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Uni·tod f3tato~ 'i3en~te .Select 'Conu:t~:t;·to.~ on lntelli~euce Ac·tivi·cics 
(SSCJ~ 

Enclosed for you:r app:t"ov~l and forwal;'d1ng ·to 'the HSC 
is th-e orig;tnnl .Qf n n~norallt1Ulil wi;th enclozttro ·which iS oub:li·ttod 
as a. pa,.~ti:~l r~~pons~ to .. cue abov~·ci·ta<1 r .equest o::( tl1e HSO. 

ln a.tldit~.on ·tq tho a.-~·tacllecl documents~ t\ list .o:t presen·t:: 
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Mx·. Richard~ Vorm;i'cre, nsc 'Staff' !tenbor fOl" l"QViOW on August 251' 
197t>. Ur. Vor.r.liel"'a, in addition to the: o:t;·taclled docug.Qnts, 
reqttetr~ed "'~his liSt bo furnished the USe. l.-: J 
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was not to receiv~ ~ny nateri~l related to the Bureau's invcotica­
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(1 - Mr. J. B. Hotis) 
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1 - Mr. T. J. McNiff 
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lUll: lm..1'UBS'l! FOB·~ llU?cmtl\TXOll P!mVIOOSI.tV 
LW}E. AVAILt'U3ltE lli 'i'HR PBi :c.fQ- rum Smte.m· 
SE.LECf C<>mllft'EE (SSC) . 

f'd®enco to nadQ t4> USC tott.or datotl J'Llly 22:,. 1075, 
requost:b.ey tha-t tho IWO 'flO flu:n~•4· co,pios o2 {ll!. .dOQU.O~nta 
and Mto~ia.·!S: pro.v!<lod by tllO $?31 tQ- tho SSC. Pursufin,t. to .n,n 
a.eroco.ont t:oaQhc4 AUU'U-St 10, 1075, bY rovrosott"~a.·~:tvcs og this 
l3aroa.u.f ~llQ. l!bp~tment, Of' (iastico: and tlto. I1SC, all $U.Ch ~t0.1'i-:::tl 
i.P. JJGing tla.dO ava.ila.blO: to USC Btaff !J<:)4J.bprs for rovi® ttt )mi 
lloa<lqualltQ-t"S# ana. copto;:;; of tt.a:~orial so· .a0oiann.t~d: lJY tl1eac 
Staff tlem.bers vt.L'll ·u~ proc.~sscd ~Qr doli.:vcry to tho BSC. 

Oa Auc;us.t 25, 11!>75, upon cotl.Pltlting .his review o£ tho· 
tm:tc~iai p-reviously furn:tsb.et.t tho :sse, nic~£1 ·vcrmtere, IWC 
flil~il Uo1ni.'xW • ~aqucptod tllD.t ·Ml() nsc bo :furnich~d tli·th dtJtrdlZ::>nts 
proV!OllS.l1 .CtVOAl. to SSe· jn the :lOlln\T,tn.e ~tQgOl.J:!GS; 

1. Fifteon :Sect.tona -of ttto ·FJllts ~.ta.nnal <:tf l:UOtruet:tons; 

llll' PUX: lnclc~inz. t'.r.oeoduro~; 

llX... 'la:blon: oi Contont.s of' F.Bl Fort!$. 

fn eor.lpl:ta14co· '\"lith -tb'i~ request, attached .aro tho· 
roquc:.J.tod d®ur.wnts •. 
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NW 54978 Docld:32989724 Page 3 

~~ ~ ~~ 
SEE NOTE PAGE 'J.WO ~ 'P.\ 

& }-. .. (;,I; tf 0· rl -J '3~ U) , .. 
ENCLOSURE I GPO: 1975 0-569-920 



... .. --

u. s. Bouse Select Ca.aittee 
oa latelltceace Activities Q!BC) 

Re: Request for all Iafonaatioa Previoualy 
Jlade Available by tl• FBI to the Seaate 
Select Ca.aittee (88C) 

XOTE: 

This aaterial whicb ia beia& farDiabed tbe B8C ia 
Mterial previously tuniabed tbe 8SC ia cotaaeetioa w1tla the 
4/30/75 exteaaioa by letters 5/19/75 (I) aad 5/22/75 (II aDd Ill). 
Thia aaterial was aaoag docu.eata which were reYiewed by 
Richard Veraiere, BSC Statf lleaber oa 8/25/75 aad followiag thi• 
review, he requested copies of these particular docu•ata. 

No aeatioa4:i is beiac •d• ia the 18JI of the withHld 
docuaeats coacerlliag the Marti a Luther &1q, .Jr., i.PMtigatioa. 
Siac• thia was a Depart .. atal deciaioa, aay iaquiry received 
froa HSC coaceraiq ... will be ref~ to the De!)&rt.eat for 
respoaae. 
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5-140 <Rev. 1-21-74) FEDERAL BUREAU OF INVESTIGATION 

WASHINGTON, D. C. 20535 

D L TR Lj LHM... D Memo D Report dated 9/16/75 
'ltt~~~n tl-~~u~e§~lect Committee.. 7/22/75 request 
1. Fifteen Sections of the FBI's MOI;EIBI ' 
2 .r FBI Indexing Procedures; 3 • Tablef! of 

Contents of FBI Forms ·. 
Originating Off};): 17BI 

Delivered by: 1/!.0!..J.J )/. A/<1-J¥ Date: 9' /; i/7 ;;-
Received by: eu/ ~ /JJ ~ ~ 

Title: _____ (~-__;__-j - I· 

Return this receipt to the Intelligence Division, FBI 

. ·' I 
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l .. 
{ • .:: SEE INSTRUCTIONS ON REVERSE 

CLASSIFY AS APPROPRIATE I BEFORE COMPLETING. 
~~----------~--------~~ 

TO: Intelligence Community Staff 
ATTN: Central Index 

FROM: 

SUBJECT: Abstract of Information Provided to Select Committees 

1. HOW PROVIDED (check appropriate term. If a document was made available 
for revie~ but not transmitted, so note.) 

2. DATE PROVIDED 

~ I DOCUMENT !BRIEFING I INTERVIEW I I TESTIMONY I I OTHER . ., 

3. TO WHOM PROVIDED (check appropriate term; add specific names if appropriate) 

sse 

X HSC 

4. IDENTIFICATION (provide descriptive data for documents; give name or identification number of briefer, 
interviewee, testifier and subject) 

f~orondUQ and enclosures 

5. IN RESPONSE TO (list djte and item number if in response to formal request. other­
wise state verbal request of (name), initiative, subpoena, etc.) 

nsc letter 7/22/75 

6. CLASSIFICATION OF 
INFORMATION (enter 

U, C, S, TS or 
Codeword) 

7. KEY WORDS (enter the appropriate key words from the list provided separately; if key words not listed are 
used underline for emphasis) 

8. SUMMARY (see reverse side before completing this item) 

Sectiono of tho Fill1s l~Ml of InSt1!Uctio:ns; Indo:dng procedures; 
Tables of Con~cnts of J?BX l?o%'l!lo. 

62·116464 
:F.MK:fz:nk 

(4) 

3791 (6-75) 

ORIGI~1.l\L VI/J. LIAISO~ TO CEUTRAL C021!>1i.JUITY Ih1J>EX 
in CO!~::mcTION tnm · IiOUSTlJDY 

TREAT AS VEllOV~ 

CLASSIFY AS APPROPRIATE 
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INSTRUCTIONS 

o Type or print clearly in ink. 

• Indicate classification of the abstract top and bottom. 

• Date the abstract and put on any internal control numbers required. 

• "FROM" entry should clearly identify the organization providing the 
information. 

• If additions (as when a copy of document sent to SSC is later sent to 
HSC) or changes to a previously submitted form are necessary, submit a 
copy of the original abstract, with the change indicated. 

SPECIFIC ITEM NO. 8. SUMMARY enter brief narrative statement describing 
substance or information and showing relationship to Intelligence Community 
matters if appropriate. Any feedback or evidence of investigatory interests 
should be noted. Commitments made to supply additional information should be 
noted. Additionally, certain administrative information may be entered here, 
e.g., restrictions on review of a document, if document was paraphrased, whether 
interviewee is current or former employee, etc. If actual document or transcript 
is provided, that fact should be noted and no summary is required. Additional 
pages may be attached if necessary . 

. (~ 
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I. Fifteen Sections of the FBI's 
Manual of Instructions 
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.A. 

•.r. • ._ 

.. SECT'0N 4, SURVEILJ~ANCES AND RAIDS 4.A 

SURVEILLANCES IN GF.NER~ ~ 
l. The maintenance of surveiilances requires the use of the utmost discreti~n; 

: ··oommon sense, and good judgment on the part of the ·sACs and the Agents·. ·,•: 
•. .Arbitrary rules cannot properly ~e laid down or adhered to for this type . 
. · .of investif!ative procedure. A few general principles can be laid down, .{ 

however, which can be applied to various types of surveillances. 
2. .A surveillance is an investigative technique just as interviews, collecting 

.~f evidence, and conducting raids are investigative techniques, and, of 
course, practical exncrienoe in this particular activity is the best 
·teacher. · 

3. Surveillances are expensive in that ·they cause the tying up of manpower and 
should not be resorted to unless results can reasonably be expected. 

4. In surveillances in cases of major importance SACs should assume personal, 
on-the-scene supervision and not delegate such command to subordinates, 
If a sufficient reason exists to prevent the SAC from being personally 
present at the scene of a major su~veillance, the ASAC must be in co~nand. 
~AC must assure himself that all physical surveillances complj with 
Bureau instructions, and are being ~iven adequzte supervison. 

5. FBI employees other than Agents must not be used on surveillances 
without specific Bureau authority, 

6~ Provide Agents with explicit instructions on each physical surveillance 
in which they engage. .Agent personnel participa t~ng on 'physical surveillances 
should be orally advised concernin~ the duties to be performed in 
connection with such surveillances and should not be permitted to carry 
with them any written surveillance schedules. If it is necessary to utilize 
code words for commun~cations over Bureau radios, the approved list of 
code words if too long to be remembered may be furnished to the .Agent 
driving the car but should not be removed from the oar during the course 
of the surveillance, \oflu.en the surveillance has been concluded, the list 

. of code words should be returned to the supervisor inc barge of tho 
surveillance, 

7, .All wri~ten data of any kind relating to physical surveillances must be 
turned in by the .Agents preparin~ or utilizing same to the field office 
at the conclusio~ of each day 1 s tour of duty. In some instances 
Agents will complete their tour of duty on physical surveillances outside 
their headquarters city, and in those cases it will not be possible for 
any written data they may have to be immediately turned in to the fiel~ 
office, However, in such situations, the Agents will be held personally 
responsible for safeguarding any such written data until such time as it 
can be returned to the field office. In addition, all.auch wr1tten data 
relating to physical surveillances must not contain anything which would 
indicate to any pArsons unauthorized to have it that the data relates 
to physical surveillances. 

B. In· every security case involvin~ a subject who has been apprehended for 
a Federal violation within our investigative jurisdiction, the office 
of origin is to make recommendations to the Bureau concerning the 
necessity for physical surveillance criverage of the subject who is free 
onbond while awaiting trial or pending appeal following conviction. 
The office of origin is to closely follow the appeal proceedin~s of 
security subjects, making arrangements with the Washin~ton Field Office 
or other offices, where necessary, in order that the office of origin 
can be assured that it is instantaneously notified of any court decision 
affecting the ~erits of the appeal. The office of origin is to promptly 
notify the Bureau in such instances, making recommendations for any 
changes in the coverage of the subject and whether physical surveillance 
should be utilized until he is committed to custody.] 

•.' 

This aocumtnt is prepartd in response to yowr request and is not for aissem'i­
nation outsirl~ vour Committee. Its use i.~ l-imited to offidia! proceedings by 
yo1tr Committee «nd the content rna11 not be disclosed to- U~tg,uthorized pe1'son-­
nel ~vithout the express approval of the FBI • 
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SECTH'"" 4, SURVEILLANCES AND RAIDS 

. B. TRAINING • . · ·,.. • . : .. 

2. Afford adequate indoctrination and training to Agents : assigned ~o physical 
~-· iurveillances prior to utiliz~ng them. Training should encompass completp~ 

~~ review of pertinent portions of manual and other relevant material and 
· -discussion of desirable and undesirable techniques. Piscussion shoul~ 

include: 
·· · a. Rotation of automobiles, use of vari.ety of cars, chan~ing license tags 

·~:. b. Parking in one place too long, parking \vhere subject can observe, 
parking in restricted a:reas, parking surveillance cars in vicinity 
Bureau office, several Agents sitting- in parked cars for extended time 

6. Point out value of radios and fixed observation posts in aiding with 
· · ~parking problems. · 

J 

' .. . \ d. Cover alertness re countersurveillance, attempts of subject to discover 
··surveillance, operation of other physical surveillances, p~rsons 
·attempting to take ~icense numbers. 

•'' ·~~ e. Discuss conditions pecqliar to your territory affecting physical 
surveillances, 

2. Complement training in offices having full time surveillance squads with 
conference every two weeks. Conference to include new developments and 
pertinent instructions. 

• :', •i I 

·C. REASONS FOR CONDUCTING SURVEILLANCES 
The purpose of the surveillance is an important factor"to keep in mind 
at all times, and the Agents assigned to surveillances must know the purpose 
in order to function efficiently. The Bureau surveillances usually have 
for thei~ purpose one or more .of the following: 
1. The location of fugitives through the surveillance of relatives or 

known contacts • · · · 
2. Surveillances conducted to cover pay-offs in extortion cases 
3. Surveillance of subjects or suspects in espionage, sabotage, or ot·her 

national defense cases to observe their activities and ascertain the 
identity of their accomplices 

4. Surveillances conducted at the request of other governmental departments 

D. TYPES OF SURVEILLANCES 
1, Fixed surveillances 

These are surveillances often referred to as plants, where the Agents 
are stationed'in one location and usually involve the surveillance of 
a place to d·etermine the activities and the identity of persons goin~ 
in and out of the premises under surveillance, 

2; Mobile surveillances 
This is a moving surveillance where the Agents are moving about on foot, 
by automobile or on trains, airplanes, or other means of transportation, 
surveilling subjects or suspects in Bureau cases. These types of 
surveillances may be broken down into the following categories: 
a. Close surveillances 

Where it is necessary to keep the subjects or suspects under 
surveillance at all times and where it may involve considerable 
activity to locate the subjects or suspects again if they are­
lost. 

b. Loose surveillances 
All surveillanes which may be conducted as spot checks to 
determine the contacts and activities of the subjects or 
suspects and where it may be proper to drop the sur...-eillance 
temporarily rather than risk the chance of bein~ "made." This 
type of surveillance is sometimes desirable in very discreet 
investigations involvin~ subjects whose habits and contacts 
are so well known that they can be readily loc,ted again if 
it becomes desirable to drop the surveillance temporarily • 

.. . ···~ 
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E. 

SURVEILLANCES AND RAIDS • 4E - G 

i 
The equipment used on surveillances will depend upon the type a.nd purpose of ·/'; 
the surveillance. The following examples illustrate some of the uses of 
technical and other equipment on Bureau surveillances. . 

SURVEILLANCE EQUIPMENT 

1. Firearms, restraining devices, and lighting equipment on fugitive 
surveillances 

2. Surveillances in extortion cases often require a great variety of equip­
ment, including radio, decoy packages, signaling devices, binoculars, 
lighting equipment, as well as firearms and restraining devices. 

3. Automobiles are essential in practically all types of surveillances and 
care should be taken to insure that the cars used are not conspicuous 
and are speedy enough to follow the vehicles driven by the subjects or 
suspects in the case. Consideration must be given to changing automobiles 
and/or . license plates. 

4. Photographic e~uipment can be used in practically all types of surveil­
lances~ In this connection, the variou~ types of still- and movie­
camera equipment that the Bureau has available and which are described 
elsewhere in this manual should b~ kept in mind. 

5. Radio equipment can often be utilized to advantage on surveillances; 
however, care must be taken net to utilize such equipment if it will 
attract attention by being conspicuous. 

6. Although cash is not ordinarily considered as equipment, it is very 
essential that the Agents on surveillances proyide themselves with 
sufficient cash to enable them to operate without the use of credit cards 
and in some cases GTRs. A supply of small change is essential, 
especially nickels and dimes, for use in making phone calls at unusual 
hours from pay stations. 

[7. Special surveillance devices for major cases can be built by the Exhibits 
Section in conjunction with the FBI Laboratory when time permits. W~en 
requesting such devices, include photographs, measurements, and other 
informative data which will be needed to build the items. Full justifi­
cation for the r.equcst must be included.) 

.. ' 

F. DRESS OF AGENTS ON SURVEILLANCES 
It is extremely important th<d Agents on surveillances dress ir. such a 
manner so as not to attract attention by looking out of place in the areas 
where they are working. They should at all times try to blend into the 
background and make themselves as inconspicuous as possible. This may 
involve wearing sweaters, slack outfits, or overalls in some situations and 
in others may even require the wearing of f~rmal attire. 

G. KNOWLEDGE OF THE SUBJECT U}ffiER SURVEILLANCE 
1. Agents on surveillances should familiarize themselves with the file of a 

case and utilize every other possible means of obtaining a knowledge of 
the subject that they are to have un·der surveillance. 

2. Agents going on a surveillance to relieve other Agents should, wherever 
possible~ have an opportunity to talk with the Agents who have previously 
worked en the case in order to obtain information as to the subject's 
physical characteristics, as well as his habits, recreation, and business 
contacts, since this will enable them to more intelligently carry out 
their assignment. 

3 
1/-!3 .. £~ 
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SECTION 4.~RVEILLANCES AND RAIDS • ~CTIVITIES OF AGENTS ON SURVEILLANCES ·· 

L. It is of paramount importance that Agents on surveillances act perfectly 
natural at all times. Any indications of self-consciousness or unusual 
actions or appearance of the Agents will, of course, assist the subject in 
verifying any suspicions he may have that he is under surveillance. 

I 
·.r·~ 

i 

j 

2o Agents on surveillances must be constantly on the alert for countersurveillances 
on the part of accomplices of the subject. For example, when a surveillance 
is being conducted on foot, it is desirable to have one of the Agents w~lk on 
the opposite sid~ of the street from the subject in order that he might be in 
a position to observe any countersurveillance activities ~n the other side of 
the street. Agents on fixed surveillances must, of course, always be on the 
alert for microphone plants and taps on th~ telephones being used by the 
Agents o 

3. The use of contacts, sources of information and confidential informants 
should not be overlooked by the Agents on surveillances. For example, in 
the event a subject registers in a hotel, considerable information can be 
obtained among the employees and management of the hotel if informants have 
been developed among them. · 

4. Agents on surveillances should constantly keep in touch with the[supervisor 
(SAC in cases of major importance))in order that he might be continually 
informed of the developments in the case. It is extremely important that 
Agents immediately communicate with the[supervisor (or SAC)]when the surveil­
lance is lost by one particular Agent in order that this Agent might be able 
to catch up with the surveillance again the next time the Agents who are 
following the subject call in. The impor~ance of the coordination of the 
Agents working on the surveillance with the[supervisor)by means of telephone 
and in some instances radio, cannot be over-emphasized, and in order that 
this m:i.ght be "effective 1 it is necessary for the Agents working on the surveil­
lance to be in communication with the[supervisor)as frequently as this can be 
done without attracting attention. 

RENTING OF PRENISES FOR USE IN FIXED SURVEILLANCES 

1. Fixed surveillances from automobiles parked on the street are usually good 
for only a few hours due to the fact that the cars become conspicuous. 

2. Prior to renting quarters, care must be taken to first ascert~in the 
reliability of the owner of the property by a discreet inquiry. 

3. Where . the reliability of the owner is questionable or when other circumstances 
indicate that such a procedure is desirable, a pretext should be used; how­
ever, the Agent developing the pretext should be careful not to evolve some 
situation which might be even more embarrassing than the truth. such use 
of pretext requires careful thought and planning. In many instances the 
Agent must disclose his official identity in order to obtain suitable 
quarters for the ~urveillance; however, in such instances, the intimate 
details of the surveillance and the case under investigation should never 
be disclosed to the person contacted no matter how reliable he may appear· 
to be. 

4o When quarters are rented for a fixed surveillance, telephones should be 
installed in order to enable the Agents on surveillance t~ communicate with 
the office and with the Agents on the outside. 
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5. 

6. 

7. 

SE( • ~·. SURVEILLANCES AND RAIDS • 4I - K 

The Agents on a fixed surveillance should use extreme caution to prevent • 
'fire hazards. Their pers anal habits and conduct should be such that ther~·~ 
will be no nause for complaint from neighbors or those from whom the 
property is rented, 
The arrival and departure of .Agents assigned to the surveillance should be 
arranged at a time when there will be the least possibility of arousing 
suspicion on the part of subject or other persons in the building. Agents 
going to and from the premises must be constantly on the lookout for 
countersurveillances on the part of subject or his accomplices, 
All Bureau property taken to the place of a fixed surveillance must be 
completely inventoried, This action should be done before the property is 
moved into the quarters to be occupied, When such property is removed, or 
when the surveill,ance is abandoned, the property removed must be checked 
off the inventory. With the abandonment of such a surveillance, a thorough 
and detailed search of the premises must be made to prevent the loss of 
Bureau' proper·ty, or the subsequent id:entif icatio n of Bureau .Agents through 
the tracing of such property. Serial numbers and other identifying informa­
tion should be removed from such equipment before it is taken to the prem­
ises being used by the .Agents on the surveillance in order to preclude any 
possibilfty of such equipment being traced back to the Bureau, Discarded 
work papers, scratch pads, carbon papers, or the personal effects of an 
Agent from which an identification can be made shall not be abandoned at 
any time in or near the quarters used for a fixed surve·ilJ.ance. 

·;r. SURVEILL:ANGE SUPERVISION 
1. Designate .Agent to be responsible for on-the-scene coordination of each 

surveillance. This .Agent is responsible for insuring that surveillance 
logs are submitted on a daily basis by each participating .Agent and for 
keeping SAG or supe:::-vi'sor immediately advised of all major developments. 
All Agent& must assure themselves that the SAC is kept informed, The 
designated .Agent must be advised by supervising official on a continuing 
basis of all information pertinent to the surveillance. 

2, Surveillance logs must be reviewed and coo:::-dinated on a daily basis by 
appropriate snpervisor, .After review, log must be furnished promptly by 
supervisor to substantive case .Agent for action. 

3, SAC must immediately advise Bureau of any development of major importance 
or potential embarrassment. .Advise SAG (and through him Bureau)· of any 
situation where surveillance is nmade" by subject. 

Xc SURVEIJ"LANGE LOGS 
[ 1. Each Agent participating in physical surveillances [in all criminal-type 
[ cases and in security cases where ~he activity observed might result in 
[ prosecutive action should]maintain separate surveillance notes in the 

form of a J.og reflecting in chronological order only his pertinent 
observations noted during tour of duty. Entries noted on these logs 
should be made as original entries whenever possible. If physical cir­
cumstances prevent recording directly to a surveillance log, appropria.te 
entries should be made on the log at the earliest possible moment, Any 

.notes necessary to support subsequent entries on logs and essential to 
refresh an Agent's recollection should be retained and attached to the 
log itself. This log and any notes used to conpile it are to be retained 
permanently so that an Agent testifying to a surveillance will, if· 
necessary, produce and refer to only his own original notes. Logs are 
to be submitted to the office immediately upon conclusion of each day's 
tour of duty, Each participating Agent should sign the last page of his 
log utilizing his Bureau name. [Keep in mind that 4-gents' individual 
surveillance logs and notes used to prepare these logs may be produced 
in court. Accordingly, it is essential that their physical condition 
and contents be above criticism or doubt.) 
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c: .. 4K 4. SURVEIJ~LANCES AND RAI' • 

2 •. . In" security cases only, when the activity observed on a surveillance . 
~~s not believed to have prosecutive possibilities, a composite surveil--~~ 

lance log may be submitted. This. log should[list·, ]in chronological ; · 
order, the results of an entire day's surveillance for e~ch subject. J 
Each Agent is to place hie initials opposite those entries[showing]his 
personal observations and is to affix his signature at the end of the· 
log. Administrative details concerning a particular surveillance should 
be set forth in a cover sheet attached to the composite log. It is not 
anticipated that a composite log will be produced at .a trial; however, it 
is possible that some activity observed, although not appearing at the 
time to have prosecutive ramifications, might, at a later date, have such 
possibilities requiring the pr~duction of a composite log. It is, there­
fore, essential that the physical condition and contents of composite 
logs be above criticism or doubt. 

3. Individual surveillance logs and composite logs should be ~ade on lined, 
white; letter-sjze tablet paper, preferably in ink. Title should read: 
Physical Surveillance of:' (name of subject). On second line show date; 
if surveillance extends beyond midnight, show both dates . . On the third 
line indicate location. Number pages, 

Start entries on next line below title. Never 
items on log. First time entered will be time 
If subject is ·not observed, entry should show: 
subject not observed this date." Show reasons 
lance on cover sheet. Cover sheet may be used 
administrative data. If you wish to use cover 
form for approval. Cover sheet should contain 
mation. 

leave blank lines between 
surveillance commenced: 
"8:00 a.m. to 5:00 p.m. -­

for discontinuing surveil­
on continuing basis for 
sheet, submit proposed 
only administrative infor-

[ 4, In security cases, when individual logs are submitted[showing]activity 
( which might result in prosecution, an administrative composite log[may] 
[ be prepareC.[listing)in. chronological order the results of a day's 
[ surveillance on eacn individual. Entries[showing]an Agent's observations 

are not to be initialed by him nor is each participating Agent to sign the 
composite log. These ~omposite logs 0ill not be introduced in court and 
will be prepared for administrative ~se only and to facilitate reporting 
and channeling information. These composite logs should be filed 
separately and apart from the original logs. Separate subfile~ may be 
.utilized for this purpose. In criminal cases, composite logs may be 
compiled if circumstances in individual cases warrant . 

.. . 
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.. ~: ... ~ 

L. PLAlHviNG 'SURVEILLANCES IN ADVANCE .. ,•~ 
1. ·certain types of surveillances, such as the surveillance of pay-off spots' · 

~n extortion cases, can and must be carefully planned in advance and each : 
of the Agents assigned to the surveillance should know exactly what his J 
duties are and just wh<>.t is expectdd of him in this particular assignment. 
A careful survey of the pay-off spot should, of course, be made in advance" 
and the details of the location ~nd the surrounding terrain explained to 
the Agents by blactboard d!agra~s or other illustrati~e methods. 

2. In other types of 3urveillances, certain problems ariie again and again 
which can and should be planned in advance. For example, the problem of 
taking over a surveillance ~t a railroad station comes up very frequently 
in most f:i.eld offices, a.td :.;~:::·:·e is no reason why detailed plans cannot be 
worked out in adv<uce and di's·c·usseu at Agent conferences so that all the 
Agents in the office will know the details of such plans. The s'me pro­
cedure should be worked out for handling surveillances at airports and bus 
termin~ls, as well as other surveillance problems peculiar to the particular 
field office, such as handling surveillances on subways, ferry boats, 
tunnels, and other means of transportation. · 

M. RAIDS I~ ~ENE~AL 
1. Hhen a danJerous assignr:~e;1t a:ris es in whl.ch the practical application df 

firearms rniJht be reasonably anticipated, the SAC must personally take 
char6e. SACs must assw~e leadership in raids or arrests where firearms 
might be U3ed and in rn&jor cases of great importance even though there 
is no indication that firearms might be employed, Unless emergency 
conditions prevent prior notification, ~he SAC or person acting in his 
absence mu3t be immediately notified when such a situation arises, before 
action is taken toward apprehension, The Bureau should be advised by 
teletype or telephone of the aame of the official who will be in charge 
of the da.nJerous assignment. If the SAC or .ASAC will not be on the spot 
in charge, sufficient explana~ion should be outlined which will indicate 
the reasons for the inability of the above-named official's participation. 

If a ma.,ior case is being investigated involving the hot pursuit of fugitives 
which re-1uires a concentration o~ .Agents, it is incumbent upon each SAC to 
arran~e for 24-hour coverage in the resident agencies in his territory where 
the activity is such that it caa be expected there will be numerous phone 
calls and contacts from co-opclrative citizens and other law enforcement 
personnel. Where necessary, male clerks rna; be utilized ~o effect such 
coverage, No such coverage should be initiated without Bureau authority, 

2. A raid is an offensive type of operation characterized by the suddenness 
of its delivery. The purpose of conducting raids is usually to apprehend 
individuals or search premises. rio two raids if planned to best advantage 
will be conducted exactly the same, However, the following elements will 
characterize well-planned operations of this type: 
a. Speed 
b. Surprise 
c. Simplicity 

[ rd. Safety of all personnel 
[ e. Superiority of manpower and firepower] 
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SECTIO:ti • SURVEILLA~CES AND RAIDS • 4N 

PLA11NING RAIDS 
1. Every raid should be carefully planned in advance to insure the greatest 

factor of safety to the raiding party and innocent bystanders, and to 
prevent the escape of the persons sougnt. 

2. One individual designated as a raid commander should be re'sponsible for 
planning and conducting of the raid, and it is his responsibility to see 
that all members of the raiding party are aware of the parts they are to 
take in the raid and he alone should be charged with the duty of changing 
plans and issuing orders as the situation may demand. , 

3. As careful and detailed reconnaissance as time permits should be made of 
the vicinity of the place to be raided, noting all avenues of escape,. such 
as doors, windows, skylights, fire qscapes, streets, alleys, and roads. 
A neighborhood in~estigation may be necessary at times to determine whether 
confederates of the person being sought may be residing near the premises 
to be raided, During this investigation it can be determined whether 
Agents coul~ be stationed in neighboring homes or apartments. A map or 
diagram should be prepared following this survey and should be shown to 
the Agents participating in the raid. 

4. On the basis of the information a·vailable, the raid commander must deter-. 
mine the number of persons to be in the raiding party, the time when the. 
raid is to be conducted, the equipment necessary, and i~sue instructions 
so that each individual Agent on the raid will know exactly what is ex­
pected of him and just what action he sho~ld take under circumstances 
which can be readily foreseen. In planning raids, the following questions 
must be determined by the raid co~nander: 
a. Number and selectio~ of raiding party · 

b. 

b. 

(1) The party shou,ld include only Agents who are properly qualified 
in handling firearms; in the event local. officers·are needed to 
assist, these officers should have the same qualifications, 
All of the Agents and officers on the raid should know each 
other so that they will be able to recognize each other under 
emergency circumstances, The number of men needed on a raid 
depends on the circumstances. The raiding squad should be 
divided into such groups as are necessary in conducting the 
raid. These groups should be instructed in their duties, 
certain of them being informed of the fact that they will enter 
the premises to make ~he arrest and others will be charged with 
·the responsibility of covering this activity in order to prevent 
the escape of the subject, and also for the purpose of neutralizing 
any hostile gunfire by persons in the house. It will be the duty 
of the covering Agents to prevent escape of the individual sought 
in the event he emerges from the house after the raiding party 
enter E.. 

The time of the raid 
(1) This will depend on the habits of the individuals sought and the 

information available as to their activities or possible future 
plans. In the event it is necessary to conduct the raid in the 
night, the necessary lighting equipment should be available. 
Usually it is found desirable to conduct raids shortly before 
dawn as this permits the Agents to take their places under cover 
of darkness and as the daylight comes permits the observation 
of the place ·and occupants during the raid, 

Raid orders are issued by the raid commander who will advise each 
Agent o~ officer on the raid of his specific duty. He will, of 
course, furnish all of the information available concerning the 
persons to be apprehended to the members of the raiding party. 

~ 
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o· SECTION ~SURVEILLANCES AND RAIDS • d, The equipment to be used will be determined by the raid commander and 
will depend upon the circumstances of each particular case. ·obviously 
high-powered rifles cannot be used in congested areas and the type of 
firearms used will conform with the locKtion of the plaoe to be raided 
~nd the proximity of neighboring houses an~ buildings, All the equip­
ment, including firearms, handcuffs, leg irons, electrical and technical 
equipment, should be inspected by the raid commander or an , experienced 
designated Special Agent prior to the raid, Agents should be partic­
ularly alert to display suitably their identification, either by means 
of arm bands or badges, especially at all times when they are moving 
about in the possession of exposed firearms, Consideration should be 
given to using arm bands and pass words to identify Agents on the raids 
and Agents should display badges prominently on the outside of their 
coats, Of course, all automobiles used in the raid must be filled 
with gasoline and oil and be in perfect running condition. 

[Each office is to maintain a supply of arm bands in sufficient quantity 
to provide 50% of the Ag~nt personnel with them,] 

e, An assembly point should be designated near the ~lace which is to be 
raided where all Agents can assemble just before the raid for final 
instructions prior to proceeding to their positions •. In the event the 
place to be raided is near the field office, it would not be necessary, 
but where the objective to be raided is some distance away, an assembly 
point should be used, Of course, the assembly point must be sufficiently 
far from the scene of the raid to preclude the possibility of the sub­
jects' being warned of the proposed raid by this assembling of Agents, 

Every effort must be made to avoid having our investigative operations 
and the activity of our personnel become obvious to newspaper repre­
sentatives, photographers, and idle curiosity seekers. A location should 
be selected which will prevent concentrating the personnel in central 
and public places, The Agents should not arrive in a group but 
singly or in pairs and avoid attracting attention to their movements, 
When carrying f~rearms, such as machine guns or shotguns, the departure 
from the Bureau headquarters or wherever a temporary headquarters may 
be located should be by rear or side entrance and such movement should 

·not be a group departure which will give the appearance a mass raid 
is about to take place. 

~PROACII TO THE PLACE TO BE RAIDED 
The exact manner in which raiding Agents and cover Agents should approach 
the place to be raide1 depends upon the type of place raided and the 
surrounding territory, In any event the approach should be made in such 
a manner as not to warn the occuoants of the.raid objective before all 
of the Agents are in their prope; positions. This may involve in some 
cases leaving automobiles at a distance and approaching the place to be 
raided on foot, When automobiles are so left, they should be securely 
locked and in many instances it may well be part of the raid plan to have 
these cars used for the purpose of blocking roads and other exits from the 
place to be raided. When it is necessary to use a large number of auto­
mobiles to conduct a raid, these cars should not proceed from the Bureau 
o~fice or garage in a caravan and should not collect at any given point 
near the place to be raided at any appreciable length of time prior to 
the time the raid is to be conducted. Large numbers of similar cars 
closely following each other during unusual hours will attract attention, 
resulting in reports to the local police, Rather than. this, the Agents 
should be required to set their watches before leaving th; office and 
be instructed to proce~d over different routes, meeting at a given point 

:atl a given· "bimc immediately prior to the time the raid is to be conducted. 
Care should be taken to make as little noise as possible. The slamming 
of automobile doors should be particularly guarded against. 
Prior to giving the signal for the beginning of the raid, the raid commander 
should know definitely that all of the men are in position and have had 
an opportunity to make use of whatever natural cover is available. 
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SEC. • 4. SURVEILLANCES AND RAIDS· • 4P - Q 

'·· 
ENTERING THE PMCE TO BE RAIDED ; " 
1. Raids ma.y begin by a signal from ·the raid commander to the occupants of ·;•": 
... the place being raided, advising them of the official identity of the 

raiding party and reouesting their surrendar. Sometimes this can be ~ 
accomplished by a teiephonc call and in other instances it will be necessary 
to shout to the occupants of the house from the outside, attract attention. 
by blowing a whistle or some similar method. Many raids of premises, 
however, are begun by the !·aid cormnander, after providing for appropriate 
outside protection of the premises, approaching the front entrance and 
demanding entry after making his presence and official capacity known. 

