b. Prepare in triplicate as a basis for transport assign-

ments a list of officers, NCO's, and pvts. Take all

lists to the P/E.

AR 55-415, par 2a, b

c. 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 18c.

d. Forward unit and individual Reports of Change

covering departure from home station, to MRU

prior to departure.

AR 30-1190, par lib 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 18fc.

/. Give every O and EM opportunity to make an allot-

ment and make entry on back of Emergency

Addressee and Personal Property Card that allot-

ment has been made or is not desired.

WDC 338, 1942 AGO 29

AGO 43

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

ages from QM of home station who will issue items

available locally or will requisition from depots.

Items unavailable before departure from home

station will be reported to the CG, Army Ground

Forces, Army Air 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.

Adj 13. Prepare necessary orders for the movement to the P/E

so as to comply with instructions and orders issued

by higher headquarters. Coordinate with and in-

clude directives of S-3 and S-4.
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ADMINISTRATIVE PROCEDURES

Action

taken ty

S-4 14. a. Provide Adj with information for reports to port

commander and QMG as required.

AR 30-1190, par 3a(l), (2) as ch by WDC

98, 1942, sec VII and WDC 192, 1942,

par 3 FM 101-10, ch 2

6. 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)

c. Issue instructions to insure that—

(1) All equipment is marked as required.

AR 30-1190, par 3b(l)

(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 61&-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(l)

"Hand" baggage comprises the barrack bag and individual

equipment enumerated in FM 21—15, pars 14, 15, and

16 (AR 30-1190, par 12c). "Heavy" baggage includes

trunk lockers, officers' bedding rolls, organization mess
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. ADJUTANT GENERAL'S OFFICE

equipment (including kitchen flys and rations), heavy

tentage as prescribed or authorized, and other essential

items of organizational equipment (AR 30-1190, par

12d.)

(6) Cargo freight, including all types of vehicles

shipped by rail or convoy, is dispatched so as

to arrive at the P/E not less than 3 nor more

than 5 days prior to scheduled date of sailing.

AR 30-1190, par 3c(3)

Cargo freight is heavy freight, including organizational

equipment, heavy tentage, stores and other organiza-

tional impedimenta (AR 30-1190 par \2g).

(7) Tools for vehicles will be boxed or otherwise

secured in each 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 3c(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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ADMINISTRATIVE PROCEDURES

14. f. 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.

15. Have all unit or organizational identifying marks re-

moved or obliterated from uniforms, clothing, and

equipment (including motor vehicles).

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(l), (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)

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 3c(8)).

(2) Baggage officer and detail. (See instruction

14e).

c. 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

1941; 20, 34, 63, 89, 101, 132, 152, 159, 203, 235,

260, 310, of 1942, have been disposed of.

WDC 28, 1942, par 3, sec VI
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Action

taken h/i

Adj

16.

CO

17.

ADJUTANT GENERAL'S OFFICE

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

condiict 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

/. 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

40lbs).

One musette bag.

One bedding roll (not over 50 Ibs).

In hold: One trunk locker.

AR 30-1210, par 3a(2)

(2) EM will be limited to—

In cabin: Barracks bag "A"—articles necessary

on voyage.

Weapon with which armed (no am-

munition except as 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(l)
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ADMINISTRATIVE PROCEDURES

Action

taken l>v

CO 17. 6. 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 12j, and 55-435.

UPO 18. a. Dispatch two messengers to port hq immediately

upon arrival at the P/E.

AR 30-1190, par lie

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 llf

c. Deliver to the port Pers O, the Service Records'

Emergency Addressee and Personal Property Cards,

and one copy of roster (see instruction 11 a).

AR 30 1190, par 3c(10), d(l) AGO 24, 43

WDC 338, 1942 AGO 309

d. Deliver two copies of roster to the commanding

officer of the oversea staging area (see instruction lla).

AR 30-1190, par 3d(l) AGO 309

e. Deliver to Port CO the lists in triplicate prepared

in instruction 116.

AR 55-415, par 2a

/. Prepare and forward to the Port CO immediately

upon arrival, a unit Report of Change covering

arrival of each organization.

AR 30-1190, par lie AGO 303

g. Forward Reports of Change to the Port CO, daily,

not later than 1000.

AR 30-1190, par lid

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 3c(5); lOb

404350°
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken In/

UPO 18. i. 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 llg

j. Obtain Service Records from the port pers section

prior to hour of sailing.

AR 30-1190, par Hi 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 subj ect 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

c. Furnish Port Surgeon with such medical assistance

as may be necessary.

AR 30-1190, par lOb

96

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

3
:4

9
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken 6y

Adj 21. d. Determine from the office, Superintendent, Army

Transport Service, the number of sentinels required

during the embarkation (see instruction 22c(3)).

AR 30-1190, par 3d(3)

CO 22. a. Arrange for physical inspection of entire command

if more than 48 hours have elapsed since last

examination, or if presence of communicable diseases

warrants additional inspection.

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

sec 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)

c. 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 12c

(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)

(3) 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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ADJUTANT GEOSTE'RAL'S OFFICE

Action

taken by

CoC 23. a. At the hour prescribed in the embarkation order,

inarch the company, with the men in ranks in the

order their, names appear on the passenger list, to

tbe 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

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 transport

surgeon aboard ship (see instruction 5).

AR 30-1190, par 3c (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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ADMINISTRATIVE PROCEDURES

SECTION XXIII

PROCEDURE FOR COMPANY FUND ACCOUNTING

Key to abbreviations:

CoF—Custodian of Fund

Counc—Company Council

N CoF—New Custodian of Fund

InO—Inspecting Officer

CoC—Company Commander

References:

AR 210-50, Nov. 1, 1938

TM 12-250, Oct. 10, 1942,

pars 42 to 50

Iction

fnten by

CoF

INDIVIDUAL TRANSACTIONS

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 206(1),

for additional certificates required on voucher in certain

cases.

CoF

2. Enter transaction in Council Book.

AR 210-50, par 20a

QMC 15

CoF

CoF

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.

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

4. Close fund hi Council Book on last day of month.

Have bank send statement of fund balance.

AR 210-50, par 20a(5), c QMC 15
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

CoF

CoF

Counc

InO

CoF

CoF

CoF

CoF

NCoF

CoF

5. Reconcile check book and Council Book with monthly

bank statement; mark paid check stubs "Paid

"; show outstanding checks on bank

(date)

statements by check numbers and amounts.

AR 210-50, par 20c

6. 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 21b(l)

7. 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(l)(a); e, Cl; 22a(l)

QMC15

8. Inspect fund, sign Council Book, and return to cus-

todian.

AR 210-50, par 22a(2) QMC 15

TRANSFER TO SUCCESSOR

9. Close out fund and obtain bank statement.

AR 210-50, par 20a(6) QMC 15

10. Notify bank of change of custodian. To register

signature of N CoF at bank, include it in the letter.

Not required by AH, but a necessary step in the transfer.

11. Inventory fund property and bring property section of

Council Book up to date.

AR 210-50, par 20a(2), (6) QMC 15

12. Enter statement of standing of fund in Council Book,

using the form shown in appendix.

AR 210-50, par 20a(6)

13. Sign receipt for funds on statement prepared in instruc-

tion 12.

AR 210-50, par 20a(6)

14. Submit current fund records to Counc for audit.
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ADMINISTRATIVE PROCEDURES

Action

lal-en 6y

Counc 15. Audit fund and submit to InO for inspection.

AR 210-50, par 21d(l)(a), e; 22a(l)

QMC 15

InO 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

CoF 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(l)

Suggested form in appendix.

ON CHANGE OF STATION OF ORGANIZATION

CoF 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

CoF 19. Determine value of fund.

AR 210-50, par 16b(l), Cl

CoF 20. Compute amounts due each company to which EM have

been transferred.

AR 210-50, par 16(b)(l), Cl

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.

CoF 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(l), Cl

(1) Prepare voucher in triplicate; send original and signed

duplicate with check, original to be receipted and re-
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'

ADJUTANT GENERAL'S OFFICE

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)(6), 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 5c

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

_J
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ADMINISTRATIVE PROCEDURES

SECTION XXIV

PROCEDURE TO PROCURE AND ISSUE CLOTHING

Key to abbreviations:

CoC—Company Commander

CoSO—Company Supply Officer

8-4—Regimental Supply Officer

Q M—Quartermaster

CORC—Commanding Officer Reception Center

References:

AR 35-6560, Sept. 22, 1938

AR 615-40, Sept. 1, 1942

AR 615-300, July 20, 1942

AR 850-126, July 23, 1942

ittion

fnten by

CORC

CORC

CORC

QM

CoSO

INITIAL ISSUE OF CLOTHING AT RECEPTION

CENTERS

1. On arrival of groups of EM from induction stations,

prepare a roster, listing the names and serial num-

bers of those men requiring the initial issue of

clothing.

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 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.

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

QM clothing warehouse.

4. Fit and issue clothing to EM as indicated on Forms 32.

Enter sizes required for items issued on Forms 32

and cause EM to initial in space provided thereon.

Complete all copies of Forms 32 and return original

to CORC; retain duplicate for file with copy of

roster as a subvoucher to accounts; forward tripli-

cate to QMG. AGO 32

FOR ONE ENLISTED MAN, EXCEPT FOR INI-

TIAL ISSUE AT RECEPTION CENTERS

5. Have Supply Sgt prepare Individual Clothing Slip in

duplicate.

T/BA 21, col 2 AGO 35

AR 35 6560, par 14c(l), ch by WDC 147,

1940, par 3
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TM 12-255

Action

taken by

CoSO

CoSO

CoSO

CoSO

CoC

ADJUTANT GENERAL'S OFFICE

o. For items to be requisitioned for initial issue, see AR

615-40, par Id.

6. Leave sizes blank in case of doubt, to be filled in when

determined at time of issue (AR 35-6560, par 14c(l), as

ch by WDC 147, 1940).

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

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

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 14c(2), ch by WDC 147,

1940 AGO 32

9. Initial Form 32 as witness to issue and file with Co

supply records.

AR 35-6560, par 14c(2), ch by WDC 147,

1940 AGO 32

FOR TWO OR MORE ENLISTED MEN, EXCEPT

FOR INITIAL ISSUE AT RECEPTION CENTERS

10. Have Supply Sgt prepare one copy of Individual Cloth-

ing Slip for each EM. Assemble all copies of Form

35. Prepare in pencil a consolidated Form 409 in

duplicate, and send original to S-4. Keep duplicate.

AR 35-6560, par 14b(l), ch by WDC 147,

1940 AGO 35

QMC 409
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ADMINISTRATIVE PROCEDURES

lotion

taken by

3-4 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(l), 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

36-6560, 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(l), 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(l), 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(l), ch by WDC 147,

1940 QMC 409
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ADJUTANT GENERAL'S OFFICE

Action

taken l>y

QM 15. Sign both copies of requisition, certifying that the items

shown in the column "Issued" have been issued.

Give CoSO duplicate copy and hold the original.

AR 35-6560, par 14b(l), ch by WDC 147,

1940 QMC 409

CoSO 16. Issue clothing to EM as requisitioned oh 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(l), ch by WDC 147,

1940 AGO 35 and 32

IF CLOTHING IS TO BE RETURNED

CoSO 17. Enter on retained copy of requisition the quantities of

clothing to be returned to QM. Take this copy of

Form 409 and clothing to be returned to QM, and

sign both copies, certifying to clothing returned.

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

1940 QMC 409

Clothing not issued will be returned to (JM not later than 24

hours after it is drawn (AR 35-6560, par 14b(2), ch by

WDC 147, 1940).

QM 18. a. Check clothing returned with entries on Form 409.

Enter on original of Form 409 the verified figures

from duplicate copy. Complete column "Net

issued" and receipt on both copies for clothing

returned.

b. Give duplicate copy of Form 409 to CoSO and file

original as a voucher to stock record account.

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

1940 QMC 409

CoSO 19. File duplicate Form 409 with Co supply records.

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

1940 QMC 409
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ADMINISTRATIVE PROCEDURES

IF NO CLOTHING IS TO BE RETURNED

20. 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

21. 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

22. Follow instructions 186 and 19.

IN EMERGENCIES

To replace clothing destroyed to prevent the spread of a

contagious disease

23. Follow instruction 5.

24. 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 4c(l) AGO 35

25. Follow instructions 6 to 10, inclusive.

To issue clothing to a general prisoner honorably restored

to duty

26. Have Supply Sgt prepare Form 35 in duplicate, listing

clothing sufficient to equip EM properly.

AR 615-40, par 4c(4) AGO 35

AR 35-6560, par 14c(l), ch by WDC 147,

1940

See AR 615-40, par 2, for list of clothing to equip EM.
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Action

taken by

CoSO 27. Take Forms 35 to Adj for approval on both copies in

name of CO.

AR 615-40, par 4c(4) AGO 35

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

INSTRUCTIONS GOVERNING EXCHANGE OF

CLASS C AND CLASS D CLOTHING AND EQUI-

PAGE

For instructions governing exchange of Cl C and the

exchange of Cl D clothing and equipage, see WDC

287, 1942, sec VI, and AR 615-40, par 12.

C1"C"—Unserviceable clothing and equipage,

the condition of which justifies rec-

lamation.

C1"D"—Unserviceable clothing and equipage,

not fit for reclamation.
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ADMINISTRATIVE PROCEDURES

SECTION XXV

PROCEDURE TO PROCURE AND ISSUE

INDIVIDUAL EQUIPMENT

Key to abbreviations:

CoSO—Company Supply Officer

Q M—Quartermaster

S-4—Regimental Supply Officer

References:

AR 35-6540, July 31, 1942

AR 35-6560, Sept. 22, 1938

AR 615-40, Sept. 1, 1942

CORC—Commanding Officer Reception Center

Action

taten hit

CORC

CORC

CORC

QM

CoSO

INITIAL ISSUE OF EQUIPMENT AT

RECEPTION CENTERS

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.

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.

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

the QM warehouse.

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

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(l) ch by WDC147,1940

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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ADJUTANT GENERAL'S OFFICE

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 Kequisition 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(l), 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(l), 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(l), 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(l), 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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ADMINISTRATIVE PROCEDURES

ction

|M 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(l), ch by WDC 147,

1940 QMC 400

"oSO 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(l), 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.

C1"D" — Unserviceable clothing and equipage,

not fit for reclamation.
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SECTION XXVI

PROCEDURE TO PROCURE T/BA ORGANIZA-

TIONAL EQUIPMENT

Key to abbreviations:

Dep SO—Depot Supply Officer

LPO—Local Property Officer

Div SO—Division Supply Officer

CoSO—Company Supply Officer

S-4—Regimental Supply Officer

References:

AR 35-6540, July 31, 1942

AR 35-6560, Sept. 22, 1938

WDC 105, 1942

Action

taken by

CoSO

S-4:

CoSO

TO PROCURE T/BA ITEMS BY EXCHANGE

1. Turn in unserviceable items to S—4 on Tally Sheet with

request for replacement in kind on an exchange

basis. Request for replacement of articles lost or

damaged through fault or neglect will be accom-

panied by copy of Report of Survey, or by State-

ment of Charges.

AR 35-6540, par 3 QMC 490

When unserviceable items are exchanged for serviceable

items no change of property records is required, except

for items accounted for by serial numbers (AR 35—6540,

par 36(2) (c)). When unserviceable equipment is placed

on Inventory and Inspection Report (WD IGD Form

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

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

3. Prepare penciled copy of Requisition with one carbon

copy. Separate Requisitions will be made for sup-

plies from each arm or service. Have CoC sign

name to Requisitions and take to S-4. Have S-4

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 is

theoretically automatic and requires no company req-

uisitions.
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ADMINISTRATIVE PROCEDURES

Action

taken h.y

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 SO. S-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 triplicate for

these items. File one copy. Send two copies to

appropriate LPO.

WDC 105, 1942, par 33 QMC 400

LPO 6. Issue property in bulk to requisitioning S—4 in return

for receipted copy of Requisition. File this re-

ceipted Requisition as a numbered credit voucher

to stock record account. File second copy of Req-

uisition with Shipping Tickets and similar records

pertaining to unit concerned.

WDC 105, 1942, par 33 QMC 400

Div SO 7. For property which cannot be supplied locally, prepare

Requisition in triplicate, making separate Requisi-

tion for each arm or service. Each Requisition will

indicate unit for which articles are intended and

the 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 12c

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

Action

taken liy

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 S-4 and returned to supply agency.

WDC 105, 1942, par 41.

S-4 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

CoSO 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

received on Company Property Book.

WDC 105, 1942, par 25 QMC 400
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ADMINISTRATIVE PROCEDURES

SECTION 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

FKOM OUTGOING COMPANY COMMANDER TO NEW COM-

PANY COMMANDER

Action

tulenby

Adj 1. Report change of command to officer concerned and

to S-4.

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

6. Check T/BA property against records in Company

Property Book.

Company Property Book

c. 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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Action

tal;en T>y

Old CoC 3. d. Submit Requisitions to replace property not re-

and CoSO 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.

Old CoC 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-A, and file duplicates with Company Property

Book.

AR 35-6520, par 3, C2 QMC 487

This transaction will he supervised by the S-4 or officer

of suitable grade appointed .by the CO.

Old CoC 5. Check T/BA property against Company Property

New CoC Book and New CoC sign certificate in Company

S—4 Property Book accepting responsibility for the

property.

WDC 105, 1942, par 27 Company

Property Book

S-4 6. Check consolidated receipts to see that all are signed,

and send them to property officer concerned.

LPO 7. File signed consolidated Memorandum Receipt with

property accounts and return old Memorandum

Receipts bearing old CoC's signature to the old

CoC for his personal file.

AR 35-6520, par 3, C2 QMC 487

FROM OUTGOING S-4 TO INCOMING S-4

No check of records is required. The outgoing S-4

will show the new S-4 the jacket files of property

pertaining to each company, and turn them over

to the new S-4.
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TM 12-255

ADMINISTRATIVE PROCEDURES

VITH A COMPANY WHEN COMPANY IS TO BE DETACHED

[ction

aken ty

i-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

1-4 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.

jPO 10. Consign designated property to CoC on Shipping

Ticket in duplicate.

WDC 105, 1942, par 58 QMC 434

2oSO 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

M 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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TM 12-255

ADJUTANT GENERAL'S OFFICE

WITH

Action

taken by

CoSO

CoSO

.'

S-l

LPO

UPO

New

Adj

AN ENLISTED MAN WHEN TRANSFERRED TO

ANOTHER ORGANIZATION

15. List on EM's Clothing and Equipment Record articles

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

16. // EM is taking post, camp, or station property, list

those items on an Individual Clothing Slip (Form

35) in quadruplicate. Have EM sign all copies,

and have CoC sign all copies. Send all copies to

S-4.

AR 35-6680, par 5a(2) AGO 35

The order transferring the EM may specify that certain

articles of equipment, such as foot lockers, steel helmet.

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

17. Verify Forms 35 as to similarity, legibility, and complete-

ness. Send original to CoC, who will present same

to appropriate LPO; send other 3 copies to UPO.

AR 35-6680, par 5a(2) AGO 35

18. Send credit Memorandum Receipt for items listed on

Form 35 to CoC through S^. File Form 35 as a

credit voucher to stock record account.

AR 35-6680, par 5a(2)

AGO 35 and QMC 487

19. Send Form 32 and duplicate, triplicate, and quad-

ruplicate of Form 35, with EM's Service Record,

to CO of Regt to which he is transferred.

AR 35-6680, par 5a(3) AGO 32 and 35

20. 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(l) QMC 487
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken 6y

New

CoC

CoSO

UPO

New

Adj

New

CoC

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 5c(2) QMC 487

22. If EM is 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 28a AGO 32, 35

Company Property Book

119

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

3
:5

2
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GENERAL'S OFFICE

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 35-6540, July 31, 1942

TM 12-250, Oct. 10, 1942,

pars 289 to 296

Action STATEMENT OF CHARGES

taken by

Sup Sgt 1. Submit to UPO a penciled list showing amounts, names,

and data to enter on Statement of Charges. Keep

the data on file so that new list can be prepared in

case penciled list is lost.

AR 345-300, par 3 AGO 36

Statement of charges will be made against the pay of a

responsible EM whenever Government property is lost,

damaged, or destroyed through fault or 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 a sur-

veying officer under AR 35-6640 and acknowledge

the correctness of the charge.

Signed

Turn over all 3 copies of completed Statement of

Charges to CoSO for check and approval.

AR 345-300, par 3d (2)

TM 10-310, app II, par 26c(2) AGO 36
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

Men 'it/

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 EM 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 2&(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)
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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 Officer AR 35-6640, June 13, 1942

CO—Regimental or Post Commander TM 12-250, Oct. 10, 1942, par

Adj—Regimental Adjutant 23

Sur O—Surveying Officer

ServC FinO—Service Command Finance

Officer

Action

taken by

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

Include supporting affidavits, certificates, and

statements of interested persons and witnesses with

original. Initial money total on face of report on

all copies. Always have affidavit signed, sworn to,

and witnessed on face of all copies of report.

Accomplish certificate (space 6, Form 15) of

responsible officer on all copies if affidavit (Form 15)

is made by other than responsible officer. Send

all three copies of completed report to CO.

AR 35-6640, pars 8 to 12 inclusive, Cl,

C2, C3 AGO 15

a. Report of 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

6. 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

CO 2. a. If evidence does not show fault or neglect and if the

amount involved is less than $500, approve Report

of Survey with signature on all three copies, relieve

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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TM 12-255

ADMINISTRATIVE PROCEDURES

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 IV, 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, Cl

CO 3. Appoint a surveying officer (instruction 26). Forward

by indorsement all 3 copies of Report of Survey,

with supporting papers, to surveying officer.

AR 35-6640, par 9 AGO 15

SurO 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 lOb, c, Cl 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 lib 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 116(4)).
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TM 13-255

)

ADJUTANT GENERAL'S OFFICE

Action

taken Inj

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 lie, Cl, C2 AGO 15

SECTION 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(l) 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(l)
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TM 12-255

ADMINISTRATIVE PROCEDURES

4. Deliver Standard 26 to CoC, as soon as possible after

the accident.

AR 850-15, par 17a(l) Standard 26

See AR 850-15, par 17d, for action in case of accident

involving civilian while en route to a port of embarkation.

5. 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

6. 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

7. 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.

8. 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(l) Standard 26

9. Appoint board of one or more officers to make an

investigation of the accident.

AR 850-15, par 17c

10. 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 17c(l) WD 39

Standard 27

Report will be submitted to CO within a period of 10 days

after the accident.
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TM 12-255

Action

taken by

ADJUTANT GENEiRAL'S OFFICE

CO 11. If WD 39 is used, review the findings.

AR 850-15, par 17c(2)

WD39

CO

If damage to Government-owned vehicle was caused b;

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 ol

Standard 26 is included with original of finding?

and recommendations.

CO

AR 850-15, par 17c (3)

13. Distribute sets of papers as follows:

Standard 26

Standard 27

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.

6. 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:

Set B

Original of—•

Standard Form

No. 26.

War Depart-

ment Form

No. 3 9 o r

Standard

Form No. 27.

Findings and

recommenda-

tions of in-

vestigation

board.
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TM 12-255

ADMINISTRATIVE PROCEDURES

(1) In zone of interior.

