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STANDING OPERATING PROCEDURES

UNITED STATES ARMY RECORDS CENTER 31 March 1960

FOREWORD

Standing Operating Procedures for the Unites States Ammy
Records Center are prepared on a functional basts for the infor-
mation and gutdance of all concerned. They are in three parts,
each relating to a particular aspect of the Center’s mission.
Part ; Pa
to Accesstoning and Disposition Procedures; and Part Three
pertatns to Reference Service Procedures. Each part is further
divided into chapters relating to specific subjects. This permits
publication of additional material as required and distributton
of parts and chapters on a “need-to-know” basis.

Although of value as a training device, these Standing
Operating Procedures are designed primarily for use as guides
by personnel who have acquired a working knowledge of their
particular assignment. To the extent possible, procedures are
documented toobtain basic uniformity, thereby providing awide
range for applying initiative andgood judgment. As such, details
are purposely omitted. This will often require referral to various
regulations, directions, policy and precedent files, etc.

Changes to these Standing Operating Procedures will be
issued when necessary. Each employee is responsible formain=
taining the portions in his possession.

All personnel are encouraged to question tradittbnal or
“old-ways” procedures and to suggest new methods for improving
these Standing Operating Procedures.




Standing Operating Procedures
JSARCEN SOP

INDEX OF CONTENTS
PART ONE - Adninistration
Chapter 1 - General Procedures
Section I - Files Jaintained
Section II - Administrative Issuance
Section III - Workload Priority

Section v - Glossazy of
\ppend:

31 dar 60

CODE

T S ioneary of Toms (Mphsbeticel Listing)

Chapter 2 - Reporting Procedures
Seotton 1 - Fesder for lloridoad and Persomnel
Feport,
Sectdon 11 - angoees end Fortormnce Analysts
rm 171
Seotion T11 - Records. Genten Seatietical Sumary,
397
Section IV - Gost and Performance Summary,
DA Forn 2210
Section V - Speciel Reports
Chepter 3 - Security
Scction I - Introduction
Section II - Clearance of Persomnel
Section III - Records
Scction IV - Regrading Classified Records
Chapter 4 - Supply Procedures
Section I - General
Section II - Ordering Supplies
Section III - Storage and Turn-In
Chapter 5 - Office Rules, Regulations, and Guides
Section I - General
Chart, "A" Post Regulations

Ghars v Porsomne) Menagenent, Gulde
Chart "C" Miscellaneous Guides




~DECLASSIFIED
Authority n DERECTS

Standing Operating Procedures
USARCEN S 31 var 60

INDEX T0 CONTENTS (Continued) CODE
PART THO - Accessioning and Disposition
Chapter 1 - Accessioning and Processing Procedures 241

Section I - Military Persomnel Records
Ohart "A" Records Received for Accessioning
Section II - Organization Records
Section III - Unit Type Records
Section IV - Space Utilization

Chapter 2 - Disposition Procedures 22

Section I - General
Section II - Disposal

Chapter 3 - Records Analysis 23
Chapter 4 - Seourity 2+

Section I - Receiving Classified Records
Section II - Processing Classified Records
Section III - Disposal of Classified Records

PART THREE - Reference Service
Chapter 1 - General Procedures 34

Section I -
Ghach " Becacerses o Direstives Gwvaxni.ng

Release of Inforuation fron
eraonnel Reco:

Sestien I - edntenence of mum-y Personnel Files

" Selective Filing of Papers
Seotion TIT - Yethols, Guldos, end Tecmiques of
rrespondent

Ghapter 2 - Analysis end Routing of Inquiries 32

Section I = General
Chart "A" Control of Commnications
Section II - Fee System



Standing Operating Proedures
N S0P

USARCE!

“DECL:
{ Ammn-ymm

ASSIFIED

INDEX TO CONTENTS (Continued)

Chapter 3 - Searching and Refiling Procedures

Section T - General
Section I - Searchi

14
et i St

litary Personnel Records

t Type Records

Chart 10n Organization and Instellation Records
riling

Section IIT - Res

Chapter 4 - Case Analysis Procedures

Section I - General
Section 11 - Preparation of Replics

oot

Appendix  III
Appendix IV

hppendix ¥
ippendix

Appendix VI
Appendix VIIT
dppendix  IX
ppendix X
Appendix  XI
Appendix  XIT
Appendix XIII

Appendix XIV -
Appendix XV
Appendix  XVI
Appendix XVIT

#ny Discharge Review Board
- keny Boazd for Correction of
lilitary Records
- Burial
- Certificate in Lieu of Lost or
Sestxeyea Discharge Cortitioate
- Decoration and Awards Requ

I - Federal Agency Request

- Field Installation : Reuest
- Former Soldier R
 General Publie Regsest
- Headstone
- Investigations and Determinations
- Legal Actions
7 Sorrestion of Separation Cortitioate
Soclal Seour:
- Speial Teberess Inquiries
- State, City, and County Agency Roguest
- Veterans Administration Inqui
Misatng Persono At Deverniaations
 Reserve Retizenent Poins

ix
Seotion TH1 - Referanes Cards
Section IV - Suspense and Tramsitory File Procedures

Chapter 5 - Review, Signature, and Dispatch

Seotion I - Rey

view
Seotion II - Persomnel to Sign Correspond
Seotion I11 - Peraomnel to Authentioate Otfiosal Pepers

Section IV - Disp:

31 Mar 60

33




~ " DECLASSIFIED
Authority ani DEZESTR

PART THREE 3-5
USARCEN SOP 31 May 60
CHAPTER §
Review, Signature, and Dispatch
SECTION I. Review

1. Reviewing will be held to the minimm required to insure that
the reply is accurate and fully responsive to the inquiry.