2. Both the raiding .Agents and the covering Agents must utilize all natural 
covering available during the approach to the place to be raided and during 
the raid. Cover not only . protects the Agents from hostile gunfire but also 
conceals their movements and whereabouts so that they cannot be observed by 
the occupants of the house or place ·being raided. 

3, If the' subjects in the house being raided do not surrender and are known 
to be dangerous and desperate characters, tear gas should be utilized to 
force them out of the premises. When this is done, the raiding Agents 
will have to wear a gas mask when entering the building after the raid is 

., _ . over, Even though subjects emerge from the house after the gas is used, 
Agents entering the house thereafter should use extreme caution to guard 
against surprise attack by others hiding in the house whose presence was 
not contemplated. 

4. In any raid th6 participants should clearly identif~ themselves as Special 
Agents of the Federal Bureau of Investigation to all persons in the place 
being raided and those nearby so that .no claim can be made by subjects that 
they were being hijacked by other gangsters, 'Identity should be made known 
verbally by a loud clear statement on the part o~ the raiding officers that 
"We are l!,BI Agents," or "We are Special A_gents of the FBI," and by the 

:display of badges. 

DUTIES OF COVERING AGENTS 
1. The primary duties of covering Agents are to cover the approach of the raiding 

Agents to the house and ~revent the escape of persons sought. Ordinarily no 
Agent should fire unless he observes someone fi~ing out of the house. 

?• When persons are seen emerging from the house, thev should be advised of the 
~aiders' identity and called upon to surrender, I~, however, they come out 
of ·l.;he house shooting, the covering Agents should immediately return fire. 

3. It is the duty of covering Agents to guard agains~ possible attack by con­
federates of the occupants of the raided house who may come up from the rear 
either to assist the subjects in the house or uossibly due to the fact that 
they are unaware that the raid is in progress.· The covering Agents must also 
guard against the possibilities of accomplices residing in .adjacent houses 
or apartments. . 

4. It should be realized that raid commanders assign sufficient personnel 
to all areas outside the premises to meet any reasonable emergency that 
may arise. Members of a raiding party should not leave their posts and 
congregate when any ordinary activity arises. In doing so, the areas 
previously assigned to the Agents will be left unguarded, and in the event 
of 'shooting, it is highly possible that some of the Agents may find them­
selves in the cross fire of other Agents. 

. .... 
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5.- ·~he covering Agen·h, !uld remain at their po'i ~ion,. duty until the raid 
o·ommander instructs them to leave. · ·;··~ 

6. When possible, covering Agents should locatd and disable automobiles of th~ 
occupants of the house as soon as possible after arriving at their posts in 
order to hamper the escape of the occupants should this be attempted. n 

7. The raid commander should give consideration and make any necessary plans in 
connection with the notification of police that a raid is in progress when 
the circumstances appear to make such action advisable. 

ACTION TO BE TAKEN AFTER THE RAID 
l. [Deleted] 
2. 

3, 

_4. 

.... ;,. 

5. 

All persons apprehended during a raid should be taken under proper guard 
to the place where they are to be detained. 
Where the possibility exists of other members of the subject's gang coming 
to the'house that has been raided, a sufficient number of Agents properly 
armed should be left in the house or apartment. These Agents must conduct 
themselves in such a manner as to not arouse suspicion and warn confederates 
of the apprehended persons that the former occupants are no longer there. 
All raids should be conducted as secretly as possible and without resulting 
in undue publicity, The names of participants in a raid should not be 
disclosed without prior Bureau authority. Should anyone be killed during 
a raid and inquest by local authorities is necessary, arrangements can 
usually be made for one or two Agents to testify for the entire raiding party. 
Agents on a raid should never indulge in promiscuous shooting and should 
constantly bear in mind the Bure~u' s rule that Agents should shoot only in 
self-defense. 

BLOCKING OF ROADS 
1. Several situations may arise which will rtlquire that one or more roads be 

blocked. The purpose of this procedure will largely determine the methods to 
be employed, There are set forth below several suggestions as to effective 
means of blocking roads. 
a. To block roads for the purpose of inspecting automobiles, To bloCk 

persons who may be leaving a particular area most effectively, a 
blockade should be provided allowing only one-way traffic in a single 
lane. The point selected should be located where natural cover is 
afforded for the ~~ents eqgaged in this work, such as where a roadbed 
is cut through a hill or where concrete abutments or bridges are available 
for cover. Consideration should be given to locating the point of 
blockade at a place where it cannot be ~bserved from a distance and 
thereby enable the approaching cars tc turn around and go back without 
approaching the blockade. Wooden barricades and stop signs can be 
utilized in telling the vehicles to travel in one lane. Several cars 
should be permitted to pass through one direction and then several from 
the other direction so that the traffic will not be unduly delayed. In 
addition to the Agents working at the point of blockade, other Agents 
should be stationed at points a considerable distance from the barricade 
up and down the road to stop any vehicle which may attempt to turn around 
and go back when they observe the barricade, 

I o 
i-13-{,~ 
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. ~ :: :t){ ·To block a road and stop a specific automobi],e can be done by s elect·iqtl• 
Af. a point in the road which is relatively narrow and extending a rope or· 

cable across the road with a stop sign attached t~ the center. One en~ 
of the rope or cable can be fastened to a tree or some other similar 
object on one side of the road and the rope then laid flat across the 
road and the other end wrapped around ~ tree or pole in such a manner 
as will permit the rope•to be puiled taut across the road and securely 
fastened. Agents can 9e stationed under cover to pull up the rope or 
cable when the wanted car approaches. Other cars will not b~ &topped 
and can easily drive across the rope or cable as it lies on the road. 
This cable or rope should be placed across the road diagonally so that 
if the wanted car is driven into the obstruction it ~ill be deflected 
sideways to the side of the road into a ditch or an embankment. Other 
Agents should be stationed at a considerable point up the road in the 
direction frpm which the car is expected to appear, and these Agents 
have the duty of watching for the warit~d car and notifying the Agents 
at the barricade of its approach and also of blocking the escape of 
the car if it turns around and tries to go back. If the wanted car 
approaches the barricade and stops, Agents, properly armed, located 
under cover on one side of the road should train their guns on the car 
and commmand the occupants to alight. · 

c. Roads can be blocked with automobiles in those cases where a car is 
expected to proceed along a certain road on which there is considerable 
traffic and where it is not feasible to use either of the above methods. 
This roadblock can be established by having Agents in one car stationed 
beside the highway at an intersection or in a filling station, who will 

. be on the lookout tor the wan~ed autorrobile. One or more cars with 
Agents should be stationed at a point at a considerable distance down 
the road but within view of the firsi,; car so that signals may be ex­
changed. When the wanted car approaches, the first car will si~nal 
to the Agents in the other cars who will drive their cars across the 
road in such ~ manner as to conpletely block the road and force the 
oncoming car to stop or turn aroundo No Agents, of course, should re­
main inside the car which is used as a barricade; If the car turns 
around and attempts to turn back, ~he Agents in the first car can use 
their car to blocik the road. 

d.. In general, the type of barricade used will depend upon the type of 
highway, the amount of traffic on it, the surrounding terrain, the 
character of the persons sought, and the time available. Blockades 
should be established at a point where the road is narrow if this is 
at all possible. The point selected should be between deep ditches, 
h1gh embankments, or heavy woods to prevent the wanted persons from 
driving around the barricade throu6h open fields. Agents covering this 
point should all be placed on the same side of the road so that they 
will not injure one another by cross fire. 

e. If it becomes necessary to approach a car which has been stopped at a 
barricade, you should take advantage of the cover provided by the car 
itself in approaching it. This should be done, of course, in such a 
manner as to place the occupant of the car at a disadvantage in your 
approach to him to effect an apprehension or require him to get out 
of the car in auestion. · 

f. Whenever a roadblock is established i~ which any Bureau personnel is 
physically present and participates, it is fundamental that the' Agents 
be in charge of such operation and they must make sure that the police 
or any others participating fur~ish full cooperatioh. Each SAC will be 
held personally responsible to see that any such roadblock is complete 
and no excuse will be accepted for any such operation which proves to 

"be ineffective. in planning a roadblock, definite consideration must 
be given to providing for the safety of the officers participating and 
innocent citizens who can logically be expected to run into such a 
roadblock on the public hi~hway. 
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Law of search and s~u~e • 
Agents operating a roadblock should ~e familiar with the law of search ~n~ 
seizure as stated in Bureau[monographs on this subject furnished to all ~·~ 
offices ]and in Training Document 13, "Roadblocks." • 

J 
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DATA PROCESSING SECTION, COMPUTER SYSTEt\1S DIVISION 
lo Automatic Data Processing (ADP) assistance is provided by the Data 

Processing Section (see ~~R, part II, section 3, pages 28 & 29). 
2o Computers and other Automatic Data Processing Equipment (ADPE) are 

~nvolved in every facet of business and Government. Therefore, it 
is very likely that computers or other ADPE may be directly involved 
in a criminal violation or a security matter of FBI jurisdiction. 
The Data Processing Section should be immediately contactedo Expert 
ADP personnel are available to provide assistance.] 

· This dfJcum~nt i8 prepared in response to your request and is not for dissemi­
nc~tion ontside your- Com??J,ittee. Its use is iimited tQ official pr.oceedi1i.ns by 

. yonr Committee and the conte~t nw.,11 not be disclos~d t_o unauthorizefl pe?·son- . 
· ·ncZ withaut the exprestJ appr01Ja£ of the FBI • 

Page 22 
40 

--

c 



.. .. FOR OTHER GOVERNt-IE1'"T AGENCIES 

Bureau is ~equired to cond. applicant-type investigation.f persons seeking 
govern:nental e:nployment a:nd employed in executive branch o,.,ederal Government 
as a result of la~s and Executive orders· in certain categories and by agreements 
between Bureau, Department, President, and other gov~rnmental agencies. In 
addition, Bureau is recuired to conduct investigations in certain instances of 
nongovernmental e~~loy;~s or anplicants (1) whose duties require access to · 
highly Festricted data, and (2) U. S. citizens employed or being considered for . 
employment by public international organizations. Specific information con­
cerning authority to conduct these investigations will be furnished by Bureau 
to field offices upon request. ~ 

The term qapplicant," as used hereinafter, is synonymous with the term "employee." 

A.. CLA.SSIFICATIOUS LUD ADMINISTRATIVE PROCEDURES 
The following instructi~ns apply to investigations of applic~nts and 
employees for other Government agencies. Special instructions pertaining 
to individual categories are furnished at the end of this section. Each 
Agent must familiarize himself with the general and special instructions. 
1. Classificat~ons · 

a. 116 - Atomic Energy Act - Applicant or Employee (AEAA o.r AE.A.E) 

C> 
b. 151- (Referrals from Civil Service Commission (esc)) 

1 .Peace Corps (PC) 
2 United States Information Agency (USIA)· 
3 National Aeronautics and Snace Administration (NASA) 
4 Atomic Energy Co~~ission (esc) 

[ 
[ 

5 Ue s. Arms Control and Disarmament Agency (ACDA) 
6 Agency for International Development (AID) 

.c. 77 
(1) Departmental Applicants (DAPLI) 
(2) [United States Courts App_l.icants __ (USCAPLI)] 
(3) rfuintenance Employees {name of field office) . 

d. 1~1 - Special Inquiries for the White House, Congressional 
Committees, ana. Other Government Agencies 

e. 140 - Security of Government E:nployees (SGE) (EO 10450) 
f. 138- Loyalty of Employees of the United Nations and ·Ott:er 

. Public International Organizations (LEUN) (EO 10422) 
2, Initiation of investigation 

Personal history data as received by Bureau is forwarded to field. · 
If data are inadequate, see "Who's Who in America"; "Hho's Hho in 
(State, City, ~r Section)"; "Who's Who in (Profession)"; Directory 

. of Directors; rfurtindaie-Eubbell Law Directory; and other 
professional directories. Information in Identification Division 
files and Bureau files is sent to field if pertinent for investigation 
and.inclusion in report. 

3. Assignments of cases 
Must be searched, opened, and assigned immediately. Investigation 
is to cowJ~ence immediately. 

4. Indices searches 
Bureau indices in app·licant case (not SGE" & LEUN) are searched on-ly 
against applicant's name, names of deceased relatives, and names of 
relatives residing in foreign countries. Each field office must 
carefully search names of following agairist indices: 
a. Applicant 

Include variations and additional names developed during investiga­
tion. Advise Bureau and interested offices of additional names 
developed. 

b. Close relatives residing in field office territory 
Search rr.ust include all names used by relatives. Include maiden 
name of applicant's spouse. Questionable ~dentity must be resolved. 

Thif! a~~~nt is prepared in: respon.se to your request and i; n;t for disseri •· 
natwn outs1,_de your Comm1,ttee. Its use is limited to offi(':rz ., l' d' . ~'l-

. Y(ll?!r qtohmmt1,ttth.ee and the content ~y not be disclosed to un~~tf:~;i;:/·~1~~0;{1_ 
nc 'W'l ou e express approval of the FBI •. · "' 1 

1 
NW 54978 Docld:32989724 Page 23 8-13-73 



9A.' SECT!ON 19. APPLI • . AND EMPLOYEE INV~~STIGATI.ONS 
FOR OT GOVERNHENT AGENCIES 

Include in search not only names of close relatives known when 
investigation was initiated but also those identified during in­
vestigation. Not necessary to search names of relatives under· 
15 years of age. 

c. References 
Name should be se<:.rched through office indices where refer~nce 
resides. Names may be searched only as they appear in reference 
material furnished. Searches of variations in n&me and initials 
not required, unless developed during investigation. File 
searches of names of additional references developed during in­
vestigation should be made. 

d. Others 
It may often be necessary to search against indices names of 
other _persons and names of organizations with which applicant 
has been identified. \·There co1runon sense dictates, names of per­
sons with whom applicant has been closely associated during his 
adult life, such as roommates, close social friends, divorced 
spouses, and others where relationship would warrant, must be 
searched against field office indices. 

5. Deadlines 
a. Deadline date is date renort to be received at Bureau. 

All deadlines are figured from date of order letter and cannot 
be c-hanged .without Bureau a.uthori ty. 

\. Deadline must be met unless delay beyond office control 
(1) If deadline will not be met and no administrative action 

deemed warranted, form :h'D-205 or other communication must 
reach Bureau by deadline-date advising 

b When report will reach .Bureau !al Reason for delay 

c No administrative action warranted - This decision must 
be made by SAC or ASAC. 

(2) If deadline will not be met and administrative action deemed 
warranted, letter must reach Bureau by deadline date advising 

b When renort will reach Bureau !al Reason for delay 

c Type administrative action recommended and reasons there­
for 

(d) Identity of personnel involved, together with memoranda 
of explanation from such personnel 

6. Prior applicant investigations 
If field files disclose previous applicant-type investigation conducted 
by Bureau, following steps should be taken in all cases: 
a. Bring previous investigation thoroughly up to date and supplement 

it as necessary so total scope of investigation will conform - in all 
respects to current standards. Recontact persons previously inter­
viewed who furnished derogatory information. 

b. If all leads now necessary were covered in previous investigation, 
RUC case by routing slip so advising Bureau. . 

c. If previous investigation was made within six months preceding 
receipt of new request and,_if it ... wa.s tb.en complete, conduct no 
inve stiga.tion and RUG. · '·-·· · · 

7 •. Leads for other offices . 
a. Set out leads for other offices im:ncdiately when they become known 

during investigation. Use most expeditious means of c-ommunication 
commensurate with economv to meet deadline. · 

b. Furnish Bureau copy of c~mmunications setting out leads. 

.. 
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FOR nTHER GOVE.iULt-~~IT AGElTCIES 

In ge:teral., f~l1.ng ini'orma.~ion should be incl.d in conununications 
setting out leads for other offices which have not received copy of 
Bureau le~tcr Yniti2ting investigation: · 

· (1) · Ua.me., aka's, and any other title information, such as zone 
desig'::tations in title of A.EA.A easEls 
Cha.::-a.ctcr 
Bure::!.u dca:lline 
Any d:.-Ea necessary to identify applicant; such as birth data, 
description, ann social security number if lead is to check . 
emplo:yn~nt 

(5) . Sneci:f:.c lead 
(6) B~icf desc;i?tion of any derogatory information developed 

Receipt of additional inforffiation in closed case 
a. Recheck o:f:fice i~dices. 
b. Determina identities of original sources of all new derogatory 

and interview if uossible. Furnish Bureau information without 
in letterh.::ad ;~:-=m~r~:r:.dwn or 1>tlpplerr.ental :::-cport. Use teletype 
warrant::;~ ~-u.ch au ?rt)sidenti?.l c.:_-,oointee. 

c. If.circu.:nstanccs ;"ta:::-rant, e.g., additional in·restigation 
involved a~d cannot be immediately completed, Government 
promine~t indi•idu.~l, etc., advise Bu:::-eau by appropriate 
to initia~ing adnitional investigation. 

data 
delay 
if case 

ap~ears 

employee is 
means prior 

d. If indica-tion in:l·lvidual no longer Gcvernment employee, verify cur­
rent em?lo:.'I!lc!lt immediately at inception of investi_gation. 

DNES'i'IGA'2IOU 
Objectives of investigation 
a, To determine: 

{1} Character - general traits; reputation as to sobriety, honesty, 
trustworthiness, · reliability, and discretion; activities revealing 
l~ck of such aualities · 

(2} Loyalty - actions and statements revealing ~erson's attitude 
and allegic.nce to U. s. and its constituted form of gove:::-nment 
or S.}-mpr..thies ;·rith any foreign government or ideology. 

. (3) Associations - iypes of persons, groups, organizations, or 
m.ove:<:ants with ;·;hich the person has been associated, ;·rith 
particular concern as to whether any Qf his associations have 
been of undasirable or disloyal nature 

General instruc~ions 
a. Results are furnished other Government agencies for examination 

b •. 
c. 

d. 

and adju-:1ication. · 
Investigation oust be painstakingly exact, fair, and unbiased, 
Intervie·::s must be thorough _and exhaustive and include persons in 
same age group as applicant. 
Purpose of interviews is to get inform2.tion, not to give infor­
mation. ~void possibility for accusation of character assassina­
tion or S?r-ilading cf rurnors. [' 

[• .. e • Do not convey impression that person investigate~ is under sus­
picion or that investigation is cf criminal or subve:::-sive nature. 
Advise persons interviewed that investigation is personnel-ty?e 
background inquiry conduct~d because iniividual is under consid­
eration for Government em?loyment, cmplo}~ent by a public inter­
national or~nnization, or may h~ve access to restricted or secret 

[ 
[ 
[ 
[ 
[ 
[ 
( 
[ 
[ 
[ 
[ 

f. 

g. 

h. 

inforr:.ntion in wh:i ch Govcrnm~nt has interest.. . 
Unless so in~tr,.J.ctcd by Bureau, do not disclose idenii ty of 
requesting a~ency or position involvel. 
J!'o such t~inr; as routine invcsti~ation. Imperative each case 
approached with invostigative inquisitlveness to secure all infor­
mation both favorable and unfavorable. 
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8 ·SECTION 19. APPLICAWl' AND ENPLOYEE INVESTIGATIONS CONDUCTED 

3. 

FOR OT' .OVERNi1Eil'T AGENCIES •. 

Scope of full field investigations 
Account for all periods of adult life~ 
a. Birth 

(1) Ascertain date and place of birth. This may be done from 
· such sources as school and employment records. 

(2) Verify at bureau of vital statistics when 

!a) Parents foreign born 
b) Investigation develops inc9nsistencies in birth data 
c) InYestigo.tion otherwise indicates necessity for verifying 

birth data 
.b. Naturalization 

If applicant foreign national or obtained citizenship through 
naturalization or naturalization of parents, check Irnmigration ana· 
Naturalization Service or court records. 

c. Education 
(1} -Verify college attendance and degrees. Detailed record of 

studies and grades not desired. Interview teachers and fellow 
students; ~ere verification of attendance is ~ot sufficient. 

{2) Cover high school attendance only if it was within preceding 
six years, or if special reason exists for doing so. 

d. Marital status 

Ill. If any ~qestion, resolve through appropriate records. 
· 2 · Verify divorce and determine reasons if pertinent. 

3 ·rnterview divorced spouse if appropriate. 
e. Employment 

(1) In SGE· cases Government employment. or 'status of applicant 
must be verified within ttree workdays of receipt of case in 
office. 

· {2) Verify all employments, including any additional· ones devel­
oped during investigation; examine all pertinent files at 
places of enployment; ascertain ·;;hy employment v1as terminated 
in each instance. Ascertain dates of emplo~ent and positions 
held; note discrepancies with questionnair~ or application 
form. If employment records are unavailable for extended 
period, set out that fact in report, together with results of 
efforts to verify employment through other sources; this will 
eliminate delays resulting from unavailable records. Inter­
view supervisors, fellow employees, and other appropriate 
personnel. 

(3) If applicant has been in business for himself, interview 
competitors and neighboring businessmen. 

·(4) Periods of unemployment must be investigated and accounted for. 
f. Yulitary service records 

(1) Review if indication annlicant served in armed forces. 
(2) Report complete· military record, incJ.uding honors be stowed, 

type of discharge received, and Reserve status. 
g. Neighborhoods 

il} Interview neighbors at applicant's places of residence during 
past five years. 

{2) If derogatory information is developed, interview persons in 
logical neighborhoods without limitation to preceding five 
years. Particularly include all neighborhoods where it might 
be expected derogatory information could be further developed. 

(3) Do not waste effort in endeavoring to conduct inquiries in 
neighborhoods where anplicant resided for very brief periods, 
such as one morith in ~ trail~r camp. 
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SECTIOU 19, J,"..,LICANT AUD E!1PLOYEE HTVESTIGA.TTOUS CONDUCTED l9B 
l ~THER GOV~RlmE~T AGENCIES ~ 

{4) Do not conduct neighborhood investig~tions on individuals 
under consideration for positions of Cabinet rank• Moreover, 
neighborhood inquiries should not be made on.any other prom­
inent persons without Bureau approval. If information is 
developed indicating advisability of making neighborhood 
investi~ations on prominent people, irrmediately furnish per­
tinent facts to Bureau for authorization. Concerning persons 
not falling within prominent categories, be alert for 
information which would indicate that a neighborhood inves­
tigation would be inadvisable and notify Bureau for approval 
prior to maki.:!.g .. ~i...,.~"h"h.c.:d:..!!~~--·.1..n~:'..~.:5 . .ries. 

References 
Interview all reterence s, exc~p·u 'r'· ····· 

.(1) Po not intervieN reference concerning whom information is 
known which would nreclude interview, but if appropriate, 
characterize refer~nce. 

{2) An isolated reference who cannot be contacted without ex­
pcndi ture of unre~.sonable time and travel, or reference whose 
unavailability for other reasons would delay investigation, 
need not be interviewed provided satisfactory investigation 
can be conducted without interview. When such a reference 
is not interviewed, shol't i11 details of report reference un­
available and amplify circumstances on cover page if needed. 

·If derogatory information exists uoncerning a reference, 
ascertain nature and extent of his association with applicant. 

i. Relatives and associates 
{l) Each field office must develop identity of all close relatives 

and appropriately advise each interested field office. Close 
relatives under ordinary circu~stances include spouse, parents, 
brothers, sisters, and adult offspring. Special instances, 
such as more distant relatives .who occupy same residence as 
·applicant, will require broadening of this definition. 

(2) . Independent in~estigation is not normally conducted on close 
relatives or associate§, except in ~pecial Inquirx and 
Departmental Applicantland u. S. Courts Applicantjcases as 
noted beJ.o\'1. Derogatory allegations, incomplete police 
records, or indefinite places of residence may require discreet 
inquiries of informants and reliable sources to verify or 
refute allegations, clarify a police record, or fix a current 
place of residence. If derogatory information exists concerning 
relative or associat~, ascertain nature and extent of associa-
tion with applicant. -

j, Law enforcement agencies and credit agencies . 
(1) Check applicant's name against files of local law enforcement 

agencies and credit agencies in all localities of residence 
and employment. 

{2) Check na~es of close relatives agains~ files of local law 
enforcement agencies at present place of residence. Do not 
conduct credit checks on close relatives. 

(3) If record is located, obtain in detail all necessary identi­
fying data which identifies applicant or applicant's rela-
tive with person on whom record is located. As to applicants, 
verify if there is an arrest record involving a c~iminal 
offense or ~ traffic offense other than a parking viplation. 
Ascertain not only disposition.but pheck existing court docket, 
blotter, or case file for any additional data that ~ight be 
a~ailable. Should it be necessary, interview arresting· 
officers if available. 
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SECTION 19 • .APPLIC1.~UD EMPLOYEE INVEST;I:G.A.TIONS 
FOR O'riLIIIii'"GOVERNMENT .AGENCIES 

(4) Frequently arrests are maae·on charges which are generic and 
indefinite in nature. Examples of such vague charges are dis­
or&erly c~nduct, loitc~ing, suspicious person, investigation, 
general principles, etc •. In such instances, it is not suffi­
cient merely to report that applicant was arrested on such a 
charge, but exact nature of his activities resulting in arrest 
must be ascertained. Charge of disorderly conduct might en­
compass activities ranging from sexual deviation to distribution 
of conununi s t literature. Exact nature of such charge must b_e 
ascertained for inclusion in report. 

Some law enforcement agencies departmentalize their operations 
making it necessary to check records of various squads and 
bureaus within agency. Checks of records of each such indi­
vidual souad or bureau must be made. Check should include 
traffic violations. 

Checks should not be limited to police departments but must 
include records of sheriff's offices and other duly consti- · 
tutcd law enfo~cernent agencies. 

Affiliation ~ith questionable organizations 
(1) Ascertain nature of derogatory information available concerning 

organization and particular branch in question. In some alleg­
edly communist organizations, certain· branches are substantially 
free of communist control. If organization is a communist­
dominated or -infiltrated labor union, brief information should 
be reported concerning extent of infiltration of national organ­
ization, regional headquarters, and local in question. Exer·cise ~ 

care to avoid embarrassment to Bureau which might result from 
conveying i~pression that investigation is being conducted of 
an organization, such as labor union, on basis it is alleged 
to be subvcrsi ve. · 

(2
3

) Conduct inquiries to verify or disprove alleged affiliation. 
( ) As-certain knowledge of or agreement with policies of organi-· 

zation on part of applicant. Determine dates of affiliation 
and extent of participation as member or officer. If member• 
ship terminated, ascertain whether ·terminated prior to such 
time as organization may have been publicly declared subversive. 
If organization is a cqmmunist-dominatcd union, endeavor to 
determine whether membership may have been necessary for person 
to retain employment. Ascertain whether person was active in 
such union and whether he held official position. Obtain infor­
mation regarding any statements or acts indicating acceptance 
or'rejection of procommunist union policies. If affiliation 
with coiTU:mnist-doninated union has been terminated, endeavor 
to determine whether termination rosulted from disagreement 
with policies or from a desire to prevent difficulty in con­
nection with present application for employment. 

(4) Contac.t appropriate security informants familiar with disloyal 
or subversive affiliations alleged. 

Association with questionable individuals 
(1) Ascertain degree of association and awareness on part of person 

under investigation of ~ct~vities of ~uestionable individual. 
(2) Extent of influence questionable individual exercises over 

applicant 
(3) If questionable individual previously investigated under Exec­

utive Order 9835, Executive Order 10450, or Executive Order 10422, 
· report should so state. 
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FOR '"~THER GOVERN!-JENT AGENCIES 

I Include ~it.of position, agency whore emo.ed, and year 
invcstig~tion conducted. Also report any pertinent data 
received sub~~qucnt to above investigation. 

(4) Se~rch names of questionable associates through office indices. 
Siened statencnts 
(1) Press to obt~in from persons furnishing derogatory data· re 

applic~nt ~nd dicloyal ~ata on references, relatives, o~ close 
associates. 
{a} Not nececsary·to secure from postal employees who fur­

nish infor~.1:~tion secured through official duties . 
(b) Include in opening paragraph of signed statement desires 

regarding testifying befdre hearing b6~rd and any request 
for concealment of identity; e.g., 

"I, , furnish the following voluntary statement 
to , who has iuentified hinself to me as a 
Special Agan~ of tha F3I, U~ited States Department of 
Justice. I am {not} willing to testify before a hearing 
board in the presence of the employee and his co~nsel 
and be eros s-exn.mined. {try un-:.•tillingne s s to testify is 
due to business co~~1itments. I re~uest my identity not 
b~ disclosed.}" 

Do not include reasons for unwillingness if such will 
disclose identity and concealment of identi~y has been 
requested. 

(2) Reasons for refusal to furnish signed statement should be set 
out in re?ort. 
{a) If person refuses to furnish signed statement, FD-302 

should be used. 
n. Availability for testi~ony before hearing board 

(1) Persons furnishing derogatory da~a 
Determine availability to testify of persons furnishing 
derogatory data. 
{a) Strive ~o have individuals expr3ss willingness to testify 

as interest of Government and employee's retention in 
employment may be aff~cted by testimony. Do not furnish 
advice. 

{b) Inform testimony will haYe to be in presence of employee 
and counsel ana subject to cros~-cxaminaticn. 

(c) Individual's desires regarding testifying should be set 
out in report, including any conditions under which willing 
to testify. Re~sons for unwillingness to testify should 
bo shown in report. 

{d) Persons inquiring re time and place of hearing, reimburse­
ment for expenses, etc., should be informed such matters 
be discussed with agency requesting their testimony. 

(2) Security inform~nts 
Bureau does not contemplate making establi~hed active inform­
ants available for testimony before hearing boards. 
(a) RepQrt informant un:1vailablc for testimony. 
(b) If inform:1nt later becomes av::l.ilablc and is . ;villing to 

testify, submit letter bearing informant caption, wi~h 
copy for all cases in which in:form:J.nt previously furnished 
infornation. Set·forth brief b::J.ck6round data re inform­
ant. Conunont specifically wh~ther or not informant's 
identity may bo revealed to ~utside agencies. Include in 
detail any data whic~ would indicate inadvi~ability for 
infort!lant to testify. Set out follo1·ting rc each C:\se · 
identified: Bureau file n~mber; title and ch3.r~cter 
(John Doc, Treasury, SG~); T :>ymbol used to conceal in­
fo~nant's identity in rcpcrt; and page number cont~ining 
information from informant. 
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SECTION 19. .APPLICAll"" <\.ND EI1PLOYEE IlNESTIGATIONS CO}Ti'IUCTED 
FOR OTH£. .YERNHE. N'T .AGENCIES • {3) Postal employees 

(a.) Uot necessary to determine desires re testifying from 
postt.>.l employees who furnished information secured 
through official duties 

(b) Report that postal employee (identity concealed) 
unavailable for testimony. 

(4) Special Agents of FBI 
(a) Will be made available for testimony if they possess 

comnetcnt evidence of own knowledge 
(b) Hili not be made available merely to interpret infor­

mation in report 
T symbols 
(1) Where individual is willing to have his name made known to 

hearing board cr agency but r9quests identity not be dis­
closed to person under investigation, openly report indi­
vidual's name, together with his desires regarding use of 
his name. 

{2) Information from confidential investigative techniques 
(a) Care tnust be exercised to insure report does not leave 

erroneous impression that informant involved is per­
sonally acquainted with person mentioned. · 

(b) Report informant unavailable for recontact. No com­
ment necessary regarding furnishing signed statement 
or testifying. 

Exhibits 
(l) Submit if suitable for dissemination to support derogatory 

information. 
(a.) Since exhibits may be made available to person inves­

tigated during adjudication, do not•submit if this will 
jeopardize security operations of· office. 

(b) If not submitted, information contained on exhibit, 
without mentioning exhibit's existence, should be reported. 
Cover page(s} should show existence of exhibit and reasons 
not submitted, 

(2) Submit five copies. If bulky, requiring extensive repro­
.duction, four copies will suffice. 

{3) Submit copies of-previous hearings pertaining to security 
afforded applicant. 

(4) Writings of applicant 
(a} Submit copies of any pertinent to security determina­

tion. 
(b) If writings not pertinent to investigation 

I. List in report. 
II. State i~ cover page(s) writings not pertinent to 

security determination. 
(5) Submit to JBI Laboratory pertinent exhibits containing 

~uestionea handwriting. 
tn) Secure handwriting specimens for comparison from sources 

other than direct contact with person under investi­
gation. 

(b
0

) Obtain at outset of investigation. 
( ) Handwriting specimens should include, if possible, speci­

mens written during period of questioned material. 
(d) Describe specime?s objectively. 

. .. 
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SECTION 19. APPLIC. AND EMPI,O~E INVESTIGAT~ONS ~DUCTED 
FOR OT GOVERNl'fEHT AGENCIES • 

/ 
Tax matters 
Check for t~x liens (stat~ and local) when there is questionable 
financial status concerning Presidential appointments, Federal 
judgeships, USAs, U. S. ~~rshals, Deputy Attorney General~ assist-
ant attorneys general, Dep~rtment heads, and members of Board of 
Parole Land U. S. Courts· applicants.] Furnish questionable 
financial standirtg to auxiliary offices for appropriate checks. 

19B 

Internal Revenue Service records are checked on all special 
0 

inquiries for White House, all Presidential appointments, and all 
departmental[and U. S. Courts]applicants, except honor recruits, law 
clerks, and probation officers. Develop following background data 
immediately and furnish by teletype to Washington Field: name, other 
names used, and social security number of applicant; name of applicant's 
spouse and former spouses; all residences during applicant's adult 0 

life; nam~ and addresses of applicant's present and past employer. 
Internal Revenue Service records should be checked on persons 
not included above if exigencies of case demand. 
Newspaper morgues 
Check nevtspaper morgues fer pertinent information on Presidential· 
appointments, prominent people, individuals outstanding in their 
fiold of endeavor, or any other person und~r investigation where 
indication check would be productive. If particular newspaper is 
unfriendly or some other indication exists to make check u~desirable, 
so state on cover page of report. 
Prior Bureau investigations 
Not necessary to reinterview persons who furnished only favorable 
information if there is no indication such person would possess 
additional pertinent information 
Information from other Government agencies 
(1) Reinterview individuals who furnished derogatory information. 

(a) Where interviewee on current interview furnishes same 
information, not necessary to report he previously. f our-

0 

nished this information to other Government agency 
(b) Where interviewee contradicts information attributed to 

him by other Government agency: 
I. Quote informationofrom other Government agency. 

II. Report discrepancies in information called to person's 
attention. 

III. Report interviewee's explanation for discrepancies. 
(2) Determine i.denti ty of original source for any pertinent infor­

mation and interview. If agency unwilling or unable to iden­
tify its source, indicate reason and agency's evaluation. 

(3) Whep interviewing person previously interviewed by another 
Government agency, do not reveal interview based on previous 
investigation unless absolutely necessary. Such revelation 
necedsary *here contradictory information received, but iden­
tity of other Government agency should not be made knol'ln. 

(4) As general rule, not necessary to duplicate favorable inves­
tigation by esc or employing agency 
(a) Cover page(s) should show investigation not duplicated. 

Ap~licants not to be interviewed 
{1) Persons under investigation are not to be interviewed without 

Bureau authority. If situation arises necessitating such 
interview, furnish facts to Bureau for approval. 