(2) In theater of opera-

tions.

Set A

Retained by post,

camp, or station

for use in case a

delayed claim is

filed.1

Retained by head-

quarters, theater of

operations.'

Set B

Forwarded

through post,

camp, or station

commander to

commanding

general of serv-

ice command.

Retained by head-

quarters, thea-

ter of opera-

tions.

AR 850-15, par 17c(4)

SECTION XXXI

PROCEDURE FOR BOARDS OF OFFICERS

!ey to abbreviations:

CO — -Regimental, Division, or Post Com-

mander

Adj — Regimental, Division, or Post Adjutant

Rcdr — Recorder of the Board

B/P— Board President

Con Auth — Convening Authority

References:

AR 420-5, May 20, 1940

AR 600-505, Aug. 3, 1942

AR 605-200, Feb. 6, 1935

TM 12-250, Oct. 10, 1942,

appendices IV, V, VI, VII

ction

1. Designate the officers to compose board. Instruct

adjutant (or AG) to issue orders appointing the

board under the appropriate AR, to investigate

the facts and circumstances surrounding the case.

AR 420-5, par 1

2. Issue the necessary special orders appointing the

board.

AR 420-5, par 3

In line of duty boards, Section VIII boards, and death

boards one member of the board must be a medical

officer. 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.)

i This copy (original testimony) with certified true copies will be forwarded as exhibits

to War Department Form No. 30 (Proceedings, Board o[ 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
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken liy

Adj 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.

Rcdr 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.

Rcdr 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

B/P 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.

Rcdr 6. Read aloud order appointing board.

Rcdr 7. Swear witnesses that are to testify before board.

CONDUCT OF INVESTIGATION

Board 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.

6. Depositions taken upon due notice to both

parties.

c. Certificates of officers.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

taken by

Board 8. d. Affidavits of enlisted men and civilians.

e. The original or properly authenticated true

copies of records and documents.

/. 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

Rcdr 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.

Rcdr 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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TM 12-255

ADJUTANT GENERAL'S OFFICE

FINDINGS OF BOARD

Action

taken by

Rcdr

Board

Rcdr

15. Record the findings of the board in coherent andclear

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

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

17. Record the recommendations of the board and include

them after the findings, in the proceedings.

Rcdr 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

Reference:

Manual for Courts-Martial,

1928 especially appendix f

Key to abbreviations:

Pres—President of the Court

TJA—Trial Judge Advocate

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-

medx^te left, and the remaining members alter-

nately right and left in the order of seniority.
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TM 12-255

ADMINISTRATIVE PROCEDURES

2. Call the court to order.

3. 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).

4. Announce that the accused is present, together with

regularly appointed counsel, and assistant de-

fense counsel.

5. 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 docs,

individual counsel will be introduced by the

appointed DefC.

6. At this point in a General Court Martial the re-

porter and interpreter, if latter is used, will be

sworn.

6. Read order appointing court.

Announce members of court present and absent and give

reason for absence, if known.

7. Announce grounds for challenge of any member of

the court, if such challenge exists.

MCM, par 57

8. 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. .

9. Issue challenge, or declare that prosecution has none.

10. If so desired, peremptorily challenge any court

member, except law member, who can be chal-

lenged only for cause.

11. Inquire if the accused wishes to challenge any member

of the court for cause.

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

13. Query whether accused wishes to challenge peremp-

torily any member of the court, or challenge

further for cause.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken 'by

TJA 14. Swear in court.

Pres 15. Swear in TJA and Asst TJA.

TJA 16. Read to accused charges and specifications under

which he is being tried.

TJA 17. Ask accused how he wishes to plead to the charges

and specifications.

DefC 18. State plea of accused.

TJA 19. Read any legal authority that has bearing on the case

Afford defense same opportunity.

TJA 20. a. Make opening statement if desired.

b. Present case by calling all available prosecution

witnesses and introducing necessary stipulations,

depositions, etc. If, in the course of proving

case, a witness reverses his expected testimony or

appears hostile to the side calling him see MCM,

par 124b.

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

TJA 21. After each witness is questioned by the prosecution,

afford opportunity for DefC to cross-examine the

witness.

TJA 22. Ask court if it has any questions to ask witness.

President inquires of court members if they have

further questions.

MCM, par 121b

TJA 23. Request that witness be excused. President excuses

witness.

TJA 24. Announce that the prosecution rests.

The defense may at this phase of the proceedings move

for a finding of "not guilty" on all or any part of the

charges and specifications.

MCM, par 71d

TJA 25. Ask the DefC if he has any opening statements to

make or any witnesses to offer.
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TM 12-255

ADMINISTRATIVE PROCEDURES

Action

talini 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 inference

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

TJA 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 sec 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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TM 13-255

ADJUTANT GENERAL'S OFFICE

Action

taken tty

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

"not guilty" adjourn the court unless there is

other business. If guilty the court then will

inquire if the prosecution has any evidence of

previous convictions of the accused, and will ask

the prosecution to read the personal data from

the front of the Charge Sheet. If there have

been any previous convictions the TJA so states

and gives the number (1, 2, or 3 convictions, 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 796.

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 796; if no ob-

jection, the president will announce that the court

will be closed, and all personnel will leave the

room except the court.

Ct 33. Votes upon sentence to be imposed (MCM, par 806).

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 court upon all the speci-

fications and charges, and the sentence adjudged.

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

ered, announce a recess for a stipulated period of

time.)
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TM 12-255

ADMINISTRATIVE PROCEDURES

SECTION XXXIII

LIST OF ROUTINE ADMINISTRATIVE REPORTS REQUIRED

AT PERIODIC INTERVALS

Key to abbreviations:

CoC—Company Commander

UPO—Unit Personnel Officer

MessO—Mess Officer

TJA—Trial Judge Advocate

SCM—Summary Court Martial

Surg—Surgeon

S-4—Regimental Supply Officer

Adj—Regimental Adjutant

P&P—Police and Prison Officer

CO—Regimental Commander

References:

AR 30-2210, Mar. 15, 1940

AR 40-275, Nov. 15, 1932

AR 40-1025, Oct. 12, 1940

AR 40-1080, Dec. 31, 1934

AR 210-50, Nov. 1, 1938

AR 345-25, Dec. 30, 1924

AR 345-155, July 16, 1938

AR 345-400, Aug. 25, 1938

AR 345-415, Nov. 23, 1933

AR 345-800, July 1, 1942

AR 345-900, May 22, 1942

AR 000-185, Oct. 13, 1942

FM 8-45, Oct. 1, 1940

TM 12-250, Oct. 10, 1942

Action

taken by

CoC

UPO

UPO

UPO

DAILY REPORTS

Send

UPO

1. Company Morning Report. CoC authenticates.

to Unit Pers Sec daily.

AR 345-400 AGO 1

TM 12-250

2. Headquarters Morning Report.

AR 345-400 AGO 2

TM 12-250

3. Consolidated Daily Strength Report. In triplicate, ori-

ginal to file, duplicate to S-l, triplicate with reports

of change to DHQ.

TM 12-250 Mimeo

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, Cl, C2 AGO 303

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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TM 12-255

I

ADJUTANT GENERAL'S OFFICE

Action

taken by

MessO 6. Daily Stock Record. Single copy retained by company

mess officer.

TM 12-250 QMC340

Prepared by mess sgt, authenticated by MessO. Used

only for garrison ration.

CoC 7. Daily Sick Report. CoC authenticates. Send to Surg

with sick detail, single copy, daily entries.

AR 345-415 AGO 5

TM 12-250

CoC 8. Duty Roster. Single copy, retained by company.

AR 345-25, par 2 AGO 6

TM 12-250

CoC 9. Company Punishment Book.

MCM, par 109

Delinquencies and punishment entered as they occur.

WEEKLY REPORTS

Surg 10. 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

TJA 11. 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.

SCM 12. Report of Summary Courts Martial. In triplicate, 2

copies to convening authority, 1 copy to file.

MCM, par 41b Mimeo

Prepared by Summary Court Officer as directed by local

authority.

P&P 13. 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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TM 12-255

ADMINISTRATIVE PROCEDURES

MONTHLY REPORTS

Action

taken by

UPO 14. 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 DisbO; however,

completion of officers Pay Vouchers is the direct responsi-

bility of each individual officer. WD 336

CoC 15. Company Council Book. Single copy.

AR 210-50, par 20a QMC 15

CoC 16. 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.

CoC 17. Ration Strength Return, in triplicate, original and dupli-

cate to S-4, triplicate to Co file.

AR 30-2210, par 12 QMC 460

Extracted from Morning Report. Used only when unit is

on garrison ration.

UPO 18. 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

UPO 19. 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, Cl AGO 305A

Surg 20. 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

Surg 21. Monthly Sanitary Report. In quadruplicate, original

and 2 copies through unit commander to TAG, 1

copy to regtl medical file.

AR 40-275, par Ic Mimeo

Covers the monthly physical inspection (AR 615-250).

137

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 2

3
:5

3
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GENERAL'S OFFICE

Action

taken by

Surg 22. Monthly Statistical Report of Personnel and Equipment.

In quadruplicate, 1 copy to next higher Med 0, 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

Surg 23. Tables and Charts of Disease Rates. Single copy, re-

tained by Surg for inspection.

FM 8-45, par 78 Mimeo

S-4 24. Report of Controlled Items. In sextuplicate, original and

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

Mimeo

OCCASIONAL REPORTS

Surg 25. Report of Acute Communicable Diseases.

AR 40-1080, pars 3, 7 Telegraphic

Make report also to civil authorities.

UPO 26. Initial—Special—Final Rosters. In quadruplicate; orig-

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

AR 345-900, par 12 AGO 309

Special rosters will be submitted on change of station of

unit.

CO 27. 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.

Adj 28. Report of Change of Station. In quadruplicate, original

and 2 copies to CG originating order for move, 1

copy to file.

WDC 193, 1942

UPO 29. Locator Card. Copies to DHQ, Post Hq and Regtl Hq

as needed.

TM 12-250 AGO 304-A

Prepared by MRU only upon written request.
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TM 12-255

ADMINISTRATIVE PROCEDURES

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 Pay Roll 2

366a Pay Roll 2

366b Pay Roll 2

370 Final Statement 3

AGO

1 Morning Report 4

5 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 Furlough 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

44 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

52 Report of Death 25

54 Inventory of Effects 26
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TM 12-255

ADJUTANT GENERAL'S OFFICE

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

77 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

QMC

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-

surance 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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TM 12-255

ADMINISTRATIVE PROCEDURES

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.

INVESTIGATING OFFICER'S REPORT-OCCIDENT

MOTOR TRANSPORTATION

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

with department regulations.

Date i«ly..5 _.. ___, 1K.M Hour .J-610

.: citj o> town ...Jiv.a.jollesLrnirth..Qf. Bute NaK.jIersay....

Slicrt .Caoidun, N..J..

Weather — Bright-.and clear Condition ot roadway —IiE3r-.and..3mQOth

Make and tjpe of vehicle ..-.ChBXr9l9i..l3..tpn...t.r!>S.k U. 8. N.

Name of driver «H1H«. D. Klllan HU Mrial No. .Qilh27.2h

Hi. utia, ortaniiation. and port ..Erivaba,...Ca*..C>...lCiQtrL.IntantCT*..Eort..Dlx>..Nj. J.

Make and tjp» of vehicle ..rOdsmobll&.Sj3dan..l9llQ. LioenM No.

Owner: Name

a l|6? F.lirln St.raat.,

Driver: Name Ur,-Sillls-B,-iUey

L Jersey

Kama n.M addroua and crtent of injuries ...Set,jQhn..L,. Martin,. GQ...G, IQQth Inf.

3..righ!,..wriat»..cut..Qn..t«mRpral

If medical aid wa« rendered, rtate by whom . 13-t.Lt. Jame3.A..Kilpatrlck,..Et-.

t.iaadLLght}-brQken.j-adlator..gElll;..dented..left..rear.

HARE TO IT

IUMACE TO Boat. J!ront.immperi..dente.d..laf t. .front. .Candar^

"WNBD rwmCLX

ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES

\ <!'«.-1 Addresses

'SSSS?

Did city or State police report the accident? Nft*

If report WM made, attach copy.

Government ear was proceeding from ..J"-t»..Jilx»-- N. J. to

WM driver petformins offidAl duty'

Indicate the duty: ....tQ-.pIck..up-3upplie3 for. -Co,_.Gr .IQQth .Inf. t Ft.

X».JlA.JA

SJSBT

Front
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TM 12-355

'

ADJUTANT GENERAL'S OFFICE

FINDINGS

A. Accident, details of:.

1. Driver of govt. truck Ko. 94487 was not under the- influence of alcohol or

nar.sct.ics.

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

narcotics.

S« 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.

6. Thn speed of govt. vehicle just before the time of the accident was about

30 miles per hour and at the time of the accident the forward notion of the

truck had practically ceased.

6. The speed of the civilian motor vehicle at the time of the accident was about

1O niles per hour.

7. The accident was caused by no fault or neglect of the driver of the govt.

vehicle.

B. Visibility: Excellent. Weather sunny and clear.

C. Traffic conditions aud right of way: Road dry and smooth. Less than normal amount of traffic.

Civilian motor vehicle was not on his side of the road. ^

D. 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.)

E. Responsibility: The accident was caueed wholly or in part by the negligence of

the driver of the civilian motor car.

F. Property damage:

Government vehicle 1 Headlight assembly, right $7.94

1 Radiator grfll (repairs) $6.40

1 Left rear fender $4.05 <....•"?.•?»

Private vehicle or property None

$

G. Remarks: None.

NOTE.—Under (A) the investigating officer will give * word picture of the accident; (B) the weather conditions, whothw

raining, foggy, snowing, eta.; (C) traffic is light, heavy, congested, etc., and vehicle having right oT way under traffic regulation*;

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

the traffic regulations and traffic conditions at time of accident, which vehicle was nearest intersection, etc.; <F) list the damages

to each vehicle and the estimated cost of repairs to aame; and (G) any explanation for the accident not given under the above.
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TM 12-255

ADMINISTRATIVE PROCEDURES

RECOMMENDATIONS

1. That Private Willie D. Killen, 8442734, be not held pecuniarily responsible

for the cost of repairs to government motor vehicle.

2. That the government motor vehicle, Chevrolet lj ton truck No. 94487 be

repaired at government expense, at the Quartermaster Motor Repair Shop

and returned to service.

S. That the responsible officer, Captain Paul M. Knight, 100th Infantry, submit

a Report of Survey concerning damaged parts of the government motor

vehicle.

4. That the Government enter a claim against Mr. Willis R. Macy, 462 Elwin

St., Camden, H. J», for $18.39 representing the cost of repairs to

government motor vehicle, Chevrolet l£ ton truck No. 94487.

I BEBXBT CERTIFY that the foregoing is a true and correct report of the accident, according to the best of

my knowledge and belief, baaed upon the testimony received by me personally and attached hereto. The

Mowing papers, which an a part hereof, an attached hereto and listed below:

W11U« D. Killen.

_____ T«nt.<mnny nf Sgt. John 1.. Uarttn. ........... Ie«tinony..Qf..llajJ- HI r.hnIa».-E.-. Jar-tar- .........

EDIWRD

1st Lt. 100th Infantry.

1. Approved.

D«to

494350°—42 10
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TM 12-255

ADJUTANT GENERAL'S OFFICE

INVESTIGATING OFFICER'S SKETCH

Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrian, jn.t before

the collision, and at the time of the collision.

Show hi red then* 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

occurrence.

CAMD,*-

If the above diagram is not applicable, attach substitute diagram.

INSTRUCTIONS TO INVESTIGATINC OFFICER

1. Attach driver's accident report, with supplemental signed statement from driver. Among other thing-*,

the driver's statement should describe the course of the Government cor, and the course of the rehicle 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.

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

4. Attach photographs of scene of accident and of damaged cars, if any taken.
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TM 12-255

ADMINISTRATIVE PROCEDURES

2. War Department Forms Nos. 366, 366a, 366b (Pay Roll).—

Eeverse 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

(FOB OUSTED WEN) Voucher

No

Companv L lOOth TnfAntrv

Fort Dix. New Jersey

The Rifle

! <m

ibaralac cOmr)

(StallMi) 1 1 r , . . - 1 . il «,..->

AFTBOFKUTIOKS:

F 8 A Iff

Fnr month r»f SsDtember , 1QA2 Puirl , 10

Fort Dix. N.J.

Seutember 30. 1942

(Symbol) (ABotiaMt)

F P A 1&

(Station) <D*tl)

IdBiirr (hit this roll (J nadp oot « required hy Army RorntitJonf

s *T, t«

tod/or pabdMMB dbwaM to dn. dMMUkV «M not lumjlwd ntknri

ID kiDd nor ncrlrvd1 the wjulTaknt tbrrroT In morjtjr; that where tjiat-

UniiUBVMM hi •radtted (or lb« enllswd man, kh dependent!, or both.

fl * T., 19 ,

"7- />£./' 7

Tof«l fmnnnt di.'-bi.! r -<•(!

$

s/.

AllOTMEKT SliilMAHV:

^'' JAMES H, PERKINS

S Canf-ain. inOt.h TnfAnt.r^r

OMB "N" National Service Life Insurance

X

I ciF-nrr that I wttncned tb* parmr nt of thli roll and that prior to

ih« UEDIOI o( ihii «rtUk»to«B<* man reed **d UM amount trtoppotlt*

bu namt, with UM nocption of tbon men marked "Not paid."

Fn loaccl omcCT ~ *

q On. «p» TPtmaf AIM— *

0

n •

Tnfl

T

NiTT.— Tblii wrtlflmlr will be A

whidi l_«* rifoatiBrH «f Uw man

pcd only on the oopy ef UK p,y roll

or payment In cash.

-t DUB UirrntD STATZB:

8 Ckn "A" Pay HtsrrvatioD

I cnTtTT that t h L- rollb a tra* oopj of tto roR upon which nynxnt.

vitartsMl by ma. wai madt, emptici a.i to IbeufcniiturM Id Cbt noclpt

column ud UM uerUflo»le a* to wltnciatet the payment thcivoL

0

1

1

! CouKcnoNa — Rep&yment* to »ppropri«Uoi» and tnlsceQwaeooa reoripto:

n>» \ *

NoTK.-Tblt etrtlBoitc wfll b* «Kiwd only on Uw copy of tbr roll not

receipted, and which coniUtuM UN dfabmrnc ooWa rataltNd

Post Exchange; Co. Fund «nd Collections p&Id by

check OQ Treasurer, U. S.

(PA

D«te , 19

P.T«

Cnc* No. AMOUNT

a P. L r* n

Twwr POTTOS;

C. M. Fbu.

Forf. bv dts.

8.H.2iMaft«/T v^

g

Port E«li.; Co. Fund, pfc. (pmid by check)

Paid Lv cash

.

p<n VPrand br C^mptTDlkT OoHnl. D. L

W« DEPARTMENT

<

— "«

Front, Form No. 366

For instructions, see section XIII
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TM 13-255

ADJUTANT GENERAL'S OFFICE

(3)

U)

(5)

(6)

IT)

(9)

(D-

(2).

(3).

(4).

(5).

(6).

(7)-

(8)-

(9).

*aaS&tf$l3c'$Z^S$$' "r

ALLOTMENT?

COLL«mOM8

€&

1

S1BULHO.

Kmcb

CUBA

Oo«r»

aE

•*•

<!U«S

ClM

D

ClM

p£b£T

1

RBOOLAR ABUT

•

T

bnndry

a

FIRST SEUBSUn

3p.bll/3i

I

Prpjaok, Bnll

6589357

Sept/.

a

50.00

18.76

Do> >ol nonotury aln

of qr§ for den «lfe U«ry

« In 1!

m

ok, 616 South St, Vfoores.

J. Sept 1 to 30/42 inol.

I. Pi

«*

5 town,

.00 per mo fr Sept 1/42

Reservation $18.75 per

Ail*

»5<

Fa]

• 01 A

l>t 1/42.

no fi

S<

7

8

SroOEAKT

9 AuflO/4:

ft

Qtlnea. Charlej L

7026637

Sent/

1

22.00

Alnt (20.00 per mo fr

1 flirt dlBCotitd Aug 31/4:

10 Jen:

ft

Fin Aug 15/42. Dep Wife

U. Gtinel.

Itr (

11 J»thj

»*

12

yn

COKPORAL

13 Am 5/SI

4

Oilfoyle. Ifcrtln

7719946

Sept/

2 5.4!

Cl A Fey Reservation

r mo fr Jul 1/42 diBoonti

14 13.71

w

tf

Aug 1

15 Sept

2. Alnt $3.45 per mo fr

2.

19

V'

PRIVATES

17 Janlp/4J

0

HarrUon, Thoma< H.

7998664

Sk AK 35-1440 Sept

42 Incl.

18 * to

12,

19 Jan 8/4!

4

Drydftn. John F.

7868584

20 Sapi

4?

Due US part put $8.00

21

LOSSES

22

PRIVATES

23 Aug 7/K

•

nillau, James B.

6797796

24

Died Sept 17/42"

25

26

27

Reverse of Form No. 366 and front of Form No. 366a.

See section— Instruction

._ XIV 3c

.. XIV 116

._ XIV 8 (remarks)

XIV 17

XIV 13

.. XIV--- 21

.. XIX 11

._ XIII 21

.. XV- - _ 15
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ADMINISTRATIVE PROCEDURES

For Use of Finance Department Only

P«g« No.

COLLECTION

SSS >sr

23

-21.

ii.

Reverse of Form No. 366a and front of Form No. 366b
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TM 12-255

ADJUTANT GE'XERAL'S OFFICE

TOTAL »..

Computed by.

Checked by-

Checkwriter..

Compared by

Briefed by..

Checks mailed by..

Date received from C. O.

Date sent to agent __

Date received from agent

Reverse of Form No. 366b
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ADMINISTRATIVE PROCEDURES

3. War Department Form No. 370 (Final Statement).—See

section XV, instruction 15. In cases of death, Form No. 370 will

be prepared in triplicate. Additional instructions for the prepara-

tion of Form No. 370 will be found printed on the back of the form.
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ADMINISTRATIVE PROCEDURES

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

Cplcrk. 99th inf. «tchdfordy— Z

(1)-

See section—

VII

(2)

VII

(3).. .

- VII

(4)

... ., VI --

(5)

VI

(6).

VI

(7)- .

VI - . -

(8)

XI

(8)~.

- XV--

Instruction

8

11

2

5

16

11

23

e

(2)-

XI

(8)-

I

(4)-

V

(5).._

X _ - -

(6)-

VIII

(7)-

XIX

(8)-

1

(?)— _

. . XVI--

, Frt Jonaa, c L dy to fur 10 day«—

lit Lt Crona dy to IT 5 day«---

Prta Jgneaf A B and Blacic asgd to'and 'jd 1330— Pvt Murphy^ asgd to, PS anroutg to

*SP

'' t^2 Techn 3d Or" Scott dy to hosp

... SSI """"

(8) • a —-—-•

(9)^

See section—

IX

Instruction

9

1

6

9

1

6

9

6

3
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ADJUTANT GENERAL'S OFFICE

(1)

(2)

Se« section—

(1).

(2).

(3).

(4)-

(5)-

(6)-

(7).

IX..