% Spectal Interest ommmnications, A review will be mads of
Spesial interest communications fo the extent necessary bo insure that
Toply is accurate, fully responsive to the inquiry, and reflects & per
sonalized and helpful attitude,

3. Routine Commmnications,

ZRoutine Gommnications.

2. A review will be made to insure that the reply reflects
proper application of policies and procedures and is fully responsive
to the inquiry,

b. Normally, only a spot-check review will be made of rec-
o sracts, fomat, composition, ote, Sound judgnent should be applisd
in determining uhsther a spot-cheok or item-by-ttem review Shouis s
made, including consideration of the followings

(1) Nature and source of inquiry,

(2) Type of information furnished and purpose for which
Tequested.

(3) Experience and competency of the person preparing
the reply,

SECTION II. Personnel to Sign Correspondence

ness of replies are conce:
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2. Inquiries to be Routed to Hoadquarters, USARCEN. Inquiries
in the"foTIorIng ertegeios wiTT o soviad hreigh osds uarters,
USARCEN, prior to dispatch:

2. Beplies to nquiriss containing serious complednte and/
gr eriticlams, If the comlaint or critielsm seflects m e de-
or dmprop hmdling of a  previous ithin USARGEN, the

Brml:h Chist w1l hand o Comnanding Officer
e ooyl Soe e S s S

b, Policy mqm-m, inquiries of a highly c rsial
nature, and those which in the judgment of the Bt o ottiee
Chief merit the personal attention of the Commanding Officer, Un-
loas self-explanatory, & memo routing slip will be placed an 0p of
‘the reply setting forth the reason for bringing the case to the
comandet's attentions

c. Inquiries in which the Commanding Officer has expre:
ed a personal Xntersn and indicated that he desires to see lrld/or
sign the fin:

SECTION III. Persomnel to Authenticate Official Papers
Every effort will be made to mininize the require-

General,
- -—B!'n officer's signature in authenticating official papers,
Wherever possible, official papers will be authenticated by the fol-
g me

Use of the *OC1cHA" and "0ffictal Copy" Seals of The
Adjutant Gsneral's Offic
of forms with facsimile signatures on "determina-
tions" md othon 11k settons wiin suthentication accomplished by
e "Official" seal on the
. Signature by Branch Chiefs or their designated repre-
sentatives,
SECTION IV. Dispatch

GComminications routed through Headquarters, USARGEN, will
b .nm.p-maa by pertinont records. Mail Branch will with-
draw and Teturn the records to the appropriate file area when the
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commnication is dispatched.

2. Other commnications will be forwarded to the ¥ail Branch
without the records (wiless records are being loaned)s

Outgoing communications will be picked up ab soheduled in
tervals by messengars from various action elements.
urgency exists, the commumication will be hand carried o tho Matl
Branch,
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APPENDIX XV

SPECTAL INTEREST INQUIRIES
Congressional, Chief of Staff, White House, eto.

SECTION I. Genersl Informstion

1. Definition. Special Interest inquiries ore requests received
from proninent or fnportent publio officisls, citisens, end sgencies;
Tequests which have been Touted through or are of special interest to
higher echelons of the Department of the heny; and. correapondence con-
sidered other than Toutine in nature because of SOurce.

2. Categories. Specisl Interest inquiries may be cetegorized es
follows:

Gongressionsl. Tnauiris fron pesvers of Congross ol
aressed 1o Tne Adjutant General (140), or to the Comanding officer,
United States Army Records Center (mm)m]e reply - Fig.

Seeretary of ne jmmy, Ghief of Tegislative Liaison (0CLL
gjuzm nquiries e eveas mforced to TAG £ron
OCLL (example reply - Fig. 2).

c. Office of Chief of Staff (0cS). Inquiries referred to
TAG from OCS (example Teply - Fig. ).

4. Secretary of the Army (0SA). Inquiries addressed to OSA
;‘i‘d ragerr:d 1o TAG either direct or through OCS (example reply -
g 4).

o, Saspetery of befense ((sD).  Ioauteies addressed to 05D
and_ rofersea o THO eYines direet or through 0GA and/or 00 (example

e B,

f. White House. Inquiries addressed *> the President, or
st Nt e Gerlatan) setisi S0 0 Ry direct or through
05D, 0SA, or 0CS (example reply - ).

&, Mtaches, Represmntatives of oreign Governments, and

seiding n Foreim Cownries, Induirios Tron these
sources ere usually received in TAG from ment of State, o
the (Army) Assistant et ot Stafe fov Titellinence. (AGSL) (evasple
reply - Figs. 7 and 7a).
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Miscellancous, There are many other inquiries unich fell
Sato the oitepey o "Specm] Interest Inquirie These include se-
rtone conplaints sgeisst the hrmy or TG, aum.roverml sasen, inaden
having public e i

roqest from gene—rs) “ottioers, and any e ype Saeiey sich 1n te
Jjudgement, of the Branch Chief or higher official should be treated as
a "Special Interest Inquiry" (example reply - Fig.