(2) Be guided by instructions in section 87, volume III, of this 
manual regarding interviews of individuals with subversive 
background. 

0 
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(4) 
(5) 

FOR OT!''"'T{ GOVERNmHT AGENCIES 

:f person undorll!vestii~t:on offers to furnisJIIlformation, 
inform him that information furnished will be made available . 
to interested department or agency. If possible, secure signed 
statement. 
Pertinent results of previous interviews should be reported. 
Exception 
In cases in 116 classification and in investigations of main­
tenance employees, person under investigation may be interviewed 
without Bureau authority for purpose only of supplementing 
personal history data. 

v. Agency checks 
(l) Leads for various national agency checks are set out by Bureau 

to appropriate offices (Washington Field in most instances). 

Applicant's name is searched against records of House Committee 
on Internal Security and., if nature of his past employment, 
military service, or foreign travel so requires, against 
records of Civil Service Corr~ission, Central Intelligence 
Agency, armed forces intelligence agencies, and any other 
appropriate agencies. If special circumstanc~s so dictate, 
the applicant's name can also be searched against records of 
the Passport Office, Department of Stateo In LEUN cases, 
files of Senate Internal Security Subcommittee are also checked. 

(2) If kpplicant is known to have been previously processed for 
clearance by Atonic Energy Commission, security files of appro­
priate area office or offices of Atomic Energy Commission which 
handled clearance nrocedures should be checked. 

w. Terminology · · 
(1) Refrain from stating interviewee "unable to furnish any deroga­

tory information. 11 Report specifically what interviewee fur­
nishes. 

(2) Refrain from using "pattern language" in reporting interviqws, 
such as language indicating all persons described employee as 
"100% American." 

x. Admissions, denials, or falsifications 
(1) Report pertinent admissions, denials, or exnlanations of mem-· 

bership in subversive organ{zations. · 
(2) Develop any misrepresentations, falsifications, or omissions 

of material facts. 
y. . Qualifications and ability 

· (1) Inquiries concerning qualifications and ability not necessary 
except in certain· type of cases noted later in this section 
or unless so instructed by Bureau in a specific case. If 
necessary, que st"i ons should be directed toward obtaining all 
available data regarding past employment experiences, positions 
held, and duties and responsibilities involveo in those posi­
tions. 

4. Derogatory information 
a. ·Necessity for thoroughness 

(1) Many agencies for which we conduct investigations have set up 
hearing boards to consider derogatory information in FBI reports. 
These reports may be used by agency to interview i~dividua.l or 
they may furnish statement of charges to applicant and afford 
him a. hearing. Publicity may result. It is most essential 
that investigations be thorough, complete, and factual to avoid 
any basis for criticism of Bureau and its investigation. 
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FOR OTHER GOVERN11ENT AGENCIES 
I.:·~ . 

... J~;) Ascerta~n.ts on ~h-ich are predi.cated a'der~gatory con-
; '· elusions on part of per::;on interviewed. I .,i.t is impossible 

.:':·/·' . .. to obtain information resolving a question of identification, 
report sha~l definitely show this to prevent any person 

.· reading report from drawing conclusion th~t question of 
identification has been resolved. 

'(3} ~dentify and interview original sources of derogatory infor­
mation.· It is not sufficient to receive such information 
indirectly or secondhand. If for some reason it is impos­
sible to interview original source, report should clearly 
show reason. 
{a) Documents on which allegation first recorded in office 

.· files must be carefully revievted. 
(4) Field offices discovering derogatory data must insure that 

·sufficient investigation is conducted to verify or disprove 
it~ Advise expeditiously other offic~s which should be 
cognizant of derogatory information in ord~r to conduct 
adequately their part of investigation. If agenc~ check 
discloses derogatory data and a question of identity is involved, 
office checking agency is to report fully info~ation obtained; 

:'initiate necessary investigation to resolve question of 
identity; and set out leads to interview original sources. 

b. Handling information derived from file searches . 

-·o Data derived from file searches on applicant, relatives, refer­
ences, and associates should be utilized in connection with in­
vestigation and as lead material. Pertinent information from files 
should also be organized for inclusion in report. 

[ 

~. 

{1) ·Information on applicant · · 
Office discovering derogatory information in its files on 
applicant should organize and report it unless data ar~ 
contained 'in case in which ;3.nother office is origin which 
division has received copy of·Bur.eau letter initiating in­
vestigation. In latter event, only office of origin in 
previous case should reuort data. 

(2) Information on referenc~ or other person tQ be intervie~ed 
Office conducting intervie1·t has primary responsibility to 
report derogatory information. If this office has incom­
plete information but another office, such as office of 
.origin, has complete information; office conducting inter­
view must insure that office having complete data reports 
it fully. 

C~ FRAUD VIOLATIONS . ·. . 
·(-... Possible fraud against the Governme'nt (FAG) violations are sometimes 
~-~·detected during applicant-type investigations. They result from falsi­

fication or concealment in questionnaire or application executed and 
·submitted to Govera~ent by ~pplicant in apparent belief that true · 
recitation of facts would prejudice opportunity for employment. 
l •. _Applicable statutes 

a. Title 5, USC, §§ 3333 and 7311 
b. Title 18, USC, §§ 1001 and 1918 

2. SGE and LEUN 
a. \'lhere possible violations of above statutes are indicated, Bureau 

furnishes reports to Internal Security[Section, Criminal]Division 
of Department of Justice for prosecutive consideration. Do not 
present to USA. 

bo If alleged false statements detected, advise Bureau and auxiliary. 
offices immediately. 
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3. 

4. 

FOR OTHER GOVERNMENT AGENCI1S 

o. Investigate possib.raud violation sim~ltaneousl.'i.th . SGE . ox· 
LEUN investigatiqn ... · S,eparate case should not be opened. 

d. Investigation must ~nclude but not be limited to the following: 
(1) Develop p~ospective witnesses and admissible evidence. 
(2) Obtain copies of pertinent ·documents and attach aft exhibits 

to report. 
{3) Ascertain facts surrounding execution of pertinent documents. 

Be alert for any facts indicating willful or unwillful £alsi­
fication of documents. 

(
5
4) Do not interview without Bureau authority. 

( ) If individual is still employed and Department has not author~ 
ized prosecution, do not add "Fraud Against the Government" to 
character. 

e. Discontinued investigations · · · · 
(1) If fact~ indicate possible violation of above statutes, add 

"Fraud Against the Government" to character. 
(2) Submit report including facts developed up to discontinuance 

of investigation, pertinent information from office files, 
and facts indicating possible violation. 

Viol~tions involving seci.tri ty aspect in other applicant-type cases .· 
a. [Deleted] · · · 
b. Bureau furnishes reports to Department for prosecu~ive consideration. 

Do not present to USA. 
c. Do not interview applicant without Bureau authority. Bureau will 

not normall~ authorize interview unless Department requests inter­
view. 

Violations not involving security aspect in'other applicant-type cases 
a. Examples: false denial of arrest ,o~ misrepresentation of other 

material facts 
b. Present USA. 

(1) Exceptions: 
(a) If investigation is on prominent person, such as may 

frequently be the- situation in special inquiries for 
White House, congressional committees, departmental 
applicant, and U. S. Courts applicant cases, do no-t 
present to local USA. Advise Bureau immediately by 
teletype, and furnish information to Bureau in cover 
page(s) accompanying investigative reporto . 

{b) Cases involving petty or i~material offenses, such as 
an arrest for drunkenness or other minor misrepresenta­
tions, are not to be nresented to local USAs. Such cases 
are to be brought to Bureau's attention by cover pa·ge ( s) 
accompanying investigativ~ report. 

c. Interview .applicant and endeavor to obtain signed statement under 
oath. 

d. 

e. 
f. 

{1) If investigation is on prominent person, such as described 
above, do not interview without Bureau authority. 

{2) If case involves petty or immaterial offense, such as an 
arrest for drunkenness or other minor matters, do not inter~ 
view without Bureau authority. 

Discuss case with USA as early as feasible to preclude unnecessary 
investigation if he advises he would not authorize prosecution. 
Set forth in report opinion of USA. 
Discuss with· USA any legal questions regarding venue. Venue has 
been held to lie in district in which document is submitted or 
received by Government agency or its ~~ficer. Therefore, determine 
and report facts in that regard. Inasmuch as witnesses are usually 
located in district in which document vtas received by Governoent 
agency, cases should generally be presented to USA in that district. 
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SECTION 19. APPAfi.NT AND EMPLOYEE INYESTIGATIO.COliDUCTED 

FORWmm GOVER.N11EUT AGENCIES . 
19C - D 

g. Primary responsibility for initiating action to handle possible 
violation res~s with o!fice discovering and reporting it. 

h. It may be desil;~blP. to furnish USA, probably as enclosure with 
report, photostat or CO?Y of original fraudulent .document. 

j _. ~lhen apf!lica.nt phase of investigation is completed but USA defers 
opinion or prosecutive action is awaited, submit ?ending renort. 

Instructions p.:!rt~dnislg both to violations involving security aspect 
and to violations not invol~ing security aspect in other applicant­
type cases 
a. Statute of limit~tion3: five years 
b. Character: Use dual ch~racter - applicant character and FAG. 
c. 

d. 
e. 

f. 
g. 

h. 

i. 

Sepa~ate case not to be opened. Investigate fraud violation 
sirnultanacusly wlth applicant investigation. 
Complete investilation within deadline period. 
Ascertain and report willingness of witnesses, including those 
referred to by T symbols, to testify in trial proceedings. 
Obtain sign~d statame~1.ts from witnesses v1here possible. 
Give con~iacration ~o ?lacing witnesses under oath in interview 

.and in signdd stat&ment. Not normally necessa~y to place under 
oath such ~·li tne.sso.::; as "!;ho-:;e "tTho ~1ould merely introd'.lce documentary 
evidence, such a;; irauJ.ul·::mt co.pplication or arrest record. Use . 
good judg1:1ent and. con::1on sens~ in this respect. 
If applicsnt is interviewed, endeavor to obtain signed statement 
~nder oath. Irtterview, if conducted, should develop facts as to 
willfulness ~nd reasons ior false state~ent. 
Review original signed fraudulent doc·ument. Report all pertinent 
facts regarding it, particularly describing false s~atem~nts •. It 
will usually be desirable to quote verbatim in report specific 
questions and answers constituting false statenents. 

j. Ascertain and re?vrt f~cts surrounding execution of questionnaire 
by applicant. Interview any person who interviewed applicant and 
assisted him in e~acuting questionnaire, ascertaining whether wit­
ness will testify that applicant was asked all questions on form 
and that applicant was afforded opportunity t6 read completed form. 
B9 alert for any faulty procedure in executing form which might 
affect possibility of successful prosecution and for evidence 
tending· to show willfulness or lack thereof. 

k. Keep Bureau adYised of pertinent developments, particularly in 
. cases which may involve conside~able public interest or where a 

Government agency obviously has interest· in de~elopments as they 
occur. 

l. .Add one. copy to number of c opie·s of report normally furnished 
Bureau in respective cla~sifications. 

m. Refer to section 47, volume II, of this manual dealing specif­
ically with l!'AG violations for additional instructions. 

[D. SPECIAL IHSTRUCTICHS .AHD F.:XCEPTIOUS 
[ l. .AEJ:...A and AEAi'.: cases (ot:lcr than those referred to Bureau· by CSC) 
[ a. "De Hovo" inves~igations · 
[ Persons previously investigated by CSC for AEC who are elevated 
[ to positions of importance or sensitivity must be reinvestigated 
[ by Bureau from tho beginning ("De Novo"). Persons raising ques-
[ tions concerning dual inquiries should be told law requires FBI 
[ invcstiCation. esc r0ports of prior investiCation are furnished 
[ fiold offices for lead material and must be returned to Bureau 
[ as enclosure to FBI report. 
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FOR OTHER GOVEIUH18NT AGENCIES 

b. AEAl~ 
( 1) 

reinvestigatio.ses . A 
Bureau.recoives requests from AEC for reinvest~ions of 
persons originally investigated several years previously who 
have since been employed on atomic ener~y program. Investi­
gation is conducted to bring previous investigation up to 
date and to supplement it in all necessary respects so as 
to render total investig~tion commensurate with present 
standards. 

2. Referr~l cases received from esc under Public Law (P. L.) 298 
a. P. L. 298 provides for referral to Bureau for full background 

invoztigation certain cases investigated by esc in which disloyal 
information has been developed. Attachments to order letter 
initiatine investieation will clearly show that case has been 
referred to Bureau by CSC ~nder ?. L. 298 and will also show basis 
for referral. Referrals are based on results of file checks by 
esc and on information developed dnring its investigation. 

b. esc disc~ntinnes its investigation when disloyal data are developed 
and furnish~s results to Bureau. Each office is furnished results 
of esc investigation in its territory, the basis for referral by 
esc, and any pertinent derogatory information developed by esc. 
Do not repeat in Bureau reports information contained in CSC 
reports, as esc will furnish results of its in7estigation to 
interasted agencies. Department has ruled that Bur·eau must accept 
such cases from esc whenever there is any ~ubversive derogatory 
infor~nation on the applicant, his relatives,· references, or 
associates. 

c. Utilize information developed by CSC as a source of leads. Cover 
all leads in your territory not previously covered adequately by 
CSC. Interview persons who furnished derogatory information as 
shown in esc reports. 

d. Rer,olve questio~s which prompted CSC to refer case to Bureau. 
Determine degree of association between applicant and·any individual 
on whom CSC has furnished derogatory information. Contact inform­
ants in aonropriate instances. Do not limit investiga·tion to 
developing· disloyal data, but also a~certain information regarding 
character and associations of applicant and his relatives. 

e 0 When esc reports shovT-a-11 investigation covered in your terri tory$ 
examine indices concerning applicant and any close relatives or 
references residing in your territory. If indices negative, submit 
RUG letter or routing slip containing names of persons on v;hom 
indices vrere checked. If pertinent information is found in your 
files, conduct appropriate investigation and include results in 
report. 

3. Referral cases received from CSC under other public laws 
a. National Aeronautics and Space Act of 1958 
b. Peace Corns Act 
c. Arms Control and Disarmament Act 
d. Foreign Assistance Act of 1961, as amended 

In handling the above cases, follow instructions set out under "2. 
Referral cases received from CSC under P. L. 298." 

4. Special inquiries for Hhite House, congressional committees, and other 
Government agencies 
a. Code word "S?IU" in all communications in this category indicates 

request for investi~ation emanates from office of President or other 
top ~overnrncntal officials and therefore demands every possible 
priority. Code word "SPIN" will be substituted for following 
specific instructions: 

.. 
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SECTION 19. APPLl rili..; AND EMPI,OYEE INVESTIGATIONS 1NDUCTED 
FOR o..,. GOVERNMENT AGENCIES 4lt 19D 

(1) Randle promptly and thor~ughly. Assign experienced personn~l 
.and sufficient personnel to assure completion by deadline date. 
Set out leads by airtel, unless instructed by Bureau to use 
teletype, directing all such correspondence to Bureau, as well. 
as to offices receiving leads. This correspondence.must also 
include code word "SPIN" to insure that these instruction~ will 
be followed. Complete names of all close relatives and their 
current addresses must be verified by independent investigation 
and appropriate checks made concerning them. Mere checking of 
credit records or city directories is not sufficient to verify 
residence of a relative. Complete names of all adult and minor 
children and their ages must be determine~ as well as their 
places of residence. Parents' names must be set out in full; 
and if deceased, same should be reported. Where appointee is 
an attorney, Pertinent bar and grievance records must be 
checked, incl~d.ing American Bar Association. Those "cases 
involving possible Presidential appointees must include a 
determination of individual's ability; and if poor financial 
background is developed, special inquiry must be made to . 
determine whether any tax liens have been filed and results of 
any litigation regarding bad debts must be obtained. Do not 
divulge position involved to persons· interviewed. 

(2) Professional titles of persons interviev:ed must be complet'e; 
i.e., Major General John J. Jones, United States Army, retired, 
should be set out rather than merely General John J. Jones, 
United States Army. 

Departmental Applicants (DAPLI)[and u.S. Courts Applicants (USCAPLI)] 
a. Investigations this category usually ordereQ.bj airtel and the 

character Departmental Applicant (DAPLI) orLU .. s. Courts Applicant 
(USCAPLI)]means: give preferential and expeditious attention; 
develop qualifications in addition to character, loyalty, and 
associates; ascertain nrunes of all close relatives and verify 
current addresses by independent investigation, as v1ell as make 
arrest checks;[advise Bureau of identity, birth and death of any 
deceased relatives not previously identified;]set out 
leads by most expeditious means commensurate with deadlines; and 
comply with following specific instructions where applicable. 
(1) Investigations of persons considered for judicia~[positions,] 

USAs, u. s. Marshals,[U. S. Magistrates and Court executives] • 
must include, in addition to usual interviews, as many interviews 
as each case warrants with u. S. circuit judges and u. S. 
district judges in district where vacancy exists. 

(2) If applicant an attorney, membership in bar a~ssociations 
must be ve~ified, records of grievance committees of these 
associations checked, and representative number of bar · 
association officials or members interviewed concerning 
him. 

(3) \'llhen applicant being con'sidered for Federal judicial position, 
president of bar association should be iriterviewed. 

(4) Above persons should be requested to furnish n~~es of prominent 
attorneys in locality acquainted with applicant. Attorneys 
intervie\•led should represent poli ti·cal party of \•Jhich appli­
cant member and opposing political party or parties, as well 
as attorneys with whom the applicant has associa:ted and those 
who have opposed him. . . · 

(5) [In positions,]such as juJges, lawyers,[U. S. Courts applicants,] 
economists, analysts, etc.; Bureau required by Department 
[and Administrative Office of the u. s. Courts]to ascertain 
qualifications of applicant. Comments pf eacli person inter­
viewed \'/hen such'comments have bl.!aring on individual's 
qualifications should be set forth in report. 

15 



FOR OTHER GOVERNMENT AGENCIES 

[(6)] ;nvestigatio,of persons for judic~al posit.s, United 
States Attorneys, United States Marshals,(U. s. ~lagistrates, 
Federal P.ublic Defenders and Referees in Bankruptcy ]should develop · 
as much information as possible concerning a candidate's 
leanings t0ward civil rights and should include the following: 

[(a)] Possibility of candidate belonging to any.racially 
prejudiced organizations 

[(b)] \Vhere appropriate check newspaper morgues, bar journals 
or other publications to review speeches made by, . 
articles written by, or statements made by him relative 
to racial or other controversial matters. (Resolve 
doubt concerning relevancy of publication by making it 
an enclosure to report.) 

[(c)] Contact with civil rights leaders in candidate's com­
munity to ascertain their feelings regarding candidate 

[(d)] Interview of Negroes in community who are personally 
familiar with candidate, particularly employees of 
candidate, to ascertain their opinion as to whether 
candidate is fair in his profession as an attorney 

[(e)] Interview of chur9h people; i.e., priests, ministers, 
rabbis, etc. This should not be restricted to repre-, 
sentatives of candidate's religious affiliation. · 

· [(f)] Interview of USA in candidate's ·judicial district 
[(7)) Interview labor leaders, sufficient state and local officials 

of major political parties, local la1.1 enforcement officials, 
and personal physician concerning appointments for judicial 
positions, U. s. Attorneys, u. S. Marshals, and[U. S. · 
Magistrates.] . . 

[(8)] All Pederal judges, United States Attorneys, United S·tates 
Marshals and high Depart~ental officials, subject to u. s. 
Senate confirmation should be interviewed for a complete 
list of all organizations in which they have had membership in the 
past or are presently members. This list should be set forth 
in first part of report under caption Organizational Affiliations. 

(9) U. s. Courts - Applicant investigations are conducted at the 
specific request of the Administrative Office of the u. s. 
Courts (AOUSC), \'lashington, Do .Ca, and any Federal judge 
requesting an investigation should be respectfully referred to 
AOUSC, Washington, D. c. The positions involved are: u. s. 
Magistrates, Federal Public Defendeis, Referees in Bank-
ruptcy, Federal Circuit Court Executives, and Probation Officerse 

In above cases investigations of these applicants should 
include interviews with appropriate federal ~nd circuit court 
judges covering the districts where the applicant is to be 
employed. In Probation Officer investigations, interview 
presiding judge in court where applicant is to be employed .. 

. [b.] If persons contacted raise any question regarding above inquiries, 
advise they are being conducted at request of the Deputy Attorney . 
General[or the Director, Administrative Office of the Uo s. Courts.] 

[c.] If impossible to · submit RUC report in these cases to reach Bureau by 
deadline date, submit pending report to reach Bureau by deadline date. 
E>>plain in cover page(s) why investigation not completed. 

6. Maintenance employees 
a. [FIJI Headquarters (fBIIIQ)]maintenance employees 

Investigations are conducted on maintenance employees in Justice 
Building, Identification Division Building, and other buildings 
in \\'hich Bureau operations arc located. 
(1) Scope of investigation same as set out under item D3, above; 

however, fqll field investigations arc not necessary on 
maintenance cn~loyees having intermittent access toLFDII~] space 
for short periods of time, such as a minor repairman. A 
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FOR OTHER GOVERMENT AGENCIES ,, .. · . 

lini.ted·i.iry as set out und.er item ~b,.), below, should 
be conducted of these persons unless information is obtained 
that would make"a full field.investigatinn necessary • 
.A.dcihistrati ve procedure · 
Because the only informatiou available in these cases is job 
description and residence address, Bureau sends a form letter 
~o Washington Field Dffice to ~nterview maintenance employee 
:for {a) bacJ-:ground data, (b) to obtain fingerprints or sub­
stitute FBI nutnber or service, serial number identified as 
maintenance employee, (c) [deleted)and (d) to advise employee 
that material false statements·are violation of fraud statutes. 
II!Wledi?-tely upon completion of interview, WFO is to set out re­
sults in a pending report. Set out deadline date on cover page. 
WFO is to submit FD-9 and fingerprints as enclosures to pending 
report. Report should include background data and names of. 
c1ose relatives. 

Field ozzice maintenance employees 
.All mai::::ctenance empl-qyees having access to FBI space in f~eld 
office headquarters or resident agencies are to be checked by 
either a limited-type i~quiry or a full field investigation 
dependi!lg upon circumstances. Full field inve·stigations are not 
necessary O!l maintenance employees having access to :resident 
agencies or employees having intermittent access to field office 
space for short periods of time, such as a window cleaner or a 
.minor repairman, unless an office is in possession of information 
that w·ould make a full field investigation necessary. 
{1) Limited inquiry 

Names of employees. must be searched through {a) field office 
indices and (b) local law enforcement agencies. Upon com­
pl.etion submit form ::!'D-316 to Bureau inc.luding {a) :results 
o:r. office indices and agencies checks, (b) background data, 

· {c} fingerprints of employee or· FBI nurnber or service serial 
numoe:r identified as maintenance employee, and (d) a recom­
mendation as to access. If access is recommended, UACB 
terminology should be used; if denial of access is reco~~ended, 
prior Bureau authority must be obtained before denying access. 
Inasmuch as adjudication is made at Bureau, complete details 
surrounding any derogatory information should be ascertained 
and reported at time FD"-3l6s are submitted. If employee 
employed by U. S. Government and derogatory information is 
developed, submit with FD-316s, a letterhead memorandum for 
approp:riate.dissemination at Bureau. 

Bureau will search names against central indices and identi­
. i":ic:a.tion records and will advise field of additional investi­
ga~ion to be conducted only if pertinent data obtained or 
recommendation not accented. 

{2) Full field investigatio~ 
If employee does not fall in limited inquiry category, full 
field investigation must be conducted. 
(a) Scope of investigation same as set out under item B3, 

above. 
(b) .Administrative procedure 

I. Office of origin (field office where employee employed) 
is to furnish Bureau and lead offices irrmediately upon 
completion of interview.a pending report setting forth 

, results of interview for purpose of obtaining back­
ground data. Report should include background data 
and names "of close relatives. In addition, submit FD-9 
and fingerprints as enclosures to tr.e pending report. 
Set out deadli~e date on cover page. In each case. two 
copies of report should be furnished to WFO to check 
HCIS recor~s. esc records should be checked if employee 
employed by U. S. Government. 
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II'. Upon .pletion of investigation, 
must nish copies of reports to 

au~ary o~fices 
off1c~ of origin~ 

Office of origin · is to: 
(A) If employee employed by U. S. Government and 

· derogatory information is d.eveloped, furnish 
Bureau with one c6py each of all reports and 
advise by cover page(s) accompanying report 
its recommendation concerning access. ~ 
access is· recommended, UACB terminology shou~d 
be used; if denial of access is recommended, 
prior Bureau authority must be obtained before · 
denying access. 

(B) If person not employed by U.s. Government and· 
derogatory informa~ion is developed, furnish . 
Bureau by letter (1) a summary of derogatory 
information and (2) a recommendation concerning 
access. If access is recommended, UACB termino1-
ogy should be used; if denial of access is recom-
mended, prior Bureau authority must be ob·tained. 
before denying access. 

(C) If no derogatory information is developed in 
field office maintenance investigations o.f eithe·r 
governmental or nongovernmental "employees, . 
advise Bureau by letter and include UACB recom- . 
mendation concerning acc~ss. · 

(D) Office of origin may destroy reports received 
.from auxiliary offices when no derogatory infor­
mation has been developed; however, copy of own 
report must be retained in field office ~ile. 

(3) In either type of case, include with your recoinme·ndatioh. 
regarding access hours employee is to perform in Bureau space, 
duties to be performed, and whether in presence of Bureau 
employees. 

c. In either type of case, it is permissible, after clearing ~ith em­
ployer, to interview employees to secure background data and finger­
prints. If employer is reluctant to permit this and if necessary 
data cannot be secured from other sources, Bureau should be so · 
advised. 

.d. FD-9 .will be used to report to field results of identification a.nd 
negative Bureau records searches. 

S GE ·and LEUN 
a. Receipt of complaints, discovery .of information in office files~ or 

-

through other investigations . · 
(l) Information relating to matters described in section 8{d) of 

EO 10450 requires investigation by Bureau. 
(a) Obtain con\"'olete details from complainant. · -
(b) I.f complainant not original source, interview or~ginal 

source if he can be readily identified and located. 
(c) Verify employment and determine 

I. Complete background 
II. Complete title of position and name of employing agency 

(d) Furnish Bureau all pertinent information including results 
of check of office files. 

(e) Conduct no further investigation in absence of Bureau · 
authority • 

.. 
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.. SECTION 19. 19D :Al ~ANT AND EMPLOYEE DTVESTIGATJ 3 CONDUCTED 
FO ... HER GOVERlfriEN'T AGEHCIES • 

b. 

c. 

d. 

(2) Derogatory information not requiring investigation by Bureau 
(§ B{a) {1) of EO 10450) . 
{a) Submit to Bureau by letterhead memorandum, original. and 

three copies, suitable for dissemination. 
(b) If appropriate, in accordance with I1:mual of Rules and 

Regulations, ~art II, section 5, disseminate to local 
officials of agency concerned. 

Request by other acencies in field for Bureau investigation pursuant 
to section B(d) of ~0 10450 
(1) Accept request for transmittal to Bureau and inform requesting 

agency such investigations initiated and correlated at Bureau 
headquarters and in future it will be more desirable for request 
to b0 made to Bureau headquarters. 

(£)_ Forward request, together with .all pertinent data in office .files, 
to Bureau. 

(3) Conduct no investigation in absence of Bureau authority. 
Full field investigations of Army, Navy,, and Air Force civilian 
personnel . · . . · · 
(1) At inception of investigation, appropriate office notify intel-

ligence rep~esentative of interested dep~rtment that investiga­
tion being conducted under EO 10450. 

(2
3

) Notification may be any form most convenient to field office • 
( ) Office file must show notification given and what information 

furnished. 
Preliminary inquiries · 
(1) Purpose - to determine identity, employment status (except LEUN), 

significance of available information in ascertaining if suffi­
cient basis exists to warrant full field by Bureau under stand­
ards'referred to in section B(d), Executive Order 10450, or 
part II(2) of Executive Order 10422. 

(2) Copies of letter initiating preliminary inquiry and copies of 
security form and other available documents of pertinence ;'rill 
be furnished by Bureau to all offices having possible leads in 
event of su~s~quent convorsion to full field. 

'(3) Only those offices having specific leads, and office responsible 
for verifying current employment status should open new case 
and.make appropriate inquiries. Other offices will open case 
and ~onduct requested preliminary inquiry only upon receipt of 
pertinent leado during p~eliminary inquiry. 

(4) Those offices having no leads in preliminary inquiry should place 
Bureau cor~espondence in 140-0 or 138-0 file, or appropriate 
subfiles where practical, pending conversion to full field or 
~eceipt of specific leads to be covered during preliminary 
inquiry. If no s~ecific leads received and case not converted, 
all copies of preliminary inquiry letter, enclosures, and 
index card are to be destroyed at expiration of one year from 
date of Bureau letter initiating preliminary. inquiry. Dispo­
sition of this material should be noted on file· cover. 

!756l Inquiry must be directed to specific objectiye requested. 
Derogatory information must be developed and reported. 
Leads to interview references, employers, neighbors, etc.~ 
should not be set out for other offices during preliminary 
inquiry unless it appears they are pertinent to objective of 
preliminary inquiry. 
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SECTION 19. APPLICANT AHD EMPLOYEE IUVESTIGATIOliTS CONDUCTED 
FO' \THER GOVERNMENT AGENCIES • • 

. ~. 

....... • • {p} If substantive information of nature referred to in section B(d) 
of Executive Order 10450 or p~rt II(2} of Executive Order 10422 
is developed, immediately convert to full field. Notify Bureau 
and auxiliary offices by ai~tel, including basis for conversion, 
source and reliability, addiiional investigative ieads, and new 
Buded. (21 days from date of conversion.} 

~9} Except for above instructions, gene~al instructions relating to 
SGE investigations ,are applicable to preliminary inquiry-type 
investigations. ~ 

Inter.vi cws 
If asked why individual being investigated in SGE case, state that 
under an Executive -order all Government employees or applicants are 
checked as part of the Federal employee security program. 
Mr. is being checked under this program. 
Dissemination of reucrts 
If request received-in field for copies of SGE reports, advise that 
these investigations supervised and correlated at Bureau and such 
requests should be directed to Bureau. No local dissemination of 
~GE reports. 

POTENTIAL [AIJ11IITISTRATIVE IHDEX(ADEX)] SUBJ:SCTS 
l. Persons inYesti gated under these programs are potential [ADEX] 

subjects and should be so considered. 
2. Where disloyal information developed concerning applicant by office 

covering indiv~dual's residence, copy of report should be furnishad 
office covering residence of individual under investigation so that 
may consider case under[ADEX]program • 

not 

office 

F. NAME CHECKS FOR FEDERAL JUDGES 
At request of a Federal judge, field is authorized to search names of persons 
being considered for court position through field office indices and to f~r­
ni-sh pertinent infor::nation to Federal judge. Care must be taken -';o protect 
Bureau's sources, informants, and techniques. Field may not accept from 
Federal judges reques~s for investigation on personnel under their juris~ 
diction. 
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EXPLOSIVES AND INC t''·TDIARY DEVICES 

A. STATUT~S • --· Title 1a, usc, ~ 844{d) - {i), effective 10-15-70. 

B. VIOLATIONS 
1.- § 844(d): Interstate transportation of explosivoe•s..::.!o¥-'='·T'ncendiary devices 

with intent ~o injure or intimidate a person or damage property. 
2. § 844(e): Use of telephone, mail or other instrument of commerce to 

transmit a bomb threat. 
3. § 844(f): Use of explQsives or incendiary devices to damage any property 

owned or used by the U. S. Government or any institution or organization 
receiving Federal financial assistance. 

4. § 844(g): Unauthorized possession of explosives or incendiary devices in 
a building owned or used by the U. S. Government. 

5. § 844(h): Carrying or using explosives or incendiary devices during the 
commission of any Federal felony. 

6, § 844(i): Use of explosives cr incendiary devices to damage any property 
used in an activity affec~ing interstate cowmerce. 

C. PENALTIES 

D. 

1. § 844 ( d}, (f) and ( i). 
a. $10,000 and/or 10 years 
b. $20,000 and/or 20 years if personal injury res~lts. 
c. Any term of years or life imprisonment or death penalty if death 

results. 
2; § 844 (e) 

$5,000 and/or 5 years. 
3. § 844 (g) 

$1,000 and/or 1 year. 
4. § 844(h) 

a, Not less than 1 nor more than 10 years. 
b. For second and subsequent convictions, not less than 5 nor more 

than 25 years and there shall be no suspended or probationary 
sentence. 

DEPARTMENTAL GUIDELINES 
1. [Statutory jurisdiction concerning above violations lies concurrently with 

FBI and Secretary of Treasuryo Bureau of Alcohol, Tobacco and Firearms 
(ATF) handles Treasury's investigative repsonsibilities under above 
statute. Guidelines issued by Department effective 3-1-73 provide for 
jurisdiction as follows: 
a. General 

(1) ~ 844 (e), (f) and (g) -FBI. 
(2) 844 (d) and (i) - ATF. 
(3) 844 (h) - Agency having jurisdiction over underlying felonyo 

b. Exceptions 
(1) Violations directed against diplomatic or quasi-diplomatic 

functions - FBI. 
(2) Violations which appear at outset to have been perpetrated by 

terrorist or revolutionary groups or individuals - FBI. 
(3) Violations directed against Treasury Department functions - ATF. 
(4) Violations directed against Postal Service functions or involving 

explosives sent through the mail - Postal Inspection Service. 
2. Guidelines state no investigation is to be conducted unless authorized 

by Department. However, guidelines provide authorization for immediate, 
full investigation by FBI in the following instances: 
a. Any violation which appears at outset to have been perpetrated by 

terrorist or r.evolutionary groups or individuals. 

This dOt:u/mertt is prepared in response to your request and is not for dissemi­
nation outside your Committee. Its use is limited to official p1·oceedings by 
yo1~r Committee and the content may not be disclosed to unauthorized person-
1~el ~vithout the express approval of the FBI • 
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EXPLOSIVES A1\ID INCF'."~IARY DEVICES 

b. Explosive (as d~inguished from incendiary) bom~g or attempted 
bombing of college or university facilities. 

c~ Bombing or attempted bombing of property owned, possessed, used or 
leased by Federal Government, or by a Federal func~ion such as National 
Guard, ROlC, or Selective Service. 

d. Any violation of§ 844 (g), except those involving Treasury or 
Postal Service buildings. 

e. Any violation against diplomatic or quasi-diplomatic functions. 
3. Regarding D. 1. b. (2) above, guidelines state that if ATF or Postal 

Inspectioh Service has·properly initiated investigation and informati"on is 
subsequently developed indicating apparent involvement of -terrorist or 
revolutionary groups or individuals, responsibility shall be relinquished 
to FBI unless Department determines that such a transfer would unduly 
~mpair further investigative efforts. 

4. Guidelines require prompt notification to the Department in each instance 
wherein an investigation is instituted under § 844. Such notification is 
also to be made to ATF and/or Postal Inspection Service if those agencies 
have a logical interest. Follow-up liaison and dissemination is to be made 
as necessary to avoid duplication of investigation. Also to be disseminated, 
in a manner not to interfere with active investigattons, is information • 
regarding types, sources, movement, and storage of explosives involved 
in such investigations. 