XIX.

XVI.

XIX.

XIX_

XVI.

Imtruaim

6

11

9

6

9

15

6. W. D., A. Q. O. Form No. 5 (Daily Sick Report).

(1) See section XIX, instructions 2 to 5.

(2) See section XIX, instruction 11 (shows initials of personnel officer at

beginning of a period of sick NLD, AR 35-1440).
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ADMINISTRATIVE PROCEDURES

6. W. D., A. Q. O. Form No. 15 (Report of Survey).—See

section XXIX, instruction 1, for preparation. Printed instructions

in footnotes on the back of the form explain most of the details of

preparation.

REPORT OF SURVEY

<ChM of propvtr. ordnue*. BkadlctJ.' «tt) (Stock moid account ud luitoo)

Accountable officer J- "W..^^..^... .Ca.^.flB. Date *«**. 5j. 1*?

STOCK

MO.

ARTICLES >

QUANTITY

TOTAL COST'

Donor

DISPOSITION •

S»Lf*(U

OTUIH

zlt-B-1165

Bag, water, sterilizing

Screen, latrine, ccoplete

Bolls, bedding, waterproofed

Coats, cooks' and bakers', white

1

810.61

39.20

55.68

zit-s

2b-a.no

2

6

h

55-C-7390

LAST ITEM

h.Ok

\

\

^

Grand total'

»09.73->*

(i)

DATE AND CIRCUMSTANCES *

The articles of Qurteniaster property listed above were destroyed by fire of

undetermined origin while in the supply room of Company L. IGOth Infantry at

Ft. Dix, K. J.f on or about 0200 July 28, 19U2. See Erfiibit "A",

report of Board of Officers, w/allied papers.

AFFIDAVIT

I do solemnly swear (or affirm) that the

vtickn of public property ehoivn above

•od/or on attached sheets were lost,

dotroyol. damaged, or worn out In the

(Banner stated, while in the public service.

_S Sgt, Co.^"^^^-^^ Inf.

lOrad. kad otfmnizlUoli)

Subscribed and sworn to (or affirmed) be-

fore me at _JElkjBfa_iul.V_.

U.i-* JEM. day of ^

II.!!?

100th Inf. Sumnary Court

7On*W ud arttauM^'ar'liai'.u'iowy'pu'ii^'iaii

CERTIFICATE'

.. !Ih.

iliijol the i

•bo**, .\ndjor on •

1 dBtruclioa bu into «iiH]Q*d br toe MnDOaJl*,

at oevcf bMa prpTiauilT KinJemoed. «nd to. fa IDT

a, wot [HI..U lot luritwr public UM.

Cap.t..aOO.ttL.JJaf.....Cora.l£.i_

(Urxt« koil Off., MeounlKt}.* or mpansibli olBo«)

Hq

Station

Data

To.

wbo la appointed BUrveying officer.

By order <jl „....

Property Voucher No. -

(1) Reference should be made here to any attached exhibits. Back of form

is not reproduced as entries on it are made by the surveying officer and other

officers in approving or disapproving the survey.
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ADJUTANT GENERAL'S OFFICE

7. W. D., A. Q. O. Form No. 20 (Soldier's Qualification

Card).—See section IV, instruction 6, on initiating and filling out

this form.
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ADMINISTRATIVE PROCEDURES

|

• •

>

|l

V *

S3

3!"

I

^

i

«

t,

i

|

*

<

.

i

%

|

i

']

€

jo

* e

!

\

, 5

&

•

3

H C

V

jfl

'^ U.

<

CURRENl

-i

K

i

• i

<

L

^

z

•5

S

j

^

S

8

V

>'

1

1

XJ

(») RECORD Or

1

4

1

-5

J

I

t

|

h

*

<r

\

t^

•

i

1

1

^?

|

V

4

it

i

K

14

a

1

i I

tt

0

i

s

5

*

i

S S

?

i

•

*

1

S

S> -

i

*

!

0

^

$

s;

1

* 1

.

s

?

™

o

J

1

g «

i

S

u

",

4

s

1

t

|

i

i

s

cr

%

s

"

<!

«jj

s

IT

i

M

J

j>

I/)

1

S

1

1

I

X

•

8

j

r

j

M

5

«

I

1

e

s

5

s

!

i

</ JftV

1

I

"

•

j

a

z

a

N

i

4

m

it

^

S

9

tn

«

i

••

5-

i

.£

8.

1-

£

=

0

U

u

U

|

1

u

1

x

1

I

I

j

s

§1

6

\

£

u

.2

i

1

|

is

j

•2

i

1

i

1

g

if

i

S

i

S

I

1

0

i

i

i

a

I

i

V

wi

auvo Nouvounvno s.uaianos

(1) See section V, instruction 8.

(2) See section VI, instruction 12, for promotion. For promotion to pfc, sec

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

32107693

"

jom

(FlritnrdM)

JHFAHTBI.._

(Arm or jtrvirs for which collated or latlucud)

B. .

(Middl* lalttel)

- Color or race VjHITE.

(PLACE X IN BOX INDICATING COMPONENT)

D Regular Army. Q National Guard of the

United States.

Army of United States:

D For Regular Army units.

n For National Guard units.

B Selective Service and Training.

Q Regular Army Reserve—Active duty.

O Enlisted Reserve Corps—Active duty.

SERVICE RECORD

covering period

From

1 ..... f 19UZ t

., A. ft. O. Form No.

Novtratorl, IMO

Front cover (see section III,

instruction 5).

XWDTTCTIOH UOOU

l JSSH_t£B*»J8 • Y.

Feb 1. 19A2

Or. pit. «. IB <MU. lot ikum nkUn to rmj

SK1UPOT VACCDTATI05

DM

BMfcl

2/22/U2

Vaccinia

3/7/42

TiPHom Ficcnr ATIO M

onn Tioonunon

Tetanus Toxold

Dnto

fcr

.JS22.

PMU*»«

iMOtln

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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ADMINISTRATIVE PROCEDURES

vatnan ucoio

_,„,

*

PB10K

. ^.^.^h^S^X-.

*,«w*i§?5?E?l_ Si?rical and typing

Chauffeur :20.06

~«r?. •• *r-ira

her _1050 South BfWdMy

• •* « wort, not

1 No Mrj nqqlred (or

See section III, instruction 5.

.,•„—-•_

(0*M n««ind W PM. •. UtVlW^UU

s==^=5= -— "— '•--j^-

_!*.•*«•**_

("DM* imb>4 br •«. •. A& M*-U4)

f__ | tf i» ___ .

•nixl

I „ [ HriWMM«l_

tOimJil tCbuHUr)

u rij"iiid br wV»ViR w-uw

-I -

"(DM*'Aq"*ta«d h* Mr.VAS M3-U4

l« .!» .t. ,

v*fad

i5C^u>^.-«

IDMa mind hr |«. 8. AR SU-1U)

_(™- , II.....I.

MM

'^5i*r^"S^i"wpi"i."jun«t5»

Entries will not be made on this

page unless they are supported by

proof or by verification from TAG.
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ADJUTANT GENERAL'S OFFICE

xnrroT Quumc

U> jEiMjunsau

•^KauacrraScrsrSSiinFiSis:

felQ/3oAi

<2> £}..!*..

SPlCIAt DOTT

...SQ

S

P»n [ UIUA

(3) P«b 6/42

*>£jE9E

(0

KIIITAir 11CO«D

Clm

QutlUkMta

rrou

T»

Anibaritj

Is.coi

-"--

_z

--

^MiTOinoIS 10 WHICH ATTACHED

Iton T,,

(4)

QUALIFICATION IH AJUIS

-Siiii «^i' S--

Co A 301st Inf

't Banning, Ga

See section-

(1) bee section V, instruction 12. (1) yi__

(2) See section VII, instruction 12. (2).... ~ vi_"

(3) See section IV, instruction 7. (3)__ yj

The prescribed Articles of War are (4)._"! VII

also read every 6 months. (5) y

(4) See section IV, instruction 7. (6)__ y

Instruction

.___ 3

.... 12

.... 17

.... 7

8
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ADMINISTRATIVE PROCEDURES

. , - ,„, WBOUOB ma tow mos TO THX NOUIAI DATI OF HFI-

._ July 2. 1942 ^ Jilj 9. 19^2 IATIOI or ran OF uummr TO II KADI

';_975 0000 UHOn 197th ARTICII 0V WAI:

tr<tij. M «^_. ^^^-^-H-i.1—HI-

Fo»no?i SEIVICE

MIBAIS. DICOIATIOHS. AKD C1TAT10KS

5ff (»

m'm'm",

(2)

(3)

Se« ,«rtion— Instruction

section IX, instructions 10 and 12. (1) .. X 2 and 7

(21 XVI 13

(3) .. XIX 11

494350°—42 11
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UCOKD OF TIIAI8 BY COTOTS KAXTUI

c. a. _6lsU w.

about Au£"a£^-,_l

• • -i •_• liipmt. 11 ........... „ jj:

w_Tq..forfeit..ten..doiaa.r3...($10..0

._°£-tli_s._Eay. _______ A*~-J Assist..!!..... ».A2

S*ri««. « •|9r«*J .

um«inc*d • '*! > d }i.^ >d ..

«.pf»TH!

fr (U tb*r« fa rantst.

; UM it*n it cxnd.

CLASS E ALLOTXKHTS

•MUMferf*

0.00

PW BdOti

•l«*u«..._T.*^L .» ,ui. fMrs Vary Ann

,^Zn

Qgt__

W. D, A. G. O. F«« Ik It, p*l*d to n»o» Ofior, a S. An?,

D. c, ...Dec,. 2 _ , nkZ ^ ............... J.U.. Jterkln*

-

J.U.. Jterkln*

of lonrir-Jicj u«i«l

See section XXXII.

See section XIV, instruction 3, for

making the allotment, and instruction

8 for discontinuing the allotment.
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TM 12-255

ADMINISTRATIVE PROCEDURES

«. 0*.-. I). S. A.-T. W

EijfjiaLjteSLJaSLsit

Induction.

Ap_*!LES!.isiS~sct!!

S&jlilZlOsoli!

NATIONAL SERVICE LIFE INSURANCE

Sd to ETt.fr Cfl_

pue:;usMR;Ld5;;ii76<L

Due CoFund Co A. 301«

inf_jJ2.00

Ulotment

v JiA5_ M._»I-^=T——ta

i. , n.W.

-_.i.5QpO_

W. b, A. C. a FW» Mfc M.

(Ml-f<-.D.C..n

9/5Z*?.,...

be;g'iming\.Seet;.l74SREPTZ42

Sick NLD Ag 35-1.440

ast!2-5"Issi~A".'iMf="..^P3s.t/i?_

lZi/42...Cl-£"..Allot..»20,OO.....f. it.sspntd_Q<!t..3.l742._...

Bon on

which

oolhcud

p.er..mq..beginning.

J.«ly.-)/4.3....

P.l."B"..A.ll2.*..i.2.9.'.PP..E.e.5

^...^Ein^nfi. J.^x. V4? --=,-*

WOL /lug 5-9/42 incf"]

5'days'

rsJiBiisiOSISSIL...

'.s.jjay Jger month f or.1

mpnjtt". s'umjS'JiJL

(1)

(2)

n

(5)

W

(7)

(3)

(9)

(10)

(11)

(12)

See section XIV, instruction 21.

(!)__

(2)-.

(3)--

(4)--

(5)-.

(6)--

(7)-.

(8)--

(9)-.

(10).

(11)-

(12).

/n-

See ttruc-

section— lion

5

3

12

17

8

11

3

7

21

11

8

17

III

VI

VI

VI

VIII

XIV

XIV

X

XIV

XIX

XIV

XIV_.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

«?•* rf • ikracbf MMWlMf M*." V^"* . . "•'"-.

Ml •dmW.MtMM'nth.aMirta* •••«>>• !•«««.* I. Mfc.Mlifat'7

_S»Uon6l Servica Lira .Insurance

.aiaontljT.ont road anj OA[.lnineJ

.-..Kay.. 10/42

See

VII-

XII.

III

1W« I-' .' ,.r...r.i , tn Hied Hoi hi *B »HI <H»> i «MW JfMH* «f b tlWmJ

dan en* c»mp.nT « dtuchm.nl to IM*h«r CBavtaT of dctichiotcl udilll

TlwM inX-r..™.!!. «,ll ,'iel b* ujrd *!..„» IfOdMV il cnlj uuclMd to UHllntfltt-

1st Ini.

Hq 501st Infantry, Ft Banning, Sa.

'' _ ""_ ........... June 4 ___ _.,_i2

T. Jx~''

Tli.

^ w, ,w, »

H. TO u., MM i

xKht M ..... _

f Ga. £1.50 ...............

., u. J iCftMf 8rt..fiurreDt .ESf. Jfit-

TTui tolriirr li>i au'hwI-H-J . Cl.ll D J, -:.,•.'!<:[) (or C.,-f

ku b«n I .1- -, J !r, ;.-, hu p-j to i

•Here enter nny omouDts rtao soldl« nnd not paid to

lary allowance in lii-u cf qunrtere aod subibWncc; if n

tSIrlto out words not applicable

In-

unc-

tion

8

8

14

6

"VT 19

-A.J 1^

For uses of indorsement pages in the

service record.
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TM 12-255

ADMINISTRATIVE PROCEDURES

n.j^,fc»w <

aUcmaneea

oat word) mil (Icon* Dot tpptktnl*.

trMTUBoaaudiMMldlwuidDol ptid u d*ta,

to tatrf wunMdlaMrtrac* flnothlnf. M

loin*

-TMSSTtSBT-

"D i*J v

JAUES W. PRAP

Tapt ?03 «t. Infantry

<ifVtp

JAMES U.PERKINS

•

rapt. inf»f.h Infantry

23SZ

10t I,t. iifantiy

.1

See section XV, instructions 16 and 17.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

9. W. D., A. G. O. Form No. 25 (Extract from Service

Record).—See section VII, instruction 6, and section XI, instruction

13 for uses of extract from service record.

EXTKACT FROM SERVICE RECORD

($•• Alt MS-US)

OF

Mark* Gerald II _ ?.?.i?2?§Z_

'"

Ptrw to b) Mtif.td h. cu. *[ «H»«:T ¥rE

Mother _ 140 North Wbt><ft>£ne Street

~ iSst" ..... '""'N~i'""''"'i:

Alexandria

...

*. u ..F.ort__M9irer.,.. Virginia. _______

..?9.r*..¥«5T??:ji_

11. ...l*th. j., j _..AHSJW*-

, ,,„.- ,1 ..... Est

. 6th Cavalrjr_

•I «nl.«l»nl « iodwtlMi. Huttm ,»„,•,.

TM Illl ni»it»lln IIIIB^ Jill tt Itfullluu lltllm »l il^i'airt u k* mtfrfft

—I,, liiik Ankl. .1 «„ (k.,. .tTUkab. J.I.. W .b—.. r^k. J d

P.. AR 36-1440 fr Jan 10/42 .to_

"~~"

(• tlit. N uniu-,i,., t. i"t aialk

PRIOR SERVICE

. „._.

_iD (|, ,!!..„

Front

RECORD OF IMMUNIZATION

PAH.

KUVLT

Smallpox

8/15/40

Irmiiuno

Typh°id

iiXs/io

Yellow Fever

?/l?/«.

JUoth«r____140iJJojrtb Woo*3feine Street ****•-..

2nd

....... ___________

aejitenber 10 ______ _________ „*!

"~

....... .......

. 7 . ^ „, ^ ^ub^, .Sept 10 ^

..... August...?! ....... ________ „«

p.. ^'t.. .1 d.-.. .1 ..*rsMf er t AC orued jjay^ ind

_ali9Hsnoes._ _____________________

31

>. k» Hr f i«M.

•ni. HUw hu .u;bo.;^J . Oa» N d^uciMi W <_:>"mr-.-

W« -UJ-r.W f^. hi. „ u («w.

HI.

...BS.P91

..

s.f ap.tSr j

ntLfM al c^trL.Ai Ihii

REMARKS

Ilir. wtD U at»wn iHcb xhu «btM Ml Ml brtk ill.i tin i u Bar k r*r I

I. r-ok. rk. ufKl (npM. u i. Ik. «» -J . MlOw tMRr «r—1^ fc»Ttfc.

Condt Cay _S_ehool

•strike oat worfi not

Back
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TM 12-255

ADMINISTRATIVE PROCEDURES

10. W. D., A. Q. O. Form No. 27 (Statement of Accounts).—

See section XI, 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 39-3480)

rtin. John H. 3610O798

--~

prlT»t», Co L, 100th Inf

— (ass,)"— i umaiifiOKe -- Wjasasr

Accounts closed because of

d>l»rtion.

Dishonorable discharge suspended, confined at

Account paid on Toucher No. __!*? accounts

of the undented for BgO»«lb.r , 1»*2

following Items of Indebtedness not satisfied by a>

erued pay and allowances:

Fort Dl«, H.J. tl.SO

Post tailor

_-__-____

Camp and cam«en equlpefe

--- ,

Property tl/R |6.65

Amount forfeited to U. B. Soldiers' Home by naaon of

*<F1M)

.«!A«r

(DMa)

litlod.

W. D., 8. 0. 8., Om- r, Cnvr or FIMANCX, --------- ...

To TUB ADJUTANT QBHUAL.

Above statement is la accordance with the voucher

died.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

11. W. D., A. Q. O. Form No. 28 (Soldier's Individual Pay

Record).—For instructions, see sections VI, XIII, and XIV.

SOLDIER'S INDIVIDUAL

PAY RECORD

W. D., A. O. O. Form No. SS8

Ward. 26,1M2

Back

Front
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TM 12-255

ADMINISTRATIVE PROCEDURES

SOLDIER'S INDIVIDUAL

PAY RECORD

IMPORTANT

No payments to you will be made

tdthout this pay record if you are

separated from your organization.

Retain on your person at all times.

No chanfes or •Iteration* will be made la

tkU record olber than as prorlded In Injtrac-

ttou on pwe 8.

If this pay record is loit, report at one*

to your organisation commander.

If this pan record I* found and owner

cannot be located, drop In V. S. mail—

without posfaae.

(1)

(2)

(3)

(4)

(5)

Name Co raid It. Uarka ____

Army aerial No. ._.^61QO?81 __________

Grade ______ JXl _________________________

Yean of service _2xaftCiL. J.Jiantll _____

(On date of opanlnxuill tnok)

Insurance, amount and clsca.. sijyQy ...N,

Insurance premium, monthly. $.3.t^r5 ...N.

Allotments, amount and d««a....$..4.'.25 ...S.

Compulsory allotments, „. _n

amount «nd clasi. - ..... t.22.tOO.f_

Pay reservation, class A

Technician grade __________ .N.9S?.

Additional pay for ______ N.?r» ...........

Person to be notified in case of emergency:

_ttr.s....J9nnie.A.... Marks

po«t ufflce)

thia

_

oute; U pone,

JIYir

(Sttlo

1942

J*.

See

lection —

XIV

struc-

tirni

(1)

21

(2)

XIV

21

(3)

XIV

3

(*)- -

XIV

17

(5)

XIV..

11
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TM 13-255

ADJUTANT GENERAL'S OFFICE

CHANGES AFFECTING

PAT STATUS

(1) Ql_E_Almt....dis«ontd._SeEtl/i2..

( 2) Cl_A_El

(3)

-.. ......

..rr..Pxt..Qst_15A2....

CASUAL DATA

INSTRUCTIONS GOVERNING THE ISSUANCE

AND USB OF SOLDIER'S 1NWIVIO-

UAL~PAY HECOKD

Preparation*— Carefully complete mil intrle* OB

Purpo«.— To identify and Bulboriie payment. to

the agiuicr to Thorn issued and IB to be tevtbrUm

in hi. pemmd POMMIMI at all time. «ccpt when 1.

tne bands ol pernon.-n.-l officers for preparation of M.T

lolf. or voucher*, or verification with aorvie. rewri

Paynttntt,— Canal payment* not la exrett cf

amount duo eo.np.iW from the information attained

la thl. boolc ere authorised by AR B4&-166. the pro-

Sti!" wj ichummLrully conip|1"1 ««*• E=^

of all tunounta paid will be mule on oasrt 4 5 s o

to«ther with corn'

Amount du

«« ortroon

e will be computed from and not in u«u

arned rince the first of tho mocth rrtor to

in "Casual Dtta" oa p W *: a^d wltao-

date ah ta oa p W:

tlon will be made for all allotment*. Innraccc pr»-

tnhrms. and elan A pay reservation,; If ,E6jn p^j

wbll. abu-nt from hi. ontutatlm. p-y wiU h, iS»

pnted frora date of last payment. In whieh erent trt.

U™tr.t »hotild briny soldier', acwunt to theMdof

the month, unk-.s he is being rcturneil to hii "TT^IlB

tlon. in which event be may be paid . pArtial vSmSZ

and entry mad« on pngea 4, 6. I, or 7. In exceptional

tatcm where there i> no Army Finance Cmc«r avail.

able, Uui pay tererd may be pre.e7.ud to Nary.

Marine, or State Deportment dUbur.ing- of&ctn for

»:

tody of Boldier'a Mrvice record.

j in Uiia btxik wiU bo truffimticatfd by (J

'

DtaiURSiNC OFFICERS

>, en-It, uj

'•

(1).

(2).

(3).

See

section—

XIV

XIV

VI..

Jn-

struc-

tion

8

13

3 and 12
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TM 12-255

ADMINISTRATIVE PROCEDURES

12. W. D., A. Q. O. Form No. 29 (Authorization for Allotment

of Pay).—

CO CO

i i

§ I

'm 01

a H

I

•g^ 'sj»s«s 9 PUE 1*61 *X*°!PIPa •uoisiAiQ juauiiony oj uajip jBuiSu o paas
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TM 13-255

ADJUTANT GENERAL'S OFFICE

13. W. D., A. Q. O. Form No. 29-5 (Application for Pay

Reservation for Purchase of Defense Savings Bonds).—See

section XIV, instruction 11, for preparation and disposition.
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TM 12-255

ADMINISTRATIVE PROCEDURES

14. W. D., A. G. O. Form No. 30 (Notification of Discon-

tinuance of Allotment).

NOTIFICATION OF DISCONTINUANCE OF ALLOTMENT

».«—.

WlllliyBLi Carl „»• .??**?3p_ prt Co L, 100th Infantry

IL—»i

(3 TV'U- I tHotmnt «f AiIJSLl I'nuMd ibc>v«ind««n<w>lo**_£9-'-°9. p«r month

—. [Tj|i il it i ii ij l«iuit«dm«nj

* Jur-a 1 rt*?. to if8' &thcl P.* WilliMti, 735 Oak Street, Chiotgo, Illinois

"""''

i Addra. to bun r*™, .