Scove. appendix outlines techniques and format peculiar
o T Shih, 7Y et of couce ehe DBCEgorSzed as "Special

Ttemest. Tnquiriest (baz. 2): Procequres for replylng o o pmmc

subject(s) will be found ordinarily in Army directives and the a

ceble portion of this SOP (e.g., decorations and avards, Army ‘oar

cases, legal action, etc.).

4. Bouting and Referral Slips. Figures 9 through 14 show the
routing and referral olipo generally used in transmitting epeolel
Interest inquiries through Army chemnels. These slips contain a
suspenne defe cn usich U sotion ssquaried met be in the office ot

crest. They direct the type of ection required o
B orcias tnstruotions comemming npernal routing am Cimer dctatia,
Routing and referral clips are w1 used as transmitiing instruments
when forvarding completed cases to Washington.

5. Action Feauired of TAG. Special interest cases are referred
o TG tor appropeiate ‘action, direct reply to the writer, draft reply,

ormation on vhich to base reply, or preparation of reply for signa-
e In the aftice of primey imterest.

SECTION II. General Procedures

1. Introduction. Part Five, TAGO Office Regulations (and Tables)
preacribe gencral prosedures and Sample figures for processing Special
Tnterest Inquiries. This section of the Appendix supplementa the pro-
visions of that directive by stressing the more et factors, and
adding, vhen necessary, instructions epplicable 10 USKICEN funstions:
I oz Upin-points" the specific directive(s) relating to o particular

¢ the various procedures.

2. Processing Correspondence. (Chapter 1, Part Five, TAGO Office

Regulations).

a. lstion on Commmioations. Process Spacial Tntorost
Toquiries ]

e Srenchos and bestions, and oies: e sesisenss mesaes
and telephone facilities.
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. Control of Gases. The TAG Executive Mail Center in
Washington and Mail Section,this Center, control Special Interest
Inquiries by Mail Control Record, DD Form 278 (Fig. 15).

c.  Replies (Figs. 16, 17 and 18). Follow local
inatructions and Paragraph 7 end Table I, Part Five, TAGO Office
Regulations very closely.

a rr ecial Interest Inquiries to Other Of

the Viite House Liaicon Officer) ave referred to another hray Sosney
e apropriate sction or inforsation upon wich Lo basc b reply, o
o PPt the referring dispoaition forn (to TIAG, Arey Board, ete.)
e Sent to the White House Liaison Officer, L appropriate, in

nt of the (Va, Air Force, ete), but should
S eeturned to the Wnite House Liaison Officer.

2) Other Special Interest inquiries may be referred

4o other Govesmpent agencies for appropriate sction when B ‘natter(s)
o e conosrna & function of that agency (Fige. 29 400 2). Ao
I e nis. ype reforral is sn Inquiry sbout the wFiLEEy BV
St o e soidier, Sush inquiries are referred 1o e
ommanding General, Finance Center, U, S. Army, Indianapolis, Indiana,
Comnanding Gener™l, frisaiotion over those matters. Vhen referis
e o epare an Interin Teply to the Congressman of PIRLLS offi-
41a1 interested in the case, and inclose a cOBY with the referral
action.

originally addressed to USARCEN and routed to USARCEN pertains to
O custody of MPRC, GSA, the inquiry will be returned promptly
TeCoTe 11 Section with a notation as to whom it should be Teferred ¥

; orresmondence. (Chapter 2, Part Five, TAGD Office
Regulations).

o. Bffective Writing. Replies to Special Interest inquir-
Jos must e clear, coneice, and accurate. Subject matier B
presented intelligently and in logical sequence, ‘Non-military corres-
Pondence should show aincere, sourteous, nd perg 1 expression. Us
P ositive rather than negative spproach. Avold inaifferent, unsyn-
athoeto, evasive, and ambiguous replies. Do 1oL refer to Army Regula-
B otter militery publications without explaining their content
or meaning.

b, Accurscy end Comleteness of Beply, It 16 imperative that
meticulous analyzing be glven Speciel Interest inquiries to insure &
Sompiete and accurate reply conforning with ‘established policies and
preccdents. Use plein simple words end ‘avold long involved sentences.

3
(Replaces page 3 dated 31 Mar 60)
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Klthough the reply should be brief, caution mist be exercised %o pre-
vent. 1t fron showing curtness or indifference, Clarity, however,
alwaya has preference over brevity. See Appendixes I, II, and IfI to
Part Two, TAGO Office Regulations for general policies goveraing the
releage of inforaation from the individusl persomnel records o
requesting parties.

©. Other Important Factors.

(1) Inquiries From Two or More Officials o the Seme
Subject, When immirlea are received from two or more higa public
sefietals au tho ome mublect; do not Ldionte e’ thterext o7 e
other umml(n) in the rep] Do not forward a copy of & reply to
£E1cial o another oftielsl, oliner aa e soply br for omher

reasons,

(2) Inquiries to Field Gommanders (Par, 26, Part Five,
TADD office Repulati et L e o erauman mt
high publlo offlofels, 1t is necessery sonetimes fo obtaln
Gnforsation ron riela commaniers n commmicating with field com-
Dandars, 4 1ot hention the Pact ihes the Inasisy 15 being nads ee &
result of an inquiry from a high public offical.