POLICY 
la I~~ediately advise Bureau by teletype of all actual and attempted bombing 

incidents, whether e:h.-plosive or incendiary, and location of hoax devices. 
Initial communication should fully describe the nature and function of the 
target of the bombing and cover the following points: 
a. Whether or not investigation instituted. 
b. If investigation not instituted, identify local investigating 

authorities and indicate that cooperative services, i.e., Laborato.::-y and 
Identification Divisions and coverage of out-of-state leads, have been 
offered to then1. If cooperative services not offered, advise reason. 

c. Whether or not FBI- assistance requested, and if request received, exact 
na~ure of assistance requested, identity of person making same, and 
whether request based on lack of local or state facilities or statutory 
violation. · 

d·. Specific comment regarding indicated or probable motive. Include 
occupation and general reputation of victim if bombing directed 
against an individual. 

e. Whether victim receives Federal financial assistance and whether 
property involved used in interstate ' or foreign commerce or in an 
activity affecting such commerce. 

f. Applicability of state and local laws and likelihood of state or 
local investigative and prosecutive action. 

g. Whether or not there is any information indicating the bombing is part 
of a pattern or plan by a particular subject or against a particular 
victim. 

h. Specific comment that Secret Service, ATF and appropriate law 
enforcement and other logic~l agencies have been advised; also, that 
ATF advised as to whether or not FBI instituting investigation. Notice 
to military intelligence agencies is not required unless they have a 

• 
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~CTION 23. BOMB THREATS 

• EXPLOSIVES fu~D I~~JIIJARY'DEVICES 

11. All prosecutive decisions will be made-by the Dep.artment; therefore, the 
u. s. Attorney should not be consulted for a prosecutive opinion and no 
-eomplaints should be filed at the request of the .... t_J.:.:::::s::;--7\ttorney without 
specific pri0'3: Bureau authority (See item 3 above for exception). 

12. Bombings, attempted bombings and bomb threats constituting other substantive 
violations within FBI jurisdiction, such as Federal Train Wreck Statute, 
Destruction of Aircraft ·or Motor Vehicles, Civil Rights, Extortion, etc., 
should be handled in accordance with existing instructions pertaining to 
the particular violation involvedo Bureau should be advised of the incident 
under appropriate substantive caption. Exceptions are situations involving 
bombings or attempted bombings of Government property and sabotage, which 
are handled as 174 matters. 

13. Advise Bureau by teletype or telephone if ATF attempts to exercise any 
jurisdiction in a matter being investigated by the FBI or if _any other 
problem is encountered with ATF. 

14 •. Any actual, threatened or potential violence mu·st be brought to the immediate 
attention of lru~ enforcement agencies having the primary responsibility to 
protect life and property. When appropriate, this should be done in a 
manner that will fully protect the source. 

15. · All written bomb threats are to be submitted to the FBI Laboratory for 
document examination and to the Identification Division for latent 
fingerprint examination, whether or not active investigation is being 
conducted by the Bureau. 

16. All offices should maintain liaison with military Explosive Ordnance 
Disposal (EOD) units and/or local law "enforcement bomb squads in order that 
assistance can be promptly obtained if bombs or live explosives are 
encountered in connection with official investigations. 

17. The United States Continental Army Command (CONARC) has EOD units stationed 
throughout the United States. These units, which have assisted the Bureau 
in the past, have personnel qualified to disarm bombs and handle and dispose 
of live explosives. Due to emergency conditions, requests for assistance 
from CONARC EOD units are usuallv oral. All such oral reauests are to 
be confirmed in writing by lette~ addressed to the Commanding Officer of 
the EOQ unit involved. CO~ARC does not have EOD units in Alaska, · 
Hawaii, or Puerto Rico. Therefore, the Anchorage, Honolulu, and San Juan 
Offices should maintain liaison with Navy and/or Air Force units in their 
respective divisions. 

18. Bon1bs are to be disarmed only by a qualified expert and Agents are not to 
assume responsibility for handling them. FBI Laboratory eA~losives 
specialists are available at all times for consultation and for active 
on-site participation in the examining, handling and disposal of live 
explosives where the circumstances warrant. 

19~ The cooperative facilit-ies of the Bureau which are made available to local 
authorities are the services of the Laboratory and Identification Divisions 
and coverage of out-of-state leads. This area of cooperation does not 
include searching for bombs, except in those instances where Bureau space 
is involved.] 

• 
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<lECTION 23. BOMB THREATS 23F - I 
• EXPLOSIVES AND INC .ARY DEVICES 

F. OTHER VIOLATIONS 
1. The following are .within the primary jurisdiction of Bureau of Alcohol, 

Tobacco and Firearms but Agents should be alert for such violations and 
they shouldRe handled by the FBI if they arise during any substantive 
FBI investigation, · 
a. Title 26, ~ 5861(d) - (f): Unlawful manufacture, possession or 

transfer of a destructive device. 
b. Title 18, §§-841-843: Unlawful importation, manufacture, distribu­

tionior storage of explosives. 

G. PLfu~ OF ACTION FOR MAJOR CASES 
1. Each office is to have a proposed plan of action which can become 

operative automatically whenever there is a bombing or attempted 
bombi_!!g which will be ±he subject of a major investigationu 
a. These investigations are to receive top priority under the personal 

supervision of the SAC and should cover all investigative steps to 
insure that evidence is preserved and logical investigation instituted 
immediately. 

b. Immediate consideration should be given to the advisability of 
requesting FBI Laboratory and/or Identification Division personnel to 
proceed to the scene. 

c. Immediately account for the whereabouts of logical potential suspects 
and consider requesting nearby offices to account for the whereabouts 
of potential suspects in their divisions. 

[Ho [Deleted] 

. I. SUSPECTS 
1.· Each office is to maintain on a ~ermanent basis an up-t~-date list of 

potential suspects. When a new·suspect is ·added, he should be assigned 
to a designated Agent who will be responsible for developing background 
information as quickly ~s possible. Such background information should 
include suspect's residence, place of employment, hours of employment, 
description of automob-ile and license number, photograph, handwriting 
speci~ens, identification record, and whereabouts as of the dates of 
pertinent bombings in the past. A reliable neighborhood source should 
be developed and an alternate Agent should be designated to assume 
responsibility for the suspect in the absence of the assigned Agent. 
If the suspect may personally handle explosives, the Latent Fingerprint 
Section should be requested to include him in the appropriate section 
of the single fingerprint explosives file. The effectiveness of this 
file will depend upon the field offices furnishing complete information 
from their files. This should include the names and aliases, as well. 

·as descriptions and arrest or FBI numbers of suspects. In this 
connection the Bureau is not interested in the names of known safecrackers 
or persons known to have used explosives unless it is indicated that 
they may become involved in bombings. 

2. It is not necessary to maintain a pending file on each suspect; however, 
an appropriate administr~tive device should be maintained to insure 
that place of residence and employment and description of automobile will 
be verified each six months. (FD-398 may be used for this purpose.) 
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23J - L )ECTION 23. BOMB THREATS 

• EXPLOSIVES AND INC )IARY DEVICES --· J. STATISTICAL DATA 

2. 

[3. 

In order to computerize the number or-bombings, attempted bombings 
-and bomb threats FD-436 in duplicate is to be submi.tt..ed. to the Bureau 

with a file 60PY being retained in the field of.f'ic"e:----·.FD-436 is to be 
submitted as follows: 
a. \'Vi thin 10 days after each actual or attempted expl.osive or 

incendiary bombing and each hoax device is located. 
b. Within 10 days after each bomb threat which is actually investigated. 
c. By tJ.Ite lOth of eaeh month summarizing bomb threats reported during 

the prior month. Threats which have been actively investigated 
should not be included in these monthly SUI1lt11aries since they have 
been reported on individual forms. 

do Whenever appropriate a supplemental form may be submitted. Such a 
form should be clearly marked 11 SUPPLEMENTAL. 11 

The submission of FD-436 is not to be limited to cases handled under 
the 174 classification but is to be used in every matter that involves 
an actual or attempted bombing, a bomb threat or a hoax device. This 
will include matters being handled under various captions such as 
Sabotage, Federal Train Wreck Statute, Destruction of Aircraft and 
Motor Vehicles, etc. 
In addition to the data reported on FD-436, the Bureau also CO!.llpiles 
technical data concerning bombing incidents pursuant to its operation 
of the National Bomb Data Cente1.· (NBDC). Agencies which participate 
in the NBDC program should be urged to promptly submit the NBDC Incident 
Report Form for each bombing incident. The field office should submit 
·a completed NBDC Incident Report Form on those cases which the Bureau 
investigates.] 

K. CLASSIFICATION - 174 

L. CHARACTER - "BOMB THREATS" OR 11EXPLOSIVES AND INCENDIARY DEVICES" 
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A. 

B. 

BACKGROUND . .. • 
The protection the rights a~d privileges of individual in this 
country is of tne highest importance to our system of free enterprise -' 
and democratic government. During the past decade there have been a constanti 
increasing awareness and interest in this problem by individual citizens, 

. various organized groups, and by branches of the Federal, state, and local 
governm~,ts. The highly controversial subjects of race relations ~nd of 
"States Rights" versus Federal action f~equently complicate civil rights 
matters. This controversy, together vl'ith the public interest in these ,cases, ~ 
frequently places the Bureau's investigations in the spotlight an~_on occasir 
is responsible for uninformed comment on these investigations by interested 
persons. 

In view of the above, it is particularly important that the Bureau's usual 
thorough, expeditious, and strictly impartial methods be carefully followed 
in civil rights investigations and that the Bureau policy hereinafter set 
forth be strictly observed. 

STATUTES 
Title 18, USC, §§ 241, 242, effective 9-l-48,[amended 4-11-68; § 245 (Civil 
Rights Act, 1968), effective 4-11-68; and Title 42, § 1973 {Voting Rights 
Act, 1965), effective 8-6-65 
l. Title 18, USC, § 241, Conspiracy against rights of citizens 

a. Two or.more persons conspire to injure; oppress, threaten, or 
.intimidate any citizen 

.. b. · In the free exercise or enjoyment of any right or privilege secured 
to him by the Constitution or laws of the U. S., or because of his 
having exercised same; or 

c. Two or more persons went in disguise on the highway, o~ on the 
premises of another 

d. With intent to prevent or hinder his free exercise or enjoyment of 
any right so secured 

Penalty: Fine of not more than $10,000 or imprisonment not more than 
ten years, or both, and if death results, imprisonment for any term of 
years or life (as amended by Public Law 90-284, 4~11-68) 

Section 241 prohibits a.criminal conspiracy to injure or oppress citizens 
in the exercise of federally secured rights which include those guaranteed 
by the Constitution and laws of the U. s. and those individual rights 
covered in Title 18, §§ 242, 245; Title 42, § 1973; and the Civil Rights 
.Act of 1964. A person acting under the color of law can also be charg.ed 
vnth violation of section 241 should he conspire with a private citizen. 

2. Title 18, USC, § 242. Deprivation of rights under color of law 
a. .A person acting under color of law, statute, ordinance, regulation, 

or custom 
b •. Willfully deprived or caused to be deprived from any inhabitant· 

· c. Rights, privileges, or immunities secured or protected by the 
Constitution or laws of the U. S.; or 

·· a,-~ .A person acting under color of law, statute, ordinance, regulation, 
or custom 

e. Willfully subjected, or caused to be subjected, any inhabitant 
fe To different punishments, pains, or penalties than prescribed for 

the punishment of citizens 
g. On account of such inhabitant being ·an alien, or by reason of his 

~olor or race 
..,---

• 
d ~ se to your request and is not for dissemi-

This docum~nt is p1e~are !ft respl~s use is limited to official p1·oceedings by 
nation outst.de yo~~r.J thommt teet may not. b~ disclosed to unauthorized person-
you:r -Gommtttee wrw- e con en I . 
nel without the express approval of the F B • . 
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3. 

Penalty: F .3 of not nore than $1,000 or ir.\sorunent not more than 
one year, o~th; and if death results, imp onment for any term of 
years or for~fe (as amended by Public Law 284, 4-11-68) 

S~ction 242 pun~snea any person acting willfully and under color of law 
to deprive any inhabitant of federally secured rights. Tha gist of this 
crime is the intentional misuse of the power of public office. The 

· right~ subject to deprivation by persons invested with such power run the 
gamut of all rights guaranteed by the Constitution, such as the right to 
due proc~ss and equal ·protection, the right to be free from unlawful 
search, ar£est, and detention, and the right to be free from summary 
punishment. Also included are those rights protected by the laws of the 
U. s. as interpreted by the courts and specifically those rights set 
forth in Title 18, §§ 241, 242, and 245; Title 42, § 1973; and the Civil 
Rights Act of 1964. Section 242 may be violated by a private citize~ if 
he acts in concert with a person acting under color of law. 
Title 18, § 245. Federall¥ protected activities {classification 44 
unless otherflise indicated) 
a. Prohibits willful injury, intimidation, or interf~rence, or the 

attempt to do so, by force or threat of force of any person or c~ass 
of persons because of his activity as: 
{l) A voter, or person qualifying to vote, a candidate for elective 

office, a poll watcher, or an election official in any primary, 
special, or general election which includes all local, state, and 
Fed9ral elections 

(2) A participant in any program or facility provided or administered 
by the u. S. {classification 173 if the complaint arises from 
a matter covered by the Civil Rights Act of 1964) 

(3) An applicant for Federal employment or an employee of the Federal 
Government (classification 173) . 

{4
5

) A juror or prospective juror in a Federal court 
( } Participant in any program or activity receiving Federal 

financial assistance (classification 173 if the complaint 
arises from a matter covered by the Civil Rights Act of 1964) 

b. Prohibits willful injury, intimidation, or interference, or attempt 
to do so, by force or threat of force of any person ' because of race, 
color, religion, or national origin and because of his activity as: 
(1) A student or applicant for admission to any public school or 

college {classification 173) 
(2) A participant in any program or facility provid~d or adminis­

tered by a state or local government {classification 173 if 
the complaint arises from an incident covered _by the . Civil 
Rights Act of 1964} 

{3) An applicant for private or state employment, or a private or 
state employee; a member or applicant for membership in any 
labor organization or hiring hall; or an applicant for 
employment through any employment agency (classification 173) 

(4
5
.) A juror or prospective juror in a state court 

{ ) A traveler or user of any facility of interstate commerce or 
common carrier 

(6) A patron of any public acoommodation, including hotals, motels, 
restaurants, lunchrooms, bars, gas stations, theaters, arenas, 
amusement parks, or any other establishme~t which serves the 
public {classification 173) · 

c. Prohibits interference by force or threat of force against other per­
sons who are or have afforded others the opportunity to participate 
or have aided or encouraged other persons to participate in any of 
the activities listed in items a and b, above 

,, 

2 
9-13-68 
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a. 

27B 

Prohi"t. .• interference by force or thrA of force against a person 
not pa cipating for the purpose of inWaidating a person w·ho is 
partici~ating in the activities listed in items a and b, above, or 
against a person participating in speech or peaceful assembly 
opposing the denial of the opportunity to participate in these 
activities 

• Penalty: Fine not more than $1,000 or imprisonment not more than one 
year, or both. If bodily injury results, fine not more than $10,000 and 
imprisonment not more than ten years, or both. If death results, im­
prisonment for any term of years or for life. 

Prosecution may be brought under section 245 whether or not the criminal 
acts involve a conspiracy. However, evidence indicating a conspiracy 
in violation of section 241 should be included in reports. 

Section 245 is applicable to any person or class of pe;rsons whether or 
not they acted under color of law. 

Section 245 specifically provides that no prosecution of an offense 
described therein shall be undertaken except upon written certification 
of the Attorney General that prosecution by the U. s. is in the public 
interest and necessary to secure substanti~l justice. 

4. Title 42, §.1973. Voting Rights Act, 1965 
Forbids the states from imposing certain voting qualifications, standards, 
practices, and procedures to deny or abridge the right of any citizen 
to vote on account of race or color. It provides for the use of Federal 
examiners to register prospective voters and the assignment of Federal 
personnel to observe state and local elections. Sections 1973i a~d 
1973j define a number of criminal offenses under the act within the 
investigative jurisdiction of the Bureau. 
a. Denial of the right to vote 

Section 1973i (a) provides that no person acting under color of law 
shall fail or refuse to permit any person to vote_who is entitled 
to vote, nor shall he willfully fail or refuse to .give effect to 
such person'~ vote. 

Penalty - $5,000 and/or not more than five years 
b. Intimidation of person voting or attempting to vote 

The criminal penalties for intimidation of voters for section 
l973i (b) were deleted by Public Law 90-284, 4-11-68. A violation 
of section l973i (b) would also constitute a violation of the 
provisions of Title 18, § 245, and should be investigated under that 
statute which does provide criminal penalties. 

c. Vote fraud and bribery • 
Section 1973i (c) punishes fraud and other misconduct in connection 
with registering and voting in Federal elections, as well as the 
payment, or offer of payment, or acceptance of payment for registra­
tion or voting. 

Penalty - $10,000 and/or not more than five years 
d. False statements 

Section 1973i (a) punishes false statements to examiners or hearing 
officers. 

Penalty - $10,000 and/or not more than five years 
e. Defacing election documents 

Section 1973j (b) provides punishment for destroying, defacing; 
mutilating, or otherwise altering ballots, or other official records 
in ani ele?tion in a political subdivision in which an examiner 
has been appointed. 

.t 

Penalty - $5,000 and/or not more than five years . 
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•27C - D SECTION 27. CIVIL RIGRT'" • c. RELATED STATUTES • 
T·i tle 18, USC, § 243: Exclusion of jurors on account of race or color 

Title 18, USC, § 244, Discrimination against person wearing uniform of 
armed -:forces 

• 
Title 42, USCL § 1971 (Civil Rights Act of 1957), authorizes the Attorney 
General t 0 take civil action seeking injunctive relief to protect voting 
rights. 

Public Law 86-449 (Civil Rights Act of 1960) adds subsections to Tii;le 42, 
USC, § 1971, one of which operates in conjunction with civil suits provided 
for in Civil Rights Act of 1957. It makes provisions for the appointment of 
a Federal voting referee by the Federal court. Fpr other aspects of Civil 
Rights Act of 1960, see sections pertaining to bombing matters, elections laws,. 
fugitive matters, and obstruction of justice - obstruction of court orders. 

D. POLICY 

54978 

1. Definition of complaints 
For purpose of this classification, a complaint is any allegation made or 
information received from any source not known to be unreliable, which 
includes legitimate public press or other legitimate news media, indicating 
a possible vi~lation exists. 

2. Institution of investigations on pwn initiative and pursuant to request of 
USA 
a. 

b. 

c. 

Department has instructed that Bureau n1ay conduct a preliminary inves­
tigation of alleged routine violations of Title 18, USC, §§ 241, 242, 
243, 245, on its om1 initiative and USAs are authorized to request 
FBI to conduct up to and including a preliminary.investigation of any 
allegations of routine violations of these statutes. [In matters 
involving mass demonstrations 1 such as rio.ts, marches, parades, 
student demonstrations, and major confrontations between local law 
enforcement officers and groups of persons, and in matters involving 
deaths, no investigation shall be conducted by FBI on its own initia­
tive without prior clearance with Department, w.tth the exception of 
requests received in writing from USAs for investigation in Civil 
Rights death cases not related to mass demonstration and confronta­
tion-type situations in which instances you should institute iw~e-
diate investigation.] Advise Bureau by wire of any complaint received 
from any source or any request from USA on such nonroutine matters 
and conduct no investigation without prior Bureau authority. In con­
nection with Civil Rights complaints involving brutali'ty or nonbrutality 
allegations against personnel of the u. s. Marshal's Office, Drug 
Enforcement Administration, I~~igration and Naturalization Service and 
Bureau of Prisons, obtain initial facts of the complaint from com­
plainant, victim or other original source and conduct no further inves­
tigation unless specifically instructed to do so by the Bureau. Advise 
the Bureau by telephone, teletype or airtel of receipt and nature of 
complaint and follow promptly with LI-IM. Furnish four copies of any 
LHM and three·copies of any reports submitted in such complaints. If 
complaint is referred to you by USA's office with request for investi­
gation, immediately advise Bureau by telephone and conduct no investiga­
tion UACB. It will not be necessary to advise USA of such referrals. 
Upon receipt of any request for investigation from USA, immediately 
advise Bureau by wire of facts o.f complaint and details of request 
from USA and conduct investigation requested of routine violations 
unless request is illogical or unwarranted or other circumstances 
known to your cffice ind'icate request should be referred to Civil 
Rights Division prior to instituting investigation. In such instances, 
furnish complete details and include your recommendations. Do not 
advise USA of your actions in such instances. 
Continue tq handle investigations of allegations of routine violations 
on own initiative within scope outlined in this section relating to 
complaints of police brutality and nonbrutality and violations of Title 
18, USC, § 245, except that if death has occurred no investigation is 
to be conducted without specific Bureau authority. 
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S~CTION 27. CIVIL RIGHTS 27D 

Handling of , compla. • 
a. Immediately advise ,Bureau of receipt of complaint by AMSD letter, 

airtel, teletype, or telephone, depending upon urgency of situation, 
setting forth "briefly facts of complaint and action being taken. 
Form FD-365 may be used if information is submitted by a:i.rtel. This 
form may., also be used to transmit letterhead memoranda to Bureau in 
these cases. 

b. Submit let~rhead memorandum (LHM) instead of investigative report 
in any civil rights matter in which inquiry has been limited to inter­
views with complainants a!ld/or victims. Existing instructions apply 
regarding use of form FD-302. If interviews are recorded on form 
FD-302s, copies of the FD-302s should be appropriately inserted in 
LJIM. 

c. Complaints involving alleged brutality inflicted under color of law 
or alleged violation relating to a federally protected activity by 
force or threat of force under section 245 are to receive an immediate 
preliminary investigation unless some circumstance exists which would 
±ndicate such action to be undesirable or complaint involves mass 
demonstration or confrontation situations or death as d~sc~ibed in item 
2, above. If inves"tigation is c·onsidered undesirable, immediately seek 
Bureau instructions on a UACB basis. If preliminary investigation is 
undertaken, it is to be completed and reported within 21 days of 
receipt of complaint; if no investigation is c~nducted, interview 
complainant and victim (if readily available) obtaining signed state­
ments if possible and submit LHJ.'1 within 14 days of receipt of com­
plaint •. 

d. If complaint does not allege brutality under color of law, a limited 
investigation is conducted iu~ediately upon receipt of complaint. 
Exceptions to this procedure are set out hereafter under section F, 
exceptions to procedure of initiating preliminary and limited investiga­
tions. Bureau is to be immediately advised of receipt of complaint as 
indicated above and a closing report is to be submitted within(2l] 
days of receipt of complaint. · 

e. If victims are confined to hosnitals or institutions and cannot be inter­
viewed except in presence of t~ose charged with their custody, inter­
views should not be attempted and Bureau should be immediately a~vised 
of such information. , 

f. When interviewing -victims of alleged brutality under color of law or 
of force or threat of force in connection with a•federally protected 
activity, take photographs whenever possible of all injuries which are 
apparent to eye and/or which v~ctim allegedly suffered. If alleged 
injuries are concealed by bandages or casts, photograph bandages or 
casts. Any damage to property resulting from use of force in connec­
tion with a federally protected activity must also be photographed. 
Give specific consideration to use of color film which often provides 
a more graphic portrayal of injuries or property damage. If in doubt 
as to proper color exposures, also take ·same pictures in black and white. 
SAC~ ASAC, or field sunervisor is to review each case to insure nhoto­
graphs taken if approp~iate. If not possible to take photographs, 
s~ow reason in details or on cover page, whichever is appropriate. Also 
set out in details of report a detailed description of injuries or 
property damage observed by the Agent. 

g. When no investigation is conducted, do not discuss complaint with USA • 

• 
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4. 

SECTION 27. CIVIL RIGJT'L'S 

Informatio.e.lative to incidents of unusu .. ocal or national impor­
tance which may not at time indicc-.te viola."~ion of civil rights s:Could 
be forwarded to Bureau and liaison established with local authorities 
a.nd Bureau advised of developments •. No investigation is to be con­

-ducted unless specifically ordered by Bureau. 
5. If ~u desire to contact a judge or a judicial officer in a civil or 

criminal action to determine disposition of a matter which may be 
pending- before court, such action cannot be taken without prior Bureau 
clearanc~. Bureau must be advised precisely vrhy such information can­
not be obtained from sources other than court or judicial officer 
and must be furnished recommendation of SAC as to whether or not par­
ticular judge should be interviewed. 

6. [At the outset, advise th~ responsible head or appropriate official of 
the agency or institution involved and, if a state agency or institu­
tion is involved, the governor or person acting in his absence, of the 
initiation of investigation.] 

• 
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SECTION 27. CIVIL RIGHTS 27E - F 

INVESTIGATIVE PROCED~ • A preli1ninary investigation normally covers all of the below-listed procedures. 
A limited investigation normally covers all of the below-listed procedures 
with the ~ception the subjects are not interviewed unless they voluntarily 
desire to furn~sh information. 
1. Thoroughly interview complainant and/or victim obtaining complete data, 

including names and addresses of subjects, additional victims, and poten­
tial witnesses._ 

2. Ascertain reliability and background of the complainant, victim, and/or 
subject. 

3. Identify subjects and, if possible, suspects and interview them. If any 
reason exists for not interviewing subject, set forth reason in report. 
If the subject, be he a police officer or otherwise, requests the inter­
view be conducted in the presence of his superior or any other single rep­
resentative of his choosing, the interview may be conducted provided 
approval of the SAC has been obtained. The interviewing Agents should 
insure they do not volunteer the information they will conduct the inter­
view of the subject under such conditions prior to making efforts to conduct 
an ~nrestricted intervie\~. Any difficulty experienced in connection with 
interview of a subject law enforcement officer must be brought to the atten­
tion of the Bureau iw~ediately. If a Chief of Police or acting head of 
such department declines or indicates a reluctance to make a police officer 
av<!tilable for interview, you should nevertheless advise such official that 
it will be necessary to personally contact each police officer involved for 
a personal expression of his desires. Your office must then contact each 
officer personally and ascertain whether or not he desires to be interviewedo 

4. Interview not only available pertinent witnesses but all known eyewitnesses 
to the incident. 

~. Check jail and court records when victi~ has been arrested. If the com­
plaint relates to a federally protected activity, determine what complaints 
have been made to local authorities regarding the act of interference and 
what, if any, action is contemplated or has been taken. 

6e Check hospital records and interview doctors if victim or subject received 
hospital attention and also identify and interview all persons present when 
victim received medical attention as well as the ~ersons who transported 
or accompanied victim to the hospital or doctor. lif victim required 
medical treatment and if warranted, have victim execute FD-465 (Authority 
to Release Medical Information), if he appears legally competent. If 
under age, FD-465 should be executed by parent or legal guardian.] 

7. Take appropriate color and black and white photographs of complained-of 
injuries or damage to property if possible and locate and preserve any 
physical evidence. 

8. After completion of investigation, unless Bureau instructs otherwise, USA 
should be contacted for his views as to merits of particul~r case and 
whether or not further investigation is desired. If he suggests further 
investigation, a report should be submitted showing information developed 
and views of USA. Advise Bureau by wire or airtel, depending on urgency, 
of specific investigation requested, and conduct investigation unless infor­
mation known to your office indicates request should be r~ferred to Depart­
ment before proceeding. USA is not to be advised of your action in this 
regard. 

If USA is unable or unwilling to furnish his views at time of initial con­
tact, he should be followed on a day-to-day basis until such is obtained. 
If USA indicates he desires to furnish his views directly to Department or 
views will not be forthcoming 'Promptly, set forth this in report with state­
ment to effect that in light of comments of USA·, this matter will no longer 
be followed wi~h USA for his determination unless specifically requested 
by Department. Report s~ould not be delayed to report additional inves­
tigation but a supplemental report submitted. USA cannot decline prosecu­
tion inasmuch as final determination of prosecution rests with Civil Rights 
Division of Department. Consequently, no arrests are to be made or com­
plaints filed without Bureau authority. 
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27E - G • SECTION 27. CIVIL RIGHTS • 9. Information which is furnished should show that you have exhausted all .:/ 
reasonable efforts to cover the requirements set forth for an adequate 
preliminary investigation. If yictims are unavailable for interview, 
this should be pursued until they are interviewed or justifiable reasons 
exist why<' they cannot be interviewed. The same requirements hold true for 
complainants, known eyewitnesses, doctors who have examined the victims, 
police officers, etc. In the event a preliminary investigation is not 
completed by the deadline because witnesses are unavailable, this should 
be set forth in your report which will be submitted to the Bureau to meet 
the deadline. You must continue your efforts to locate and interview the 
unavailable witnesses. Any discontinuance of investigation must be justi­
fied and set forth in your report by full explanation. 

F. EXCEPTIONS TO PROCEDURE OF INITIATING PRELIMINARY AND LIMITED INVESTIGATIONS 
In following instances, interview complainant or victim if r~adily available 
and submit letterhead memorandum to Bureau within five days of receipt of com­
plaint. Furnish a copy of letterhead memorandum to USA, but do not contact 
him for his views. Conduct no further investigation UACB. 

Go 

NW 54978 

1. Deleted . 
2. Alleged failure,of any public official to take official action. Involves 

cases in which a public official, who is a witness to or cognizant of, a 
deprivation of the civil rights of an individual, such as an assault upon 
that individual, fails to take appropriate action to protect the individ-
ual's person or rights. · 

3. Alleged deprivation of civil rights in connection with trial, conviction, 
or sentence. Includes allegations of improper extradition procedures. 

4. Alleged deprivations relating to or growing out of treatment of incarcerated 
persons or concerning the administration of prisons or jails. Allegati_ons 
of brutality handled as cases involving police brutality. 

5. Alleged unlawful deprivation of property by purported action of any public 
agency. Involves cases relative to imposition of zoning restrictions on 
property, exercise of eminent domain without due process of law, and like 
situations. 

6. Upon receipt of complaints under Title 42 (Voting Rights Act of 1965) 
alleging violations of section 1973i (a) (denial of the right to vote), 
1973i (c) (vote fraud and bribery), 1973i (d) (false statements), and 
1973j (b) (destroying or defacing election documents) 

7. Upon receipt of a complaint alleging violation of Title 18, § 245 (fed­
erally protected activities), where the alleged act of interference results 
from means other than force or threat of force · 

8. Whenever there are other circumstances indicating that im.i1lediate investigation 
may not be desirable, the facts will be brought promptly to the attention of 
the Civil Rights Division for a determination as to the action which sho1_.1ld 
be taken. 

MISCELLANEOUS INSTRUCTIONS 
1. If the initial closing report showing the completed preliminary investigation 

or limited investigation is not submitted within 21 days of receipt of com­
plaint, SAC must submit to Bureau reasons for failure to meet deadline, 
together with his recommendations for administrative action. This communi­
cation must be submitted to Bureau on same date as report. This procedure· 
should also be foilowed in exceptions to preliminary and limited investiga­
tions when the letterhead memorandum is not submitted ~ithin five days ot 
receipt of complaint. .. · · . . 

2. No full investigation shoulc1 be conducted unless approved by"the Bureau. 
3. Investigations are to be given immediate, preferred, and continuous atten­

tion and handled in an impartial manner. 
4. Investigations are to be assigned to mature and experienced Agent personnel, 

preferably those Agents trained and experienced in handling such cases. 
Agents handling such cases should avoid using any investigative techniques 
or expressing opinion which might indicate prejudice. 

8 ·-------------~-----
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5. 

6. 

7. 

. 8. 

9. 

10. 

ll. 

12. 

l.3. 

14. 

SECTION 27o CIVIL RIGHTS 27G 

··Civil Rights in.tigaHons are not to be assig! to Agents (a) who are 
former police officers, (b) who have close relatives in the police 
department involved, or (c) who are natives of the localities involved. 
Good judgment must be utilized and these cases will not be investigated 
by Speciq,l Agents who have excellent, close working relationships \~i th 
the officers who are the subjects of such investigations and/or with the 
specific law enforcement or other agency involved. Special Agents will 
continue·to be responsible for conducting a thorough interview and--­
obtaining full details from the initial complainant whether he be the 
victim or otherwise even though they may have· excell~nt, close working 
relationships with the officers or the specific law enforcement or 
other agency involved in the complaint. 
~vo Agents should be present at all interviews of subjects and potential 
subjects. Other interviews should also be conducted by two Agents when-

_ever circumstances indicate this should be done to protect the Bureau's 
interest. · 
Signed statements should be obtained from the victim, the subject, and 
all witnesses if possible. 
Two copies of all exhibits should be forwarded to Bureau, one copy to 
USA, and one copy retained in division file. 
Local law enforcement officers may not be used in any manner at any time 
:in investigation without Bureau authority • 
.Advise Bureau of any controversy, _ criticism, or unusual publicity in 
connection with these cases. 
Be alert for any type of activity in division which may result in civil 
rights violations. Be sure that problems arising from such activity 
are reported and develop adequate informant coverage to insure effective 
and prompt results if complaint received. See section 122, volume IV, 
of this manual for coverage of organizations and groups in connection 
with civil rights matters. 
When the Department requests the Bureau to follow and report the results 
of local or Federal action beiug taken against a subject or victim, such 
:information must be submitted by investigative report. Submission of 
this type of report must receive exneditious attention. 
Furnish copy of report or letterhead memorandum to USA unless Bureau 
instructs otherwi.se. 
In connection with notification to head of agency whose personnel is 
involved in a civil rights allegation or in conducting interviews with 
subjects and others in civil rights cases, do not identify source of 
complaint. If necessary to effect identification of officers or incident 
inYolYed, it is sufficient to state to effect that a civil rights inves­
tigation is being conducted of an allegation that victim (identifying him 
by name) was beaten by officers on or about (date of incident). 

• 
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1:5. 
::::_ 

16. 

17. 

19. 

20. 

SECTION 27. CIVIL RIGH'"'- 27G- 1 

Report comp.e descriptive data including .. l.l criminal and Held office 
indices information on victims and subjects and observable desc-riptive 
information on witnesses such as race, approximate age, and obvious physic: 
handicaps that might impair "the ability of the witness to observe and 
remember the incident. Advise victims arul;.;;?J.i:~sses that information 
furn~shed may be used in a court of law. 
In addition to obtaining any police reports on the incident, determine wha· 
action has been or will be taken against victim(s) and subject(s) through 
appropriate officials and/or records. Do not delay completion of investig ~ 
tion awaiting this information but show in report the reason for its 
unavailability during course of the investigation. Obtaining such reports 
does not preclude necessity for conducting · complete independent investiga­
tion. 
Describe scene of the incident and where appropriate supplement descriptior. 
with photographs or prepare a rough diagram of the place where the alleg~d 
incident occurred. 
In death case preliminary investigations obtain copies of any autopsy 
or coroner's report; copies of verdict of, and list of exhibits 
presented to, any coroner's jury and interview the pathologist or medical 
examiner performing autopsy. 
When request for investigation emanates from the Civil Rights Division's 
field office, furnish copy of report to both the Civil Rights Division's 
field office and United States Attorney covering area. 
When request.ed to "monitor" possible civil rights situation, effect liaison 
with, and obtain reports of, local officials, contact sources, and furnish 
pertinent news articles. Conduct no active investigation unless so 
instructed. 

H. CLASSIFICATION - 44 

I. CHARACTER - CIVIL RIGHTS 
CIVIL RIGHTS 
CIVIL RIGHTS 

ELECTION LAWS 
FEDERALLY PROTECTED ACTIVITIES 
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A. 