..... ..

l^j

s Ti.|55-.|—l-'*»tal* ^

(1)

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.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

15. W. D., A. Q. O. Form No. 30-5 (War Savings Bond-

Changes in or Cancelation of Class A Pay Reservation).—See

section XIV, instruction 13, for preparation and distribution.

s

§ III

fit*
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TM 12-255

ADMINISTRATIVE PROCEDURES

16. W. D., A. G. O. Form No. 31 (Furlough).

FURLOUGH

TO IIOK IT JUT CUNCEM:

hrumt to euthorttr «ir.n in »" on-to mUOUOI I. htr.br (ranted u

tOtT. fed r*rt*J. U M J«* or MlMT MlthwUT)

Jones .Qh^Tles^ L. _JL1^1-5??P Pvt Co L IQOth Infantry

(LMDUM)" YrirMetaul" "(iiijaji"Liir'^:j"'"(^nJiV WuinuinrirV" (Ora4.) (OwapMlr. "tiniMt."VBd"MB oir"imioi,'""

1»A2.

l.U.»lhom«lt» •iitt...JL*£?.S2«!!l..!???_5K*. ........ B. will t.pon for iluir «n of b.tor. ...J*W«..26 __ «..

(D.7dual«rMun)

ta _ Commanding 0_fficer, Company L, 100th Infant^ JFort Dtx, New Jersey.

""'"""'"" J " -~

Fort pixf N«w Jersey For the Conraandipx Officer:

THO«AS~FDUBOiS

CaptaifL,..Infantry., awawioortoac.Adjutant..

MEMORANDA FROM COMPANY COMMANDER

Ten loUier wae leu p.rd in Ml U l»el«de..__S*itJi , 19.>?, • JB

« will bo included in th» ration kccouot of his organization to includo .^n:,;-.V? lft_.4j?

current «Ui«t».nt: From Jan i/L2 to Jan 10/J.2 - 10 daya. _

.' f«.t —S_.Uich.i; bnild . V." 1 i ™ . .-. :i. Jlll9. ;batt_.Brs»m i

: .ddr... .n t«louIk...JQ2.J(Pjah_W9.ter S!t.,4 (2)

Be ««• been informed Hat Ho Oovernment will not pajr noipltal or medloal eipen.ea ticimel

t/. Mldiar wkile oa fnrloafb. (Act of Confroa. of Marcli-i 1923 )

__ _ ^_. (3)

II. PERKDIS 18»™"1"1

Eara..O

a ma wtu. u too rot iirEmcc to UCHEI jurraoirrr. «&n flicasjiT. nut KU nu *cn<w of sua lutsoim ruEUM

CWkM M rwvnd tk. OMUaw!* rtwr. win oo« be wmptaMd untu ifiproT.1 b^o» Ij Muni«l)

Front

See section— Instruction

(1) '. IX 5

(2) IX 3

(3) __IX__. ...... 4
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TM 13-255

ADJUTANT GENERAL'S OFFICE

CERTIFICATE AS TO DATE OF ARRIVAL WITHIN CONTINENTAL LIMITS OF U. S.

AND SUBSISTENCE FURNISHED EN ROUTE.

Tin qo«itCTma»Mr or agent otmnAimytnmi port or other mfllUry trmport»tlon, t be paymaster of mTdTrmiil, or pomr of

TWei, upon whlclt a soldier Is «n rout* to the United Elnlrj for furlaufb, will ontlly below u to dmta of urlral within the c

of UM United BUM, and u to robcbteDcft furaUlied en route,

I cflrtiiy that Bubmrtence ww furniehed the soldier named in thia certificate of furlough from „

(-V,u.,i,U.-.)

""ToradeiJid otber'o'miiU

CERTIFICATE AS TO DATE OF ARRIVAL AT AND DEPARTURE FROM MILITARY

STATIONS, EN ROUTE FROM FURLOUGH.

lntt*urrilnEIromKnk>a«hto*sttUMb*y<adlhfleonaa™^

tat the point of departure from the United EUWs. Th« d»ia of hb anivtl >t and dcpartuw from luch station wM bt noted tolow, with K

I certify th*t the aoldier named herein reported for duty tt thin Btatlon on

mutation of rationn •trmniporUlion to _

Ho left thia Btatiou pursuant to

CERTIFICATE OF SOLDIER'S IMMEDIATE COMMANDING OFFICER

AS TO HIS RETURN FROM FURLOUGH.

sfuilomh. Tbawldler'sarculiatlon

Ttua Bold;- i reported for duty *ao required by tbia furlough certificate, on ihUl&..2& , i".U2 ,

tad will be included in the ration account of hia orgualzation beginning with the day following the end of the period

for which he baa received rations in kind or commutation therefor.

(4)

Fort Dix. N. J.

Back

(4) See section IX, instruction 12.

I
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TM 12-255

ADMINISTRATIVE PROCEDURES

17. W. D., A. Q. O. Form No. 32 (Individual Clothing and

Equipment Record).—See section XXIV, instruction 8, for initia-

tion.

INDIVIDUAL CLOTHING AND EQUIPMENT RECORD

(S«« AB U-MM. J5-8720. U-U40. ud 115-<0)

CLOTHDCQ AMD EQUIPAGE

tato.w.Ml.kMTT--

Ctp, RRttOB. COttOB. kbtll..

''•J>, rwrtjon, o d —....

Cip, wool, knit.—.—

»<«•. ktllnc-lop

Etett, bw^owrtr—

Jta«t. hetrlnf bone twill

TngMt, b*rriocboD* twill..

Ml,hmlinb<.M twllL

Cip. htmaitioM twill

HM, hcttUwtttM twin

Btft.rtM.mb

oi*m,wMl.«.d..

![•*.• ,hM

J1.4

.a»...

3^..

10

Mi

n

Front

494350°

-12
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TM 12-255

ADJUTANT GENERAL'S OFFICE

CLOTHING AND EQUIPAGE—Continued

ARTICLES

Siri

1

tmtm

TURHIO IN

mm

m

g

liattlatt

•11- -41

fa

^ 1

1

"S^

V

—

Chevr n I denote trade

\

Ny/

7

"X,

— .

f

—

"^>i

s

Illanket, wool, o. d../M23.#

2. 2.

4

1 ^

/

C

/

—

SJi

Comb

1

I

!

1

1

rocket, maiuine, double-web...

5-

s^

b*~*

I

/

1

1

1

2

i

/

1

1

.,...

—

1

s

—

1.

\

1

C«fc..-J.r«7

1

1

fllitj-tSS

1

1

.Piling

I

1

—

C««> ft».°V...

1

1

CAtiiten..

1

1

*Ss.

>

T

—

1

—

7

^^

^^^

s

—

m

m-

ml*

Officer's Initial'

I

*Tb« •alUUd IBM') Inltlili ladicmu tb« *ektw»:*d(m«ni o( tbe rw*lpt or turn-to of tbe wtlclM In tb« oolumn U>l(Uled; (be offlcef* loiilili lodlcM* that the m.

L«u*d or tonwd In.

Back
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TM 13-255

ADMINISTRATIVE PROCEDURES

18. W. D., A. Q. O. Form No. 35 (Individual Clothing Slip).—

See section XXIV, instructions 5 to 7 for preparation and use. See

section XXIV, instruction 16 for disposition.

INDIVIDUAL CLOTHING SLIP

R~I. No._

Voucher No._

luue die artklei

H. 3Un«, 36559781, frlT»t«, Cflt-pMqr L, 000th Inf«ntry

__ _ .

in C. Ifoodring, Opt/, 100th Inf. rnmm.^ng Coaptuy L. 100th Infinity

~ --. ----- - --- ^—_/.~ - -

(Ori«il»Uo« of

uncus

J

M

I,--

UTK'LES

|

Din

TiBfc

M

i—

•*•

._.

pta

'-V'l

bMJ

'•Vi

!,.-•<

\

OUTER CLOTHING

V

^

rt-.u. »i.n ii 7 1.

9

\

Huwviwi-i

75

as

1

B~d«.~l.J«li»«

Ott. w_L_v

55

55

\

FOOTGEAR

1

38L

381

Boou.k»ll*f

72

U

15

.33

15

33

\

4

2

a^-. — _ Lk.1.^ .1-

SI

33

Shof^gnim

n

|

2

UR. xnKd. .. i

55

15

}}

1

2-

Shoo.Kivke

72

W

94

s

s.

Ovoc»t.n<J

55

S

U±^"1V"-d™~""d/

n

-i.

2

32

?»

32

N

2

Trean. c«l— . kbU. U «.

55

35

1

1

Tlouwfl, wd, eUrt«|u«

5!

32

M

32

15

2

2

WORKING CLOTHING

Jumpo.inin,

55

•

•

^

35

1

1

R..™I

7!

H

•

2

2

TrouMn. denim

55

V

35

T

N

\

\

Suit, wwkii*. one-piece

55

t

6

Drawtn,coU<w

UNDERWEAR

55

32

32

1

1

Hu.dnio

73

7*

ft

1

^

6

Unbeni»ru.raiu.

55

38

33

\

\

MISCELLANEOUS

BehbtW

\

Dnwcn,«OTl

15

7)

UrJcrJiu.-xJ

59

1

1

Belt. «tb. «iUl

73

M

34

\

4

4

3ocU«t«

n

U

U

N

Glovo. Ulhcr. hovy

73

*

l>

S«U »»L Etk/ho^

7J

11

U

\

Gloves ridiif. hed/unlin«l

71

\

\

Glove*, wool, o. d.

n

~

2

FeSBEEAR

OK "tirr1«rn,r .k

n

7*

H

6

6

HlndkerehX.

73

_

...

\

Cw«rT>.

n

2

2

Necktie

n

_

_

>

\

CwnU

n

\J

Strap, dun. up/to

n

V. D-.A-jJ

\

tS-iSr-*-" <«•<»«' «.«

Front

\

177

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-3

0
 0

0
:3

0
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

ADJUTANT GENERAL'S OFFICE

Ui

lamt

j

M.

•—

—

trt*

osun

iincic

J

SI

XX

M

\

KSICNIA. Etc.

W.

—

»*<

w

mm

\

27

Apron, baker* tnd cooks, white

,

Cord. fe»t

71

Cottfc Ufan mi <Mb. white

S5

1

c*p.nrrl0on .k * e .

71

7t

7i

G»t.«d^.

„

1

Coil w.US.

n

Trouien, b*btn tn.J coob,

white

I

-

5!

Coflw. *rr» or •ervic*

71

I

i

_

Bruurdt

71

\

71

Boott. rubber, h.p Vn^

72

COttan/WMl'

71

U^Aoe^

72

\

CierTOM U> denote puk.

cMW»ml

n

Uce,^

72

\

\

OwroM. wound or war

X

OvenKao, ircbc

72

*itiiJilir

n

Op.,^.^^.^

73

S«rip-.«r«,c««/«o.

71

BM-b^ck

L

74

\

Foumgen

71

C»p. methlnit',

\

RJbbon. Ktvjct with bv

71

Suit. IMchuMc'l

\

Stu.bnna

n

4

4

row.kbck.att>>

27

_

—

1

1

\

Tote •*

29

_

_

s

<**.

37

U^br.!,.

55

17 . |»*2_

J. 0. Cook,lCaptain,

I acknowledge that I have received the article* enumerated in

TSe uticlo anznentcd in column "Quuttitia uraaT har« been inued to

Back

QIC.

Tool vjue_

CHARU3 B.
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TM 12-255

ADMINISTRATIVE PROCEDURES

19. W. D., A. O. O. Form No. 36 (Statement of Charges).—

See section XXVIII, instructions 1 to 4, for preparation and use.

•STATEMENT OF CHARGES >(uiut «nlirt«l men for .Quartermaster .... Property

I;..... of mpplj um or MI.»« 10 which [fop

On finaJ •tmtemcnt* of _. OT

a p>y roiixjf CQi".pany..L»..lQQth..Infantry for month or Sfifitaembar....., , lo.JiO

1?

AKTicLI* CBAIQID

Haversack, ia910

ri

K

•

1

1

O

,u-

E

1

•.:'

o

•r

7- c

(T

n

•

. H

a.

09

TotlL

OAMBOVOBAMI

B

-.''•

°!r

2

PC

I!

C

D

B

f'

^

-,3

Py

:>0

)a

d

!^

uc

f

'

Stone. Jam-3 H.f Pvt

Klnfi, rJabgrJLa.-.j-CEl.

i

j

1

1

i

1

1

1

8

71

.._.

—

.1...

—

Ju.

—

—

—

—

—

',1

^95 1. t]]EB...ne£l.ec t

V/e

a r:

t

<-• i

nd-

C"r

•jj

1 ;T,

••r

1 0

r

','"

ts

a

St

or.

of-

12)

•fc

fi-i

r-T

..,..,

at

J"

''

Sft

"BT

ion

p f

an

u

r t,

[jg

;•"'

2

,

1

V

c

M

«fl

n

V

y

V— «,

53

/ •

c;

•

h

.'!

n

••

-:

n

•;,

::!(

••„•••

y 1_

'

I"

1ST

cp

•'

•-•

'10

ta

-,

'-•

JO

go

".'

12

j.-

.Jjl

__.

C iSioned by QtM, wh£ji

•—

B. Not replaced

—

__

_..

__

_

complete replacement

"" '\anan

(Nwn.)

•—~ ^

I

I certify thai the aUUmfluU benoo are oomptoU «ad correct, MM! Uut the rbugM h»ve b*en m»de for tb« reMoni aUUd.

Entered on payroll

The Article* li*t«d M duna^ed, under the heading "CauM of charge" above, have been received by me for aalvage.

Voucher to Slock Record Account of iIx..a»..£(X:K,

(NuM)

Ike accouotable officer ly.a.rt.S.njia.S.ter

tCredlt

Voucher No.

.. 2d~ —

». D., A. O. O. Form No. M

.nd AH JS-6MO.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

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

Discharge).

•Nation*] Guard.

CERTIFICATE OF DISABILITY FOR DISCHARGE

<8» AH 60MOO lad sec. U. AR 015-3UO)

....... ........ ._

Private Co"

B. _ 23004S78

, -J.-.P.'...?..™ ra , .2d . i* i?f antry

!• Bl OUMMM 22. .». M4 .4. •».; aoan^Ja.. ............. _______

HB» atrrfoa (MM> -Q. ,,. .Dd .9. BUB. Lul oiacWlad ...... U

„

...i:i^i1;^_oau»e and .nature ____

undetflrmlQad.

•«—. urn b i«r (mm *~.* du__ , w«j i4u.> .Sept S/42

WMM.«nMctadg>14aj7r«eNrad(dluudph«4.ZnL 1.935

Bxl;t<>d[>rior to Induction.

. ..uty _s t a t us aj Jgrt

_Co C 100th Infantrjr

EftSi9nt..denle« anjf ..venereal ..diaeue.. ___

?.5??.?.*6.S. 1?a»« ha.* !>••? Jj™**?* Tn ri$ht

*••*!» for 2 ioiith>'." cialiii aone"pairi

i?-..ri.Kh*..*??.*!t'...0n. li^.aTy lifting, ciilme

""

PAULJ

Co C lOQth laf,

U.M..J.

'SUik. out VOCtlj DOl

REPORT OP flOiBD OF MEDICAL OFFICERS

tnm-t ou«fal o»mide«luD o( «U tlw eiidssr, •tMlteibl* In leM MM • - i

• attic*. w.nuaauca of (hi eoldiw OM ••». I, Or. Ha. 1«. W. D.. 1MI>.

(br Lma tit Du!j Ha pu. LI, AE tO-10U «ad Cir. ltd. W. D.. t Ml),

WI mfD: Th*t hoUunfli .or«MTK»»>»»ld.wb«*ui-< »f

and ..nature ,undete.ntti.ne.d,....Hftnifaat(id...

...........

minor, right teatia* and analler nod>

ular inass at aide of globular major.

Palpabln firm cord coinjttun.i.oa.tign._froBi_

globua minor raaas to indurated_.aonie-._

Moderate en.Var£emm.t._and..th.ickeni.a6 .....

aeminal veaclclea, bilateral. I.ncap.

aoitatea..in..that ..apldie.r.ia.. unable. t.o.

n»r.ohfij3,..and..D.thej. __ l

hqar

pitali'atton not considered neoaasary

aa maximum degree of improvement haa

*>een..attaj,ne.!l, .....

See section XII, instruction 1, for See section XII, instruction 4, for

preparation. preparation.
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TM 12-255

ADMINISTRATIVE PROCEDURES

UjmT.idiwMj.gggQ exut prior In . ;jl]rlc

71 TmuPOU UCOmsD THAT THK SOLDIO BE DBCBASOD

BbKrntien of oB> Br

;..M.«c

111 Indonement

100th Infantry^ ___

''

.!°L.y!?. 525p?T!!?ing araicer:

£k<

foil'

......... Indoritment

_150q4378 _..JPt_._.plJCJ,..N!.J,..d

approTed and transfer to^ta

IL Indorsement

M ^ 17th__ ^ rf.. Sejp.tember ,,.42

Section XII, instruction 4, for prep- See section XII, instruction 5, for

aration of first third of page 3. preparation of 2d indorsement.

The number and headquarters shown on indorsements will vary with the type

and situation of various units.
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ADJUTANT GENERAL'S OFFICE

« d

o

I

•

W.O., A.G.O. FORM NO. 4), JUNE 16,1941

«— • gs|

a <- a

d = o

S

3 T!

<J -H g

i C 01

g" a, —

a> •*

a s|

O i-"

S

e* o
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ADMINISTRATIVE PROCEDURES

22. W. D., A. O. O. Form No. 44 (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.

fe W lammnUd In IrlpUcflt

No.

REPORT OF DESERTION

(Sw AH ilS-Sog)

jartin, John .«. 361O079S

.Private, Company L. 100th Infantry__

(*^«>" (CoMpu^.rwtaaC^d.^nor^^iW)

absented himself without proper leave on Sept Ilia i.2

md is on thi. 17th j,y oj September 11« Ii2

dropped as a deserter.

Wrbenes as to charg. of desertion:

liaxj,. Lane. 61.53290, 1st Sgt Co L, 100th

_Inf3?tryJ_Fort_ Diij _Nep ..Jersey.

Tbn soldier is also charged with additional offenses as

follows (five a summarv only; if cone, BO state):

Larceny of one US.Revolver^ Cal. kg, 1V1903

''^^^.S^; nm^r^^lO^^'TssuedJor

performance of r.uard duty.

Witnesses as to additional ofTen

c L. Lane. 6^532^0. 1st Sgt Co L. 100th

lixfantiyj Kprt Diix New jersey. _

_._..

Infantry. Fort Dlx, liew Jersey.

M.RTIH C. TO

with K

Captain, 100th Ini'sntry,

Commanding Hnnipany T..

l,^ Fort D

. D.t A. O. O. V

'EXTRACT COPY OF HORNING REFOHT OF—

_?S!?P5£9'_ii __ _lP9th Infantry

bMMT7^ w'ttettdunwi'

SeptOMber,

11 Pvt Martin duty to AlVOL 0600 IKS

JUF

17 Pvt tartin ATOL to desertion JiCW

JHF

-9°.*!l MA Ft Dix. M.J. Sept

'""

...

(MUM. crude, anil *m or Mntn)

that I am the commanding officer of —Co. Lr 100th _____

____ and official ctutodian of the morning report*

•WMaa)

of said command, and that the foregoing is a true and com-

plete copy {including any signature or initials appearing

thereon) of that part of tho morning report of said com-

mand submitted at .FortJSjS* -Ita* Jersey

(SUtloE)

for the dates Indicated in said copy which relates to
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TM 12-255

ADJUTANT GENERAL'S OFFICE

23. W. D., A. Q. O. Form No. 45 (Descriptive List of Deserter

or Escaped Military Prisoner From the Army of the United

States). — See section XI, instruction 16, for preparation. The

number of copies prepared will depend upon how wide a circulation

of the description is thought necessary.

DESCRIPTIVE LIST OF DESERTER OR ESCAPED

MILITARY PRISONER FROM THE ARMY OF

THE UNITED STATES

The nun described below is «

M1GC from the Army of the United States, and his retain

to military control is desired. If apprehended by yon,

either deliver him to the nearest military post, camp, or

station or hold him and inform the nearest military post,

camp, or station that he is in your custody.

For payment for expenses and services, Bee paragraph

2 on the reverse Bide of this form.

Kartin, John YT. _ 261QOJ28

~"~~

Private, Ccmpany L, 100th Infantry

(Grid.) * "V"^ilQJB)D"nE. reniroent. and arm or Hlrin)

Accepted for^S^t .Baltimore,, Upland

.Inducted .. . Jamjary •_ l£ ___ _ nli2

Septanber_

Bom in ....BftitiJBore L

(Town or city)

Age ..22... yea™; occupation .

Eyes _££<?«??_„; hair -M&&.; complexion Rm

Height —.5... feet .....li. inches.

Residence ^?1 Pratt St. ,_ Baltimore, Ud.

Qifm»mHt*l&Hmvl»maf*ttiUO»mtm&***rtaim&t

_yrj.- Ji£?y L. 14artin (llother)

(NVn^arid dVB^«"of"reV.tlon".*i"iii .....

1621 Pratt St., BaltiraoreA Uaryland

"i Addiiiy .....

Name and address of person to be notified in caw of

emergency at given by soldier:

.....

(Nun* mud dcgTM of retmtlonihtp. If friend. » itatv)

REMARKS.—Prominent scars and marks; also any

peculiarities in appearance, clothing worn at desertion.

or any other information whichniay aid in apprehension.

•atrlk* out word* not ipplldbl*. tt-MOU-l
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TM 12-255

ADMINISTRATIVE PROCEDURES

24. W. D., A. G. O. Form No. 46 (Report of Apprehension or

Surrender of a Deserter).—See section XI, instruction 25, for prep-

aration and disposition.

REPORT OF APPREHENSION OB

SURRENDER OF A DESERTER

(;•*-. AH ei5-JCO)

Martin. John __?^___ 36l007?8

''""

.1 Fort Dlx. Hew Jersey

on j2e£i_..lT, ULJJ2 MM! WM nturnwi to

control »t Fort Dlx. Htf*T Jersey

oo December 17 uJiS

by

. -m.

pi*cc Fort Six. New Jersey

iBtlnd.

WAK DEPARTMENT, A. O. O., , 1ft

Service record, Individual clotbi&g record, certifiad

copies of extract of morning report, list of abandoned

clothing, physical record, and evidence gathered at

desertion are furnished herewith.

incloaureo. Adjviaat Gen-trot.

Headquarter* .

Tho charge of desertion against the noldl

above has boen disposed of as follows:

•Tried by CM and convicted of 'desertion 'AWOL onlr

•Restored to duty without trtoL

—. J._. ..,„.. . ,-_ ">hy^»lB«flM«g ««1 deoertion •_

•fltrik* oat wordB not appllckbl*.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

25. 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.

REPORT OF DEATH

(3»« Aa MO-sso;

Williams, James

(Lalt ""

6797796

died™ September ,17

Nature of dlaeue or injury Gunshot wounds in

abdomen and chest.

Direct cause of death ._A?.?I??5*£- _.

Riot Gun ^hi_l^__2£ ^^r.4 ^^*

J**'11 - Sffltt k Uae ^ dutv "^ nn-fnot "" ""^ rf the

dooeaaed's own c

SETH B. PARSONS,.

""

Captain. Medical Corps.

Pi^, _Fort _Di x,_ Jllew _Jer^sey_ _

Dat« September 17. 1942 ______

The total monthly rate of pa; of the deceased, exclusive of

allowance for eubaistence and quarters at dato of death.

Date of current enlistment .^?™5.~

Completed yrs. .-,—- mos.

longevity pay at dale of death.