® n't's" in Replies to Congressmen. Do

not xefer to o diks o e TRSSRTE TR VR e Comeematons]
inquiry shows the name and address of the constituent meking the orig-
inat thaulry, inctuae the constituent! name wnd addrosa in the reply;
however, do not use the word "constituent!. Vhen returning a con-
stituent/a lotier to s Congrescaan, do not refer to 1t in the bedy of

e covering letter as an inclosure. Seo Paragraph 22, Part Five,
TAGO Office Regulations, and DA Memo, 1-27 for sample opening and
olosing paregrapha in Congressional inquiries.

4. Preparation of Correspondence:

tationery and Coples. See Chapters 2 and 4, AR 340-15,
DA Nenos. 340-13 end 34017, Shi piragraph % end Flgares’ 1 tsangh 30
of Part Five, TA00 Offlce Regulationa.  Figures 21 through 25 under
iAssembly o2 chsen afiee Compietion,® will sise ahow in[nmuon con-
oerning stationery and required mumber of cnpies When

replies for signature other than in USARGEN, always add one Siath vt
‘issue for a stayback copy. This copy will insure a Teady reference
until auch time as the green file copy is returned after "Washington
eignaturo. Steybuck oopy filea, whioh ave meintained in the operaiing
4 off at the end of each calendar year quarter, retain-
i adaytional quarte, and then deatroyed

4
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4 Selutations. (Pars. 21 and 38 through 44,
the

Part rm, "TACO Office Regulations). Give close attention to
‘Dproper addresses and salutations in Copgressional type inquiries.

c. Signatures.
(1) Non-Militor (Par. 45, Part Five,
4G Offtoe Regulations). The proper signsture on o zeply depends
upon the type of inquiry, ané/or the instructions given on a referral
slip. Replies pared for signature of ng Officer,

, The Adjutant General, or officials in higher echelons. (The
latter two slaiti elemts ace Sonacnly fefeired tolds SisbLoficat
signature cases.

(2) Inauiries Addressed to TAGO. The Commanding
Otficer, USARCEN, is authorized to reply over his signature to inquir-
Les adareased to TADO in Veshington snd USARCRY except (1) Inqutries
which involve a serious question of policy or importamt expression of
opinion; (2) inquiries in which instructions are given to prepare
Teply for TAG signature; and (3) inquiries received through OCLL or
SACLL vith a Vashington Nail Controy Mecod,  The Washingion control
¢ inquiries prepared for tho signature of the Comandirg Officer,
N, will be cleared by the Kail Branch, this Center,

(v) other than TAGO.
e slunmruren o s T L

) Mlitery Co See 49, AR 340-15,
o0 Teble [II, Part Five, TACO e atinie, Fon Roams A
ity lines, and signatures.

a. coord. (Par. 49, Part Five, TAGO Office
Rogulations). Place & Memorandun for Mocord on the H1le’and stayback
copies of correspondence requiring "ashington" aignature. The item
"Goordination," as shown in the example in the directiva, is not
usually necessary in the Memorandum for Record prepared in USARCEN.

Sepaate Gommespontence. | Corzeapondens prepared
signature in the Secsstany of he heny's Orfive, or Chier. of Staft's
Offins, mey e150 requive e Sumery Sheot the Vencranaum, cx the
Fact Sheet.

1) Sumnry hest, (Fara. 11 and 49 and Figure 19, Fart
'AG0 Office Regulations; DA Memorandun No 340-15; and Deputy

Tl S it o Preotas Bivective W b < ), 4 Suny M

DA Forn 28, s used for all matters requiring decision or other action.
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1t 18 usually prepared vhen the case is of interest to or routed

'+ Uhief of Staff's Office. In most cases the referral slip
will S rant, vhen to prepare this shest. Figure 19 to Pert Five, T
ifice Regulations, is a sample Sumary Sheet with instrustions on
completing each item.

(2) Summery of Actions (Figure 20, Part Five, TAGO
osrioe Begulations; Fara. 12, Db emo 340-1; and Deputy Chief of
Stare ton Porsomel Direstive 1-2). Vhen o Doputy Chief of Staff or
S iotent Chief of Staff Toutes the Sumary Sheet to the Chief of
Stact for approval, prepare a Swmary of Actions (AS Form 27). (m
other £inal actions, the Ottice, Caiet of Stafl copy of the Summary
Sneet vill be marked "o Sumery of Actions required," The Deputy
St of Stact for Sevmormer (boS FER) 16 wouaily imterest

USARCEN Sheet actions, and his office will Tormaily  tcate
A S temras chip vhen 0 frepare o aumary of actions.

(3) (Figure 18, Part Five, TAGO Office
Regulations and Sesiion 11, DA Mem 340-13). Use the enorandun to
present, infornational material. Do not use it shen & recomendation
Je made, or a decision or other action is required. Memoranda for-
varding drafts of proposed replies for White inee stgnatare (see
Par. 50, Part Five, TAGO Office Regulations) are excepted from this
rule.