B. 

-~ CIVIL RIGHTS ACT OF 1964 28A-C 

BACKGRO"BND --• The ·civil Rio-hts Act of 1964 was enacted into law on 7-2-6.,_4 and became 
effective th:t date with the exception cf-the ·employment provisions which 
became effective 7-2-65. The urincinal items which affect the Bureau's 
worE are the 'titles dealing with pubiic - accom."!lodatio~~bJ..ic facilities, 
public education~ and employment. · 

STATUTES 
Public Law 88-35'2 - Civil Rights Act of 1964 (Title 42, § 2000) 
Title 18, USC, § 245 Public Law 92-261 - Equal Employment Opportunity Act 
of 1972, effective 3/24/72 

C. PUBLIC ACC O:i1MODATI01'TS 

[ 

§ 201. Provides injunctive reliaf against discrimination because of race, 
color, religion, o1' national origin in places of public a.ccorrM.odation; i.e., 
establishment offering lo·dging or food for consu.TJlption on the premises, 
gasoline station, and place of entertainment if its operation affects commerce 
or if discrimination or segregation by it is supported by state laws. 
1~ Establishments covered 

a. Inn, hotel, motel, or other establishment which provides lodging to 
transient guest, other than an establishment vtithin a building ;•;hich 
contains not more than five rooms for rent or hire and proprietor 
maintains his residence in the building 

b. Restaurant, cafeteria, lunchroom, lunch counter, soda fountain 
c. Motion-picture house, theater, concert hall, sports arena, stadium, 

or other places of exhibi·tion or entertainmen,; as set forth in 2b 
(1) {n) below. · 

d. Any establishment which is physically located in any covered estab­
lishment; e.g., a barber shop in a motel or hotel 

e. Private clubs are exempted except to the extent to which they open 
their facilities to an establishment covered by the act. 

2. Investigation - publi-c accommodations 
a. In states in which there is a state law or municipal ordinance 

prohibiting discrimination in accommodations: 
(1) Interview the complainant and obtain signed - ~tatement. 
{2) Refer compiainant- to local agency dealin.g ·,vi th·. equal accommo­

dations and advise him that under·the Statute no Federal action 
is possible prior to expiration of 30 days after complaint is 
made to local agency in person or by registered mail. 

{3) Submit letterhead memorandum {original and tvto copies) within 
[fourteen)days of receipt of complaint. 

{4) Conduct no other investigation. 
b. In states in which there is no state law or municipal ordinance 

prohibit'ing discrimination in accommodations and a complaint has been 
received, conduct a preliminary investigation· consisting of: 

.- ~ -

(1) Preliminary investigation applying to all cases (Where-
ever appropriate below, "Negro" should be read to refer to 
whatever race, color, religion or national origin is alleged 
to be the basis of discrimir-ation) · 
{a) Interview the victim or victims. Obtain signed statements. 

If there are numerous victims, interview only a representa­
tive number but if results of these interviens logically re­
quire interviews with additional victims, this should be done. 

(b) If the identities of other witnesses to the incident other 
than employees of the establishment are known, interview 
not more than two . of them. 

(c) Interview any employees of the establishment who were 
witnesses to the incident. Preferably this interview 
should be . conducted away from the premises of the subject 
establishment. Determine ?that instructions they have 
received with regard to allowing Negroes the use of the 
facilities of the subject establishment. . · 

(d) Interview the proprietor {or in those instances in which the 
establishment is not run by the owner, the manager) 
regarding the incident complained of anq in addition 
ascertain the follo ·.-ring information: 

This doc'ltment i8Ipte.PfV1:futli9?-rr~~ln~ l~ ~~~8tia1m~lrliuttSfoP Itt1,]-seW'i- the g e ne ra 1 
nation outs~de your CPJ.ikiJi#tee. Its use is li'il'fited to official p1·oceedings by 
yowr Comm~ttee and the content may no-t be d2sclosed to unauthO?·ized person-
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II, • . present policy and practice ~he subject establish-
t with resuect to allowing Ne.es the use of its 

facilities on-an equal basis with whites and other mom­
bars of the general_public. If this present policy dif- · 
fers from any past policy, determine the past policy, 
the approximate date tho presM;t:.:::p.ol-icy took effect, and 

0 the reasons for the change in policy, 
III. Whether any si~ns indicating separate facilities for 

Negroes or indicating that Negroes would not be accorded 
the same services and privileges as white persons have 
ever been posted on the premises. If so, ascertain the 
approximate date of posting and whether the sign is still 
on the premises, If it is, photograph it. If it is not 
still on the premises, determine the date of removal. 

IV. Whether there has evor existed at the subject estab­
lishment any custom of separate facilities or areas 
for Negroes. If there has been such a custom since 
7-2-64, ascertain the details. 

V. Hhether Negroes have ever used or have ever been de­
nied for any reason, the use of any or all of the fa-
cilities of this establishment , 

(e) Determine the location of the subject establishment in 
relation to nearby highways, train and bus terminals, air-
port~ and gasoline stations. · 

(f) ~ke a simple sketch 
I • . Designating and indicating the approximate size of all 

rooms, entrances, hallways and restrooms, and indicating 
the placement and approximate number of all accommoda­
tions and entertainment devices {e.g., booths, tables, 
stools, carry-·out window, juke box, pool table) .. 

II. Showing, if applicable, the relationship between the sub­
ject establishment and any related establishment. :By 
"related establishment" is meant one which has within 
its premises the subject establishment or one which is 
within the premises of the subject establishment. 

(g) Determine what advertising, if any, is done by the subject 
establishment. Obtain copies of any advertisement if possible. 

{h) Ascertain the owner of the property on which the subject 
establishment is located, the proprietor of the establis.hment, 
and the persons responsible for the management. If a. corpor­
ation is responsible for ownership or management of the es­
tablishment, ascertain names and addresses of the officers 
and directors. 

(i) If the subject establishment ia an inn, hotel, or motel or 
other lodging establishment: 
I. Determine the number and general type of rooms in the 

subject establishment and the rates charged for the 
rooms by the day, week and month. If the establishment 
has five rooms or leas, ascertain whether the owner 
actualiy occupies a portion of the establishment as his 
residence. 

II. Determine by interviewing the manager the minimum and 
average length of time for which lodging to guests is 
provided. 

(j) If the subject establishment is a. restaurant, lunchroom, 
soda fountain, or other eating facility, obtain a copy 
of any menu or otherwise ascertain the selection of food 
and beverages available at the subject establishment. 

{k) If the subject establishment is a gasoline station: 
I. Determine the number of reetrooms at the subject 

gasoline station (and photograph any signs indi­
cating a racial preference in accord with paragraph 
C 2 b ( 1) {d) III above ) • 

II. Determine the brand name of all automotive products 
sold at the subject establishment {e.g., gasoline, 
oil, air filters, tires) and the name and address of 
the distributor from whom the proprietor purchase~ 
each of these items. 
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(1) [If •. subject establishment is a]re6urant, lunchroom, 
soda ountain, or other eating facil~. not located on 
a u. s. or interstate highway or :10t in the immediate 
vicinity of a bus or train terminal or airport: 
I.. Obtain from the owner or mana.g~I: .... .a...s.tatement of the 

approximate ctollar amount of nrs"'Total expenses during 
~he last six months for food and nonalcoholic 
beverages. Upon the receipt of this information, 
identify and interview the subject establishment's 
principal suppliers with respect to the dollar amount 
of goods sold to the subject establishment during the 
past six months from the date of tho request or during 
any recent convenient period of time comparable in 
length, ana ascertain the approximate percentage there­
of which originates from outside the state in which the 
subject establishment is located, Hhen it is established 
~hat at least 25% of these goods has originated from 
out of state, the investigation on this point may cease. 

II. If the above information as to dollar amount of the 
~otal expenses is not available, conduct the inter­
~iews of the suppliers as stated in the above sub­
paragraph, but place no percentage limit on the results. 

III. If there is a substantial likel~hood that these 
•auppliers will not retain their records relating to 
~he subject establishment for at least six months, 
obtain signed statements fro~ them. 

(m) [If the subject establishment isJan eating facility operated 
in conjunction with a bar 
I. Conduct the investigation outlined above in para­

graph[(l)] 
II. Determine the approximate collar amount of expenses 

for alcoholic beverages during the last six months 
£rom the date of the request or during any convenient 
period of time of comparable length • 

• 
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SECTION 28~ CIVIL RIGHT 

III. D~mine the hours during which .subject 
e~lish~ent is open for businass,.ftnd whether food 
service is available dur~ng all or only part of this 
time. If there is .a-separate dining area, determine 
whether food service is available in this area during 
all or part of the time the su~G~~~~establishment is 

~ open for business. 
IV. Determine the hours any waitresses or other serving 

personnel are on duty and whether they are assigned 
exclusively or primarily to one particular area of 
the subject establishment. . 

V. Obtain a copy of any menu or otherwise ascertain the 
selection of food available at this establishment. 

VI. Determine ;·that licenses relating to food and beverages 
are posses,sed by the subject establishment. 

VII. Photograph the interior and exterior of the subject 
establishment. Include in these photographs any signs 

. advertising this business. 
[(n) If the subject establislunent is]a place of exhibition or 

entertainment which presents performances for the enjoyment 
of its patrons (e.g., theater, night club, sports ar~na) 
or any other establislunent which contains entertainment devices 
through the use of which its patrons may entertain themselves 
(e.g.1 ferris wheel, golf equipment, pool tables, television, 
juke box, roller or ice skates, sporting or exercise 
facilities). 
I. Determine what type of entertainment and activities 

are offered by the subject establishment, and the fee 
which patrons must pay or the contracts into which 
they must enter for use of the establishment's 
facilities. 

II. Identify all sources of entertainment (e.g., band or 
other human performers} which originate from outside 
the state in which the subject establishment is located 
and have appeared at the establishment in the past 
two years. 

III. Identify the location from which these sources of 
entertainment originated, and place of manufacture of 
all.mechanical sources of entertainment used (e.g., 
band instruments, amplifiers). 

IV. Determine the dates on which the out-of-state sources 
of entertainment appe~red at the subject establishment 
and if only once during the past 12 months, determine 
if any annual or biannual frequency of appearances 
exists. 

V. Identify any mechanical sources of entertainment 
provided at the subject es~ablishment, (e.g., golf 

-carts or equipment, roller or ice skates, automatic 
bowling pin setters. pinball machines, pool tables and 
related equipment, juke box or other devices providing 
music, television, athletic equipment). 

VI. Determine the name and address of the manufacturer. 
and supplier of such sources of entertainment. If 
readily ascertainable, determine the manufacture's 
serial number of any such source of entertainment. 

VII. Determine what facilities (e.g., benches, seats or 
other designated areas) exist for patrons either to 
watch any entertainment formally presented or to 
observe any other patrons entertaining themselves by 
use of mechanical or live sources of entertainment. 

VIII. If any restaur~~t, lunchroom, soda fountain, or 
other eating facility is located within the premises 
of the place of exhib~tion or entertainment (see 
paragraph C 2 (b) {1) {f) II above} conduct the 
i:nves·bigati on of that restaurant, lunchroom, soda 
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SEC ')N 28. CIVIL RIGHTS ACT OF 19( • "fountain, or other eating 
paragraph[(l)]abov~. 

. --· facility:· called for in 

Any establishment which purports to be a 
including those establishments des:c.-.r.·:i;bett 
(1), (m) and (n) ~bove.] 

private club, 
in paragraphs 

I. Obtain, if available, a copy of the club's bylaws 
or charter. 

28C 

II. Determine the legal entities involved in the· ownership of 
the prope.rty and management of the club (e.g., cor­
poration, partnership, unincorporated association, sole 
proprietorship) and the names, addresses and race of 
the persons involved (e.g., partners}; determine the pre­
sent club officers and methods by which they were selected. 

III. Determine whether any numerical limit is set upon 
membership in the club. 

IV. Determine v1hether payment of any dues, annual or 
lifetime, is required in connection with-membership in 
the club, and if so, in what amounts. 

V. Obtain a copy of any membership list that might be 
maintained. 

YI. Ascertain the number of members of the club and 
I Whether there are any n0nv1hi te members; if there are 1 

obtain their names and addresses. 
YII. Determine all details of the procedures by which 

a person or family makes application fer membership 
in, and is admitted to, the club. 

YIII. 'Ascertain what qualifications, if any, a prospective 
member must meet to be eligible for membership and 
what items, if any, disqualify him. 

IX. Determine whether the recommendations of existing 
members are required from prospective members. 

X. Determine what control, if any, existing members have 
over the admission of applicants for membership, 
(e.g., whether there is a membership committee 
selected by the members to represent them if such a 
membership corr~ittee exists, obtain the names and 
addresses of its members, whether there is a blackball 
system by which one or more individual members 
can reject an applicant even though he might have 
been recommended by another member or members, 
whether notice of pending applications is given to 
existing members, whether existing members are notified 
after an applicant has been admitted). 

XI. Ascertain whether the members exercise control 
over the financial ooerations of the establishment 
and to what extent {~.g., do they o1m any of the 
property, do they determine how the revenues from the 
establishment's operations are used, are these 
revenues retained by the establishment:s manager). 
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SECTION 28. CIVIL RIGHTS AC.T OF 1964 

XII. As.ain whether the club advert·is.in a.ny 
man~er and, if possible, obtain copi~i of all 
advertisements. If c~~ies cannot be obtained 
describe the advertisements, including whether 
such advertising indicates in a:v.,y.:.:.l.'lft";::-.-that the 

6 subject establishment is a private club not open 
to the general public • 

XIII. If the subject establishment is listed in the local 
telephone directory, determine whether its listing 
can be distinguished from any other restaurant or 
other place of public accommodation and whether it 
is designated as a private club. 

XIV. Determtne the established procedures, if any, for 
permitting nonmembers or guests of members to use 
the subject establishment's facilities (e.g., 
whether nonmembers can rent the facilities of 
the club). 

XV. Determine 'whether the establishment has ever been 
operated on some basis other than a private club. 
If so, obtain all details, including the date of, and 
reasons for, the purported change to a private 
club. · 

Submit a report within[21]days of receipt of complaint. 
Where the same accommodation is involved in numerous refusals 
of service, one case may be opened and victims and dates added 
to the title as complaints are received. When logical 
investigation has been completed, case may be closed, subject 
to reopening when additional compl~ints are received. 
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SECTION 28. CIVIL RIGHTS ACT OF 1964 28D •· 

PU.BLIC FACILITIES • PUBLIC EDUCATION _ . .._. 
.A. ·public facility is one other than a place of educ2.'t'ion which is owned, 
operated or managed by or on behalf oJ any State or subdivision thereof • 
.A. place of public education is any educational institution operated by 
a State, any subdivision of a State, any Govern~.;~3,:~_..agency within a 
State, or o~erated vtholly or predominantly from or through the use of 
Governmental funds or property d~rived from a Governmental source. 
Take the following action upon receipt of a complaint alleging 
discriminat-ion because of race, color, religion, or national origin in 
a place of public facility or· because of race, color, religion, sex or 
national origin in a place of public education. 
a. Interview complainant and take signed statement to include: 

Ill Pertinent personal history and background information. 
2 Full details of the alleged discrimination. 
3 All information the complainant has regarding the operation of 

the public facility, public school or public school system on 
a discriminatory basis and the identities of any other persons 
who have sought to use the facility on a nondiscriminatory 
basis. 

(4) Full details of any other efforts made by the complainant or 
others on his behalf to rectify the alleged discrimination and 
the ability or inability of the complainant to bring legal 
action on his own behalf or through some interested organiza1ion. 
In this c'onnection the complainant should not be asked whether, 
in his' opinion, he is able or unable to sue, inasmuch as this 
would be a legal conclusion. He should, however, be asked for 
general information regarding his employment, whether he owns 
his home and automobile; if so, to furnish a description of 
the house and automobile. .A.lso, how many dependents the 
~omplainant supports and whether he is a member of any civil 
rights organization that provides legal counsel in this type 
of case. 

b. If the complainant refuses to submit a signed statement, take no 
further action and submit a letterhead memorandum setting forth 
facts of the complaint and details of the interview. 

c. Ii' the complainant submits a signed statement alleging unlawful 
discrimination, proceed with the following preliminary investigation: 
(l) Interview a representative number of other victims named by 

the complainant. 
(2) Interview the manager, superintendent, or other appropriate 

person or persons responsible for operation of the facility 
or school to determine: 
{ab} Full details of situation described by complainant. 
( ) What policy and practice have been followed with respec~ r 

to operating in a nondiscriminatory manner. 
(c) Whether any chan·ge in such policy or practice is 

contemplated. 
a. Complete and submit report within[fourteen]days of receipt of the 

complaint. 

, 
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SECTION" 28. CIVIL RIGHTS ACT OF 1964 

EMPLOYMENT • . • 
§ 703., ~:...Prohibits discrimination in employment because-of ··race, color, 
religion, sex, Qr national originQ Prohibited acts extend to hiring, firing, 
promotions, wage scales, and all other conditions of employment. Exemptions 
are granted for legitimate occupational qualifica tio!!§.:;~:P~~~d upon religion, 
sex~or national origin only. Discrimination is not punishable as a crime 
but the aggrieveJ person, Equal Employment Opportunity Commission (EEOC), 
or under certain conditions, the Attorney General may file civil suit. EEOC 
was established to receive and adjudicate complaints. 
1. Establishments covered 

a. Business establishments affecting commerce and having 25 or more 
employees. (This changes to 15 or more employees beginning 3/24/73.) 

bo Employment agencies procuring employees for the above firms 
c. Labor unions in industries affecting commerce 
d. State and local governments, agencies, political subdivisions and the 

District of Columbia Departments and agencies which are not subject by 
la\'v to the Federal Competitive Services. 

e. Federal Government emp1oyment (handled by Civil Service Commission). 
f. Exceptions: The Act does not apply to state or local elected officials, 

persons chosen by such officials to be on their personal staffs, policy­
making level appointees and immediate advisors of such elected officials, 
or to religious educational institutions. Preferential treatment may 

· be given to Indians on or near an Indian reservation. 
.2. [Preliminary investigation to be conducted upon receipt of a complaint 

a~ Complaint against private employer or labor union representing 
employees of private employer or private employment agency 
(1) Advise complainant such violations are handled by EEOC 
(2) Advise complainant if he wishes to pursue matter with EEOC, 

he should do so within 180 days of the alleged discrimination 
(3) Furnish complainant with location of nearest EEOC office 

b. Complaint against state or local government and educational institu­
tion or unions representing governmental employees or public employ­
ment agencies, such as state employment services 
(1) pm£?loyer. Where· complaint involves any actions or practices 

of the employing governmental entity, interview complainant, 
preferably at some place other than place of employment, and 
obtain following information: 
(a) Full background of complainant for all details that might 

bear on his qualifications or eligibility for employment 
or promotion by the subject employer, including age, sex, 
race, education, previous employment experience and length 
of time, if any, he has worked for subject employer 

(p) Nature of subject employer (e.g., city, county, irrigation 
district), approximate number of employees, and 
approximate percentage of female and minority employees 
employed by the jurisdiction or unit involved. Ascertain 
whether office or installation where complainant works 
is located near or in a minority neighborhood 

(c) Full details of complaint 
(d) If complainant is or had been working for subject employer, 

as would be true . if he complains of discriminatory promo­
tion or discharge policies: 
I. His present job category and department and any pre­

vious jobs and departments indicating length of time 
in each 

II. His wage category and its position relative to other 
wage categories of the employer 

III., His duties, ancf whether any white persons, in the case 
of a race complaint, or males or females as appropriate, 
in the case of a sex complaint, perform or have 
performed similar duties 
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SECTION 28. CIVIL RIGI-ITS ACT OF 1964 

IV. ··ber of minority and female ~•yees in his job 
category or department; and in other job categories 
and departments of_which he is aware 

v. Names of other minority or female employees who work 
for employer and departments~~.b·categories to which 

• they are assigned, if known 
VI. His understanding of the operation of the promotion, 

recall and layoff systems, if any . 
VII.. Total number of departments, seniority lines, produc­

tion areas .and any other information known about 
structure of employer or employing agency 

(e) If complainant is not and has never worked for the employer, 
but instead is alleging discrimination in hiring: 
I. Date on which he or she applied for the job 

II. Method by which he or she found out about availability 
of the job or decided to apply for a job 

III. Whether he or she was required to take any test and, 
if so, nature of the test 

IV. Name of person, if any, who interviewed him 
v. Vlliether he or she submitted written application 

VI. Any other steps he or she was required to take to com­
~lete employment application process 

VII. \~en and by what means notification or rejection for 
employment given 

(f) If employing agency is unionized, ascertain name of union, 
how many members it has, percentage of minority or female 
members, whether complainant is or has ever been member of 
the union, whether complaint in question was brought to 
attention of the union and what action, if any, was taken 
by the union on complaint 

(g) Determine whether similar complaint has been filed with ~•Y 
other Federal or state or local agency and, if so, details 
including date on which it was filed, and disposition, if 
any, which that agency has made · 

(h) Determine whether complainant knows any other minority group 
persons or females who have been similarly affected by 
subject employer and, if so, their names and dates of 
alleged discriminatory conduct 

(i) Obtain copies of any pertinent written material or documents 
that complainant may have in his possession, such as copies 
of applications to employer and correspondence from it 

Unionso \'!hen complaint appears to involve any actions ·or prac­
tices of a union which represents or seeks to represent employees 
of a governmental employer, interview complainant, pre-
ferably away from his place of employment and obtain following 
information: 

• 
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(a) 

• 
(b) 

(c) 
(d) 

SECTT""'~ 28. CIVIL RIGHTS ACT OF 1964 

Full .. ckground of complainant incllldtg all details that 
might bear on qualifications for membership in subject 
union or for referrals-by subject union, such as age,· 
sex, race, education, previous em~~~L~-~ experience, 
and any municipal licenses he may possess qualifying him 
to work in the trade. 
Nature.of subject union, that is, whether it is an indus­
trial union representing employees in a plant or craft (or 
building trade) union. If it is a craft union, 
ascertain from complainant whether union operates a hiring 
hall and, if so, details about operation of the hiring hall 
Full details of complaint 
If complainant was seeking membership in the union: 
I. Type of membership he was seeking, i.e., 

\-vhether he was seeking apprentice status or journey­
man status 

II. Whether he made any written applications to the union 
and, if so, dates of those applications 

III. How he came to make application to the union, i.e.-, 
whether he was referred by friend or relative, 
dnterested organization, or empioyment service 

IVo Whether he was required to take any examination and 
nature of examinations 

v. \\'hether there was an interview and, if so, person who 
interviewed him 

VI. Whether he was notified of his acceptance and, if so, 
when and how, and whether he has had any further con­
tact with the union 

(e) If complainant was claiming discrimination in some practice 
of subject union other than that relating to admission to 
membership in the union, determine whether it related t;:> 
operation of grievance procedures, work referral system, a 
work permit system, or some other union function, and 
ascertain details of alleged discriminatory practice 

(f) If on any previous occasions complainant sought membership, 
to be referred for work, utilized grievance procedure or 
other service or benefit from subject union, ascertain all 
dates upon which such occurred and full details about each 
of these contacts with the union 

(g) Whether there are black or other ethnic minority members, or 
female members of the union or who are working under auspices 
of the union. If so, ascertain the names of those persons 
from interviewee 

(h) \Vhether similar complaint was filed with any state or local 
agency or any other Federal agency and, if so, details 
including date on which it was filed, and disposition made 
of it, if known 

(i) Obtain copies of any written material or documents that 
complainant may have in his possession pertaining to com­
plc.int or to his contact or connection with subject union 

Employment A~!Zencies. When complaint appears to question prac­
tices of any public employment agency, such as a state employ­
ment service, interview complainai1t at some place other thar> 
place of employment, and obtain following information: 
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SECTT"N 28. CIVIL RIGHTS ACT OF 1964 28F-G 

(a) Ful~acl<ground of complaintant in.ct.ng all details regard­
ing qualifications for employmentr such as age, sex, race, 
education, previous ·emp1oyment experience . 

(b) Nature of employment agency, and .tY~.£Q.f jobs to which it 
~ generally refers persons. Ascerrn1-rr\vliether employment 

agency's office is in a minority neighborhood 
(c) Full details of complaint . 
(d) Type of job for which he sought employmen't. Ascertain 

whether he had any previous experience in such jobs 
(e) Type of job to which he was referred, indicating nature of 

work and level of pay, whether any other flinority or female 
person held similar jobs 

(f) If he was not referred to job, what reasons he was given 
for the failure or inability to refer him. Ascertain 
whether he was refused referral on any previous occasions 
and, if so, details 

(g) Previous experience with employment agency, including whether 
he was ever referred to any other job and, if so, nature of 
those jobs and dates of referrals 

(h) Full details about contact with employment agency including 
app!ications and other forms filled-out, the n~~e of person 
who interviewed him, what job possibilities were mentioned 
to him, and whether he was advised formally or informally 
that certain jobs about w~1ich he had. expressed interest 
would not be available to him . 

(i) Whether he knows any other minority group persons or females 
who have been similarly affected by subject employment 
.agency and, if so, their names and dates of alleged 
discriminatory conduct 

(j) Obtain copies of any written documents that complainant 
may have in his possession relating to his contact or deal­
ings with employment agency 

(4) Advise complainant that information he furnished \'Vill be for­
warde~ to u. s. Department of Justice. 

' (5) Advise complainant of existence of any appropriate state law 
or local ordinance and refer him to appropriate state or local 
agency. Also, tha1: in order to obtain relief on his individual 
grievance, he should file complaint with EEOC, and this must 
be done within 180 days after the alleged discrimination 
occurs. Include fact that he has been so advised in investiga­
tive report. 

Submit report within fourteen 1:1orking days of receipt of complaint. j 

G. INTERFE::\ENCE HITH FEDERALLY PROTECTED ACTIVITIES REL!'l.TING TO PUBLIC 
ACCOMMODATIONS, Pu~LIC FACILITIES, PUBLIC EDUCATION, AND EMPLOYMENT 
1. Where interference consistin·g of force or threat of force urohibited 

by Title 18, USC, § 245, is involved, handle in accordance-with 
provisions of volume II, section 27 E, of this manual using appropriate 
Civil Rights Act of 1964 character. · 

2. Where other interference is · allege~, such as by coercion, intimidation, 
and economic pressure, submit letterhea~ memorandum to Bureau and 
take no further action. 

3. The employment provisions of this act require a s.pecified minimum 
number of employees to establish jurisdiction. No such minimum numb'3r 
is required under provisions of Title 18, USC, § 245, relating to inter­
ference with employment. 

4. Title 18, USC, § 245, covers all public accommodations as defined by 
Civil Rights Act of 1964 and also covers an establishment which serves 
the public and which is principally engaged in selling beverages for 
consumption on the premises, e.g., a bar. 
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SECTION 28. CIVIL RIGHTS ACT OF 1964 

AlnTOUNCED TESTING OF ACC.ODATIONS OR FACILITIES • 
1. When ~nfor~ation is received that persbns are planning to test the prac­

tices of a facility or accommodation in a community in which the free 
use of such facilities or accommodations has previously been interfered 
with by {Qrce or threats, submit teletype to Bureau. Do not assign 
personnel to ~bserve such testing and/or photograph acts of interference 
or obstruction in the absence of specific prior Bureau authority. 

2. [Deleted] - · 
3. 

4. 

5. 

6. 

7 • 

If there is interf~rence involving personal injury, threat of serious 
injury, or substantial damage to property, or if a complaint is received 
concerning refusal of service, initiate a preliminary investigation and 
submit a report within fourteen days. 
If there is no interference or refusal of service, submit a letterhead 
memorandum (original and five copies) setting forth the details of the 
testing. 
Where your office receives advance notice of testing of public accommodations 
or public facilities and there is no indication there will b~ any inter­
ferenc~, obtain details concerning the testing and promptly furnish a 
letterhead memorandum (original and five copies). 
No commitments are to be made to groups which advise your office of plans 
to test accotnmodations or facilities that Agents will or will not be 
present to observe and photograph such demonstrations. 
Furnish copy of lettprhead memorandum in both of the above instances to 

. the local office of military intelligence if within scope of present 
requi~ements to do so, and advise appropriate local authorities orally. 

PENALTIES 
There are no substantive criminal penalties attached to discrimination 'Jrohibited 
by the act, The .aggrieved person, or in some instances the Attorney G3neral, 
may seek relief through civil .action. Written complaints with regard to public 
facilities and public education are subject to the provisions of Title 18, 
USC,. § 1001. A $100 fine is provided for failure on the part of an employer, 
employment agency, or labor union to post notic~s required by the Equal 
Employment Opportunity Commission; however, this violation will be handled by 
the Commission. 
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·'. ~~CTION 28. CIVIL RIGHTS ACT OF -~64 28J 

J. MISCELLANEOUS • • 1. Furnish a copy of all reports and letterhead memoranda to the USA. 
2. Deleted 
3. Note that a business, such as a department store, which would not 

normally be covered by the act is completely covered if it has a lunch 
counter or some other subsidiary uni.t which would be covered by the act. 
A barber shop is not normally covered, but a ba~ber shop in a hc~el or 
any other place subject to the provisions of the act would likewise be 
covered. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 

11. 

12. 

Discrimination is not limite~ to refusal to admit or serve but includes 
any difference in the nature or extent of services or prices charged. 
Two Agents should be present at all interviews of subjects and potential 
subjects. Other interviews should also be conducted by two Agents when-
ever circumstances indicate this should be done to protect the Bureau's 
interest. 
Do not advise persons interviewed of their rights except when interference 
by force or threat of .force, interference with witness, or other obstruc­
tion of justice is present. 
The first paragraph o~ the details of the report should so i~dicate if the 
investigation is limited or preliminary. When conducting a full 
investigation, no reference should be made as to the scope of investigation 
as it is not restricted. A limited investigatibn is one other than a 
preliminary, full, or mere receipt of a complaint. 
Furnish one copy of photographs or other exhibits to the USA and two copies 
to the Bureau as enclosures to the report except that three copies should be 
furnished the Bureau in employment cases. Retain one copy in the field 
office file. 

[Deleted] 
When a letterhead memorandum in these cases is transmitted to Bureau by 
airte1, form FD-365 may be used for this purpose. 
Information concerning discrimination obtained solely from legitimate 
news media, personal observati6n by Bureau personnel, or from any other 
source not known to be unreliable should im:11ediately be submi "tted to the 
Bureau in a form suitable for dissemination. If the information is 
obtained from published material, it will be sufficient to submit two 
copies of the ~lipping by cover airtel. No other action should be taken 
in the absence of a comPlaint with the exception of information indi­
cating interference whi~h should be handled-in accordance with section G, 
i tern 2,, above. 
Any instance of interference or violence or potential interference or 
violence in connection with the desegregation of public ·schools, public 
accommodations, public facilities, and employment under the provisions of 
the Civil Rights Act of 1964 is to be brought to the immediate atten-tion 
of appropriate state and local officials. Also advise military intel­
ligence and Secret Service if within the scope of present requirements 
to do so. The initial communication to the Bureau should show th~t this 
has been done. 

13. Do not identify source of complaint to any person interviewed or con­
tacted during the course of an investigation. If necessary to effect 
identification of specific incident involved, it is sufficient to state 
to the effect that a Civil Rights Act of 1964 investigatio~ is being 
conducted of allegation that victim (identifying him by name) has 
been discriminated against. 

14. Interview. may be conducted in the presence of attorney if requested by 
interviewee and interference by force or threat of_force, interference with 
witness, or other obs~ruction of justice not involved. -If unusual cir­
cumstances exist wherein you believe it would be to t-he Bureau's dis­
advantage to conduct interview in presence of attorney, furnish full details 
to th.e Bureau with your recommendations. • 
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281e'" - i::' ' SEC~ \f 28. CIVIL RIGHTS ACT OF 196 

K. CLASSIFicATION - 173 • ·--· ........... -
L. CHARACTER 

1 • ..:PUBLIC ACCOMMODATIONS - CIVIL RIGHTS ACT, 1964 .;.;;;:.~-
2. PUBLIC Fr'\.CILI~IES - CIVIL RIGHTS ACT, 1964 
3o PUBLIC EDUCATION- CIVIL RIGHTS ACT, 1964 
4. EMPLOYMENT- CIVIL RIGHTS ACT, 1964 

f [IN CASES OF INTERFERR.\l"CE INVOLVING ATTB.v!PTED OR ACTUAL USE OF FORCE OR THE 
THREAT OF FORCE, ADD INTERFER.Ei'!CE WITH FEDERALLY PROTECTED ACTIVITIES.] 
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CON SPIHACY 

~7A~UTE ~ 
Title lU, USC, § 371 lformerly § sa, 
Viol~tions oocur~ing prior to 9-l-48 
visions of the f0rmer code section. 

Title 18, 
s ~ou.ld be 

USC), .eotive 9-l-43. 
considered under the pro-

§ 371. Conspi:(·acy to co1~r.d.·~ offe::J.se or to defraud Un:i.tP.d States 
"If two or mor~ p~~rsons ~ons;>irt~ ci~her to cornmit any offe:tse ag3.:i.:1st . 
the United S&a~os, or to du!raud tha United S~ates, or any agenuy there-
of in any manner or for .-,ny purpOJ"-', anJ. one or more of such porso::1s do any 
act to effect the object of the conspiracy, each shall be fined not more 
than $10,000 or impriooned not mora thLn five years, or both. 

"II, however, tin~ offense, the cor:-~-nis!:i:i. on of which is the object of th~ 
cor.spirrwy, is a m5.sderne~nor only, t:t,e :)unishment for su~h conspiraoy 
shall not exceed the maximum puuishncnt provided for such misdemea::J.or." 

B .. !'~ L EI·l!:li T S 
1. Two or more persons agree together to: 

2. 0 Con1"T.1it any offenZt~ a.ga.innt the U. S.; or 
b. Defr?..ud ·(;he U. S. in any manner or for any pu::-po se 

2. One or more of the cons"J:i.ra.to:cs commits an overt act to effect the 
object of the conspiracy·. ·· 

C. RELATED STATUTES 
In addition. to ~·i tlc 18:. USC, § 371, numerous st<.>.tu te s carry specir:.l 
conspiracy sec~1on~. In the investigation of a conspiracy to violate a 
partiuular Federal statute, determine whether the statute containc its 
own conspiracy section. 