._ days aervlce f 01

Qualifioationa for which soldier received additional pity. (J?

for qualificatioa in arms, cite ordar) ....^9.^.?.

Service record f

JAJ.ES U. PERKINS:

Captain, 100th Infantry.

0 p.

Date _ISR?_??*£r._:;

42

*The report of the surgeon is approved.

Date and place of burial (If not interred at station, Btato

disposition mado or to be made of i-m*in.v Remains to

Kirs . John

_ __ __ _ __

[ 0.~ATWATER,

Colonel, 100th Infantry,

•Strike out if Inapplicable.

Original to 61e

Copy to Tinanee Offloer

Front

Back
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ADMINISTRATIVE PROCEDURES

26. 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

Killiams, James B. *797796

(LulntDM) (Fill* MUM) (Middl. tulttol) (Ann J Mri«l numbor>

ht. . Private^ Company .JI.f_lpOth_Infjantry

(6nd«) "(o"rB«nU»iion or.Mra or Mnic*)

who died on the 1™L- day of _§5E* , I/2

CLASS I — Saber, insignia, decorations, medals, cam-

paign badges, watches, manuscripts, and other

articles valuable chiee? as kocpaakea.

__

.....

'i^,™'

1

«edal E^prt Rifles

Batch, wist. Bulova

Diary, leatherbound ...

CLASS ZX-^Otber effecla

HI

»n«u,

1

1

1

Snlt, civilian, serge

Shoes, civilian, black, pair

Package assorted articles:

~ Buttons, Cigar'lighter, Needles:

TV.TV.«^. Bonka, Pictures. Tie

'"Clasp, Collar Holder.

CLASS n—Continued

Specie^- 3u

Notes... $

I CHRTIIT that the foreioing inventory compmes «JI

the cnecta of the deceased whose mime appears on the

first page hereof, and that 'the effects wero delivered

.„ Mrs. John A. Williams (mother) 109

fQ7rVliicie»nJd«gr««o(rttatIonitrip; ITtopll Mprwenulll*

Ti.

Front

. AIilMOND

JJaJor, 100th Infantry,

Summary Court

Fort Dlx. tier: Jersey

(Button)

Sejrtember_12

(Dtt'iij

•BMIi* out worja not sppllobk.

Back
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ADJUTANT GENERAL'S OFFICE

27. W. D., A. Q. O. Form No. 55 (Honorable Discharge From

the Army of the United States).—This form is included as a sample

discharge. Since these will be made by units of the service commands,

they will not affect the company or regimental clerk.

Btecftarge

&tate*

TO ALL WHOM IT MAY CONCERN:

is to Certify, That* ROBERT p. JACKSON

t 1300564S, Sergeant, Headquarters Company. Station Complainant. Ft. Dix, HtJ.

THE ARMY OF THE UNITED STATES, as a TESTIMONIAL OF HONEST

AND FAITHFUL SERVICE, is hereby HONORABLY DISCHARGED from the

military service of the UNITED STATES by reason oft C.D.D., 3d indorsement

jM&CSd9£LjSi!Sj5£!S£QL2k£Si9hJ&tJ5s< N.J., 16 September 1942

Said Sfik?i*_P.«_J»«*s.oa was bom

in P.Wteffi , in the State of Qi&s

When enlisted he was years of age and by occupation a

/

He had ..__?Ai?. eyes _B£°*°L_ hair, JF.tA.r- complexion, and

was _§. feet ? inches in height.

Given under my hand at E2J* .Pi»....H«..•?««?. this

18th ^y of September , one thousand nine hundred and forty-two

Commanding.

fir* Bumtttr, <UU. ud wore* of orJ*r of (oil dneriptloo of auHjarity thMtfor.

Front
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ADMINISTRATIVE PROCEDURES

ENLISTED RECORD

OF

..... ...Jackson., ....... H»ri3r..... .._£»_.. ..... i3CS^6ik5. ....... , ....Sergeant __

llsrtnsmc) (Klrtt name) (Middle butter) (Army fieri*] No.) (Orade)

Miitid MxtatatotV ... ipriXJA. ........... , 19.40... at..HaittQU,..Qtda ..............................................

Cwrp/eferf ............. .1 ....... year*, ........ -5_ ........... . months, ........ .5. _____ ...... Jays service for longevity pay.

friar write:1 ....None _.__

Nmxmmissioncd <ffica: _...S_ergeantt_Novemb«r .

W^c,rfionina

Umamnship: N?

."one

..... ..

BaUla, engaganentl, skirmishes, expeditions: .. HftW

Dtaralions. service medals citations: ..Soldier; s..Medal, August .IV

Wwnis received in service: N.°ne

ft* </completion of all typhoid-paratyphoid1 vaccinations:'... April. 27,. 19/.1.

O* and result of diptiherla immunity lest (SchlcQ:1 H?™.

ft*o/offer vaccinations (specify vaccine usa/):<..Tetani's..cai!ElSted.;..«9y..X7.,..19il

Ph/'icat condition when discharged^^\^^T..... Married or single: ....Single.

Character: fji^^^^^^.

[a:1 Np..t^e.iost..under.JJ»..10.7,.JSLolilier..enlitlfid.±Q.-travel..pa#^

Signature of soldier:

of Induction only la MM of tnlDM tndnotod DBdef MMtlre TrtlmpB ind ferrloB Art, 1MO (BulL No. 26, W. D.. law); ID on otboi cud eater date of

1 Foi euh yiM""^* give compony. rejunent, mum or nrvlce. with Induilve drtes of •errloa. grade, cause of discharge, number of day* lost under AW 107 (If

•Be, n Kate), and number of days retained and wise o[ retention la service for convenience of tne Government, If any.

* Qlve date of qualiac&lloD. sad number, date, and source of order announdnc came.

Back

'mODbenofUM National Onard.
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ADJUTANT GENERAL'S OFFICE

28. W. D., A. Q. O. Form No. 68 (Noncommissioned Officer's

Warrant).—See section VI, instructions 8, 9, and 11, for preparation

and disposition.

3
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ADMINISTRATIVE PROCEDURES

29. W. D., A. Q. O. Form No. 66-1 (Officer's and Warrant

Officer's Qualification Card).—See section II, instruction 17.
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ADJUTANT GENERAL'S OFFICE

auvo Nouvounvno S.USDIJJO J.NVUUV/W au» S.HSOUJO
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TM 12-355

ADMINISTRATIVE PROCEDURES

30. W. D., A. Q. O. Form No. 67 (Efficiency Report),

section II, instructions 21 and 22, for submission.

-See

<ABBREVIATED REPORT: Only

jparg A, _B, C, E, F, H10,

w*» EFFICIENCY REPORT i^^ ,„

A. OFFICER REPORTED TTPOM John A. Hammopd Qr&321 "^°r' 100th Infantry

A's official status with respect to you J&tft_ottt!Ven?tt_jg^}\e&c8$!$&erSjl—! !T^IT.™— 1

B. PERIOD COVERED BY THIS REPORT £„ Ij?>/3ft0nihs from Janu_aiy_lj..i$ii2L_ to Sej»t«?terL.12i..l2il2—

C. STATIONS AT WHICH HE SERVED ^.r-.P.^.*..."?*..1?-?.?!?.?? <

D. CONSIDER CAnEFL'LLY THESE DEFINITIONS. hKEP THEM IN MIND WHEN RATING, TAKING INTO CONSID-

ERATION HIS LENGTH OF SERVICE AND THE OPPORTUNITIES AFFORDED HIM. WHICH MIGHT HAVE A

BEARING UPON HIS PERFORMANCE OF DUTY. PERSONAL CHARACTERISTICS, OR PROFESSIONAL QUALI-

UNSATISFACTORY: Performance of the particular duty reported upon or personal characteristics or professional quali-

fications below minimum standard—inefficient.

SATISFACTORY: Performance of the particular duty reported upon or personal characteristics or professional qualifica-

tions up to minimum standard—passably efficient.

VERY SATISFACTORY: Performance of the particular duty reported upon In an efficient manner. Personal character-

ktica, professional qualifications, or efficiency above that acceptable as SATISFACTORY.

EXCELLENT: Performance of the particular duty reported upon In a very efficient manner. Personal characteristics,

professional qualifications, or efficiency above VERY SATISFACTORY but below SUPERIOR.

SUPERIOR: Outstanding and exceptional performance of the particular duty reported upon. Personal characteristics,

professional qualifications, or efficiency above that considered EXCELLENT.

UNKNOWN: To be used in all cases in which the reporting officer has had insufficient opportunity during the period

covered by this report to observe the officer reported upon to permit a rating as to the performance of the particular

duty, his personal characteristics, or professional qualifications.

E. DUTIES HE PERFORMED: (State separately. Where possible show duration of each in months. Example: Co. Comdr.

ordinary garrison training. 8 mos. Summary court, 6 mos. Brig. Adj. prepared training schedules. Supply Officer.) In

describing the manner of performance of duty, use one of six classifications as given under D, and consider carefully the

obstacles encountered by the individual in the performance of each duty listed. THE OPINIONS EXPRESSED UNDER

"MANNER OF PERFORMANCE" ARE BASED ON—

CmMATE^DAlLY CONTACT. _____ ^_^ -.-g--.-.....-.... . '. - -- — ^

* I Sjeniuinstai

Officer

F» What degree'of success has he at-

tained under the following head-

Ings: ENTRIES BASED ON

PERSONALOBSERVATION OR

OFFICIAL REPORTS DURING

PERIOD COVERED BY THIS

REPORT. (See par. D above.)

2. Performance of field duties.

5. AdmioistraUvear.desecutiveduties-

i. As an instructor.

6, Training troops.

0. Tactical handling of troops (un

appropriate to officer^ (rradg).

G. Enter on lines below any outstanding specialties of

value in the military service, MAKE NO ENTRIES

EXCEPT WHERE STATEMENT 13 BASED ON

PERSONAL OBSERVATION OR OFFICIAL HE-

PORTS DURING PERIOD COVERED BY THIS

REPORT. Show pilot and/or observer ratings of

Air Corps officers here.

H. To what degree has he exhibited the following qualifications? Consider him In comparison with

•tiers of kls grade and Indicate your estimate by marking X In the appropriate rectangle.

(See par. D above.)

1. Physical activity (toBj; Mil b wrt nsi*).._

2. Physical endurance (a^rifr to ynh«H •«<«)-

S. Military bearing and neatness

4. Attention to

^

& Initiative Qt*W*f

7. Intelligence (fettffi] toHfmtoiimfl] st«iitu

8- Ft

9. Judgment and common

»a

W. D., A. O. O. form MO. CT-Iulj I. ML

Front
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TM 12-255

ADJUTANT GENERAL'S OFFICE

NSSM of ojleer reported on John A. Harmond

Nine of repotting officer

John 0. Atwater

I. During the period covered by this report has he token advantage of the opportunities afforded him to Improve hi* professional

J. Baa he exhibited any weaknesses—temperamental, moral, physical, etc.—which adversely affect his efficiency 7 If *~

yes, describe them. {FACT or OPINION. Line out one.)

•I

K. Proper authority having decided on the methods and procedure to accomplish a certain end, did he render willing and generous

- support regardless of his personal views In the matter? _ .

j£. Sinco last report has be been mentioned favorably or unfavorably In official communications? —„_! (See par. IS,

'/ AR600-1ES.)

^/M. During tho period covered by this report waa he the subject of any disciplinary measure that should be included on his record?

^ ..„_-?-. If yes, enclose separate statement of nature and attendant circumstances. *,

</N. Write a brief general estimate of thU officer In your own words This officer Is loyal, exact, and efficient

and has displayed both InitiatiyBand ability in his rrork. He is Trell-jriforoed, both;

in military and noiMjiiiitarr subjsets. In corjparjjip. this officer with ali offices a

°£.KilLK^?._.ft^..P.9.ffi™P.sL.!ffi<OT^P...l^

O. How well do you know him?. — _ , °

•^Remarks (lwkri«.f«rttr<^o4r<»i-bi-j»..-H^-A.V6«»-W<) "•

t:

. Q. In ease any unfavorable entries have been made by you on this report, were tho deficiencies Indicated hereon brought to the

attention of the officer concerned while under your command and prfor to the rendition of this report?" If yce, what

Improvement, If any, was noted? ..!?.JS^aTOTable__entries .

If no improvement waa noted, what period of time elapsed between your notification to him of liis deficiencies and the rendi-

tion of this report? .

H. Based on your observation during the period covered by this report, give in your own vorda your estimate of his GENERAL

VALUE TO THE SERVICE . .

,* .

x9. I certify that to the best of my knowledge and belief all entries made hereon are true and Impartial and are In accordance with

AK 000-185.

(ntypedjlJ J™ °-

{(Grade^Org.)._M-?S?lj.-lP.

"(Comdg. what?)

(P^u) .Fort _.__

(Date) ,3ept^j>er" I.£ll24? Incls.._

1st INDORSEMENT

Back
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TM 12-255

ADMINISTRATIVE PROCEDURES

31. W. D., A. Q. 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

ccur.

OFFICER'S PAT DATA CARD

W. Main St., X«ch«nt<!»burg. pa.

RECORD OF PARTIAL PAYMENTS

-i i ~ i ••

'S5**~'n ^,

Front

(1) See section XIV, instruction 4, for entry made of allotment.
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TM 12-255

ADJUTANT GENERAL'S OFFICE

32. W. D., A. G. O. Form No. 110 (Report of Individua

Classification in Arms).—See section XX.

REPORT OF INDIVIDUAL CLASSIFICATION IN ARMS

(.'>* AR 345-1000)

Training year, IQ.'f?.- - 19 W._

THE JtlFLE, Ml SUPPLSUEHTARY _

< 1 U-j;iiliir or lapplemenur;}

COMPANY L, 100TK INFANTRY.

H Of deUcblDflSt)

Fort Eix, New Jersey

(Button)

September 23

(D«l» of oompktioD of COUIM)

... 19.:

SUMMARY

NUMBER OP —

QUALIFIED AS-

Officers

Warrant officers

Enlisted men

A

B

C

A

B

c

A

B

C

Total

Total

Total

£isP3rtI

1

i

2

XXX

XXX

XXX

14

5

19

oh*iiiP6iiCuTijit

1

^

2

XXX

XXX

XX*

u

3

U.

tAHKStiAN

i

1

2

XJOC

XXX

XXX

63

3

56

X! J XXX

XXX

XXX

XXX

XXX

XXX

1

XXX

1

XXX

12

XXX

6

XXX

XXX

12?

Total number on rolls (not attached)

b

XXX

129

A Previously qualified.
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TM 12-255

ADMINISTRATIVE PROCEDURES

No

NAME

i.

i.

Foodring, Martin C*

Urey, Oiren F.

Crone, Charles B.

0-265743

0-61432

apt

.xpert

harpshooter

arksrr.an

9/23/42

9/23/42

9/23/42

222

i.

0-364271

nd Lt

st Lt

191

157

i.

Baker, Uartin H.

30554681

Pvt

'Xpert

9/23/42 -

217

2.

[enry, Giles T.

7116990

Sf,t

xpert

9/23/42 •

213

3.

Bennlng, Benjamin B.

7999946

3pl

.xpert

9/23/42 •

213

4.

Drydan, John 0.

7868584

3pl

Expert

9/23/42

203

5.

Raines, Charles L.

6554378

Xpert

9/23/42

198

1.

'oo to, Max

7886632

Pvt

harpshooter

9/23/42

193

2.

Silfoyle. Martin

Harrison, Thomas H.

7719945

7993664

harpfihooter

harpshooter

9/23/42

9/23/42

189

186

3.

*c

1.

Garrison, Daniel T.

7554663

Pvt

arksman

9/23/42

167

2.

Asheroft, John R.

30534455

Pvt

arksman

9/23/42

158

3.

Attley, Billy B.

30458119

Pvt

arksnan

9/23/42

155

1.

Sims, Archie A.

30357749

Pvt

nqualified

9/23/42

1U
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TM 12-255

ADJUTANT GENERAL'S OFFICE

REMARKS

FAILED TO COkPLETE CCJUKSE;

1. Wilson, James 3.

6254936

Sgt. AWOL Sept 20/42

DID NOT TAKE

1. Bratton, Wilbur H.

2. Jones,. Arthur B.

R-223459 Sgt DS Baltimore, Kd

36542019 Fvt Jd too late to fire-Sept 19/42

I CERTIFY that the foregoing la a correct Iran*

i. from the reports of organizations:

I CBBTIIT that I have personally supervised the

practice (or conducted the examination) of this

organizltlt^i, and thaMhm report is correct:

A. lUUfOND,

~'

•Captain, ICOth Infantry,

(Grade »nd (o

Fort Dix, New Jersey

"(Button)'

Major, 100th Infantry^

Fort Dix, Hew Jersey

September 25_ ,194? September _ 25 ig_42

(liite)"" (Dita)
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TM 12-255

ADMINISTRATIVE PROCEDURES

33. W. D., A. Q. O. Form No. 115 (Charge Sheet).—See section

XVIII, instruction 2, for preparation.

(WRITE NOTHING ABOVE THIS LINE)

CHARGE SHEET

_______ Fort Vix,lleti Jersey ...

• (Pile*)-' '(Date)

Name. etc., of accused ...,?T^*5»...'/.?.??-El]L.<?.'j..A??.kT-Q56 J^iYaJe.i . Cogpanjr L, ..lOOth

(Olr*U« nama. ant nama. and mlddla laittal la t**t«rd.r [oUaand braarlal number, trada. eooipa&r, NCUMOt, bMacb a bj

_______ Intently,. Fort. Vix, V. J^

'' ':"r-'i'''' I'""'' :1'i 'i" ii" lo''"'i"'lii'ii'i'iii'iiiM'in'

Age ?J yearf P.T, $ 50.00 _ per month Allotments to dependents, t 22.00 per month

A— rw pta wii'SifiiS-rvw

Govemnient Insurance deduction, S...J.-ui^. ...... per month.

D»U a» to service: Jlo__Er_ipr_ .service . - ;..Ind::.ct.ed March Jj ..I?li2 ..i.....-......-..

(A* t«Mcb tanniiMted wUrtiDMit, |1T« Indwliai di(« of ITTICB and onumitiua In wblcb *erria| •« tannuuthMk A* W enmat

____ for tfairation of war plug six months.

ralttoi.Dt, gin tb. luttul du. ud tb. tajcm ttoratf. Ql.e umihr dan m to wrvic. Mt nndtf an enlutm-nt)

Data as to witnesses, etc.: ----- ......... i_ .............................. _ ......................................... _ .....................

(din DaiBea. .ddnaaaa. and BOU IT [or aecuawl. Uat donnmanlMyaThUoca and aota ybat« amcil turn tnaMofmay batouad)

_Fir?t_.Sercearit ;. Snil ..Projackj, _..Co. . L, 100th Infantry. Fort Dix, K. ^.

Corporal Thomas _ H. Kairison, Co. L, l.QOth Bifantrj-, Fort Dix, II. J,

Documents:

Morning Report, Co. L, 100th Infantry, Fort Dixt N. _

Data as to restraint of accused: Arrest within confines of

(OITC daw. place, and Initial data of aar nalnlnt at Meoaad)

100th Infantry Area.

(D
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TM 12-255

ADJUTANT GENERAL'S OFFICE

CHARGE :Violation of the Sift, Article of War.

Specification

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

without proper leave, absent himself from his post and duties at

Conpany L, 100th Infantry, Fort Dix, N. J., from about 0545,

July 1, 1942, to about 1800, July 2, 1342.

(Addition*! sheets, if necessary, for charges and specifications will be attached here. Ordinary 8 by 12?4 inch paper will be

used for additional sheets.)

(2) WRITE NOTHING BELOW THIS LINK
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ADMINISTRATIVE PROCEDURES

{WHITE NUTHINQ ABOVE THIS UNI)

(Signatured .ccuser) .

MARTIN C. WOODRING (i

.....rApt..,..lQO.tb.:lL^j^try.i..c?.ni4£..co.;l .....

(Qredt, orpmiMUon, or branch)

AF-riDAVIT

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

ippeared the above-named accuser this ....... A! _______ day of _______ ..... -?.^X. .......... _ .......... , I9.i*?-t and

made oath that he is a person subject to military law and that he personally signed the foregoing charges

md specifications, and further that he* has personal knowledge of the jnatters set forth in specifications

b v ipetffication Ud cbarp< Humbert)

..... , and tha* the same

(indfcate by ipeciflcatloo ud cbari* nnmbtn)

iiw true in fact, to the best of his knowledge and belief

? r.\\ Jl

TS&^r^r^rf?!^

(Orad.aDdorcanu.tkHo^ajo^ looth Inf.

S unuoary Court

il Character, a* summary court, notary public, Me.)

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

if the accuser has personal knowledge of the facts stated in one or more specifications or parts thereof, and hia

knowledge as to other specifications or parts thereof is derived from investigation of the facts, the form of the

oath will be varied accordingly. In no case will he be permitted to state alternatively, aa to any particular

charge or specification, that he either has personal knowledge or has investigated.

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

Headquarters A

Referred for trial to

(Gr.uk-, name, and ofpuuuUoa at luminary court, or trial Judfo advocate)

SJ355KZ. court-martial appointed by paragraph ..A_ , Special Orders No *

Headquarters A9P.*1} .Infantry

By —9-*'_d«r ._ of _C_olo_n

THOMAS A. DUBOIS

Captain, 100th Infantry
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TM 12-255

ADJUTANT GENERAL'S OFFICE

I have served a copy hereof on (each of) the above-named accused, this .

of , 19

.day

(Signature) .

, Trial Judge Advocate.

(SPACE FOR USE WHERE TRIAL IS BY SUMMARY COURT)

CASE: No Al

SPECIFICATIONS AND OHAROE3

SENTENCE OR ACQUITTAL AND REMARKS

All Sp. and Oh.

Guilty

Guilty

To forfeit one dollar and.

eighty-seven cents ($1,37)

of hi's pay.

Plane _. Fort..?.!^..!),.. J,. ______ , p8t0 ________ July._5 ___ ,.in *Z

JW9r-._lQ2Ss_la£«Bfazi ______ Siunnwy Court.

IP-OS? Jn?aBferiU F?rt J>liL>_K1.Ja..Julx_S. ____ , 19..*?.

_In_the_f^re£oin£ oase.qf Private Brown the sentence is approved and will be

duly executed."'

Entered on service record in

, <!t>mmanding.

Vwto, «nd Off wiiMllon)

JOHN O^WWATER^.Jolonel, 100th Infantry.

conviction _-

w

(WRITE NOTHISO ULOW TI1H HUE)
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ADMINISTRATIVE PROCEDURES

34. W. D., A. Q. 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.

LUJ ,.L.... I _. LUUJ^U^U,^. 4--

REPORT OF CHANGE

(i)

(2)

(3)

Inf

H

Co L lOggi!"*

aviSSftJaS.