(4) Fact Sheet (Par. 51, Part Five, TAGO Office Regula-
+1ons, and Sec IIT, DA lem> 340- 1) vee. the. Fast St vnen speci-
Foa3ty Tequested by higher authority to expedite & brief statement
e mise facts withous interpretations, recomendations, or con

clusions.

oted gages. See Figures 21 through 2 for

g..mes “to aiagrase Sovering the assenbly of cases prior to e

e Gt O micoetsantous bockodp papers containing
e fommation whioh 18 not appropriste or required for review

and/ur £iling.
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THDEX TO FIGURES

D FORS EIGURES
278 Mail Control Record 1
173 Messageforn (Requesting Extension of 16

Suspense Date)

SD FoRY
1 Seoretary of Defense Routing Slip 9

OSA FORIS.

29 Secretary of the Ammy Routing Slip 10
3 orgioe of the Ohief of Legiatattve u
Liaison Routing

DA FORY
1222 Routing Slip 12

0034 FORMS

2 Office of the Chief of Staff Referral 13

E
Suspense Sheet 1
NON-MILITARY. LETTERS TO 'RECETVED THROUGH
Congressna: s 2
Former Soldler s 3
Congressman oA 4
Third Party o 5
Tormer Soldier Vhite House 6
Congresaman (Informing of Referral) swoIL 19
General Ofricer (Denial) irect) 8
(Signature, €O, USARCEN) (Divect) 1
Congreasman (Interin, Signature, C0, irect) 17
'USARCEN)
Congressman (Interin, Signature, T40) (Direct) 18
Congreseman (Inforning of Referral) (birect) 20
Veterans Administration (Referral) WA 4a
Former Soldier (Partial Medical Record) 7
Former Soldier (Forverding letter fron WA 7
‘thache

Veterans Administration (Referral) WA 19

7
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MLITARY LETTERS 70 EECEIVED THROUGH  EIGURES
inance Center, U. S. Army Wa 208
(Referral)
Military Attache ACST y
ASSEBLY OF GASFS AFTER CONPLETTON (DIAGHAYS)
Congressional  Sent to USARCEN for Appropriate 2
Action or Direct fply
SACIL For Signature by o 2
ocs Draft eply and S\Immary Sheet 23
0SA !ni‘mntian Upon Which to Base Reply 24
\hite House  Draft of Reply for Signature of White 25
House Official
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HEADQUARTERS, DEPARTMENT OF THE ARMY
3 becenber 199
tenoratae sober 1. Burea
House of Reprasentatives
Veahington 25, D. v
Dear . Burns:
1 refer to your inauiry in behalr of M. Jotm J. Doe, Rural
Froo elivery i, Grceviti, Treeita; Sontermirg s mediest
A statensnt, of the part of Me, Doo's medical histary vhish
e itd to s ;. nelened o ".v..mm 2o . For
nforen
2 lz-umnn wab w » oy o5y e Semns pheven; havephrents
type, for wnich Moorenty Giocharged 3 oy 1927 by oer-
btk
o e sroloeed b u.m..- piseetive
o e Setanton o s formr servicoran besai

amnot
a“srove. Injarious to Me prysical or mentel heelth.

Stoserely yours,

Inslosures SoomiE 5, TARR
Colonel, 60
Comanatng



Parr TS

.
1
2

ummm or. m sy

JOEE-T5, 201 Doe, T
e Tt
Honorable Thoess C. White

House of Nepresentatives

Dear . Witte:

I refer to your toquiry to the Legislative Liaiaon Offise
tn benalf of w. o 3 e, a3 e 1 fenan Sireet, Totedo,
Ghtc, Tegardtrg on 1 wne roected for induction in
Septasber 1942,

hemy reconte tneluce o information scnwerting
R.lln'don ‘Fron miSitary scrrice.in September o vos
e TTaed Fox” it lon 10, Oosoee 1943,
erioun Stats Direstors of Selestivs Service peintatn
Shyedoss wxanination reporte of persons rejeted for mllttary
Sorvice; hovever ihte "CiFice haa been tnforred that, these
Feporta made during Vorld Var IT have been dest

Strcerely yours,

v, e
1igoi Goneran, vA
e’ RaJutant Goneral
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Dea 1. Doot

e frmy o of Stat eterzed s gt foe o cony

of your dlecharge sertiricate to this oifice far sop

i fttee hes been b o aenuiy @ eeon o

omplet
s i :m.m ‘the Tocords. A set of yaur fingerprints,

Appendtx XV
3var 60

oy provide on the attached card, Vi1 bo BeIpRA afeo.

It the service rerer vag witn she
ouand, the sl &en\eml o e st
A et e s tmarge ertiritate:

Staacrely yours,

Tnelosure R V.
Jiajor General, Ush
o hajutant. Caneral

P 3

i o erkiated
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Honorable Semiel 0, Burke
House 4t Reprosentatives

Doar e, Buri

I refer to your tqutry o the Secretary of the Army fn
‘behalf of Mra. John 3. Dos, Foute 1, Ninoma, Texts, comerning
her husbandts maaical recorda,

have forvardsd M. Dos today ¢ partiel atatement of med-
Lo htiny Seres on M rsenin Feleh e dhte serren e
s e ssoets et previousy formaed Lo e Vet
samnasiasion for adjaloating s chain: 1o
poferas comy of orda m-nﬂ
here iotmater ot v-unm Alhlrn nahington

527G, s sonaioeration and furiher Fopsg:

Streerely yours,

Tralosures RV, 1
Jador Genera, USk
e Aajutant Goneral

=
EYRr



ant T

oepaTENT

572 201 Doe, Jon .
5550 000 (23 Fob €0)
dwintatrator of Veterans Affatrs

Vaahdngtan 25, D O

Dear st

e astashed copy of Setter 4 el

e Samed 0. Biske, fise of
s i 3, Dok 00 000

e Ay eretion and furiher Terly.

snelosures

e, Doets madicad rocords vere previously forverded
erens hasadotration Tegienal O6Tles Hacs, 1o
-nlau e rearsd

Fotosed adbttional records 10

e, Burks has been {nforeed
snclosed.