Hhere viola·i:;ions of Federal criminal statutes are co.mr:li tted jointly or 
by more than one person, the related ~ta.tutes hereinafter set forth should 
be considered. As a general ~ule evidence sufficient to prove a violation 
under Title 18, USC, § 371, or a violation of any substantive statu~e, 
may be sufficient to prove a violation of any one of the following ~elated 
s-Ga.t11tes :i.n c~.ses where :r.ore than one person is invol';ed. 
1. Title 18, USC~ § 372 0formerly § 5~, Title 18, USC) (Conspiracy to i~pede 

or l11jure officer) 
2~ Title 18, USC~ ~ 2 (Principals} 
3. Title .18, USC, § 3 (for!:lerly § 551, Title 18, USC) (Accessory after 

the fact) 
4. Title 18, USC, § 4 (formerly § 251, Title 18, USC) (Misprision of 

felony) 

D. STl.'IU~:E OF' LIHI'I.l!..l'IONS 
Since the crime of conspiracy is not complete until an overt act has been 
completed in the :l'urt:1eranco of a::1 origint>.l agreement between t''I'O or more 
persone, the str~tui:e C.•f limitations dozs not begin to operate until an. 
overt act by one of th~ conspirators has been co~nitted. Likewise, if a 
se~ics of overt acts is committed in the furtherance of the original agree­
ment, the statu·c·:3 of J.imita~ions begins to operate an~;·: upon the co~ulissi.:>n 
of er~ch aot, n.nd. th~:; pl·ope.?:' manner to determine when the statute of lini ~atio::s 
operates on a conspiracy violation is to determine the date of the last overt. 
act. Conspiracy is a con·tinuing offense. If an. agrae::oent between two or 
more persons to violate a law of the U. S. were made in 1910 and successi7e 
overt a.ct3 in t!:l.e furtheran.<.:e -oi' that agreement took place each year until 
1955, the statute of limitations would not operate until 1960; Of course, 
the (j_U.cstion of whether the original agreement continues through a lengt.:q 
period is a question of fact for the jury. Brown v. Elliott, 225 U. S. 392; 
u.s. v. Brace, lli-9 I!'. 87l~; Ryan v. U.S., 216 F. 13; \.Jare v. U.S .• 154 ?. 577; 
U. s. v. Barb~r, 157 F. 889; U. S~ v. Bradford, 148 F. 413. 

This 'document is pre>parea in 7'es7ionse to your request and is not for cl:i.ssem"i­
nation O?~tsi.de your Committee. Its u.se is limited to official, proceed·ings by 
ymtr qommtU"ee and the content may not be disclosed to unau·thorized pe·rson­
nel. 'UJ.ttklrUt the ~xpress approval of the FBI • 
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<':''8GTI0li [2 9. ) CONSPIRACY 

COURT DECISIONS • • 
Proof cf meeting of minds by intelligent and delibcra~e agr~ement to 
offer..se establishes "conspiracy," though a.~reement is not manifested 
formal words. Hoffman v. V. S., 68 F. (2d) 101. 

cor.~'T!i t 
by 

Under this section it is sufficient that it be the co~spirators 1 purpose to 
com.mit a willful fraud on the L~;-;, o-:: SOJ:'.e statutory reg:;.;.irer.:-:!nt pert:l.!:ent 
to be observed, in view of the present controlling conditions; and it is 
not necessary that there should be a conspiracy ·to do an act that is an . 
offense or crime by some statute of the general Govern.-ne:::.-;;, or to depl·ive 
the U. S. of its property or some property right. U. S. 7, Raley, 173 F. 139. 

This statute is broad enough in its terms to include any conspiracy for the 
purpose of impairing, obstructing, or defeating the lawful function of any 
departT.ent of the Government. Jiaas v. Henkel, 216 U. S. 462. 

One defendant alone cannot be convicted of conspiracy. 5artkus v. U. S., 
21 F. {2d) 425. Decamp v. U. S.; 10 F, (2d) 984. 

Anyone "who, after a conspiracy is forced and who knows of its existence, 
joins therein, becomes as much a party thereto, from that time, as if he 
had originally conspired, U. S, v. Cassidy, 67 F. 698. 

Act of one conspirator in furtherance of the conspiracy binds each and all 
·of t~e parties to the conspiracy and completes the offense as to all. 
U. S. Y. JUchards, 149 F. 443, 3annon and Mulkey v, U.S., 156 U.S. 464. 

Overt act required to constitute conspiracy must be separate and apart 
from the conspiracy, and done to carry into effect the object of the original 
combination. U. S, v. Richards, 149 F. 443, U. S. v. Ccle, 153 F. 801. · 

Purpose of overt act is to show that the conspiracy was actually carried 
into operation. U. s. v. Greene, 115 F. 343. 

Provision that there mus·t be an overt act merely afforci.s a. "locus penitentia." 
so that before -the act is done either one or all may aba::.ion their design. 
U. s. v. Britton, 108 U. S. 199, 

F. POLICY 
Altl:.o,.lgh a conspiracy to violate any Federal statute is a violation of 
Title 18, USC, § 371, jurisdiction is assumed only over conspiracy to 
violate substantive statutes within the primary investiga~ive jurisdiction 
of the FBI. Complai~ts received alleging conspiracies to violate statutes 
not wi~hin the FBI's primary investigative jurisdiction s~ould be promptly 
furnished the appropriate investigative agencieso 

G~ INVESTIGATIVE PROCEDURE 
1. A set plan for investigations of conspiracies cannot ce accurately 

s~ated, While the same elenents are necessary in each conspiracy case, 
the object of the conspiracy may be a violation of a::.y one of the crim!nal 
statutes or simply to defraud the U. s. In this way each case :presents 
different proble~s. Also, there is a wide latitude in the kind of proo~, 
since circumstantial evidence of a general character indicating both the 
agreements and the overt acts is admissible. The following suggestions 
of essential information are offered as to each of the elements. 

2o In connection with establishing the agreement, ascertain tho identities 
of all persons concerned with the possible agreenent. This should inclade 
complete data as to names, aliases, addresses, de~cri?tions, the extent 
of the previous associations of subjects in prior cri~inal operations 
similar to those uncler investigation, and the degree of business, social, 
or·criminal intimacy in general. 

3~ Evidence of all acts, meetings, and transactions between the subjects 
of a material nature with· l'elation to the suspected. a.§:reement should 
be obtained and inquiries s~ould be extended as far as necessa~y Leyond 
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4. 

5. 

6. 

7. 

9., 

SECTION[29.] COITSPIR.ACY 29~ - J' 

the time th.e agre.nt is believed to have been c.rr.rnated. 
Procure all evidence possible from which a .jury wou ... d form the natural 
conclusion that the subjects mutually agreed, planned, acquiesced in, 
or intended to carry out the object of their agreement. 
Be on the alert for direct evidence of the agreement, such as letters, 
documents, formal coutracto, memoranda, or other papers. Ascertain what 
verbal atatements, admissions, or confessions· each or any of the aub­
jects may have made from wh:i."ch the agreements or conspiracy may be 
indicated. Obtain evidence of the acts or transactions, statements, 
or communications of subjects that would indicate the existence of a 
mutual plan and purpose. 
Bear in mind that while it is not necessary to prove the existence of 
a formal agreement in the nature of a contract it still is necessary 
to prove that two or morp persons had a meeting of the minds in the per­
fection of a plan having as its object the violation of any law of the 
U. s. or committing any fraud against the U. S. in order to fulfill the 
requirements of element 1; that is, the existence of an agreement. 
It will be helpful in the·investigation of this type of case if the 
Agent considers the completed crime of conspiracy to consist of, first, 
the agreement, and then the commission of one or more actual o"rert a~ts 
in the furtherance of the original plan. With regard to proving overt 
acts, the Agent should obtain evidence as to each act or transaction 
engaged in by one or more of the subjects for the purpose of carrying 
out the original agreement. This necessitates not only establishing 
the dates and places but also circumstantial evidence that the act in 
qu~stion furthers the conspiracy. · 
.Any physical act on the part of one or more of the conspirators consti­
tutes an overt act in the fulfillment of element·~2~ If two indiviC.uals 
conspired to rob a national bank and one of them purch:1sed an automo~ile 
as a getaway car, the purchase of the automobile would be an overt act 
which, added to a previously proved agreement to rob the bank, would 
complete the crime of conspiracy. 
Bear in mind that where evidence of the agreement is vague intensive 
investigation of all overt acts frequently leads to evidence p~oving 
the agreement~ Therefore, in the case of the auto::10bile, if it was devel­
oped one of the subjects-mentioned to the automobile salesman that Le 
and a friend planned to use the automobile as a getaway car, then ~~at 
evidence would tend to prove both the overt act of purchasing the auto­
mobile and th~ agreement. 

II~ "VENUE 
Venue lies ·in any district in which such offense was begun, cont:i.nued, or 
completed. (Title 18, USC, § 3237.) 

I. CLASSIFICATION 
The classific~t~on is the same as the substantive violation which was the 
object of the conspiracy. 

J'. CHJ.RA.Cj!ER 
The character is ~he same as the substantive violation with conspiracy 
added; e.g., BANK ROBBERY- CONSPIRACY. 
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A. STATUTES • • 
Title.l8,. USC, §§[956 a, . .,.J958-962; Title 22, USC, §§ 19 · 'and 401 

[ [§ 956. Congpiracy to injure property of foreign government 
[ "(a) If two or more persons within the jurisdiction of the'United States 
[ conspire to injure or destroy specific property situated within a foreign _ 
[ country and belol~ging to a foreign government or to any political subdivision 
[ thereof with which the United States is at peace, or any railroad, canal, 
[ bridge, or other public utility so situated, and if one or more such persons 
[ comJnits an a.ct within the jurisdiction of the United States to effect the --
t object of the conspiracy, each of the parties to the conspiracy shall be 
[ fined not mo~e than $5,00~ or imprisoned not more than three years, or both. 
[ "(b) Any indictment or information under this section shall describe the 
[ spec1fic property which it was the object of the conspiracy to injure or 
[ destroy. 11

) 

§ 958. Commission to serve against friendly nation 
"Any citizen of the United States who, within the jurisdiction thereof, accepts 
and exercises a commission to serve a foreign prince, state, colony, district, 
or people, in war, against any prince, state, colony, district, or peopl-, with 
whom the United States is at peace, shall be fined not more than $2,000 ·or 
imprisoned not more than three years, or both." 

§ 959. Enlistment in foreign service 
"(a) Hhoever, within the United States, enlists or enters himself, or hires or 
retains another to enlist or enter himself, or to go beyond the jurisdiction of 
the United States with intent to be enlisted or entered in the service of any 
foreign prince, state, colony, district, or people as a soldier or as~a marine 
or seal!l2.n on board any vessel of war, letter of marque, or privateer, shall be 
fined not more than $1,000 or imprisoned not more than three years, or both. 
"(b) This section shall not apply to citizens or subjects of any country en~a~e4 
in Tfar with a. country with wh'ich the United States is at war, unless such citizen 
or subject of such foreign country shall hire or solicit a citizen of the United 
States to enlist or go beyond the jurisdiction of the United States with intent 
to enlist or enter the service of a foreign country. Enlistments under this 
subsection shall be under regulations prescribed by the Secretary of the Army. 
"(o) This section and sections 960 and 96l·of this title shall not apply to any 
subject or citizen of any foreign prince, state, colony, district, or people who 
is transiently within.~he United st~tes and enlists or ~nters himself on board 
any vessel of war, letter of marque, or privateer, which at the time of its 
arrival within the United States was fitted and equipped as such, or hires or 
retain>.~ another subj eot or oi tizen of the sam~ foreign prince, state,. colony, 
district, or people who is transiently within lthe United States to enlist or 
enter himself to serve such foreign prince, s~ate, colony, district, or people 
on board such Yessel of war, letter of marque, or priYateer, if the United States 
shall then be at peace with such foreign prince, state, colony, district, or 
people." 

§ 960. Expedition against friendly nation 
"Whoever, within the United States, knowingly begins or c~ets.on foot or provides 
or prepares a means for or furnishes the money for, or takes part, in, any 
military or naval expedition or enterprise to be carried on from then~e against 
the territory or dominion of any foreign prince or state, or of any colony, 
district, or people with whom the United States is at peace, shall be fined not 
more than $3,000 or imprisoned not more than three years, or both." 

§ 961. Strengthening armed Yessel of foreign nation 
"Whoever, within the United States, increases or augments the force of any: ship 
of war, cruiser . or Qther armed vessel which, at the time of her arrival within 
the United States, was a ship of war, or cruiser, or armed vessel, in the service 
of any foreign prince or state, or of any colony, district, or people, or belon~ing 
to the subjects or citizens of any s~ch prinoe or state, colony, district, or 
people, the same being at war with any foreign prince or state, or of any colony, 
district, or people, with whom the United States is at peace, by adding to the 
n~mber of the guns o~ such vessel, or by changing those on board of her for guns 
of a larger caliber, or by adding thereto any equipment solely applicable to rrar, 
shall be fined not more than $1,000 or imprisoned not more than one year, or both." 

This cl.OC1l'iJ~ent is prcr"'red 1:n response to lf01t.1" request a?'rl1'.<~ rwt for r7l<~."m:/t­
natinn (l•tft1r!r. ?!"~'"'" I:"?J'1~iUkr:'}. J!s ?·::c is lim.itr.rl tn offiriul jli fl!'•'rri '., ... ~ h?J 

UL:I' "4978 . 'l/{fl.[f.~fl?Y!.llffUu. 1~Lti the. a'Ln.lJ !!~f~l'!·?! not be disclosed to ltn!J,;tllwd;.,cd i· ~ :..,•.N£-
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§ 962 •. .Arming vessel&inst friendly nation a 
"Whoever, within the ~ed States, furnishes, fits ou~arms, or attemuts to 
furnish, fit out or arm, any vessel, with intent that such vessel shall be 
employed 'in the service of any foreign prince, or state, or of any colony, 
district, or people, to cruise, or commit hostilities against the subject~; . 
citizens, or property of any foreign prince or ~ ·tate, or of any colony, d~str1ct, 
or people with ~hom the Un~ted States is at peace; or 
"Whoever issues or delivers a commission within the United States for any ~essel, 
to the intent that she may be so employed-
"Shall be fined not more t·han $10,000 or imprisoned not more than three y-e-e.-rs, 
or both, ••• " 

'Title 22, usc, § ·1934, Munitions control 
This act, commonly known as Munitions Control .Act, and regulations issued there­
under provide all persons engaged in manufacture~ importation, or exportation of 
arms, ammunition, or implements of war must register with Department of State 
and secure a license from State Department to i~port or export these items, 
Maximum penalty, $25,000 or two years, or both, · 

Title 22, USC, § 401, Seizure powers 
"{a) Hhenever an attempt is made to export or ship from or take· out of the 
United States any arms or munitions of war or other articles in violation of 
law, or whenever it is known or there shall be probab.le cause to believe 
that any arms or munitions of war or other articles are intended to be or 
are being or have been exuorted or removed from the United States in violation 
of law, the Secretary of the Treasury, or any person duly authorized for the 
purpose by the President, may seize and detain such arms or munitions of war 
or other ~rticles and may seize and detain any vessel, vehicle, or aircraft 
containing the same or which has been or is being used in exporting or 
attempting to export such arms or munitions of war or other articles, .All 
arms or munitions of war and other articles, vessels, vehicles, and aircraft 
seized pursuant to this subsection shall be forfeited •.•• " 
1. Executive Order 10863 conferred this authority upon the .Attorney General, 

a~d Depar~ment of Justice Order 200-60 redelegated this authority to the 
D1rector of the FBI. Department of Justice Order 271-62, section 0,89, 
printed in the Federal Register 6-1-62, restated this redelegation of 
authority to the Director. By agreement with the Treasury Department, 
this authority is to be exercised by the FBI only in neutrality cases. 

VIOLATIOl'TS 
1. [ § 956 

Persons within the jurisdiction of the U. S. conspire to damage property 
in a foreign country and owned by a foreign government with which too 
U. S. is at peace and one or more of the conspirators commits an act 
~ithin the jurisdiction of the U. S. to carry out the conspiracy,] 

[2. J § 958 
Citizen of 
commission 

[3.) § 959 

U, S, within its jurisdiction accepts and exercises a 
to serve against any country with which U, S, at peace, 

a, .Anyone within U. S, enlists to serve in foreign service, or 
b, .Anyone within U, S, hires or reta~ns another to enlist or enter himself 

in foreign service, or 
o • .Anyone within U, s. hires another to go beyond jurisdiction·of U, S, 

with intent to be enlisted in foreign service. (Not necessary that 
war exist anywhere to constitute violation this section.) ' 

[ 4. J § 960 
a • .Anyone within U. S, knowingly begi~s or ~ets on foot any military or 

naval expedition or enterprise to be carried on from the U. S, against 
a country with which U. S, is at peace, 

b. Anyone within U, S, knowingly provides or prepares a means for or 
furnishes money for or takes part in any military or naval expedition 
or enterprise to be carries on from the U, S, against a country with 
which U, S, is at peace. 

[5.] § 961 
a, .Anyone within U. S, increases or augments force of any ship of nar, 

which at time of arrival in U. s. was ship of war belonging to country 
at war with country at peace with U. S, 
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§ 962 • • . 
a. Anyone within U. s.,fits out or arms, or att~m~t~ · to do so, any vessel 

to be employed by any co~ntry to commit. host~l~t~es against country 
with which U, S. at neace. 

b. Anyone within u. s. issues or delivers commission for any vessel with 
thcl:ntent to be so employed. 

Title 22, usc~ § 1934 
a. Requires alL persons engaged in manufacture, importation, or exportation 

of arms, ammunition, or implements of war to register with Department 
of State and ~ecure ~icense from State Department for exportation or 
importation these items. 

b. Violaiions this section under investigative jurisdiction of[U. s. 
Customs Serviceo] Under normal circumstances alleged violations should 
be referred directly by field office receiving complaint to local 
office of[U. s. Customs Service,]except under circt~stances outlined 
in c, 2. 

POLICY 
1. Neutrality cases frequently have international implications. Department 

of State and other agencies interested, Bureau must be advised of all 
alleged violations of Title 18, USC, §§ 956 and 958-962. Interview 
complainant thoroughly to obtain full facts, identi~ies of parties 
concerned, nationality, and other pertinent information, Thereafter 
immediately furnish facts to Bureau and conduct no investigation until 
Bureau requests you to do so. 

2. Duplication of investigation has been experienced in investigation of 
violations of statutes under our jurisdiction, Title 18, USC, §§ 958-962, 
inclusive, r.hich often also involve violations of Munitions Control Act 
(Title 22, USC, § 1934) under jurisdictio~ of Customs. As result follow­
ing agreement has been entered into with Treasury Department. 
a. If Customs receives allegation of violation of Munitions Control Act 

(Title 22, USC, § 1934), it will investigate all matters arising there­
from, even though they subsequently inv~lve statutes relatin~ to 
neutrality within our jurisdiction. If, ho'l'tever, Customs determines in 
course of investigation facts involve conspiracy of major proportions 
against a foreign government, Customs may request Bureau to assume 
investigation. Field offices must not accept for investigation these 
referrals from local office of Customs, but advise Customs it should 
refer to Bureau through its headquarters in Washington, D. C, Advise 
Bureau immediately of any such requests, 

b. If we receive complaint alleging possible violation of Munitions Control 
Act (Title 22, USC, § 1934), complaint should be referred by office 
receiving it to local office of[U. s. Customs Service]for appropriate 
action and conduct no investigationo 

Co If we receive allegation of violation of neutrality laws under our 
jurisdiction (Title 18, USC, §§ 958-962, inclusive), we will investi­
gate all phases including violations of Munitions Control Act under 
Customs jurisdiction which may arise therefrom. 

d. If Customs receives allegation of violation of neutrality laws under 
our jurisdiction (Title 18, USC,§§ 958-962, inclusive), it will refer 
allegation to us locally for any action warranted and Customs ·will 
conduct no investigation. 

eo In all above instances reports will be exchanged by the Bureau and the 
[u. S. Customs Service]to keep them fully advisedo Appropriate liaison 
must be established in field. 
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[3. Seizure powers •
0 

o • 
a. ,.Department ~as sed that the dominant purpof! sei~ure powers under 

~ection 401 is to accomplish forfeiture of arms an~munitions of war 
which have b~en the subject of attemnted exportation in violation of 
law. Bureau may make seizures under section 40loonly in those instances 
during i.nvestigations of violations of neutrali tY.~..1!.tAtutes in which 
it develo;&~s that arms will be illegally expori:oe·a·;o·-the seizures must 
be made to prevent the illegal exportation, and arrests are not to b~ 
made. It is mandatory, of course, that probable cause exists to 
believe that the material is about to be illegally exported. If 
arrests are to be maae, seizures must be made incidental to lawful 
arres} or on basis of a search wa~rant and not under section 401. 

b. Prior to making any seizure under section 401, Bureau authority must 
be obtained wherever possible, using whatever means of communication 
warranted under the circumstances. SAC may authorize seizure under 
section 401 only in those instances in which time is of essence and 
does not permit prior communication with Bureau. 

c. Material seized under section 401 is to be disposed of under provisions 
of Title 19, USC, § 1602, The material should be delivered to the 
local collector of Customs and he should be furnished the information 
as required by Title 19, USC, § 1603. Briefly, FBI is to furnish 
collector of Customs a detailed account of the s~izure including a 
statement of all the facts and circumstances of the case within the 
Bureau's knoYtledge, with the names of witnesses; and citation of 
the statute or statutes believed to have been violated, and on which 
reliance may be had for forfeiture and conviction.] 

D. CLASSIFICATION - 2 

E. CHARACTER - NEUTRALITY 11ATTERS 

4 
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A. STATUTES 
Title 18, 

Sb~1'ION 78 •. P.ASSPORTS .AND VIS.AS 

• usc, §§ 1541-1546 

78.A - c 

• 
B. GENERAL INFORMATI~N 

1. Definitions 
a. Passport is document issued by a state to a citizen for purpose 

of identifying him and attesting his citizenship while in a foreign __ _ 
country. 

b. Visa is the permission extended by country to an alien to enter 
the cbuntry for a stated purpose and for an indica-ted time, Some 
of the more common types of U. s. visas are: 
(1) Immigration visa - authorizes an alien to reside permanently 

in U, S. 
(2) Official visa - granted accredited officials of foreign govern­

ments when entering U. S, on official government business 
(3) Temporary visitors' visa - granted aliens desiring entry into 

U, S, temporarily for business or pleasure • 
(4) Crew list visa - granted alien seamen on cruise on vessels 

including aircraft. Seamen are not required to submit individual 
passports or other travel documents or visas when seeking to 
enter U. S, in status of alien seamen, 

(5) Transit certificate - granted an alien to allow him to pass 
through U. s. in order to reach a foreign destination 

2. Issuance of passports 
a. U. S, passports granted and issued o~~y to .American citizens, either 

n~tive born or naturalized, by Passport Office, State Department. 
During peacetime in foreign countries they are granted, issued, and 
verified by diplomatic representatives of U, S,, such as consuls. 

b, In order to obtain passport, a written application necessary . 
.Applicant must apply in person and his declarations made under 
oath; must prove his .American birth by birth certificate or baptismal 
cer~ificate or, in case of naturalized citizen, must produce certifi­
cate of naturalization. 

[ c. [Passport valid not more than five years. Upon expiration of five 
[ years, an individual must apply for a new passport if he desires 
[ to be in possession of a valid passport. If passport was issued 
[ before 8-26-68, it v;as automatically renewed by ?ublic Law 90-428 
[ for·a period of two years making it valid for five years from 
[ original date of issue.) 

3. Issuance of visas 
a. .Alien desirous of obtainin& visa must first file application, 

accompanied by original birth certificate, police and medical 
certificate, and other essential facts to justify .American 
consul in issuing visa. 

b. Visa Office of State Department merely acts as an auxiliary to 
INS as pertains to issuance of visas. 

c. Usually a fee is collected and paid into Treasury of u •. S. for exe­
cution of each application of an alien for a visa and for each visa 
issued. 

d. Validity is normally limited to four months but may be up to three 
years with exceptions. 

C. POLICY 
1. Passports 

a. Conduct no investigation upon receipt of complaint. 

NW 54978 

b. Forward information to Bureau by letterhead memorandum for trans­
mittal to State Department v;hich has primary investigative juris­
diction. 

c. State Department, on occasion§, requests Bureau to conduct investiga­
tion. 

d. Requests fo~ check of records of Passport and Visa Offices, State 
Department, or obtaining of photostats of passport application or 
visa should be set forth for WFO. Include all available biographical 
data to facilitate locating records. State Deuartment reference or 
file number should be set forth if known. • 

· This 'document is prepaitea in r.esponse to your request anCL is not for ais8etn"i­
nation outside your Committee. Its use is limited to offic-ial pi'()('('( ('i' (IS b~1 
1~fJ:r1· Co1nmitfee and the content rn.ay not be disclosed to unauthorized p:.. ;;o·;i-
1'' l without the express iLpproval of the FB/. • 
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2. Visas · • 
a. Conduct ·no invas~tion concerning iJTUnigration ' s. 
b. All complaints sJI.Iirld be referred by field office appropriate 

INS office, v1hich agency supervises entry and departure of aliens. 

D. INVESTIGATIVE PRgCEDURE 
1. Issuance of false passports by unauthorized person - § 1541 

a. State Department will advise Bureau at time investigation requested 
whether subject authorized to issue passports. If subject unknown 
at time facts are referred by State Department and subsequent 
inve~tigation rev~als his identity, set out lead for WFO to contact 
State Deoartment to determine if subject so authorized. 

b. False passport should be obtained and transmitted to FBI Laboratory 
properly marked as evidence for examinati.on to prove if it is a 
false passport. 

· 2. False statement in application -· § 1542 
a. Investigations will necessarily be conducted with the view to 

proving falsity of statements appearing in application for 
passport. 

b. Generally, investigation will consist of record checks and interview 
of old acquaintances who may have some independent kno~'lledge of 
false statement. 

c. In cases involving false statements by naturalized citizen, considera­
tion should be given to information available a~ INS. 

3. }'alsely made, forged, altered, mutila.t.ed, or counterfeit passports -
§ 1543 
Consideration should be given to facilities of FBI Laboratory in this 
type examination. Examination should be requested of all questioned 
materials, particularly in regard to erasures and eradications, hand­
~riting and typewriter examinations, paper examinations, examination 
of seal on passport, etc. 

4. Use of a passport of another-[§ 1544] 
a. This type investigation deals primarily with establishing identity 

and showing that subject not identical with individual mentioned 
in passport. 

b. Passport should be examined in an effort to identify and locate 
person to whom originally issued. Photograph of subject appearing 
on passport should be exhibited to witnesses and old acquaintances 
to establish subj_~_ct' s identity and to prove he is not identical 
with person to whom passport originally. issued. 

E. STATUTE OF LIMITATIONS - 10 years 

F. CLASSIFICATION - 40 

G. CHARAGTER - PASSPORT AND VISA MATTER 

\ 
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SECTION 90. SELECTIVE SERVICE ACT 90A B 

lST.A.TCUT~S _ l . _. • 
u r2rn2ua nrov2s2ons 

Title 50- .A.ppo, USC-, § 462 {§ 12 1 Title 1 1 Public Law 759 1 80th Congress) 
2o Reemployment provisions 

T~tle 50 App., USC, § 459 {§ 9, Title 1 1 Public Law 759, 80th Congress) 3: Extensions of act 
Public Law 572, Blst Congress,. extended act to 7-9-50; and Public Law 599, 
Blst Congress, extended it to 7-9-51. Public Law 51, 82nd Congress, approved 
6-19-51,. changed name of act to Universal Military Training a-nd Service Act, 
as amended, and extended ·inductions under act to 7-1-55, except persons 
deferred under section 6 on or after 6-19~51; may be inducted even after 
7-l-55o Despite change in name of act, no change in character of Bureau 
reports an~ communications. Public Law 118, 84th Congress~ approved 6-30-55, 
extended act to 7-1-59 as to general registrants. Public Law 85-62, approved 
6-27-57, amended act as to persons in the medical, dental, and allied 
specialist categories. Public Law 86-4, 86th Congress, approved 3-23-59, 
extended act to 7-1-63 as to registrants. Public Law 88-2, 88th Congres 3 , 

approved 3-28-63, extended act to 7-1-67. Public Law 90-40, 90th Congress, 
extended act to 7-l-71. This act may be cited ·as the "Military 
Selective Service Act of 1967. Public Law 92-129, 92nd Congress, 
extended act :to 7-1-73. This act may be cited as the "Military 
Sel.ecti ve Service Act." No change in· character of Bureau reports 
and communications. 

REGISTRATION 
1. [Male citizens who have attained their eighteenth anniversary of the day 

of their birth and have not attained the tw~nty-sixth anniversary o·f the 
day of their birth are required to register within a sixty day period 
commencing thirty days before the eighteenth anniversary of the day of 
their birth.] 

2. A. person unable to register because of circumstances beyond his . 
control must ·register as soon a-s possible after cause of inability 
ceases. 

3. Generally aliens admitted as permanent residents required to register 
w£thin six months after entering the U. s. Certain diplomatic 
officials and certain aliens temporarily admitted to the U. S. for 
·specific purposas n-e-t required to regist.er. In addition, any alien 
lawfully admitted to the U. S. as nonimmigrant not required to 
register. for so long as he continues to maintain a lawful non­
immigrant status in the U. S. 

4. Men on active duty in armed forces need not register. Must register with-
in thirty days after separation from service, if not registered and would 
have been required to register except for active duty status. 

5. ·Registration and classification of citizens abroad 
Presidential Proclamation 2972, 4-17-52 {Federal Register, volume 17, 
number 78, 4-19-52, page 3473) and part 1655, Selective Service Regula-

' 1 . tions, provide for registration during July, 1952, by U. S. consu ar ana 
diplomat~c officers, chief registrars appointed by the Director of Selective 
Service, and registrars appointed as provided in part 1655 of American 
citizens outside the u. s., except that those born after 7-31-34 will 



c. 

SELECTIVE SERVICE lilt 
·' 

register on 18th birthday or within five days. Jurisdiction over each 
registrant vested in local board covering registrant's address in U. s., ~ 
as furnished on registration. District of Columb_ia Local Board ?ftlOO 
(foreign) is esta.blished tG process registrants who furnish no local '-
address upon registration. As in case qf persons register-ing ~ithin U. s., 
registration card will be m~iled ~o registrant. Part 1655 also makes 
provision for classification of those ·re~istering abroad. 

6. Public Law 90-40i app~oved 6-30-67, authorizes the President, until 7-1-71, 
to issue special draft calls for doctors, den~ists, and other allied spe­
cialists who are otherwise liable for induction under the regular draft. 

7. Section 1621.2, Selective Service Regulations, made by Selective Service 
System pursuant to Title I of the act, provides every registrant shall be 
given selective service number, which shall ide~tify him. This will be 
composit~ number made up ·of four elements. First num~·~r ... · ... presents 
state in which registrant is registe.red. Second number, local '..:oe.r..1 
within the state. Third, last two digits of year registrant was born. 
Last, is number assigned to that registrant by local board. 

PENALTIES OF ACT (SECTION 12, TITLE.I) (Title 50 App., USC, § 462) 
"(a) Any member of the Selective Service System or any other person charged 
as herein provided with the duty of carrying out any of the provisions of this 
title [sections 451, 453, 454, 455, 456 and 458-471 of this Appendix], 
or the rules or•regulations made or directions given thereunder, w~o shall 
knowingly fail or neglect to perform such duty, and any person charged 
with such duty, or having and exercising any.authority under said title 
[said sections), rules, regulations, or directions who shall knowingly 
make, or be a party to the making, of any false, improper, or incorrect 
registration, classification, physical or mental examination, deferment 
induction, enrollment, or muster, and any person who shall knowingly ' 
make, or be a party to the making of, a'ny false statement or certificate regard­
ing or bearing upon a classification or in support of any request for a partic­
ular classification, for service under the provisions of this title [said 
sections], or rules, regulations, or directions made pursuant thereto, or 
who otherwise evades or refuses registration nr service in the armed forces 
or any of the requirements of this title [said sections], or who knowingly 
counsels, aids, or abets another to refuse or ·evade registration or serYice 
in the armed forces or any of the requirements of this title [said sections], 
or of said rules, regulations, or directions, or who in any manner shall 
knowingly fail or neglect or refuse to perform any duty required of him 
under or in the execution of this title [said sections], or rules, regulations, 
or directions made uursuant to this title [said sections], or any uerson or 

.. ·persons who shall knowingly. hinder or interf'ere or attempt to do so in any way, by 
force or violence or otherwise, with the administration of this title [said 
sections) or the rules or regula.tions made pursuant thereto, or who conspires 
to co1mnit any one or more of such offenses, shall, upon conviction in .any 
district court of the United States of compet_ent jurisdiction, be punished 
by imprisonment for not more than five years or a fine of not more than 
$10,000, or by both such fine and imprisonment, or if subject to military or 
naval law may be tried by court martial, and, on conviction, shall suffer such 
punishment as a court martial may direct. No person shall be tried by court 
martial in any case arising under this title [said sections] unless such per-
son has b.~-.~n actually inil.uct.e-:1,. fo.r th.~. train.ing and service pre scribed under 
this titl~ [said sections) or unless he is subject to trial by court martial 
under laws in force prior to the enactment of this title [June 24, 1948]. 
Precedence shall be given by courts to the trial of cases arising under this 
title, and such cases shall be .advanced- on the docket for immediate hearing, 
and an appeal from the decision or decree of any ·United States district court 
or United States court of appeals snall take precedence over all other cases 
pending before the court to which the case has been referred. 
"(b) Any person (1) who knowingly transfers or delivers to another, for the 
purpose of aiding or abetting the making of any false identification or 
representation, any registration certificate, alien's.certificate of nonresi­
dence, or any other certificate issued pursuant to or prescribed by the 

( 
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provisions of this ti41t sections 451$ 453, 454, 455.56 and 458-471 of this 
Appendix , or rules or regulations promulgated hereun r; or (2) who, with intent 
that it be used for any purpose of false identification or representation, ha~ 
in his possession any such certificate not duly issued to him; or {3) who forgesy 
alters, knowingly destroys, knowingly mutilates, or in any manner changes. any 
such certificate or any notation duly and validly inscribed thereon; or (4) 
who, with intent that it be used for any p~rpose of false identification or 
reP.resentation, photographs, prints, or in any manner makes or executes any 
engraving, photograph, print, or impression in the likeness of any such 
certificate, or any colorable.imitation thereof; or (5} who has in his possession 
any certificate purporting to be a certificate issued pursuant ·to this title 
said sections , or rules and regulations promulgated hereunder, whic,h he knows 

to be falsely made, raproduced, forge.d, counterfeited, or altered; or {6) who 
knowingly violates or;S evades any o-f th-e -provisi-on1l -o-f this -ti:tle · :~iid sections 
or ~ules and regulatfons promulgated pursuant thereto relating to the issuance, 

· transfer, or possession of such certificate, shall, upon conviction, be fined no~ 
to exceed $10,000 or be imprisoned for not more than five years, or both. \-Then­
ever on trial for a violation of this subsactiori the defendant is shown to 
have or to ha¥e had possession of any certificate not duly issued to him, such 
possession shall be deemed sufficient evidence to establish an intent to use 
such pertificate for purposes of false identification or representation, 
unless the defendant explains such possession to the satisfaction of the jury." 
11 {c) The Department of Justice shall proceed as exped.itiously as possible with 
a· prosecution under this section, or with an appeal, upon the request of the 
Di~ector of Selective Service System or shall advise the House of RepresentativBs 
and the Senate in writing the reasons for its failure to do so.~ 
"{d) No person shall be prosecuted, tried or punished for evading, 
neglecting, or refusing to perform the duty of registering imposed by 
Section 3 of this title unless the indictment is found within five years 
next after the last day before such person attains the age of twenty-six, 
or within five years next after the last day before such person does 
perform his duty to register, whichever sll.all first occur." 

D. SELECTIVE SERVICE CLASS IFICATIO:HS 
1. Class I 

2. 