Itllll lll»

« « I C s T « * 0 I

in

I

i (6)

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:

Sec VII, inst 4, "Cpl Smith to DS Ft Ord Calif"

Sec VII, inst 10, "Pvt Doe Atchd fr Co A 90th Inf Madison Bks NY"

Sec VIII inst 10, "Pvt Smith trfd to Cav Repl Gen Ft Riley Kans Left enr proper

sta"

Sec I, inst 7, "Maj Hammond to ord Iv 15 days Address while on Iv 130 Elm St

Peoria 111"

Sec I, inst 7, "Maj Hammond rejd fr Iv"

Sec XVI, inst 16, "Pvt Doe to conf in hands of civil auth Reno Nev Larceny of

auto held for trial"

Sec XIX, inst 12, "Pvt Smith sk hosp NLD Sta Hosp Ft Dix NJ"

Sec VI, inst 4, "Pvt Doe aptd Pvt Icl No change in duty"

See VI, inst 12, "Pvt Icl Doe aptd Cpl Change in duty 745 to 653"

Sec XI, inst 2, "Pvt Smith to desertion"

Sec XI, inst 24,"Pvt Smith fr des to conf at Ft Douglas Utah 19Jan42 Date of

enl 20Nov41 Comp RA Race W"

Sec XV, inst 15, "Pvt Jones died 15Feb42"

Sec X. inst 2. "Pvt Smith to AWOL 0600"
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TM 12-255

ADJUTANT GENERAL'S OFFICE

(1)

(2)

(5)

(6)

REPORT OF CHANGE lr« IHOIVIOUM. •>• UWT)

— i 1 1— j»mc«i i p -| imciti: FH» II — i

W.D., A 0.0. r.-« N.. HI, M.v 1 , f 9 41-fUHCH 6k*

Co L 100th Infantry

-^^

g»n|g.,»';«;™'>"""""" ••'•""

_JB

Infant

?.„.. ,,„,„

•

5 ~

Port Di

x NJ

™

! ^

i QT^^

_

19 Ml

Soptember

,.2

1 C/ JAjS"S"pERKliJs

1 Capt 100th Inf Per« Off

laassl

u«^

1 >ut 1

«.(»»..,.^

TTl

it 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.

(8) 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)"

(fc) 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"

(c) See section XXII, instruction lid

Remark quoted in (6) 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.

35. W. D., A. Q. O. Form No. 304-A (Locator Card).—See

section VII, instruction 9, for keeping this form up-to-date.

JONES FRANKLIN B | 30765i23

OPL | | INF ^ |LP9 | 100 106 23 1; 6j,

Co L 100th Inf 55 55

;,'

.OCATOR CARD

REMARKS

V

•

i

i

Cpl Jonos to DS at Ft Hoyle Hd Sept 10/42

ll

9

d

j

4

1

1

o)

1

ISUBUNITlnmTBIII DITIBFIH. 0«6«BZ»IIOII

SEIUL NMItt NAME GRMK r" M

La nn ID. iir J™"°" DO n.|n _i _

999999999999999999999999999999999 999 9993

9 19S S'399aSi 9999999SJS

WAR DEPARTMENT -ADJUTANT GENERAL'S DEPART

4EHT utcnu 101 III IHU Mini UR.IU MM 71SS44
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ADMINISTRATIVE PROCEDURES

36. W. D., A. Q. O. Form No. 309 (Initial—Special—Final

Roster).—See section XXI, instruction 8, for use of this form.

JOSTEH OF OFFICERS'

manna?—SPECIAL

GRADE

5E

An w

•ST

D*toorcwr«l

T

DEMr-USS-.

SMUN&

^srsssiETr^1*'-"1-

ial

ratlM!

ftnlea

•sdSH-

fnlM-

•Mt

ftM

(E^w«iBuyt

SWM

COLONEL

0-23479

Atwater, John 0*

Inf

EA

K/10/24

V

Regtl 00

LIEUTEMAHT COLONELS

0-181523

Thayer, Thomas J.

Inf

R»

12/6/28

W

Regtl Exec 0

0-200769

Stull, Clayton H.

Inf

N3

10/10^3

W

Bn 00

0-231342

Underwood, prank X-

Inf

Res

7/8/31

W

Sn CO

0-192736

Young, C«orge P.

Inf

Re«

2/10/36

*

Bn CO

UAJORS

0-267459

Hancnond, John H*

Inf

Hes

7/4/39

W

Regtl S-4

IQOth Infantry

(3M AR

BOSTEB

Fort Dl». Hew Jersey

September 20, 1942

Thk roater of °— aheets contalna the names of all {nimWTKK"}' including those attached, of this organisation.

Kooson for -.hmi-i~n Permanent oh«nge of «t«tion per par S 00 14 201st Inf DiT, Sept 15, 1942

"" J "IB ,Cojpmanding Officer:

*/ THOMAS A. EHBOIS

« lypowiuwn)

C&ptain, 100th Infmtry, Adjutant

•Una out wordi not •pp]ie*bln.

tlMKt ipedOMUoa MM ntwlwr <rf ealWrt

_* ^H^-TJ. ^^^.uy^i T^^inr ffif H*
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37. W. D., A. G. O. Form No. 625 (Application for Family

Allowances).-—See section XIV, instruction 16, and back of form,

for preparation. See revised form (now in process) for new address.

Do not write in this space

APPLICATION NUMBER

WAR DEPARTMENT

APPLICATION FOR FAMILY ALLOWANCES

(Servicemen's Dependents Allowance Act of 1942)

Date ...October.. 2$. iM. 2

I. (a) Soldier ....Carns .Charles Leon. 2P.6.5789.2 Pyt...lcl

^J&JLySS^S&^E^^sJ^LMs^ _ Married^ Whit5L»-

.6.9.Z..V.ictor Avenue^. Caraden HM!*™.. .. .

(-'>!•!.«. hoa» Odrw; Number »d *tn*l or R. F. [>.) (CUy. Mwi. or F. O.) CSMta>

I hereby apply for the family allowances authorized by law for the following-named relatives and/or dependents who are related

to me in the manner stated in paragraphs II and HI below. Commencing with the month of November, 1942*

I. (6) THIS SPACE MUST ALSO BE FILLED IN WHEN APPLICATION is MADE BY A PEBSON OTHER THAN THE SOLDIER.

(Applicant's name) I

iu.YUn) "(Vint

(Address) hereby apply for the family

(Numbtr ind .ir»i or R. F. II.) (City or town) <Si*w>

allowances authorized by law for the following-named relatives and/or dependents ofxthe soldier whose name appears ID

paragraph I above, to whom this application pertains. ^v //

"xrx; /

CLASS A

. 01

^y //~^*

[•iMioMbfe

*i. ~Carna Jiyrna. Agoaa. ftQ7 VT^T^T- aWm^ ,_cawtten NW.». ...{HLl

2

3.

4

fi _

Date and place of marriage to present wife PCt4fcJ^J!^2._at__gamdena..N . J.,

Date and place of marriage to divorced wife .^^s^^-aiai-^- Date of divorce

Amount of monthly alimony OT support paymep*-decr«M^y court order or legal agreement for former wife divorced, or wife and/or

child living separate and apart, $ .f.,./-j£\j...-.-^^....-. . „.._ _..,..,........„..... ..........

Date alimony or support payment ceases J./...J.^T^^. , 194... Name and location of court n

X^^N^S^LASS B DEPENDENTS

III. List below the father, motherYrirandfatncV grandmother, stepfather, stepmother, either of husband or wife, person in loco

parentis, brother, sister, halnoirother, hi.lt sister, stepbrother, stepsister, adopted brother, adopted sister, grandchildren,

who are dependent upon the sonli£r_{4r/a substantial portion of their support. (If there are none in Class B, write "None''

in the name column.) ^^_^S

^ *•""" .w.u™*^ **",£*?« nprj.. ^

«*«0 (Ftall (Mkldl*) Nu™h« «nJ^UMI or City, Miwn^er g,,,, Ua o>r y—f

« JJONB." "'

7

8

9

IV. Enter on the lines below the full name and address of the person or persons to whom the check or checks is or are to be made

payable.

Make cheeks parable'to—

Front
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TM 12-255

ADMINISTRATIVE PROCEDURES

famfl, m*w •***! U tt. mttllmj «c mfni .erHe.

. The following-named memben of (my) (the soldier's) immediate family are now nerving M atOdier*, Mflon, marines, or coast

guardsmen (not officers) ID the military or naval serriee.

_Carns.._ .Gilbert .....Iriit...

120_E~.toia.S±

Tfayy

Brothel

.._20

VX. I hereby swear or affirm that all the foregoing statements are correct and that every member of Class 6 for whom I claim th«

family allowance ia dependent, to the degree indicated, upon the soldier whose name appears ia paragraph I above, for

Charles L. Cams

Subecribed and nwora to before me this -?.9_th d*y

,jf October HH? at .Ftt. PJ.XJ..N. J.

'(Seal la i

sworn to- before c

TK01&S A.

Adjutant

THIS SPACE TO BE USED BY ARMY ORGANIZATIONS

TO THE WAR

HEADQUARTERS. 100th Infantry, FortJDixJS^>^f 5Z

To: Allowance and Allotment Branch, Building Y,

1. Grade of soldier as shown on the applicatioi

2. Any voluntary allotments DOW in force pe

to the Finance Officer, U. S. Army, of the necei

for the deduction required for the soldier's coi

court-martial forfeitures, at least $10 per

3. Proper notations have been made

deductions will begin with the first mo"

on June 1, 1942, and who filed applieatii

4. The official copy of this applicati

5. The soldier has been advi:

certificate, court decrees of s*

illegitimate children, legal agi

interested parties attesting to:

Building Y, 20th and B Streets

of allowance will be stopped.

AN APPLICATION FROM A SOLDIER

NE., Washington, D. C.

Date of enlistment or Induction ._J?_?_E?:__1 ( ^gjg

er have been discontinued or adjusted, by submissloD

that sufficient monthly pay Is due the soldier to provide

'muily allowances and si ill leave him, exclusive of possible

is personal use.

•ice record 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.

amity allowances has been withdrawn and filed with the soldier's service record.

A relationship, supporting papers consisting of certified copies of marriage

•, birth certificates of children, written acknowledgments of parenthood of

•ion, adoption papers; and for Class B dependents the affidavits of two dis-

._ dependency must be submitted to the Allowance and Allotment Branch.

,ton, D. C., within 6 months from date of filing application, otherwise payment

M. FERKIMS. Captain....100th Infantg

Personnel O^icer.

THIS SPACE TO BE USED BY THE WAR DEPARTMENT TRANSMITTING COPY OF AN APPLICATION SUBMITTED

BY OB FOR A DEPENDENT OR RELATIVE TO THE SOLDIER'S ORGANIZATION

Allowance and Allotment Branch, WAR DEPARTMENT, Washington, D. C..

To:.

1. Family allowance* under the Servicemen's Dependents Act of 1942 has been authorised for the persons shown I

paragraphs II and III on the reverse side of this form.

2. Monthly deductions of ((22), ((27), (S.. ) must be made on the pay roll starting witli the month of _

1M—

3. Toe "official copy" of the application is to be filed with the soldier's service record.

BT otoB* or TUB SKCIJCTABT or WA»:

Adjutant

Back

494350°—42-

-14
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ADJUTANT GENERAL'S OFFICE

38. W. D., Q. M. C. Form No. 15 (Company Council Book).

See section XXIII, instruction 2, for general procedure.

, ,m In Account ifi/h Company Fund, Company "L ," 100th Infantry

TMT

3?

• AT1ON SAVINGS

OTHEB FUNDS

MoBlh

Jun<

tr**

am

•MWi

E,^,O,.;™

Y_rt_

D.U

500

x>

200

00

1

1

Holjnea Co. Kreah Fish Bill of June 1, 191.2

....iQ

00

SL

Smith Athletic Store, Pijig Pong balls

3

00.

00.

3

Post Exchange dividend for Uay.

100

00

I1)

U.S. Jnfantry A.SSOC, Sub.^crir'tion to rr^agir.e

7

JL

21..

WfA*SBiithx repairs to day room, furniturft... . .

-20

500

00

. 50

00

....3f>0.

X)

. _3P .

V

...450

00

..269...

W

^»

fobila

500

00

WO

00

....3QQ..

DO...

..JOQ...

00..

Entry sheets
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ADMINISTRATIVE PROCEDURES

I CERTIFY that the foregoing account for the month of _.'^>n«. _ 194.2.., -a » true and complete statement of aD

receipt* and expenditures, and that the balance for which I am responsible is accounted for as follow*:

!. Checking account deposited with JMt..l!ftti.oj>lkl..BlUllrIJl IfcprBBtqTOj, II. J,

to the credit of Ccnpsny Fund, Cor4()»ny.."L"._10pth..Infantry .... $..213.50.—

<FD00>

2. Savings account deposited with None ,

3. Caah In my personal possession UOAO. _ S

4. Registered Government bonds kept None $.

........ JBJW..30 ................ .9.4.2.

HARTIM C. BD03RI110

*f In e»M <-f IranifOT to fucnnor. make on an appropriate pan 111. r'r IIDrd rtatSMMnl rM,i,lrr,l br par. 7 of the "In> trurttons."

...... Jww.,.50 ............................ n.«.

The council of the administration met this date and audited the foregoing account for the month of ............. JURA ....................... ., 10.42.

The council finds the account correct, approves the expenditures made, and authorizes the usual expenditures for the next month.

The certificate of the responsible officer was examined, and the cash balance, in his personal possession, the chock book, check stubs, and

deposit book (if used) were exhibited to the council and verified.

JOHN C. TnplU.Sj 2nd W ipoth Inf UAHTI? =« TOp™-.1!?. J»Ej l?Oth_Inf_

...... ««orto."" President

! CERTIFY that in accordance with the requirements of the Army Regulations I have this date Inspected the foregoing account for tha

period from ..... AP.?AA._ l-t.A?*.?. .......... to ______ ^!£?$..?.9>..A?*.2. .................. Inclusive, and find it correct with the following exceptions:

___ ........ JDSE. .................... „ ............. _ ...... ........................................................................ ______ ............................................

The check book and deposit book of the organisation commander were examined and the cash in hU personal possession verified. These out-

standing bills were reported: .....^P.ne ............................................................................................................. ____ ............. ... ......

"""" lOTffitrrV'aMrTnHScTr 100th TnT .........

Inspection and audit sheets
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TM 12-255

ADJUTANT GENERAL'S OFFICE

39. W. D., Q. M. 0. 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 uses. Also

see back of form.

WAR DEPARTMENT

Q. M. c. Form No. 40a

Bmiij Art. a, l«i

REQUISITION

T.,QUARTEBIASTgR. Fort Dix, N. J. __________________________ N(k of shMU ______ 1

i:«q«i.iii« No. ._._3<l __ Data _.AB.ril..ii..l9A? ......... __ r>.ri,,,i .A

SHIP To_iflOti)u_Infflnta<..E9ri.J!ix»-.Hj.)f,. ____ ......

.June..l242.

RBO.UUUTIONED Br (ahow Signature, Rank, Organization, Destination. If dif-

ferant f[uu "IJUIF TO" Include addreu): -

JOHN A. HAMUOHD

Uajor, 100th Inf.

S-/,

Arpiovin BrOrder of Colonel

ATWATER!*

THOMAS A. DUBOIS

Captain, 100th Inf.

Adjutant.

STOCK No.

ARTIOl^S

UNIT

-ON HAND

AND m r.

CONSUVED

KEQUIRED

APPROVED

-C-3050

Cots, steel, folding

ea

230

20

-U

Mattresses, cotton

ea

230

20

-S

Sheets, cotton, bleached, bed,

63 by 108 inches

ea

920

80

-P-570

Pillowcases

ea

460

40

LASJLITal

Basis of requisition:

250 Bi: T/A Nov 1, 1939 and 1

/BA In

K
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TM 12-255

ADMINISTRATIVE PROCEDURES

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.

Voucher No. .. ................ ...

Stock Record Account

REQUISITION AND RECEIPT FOR CLOTHING IN BULK

(CHAHGE TO CLOTHING ALLOWANCE)

No. of sheets

Sheet No .!_

ization .Cq..L.lQOth,Infantry..... Station ...F<?rt .plx,..N. J..__. Dated . September..??., 19.42..

AKTICLM AMD Size

UKIT

I'iLgin.si-

I&8OKD

Rc-

NIT

ISSUED

UNIT

PRICB

TOTALS

TIONED

TURNBD

TO QM

Shoes,, Service 10D

PT

10

Shoes, Service lO^D

Pr

19

Shoes, Service TIE

..J>?

3

Socks, wool, light 11

-Pr..

6

Socks, wool, light 12

jr.

21

Suits, working, 1-piece

Herringbone twill QD Ut

e.a

5

Undershirts, cotton, JsleeveAZ

e&

9

V

\

\

\

\

\

\

^N

.

N.

N.

\

\

\

x.

\
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TM 12-255

ADJUTANT GENERAL'S OFFICE

The articles enumerated in column "Issued" were

received by me from .™?P. .H...KM&. IA..<?°1. QHC

OM:on. 'SaP^ber :*>.

10 articles enumerated in column "Returned to

QM" were returned on ...September._gO.._, 194?..

UARTD1 °' WOODRING' capt looth

I*ued by: FRED .H...KAIN,. Lt.,Col....giC..

Returned articles received by:

(Slcaed br qnartfmMUr oc Ms re

FEED H. KAIN, Lt. Col. (JJC

InstructioiiB in the preparation of this fonn and methods of issue *re set forth in AR 35-6560.

For tariff sizes see AR 30-3050.

For prices see AR 30-3000.

Use insert Form 409 a for extra pages.

Sheet No. 4 *«.»*»
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TM 12-255

ADMINISTRATIVE PROCEDURES

41. W. D., Q. M. C. Form No. 434 (Shipping Ticket).—See

section XXVI, instruction 8, for preparation of this form.

Q. M. C. Form No. 4M

BvrM Jto. 1, 1«M

SHIPPING TICKET

CONSIGNOR'S VOU. NO.

CONSIGNEE S VOU. NO.

NUMBER OF SHEETS

CONSIGNOR: C.S.D., N.T.C. Depot,

Brooklyn, N. T.

SHIP TO-

Quart ex-master,

Fort Dix, New Jers

AUTHORITY OR REO. NO. QU I£B— 72— £2

** TRAN^OirTATlON COST OF J 2.00 CHARGEABLE TO

p/AMa2600 P 63-0700 A 0525-2

OHDERED SHIPKD

OUAKT1TY

STOCK NO.

ART(CL£

UNIT

o5S

TDTNLCOST

For 100th Infantry

2

24-B-1165

Bag, water sterilizing,

complete with cover.

ea

AR 3

)-3000

JJUN -ORDERED- HAVE BEEN RECEIVED UNLESS OTHERWISE NOTED IN COLUMN -SHIPPED:"

._
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TM 12-255

ADJUTANT GENERAL'S OFFICE

42. W. D., Q. M. C. Form No. 487 (Memorandum Receipt).

See section XXVII, instruction 2, for principal use.

NO.

•TOCK NO.

ARTICLES

l

26-C-3050

Cot, steal, folding

l

27-)l

Mattress., qotton._ .

4

27-S

Sheets, cotton, bleached

2

2.7.T.P-5.7Q.. .

Pillowcases

- .UST

JtEM

=

MEMORANDUM RECEIPT

•fOBCOt • DEBIT SLIP

James C. Ti'i 1 1 i arcs

•Issued to \ 1st Set. Co. L 100th Inf.

• Turned in by/ ......................

Drt. ..

JteS£*SH!«»*»r. Property

(NtoM or supplj bnncfa)

Received tike above>D&med art!'

(Signature with rink and orxuiizitioti)

vJames C. Williams, 1st Sgt Co L

«o. _.....__ „-... ... Jr_,__,-—.___

t. 1331 • Bbrlk* odt wordi not tpplliabto.
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TM 12-255

ADMINISTRATIVE PROCEDURES

43. W. D., M. D. Form No. 81 (Immunization Register).—

See section IV, instruction 8, and back of form for preparation and

use. See section XXII, instructions 2 to 5, for special action.

IMMUNIZATION REGISTER1

WOODRINS MARTIN 0-2657.V3

CRADE | COMPANT I REST. Oft STAFF COWS ACE RACE

Capt I. L I 100th Tnf

SMALLPOX VACCINE

TYFEOF REACTION'

MED OFFICER'

TRIPLE TYPHOID VACCINE

WTtS OF ADMINISTRATION

It*.

M..-..

D DOSE JO

MED OFFICER'

TETANUS TOXOIO

INITIAL VACCINATION

.TE MO). OFT

YELLOW ftVER VACCINE

LOT NO. AMOUNT MED.OFF.

OTHER VACCINES

WSIASt

DATE

SS,5

DOM»

MED. OFF.'

__
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TM 13-255

ADJUTANT GENERAL'S OFFICE

44. Standard Form No. 26 (Driver's Report—Accident,

Motor Transportation).—See section XXX, instruction 1, for

preparation, and instructions 4, 6, and 13 for disposition. This

form will be carried in all Government motor vehicles. Drivers

will be instructed in its preparation and will be required to fill it out

no matter how trivial the accident or the damage may seem to be.

Cfpt 100th IB*., Coorig Co. C

("oS'ciai title)

Port Mjr.r Hew Jersey.

(Government deptrtmeat or eatibllabmcDt)

IT. WM an InTMtifatlon and* tor * pollc«m»a (clril or

tary) T .-.JLU£Z. if M, i

Name „..____._. _ No

PndDct or itaUoa ~.»...-.!7.. -

18. Name* and addrtwc* of p

. Form No.

.__ by the rra

June 10, 1B7

DRIVER'S REPORT—ACCIDENT

MOTOR TRANSPORTATION

INSTRUCTIONS TO DRIVERS

Id CMS of iirjaiT to person or damage to property:

A, Stop or and -reader such •mitttiMf as ouiy b« needed.

P. r ill oat this torn. ON THE SPOT, so far a, poMible.

C Deliver this report promptly to joor immedute «pperiar.

Failure to observe these instructions wilJ result in disciplioarr

•ctioa.

0. Nanty and addresi of drlter of_

7. IJcvnM jf otne/rehlcle:

8. Place of accident: City

Street -J
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TM 12-255

ADMINISTRATIVE PROCEDURES

18, L*be) atrecta and Indicate measurements; show tbe position

of each vehicle at the time of the accident and enow bi.

dotted lines the course of each vebJcle Just before ana

Just after the collision;

217
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TM 12-355

ADJUTANT GENERAL'S OFFICE

45. Standard Form No. 27 (Investigating Officer's Report—

Accident, Motor Transportation).—See section XXX, instruction

10, for preparation, and instruction 13, for disposition.

INVESTIGATING OFFICER'S REPORT—ACCIDENT

MOTOR TRANSPORTATION

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

with department regulations.

Date - JME..»: _ 1** Hour JU

ACCIDENT Place: city or town !!&£•...•!&*•.. north of gtate _ —

Street ,P**?d*!&l....H.»...J*. _ _

Weatber ...Brlght...l>O<i. 6l<l»r. Condition of roadway ....Dry...«Hit...»|K>Ot.h -

Make and type of veblcle CtoOToLBt. li ton . truck Servlce No 94487.

GOVERNMENT

JgViitE AN° N'au,e of driver Millie D. KiUan, 8442724 - -

Make and type of vebicle .. Qldsmobile . 3«l4n.. 1940 LlcenK No. .N, J ., I 17445

Owner: Name .....>fe....Vtt.!Ms...B,...lfeS7_ ___

b™t**j$S"CL* Address .462 .El«in Street,.. .Caaiden.....!!.....*..