Stneerely yows,

Inslosures n
4o Gone
el oot

g la

nt-uv-a, nvnnrnh(

ot thto reterral by letter, SORY

\q‘,E
Kl



o
o sop Rz

HeAbauARTERS.
(CEPARTMENT OF THE ARMY

AEEFS 200 Dos, John 3.
00 000 000 (23 Fab 60)
be, Jen 3. Doe

Fouto 1
Vinona, Texes

Dear 1, Doe:

Honorable Sumel G. Burke, House of Reproommtatives
Loqutred in yous SeRALY SonserTing. Your Arey mdica records.

1 1n tctontrg o parias tstenent o s oetion latory
fords {116d in this office, AGditional medical rec:
124 %o the Veterans Adsinistration
1have, therefors, refermed o sory

e Adninistrate Pesive, Ueahington 39, D. G £or
tiiererien ot Surther gl

Stnaerely yours,

Inolosure RV
Jjor Oenera, USh
e Adjutant General

Figure b
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Authority_un D278,

e XV
s 60

Aes, Gladys M, Stas
Apartaont ¢

4627 tanordene Road
Beltimore 29, Haryland

Des Ia, Staa:

ioqutzy to the Departesnt of Defense requesting
sntormation corearning the RLLItATY service of & M J. . Doo
haa been seferred 5o Shis office for reply,

arenu searoh of rage; hovever,
frcm S nforontion e this oice m bedn aie'to
Limicy e reso of sevice £ e Unied States hrwy fox
et

LA eteaater o, Seotteiin, Trgiands
Stcerely yours,

RV 1z
1 jor Gonerad, Uk
e utent General

g s



Panr Tz
‘vaRce 80P
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Authority_n D §€3078,

EPARTHENT OF THE ARMY

Me, Jan 3, Doo
1416 Evans street
Pisadena, Californta

Dear . Doa:

Your Letter to the Prasident conserning your ArRy disoharge
s refered 1o this oftise for oY,

The Army Dlocharge Review Bosrd revieved the type and nature
of o b o 35 e 90 1 ccclied you 1 b
scharged proper

asicg ey be grented only when n applicant ean provide
evidanoe viich wes proviously waveilable to the Arsy Dlacherge
(v Board, The Tacts submtted the Bowrd"
e ests or poeisosnts. shat relate
ing the dlscharge ol slartey
an romlting In separation. ahould
B etiher e s for Setions o
2 et pertein to the service involved.

‘They.
Chiracter referemces that

26 you wish a sehearing, you may apply by forvending your
coqusst, Un atached evidenve o the Cemniing Orcicer, U
Reny’Recorda Center, 9700 Page Bowlevard, St. Louts 32, nvaot.

Stneerely yours,

RV, L
Jgor General, USh
e Adfutent General

Figure 6
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‘vawnce soP e
4600-0- ot 3. ot 1o Asc/ae
oo o0 (2 I £ i)
Stmgcr:  Request for Informmtion

DA, TAGO, Veshington 25, D. C.

i aststart, e of St Ttebsgene, Dparoent of the hrsy,
nivgton 25, D: O

0. 5. Army Attache, Anericen Exbas

o . London, Erglend
T bepartamnt o the Arsy poltcy presiudes laoloelrg A=y

cemberst 3 former eebera! scireses in
e o o b Joh 1. Dos 8 bla

2. 3. oo Mtary recond ciuds v Safomsion et e
he tvorcod lirs.

By Onder of Vilber M, rusker, Secretary of the Ay

eSS Adgutant General
w/A PRt

rigure 7
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Authority_ o D & 5

PARY THREE irpmatx 1
‘ancew o Her 60
HeavauARTERS, o or T Ay

EBEZSC-A 201 Doe, Joha J.
00600 000 )

s o 7. oo
emotn, catitornta

Dear e, Dot
T an tnolostng & detter for your constderation vhich vas
recelved ron the Army Attache, Anerican Bsbassy, London,
England.
48 the Amy poley precludos our aieclostng mesbers' and
former meabers! addrosse

in rosponse to request of this
Pature, 1 have ot fumtshed your address o Mea. Dos.

Staserely yours,

1101 BBE 5, TARR
Ltr eron Colonel, 00
Hea. Dos crmanding.

e Ta



CLASSIFIE
At s ETS

eavauaRTERS
DEPARTMENT OF THE ARMY

RG-Sk 201 Doe, Johm 1.
R 00 000 000 (22 Jan 59)
Brigadior Genersl Junes Smith, USAT-Ret.

720 Yorth iehigan Averue
Chteago 11, Tlinote

Dear General Satth:
1 sefer to your letter requesting informtion fron the

a1ttary records of e, John J. Dos, Lerns, Tllinel

Ao the Departaent of the Army regarde ita mesbera’ and
forser seaberat recards as privileged, the information you
requested my be furnished ondy vith the veitten consent of
the peracn conerned.