3. 

a. Class I-A: · Available for military service 
b. Class I-A-0: Conscientious objector available for noncombatant 

c. Class 

d. Class , 

e. [Class 
f. Class 

g. Class 

Class II 
a. Class 

b. Class 
c. [class 

d. Class 

Class III 
a. Class 

I-C: 

I-D: 

I-H: 
I-0: 

I-W: 

II-A: 

II-C: 
II-D: 

I I-S: 

III-A: 

military service only 
Member of the Armed Forces of the United States, the 

[National Oceanic and Atmospheric ·Administration,J 
or Public Health Service 

Member of reserve component or student taking 
military training 

Registrant ·no·t subjec·t to p-rocessing for induction 
Conscientious objector a~ailable for alternate 

service . 
Conscientious objector performing alternate service 

in lieu of induction] 

Registrant deferred because of civilian occupation 
[(except agriculture) or nondegree study] . 

Registrant deferred because of agriculture occupation 
Registrant deferred because of study preparing for 

the ministry 
Registrant deferred because of activity in study] 

Registrant with a child or children; and registrant 
deferred by reason of extreme hardship to dependents 
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4. Class IV 
a. Class 
b. Class 
c. Class 
d. Class 
e. Class 
f. [Class 
g. Class 

IV-A: 
!V-B: 
IV-C: 
IV-D: 
IV-F: 
IV-G: 
IV-W: 

!lCTIO:N 90. SELECTIVE SERVICE .1 ~ • • Registrant who has completed service 
Officials deferred by law 
Aliens 
Minister of religion 
Registrant not qualified· for military service 
Registrant exempted from service during peace 
Conscientious object·or who has completed alternate 
service in lieu of ind~ction ] 

5. [Deleted] 

E. OFFENSES 
1. By persons required to be registered 

a. Failure to be registered 
(1) Elements 

(a) Duty to present self for and submit to reg"is-tration 
(§ 3, Title I, of act and §§ 1611.1 through 1611.7, 
s. s. Regulations) 

{b) Wilful evasion or refusal of registration 
(§12(a),Titlei,ofact) . 

(2) Venue lies in district in which subject is located 
2. By registrants 

~· Failure to complete and return questionnaire 
· {1) Elements 

lal Registration 
b Proper mailin6 of questionnaire by local boaxd 
c Wilful failure to complete and return questionnaire 

within required time 
{2) Venue in district in which local board located 

b. Making false s~atements or certificates 
( 1) Elements 

(a} Registration 
(b) Knowingly making false statement or certificate 

regarding or bearing upon a classification ax in 
support of any request for particular classiiication 

·c~ The following amendment has been made to section 1617.l of the 
Selective Service Regulations under Executive Order 10809: 
"1ffect of failure to have unalter~d registration certificate in 
personal possession. Every person required to present himself for 
and submit to registration must, after he has registered, have in 
his personal possession at all times his Registration ~ertificate 
(SSS Form No. 2) prepared by his local board which has not been 
altered and on which no notation duly and validly inscribed thereon 
has been chan~ed in any manner after its preparation by the local 
board." Failure to have registration certificate in -o-ersonal 
possession at all times. This is prima facie evidence of failure 
to register (§ 1617.1, s. S. Regulations). No provisi~n requires 
registrant to exhibit card. Venue lies in district in which person 
was found to be without certificate. 

d. Failure to have current notification of classification in personal 
possession (§ 1623.5, s. s. Regulations) 
There is no provision requiring registrant to exhibit notice of 
classification to designated officials. 

e. Failure to keep local board informed as to current address 
f. Failure to keep local board informed as to changes in status 
g. Faiiure to report fo"r examination or .induction 

(1) Elements 

lal Registration 
b Proper mailing by board of notice to report 
c Wilful failure to report at required time and place 
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h. _Knowingly fai·.~g, neglecting, or refusing ~o~form any duty 
required of ~ strant under act or regulat~o~ 

i. Evading or re using service in armed forces or any of the requirements 
of Title I 

3. By members of Selective Service System or any other person charged by 
Title I with duty of carrying out any of provisions act or regulations 

4. 

a. Failure or neglect to perform duty 
(l) Elements . 

t
al Official capacity 
b Duty of carrying out any provisions of act or regulations 
c Knowingly fiiling or neglecting to perform suph duty 

(2) Venue in district in which duty is to 9e performed 
b. Making false registration, classification, etc. 

(l) Elements 
(a) Official capacity 

By 
a. 

b. 

c. 

d. 
e. 

(b} Knowingly making, or being a party to the making of, any false, 
improper, or incorrect registration, classification, physical 
or mental examination, deferment, induction, enrollment, or 
muster 

any person 
Knowingly making, or being party to making of, any false .statement 
or certificate regarding or bearing upon a classification or in 
support of any request for particular classification 
Knowingly counseling, aiding, or abetting another to refuse or 
.evade registration or service in armed forces or any of the require-· 
ments o:f act or regulations 
Knowingly hindering or interfering or attempting to do so, in any 
way, by force or violence or otherwise, with administration of 
Title I of act or regulations 
Conspiracy to violate act 
Issuance, transfer, or possession of falsely made, reproduced, 
forged~ counterfeited, or altered certificates 
(1) Knowingly transferring or delivering to another, for purpose of 

aiding or abetting the making of any false identification or 
representation, any registration certificate, alien's certificate 
o£ nonresidence, or any other certificate issued pursuant to or 
prescribed by act or regulations 

{2) Possessing any such certificate not duly issued to subject with 
intent it be used for any purpose of false identification or 
representation 

(3) Forging, altering, knowingly destroying or mutilating any draft 
registration card; or in any manner changing any such certificate 
or any notation duly and validly inscribed thereon 

(4) With intent that it be used for any purpose of false 
iden-tification or representation, photographing, printing, 
or in any manner making or executing engraving, photograph, 
print, or impression in likeness of any such certificate or any 
colorable ·imitation thereof 

(5} Possessing any certific~te purporting to be issued pursuant 
to act or regulations, knowing same to be falsely made, reproduced, 
forged, counterfeited, or altered. Proof defendant has or has had 
possession· of any certificate not duly issued to him is sufficient 
evidence to establish intent to use such certificate for purpos.es 
of false ~dentification or representation, unless defendant 
explains such possession to satisfaction of jury. 

F. DELETED 

G. DELINQUENTS 
1. Registrants who become delinquent are rep'orted to the USA, who refers cases 

to Bureau field office, 
2. Submit closing report to Bureau except no-card cases, when process not 

issued and information is trivial or negative, or when form FD-411 is used. 
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sr ,ION 90. SELECTIVE SERVICE ACT 

• • Closing report must be submitted in cases involving aliena,I(5 capias · 
of report} when Public Law 414 declared applicable by U.s_ Attorney;] 
employees of Selective Service; bombings of or interference with 
Selective Service System; counseling, aiding, and abettin&; burning 
or mutilating draft cards; veterans 1 reemployment; promine~~ people; 
or cases investigated under Selective Service Act - Sedit£Qn; or 
those which originate in the Department of Justice. 
Investigative steps and procedures 
a. Preliminary steps 

Carefully review subject's selective servic~ file for ~~formation which 
will serve as basis for leads. Unnecessary effort ana expense can be 
eliminated by thorough and analytical revievr of select~""Ve service 
file preliminary to investigation, and no investigatic~ should be con­
ducted prior to such review in absence of good reason ~o contrary. 
Large proportion of cases have been closed in past bec~~se subject 
found ~o be IV-F, or inqarcerated or confined in penal ~r mental 
institution, or serving in armed forces, or exempt bec~~se of prior 
service, or toverage, or because registration fictitic~s. In many 
instances, selective service files will contain info~~ion indicating 
or suggesting case will fall into one or another of . thsse categories, 
thus giving direction to investigation and enabling in7estigator 
to select procedure most likely to prove successful. in. each case, 
without preliminary wasted motion. · In addition, revie;l;" will disclose 
any obvious defects of procedure by local board indicat~ng premature 
referral of case to USA or denial of procedural right~ of registrant. 
In such cases, USA may desire to return case to board~ ~ithout 
investigation, for further processing. 

b. Placing wanted notices 
(1) To eliminate needless searches by Identification ~Tision, 

wanted notices should ordinarily not be placed unt.~ after 
preliminary investigation completed. By this pro~edure. a local 
arrest, FBI, or alien registration number may be cl>taineC. which 
will afford positive means of identification. [T.·.'1:.e:n wanted-flash­
cancellation notice (FD-165) submitted to Identif~cation Division 
in Selective Service cases where subject being so-..:ght for interview 
and process not issued, designate one copy for NC~~. wnen subject 
no longer .being sought for interview, submit FD-le5 to Identification 
Division and designate one copy· for NCIC. If prac-sss obtained prior 
to location of subject f .or interview, make entry ~=:J. NCIC from field 
office terminal and no additional notification to ::::JCIC is necessary. 
No change in instructions concerning NCIC entries in the ~anted 
Persons File concerning Selective Service subjects for whom process 
issued.) 

{2) vla.nte"d notices and fugitive form letters submitte-a to Bureau in 
these cases must contain, in addition to usual descriptive data, 
selective service number of subject. Wanted not~ces must be 

·promptly canceled when purpose has been served. ?Dlice depart­
ments should be requested to place number and adcrress of all 

·subjects' local boards on fingerprint cards submi~~ed by them 
in space provided for "Arrest ~r Receipt." 

(3) Wanted notices should not, as general practice, he placed with 
law enforcement agencies. No• objection to reques .. t:ing lccal law 
enforcement agency to be on alert for particular subject_ but care 
should be taken to advise law enforcement agency ~nen subject is 
no longer wanted. 

Subjects believed to be unacceptable for military service 
To elimin~te needless investigation, Agents must be alert ~D any information 
indicating subjects may be unacceptable for· induction. Gcrod judgment and 
common sense must be exercised to insure that investigati~e time and effort 
are not wasted on these cases. 
a. Re~istrants · 

(1) Physically or mentally unfit 
When information of this type which would affect ~~gistrant's 
classification is received in case in which evide:ce of wilful 
violation not developed, discuss facts with USA. ~f USA has no 

NW 54978 Docld:32989724 Page 86 10 ,., ,1:" -CZ..::J.. .. __ _ 

/ 

t. 

c 



./ 

· .. ..... . 
. · 

5. 

---- ------------------------------------~----~----------------, 
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objectio. furnish informa·tion. devel~ped. local board in writing 
for its assistance in reclassifying subject. If USA has any objection, 
or if local board declines to classify registrant IV-F on bas~s of 
available information, continue investigation to logical conclusion. 

{2} Morally unfit • 
Information deYeloped showing a registrant is not morally fit 
for induction under established standards (Army Regulations 601-270) 
shoulC. also be discussed with USA, and, if he ha·s no objection, 
local board should be contacted to determine whether subject should 
be placed in class IV-F. If he is so classified and prosecution 
declined by USA, ·form FD-411 should be· prepared. Under Army 
Regulations 601-270, past criminal record may be waived by armed 
forces and subject accepted for service. · Pending criminal charges 
a~ainst subject cannot be waived. Parole, probation, conditional 
r:lease, suspended sentence cannot be waived, unless offense involved 
not a felony. Before discussing with USA, carefulry read Army 
Regulations Number 601-270, Personnel Proc~rement. ~rmed Forces 
Examining Stations and Armed Forces Induct~on Stat~cns. 

b. Nonregistrants 
Persons who enter the armed forces prior to their eighteenth birthday 
must register vrithin thirty days after separation from service. {See 
B, 4, above.} The Department has advised the. USAs are not justified 
in requesting investigation in these cases where facts clearly indicate 
the subject is not acceptable to the ~ilitary. When information is 
developed during the course of investigation indicating subject would 

. "be unacceptable to the armed forces for physical, mental, or moral 
reasons, the investigation should be discontinued and these facts called 
to the attention of the USA. If he should indicate he desires the 
investigation be pursued, the facts, including the USA's opinion, should 

·be submitted to the Bureau by letterhead memorandum for presentation 
.to · th~ Dipartment prior to conducting any further investigation. 

Subjects over 26 years of age 
a. Section 4(a), Title I, provides no person, without his consent, shall 

be inducted for training and service under this title, except as 
otherwise provided therein, after he has attaine.d twenty-sixth anni.­
versary of the day.of his birth. Section 6(h), Title I, proYides 
·registrants deferred on or after 6-19-51 "unde-r the provisions of 
this section" shall remain liable for training and service until 
35th anniversary of date of birth. Local Board Memorandum ~38 inter­
prets section 6(h), Title I, as extending liability for all deferments 
under section 6, as amended 2-19-62. Under 3 and 4 the -memorandum 
lists. respectively, deferments wh~ch extend liability and classi­
fications which do not constitute deferments under section 6 of 
Title I, and, therefore, do ·not extend liability. 

b. Cases involving delinquents who Yiolated Selective SerYi-ce Act 

c. 

'before attaining 26th anniversary of their birth should not be 
closed even though received subsequent to subjebt•s 26th birthday, 
unless: 
{ 1} The investi~ation discioses that violation was not wilful, . or 

that subject is not physically, mentally, or morally fit for 
induction. 

{2) The USA declines prosecution and authorizes closing of case. 
All oases which appear to have been closed improperly Fhould 

· be called to the Bureaurs attention for referral to the Department. 
Unless section 6(h), Title I, is applicable, alleged violations 
committed after subjectrs 26th birthday anniversary should be discussed 
with USA to determine whether case should be closed or investigation 
conducted. If the reported delinquen~ was on 6-19-51, or at any 
ti~e thereafter, deferred in any classification extending liability 
for service to age 35 (Local Board Memorandum ~38), investigation 
should be initiated without consul~ing USA. 

· . 
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SELECTIVE SERVICE ACT • 6, Service in armed forces 
a. Veterans 

Veterans having service prescribed by act are exempt from induction. 
If subject 1 s selective service file indicates prior military service 
and no record appears that board has endeavored to verify service, 
board and USA should be advised in writing that case is being 
returned to board for further processing and that no investigation 
will be conducted in th~ absence of a further request, If, on other 
hand, Bureau investigation develops information indicating possible 
prior service, such information should be verified by office of 
origin by co~~~nication with appropriate field office on form FD-188, 
USA should be advised if prior service is verified and is such as to 
exempt subject from induction. 

b. Current service 
Many cases are received in which investigation e~tablishes reported 
delinquents are currently serving in armed forces, Such instances 
usually occur through ~ailures in utilization of Defense Department 
form ·#53, by which Selective Service System ~hould be in'f ormed of 
entry of registrants into armed forces otherwise than by induction. 
Part VII, Local Beard Memorandum 7/{46, provides that, whenever a local 
board or state headouarters is advised that a registrant has been 
enlisted or commissioned in armed forces and ha-s entered upon active 
~uty, or has entered upon extended active duty from a reserve status 
(other than active duty for training purposes only}, and no ~ecord 
is found of receipt of DD form 53, request for armed forces ~nforma­
'tion (SSS ·form 7/{720) shall be addressed to branch of service concerned, 
through state director of Selective Service. Accordingly, when 
subject's selectiv e service file contains information indica t ing 
he is, or may be, on active duty in armed forces, and local board 
has not attempted verification, USA and board should be advised 
in writing case is being returned to board fer further processing 
in accordance with part VII, Local Board Memorandum 7%46, and that 
no investigation will be conducted in absence of further request, 

On the other hand, should Bureau invo stigati on develop indication 
· -.. ,. of current service in armed forces, office of origin should attempt 

veri:fication by communication with the appropriate field office 
on form FD-188. USA should be promptly advised if seryice is 
ve ri:fied. 

7~ Fictitious registrations • 
Selective Service Regulation 1613,43a reouires local boards to mail 
registration certificates (SSS form ~2) to registrants not later than 
five days_after the registrant has been assigned a selective service 
number. By Operations Bulletin # 56, local boards were instructed as to 
procedure to be followed upon return of a certificate undelivered by 
Post Off~ce Department, i.e., to endeavor to contact person listed 
as. always knowing regi~trant's whereabouts and · e~ployer, if any, listed 
by registrant and, if negative reports are received from them, ~o report 
case immediately to USA as possible case of fictitious registration, 
Upon receipt of confirming report from USA, board is authorized to c•ncel 
re~istration as fictitious. Upon receipt of such a case fro~ USA 1 

investigation should be made promptly to ascertain whether registrati.on . ' 
is fictitious. Ordinarily, this can be determined by checking out all·· 
information furnished by subject at time of registration. If information 
is false or cannot be substantiated, registration may be considered ficti- . 
tious, and form FD-411 should be prepared, of which USA must receive 

. a copy. Although fictitious registrations ~~y be motivated by desire for 
identifying document to accomplish any of an infinite variety of 
purposes, from enlisting in the ar:ned forces or obtaining employment 
to evading arrest for desertion or past criminal offenses, majority 
of such registrations fall within one of the following categories: 

.• 
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~ECTION 90, SELECTIVE SERVICE ACT 90G 

a.. :Registrations. juveniles· to obtain selective.rvice cards for 
identification purposes in obtaining access to places, activities, 
or employments from which normally excluded because of their youth. 
Ordinarily, access is desired to pool halls, taverns, and the like, 
but, occasionally, subject desires to obtain employment or enlist 
in the armed forces, Age of registrant is falsified to make it 
appear he is old enough to be admitted. 

b. Registrations by persons desiring an identification document to 
aid in consummation of.a crime, such as cashing stolen, forged, 
or worthless check, or otherwise obtaining something of ,value 
by illegal means ~ 

While primary purpose of investigation in cases involving apparent 
fictitious- registrations is to establish whether registrations are, 
in fact, £ictitious, and may be canceled by local boards, each 
fictitious registration is a violation of the act and every effort 
should be made during investigation to identify subject so decision 
as to prosecution may be obtained from USA. Unless unusual circum­
stances exist, extensive investigation is not to be conducted to iden­
tify subject, once it has been established registration is fictitious. 
If subject not identified during investigation, do not present to USA. 
Section 1613.43, paragraph (d), of Selective Service Regulations pro­
vides that, if the place of residence shown on lines 2 and 3 of any 
registration card cannot be identified and located within a particular 
local board area, the Director of Selective Service shall designate 
a local board to retain registrant's file: When above situation 
found to exis.t in case wherein registrant reported delinquent, and 
his selective service file is forwarded to a local board in territory 
of another field office, submit an RUG report. Copies of all previous 
reports and other pertinent data should be furnished to field office 
covering local board to which such selective service files are for­
warded. The nffice covering local board receiving such files. will 
then be office of origin. 
Verifying service of delinquents in allied forces 
Registrants who served in armed forces of any country allied i'dth 
U. S. in World War II for certain designated periods within certain 
specified dates are entitled to a deferred classification. Requests 
to ?erify such service should be addressed to Bureau, If subject re­
ported to have served in Mexican Army, his local address or FBI or 
alien registration number. should be furnished, as effective search 
of Mexican records cannot be made without fingerprints. 
Facilities of Laboratory 
In attempting to identify and locate delinquent, a good photographic 
copy of his signature as it appears on his registration card and 
any other available specimens of his known handwriting may be forwarded 
to FBI Laboratory for comparison with signatures appearing on finger­
print cards in Identi~ication Division concerning persons of similar 
names and description, or on fingerprint cards of a specific person 
who has already been established as possible identical with subject, 
Original documents should not be obtained from selective service 
files. ~Jhen necessary to obtain registration cards (SSS form #l) 
or other original documents from a selective service file, Bureau 
should be re~uested to obtain same from Director of Selective Service, 

.. 
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11. If original. selec.e service·· documents de sir~d f.eviden tiary 
purpos.es in court, it is responsibility of USA to cause· them to be· 
produced in court through appropriate legal process, 

12. Investigaticns in foreign countries 
.When Bureau is requested to initiat~ investigations in foreign countries, 

prepare a letterhead memorandum setting out all facts necessary to the 
investigaticn, describing subject, and outlining investigation to be con­
ducted. [No ~pecific request to be made to have· subject interviewed 
in foreign country.] The letterhead memorandum should be dated and 
caption should consist only of name, aliases, and selective· service 
number of subject. Original and five copies of letterhead memorandum 
should be furnished Bureau as enclosure to a cover letter requesting 
Bureau to i!:!.itiate investigation. The letterhead memorandum will be 
disseminatea outside the Bureau and must be factually and gra~~atically 
correct. Omit material which should not be disseminated. The 
letterhead wemorandum must be complete in itself, so that invest­
igation can be properly made on basis of letterhead memorandum 
without reference to other records. For preparation of letterhead 
memorandum for Legal Attache, Ottawa, see FBI Handbook, part I, 
section 49A, item 16, or Manual of Rules and Regulations, part II, 
section 4D, item lp, (2). 

13. Draft raid technique in locating delinquents is contrary to Bureau 
policy 
For reasons stated below under no-card ca~es, it is necessary that 
such tactics as mass arrests, slacker raids, or other dragnet tactics 
be ~voided. ~o such activity on part of Bureau personnel will be 
tolerated, and Bureau does not desire cooperation of any law enforcement 
agency engaging in such tactics. Bureau's policy and reasons underlying 
it should be im~ressed upon local law enforcement agencies by SACs so 
tbat no unpleasantness will develop and so that Bureau can be assured 
of their cooperation. 

14. tDele ted] 
15. Aliens 

When it is found a male alien who entered the U. S. between 1956 and 
June, 1962, and is subject to registration did not register for selective 
service within six months of his arrival, his INS file should be reviewed 
for ·a form signed by him when he obtained his visa, which sets forth in 
his native language his obligation to register for selective service. 
This form should be found among his entrance papers. In the case of male 
aliens who entered the U. S. subsequent to June, 1962~ this form should be 
located at the office of the state director for Seleotiv.e Service in the 
state where -!:he alien intended to -:-eside when he entered the U. S. In 
the case of a male aJ.,ien who has changed his status from temporary to 

,permanent resident subsequent to June, 1961, a notation should be in his 
INS.file indicating he was furnished INS pamphlet I-357. This pamphlet, 
among other things, adYises a male alien of his obligation to register 
for selective ser~ice. When the violation is presented to the USA, he 
should be specifically advised as to whether or not evidence is available 
that the alien had been informed of his obligation to register. 

H. NO-CARD CASES 
1. Sections 1617.1 and 1623.5, Selective Service Regulations, require 

registrants to have registratio~ certificates and current notices of 
classificatiun in personal possession. Cases of persons in custody 
of local authorities will be referred to Bureau offices because these 
persons do not possess registration certificates or notices of classifi­
cation. Such oases must be handled in less than 24 hours. First 
consideratio~ is to determine as rapidly as possible that person in 
custody is within age group required to register. No cooperative 
activity is desired on part of police or other local authorities in 
accosting and detaining individuals merely because they do no·t have 
certificates or notifications in their possession, Arrangements should 

14 
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r. SECTION 90, SELECTIVE SERVICE ACT 90H 

be made with loc~l41tthorities so that appropriate 4lteau office will 
be notified if individuals within registration ages are arrested on 
legitimate local charges and do not possess registration certificates or 
notices of classification so it may be determined whether they are 

-delinquent for nonregistration or other reasons. It is to be clearly 
understood and imparted to local authorities that no arrests or detentions 
for sole purpose of determining .whether an individual is in possession 
of registration certificate or notification of classification are desired. 
Such action may constitute illegal arrest or detention and Bureau will not 
be party to such activitie~ on part of local authorities wh~ may be over­
zealous or attempting to use this act as authority for arrest of individuals 
in instances where no grounds for arrest under local laws and ordinances. 
Detention of an individual on charge of "hold for FBI," or any similar 
phraseology, while registration is being verified must be neither requ~sted 
nor tolerated. It is responsibility of SAC to advise USA of above policy 
so there will be no misunderstanding on his part as to course of action 
Bureau will pursue in these cases. There are numerous persons and 
organizations opposed to the act who will distort facts and take any 
other action necessary to bring act into public· disfavor, Illegal 
detention of "no-card" subjects will provide such persons and organizations 
vii th exactly the ammunition they desire. · 

2. Verification of registration of subjects in police custody who do not 
possess registratiqn certificate or notice of olas~ification 
a. If subject in custody of local police without cards and has NOT been 

charged with and arraigned on local offense: 
{1) Immediately advise USA subject is being held and steps are being 

taken to ascertain his selective service status and determine 
whether USA authorizes prosecution for failure to possess 
registration certificate or notification of classification, 
(a) If prosecution authorized, immediately file complaint 

and immediately notify local authorities to prevent subject's 
release. 

{b) If USA declines prosecution or defers decision until 
subject's selective service status ascertained, immediately 
advise loc~l authorities subject's detention on selective 
service charges is not desired by FBI. If it develops 
subject is delinquent, he may then be charged with 
substantive offense, and, if he has, in meantime, been 
released by local authorities and his whereabouts is unknown, 
process should be obtained and he should be considered a 
fugitive. 

{2) Immediately initiate an investigation to ascertain subject's 
selective service status. 

b. If subject IS being held on local charges and will be so held 
regardless of whether or not he possesses registration certificate 

·and notification of classification: 
{1) Immediately institute investigation to verify all information 

concerning subject's alleged registration, and ascertain whether 
he is delinquent, and hLve facts submitted to appropriate USA 
for his opinion as to ·prosecution. 

(2} If subject not delinquent with local board, field office covering 
place of subject's incarceration should immediately discuss facts 
concerning failure to possess registration certificate or notice 
of classification with USA and obtain decision as to prosecution, 
unless blanket decision from .USA declining prosecution in such 
cases has been previously obtained. 

{3} Local authorities must be promptly informed of the decision of 
the USA. 

c, To obviate necessity of sending more ·than two teletypes in verifying 
registration, office having jurisdiction over place of incarceration 
should obtain following information to be included in teletype to 
office covering subject's local board: 
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I. 

Name unde~ich subject registered ~ 
Residence

4

~ress given on registration 

(4) 

How far subject has progressed in being classified, and whether 
willing to comply with further instructions of local board 
Description, which should be used in teletype if name is common 
one 

(5) Identity of transfer board if subject is to be inducted 
d. Bureau office covering subject's local board should immediately 

ascertain whether subject is registered. 
(1) If subject not delinquent, advise office covering place of 

subject's incarceration by teletype immediately. 
(2) If subject is delinquent, present to USA for opinion as to 

aoti on desired, . .a.~:' , .. {':i. -:2:.:..:::"' -~< .. •!.:.-~ .. ~·;;•··:o f receipt of request, 
advise office eovering plac.e . .of· .su_b_je.ct' s incarceration of 
action desired. ·. · · · · ' 

e. Upon receiving advice a subject is delinquent, and that USA declines 
prosecu~ion on condition subject complies with his obligations under 
the act, immediate steps should be taken by field office covering place 
of incarceration to secure subject's prompt compliance so that local 
police will not be called upon to hold subject for Federal Government 
without compensation. If there is to be delay in effecting compliance, 
matter should be promptly discussed with USA for purpose of obtaining 
Federal custody of subject, either on basis of process issued in 
district covering his local board or on basis of complaint and warran~ 
in district covering his incarceration,· charging failure to possess 
registration certificate and/or notice of classification, or failure 
to report for induction, if warranted. It is not responsibility of 
this Bureau to present a man to a draft board physically for registra­
tion, classification, etc., nor to transport him to an induction center. 
Such handling of the prisoner is the responsibility of appropriate USM. 

'flJRN-IN CASES : No investigation is to be conducted 1n these cases until the case is referred 
by the USA, if investigation is warranted following administrative review by 
Selective Service. Where certificates of registration and/or notices of 
classification are turned in to a governmental agency, other than the 
Selective Service System, those cards should be turned over to the nearest 
FBI field 'office. The field office is to retain those cards and in writing 
notify the appropriate state director of Selective Service of each· registrant's 
action. and provide a copy of the card or cards, with a copy of this 
correspondence directed to the USA for the district in which the card or 
cards were turned in. The local board of each registrant will subsequently 
notify the field office whether or not the card turned in is valid and, 
if such is the ·case, this is to be reported by the field office to the USA 
in whose district the card was turned' in. 

If the registrant's local board is covered by a USA other than the USA in 
whose district the card was turned in, that particular USA should also receive 
a copy of the correspondence. A copy of the correspondence should also be 
sent to the field office covering the registrant's local board and to the 
Bureau for appropriate indexing. 

J. SELECTIVE SERVICE PERSONNEL 
• . . 1. Inve stiga ti ve steps 

If complaint is received alleging official or employee of Selective 
Service System has violated crimina~ provisions of act, thoroughly inter­
view informant to secure all details uuon which comulaint based. If 
complaint specific and believed to hav~ substance, ~ppropriate investiga-

- tion should be initiated immediately. ~ureau must be advised of complete 
facts immediately and report of ;ompleted investigation submitted within 
30 days. 

16 
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Miscellaneous comp~nts alleging misconduct o~ paAitof draft officials, 
unaccompanied by specific allegation of fraud, should be referred to state 
director of .Selective Service. For example, a complainant may submit 
list of registrants he considers. incorrectly classified, without 
alleging facts upon which prosecution might be predicated. Matters 
which are administrative in nature should be referred to state director 
of Selective Service for handling. Allegations of incorrect classifica­
tions may be checked by Selective Service auditors. If criminal 
violation indicated, Selective Service System may then refer matter to 
Bureau for investigation. 

K. MISCELLANEOUS COMPLAINTS 
When complaint received allegJ.·ng···"'V"J:·tn:.·a"t~-o'IP-b'.t ''"fl.'c.t, preliminary investigation 
should be instituted. Ccm;?:!:.:.:.~,:;·..-:.cl:.~ .-:":.·; .. ,.;::-:: .. ~t~;.~~:.r face indicate dis sa ti sfacti on 
with action taken by local board regarding classifications or deferments, or 
of similar nature, should be referred either to local board involved or 

.state director of Selective Service, inasmuch as classification of registrants 
is within exclusive jurisdiction of Selective Service System. ·If allegation 
is to effect registrant has obtained ~ classification to which not entitled 
by reason of having furnished local board information which is not true, 
such circumstances would constitute an allegation a criminal violation has 
been committed and should be investigated. 

L. COUNSELING EVASIOn OF ACT OR REGULATIOnS; HINDERING OR INTERFERING 
1. Organized opposition to act 

A number of organizations and persons are actively engaged in formulating, 
promoting, and organizing opposition to act. Such opposition may assume 
various forms, such as efforts directed toward repeal of act, encouraging 
registrants to avail themselves of grounds for deferment or exemption pro­
vided by or under act, and counseling noncompliance with act through 
refusal or evasion of registration, service, or other duties imposed by 
act or regulations. Activities of these organizations may come in conflict 
with either or both of two penal provisions of section 12(a) of Title I 
of act, which prohibits counseling of evasion or refusal of any of 
provisions of Title I, as v;ell as hindering or interfering with aam1.nistra­
tion of this title, and may also constitute violations of peacetime 
sedition statutes. 

·Violations of the two mentioned provisions of section 12(a) may occur 
either because of results sought by organization or individual opposed 
to act or because of manner in which organization or individual attempts 
to achieve desired ends. Any activities which constitute counseling, aid­
ing, or abetting of refusal or evasion of any of provisions of Title I 
are illegal and punishable under act, regardless of the manner in which 
carried on. On the other hand, activities directed toward repeal of act 
or ·encouragement of registrants to assert rights granted to them by act 
are not in violation of Title I unless carried on in such manner as to 
constitute hindrance or interference with administration of act. For 
.example, it is possible persons advocating repeal and attempting to 
influence others to join them in that purpose may picket registration 
centers, local boards, etc., in such a manner as to hinder or interfere 
with administration of act. 

No ·active investigation should be conducted until authorized by Bureau. 
Observation of these activities should be continued and Bureau offices 
should arrange to receive information from police agencies, informants, 
and similar sources. Copies of handbills and lite~ature should be 
obtained and appropriately'identified and preserved for possible future 
use. Photographs of picket-line activities should be obtained, unless 
inadvisable under existing circumstances, particularly vthen signs are carried 
counseling evasion or refusal of registration, service, or other provisions 
of act. 
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MALINGERERS AND AIDDTG. ABETTING • 
1. On receipt of complaint registrant has been rejected at induction 

center because he has feigned psychoneurosis, a psychopathic personality, 
failed to meet minimum ment~l ~nd literacy tests, or a physical disability, 
preliminary investigation should be conducted to ascertain reliability 
of information and facts presented to USA for opinion as to further in~ 
vestigation and prosecution. In preliminary investigation, original 
complainant should ,be thoroughly interviewed and registrant's status at 
his local board should be determined. Care and good judgment must be 
exercised in conducting this type of investigation, as Bureau does not 
desire to be placed in position where it can be accused of disputing 
medical findings of doctors or psychiatr~sts~ - _ 

2. When specific allega-tim.'l-s a-t-8 ·-rna·a.~ ·~na -c · som·e· =p.erson instructed registrants 
in schemes to obt2.in .::e ~-~c:i;i .. ~;:; .. '- .J'lJ.',-~;...a..e ·t'! .. or.:~be tted registrants therein, 
immediate and thorough investigation should be conducted and facts pre­
sented to USA when case sufficiently developed to enable him to determine 
if prosecution advisable. Bureau must be currently advised of all 
developments in cases of this type and investigation should be handled 
promptly. 
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PRESENTING CASES TO ~ ~ 
1. All pertinent facts relating to reported violations of act should be 

thoroughly discussed with USA. A decision as to prosecution should not 
ordinarily be sought from USA until evidence has been obtained indicating 
violation is wilful, or delinquent ~as been located and interviewed. 
Large number of registrants are found by investigation to be veterans 
exempt from induction, currently serving in armed forces, or obviously 
disqualified physically or mentally. Complaints filed with U. S. 
Magistrates by Agents in "these cases are regarded by public as formal 
accusations by Bureau of serious violations of law punishable by severe 
penalties. Good judgment and common sense should be used so that reported 
delinquents are not . .li.g,t:~l:-;·•-::::·~:~·::;':Z.!iJ.J:-e~~::r:.r thus stigmatized. When a USA 
indicates in advance . ..he, .wj.l.) .de.cline -pros-ecution in favor of compliance 
by subject if the violation is no-c'·wili-ul--·an'd. subject is willing to comply, 
decision as to whether violation was wilful must be made by USA and not by 
Agents. Accordingly, after location and interview of a delinquent, all 
pertinent facts developed must be presented to USA for a .prosecutive opin­
ion before any arrangements are made to enable delinquent to bring himself 
into compliance with act. 

When information is obtained a subject is or may be armed and dangerous, 
process should be obtained, if possible, for protection of Agents in 
approaching him for questioning. Any evidence indicating wilfulness should 
be furnished USA. Possibility such deli·nquents may be morally unacceptable 
to· armed forces because of arrest records or pending criminal proceedings 
against them should also be borne in mind with view to furnishing available 
information to local board, if USA has no objection, for consideration in 
connection with possible reclassification of subject. (Refer to Army 
Regulations 601-270.) 

2. Deleted 
3. Deleted 

RECALCITRANT I}IDUSTRY 
1. Statutes (Title 50 App., USC, § 468) 

a. Section 18(a), Title I, of act authorizes President whenever, after 
' consultation with and receiving advice from National Security Resour~es 

Board (now[Office of Preparedness, General Services Administration),J 
he determines it is in interest of national security for GoverPnent to 
obtain prompt delivery of any articles or materials, the procurement 
of which has been authorized by Congress exclusively for use of armed 
forces or Atomic Energy Commission, to place with any person operating 
a plant, mine, or other facility capable of producing such articles 
or materials an order for such quantity thereof as he deems appropriate. 

Any person with whom an order is placed pursuant to this section is 
to be advised the order is placed pursuant to provisions of this section. 