DRIVER

Driver: Name . ..Jir*.. Willis Rt

Address M>>

License NO 4Q96.93...H3W..Jersey* ^

Namea and addresses and extent of injuries S^ « John L». .ifartln,. ,CQ.». C* .lOCrt^h IruC*,..

PERSONS INJURED ---.*.* A.. VJlA»...l!lA..jB.*....-..»jHW3»*...»J*«BMrf

If medical aid ^a^renaered. state by ^hom..-^.t,.Lt.»..J^ J*

..Ssaaahftd...right ..headlight;, broken .T9..(rliat.oF..griXX;-..4fl!Rt<^i...l*f.t...r»*r fendjer.

DAMAGE TO

GOVERNMENT

VEHICLE I -.

DAMAGE TO . Bffnt trPOt...bwaperi...<4«Rt.ftJ...l«f t.trpnfc ..f end*r>

PRIVATELY

OWNED VEHICLE

OR OTHER

PROPERTY

ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES

Jfomes Addresses

(Iniwrtanir

POLICE REPORT L>'<1 c^ or State police report the accident? JS

If report^raamnde^!

Government car was proceeding from ....Eprt.^^^..^)!.,.. to CaiacUn, N, J

OFFICIAL DUTT Was ^rlT«r performing official daty? .

Indicate the duty: TP,..pi^...«P.. »UppHfia..X^

R..tb.am..tQ..Eprt...Pi3t»..a«J.>

lorn]
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TM 12-255

ADMINISTRATIVE PROCEDURES

INVESTIGATING OFFICER'S SKETCH

Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrinn, /us* before

the collision, and at the time of the collision.

Show in red their relative positions just after the collision.

TiiWl the streets and every object depicted, and indicate measurements; show l"y dotted lines tho course

followed by each vehicle, and add any explanatory statement that would aid in an understanding of the

occurrence.

If the above diagram is not applicable, attach substitute diagram.

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 mo personally. Attached hereto as a part hereof

are the following papers: ....F9m.No...26J..prlver8.R«pprt of. AccidOTti..l.st..I^.,...Ha...-lC!Otte

and ^m

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.

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

4. Attach photographs of scene of accident and of damaged cars, if any taken.

5. Attach Findings and Recommendations of Investigating Officer.

Back
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TM 12-255

ADJUTANT GENERAL'S OFFICE

46. Veterans' Administration, Insurance Form No. 350

(Application for National Service Life Insurance).—See section

XIV, instruction 21, for preparation and use.

APPLICATION FOR NATIONAL SERVICE LIFE INSURANCE

man stcnoN ww NATIONAL sana LIFE INSURANCE ACT OF iw AND UCCLATONS OF THE TETFJUNS ADHWISTUTION

WITHOUT IEPORT OF PHTSIU1 ELIMINATION

CTm wfcl !»••.• • .• MtMlh>tltlHMilli»1llhlU»iMM«l fclrMilllll ff»»l 1ItltM ,fl«r nr*WI. IMt l.pUottfal ma.t U mid* (a lha T«tatuu I llMlllhaiill i»

wbik la Ibl MIK. MT.KM t.d vkhij, Itt 0171 Olw MMM. 1MB •Mk.MTtta. 1OTE—rrra.u ID [b. .rii.c MC.UM OB Oasber S. 1«0. tnd p«rotu who tlulMltac rMB-

hjicr TftatM ib.mniTe m ihiB tBiMBrtiiT.tr Mlmrin JlBnhBtit mm inrfan t.HBTi.»Bfcnr Th> Ihn,,f1.i rfi Ilirhittnl in immnfilial! ,nr«pl cnmmiMaaa ud «atu

Ba.ttifMBO»ap!B*BM.Bffl.t».yBKdc——'"*"•.) gSE Pig OK TTTK.

Charles

Leon

Cams

a BOJU A.DD1ISB: limber

170

East Main St., Middlesex, Tloga Co.

S. I WAS

BOM AT

Philadelphia. Pa

10th

August 1917

25dV

4. DATI Or IKTBT DITO FtESINT TOUX OF

ACTTVX DOTY

Sept 1. 1942

B. PUSIMT OEOAKIZATIOB

Ruk. (redo, or nliaf. Or(r ^iiAUoa «f imenl. KaUon. *hjp. ito.

Pvt Oo L 100th Infantry

«. UE1AL • UMBXB

30657892

IT SO.

Mo

t. IHK

LI7I

[IT APPLY rot IHSU1ASC1 OK Til RT1-IIA1

10. IWILLPAT l-RIMinMS ASIKDICATCD BELOW:

HOnTSLT

KanlUr

I

TtTKBANS ADKLVISTBATIOlf AS FOLLOWS:

Qouurlj

1...

5000

I

, 3.35

1

EUMBEB IT ATAILA1LE. AHOUBT. I _., POLICY HO

i '.-• !••.•••'', i4i CUT; > ; -i_ ui-.«d aimoucl of BltBDkl Sortie* Lito Itucrian ud P. S. Comnraent Life Iniufince In ixoou o* tld.000 U •

>- 1*

FOIL HAME OF BIBEFICIART

i«l w-).-.*u. htr owm At« .ad middl* B.B. .a*

• •h-iallhip

AmaODtlbr

MCB bcMftciMT

PoCHlfflIM k<Ulcu

1""

htUbtBd'l l»* UD* BUM b* iUJ«(U

170 East llain St.,

Middlesex. Pa.

(Number u»l Mre«:. dly. town, or post offlM)

Ur.S,.. Eliiabsth .A,..Carns ....

llothar

JSOOO

S

Mr. John 0. Cams

Father

55000

170 East Main St.,

Middlesex, Pa.

2

a of b*neaci»ri»«, Hmab^nj «r wife, ehfld. |)«rect. brnlhtr or tiMtt vt Un JMcrei. (Sea rarero »IJn.

....U/ot...

4.)

T THAT TB1

DATI tt lk.1 p*lKr b. mid* I'd* „,

ft. Ifth* Cril ptemium li to b« p*l'J bj alk.mtnt «• deduct.... th« iiuuraiin wit! br.-om* «?«»!•* »n lh« fir* daj; of lh« m»mlh fjUowlni the Bumlb in which Un

tpplxxtna ud Ulo«3.eo or tLnborltntua Far d^n.liM ata u«caled. pro.id.d th* .cioujl of th* pnnuum i* deuuclcd Irool lb« BpTtUcut'i MUr* Mfria*

ptf in *ci»ra»nce with tht *I!'.IIB*D( M- to;tarnation, *r

b. II ttM fint premium i* p>id by dirrct rcmittAiic*. HM IBMTUIM will IMWDII- «C»etit» u of the d*r oa which the »ppl:tnion and leader ef prealun* MM u-le

ud torwarded tj iba Trteruu Admnjintkon.

(See rercrM iid«, Puxn-ph 1. for further uJbrmtfioa M to «ff«<alie cUtoi of Inianmc*)

_ TaK DMiTED STATES K MOT LIABTJ FOB DEATg OCCL'SaiHa PBjOR TQ Tat EFFECTIVE P.VTg OF TR1 POUCT

14. I IIQTJIST THE POLICY BI MAILED TO- ~~~"

r>mg) '(l'l<:'.M- |'imit'of i'y'^)"''"'"""""

•{gjjgSjQtnaujwtunMllK* Sfiptieffli?flr*..1942.... to OWLI Hi-. ««tWj premlaa

at of LMUUO* applied tar. CThi« »nibortjJi:bD atj be effectire durusf period* uf «ui»o MTTto nl;.)

I Hr.fl 1

* h*r«»ilh rcmi'.-.nce ptjibl* to ttte TKIASDSFB OF THI URITID STATES l>r ' HDD*T ord»r 1 U ibe anoiiBt of I ..to wnr

I Chech | premium of I *Q tb* totou! o. iuiiruc* tf pUrd to.

MSEO AT -EHX£.131jt*-]ta*.j3OJKF. - OM THI ._...&&.-. DAT Of $$$tefffo<tr...

WITNESSED BY: ..&&&&..i^\&A<f4!~'...

»»i

,lE5..1i...PSBK!SSi..CaBt...lOp.t.h..I.5Lr.

BOTK.-Pen.Jtie. tor triad in •«CU<DC for .elf or uolher the iMDa or paymant of in.mi'uce: 11,000 to ».003 fine

• utiay, treteM. •pyint» etho »p<iiiaed ogemict. (Sectiani ali. HI, Md «11. HBtioml SetTlea life lae-atMO* Aa> alJ

EffecUT*

D-te

DO NOT USE THIS SPACE

Ami.* -,.... Premium: Ito. 8

BcneflcUrr

Action ttkw&

Certiflc»t* Utu«d _™ m-.—T Policy iwutd
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TM 13-255

ADMINISTRATIVE PROCEDURES

47. Veterans' Administration, Insurance Form No. 336

(Change of Beneficiary—National Service Life Insurance).—

See section XIV, instruction 22, for preparation and use.

USE A SEPARATE FORM FOR EACH POLICY ON WHICH

A CHANGE OF BENEFrCIART IS DESIRED

POLICY No. N.....™!™?™!

CHANGE OF BENEFICIARY—NATIONAL SERVICE LIFE INSURANCE

I, the undersigned insured, hereby cancel all previous designations of beneficiaries under the above-numbered National

Service Life Insurance policy and direct that said insurance, which amounts to f &QQQ. , _ —, be paid from and

after my death as follows:

GIVE COMPLETE NAME AND ADDRESS OF EACH BENEFICIARY

fNoiK.— 1C • married woman, her cnrn Ant and middle nan* and huaband-* u*t imme muit be stated)

RELATIONSHIP

(Mu-tbeit»t*d)

ANCE TO BE PAID TO

Urs. Kyrna Agnes Carns

Wife

S5000

897 Victor Avenue, Candan, H. J,

PRINCIPAL

CONTINGENT

Mrs. Sliiabeth_ Ada™ Carns

Itothor

_S5QQC_

170 Ea«i_«aift.St«i.J!e,ddl«sexi. Pa, .

,

Signed at ^?£*_P.4*i...?!!

Signature

of witness .

on this, the ?6th. day of —October , 19.-42.

Address

(Rink andornnlutlbn if In urvtce)

JAMES M. PERKINS, Capt 100th Inf

(Street and number)

Address .... —,;

Fort Dix. H. J.

(Pott office nndSute)

(Street ..nd number)

(Post office mnd State)

This form, when completed, should be forwarded Immediately to the Veterans Administration, Washington, D. C.

Signature of insured should be in ink and witnessed by a responsible and disinterested person. The rank and organization

of the insured and the witness should be stated if the insured is in the military or naval service.

The insured, under a National Service Life Insurance policy, may designate a beneficiary or beneficiaries of his insurance

within the following classes only: Wife (husband), child (Including an adopted child, stepchild, illegitimate child), parent (includ-

ing person in loco parentis). brother or sister (including those of the half mood) of the insured.

The insured may designate any person or persons within the permitted class as contingent beneficiary or beneficiaries, who

will take the monthly installments of insurance if the principal beneficiary or beneficiaries should not survive so as to receive any

Installment or installments of insurance, or take any remaining monthly installments if the principal beneficiary or beneficiaries

survive the insured and receive partial payment but die before alt installments certain have been paid.

A stepchild, illegitimate child, or person in loco parentis cannot be paid benefits under the National Service Life Insurance

Art of 1940 unless specifically designated as a beneficiary by the insured.

The proceeds of a National Service Life Insurance policy shall not be assignable and the payments of National Service Life

Insurance as such are exempt from taxation, but such exemption does not extend to any property purchased in part or wholly

out of such payments.

(See reverse side for further information aa to beneficiaries and manner of payment of death benefits.) W-SWM

221

G
e
n
e
ra

te
d
 o

n
 2

0
1

4
-1

1
-2

9
 0

7
:5

0
 G

M
T
  
/ 

 h
tt

p
:/

/h
d

l.
h
a
n
d

le
.n

e
t/

2
0

2
7

/u
c1

.b
3

2
4

5
5

7
2

P
u
b
lic

 D
o
m

a
in

, 
G

o
o
g

le
-d

ig
it

iz
e
d

  
/ 

 h
tt

p
:/

/w
w

w
.h

a
th

it
ru

st
.o

rg
/a

cc
e
ss

_u
se

#
p
d
-g

o
o
g
le



TM 12-255

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.

, 194

I certify that I have this day *(paid to) * (received from)

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

the sum of dollars and cents ($ ) *(by check

No. ) *(In cash) in payment for the following for the month of

, 194:

(Name) (Grade) (Organization)

Custodian

(Statement for other party to transaction)

, 194

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.

(Signature) (Grade or title)

Voucher No.

Date

Amount

•Strike out words not applicable.
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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

Statement of standing of company fund as of

(Date)

Accountability Assets

Ration savings $ Checking account $

Other funds $ Cash on hand $

TOTAL ACCOUNTABILITY $ Bonds $

TOTAL ASSETS $

Reconciliation of bank statement

Check book balance $

Outstanding checks:

No $

No $

Total outstanding checks

Bank Statement $

Accounts receivable

Ration Other

List here all accounts actually due and receivable as savings funds

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

excess ration purchases.

Total accounts receivable and payable.

Net gain or loss

Accountability

Standing of the fund.

I certify that to the best of my knowledge and belief, the foregoing is a com-

plete and accurate statement of all amounts due the fund, of all outstanding debts

and obligations payable from the fund, and of all outstanding checks (not reported

paid by the bank) pertaining to the fund, and of all the securities which are the

property of the organization. I further certify that the property purchased from

the fund as shown in the front part of the council book is on hand.

(Custodian's signature)

(Custodian's name typed)

(Grade and organization)

494350°—42- 15 223
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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 concerned, and if none, he will

so state. He will initial the entry in ink.

Initials

Post QM Property $ : :Signal Officer

Post QM Utility $:

Post Laundry $:

Post Exchange $:

Officer's Club $.. -.:..

Initials

: :Ordnance Officer $ ::

: :Hosp. Mess $ ::

: :Commissary $ ::

: :Officer's Mess

(Organization) ::

By Order of Colonel ATWATER:

(Signed) THOMAS 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. Q. 062.11 (11-1-42).]

BY ORDEH OF THE SECRETARY OF WAR!

G. C. MARSHAL,

Chief of Staf.

OFFICIAL:

J. A. ULIO,

Major General,

The Adjutant General.

DISTRIBUTION:

D (6); B (2); R (5); Bn and L (1).

(For explanation of symbols see FM 21-6.)
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TM 12-255

C i

TECHNICAL MANUAL

ADMINISTRATIVE PROCEDURES

CHANGES"! ( *^ WAR DEPARTMENT.^

No. 1 J WASHINGTON 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.

APPENDIX II (ADDED)

CHECK LIST FOR ADMINISTRATIVE INSPECTION OF

UNITS AND INDIVIDUALS FOR OVERSEA SERVICE

SECTION I

COMPANY ORDERLY ROOM RECORDS

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Company Morning Report,

a. Remarks and record

of events.

6. Strength.

e. Rations.

Daily Sick Report

WDAGO1...

WD AGO 6

34S-S

345-400

I, II, V, VI,

VII, VIII, IX,

X, XV, XVI,

XXIX,

XXXIV.*

XIX, XXXIV*

TM 12-250...

TM 12-250. .

35-1440

a. Organization or de-

tachment com-

mander's report.

6. Medical officer's re-

port.

Duty Roster .

WDAGO6.-.

345-416

345-25

VI, XXXIV*...

TM 12-250.. -

a. Miscellaneous duties

b. Guard roster.

WDAGO7

615-275

Inventory of Effects

WDAGO54

600-550

XV

Score Cards . . ..

WD AGO 83-

345-1000

XX..

FM23-6

Notice of Change of Address

89

WD AGO 204

Instructions

Record of and Receipt for

WD AGO 922

on form.

TM 12-275...

Registered and Insured

Mail.

Unit Mail Roster . .

FM 12-105.

TM 12-275...

Company Orders

310-50

VI, XI

FM 12-105.

TM 12-250

345-5

615-5

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

547316°—43 1
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TM 12-255

ADMINISTRATIVE PROCEDURES

Title .

Form number

References

Unit company

remarks

AR

TM 12-256

Other

(sections)

Company Punishment

345-125

X, XVI, XVII

MOM 1928

Record.

800-355

Evidence Gathered at

815-300

XI

TM 12-250

Time of Absence.

Unit or Similar Funds

QMO 16..

210-50

I, II, VIII,

WD Cirs. 118

o. Council Book.

XXIII.

and 123,

6. Bank Statement.

1943.

c. Check Book.

d. Vouchers.

Informational Roster

345-5

615-28

Army Regulations and

310-200

TM 12-250--

Other War Department

FM 21-8.

Publications.

a. General Orders.

6. Bulletins.

c. Circulars.

i. Training Circulars.

•

«. War Department

Annual Compila-

tion of War De-

partment General

Orders, Bulletins,

and numbered Cir-

culars.

/. Army Regulations.

g. Mobilization Regu-

lations.

A. T/O & E pertaining

to the unit.

i. T/E 21.

i

j. Field and Technical

Manuals.

Identification Tags

30-1810

XV

600-35

600-40

Correspondence File

345-620

XV, XXX

TM 12-250--.

a. Index book.

6. File envelope.

Correspondence (Prepara-

340-16

TM 12-250

tion).

a. Military letters.

6. Indorsements.

c. Nonmilitary letters.

d. Telegrams, radio-

grams, and cable-

grams.

e. Message form.

Daily Unit Ration Allow-

WDOlrlB,

ance Return.

1943.
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TM 12-255

ADMINISTRATIVE PROCEDURES

SECTION II

COMPANY SUPPLY KOOM EECORDS

Title

Form number

References

Unit company

remarks

AR

TM 12-255

(sections)

Other

Report of Survpy

WD AOO 15

35-6640

II, XI, XIII,

TM 12-250

345-166

xv, xxvi,

WD Cir. 405,

616-300

XXVII,

1942.

850-15

XXVIII,

-

XXIX, XXX.

Individual Clothing and

WDAGO32

35-6560

IV, V, VII,

TM 12-250

Equipment Record.

345-125

VIII, X, XI,

WD Cir 405,

C15-40

XIX, XXIV,

1942.

!

61,5-300

XXV,

615-600

XXVII.

Individual Equipment Rec-

WD AO033_

35-6540

IV, VIII, X,

TM 12-250 ...

ord.

35-6560

XI, XIX,

WD Cir 405,

345-5

XXV,

1942.

345-125

XXVII.

615-10

615-300

Individual Clothing Slip..-

WD AGO 35

35-6560

IV, XXIV,

WD Oir 405,

35-6680

XXVII.

1942.

615-40

i

850-126

Statement of Charges

i

WD AOO 36

35-6620

XI, XII, XIII,

TM 12-260. ..

!

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 365 and

30-2136

Instructions

ment and Extra Sheet

365a.

on form.

(QMC laundries only).

Hospital and Organization

QMC 373a

30-2135

Instructions

List (QMC laundries

on form.

only).

Enlisted Men's Laundry

QMC 374

30-2135

Slip (QMC laundries

only).

Requisition and Extra

QMC 400 and

35-6540

II, XX, XXII,

TM 10-310...

Sheet.

401.

35-6560

XXV, XXVI,

WD Cir 405,

600-75

XXVII.

1942.

615-40

Requisition and Receipt for

QMC 409 and

35-6540

XXIV

TM 10-310

Clothing in Bulk and Ex-

409a.

35-6560

WD Cir 405,

tra Sheet.

1942.

Requisition and Receipt for

QMC 411

30-3010

TM 10-310..-

Brooms, Brushes, Match-

35-6520

Cir 1-18,

es, Mops, Toilet Paper,

35-0620

OQMO.

Soap, etc.

Requisition and Receipt for

QMC 412

30-3010

TM 10-310

Stationery and Office

35-6520

Cir 1-18,

Supplies (Quarterly Al-

35-6620

OQMO.

lowance).
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Requisition and Receipt for

QMC 413

35-6520

TM 10-310

Cleaning and Preserving

Materials (Quarterly Al-

lowance).

Requisition and Receipt for

35-6620

30-3010

Clr 1-18,

OQMQ.

China and -Glassware

(Quarterly Allowance).

Shipping Ticket

QMC 414

35-6620

35-6720

35-6520

TM 10-310

QMC 434

XXVI, XXVII

TM 10-310

35-6560

35-6640

35-6660

35-6520

WD Cir 405,

1942.

Memorandum Receipt

QMC 487

X, XXVII

TM 10-310.--

Shoe Repair Tag

QMC 499

35-6680

615-40

TM 12-250.

WD Cir 405,

1942.

Instructions

615-40

XXVI

on form.

Company Property Book

I, XI, XXVI,

WD Cir 405,

XXVII.

1942.

SECTION III

COMPANY MESS RECORDS

TItte

Form number

t

References

Unit company

remarks

AR TM 12-255

(sections)

Other

Monthly Mess Account (Garrison

Rations).

QMC 469

TM 10-205

Instructions on

form.

WDCirl6, 1943.

WD Clr 16, 1943.

Record of Field Rations Issued

• i

Inventory of Subsistence Supplies

(Field Rations).

Mess Attendance Record (Field

Rations).

Permanent Food Handler's Cer-

tificate.

40-205

WD Olr 16, 1943-

TM 10-205

4
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TM 13-255

ADMINISTRATIVE PROCEDURES

SECTION IV

UNIT PERSONNEL SECTION RECORDS

TMtln

Form number

References

Unit company

11G16

AR

TM 12-255

(sections)

Other

remarks

Oath of Office — Army of

WD AGO

Instructions

the United States.

0337-T.

on form.

Personnel Placement Ques-

WD AGO

605-10

tionnaire. .

0850 and

625-5

0850a.

Company Morning Report

WD AGO 1.

345-5

I, II, V, VI,

TM 12-260..

a. Remarks and record

346-400

VII, VIII, IX,

of events.

345-6

X, XI, XV,

b. Strength.;

XVI,

f. Rations. .

XXXIV*.

Headquarters Morning

WD AGO 2...

346-6

I, II, XVI,

TM 12-260---

Report.

346-400

XXXIV*.

a. Remarks and record

of event^.

b. Strength.,

Daily Sick Report

WD AGO 6-.-

36-1440

XIX, XXXIV*.

TM 12-260.

345-5

345-415

Requisition for Blank

WD AGO 17_-

310-100

Instructions

Forms and Publications.

310-200

on form.

Notice of Casual Payment

WD AGO 19--

346-155

xm

Instructions

on form.

Soldier's Qualification Card.

WD AGO 20--

345-126

IV, V, VI, VII,

TM 12-250---

345-1000

VIII, XI,

Memo W

615-25

XII, XV,

346-16-43.

615-28

XX.

615-300

615-500

Replacement Card for Sol-

WD AGO

615-25

TM 12-260

dier's Qualification Card.

20-1.

Enlistment Record, Army

WD AGO 22--

40-100

XI, XII

of the United States.

600-760

615-300

Inventory of Specialists

345-5

Informational Roster

345-5

616-28

Service Record -

WD AGO 24

35-2460

III, IV, V, VI,

TM 12-260---

35-4520

VII, VIII, IX,

WD Cir 7,

i

55-390

X, XI, XII,

1942.

345-125

XIII, XIV,

WD Oir 28,

345-155

XV, XVI,

1943.