Upon recetvire N, Doots signed suthortaation to relesse
th requested data, T shall constder your request PrOLY:

Stneerely yours,

Hosor Geperan, usk
TR oot

Figwe 8

Appenctx TV
3 60
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Y 20 surisusas
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PART THREE ippendix XV

USARCEN SOP 31 Mar 60
b0 wor pETACH THIS SLIP

OFFICE OF THE ADMINISTRATIVE ASSISTAY
oaTe 4&‘({’

Tt sec. (05)  _ exciness,
7. Sc. OF ARMY (M) FIMACE,

o nesearch 8 ov. e

T cenerac couns RTCRMSTER GENERAL

IGNATURE OF SECRETARY OF ARMY
o $16. OF ADKINISTRATIVE ASSISTANT
V0 FOR SECRETARY TF 4RMY 07 ADMINISTRATIVE ASSISTANT
mrummu on e mm RERLY
03 CONERT, RECOMEINT Ok OF INITIAL
= o
e ki

mn- oo o on RATIVE ASSISTANT®

¥ oF mn o cae, 0

N\

BY DIRECTION OF )EEchnkv OF THE ARy

05 FouK 29 (Reviseo) J0HN . WRTTH
20 SANARY 1956 Administrative Assistant
uatses

Fig, 10



PART THREE
USARCEN SOP

DECLASSIFIED
Auory D 8¢3678

Do not detach this slip

OFFICE OF THE CHIEF OF LEGISLATIVE LIAISON

SURECT Gonereasns
- John Doe, RA 00 007000 - w . MG states B
reod other ﬂunhuwnﬂﬂ‘di

vants it changed to honorable disch

X oot o -

Tor
The Ad jutant General

FREPARATION OF A REPOE
rrceanaTIOn o ecry For stouTuRe oF

N

CONMENTS AS TO LEGAL SUFF ICIENC
INFORKAT 10N UPON WHICH TO BASE X rerur
DRAFT OF AN APPROFR IATE REPLY

DIRECT REPLY AND COPY FOR OCLL, 05K
CONCURRENCE AND/OF COMHENT

NECESSARY ACTION

RETURN TO OCLL, FOR DISPATCH
INFORMAT 10K ONLY

RECOMMENDATION

REMARKS

|

I

Welikione acimovledgnent has been mede
M8 they 014 ot want sck 1tr.

* R, B, JONES
Brigadier General, GS
hief of

Legislative Liaison
Openng paregraph: The Secretary of the
Aruy has ssked me to reply to your
inquiry in behalf of ....
1 Inel: Cy ltr frMC 8 Apr 59

I

FoR THE CHIEF OF LEGISLATIVE LIAISON
7, J. JACKSON
1t Colonel, GS

TELEFIONE NUWBER
93 (mr)

TNCLOSUE
" above

SR ToTN 3 REVISIO) 10 0T, 55 Bzezst

Fig. 11

Appendix XV
31 Mar 60



Appendix XV
31 ar 60

o
fp,mtui&xmu hp.
m 2af,

g
g
P

:

B
g
5

=5

material.

IRILINKS: _ wRecords to dccompanly case.

IDISPATCK T0: _Canpt Diy, ATRd{ AGCR
[DELIVER DD UPGY RECETPT.

= s}
7{ mmuul |"':;;7;:,"'| wwu | | COBERY
i TR | T

Doe 227 13 Jan 59
R e

Corr Sec W ]

1957 e

DA I
Fig. 12



PART THREE

USARCEN SOP

OFFICE OF THE CHIEF OF $TAFF

RCFERRAL SLIP
(3t i i Sornpontence)
"2 2 1960
e rxo renc 5o
oosios | [eamers| [rous corr
for [x|me corenan| _[corr

X [wecessany acvion
S s

s ane (DRART) (ALY nEPLY Fom sranATURE

[wore ano (rorwARD) (RETURN)

F. W, NORRIS
Colonel, GS

Deputy Secretary of
the General Staff

ocsa For

2@, cornion or 1m ser a7 av s vaeo,

Figure 13
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PART THREE Appendix XV

USARCEN S0P 31 var 60

4G 201 Doe, John J. 1 Janéo M460471

AT

| 29 pec 50 | Y2

L e RO
Vinson \_‘w/

S

Request for Nedical Records

Gases controlled in TAG lisshington ave Ldentified by the
code Synbol, "CC" in the "address" or "To" colum.

meil control records show the eeerictions of The Heesel
(e.g, "S/A Br") responsible for taking action on the case.

Figure 15
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p—
&

JOINT MESSAGEFORM ‘cussrID

Jhn 3 Doe RA 00 000 000 mat] eontrel F 111111 euspense date.

11 en 0. Becort betng made to obtatn matosl reconds.  Request

suspenas data be savanced to 25 Jan €0

Seo, 5/ Br.

DD & 173
Figwre 16



 DECLASSIFIED
Authory_on g 375

PaRT TIREE itz
UsARCEN 50 e 60
HEAGGUARTERS, DEPARTMENT OF THE ARMY
e 25 Jamary 1960
HBECsR-A 201 Doe, John T
ER 00 000 000 (7 Jen €0)
Honorabla KLfred Jone
House: w.ummm.
Wibngton 25

Dear . Jones

I refer to your letter to the Amy Board for Correetion of
M2 4tary Records 1n behalf of M, John J. Doe, 4652 ey Drive,
an Dlego 16, Celifarnis, who applied for correction of his ATy
secords

In order to act on lr. Doets application, vo heve requeated
the Veterans Adninistration to retum his modcal records. You
say expect & furthor Toply by 8 Fobruary 190.