345-300

XIX, XX,

WD Cir 66,

345-415

XXII,

1943.

600-68

XXVII,

WD Cir 126,

600-750

XXVIII.

1940.

615-300

WD Cir 222,

615-360

1942.

WD Cir 288,

616-600

1942.

WD Cir 327,

1942.

WD Cir 341,

1942.

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

ADMINISTRATIVE PROCEDURES

nut

Form number

References

Unit company

remarks

AR

TM 12-255

(sections)

Other

Inserts to Service Record

WD AGO

348-125

24-1 to

24-7, in-

clusive.

Extract from Service

WD AGO 25..

345-125

IV, VII, XI

Record.

615-300

Statement of Accounts

WD AGO 27

35-2480

XI

345-125

345-155

Soldier's Individual Pay

WDAG028-

35-5520

III, IV, V, VI,

TM 12-250...

Record.

345-125

XIII, XIV,

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

WDAQO29-fl.

615-500

iv.xrv.xxn.

TM 12-250.

Allotment for Purchase of

WD Cir 44,

War Savings Bonds.

1943.

WD Cir 66,

1943.

WD Cir 152,

1943.

Notification of Discontinu-

WDAG030..

35-5520

XI, XIV, XV...

TM 12-250.-.

ance of Allotment.

345-125

WD Cir 222,

345-155

1942.

Request for Change in

WD AGO 30-6.

615-300

XI, 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 AGO 30-7

35-5520

XI, XIV, XV...

WD Cir 44,

of Class B Allotment War

1943.

Savings Bonds.

WD Cir 56,

1943.

WD Cir 162,

1943.

Furlough

WD AGO 31_-

35-4520

IX

TM 12-250

345-155

345-100

615-275

Report of Proceedings of

WD AGO 37..

615-360

XII —

Memo W

Board of Officers (con-

420-5

615-53-43.

vened under provisions of

sec. VIII, AH 615-380).

Report of Physical Exami-

WD AGO 38..

40-100

xn

TM 12-250...

nation of Enlisted Men

615-360

Prior to Discharge or Re-

tirement.

Notification of Discharge...

WD AGO 39 .

345-465

XII .

6
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Ttth

Form number

AR

TM 12-265

(sections)

Other

remarks

Certificate of Disability tor

WD AGO 40

345-126

xn

TM 12-260

Discharge.

Designation or Change in

WD AGO 41

600-500

615-360

345-125

ii..

TM 12-250

Address of Beneficiary.

Emergency Addressee and

Personal Property Card.

Extract Copy of Morning

WD AGO 43_.

WD AGO 44..

600-600

55-390

345-126

615-300

n, vn, vin,

WD Cir 338,

1942.

TM 12-250.

Report.

Descriptive List of Deserter

XI, XIV, XXII.

XI

MCM 1928.

TM 12-260

or Escaped Military Pris-

oner from the Army of the

United States.

Report of Return of Absen-

WD AGO 45 .

615-300

XI

tee from the United States

Army.

Application for Retirement-

WD AGO 46..

615-300

XI

TM 12-260

WD AGO 49..

615-395

Record of Payment of Re-

WD AGO 60..

345-125

tired Enlisted Man.

Report of Investigation-

WD AGO 51

61.5-396

346-415

XV -

TM 12-250

Death.

Report of Death (by Sur-

600-550

600-650

XV

TM 12-250

geon).

Notification of Death (by

600-550

XV

TM 12-250

CO).

WD AGO 64

600-560

XV

TM 12-260

Discharge Certificates

WD AGO 65,

345-470

XII

TM 12-250

Application for Appoint-

66, and 67.

WD AGO 61..

615-360

610-10

WD Cir 114,

1943.

ment as Warrant Officer.

Application for Commis-

WD AGO 62

610-15

605-5

sion in the Regular

Army.

605-7

606-20

605-30

600-185

Officer's and Warrant Offi-

WD AGO 66-1

II, .XV

TM 12-250

cer's Qualification Card.

Efficiency Report

WD AGO 67

605-90

605-230

600-185

II, XXXIV*

TM 12-260

Officer's Pay Data Card

WD AGO 77

38-1360

XIV

Report of Individual Clas-

WD AGO 110

35-5520

346-1000

XX

TM 12-260

sification in Arms.

Consolidated Report of

WD AGO 111

345-1000

XX

TM 12-260

Classification in Arms.

Charge Sheet (for courts

martial).

WD AGO 116

WD AGO 203.

616-300

616-600

XI, XVI, XVII,

MCM 1928...

WD Oir 16,

xvni,

Notification of Address to

XXXIII.

Nearest Relative.

Embarkation Card

WD AGO 206

XXII

1942.

Instructions

on form.

WD Cir 320,

1942.

WD Cir 36,

1943.

.
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Unit Personnel Replace-

WDAQO211

346-5

TM 12-250

ment Requisition and

Extra Sheet.

and 211-1.

FM 100-10.

Replacement Requisition.

Certificate of Service

WD AGO 280

345-125

on form.

Report of Change

WD AOO 303

345-500

55-390

1, II, V, VI,

TM 12-250

345-5

345-800

VII, VIII, X,

XI, XV, XVI,

XIX, XXII,

XXXIV*.

II, IV, VII, XI,

WD AGO

345-5

TM 12-250

304a.

WD AGO

XXII,

XXXIV*.

WD Cir 92,

1942.

TM 12-250

Miscellaneous Report

345-900

XXXIV*

Form.

Initial, Special, Final

Roster.

Application for Family

Allowances.

305a.

WD AGO 309.

55-390

345-900

600-550

615-500

XXI, XXII,

XXXIV.*

IV, VI, XI,

XIV, XV.

TM 12-250...

Report of Change of Status

WD AGO 625.

WD AGO 641

WD Cir 225,

1942.

WD Cir 288,

1942.

WD Cir 28,

1943.

WD Bull 14,

1942.

Memo W

600-2-43.

Instructions

on form.

and Address.

WD AGO 650

on form.

Memo W

Horse (Mule) Record Card

QMO 125

30-455

600-2-43.

Instructions

on form.

345-5

40-5-43.

TM 12-250

QMC 460

30-2210

XXXIV*

WD Cir 16,

1943.

TM 12-250...

TM 14-250.

Pay and Allowance

Account and Memoran-

dum.

Public Voucher— Pay Roll

of Enlisted Men.

WD 336 and

336a.

35-1360

II, XXXIV

WD 366, 366a,

and 366b.

35-120

35-320

35-2480

35-5520

345-155

345-475

XI, XII, XIII,

XIV, XV,

XXXIV.*

TM 12-250- ~

TM 14-260.

WD Cir 225,

1942.

Public V o u c h e r — Final

WD 370

XV

TM 12-250

Statement of Account of

soldier.

Report of Separation

DBS 173

XV

TM 14-260.

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

AR

TM 12-255

(sections)

Other

remarks

Report of Physical Exami-

DSS 221

616-360

III, IV, XII

TM 12-250

nation and Induction.'

Standard 1071

615-500

35-5020

II

TM 14-250

orandum.

Soldiers' Deposit

and 1071a.

WD FD 10

35-2600

TM 12-250 -

Soldier's Deposit Book

WD FD 33

345-75

35-2600

XV

TM 12-250

Syphilis Register

WD MD 78

345-75

40-210

WD Cir 78,

WD MD 81

40-210

IV, V, VII,

1043.

55-390

346-125

615-300

616-500

VIII, XI, XV,

XXII.

XXXIV*

WD Cir 16,

Allowance Return.

XXXIV*

1943.

WD Cir 16

nel (Except Enlisted

1943.

WD Cir 16,

Men) for Whom Field

Rations Are Drawn.

Supplies — Field Rations.

201 Files Officers and En-

346-6

VI

1943.

WD Decimal

listed Men.

Unit Special Orders _ - -

35-320

I, III, IV, V,

File Sys-

tem 16 Feb.

43.

TM 12-250.

TM 12-260

-

310-50

345-1000

420-5

615-5

615-300

615-500

850-150

345-125

VI, VIII, XI,

XIII, XVIII,

XX, XXI,

XXII, XXXI.

WD Cir 113,

1942.

Certificate of Clearance

II, XXI

TM 12-260

FBI Military Fingerprint

345-120

III

TM 12-250

Card.

VA 360

615-500

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.

•Section XXXIV will be published in changes at a later date.
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TM 13-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Application for National

VA 350a

310-200

XIV

WD Cir 125,

Service Life Insurance.

Change of Beneficiary —

VA 338

615-500

310-200

XIV

1940.

WD Cir 269,

1942.

WD Cir 387,

1942.

WD Bull 6,

1943.

Memo W

609-1-42.

Memo W

600-44-43.

WD Life In-

surance

Memoran-

da.

Instructions

National Service Lite

Insurance.

. on form.

Instructions

Application for Reinstate-

VA 351

310-200

ment of National Service

Life Insurance Within

Three Months After Date

of Lapse.

Application for Reinstate-

VA 382

310-200

on form.

Instructions

ment of National Service

Life Insurance When In-

surance Has Lapsed More

Than Three Months.

VA 3528

310-200

on form.

for Reinstatement of Na-

tional Service Life

Insurance.

Application for Reinstate-

VA 353 .

310-200

on form.

Instructions

ment of National Service

Life Insurance While the

Applicant Is in Active

Service or Within Three

Months After Date of

Discharge.

Claim for National Service

VA 355

310-200

on form.

Instructions

Life Insurance.

Statement of Claim for

VA 357

310-200

on form.

Instructions

Waiver of Premiums or

Continuation of Waiver

of Premiums Under the

National Service Life In-

surance Act of 1940, as

Amended.

Application for Change of

VA 358... .

310-200

on form.

Instructions

National Service Life In-

surance From Five-Year

Level Premium Term

Policy to Ordinary Life,

Twenty-Payment Life,

or Thirty-Payment Life

Policy.

on form.
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AR

TM 12-268

(sections)

Other

remarks

Affidavit in Support of

VA 614b

310-200

Instructions

Claim for Converted In-

surance.

Change of Beneficiary —

VA 724 ..

600-100

of form.

Instructions

United States Govern-

ment Life Insurance.

Application for United

VA 739

600-100

on form.

Instructions

States Government Life

Insurance.

Application for Renewal of

VA 739b and

600-100

on form.

Instructions

United States Govern-

ment Life Insurance and

Supplement.

Application for Reinstate-

739c.

VA 744 .

600-100

on form.

Instructions

ment of United States

Government Life Insur-

ance.

VA 804

600-100

on form.

Instructions

United States Govern-

ment Life Insurance.

VA 807

600-100

on form.

Instructions

.

ment of United States

Government Life Insur-

ance.

VA 844

600-100

on form.

Instructions

mimn Payment.

VA 849

600-100

on form.

Instructions

render Value pf United

States Government Life

Insurance.

VA 868

600-100

on form.

Addition Disability In-

surance.

Affidavit

VA 890

600-100

on form.

Instructions

VA 898

600-100

on form.

Instructions

Plan of United States

Government Life Insur-

ance.

VA 896b

600-100

on form.

Instructions

Plan of United States

Government Life Insur-

ance From Five- Year

Level Premium Term

Policy With a Higher

Rate of Premium.

on form.

Instructions

VA 380

616-600

rv

Under Soldiers' and Sail-

ors' Civil Relief Act of

1940.

VA 398

on form.

Instructions

Rates— National Service

Life Insurance.

VA 782

600-100

on form.

Instructions

Rates — United States

Government Life Insur-

ance.

on form.
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AE

TM 12-255

(sections)

Other

remarks

tion).

340-15

TM 12-250

o. Military letters.

6. Indorsements.

••

c. Nonmilitary letters.

d. Telegrams, radio-

grams, and cable-

grams.

e. Message form.

SECTION V

UNIT ADJUTANT'S OFFICE RECORDS

References

Title

Form number

AR

TM 12-255

Other

remarks

(sections)

Duty Roster

WD AGO 6 ..

345-25

VI

FM 26-5 . .

Guard Report and Extra

WD AGO 10

345-40

XVI

FM 26-5

Sheet.

Report of Annual Inspec-

and 11.

600-375

605-135

tion of Private Mount.

Report of General Prisoner

WD AGO 16..

WD AGO 47

600-375

Identification Card— Offi-

WD AGO 65-1.

55-390

WD Ltr AG

cers, Army of the United

States.

334 (5-8-41)

MB-M, 12

May 41.

TM 12-275

Locator Card (or Locally

W D AGO

Prepared Card) — For

Postal Section.

Record of and Receipt for

304a and 401.

W £> AGO

FM 12-105.

TM 12-276

Registered and Insured

Mail.

922; POD

3883 and

3883a.

WD 30

WD^ cir 27,

1943.

Report of Claims Officer

25-20

XXX, XXXII

TM 12-250

QMC 351 and

TM 12 250

a. Index sheet and con-

solidated index sheet.

6. List of papers.

c. Out-charge sheet,

d. Incorrect classifica-

tion sheet or reclassi-

fication sheet.

Record Card — Registered

352.

QMC 353.

QMC 356.

QMC 357.

Decimal File

System,

WD, 15

Feb. 43.

Documents or Devices

(Issuing Agency's Rec-

ord of Distribution) .

Record Card — Registered

WD 32

380-5

Documents or Devices —

Station.

WD 33

380-5
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TM 12-255

ADMINISTRATIVE PROCEDURES

Title

Form number

References

Unit company

remarks

AR

TM 12-255

(sections)

Other

Semiannual or Transfer Re-

WD34 . .

380-5

II.

port of Registered Docu-

ments or Devices.

Unit Circulars, Bulletins,

310-50

VIII, XXI,

TM 12-250 -.

and Memoranda.

XXII.

Precedent or Policy File

340-15

TM 12-250. -

WD Decimal

File Sys-

tem 15 Feb

43.

Unit General Orders

310-50

TM 12-250-.-

Unit Special Court Martial

310-50

XXXIII-.

MCM 1928

Ordersf

Army Regulations and

310-200

TM 12-250.--

Other Publications Issued

FM 21-6.

by the War Department.

a. General Orders.

b. Bulletins.

c. Circulars.

il. Training Circulars.

f. Annual Compilation

and Index of War De-

partment General Or-

ders, Bulletins, and

Circulars.

/. Monthly Digest of

War Department di-

rectives and index to

General Orders, Bul-

letins, Circulars, and

W Memoranda.

g. Army Regulations

(Class "A").

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-

815-275

listed Men.
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TM 12-255

ADMINISTRATIVE PROCEDURES

SECTION VI

UNIT SUPPLY OFFICE RECORDS

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Shipping Ticket

QMC 434

36-6560

XXVI, XXVII

TM 10-310

35-6610

35-6640

TM 12-250.

WD Cir. 405,

1942.

TM 10-310

QMC 487

35-6520

XXVI, XXVII

Jacket File

35-6680

XXVI XXVII

TM 12-250.

WD Cir 406,

1942.

Report on Status of Equip-

WD AGO 411

Memo W 850-

and 411-1 to

25-43

411-8.

Instructions

on forms.

SECTION VII

MOTOR TRANSPORTATION RECORDS

References

Title

Form number

AR

TM 12-256

(sections)

Other

remarks

Driver's Report — Accident,

Standard 26a

850-15

XXX

FM 25-10 .

Motor Transportation.

Duty Roster

(old stand-

ard 26).

WD AGO 6

860-15

XXI

FM 25-10

o. Record of motor ve-

hicle maintenance op-

erations.

b. Lubrication record.

Automotive Disability Re-

WD IGD 6A,

850-16

WD Cir 13,

ports.

5C, 6G, and

1943.

Requisition and Extra

Sheet.

5T.

QMC 400 and

401.

35-6540

35-6560

850-15

35-6520

XXII, XXVI,

TM 10-310.--

WD Cir 406,

1942.

TM 10-310..-

xxvn.

Shipping Ticket •_

QMC 434

850-15

35-6520

XXVI, XXVII

WD Cir 405,

1942.

TM 10-310

Tally Sheet, Incoming

QMC 489

850-15

850-15

Tally Sheet Outgoing

QMC 490

35-6520

35-6540

850-15

XXVI

TM 10-310

WD AGO 461

XXI

Service and Technical

Inspection Work Sheet

for Wheeled and Half-

Track Vehicles.

(Old QMC

260)

-
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TM 12-255

ADMINISTRATIVE PROCEDURES

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Preventive Maintenance

WD AGO 462

850-15

XXI

Service and Technical

Inspection Work Sheet

(or Full-Track and Tank-

Like Wheeled Vehicles.

Preventive Maintenance

(old QMC

260)

WD AGO 463

850-15

xxi ..

Service and Technical

Inspection Work Sheet

for Motorcycles.

Spot Check Inspection

(old QMC

260)

Report for All Motor

Vehicles.

Locator and Inventorv

WD OO 7353

850-15

XXI

'

Control Card.

Driver's Trip Ticket and

WD OO 7356

850-15

WD 48 (old

850-15

Preventive Maintenance

Service Record.

Army Motor Vehicle Oper-

QMC 237)

WD OO 7360

850-15

ator's Permit.

Daily Dispatching Record

(old QMC

228)

WD OO 7361

850-15

of Motor Vehicles.

Request for Job Order

(old QMC

254)

WD OO 7362

850-15

(old QMC

500)

SECTION VIII

UNIT DISPENSARY MEDICAL RECORDS

References

Title

Form number

AR

TM 12-256

(sections)

Other

remarks

Report of S ick and Wounded -

WD MD SI—

40-1025

XXXIV*

FM 8-45, .-

Certificate of Disability for

WD AGO 40

600-500

XII

TM 12-250

Discharge.

Register Card

WD MD 52

615-360

40-1025

XV

FM8-45

Monthly Report of Dental

WD MD 57

600-550

40-1010

Service.

Syphilis Register .

WD MD78...

40-210

WD Cir 78,

Register of Dental Patients

WD MD 79

40-1010

1943.

Immunization Register

Statistical Report

WD MD 81—

40-210

55-390

345-125

615-300

615-500

40-1080

IV, VII, XXII. .

XXXIV*

TM 12-250—

FM 8-45

WD MD 86a,

Monthly Statistical Venereal

b, and c.

40-210

Report.

Monthly Sanitary Report

40-275

XXXIV*

Daily Diary or Journal.

40-1005

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

ADMINISTRATIVE PROCEDURES

SECTION IX

MACHINE RECORDS UNITS

References

Title

Form number

AR

TM 12-255

(sections)

Other

remarks

Officers' Statistical Card

WD AGO 0356

TM 12-305

Status Punch Card

WD AGO 301

TM 12-305 ..

WD AGO 303

345-5

I, II, VI, VII,

TM 12-260

WD AGO 304a

345-800

346-6

VIII, X, XI,

XVI, XXI,

XXXIV.*

II, VII, XXII,

TM 12-305...

TM 12-305

Miscellaneous Report Form.

Organitation Master Card..

WD AGO3058-

WD AGO 308.

55-390

345-900

XXXIV.*

XXXIV*

TM 12-250. ..

TM 12-305...

TM 12-306...

Daily Strength Summary

WD AGO 319

TM 12-305

Card.

WD AGO 320

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

III, IV

TM 12-250

nation and Induction.

•Section XXXIV will be published in changes at a later date.

! SECTION X

BLANK FORMS

Form number

WD AGO

1

2

5

6

7

10 and 11.

15

17.

19..

20--

20-1.

22.-

Title

Company Morning Report.

Headquarters Morning Report.

Daily Sick Report.

Duty Roster.

Enlisted Men's Pass.

Guard Report and Extra Sheet.

Report of Survey.

Report of Annual Inspection of Private

Mount.

Requisition for Blank Forms and Publica-

tions.

Notice of Casual Payment.

Soldier's Qualification Card.

Replacement Card for Soldier's Qualifica-

tion Card.

Enlistment Record, Army of the Urlited

States.

Unit company

remarks
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TM 12-255

ADMINISTRATIVE PROCEDTTRES

Form number

WD AGO—Con.

24

24-1 to 24-7, inclu-

sive.

25

27

28

29

29-6. _

30. ..

30-6-

30-7-

81.

32.

33.

35.

36.

37.

38.

30.

40.

41.

43.

44.

45.

46.

47.

49.

50.

51.

54.

55.

56.

Title

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 Army of the

United States.

Discharge from the Army of the United

States (blue).

Unit company

remarks
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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

Title

Unit company

remarks

WD AGO—Con.

57

61..

65-1.

66-1.

67

77

83-89.

115

203

204

206

211 and 211-1. .

280

301

303

304a

305a

308

309

319

320

323

367

401

411 and 411-1 to

411-8.

461 (old QMC

260).

462 (old QMC

260).

463 (old QMC

260).

Dishonorable Discharge from the Army of

the United States.

Application for Appointment as Warrant

Officer.

Application for Commission in the Regular

Army.

Identification Card—Officers, Army of the

United States.

Officer's and Warrant Officer's Qualification

Card.

Efficiency Report.

Officer's Pay Data Card.

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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TM 13-255

ADMINISTRATIVE PROCEDURES

Form number

Title

Unit company

remarks

WD AGO—Con.

625.

641.

650 _

922,

0337-T

0366

0850 and 0850a__

WD

30.

32.

33

34

48 (old QMC 237)

336 and 336a

366, 366a, and

366b.

370_.

Standard

26a (old Stand-

ard 26).

1071 and 1071a._.

WD OO

7353-.

7356

7360 (old QMC

228).

7361 (old QMC

254).

7362 (old QMC

500).

WD FD

10

33

Application for Family Allowances.

Report of Change of Status and Address.

Change of Address.

Record of and Receipt for Registered and

Insured Mail.

Oath of Office—Army of the United States.

Officer's Statistical Card.

Personnel Placement Questionnaire.

Report of Claims Officer.

Record Card—Registered Documents or

Devices (Issuing Agency's Record of Dis-

tribution) .

Record Card—Registered 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 company

remarks

WD IGD

5a, 5c, 5g, and 5t_

WD MD

51

52

57

78

79

81 -.-

86a, b, and c

POD

3883 and 3883a_.

QMC

15..

125-

351_

352-

353-

355-

357.

364 and 364a

365 and 365a

373a

374-.

400 and 401

409 and 409a

411-.

412_

413.

414..

434..

Automotive Disability Reports.

Report of Sick and Wounded.

Register Card.

Monthly Report of Dental Service.

Syphilis Register.

Register of Dental Patients.

Immunization Register.

Statistical Report.

Record of and Receipt for Registered and

Insured Mail.

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, etc.

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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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

QMC—Con.

460 _

469.

487 .

489 _

490 .

499_

VA insurance

336

350 and 350a

351..

352.

352a_

353..

355.

357.

358.

380.-

398--

514b_

724..

739-.

Title

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.

Unit company

remarks
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TM 12-255

ADMINISTRATIVE PROCEDURES

Form number

VA insurance-

Continued

739b and 739C-.

744.

752.

804.

807-

844.

849-

866.

890 _

896_

896b.

DSS

173_

221.

Title

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.

Unit company

remarks

I(A. O. 300.7 (8 Jul 43).] (C 1, 31 Aug 43.)

BY ORDER OF THE SECRETARY OF WAR:

G. C. MARSHALL,

Chief of Staff.

OFFICIAL:

J. A. ULIO,

Major General,

The Adjutant General.
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