Stasorely yours,

Figure 17



~ DECLASSIFIED
Authority_pon D £8 3678,

suzm
Fw

iEnpouRTE
oerasT o1 ms v

/ Jr—
EERLEERL poe, dohn 3.
4 66 000 000 (5 Jen &)

Honerablo 1o 5. Satth

House of Mepresentatives

Dear 12, Sntth
1 refer to your inauiry in behlf of John 3. Doa, 1425 Atles
Avenue, Pokin, Tilinois, rognuniing o change In the charaster of
hio stittary otscharge.
Thta mtter 1o recolving attention, and you my expect &
further reply on or about 25 Jamuary 1960,

Stnoorely yours,

Tk
L haietens Gemaral




PART THREE.

DECLASSIFIED
Authority s D 8378,

®
E
3

iamTEns
.,.mmm or e aray

ch—r& 201 poe, e 3.
000 00 (23 Féb 60)
Honoruble Samel 0. Burke

House of Representatives

Dear M, Burke:

1 refer to your tmuixy to the leglslative Latson Office
in behalt of Miss Jans . Doe, 422 South latn Strect, Lengview,
Texas, concerning copies of her Army medienl rocords.

Mas Dosta mecten) roconds vere forvarded Lo the Voterans
Adntntstration fn Juse 1957 for adjudteating clain muber
6-0 000 000; accordingly, T referres your inquiry vith tnclosures
4o the Adnénistrator of Veterans Affairs, Vetorans Administration,
Vashington 25, D. C., for constierstion.

Strsorely yours,

mgr Dwmrnl, Iy
o AéJutent Geperal.

Pigure 19
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uskRCEN S0P

DECLASSIF)

pese

s 60

EPARTMENT OF THE ARMY

RETE B
oo aon (25 70 68)

Adsintstrator of Voterans Affatrs
Vetoruna haminiatrtion
Vashirgton

Dear Sixt

an tnquiry fron the lonerable Susiel
sty e .7, "nmnawnhz(w:, bl e S0
Tane 3. Doa,

0 mgtont esorss oo toryarded 4o
ininiSiration logional orfice, Rists Texssy for sesumisative
i mnker 0000 6. i dulionis meaisal rosorda nave
Seen ocated.

Reprosentative Dusko has boen informed of this referral by
Lotter, copy inclosea.

Strcerely yours,

Inelosuren 1E
T35 Gonor
e Rautans General

Figure 190
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;.m\mrm/ﬂ_m

gt 0

31 ar 60

orARTMENT OF THE AIY

Amw,.a 20 b dom 1.
0 (25'red €0)
Hoporable Smel G. Durke

Intted Statos Senate

Dear Semator Purke:
1 refer o your letter in behalf of tvs, lury Doc, Toste 4y

Rogoraville, Temnasseo, scnsernizg her aon's entitlenent to

agéitional pay and ellouanons.
Tho Conmandir Genarul, Finasee Center, U. 5. My,
Instanaplts 49, Indians, haa Juriealetion over mtters portatn-
ing' o axrenrs in Army pay. 1 have, therefore, forvarded your
Jatter with Inslosurea to thet officer for consideration.

Stneorety yours,

v
Vo Ganeral, WA
oahadaane beneral

Pigure 20
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ARG 201 e, Jobi 1.
i 00 030 00 £ ¥ €0)

St ay ond Aloace

w0 Commutng tenory
e b 5.
Tndiemagatts 49, Tnsiany

L The e et with dnclouses (rn the loorsble Sumed o
suske e aten e, Tn‘leha L Jee. Liey T concorn
L 1y i el 1o
Fproprinte netion.

2 gn 1 e sm 00 o o, cies iy e mtes St
ipe b Eapiaber 19y e Sevive ity o S e raining
S Meresbor 19567 omi vae Romambty (1charged 21 October 193

3. Senntr Purke hs been Suformed af thia soforeal By levier, sopy
tnetobed.

2 1
1 ke 25 b @ w" Gorera, 100
Nautnmt Genors1

e ine
2. Gy 1t 100

Figure 200
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Onit file roference
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o

Originel of Outgotng
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Figure 22
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Ippendtx XU
3
v 60

> Staple refarrel sltps to basic
ommtostion (see below)

04 capy L1 the sumsary cheet
o to b soted upon by the
Secratary of the hry

eadquirters higher than O3 (vis. 03K or 0S) w1l b placed en top of
ambling for dispatch to Washington.

elow-the susponse sheat, when e

Figre 23
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Authority s DERECT8,

AR THEE x
USARGEN 507 3var 60

Stayback Coptes
(htto Tissue)

Surpenee Caze Form
Bty

Baste Comuntestion
Vith snclosuras, 3t
ny

tasly o somlatad oue incleing oy addreend o 0S4 1d refreed o O
tor Anforsation on which to base reply,

Figurs 2
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T cd to FAD by Wnite flouse Liatson Off

oo,

Stagbck Coptes
(Wutto Tiasue)

ek anenae
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tegiations,

w1l be 8 o by et of SULT
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