Section 18(b) provides it shall be duty of any person with whom an 
order is placed pursuant to section 18(a}: 
(1) To give such order such precedence with respect to all other 

orders theretofore, -or thereafter, placed with ~uch person as 
President may prescribe, and 

(2) To fill such order within time pre•cribed by President or as 
soon thereafter as possible 

.. 
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Section lB(c) tlthorize~ President to seize an~perate any plant; 
mine, or other facility which refuses or fails to give such an order ) 
prescribed priority; to fill such an order within prescribed time; to ' 
produca kind or quality of articles or materials ordered; or to 
furnish quantity, kind, and quality of articles or materials ordered 
at negotiated price or, in event of failure to negotiate a price, at 
such price as producer may subsequently be determined to be entitled 
to receive under section lB(d), w~ioh provides fair and just compensa-
tion shall be paid by U. s. 

As used in section 18, term "person" means any individual, firm, 
company, association, corporation, or other form of business organi­
zation, and a plant, mine, or other facility shall., be deemed capable 
of producing any articles or materials if it is then producing or 
furnishing such articles or materials, or if President, after c·onsulta­
tion with and receiving advice from National Security Resources Board 
(now[Office of Preparedness, General Services Administration),]deter­
mines it can be readily converted to production or furnishing of such 
articles or materials. 

b. By section lB(h)(l), President is empowered, through Secretary of 
Defense, to require all producers of steel in U. S. to make available 
to individuals, firms, corporations, etc., having orders for steel 
products or materials required by armed forces such percentages of 
steel production of such producers, iri e~ual proportion, deemed 
necessar~ for expeditious execution of orders for such products or 
materials. Compliance with such requirement is obligatory on, and 
takes precedence over all orders and contracts theretofore placed 
with, such producers of steel. President is authorized to take 
immediate possession of plant or plants ' of any steel producer refusing 
to comply. 

Types of offenses under section.l8, Title I 
a. Plants, mines, and other facilities 

(1) Failure or refusal to give prescribed precedence to order placed 
under section lB(a) 
(a) Elements · 

(2) 

I. President, after consulting vrith and receiving advice 
from National Security R~sources Board (now[Office of 
Preparedness, General Services Administration),]has deter­
mined that it is in interest of national security for 
Government to obtain prompt delivery of certain articies 
or materials. 

II. Procurement of such articles or materials has been 
authorized by Congress exclusively for use of armed 
forces or of Atomic Energy Corrunission. 

III. President, through head _of any Goverp.ment agency, has 
placed an order .\'lith defendant (or firm, etc.; of which 
he is an officer) for quantity. of sucb articles or 
materials.· 

IV. Defendant (or firm, etc., of which he is an officer) is 
capable of producing articles or materials ordered as 
defined in section 18 (g) {2) of Title I of act. 

V. Person, firm, etc., with whom order was placed was 
advised the order was placed pursuant to provisions of 
section lB(a), Title I, of act. 

VI. Wilful failure or refusal to give the order such preced­
ence with respect to all other orders {Government or 
~rivate) theretofore or ~hereafter placed with defendant 
{or firm, etc., of which he is an officer} as was 
prescribed by President 

Failure or refusal to fill order within time prescribed or as 
-soon thereafter as possible 
(a) Elements 

I. I through V same as above 
II. Wilful failure or refusal to fill order within period 

of time prescribed by President or as soon thereafter 
as possible 
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b. Producers of steel 
(1) Re£usal to comply with requirement for percentage of production 

{a) Elements 
I. President, through Secretary of Defense, has required 

all steel producers in U. s. to make available to 
indiv~duals, firms, etc., having orders for steel 
products or steel materials required by armed forces 
a percentage of the steel production of such producers, 
in equal proportions, deemed necessary for expeditious 
execution of orders for such products or materials. 

II. ·Defendant is producer of steel in U. S. or a responsible 
head of a firm, etc., producing steel in U. s. 

III. Refusal to comply with requirement to make available 
designated percentage of steel production 

3. Bureau pol~cy 
No investigation with respect to a reported violation of section 18, 
Title I, shall be conducted without prior Bureau authority. 

· P. REEMPLO"YMENT PROVISIONS 
1. Statutes ( T:i tle 50 .App., USC, § 459) 

... 

a. Section 9 of Title I provides any person who has satisfactorily 
completed his period of training and service under this act shall be 
restored to his former position or a position of like seniority, 
status~ and pay, if still qualified to perform duties of such position, 
and if not so qualified by reason of disability sustained during his 
service under the act, shall be restored to some other position in 
employ of former employer, duties of which he is qualified to perform. 
Such other position must provide like seniority, status, and pay or 
nearest approximation thereof consistent with circumstances. 

Any person claiming to be entitled to benefits under this section 
must have left a position which was not temporary and must {1) have 
received certificate from armed forces certifying to satisfactory 
completion of his period of service, (2) be qualified to perform 
duties of position left or some other position with previous employer, 

.and (3} make application for reemployment within 90 days. A person 
qualified for reemployment need not be reemployed by private employer 
if employer's circumstances have so changed as to make it impossible 
or unreasonable to do so. 

Subsection {d) of section 9 gives U. S. district courts power to 
require specifically private employers to reemploy persons entitled 
to reemployment and directs USAs "or comparable officials," if 
reasonably satisfied person is entitled to reemployment, to appear 

· and act as attorney for such person in settling claim or in enforcing 
it in court. 

Subsection (h) requires Secretary of Labor, through Bureau of Veterans' 
Reemployment Rights, to render aid in replacement in former positions 
of persons who have satisfactorily completed service in armed forces. 
In rendering such aid, Secretary must use existing Federal and state 
agencies engaged in similar or related activities and must utilize 
services of volunteers. 

2. Bureau policy 
No investigation under this section should be initiated except on specific 
request of USA. Bureau must be advised immediately by routing slip or 
letter when such a request is received. Letter should contain notation 
"Informative data- not to be filed." Nd copies or abstracts nece~sary. 

3. Investigative procedure· 
a. Signed statement should be obtained from each person interviewed. 
b. Personnel of Labor Department or of agencies utilized by that Depart­

ment, who handled veteran's case, should be thoroughly interviewed to 
ascertain whether veteran qualified for relief and what efforts were 
made to persuade employer to reemploy veteran. . 

!c. Thereafter, veteran and employer should be interviewed separately to 
obtain respective versions of controversy. 
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d. If ascertained. any time during investiga.tio~hat veteran did 
not comply with statutory requirements in making application for ..,..r':\ 
reemployment within 90 day~ or fo~ ~ny other reason is not entitled ~ 
to relief, discuss facts with USA to ascertain whether he desires · .... / 
fu~ther investigation. 

e. Investigations must receiYe prefeTred and expeditious attention to 
• insure security of returning veterans. Investigation should be 

. completed within 30 days • 
. 4. Status 

a. Upon completion of inv~stigation, pending report should be prepared, 
with lead set out to report final disposition of case. Closing report 
is to contain complete details as to manner in which veteran's claim 
was finally settled, and results of any court action, such as fines, 
damages . awarded, veteran reemployed, etc. 

b. Case may be placed in pending-inactive status after investigation 
completed and only action remaining is to report final disposition. 

Q.. STATUS 

R. 

s. 

T. 

1. Particular effort should be made when delinquency matter has been 
reported and information is subsequently received that delinquency 
has. been removed to have facts presented to USA for ,prosecutive op~nion. 
By following this procedure, form FD-411 should be prepared where 
prosecution has been declined in cases of this type. This will obviate 
necessity of maintaining cases in pending status merely to secure 
prosecutive opinio~s from USAs. 

2. Cases need not be kept pending for extended periods merely to report 
action of local beard. If board or USA has indicated what action has 
been taken by the board and USA has declined prosecution, case may be 
closed, This does not apply if other action or investigation to be 
completed, followed, or reported. 

3. Deleted 

CLASSIFICATION - 25 

CKA.RA.CTER 
Correct character, which may not be abbreviate~ in reports, is Selective 
Service Act, except: 
1. Deleted 
2. In reemployment cases, character is "Selective Service Act - Reemployment." 
3. In cases concerning organized opposition to act, characte r is "Selective 
~ Service Act- S~dition." Selective Service Act should not be carried in 

character of 1[communications]setting out investigation conducted concerning 
another,violation unless a violation of the Selective Service Act is also 
involved. 

HANDLING PELINQUENTS OUTSIDE UNITED STATES 
1. Registr.ants who left or have re.mained outside U. S. to e~ade service 

a. There are no extradition tr€aties covering selective servic~ oases. 
b. On 9-27-44, the President signed Public Law 431, 78th Congress, 

more commonly known as "Expatriation Bill, 11 \'lhion· amnn1ed section 401 
of Nationality Act of 1940 (Title 8, USC, § 801) and which (1) pro- . 
vides for automatic expatriation of a citizen of U. S. who departs 
from, or remains outside of, the country during time of war or national 
emergency for purpose of avoiding ur evading military service and 
(2) prohibits reentry to U. s. of any alien who departed from U. S. 
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for same purp~ (§§ 136(d) (1) and 801(;"], T;t B, USC). These 
sections were repealed by Public Lav1 414, 82nd Congress, commonly known 
as McCarran-Halter .Act, and reenacted as sections 1182(a) (22) and 
1481 (a} {10), Title 8, USC, the first pertaining to aliens and the 
second to citizens. In reenactment of this legislation, important 

" changes were made. With respect to aliens, statute excepts from its 
provisions those who are nonimmigrant aliens at time of departure 
to avoid service and v1ho seek to reenter as nonimmigrants. 

On 2-18-63 the u. s. Supreme Court in Kennedy v. Mendoza-Martinez 
and Rusk v. Cort (372 U. s. 144 (1963)) held as unconstitutional 
sections BOl(j) and 1481{a) (10), Title 8, USC, pertaining to citizens; 
thereby barring the U. S. from expatriating citizens who depart or 
remain outside the country during time of war or national emergency 
for purpose of avoiding or evading military service. 

It is important to note that nonimmigrant aliens who leave to avoid 
or evade training and service are thereafter ineligible to reenter 
as immigrants. ·Information concerning such aliens should, therefore, 
be furnished by Bureau to Immigration and Naturalization Service (INS) 
so that any subsequent applications by such aliens for reentry as 
i~nigrants may be denied~ Accordingly, opinion of USA shall be 
obtained as to Yfhether section 1182 (a) (22) applies to extent of 
debarring subje0t from reentry as an immigra~t, and summary report· 
shall be prepared in each case in which this section is declared 
applicable by USA so that Bureau may furnish copies to INS. 

2. Aliens 
a, Department issued Order #314-64, dated 3-16-64, addressed to all USAs 

and all field offices of FBI and INS. This order supersedes 
Departmental Order #13-53, dated 4-20-53, and sets forth procedures 
for handling delinquents who leave the U, S. under Title 8, USC, 
§ 1182{a) (22). 

b. The procedures set forth in Departmental Order #314-64 provide as 
follows: 

J (1) USA shall examine his file and investigative reports in each case 
and, upon determination section 1182(a) (22) is applicable, he 
shall so notify the field office of FBI. 

{2) FBI will furnish INS all information pertinent to application of 
above section. Application of the law from an administrative 
viewpoint shall thereafter be responsibility of INS. Where 
appropriate, FBI should also make such information available 
to State Department. 

(3) USA shall notify state director of Selective Service of names, 
selective service numbers, and local boards in such cases so his 
records an~ those of local boards may be appropriately noted. 

'(4} In all oases involving aliens in which indictment not returned, 
oases may be closed in offices of USA and FBI. 

Where any doubt as to disposition of any delinquency case which 
may fall within purview of above section, matter should be 
taken up with the Department, 

o. Investigative steps 
(1) It is Bureau's responsibility to furnish USA with sufficient 

information to serve as basis for his decision as to whether or 
not case falls within purview of this section. If he decides 
that case is within purview of statute, it is also Bureau's 
responsibility to furnish the information developed through 
investigation to INS and, where appropriate, to State Department . 

. (2) Investigation should result in obtaining as much of following 
listed information as possible: 
(a) 'Name of subject 
{b) His address upon registration 
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(3) 

(4) 

(5) 

(6) 

(o) Numb~nd location of 
tere!l' . 

local board \:.which he regis-

i 
j 
k 
1 
m 
n 
0 

p 

Date of delinquency 
Reason for delinquency 
Date and place of birth 
Citizenship status 
Last known address of subject in U. s. or in a foreign 
country 
Any known arrest record 
Date and place of subject's entry into U. S. 
Reasons for entering U. S. 
Whether. was in this country on temporary or permanent visa 
Any employment record in U. S. and period of such employment 
Ownership of property in this country 
Location of relatives in the U. S. 
Any statements made by subject or other actions on his part 
indicating reason for leaving U, s. It will not be necessary 
to have alien subjects interviewed after they have departed 
from this country. However, the alien's residence outside 
the U. s. should be verified. 

(q) Personal description, including alien registration number, 
when known 

(r) Present status of any pending criminai proceedings con­
cerning him and any other additional ·information, together 
with source, indicating that subject owed a duty to serve 
in armed forces of U. S. and; further, indicating he left 
U. s. or is remaining outside its borders fo·r purpose of 
'avoiding such service 

Records of INS should be checked in every case of this type 
involving an alien, not only to secure .background information 
but also to obtain subject's alien registration number so his 
fingerprints may be located in Identification Division of 
Bureau. 
It will not be necessary to have alien subjects interviewed after 
they have departed from this country. However, the alien's 
residence outside the U. S. should be verified. 
If information developed concerning an alien who was a visitor 
in U. S. vrhen he registered, or who was icn U. s. only temporarily, 
it may serve as basis for cancellation of registration. Such 
cases should be discussed with USA with view to discontinuing 
investigation if it appears subject has no duty to serve in armed 
forces of U. S. 
When investigation 
his decision as to 
it does, following 

completed, present facts to USA to obtain 
whether this section applies. If he decides 
action should be taken: 

; Secure and report opinion of USA relative to prosecution of 
~ubject for violation of Selective Service Act. If subject an 
alien or a dual-citizen, USA will generally authorize dismissal 
of any outstanding process, except in case of a dual-citizen of 
U. s. and Mexico. In these latter cases, Department will not 
authorize dismissal of any indictments, since Mexican Government 
has shown reluctance to issue certificates of nationality which 
are necessary for deportation of dual nationals. 
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S ~ION 90. SELECTIVE SERVICE AC'" 90T • • d. Wanted notices and fugitive stops 
(1) Identification Division of Bureau 

When closing summary report is submitted (i.e~~ when no process 
. obtained or, if obtained, is to be dismissed). wanted notice should 

be forwarded to Bureau with· closing report, unless 11anted notice 
has previously been placed, in which case it should remain out­
standing. If, in a case in which a closing summary report is 
submitted, a fugitive ~orm letter has previously been forwarded 
to Bureau, an air"tel advising of dismissal of process should be 
transmitted to Bureau, as in usual fugitive case, but airtel 
shall include statement that case is being handled under Title 8, 

~~~te1 ~!~~-~e a~~ t~ t I~;~~~;a~~;~~:~.;~~!:";~:~·~;.·;.~~·~:~~;;-:~:;v~:~~~r are 
to remain p"€md:i11'g ·:i:na-ct:i-ve and ·pr·oce--s·s ·"i-s -to -r-e1Ilai-n n"U.:t-standing, 
fugitive form letter previously f~rwarded to Bureau will remain 
in effect. If no such form letter has previously been sub­
mitted, this should be don.e at time process issued, even though 
subject's whereabouts ~n a foreign country is known. 

When current fingerprint card is received in Identification 
Division relating to subject or person possibly identical with 
subject, appropriate information will be·furnished, not to the 
field office, but to the Bureau, which will advise TITS, unless 
process for violation of instan~ act is outstanding, in which 
case Bureau will advise office of origin, which will ascertai~ 
from USA his desire~ as to prosecution and/or other disposition 
of case. 

Identification records received from Identification Division in 
cases closed under this section are for inform~tion only and 
require no action on part of field offige. 

e. Summary reports shall be prepared in all pending cases of this type 
upon completion of investigation. There will be no necessity for 
submitting a regular investigative report in addition to su~~ary 
report in those cases presently under investigation if summary report 
contains all information developed. 

3. Citizens 
a. If it is determined that a person previously expatriated under prov~s~ons 

of section 148l(a) (10), Title 8, USC, or its predecessor, section 
80l(j), Title 8, USC, is located in the U. S., the case should be 
reopened and presented to the USA for a prosecutive opinion. 

b.· Current investigation of citizens who leave the U. S. to avoid military 
service should be handled as any other delinquent registrant case. 

A~~~mu~~~~:d:::s:o::::i::g::::::i:: obtained as possible: 

3 Number and location of local board with which he registered 
4 Date of delinquency 

!
5 Reason for delinquency 
6 Date and place of birth 
7 Citizenship status 
8 Last known address of subject in U. S. or in a foreign country 

. 9 Any known arrest record 

~
10 Ownership of property inTI~ S~ 
11 Location of relatives 
12 Any statements made by suhj~ct or other actions on his part 

[ (13) No specific request to he na·~e "ttl have subject interviewed 
after he has departed fro~ ~Q S~ Ris location outside U. S. 
should be verified. (F011·!:" p...""•·•:')pa:::~~ticl'l o±' letterhead 
memorandum for Legal At·~'t):&:e, ~t".atq-.1'1.~ see FBI Handbook, 
part I, sec. 49A, item ~~~ ~ ~(~ parr. IT~ soc. 4D, item 
lp, (2).] -
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.-. ..,CTION 90. SELECTIVE SERVICE A(''· .• _ _ · [{14)) Persona~escription 
[(15)) Present statui of any criminal proceedings concerning him 

o. Upon completion of investigation regarding current violators, a 
prosecutive opinion should be 'obtained from the appropriate USA. 

The Passport Office, Department' of State, will issue a restrictive 
passport allowing travel only to the U. S. if the USA advises it 
in writing th:J.t he intends to prosecute and he forwards certified 
copies of the warrant and indictment or information. This may have 
the practical effect of having subject expelleq from the foreign 
country. 

~ . . .. -.. :. ........ 
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·-. SECTr~~ 103. FOREIGN POLICE COOPJI~RA~'1'"lN 103A - C 

SU11HARY • I • 

In reciprocity for the ~iork done abroad for the Bureau by foreign law enforce­
ment and security agencies, the Bureau will conduct investigations in the 
U. S. for such ai5encies. As a cooperative measure, the Bureau will also. 
arrange for investigations in the foreign countries covered by legal attaches 
{see section 102 of this manual or Territorial Allocation List} in behalf 
of U.S. •agencies and state or local police, Hhcn such inves"tigationr. fall 
within the Bu:::·eau•s established investigative jurisdiction, they should be 
conducted unaer the proper substantive c~aracter; when they do not, they are 
to be handled under the character "Foreign Police Cooperation." 

B. SCOPE 
The number of requests for assistance which can be accepted is necessarily 
limited due to .manpower and "budgetary con sidcration s. I11 general; roque sts 
will be accepted in the following categories: 
1. Requests from friendly foreign agencies and U, S. agencies abroad for 

name checks of Bureau files an~ name or fingerprint searches of Identifica­
tion Division records 

2. Requests from fore~Jn police and security agencies for coverage of leads 
in the U. S. arising out of their investigations 

3, Requests for investigations in the U. S. from U. S. agencies abroad in 
matters being handled by them provided.they have nD adequate facilities 
to handle such investigations themselves 

4. Requests from other Feieral agencies and from state and local police 
organizations for cooperation in the coverage of reasonable inv0Etigative 
·leads in foreign countries in which coverage is maintained throu,-;h 
legal attaches 

C. INVESTIGATIONS· 

[ . 

1. Requests from foreign agencies and U. S. agencies abroad 
C" .... "·"' ~ ..... ,... .... ,...,.~ ..... ,..._ ....... #'" ... ,..,,_.., -----.! ... __ .., ,_ __ ..,_~ .. '"\ .. ..1 •• 1 .... .. .. 
_. .... - ..... __ "'l. __ .... _.., --- .,...._...., ____ J _._._.......,_,._.'""" UJ ,.._._.QL.\o..._ c.....vv"""~J.ol. .... ...a V.1 U\./.I.UVJ. u.:.I..LV<:;~, 

although in some instances they arc received directly at[FBIHQ.] It 
is the responsibility of the legal attaches and border offfces ~o secure: 
a. A brief resume of the case 
b. Any necessary background and descriptive data concarning subjects or 

suspects 
c. Any other pertinent information which would aid in c:onducting the 

investigation 
d. A clear and concise statement of exactly what information or investi­

gation is desired 

Border offices should advise the Bureau promptly upon receipt of requests 
for investigation and of action taken pursuant thereto. In the ~b~ence 
of special factors, the Bureau need not be advised of routine requests on 
wh~ch individual oases are not opened. 

Requests 1:eceived at[FBIHQ]from legal attaches and other sources will 
be referred to the field by the Bureau. In the absence of additional 
instructions or information knol'ln to the field offico which would make it 
inadvisable, the requested investigation should be condttcted. The 
investigation should be limited to the request and to the coverage of 
logical leads growintr out of the information developed. Recommendations 
for additional investigation outside the scope of the original request 
should be set forth in the cover letter transmitting the results of the 
investigation to[FBIHQ]and should await Bureau approvaL 

T?~~~J l?'J"Ml,~;~~>'rtt i~ prr!lare~1 i?~ re:Jr>or:.se to }'0'::;" ·?cqr:."',.:,'~~ ,.~.;·1 f7 f~~ -:--·~,' l+·:itt -_"f;~.'~·r,-,_ ... -·­
~:( 1 ·r.·:' {1/~f.q>Je ?WI':r Cn·n,rrdtf.?P. Its '!'t:f' in N!'~?·tr:'l ,-._, ,J. · ~" · 1 :. • i ,. · · r.. 1 

1!~ - / (:". J:?.,iu:ttsc fl:nd, the con'r;.,lt ·r:?/'H 1?/'J: l'·C! (l:'3c~l,·t: .... (t f,1 ~.:; .. , ....... L .. !J/Z, .. -: ~ ... .... ·'- · ~~~-· 
'nt-~ t;;~tho~~t the ca.·p·rcss ctPi-'r~val of the F L l • 
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103C D SECTion.. FOREIGN POLICE cooPEHATio. 

D~ 

' I 
No a~rests are to be made in foreign police cooperation cases unless 
specifically instructed by the Bureau. · 

2. Requests for investigation in · for~ign countries 
In behalf of :;tate and local pol~'ce organizations, the Bureau will arrange 
for a limited number of investigations in countries which are covered by 
legal attaches. This assistance can be extended only on a selective basis 
as the Bureau maintains only limlted staffs abroad. The requesting police 
department must understand that Bureau· Agents will not actually conduct 
the investigation and ttat the Bureau is not responsible for the adequacy 
or accuracy of the results. ' 

Requests of this type should be submitted to the Bureau in letterhead 
memorandum for~, including a brief resume of the case, necessary back­
ground and descriptive information, and a clear and concise statement of 
the desired im-e!>tigati(•n. Full details shou14 be included regarding any 
process outs t anding, and whether ex t radition will be sought if a 
fugitive is located. GThe cover letter should contain a statement as to 
the degree of cooperation extended to the Bureau by the requesting police 
official and should alsc contain the recommendation of the SAC. 

3, Requests for name and fingerprint checks 
Requests invnl-.ring only a se:>.rch . <•f Bu~·eau files or a file search and 
a uearch of Bureau fingerprint rec0rds should be designated for the 
attention of the Name Check Secti0n. Requests involving only a search 
of Bureau fingerprint records should be designated for the attention of 
the Identification Division. Legal attache requests for a check of 
Bureau files and/or a check of fingerprint records and which also include 
a request for investigation should be designated for the attention of 
the Liaison Section. 

REPORTING 
The reputation of the Bureau within foreign agencies wiil be directly affected 
by the 1:1a.nner in which foreit:n police cooperation cases are handled. The 
quality of the invc!ltigation;., the promptness with l'lhich they · are conducted, 
and the accuracy and completAness of the reporting of the results thereof 
will c0me directly under the scruti~y of officials of foreign police and 
security 4!-gencies, It is, ti•erefore', incumbent upon each Agent to whom a case 
of this type is assi~ned to investigate it promptly and thoroughly and to 
report the results accurately and completely, 
1. Results of investigation should be submitted in a letterhead memorandum 

·(original and 5 copies) and caption should be limited to the title. Do 
not use the character "?oreign P~lice Cooperation" in letterhead memoranda. 

2. Communication!' transmitting letterhead me1noranda. should include forei~n 
police coopere>.tion in tl•e caption and shou.ld be marked for the attention 
of the Liaison Section, 

. 3, The letterhead memorandum should receive a protective security classifi­
cation, if warranted$[but should not be marked for declassification if 
prepared for a foreign agency.] 

4. Do not include the property statement in the letterhead memorandum unless 
special reasons exist, These reason:;, if present, should be explained 
in the cover letter, 

5, If the request concerns information from another Governmeni agency, 
include in the letterhead memorandum only the information which that 
agency is willing to have furnished to the interested foreign government. 
A statement should be included in the cover letter indicating that the 
agency has agreed to such dissemination. 

6, Information from confidential sources and t~chniques must be paraphrased 
in s\\ch a way as to fully protect therr-·iuentity-:-·-· 
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7. 

8, 

9, 

10. 

11. 

12. 

1030 G SECTI ' 103. FOREIGN POLICE COOPERATT .• ' • 
Agents Do not jnclude the n;;.mes of Agents in letterhead memoranda. 

should be identified in the cover letter. 
Signed stateme.nts should be .tal~.en · onJ.:Y. wben specifically requested or 
when good judgment dictates ·, If feasibJ\3; .. Agent~ should secure a police 
officer to witne5s the signing of the statement. 
In applicant-type investigations for foreign agencies, no reference should 
be made to the applicant's loyalty to the U. s. In such cases, inquiries 
should be made as to whether the applicant is loyal to democratic 
principles, ! 
Results of investigation must reach the Bureau within 30 days from the 
date c-f the Bureau communication which forwa1·ded the request unless a 
shorter deadline is specified. 
Avoid ·using,dual char~cter. If ~foreign p~lice cooperation request 
develops in to a su bstan ti ve Burea.u case, the character "Foreign Police 
Cooperation" should be dropped and the proper character used. 
All Bureau instructions concerning investigations and report writing are 
applic~ble to this classi£ication unless specifically modified herein. 

E. CLASSIFICATION - 163 

l!'. CHARACTER - FOREIGN POLICE COOPER.<\. TI~H'l' 

OPFICE OF ORIGIN . 
The Bureau is office of origin in Foreign Police Cooperation cases andt as 
such, should be the recipient of all field office communications.] 

I 
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SECTION 134. AS3J.UTE'ING THE r. -:rn~N'P OY' '!:n JNITED STATES -ND 
;J f, THRE' ' AG.A.INST Tib _ --~'-'J..DE1-TT OJ!' TifE T-''TTED STATES 

- 0 4t 0 4t 
!.SSA ·.ri.,TilJG TH1<1 PRESIDENT OF THE UNITED STATES 
l. Statute 

~itle 18, nsc, § 1751, effective 8-28-65 

"(a) \.flH>CVtH• kills any individual vtho is the President of the United Statos, 
the Pru::ldunt-eloct, t~~ Vico Prcoidont, or, if there is no Vice President, 
tho officer next in the order of succession to the office of President of the 
United Statos, the Vice-President-elect, or any individual who is acting as 
President under the Constitution and laws of the United States, shall be 
?Unished as provided by sections llll and 1112 of this title, 
»(b) Whoever kidnaps any individual designa~ed in subsection (a) of this 
section shall be punished (1) by imprisonMent for any term of years or for 
life, or (2) by death or imprisonment for any term of years or for life, if 
death results to such individual. 
"(c) Whoever attempts to kill or kidnap any individual designated in 
subsection (a) of this section shall be punished by imprisonment for any 
term of years or for life. · 
"(d) If two or more persons conspire to kill or kidnap any individual 
de3ignated in subsection (a) of this section and one or more of such persons 
~o any act to effect the object of the conspiracy, each shall be punished 
(1) by imprisonment for any ~erm of years or for life, or (2) by death or 
iDprisonment for ~ny term of years or for life, if death results to such 

. -individual. 
~{e) Whoever assaults any person designated in subsection (a) of this 
section shall be fined not more than $10,000 or imprisoned not more than 
10 years~ or both. 
"(f) The terms 'President-elect• and •Vice-President-elect' as used in 
this section shall mean such persons as are the apparent successful candidates 
for the offices of President and Vice President, respectively, as ascertained 
from tho results of the general elections held to determine the electors of 
President and Vice ?resident in accordance with title 3, United States 
Code, sections 1 and 2. 
"(g) The Attorney General of the United States, in his discretion, is 
authorized to pay an amount not to exceed $100,000 for in~ormation and 
services concerning a violation of this sectio~. Any officer or employee of 
the United States or of any State or local government who furnishes 
information or renders service in the performance of his official duties 
shall not be eligible for payment under this subsection. 
"(h) If Federal investigative or prosecutive jurisdiction is asserted fo~ 
a violation of this section, such as~ertion shall suspend the exercise of 
jurisdiction by a State or local authority, under any applicable State or· 
local law, until Federal action is terminated. · 
"(i) Violations of this section s~all be investigated by the Federal Bureau 
of Investigation. Assistance may be requested from any Federal, State, or 
local agency, .including the Army, !Javy, and Air Force, any statute, rule, or 
regulation-tp the contrary notwithstanding." 

2. Violations 
a. Title 18, USC, § 1751 · 

1

1\ Whoever kills, kidnaps, assaults, or 2l Attempts to kill or kidnap, or 
3 ~.conspires to kill or kidnap 
4 The President of the U. S. or other designated person 

3, Venue 
Prosecution should be initiated in the district in which the offense was 
committed or if the off~nse was-committed out of the jurisdiction of any 
particular st~te or district, prosecution should be as provided for in 
Title 18, USC, § 3238 (offenses not cc~nitted in any district). 

This document is prepared in r~sponse to your req'ltest and is not for cZissemi-
17c.f·;:c1" O?.ttside your Coinmittee. Its use i.'] lhnitecl to offi(]-ial p1·ocee~!i:ws b~J 
!.'·' ·~,· Committee and the content 1nay not be d'iselosed to unauthorized pe'rson'­
nel 'Without the express approval bf the FBI_. 

1 
NW 'i4978 _]Weld: 32989.724 Page 106 



I 

' '. 
134A 

. ~ 1 

[ 4. 

/. 
[ 
[ 
[ 
( 
[. 
[ 
( 
( 
[ 
( 
[ 
[ 
[ 
[ 
[ 
[ 

.[ 
[ 
(" 
[ 
[ 
[ -' 

( 
( 
[ 
( 
[ 
[ 
[ 
[ 
[ 
[ 
r 
"[ 
[ 
( 
[ 
[ 
[ 
[ 
( 
( 
( 
( 
( 
[ 
[ 
[ 
[ 
[ 
[ 

SECTION 134 • ASSAUI·~~r~r. ~'D"r<J PRESIDENT OF THE UNITE .t .L 

-,{BATS AGAINST THE PRESIDENT Ol!, "'HE UUITED STATES • • Policy 
a. Definitions 

(1} Assault 
The Department has indicated Congress intended that the common 
law definition of the term "assault" be applied to this statute, 
Assault is defined in U. S, v, Hand, (26 Fed. Cas, 103): 
"An assault is an offer or attempt by force to do a corporal 
injury to another; as if one person strike a~ another with 
his hands, or with a stick, and misses him; for, if the other 
be stricken, it is ~ battery, which is an offense of a higher 
grade. Or if he shake his fist at another, or present a gun, 
or othar weapon, within such distance as that a hurt might be 
given; or drawing a sword, and brandishing it in a menacing 
manner. But it is essential to constitute an assault, that 
an intent to do so~e injury should be coupled with the act; 
and that intent should be to do a corporal hurt to another." 

(2) Use of Army, Navy, and Air Force as "posse comitatus" 
Title 18, USC, § 1385, prohibits the general use of the Army 
or Air Force as a posse comitatus. Section 1751 (i) specifically 
authorizes the FBI to request assistance from these military 
agencies "any statute, rule, or regulation to the contrary 
notwithstanding." 

(3) President-elect and Vice-President-elect 
These terms are defined in Title 18, USC, § 1751 (f) •. 

b. Jurisdiction . 
Title 18, USC, § 1751 (i), states in part "violations of this sec~1on 
shall be investigated by the Federal Bureau of ·Investigation." 
(1) Actual assault, killing, or kidnaping 

The FBI is responsible for the investigation of any actual 
assault, killing, or kidnap1ng of those individuals designated 
in the statute. 

(2) Conspiracy to kill or kidnap 
The FBI shall investigate conspiracies to ~ill or kidnap provided 
twc or more . persons are involved and there is an agreement 

.between coconspirators, as well as the presence of some o~ert 

act, such as obtaining the instruments, means, or other 
necessities for the execution of such conspiracy. 

(3) Attempts to kill and kidnap 
The FBI shall investigate actual attempts to kill or kidna?. 
An actual-attempt to kill o~ kidnap, even on the part of an 
individual acting alone without known coconspirators when there 
is activity, such as obtaining the instruments, means, or 
other necessities, so as to indicate an effort by the individual 
to consummate the attempt, would likewise be investigated by 
the FBI. . 

(4) Attempted assault 
Tho cormnon law definition of assault includes the conceut of an 
attempt falling within the definition of the term "assault." 
Accordingly, the FBI wquld investigate such attempted assaults 
whenever thera exists clear-cut physical action on the pa~t of 
an individual sufficient to cause apprehension of personal 
injury to an individual designated in the statute. .. 
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:>ECTIOl' 134. ASSAULTING THE ??.::::SID3~;:: ~? T?.E :J~;I':::::;:; ST . .'-. ?3S !LND l3L.A. 
.# TH~ TS /i.GAIN'S? :::::::; ??.::;SIJ~~~ 0? T:-:- .. _-~;I?~D STA'I·...;J 

• • {5) ~es?c~sibility of U. S. Secret Service 
37 statute, the Secret Service ~! c~arged with tbe protection of 
the President and other designated individuals. {Title 18, USC, 
~ 3056.) In addition, -~e Secre~ Service is c~arged by statute 
with the invostigatic'- ~f threats agai~st tee ?resident and 
ether designated pers::;::s. (Title J.8, USC, ~ 87::..) The Department 
cas indicated since t~e statute ~a'-es the ?3! as the agency to 
investigate violations o: Title 15, USC, § l75J., the FBI would 
t~erefcre be responsib:e ~nder the law to i'->estigate under 
cer~ain conditions vicla~~c::s o7er whic~ t~e Secret Service 
~ad ~reviously exerci~e~ its :~ris~ictic~. ::~reats against the 
?resident and other designated ~ersons whic~ do not fRll within 
the criteria set fort~ a~ove wc~ld, acco~di~~ ~~ tne Department, 
ccnti~ue to be investigated by the Secret Se~~ice under Titl3 18, 
i.JSC, ~ 871. 

c. Revta r~ s 
Section 1751 (g) provides f:~ ~he Attor'-SY General to pay an amount 
not ~o exceed $100,000 for i~for~ati:n acd serv!ces co:cerning a 
violation of the statute. ~cy reauest ~or payffient or consideration 
for paymer.t of a reward shc~ld be -re=erred to the 3~reau immediately 
by the mos~ expeditious meG~s. 

Investigative ~rocedure 
a. Each ccrnn:~int shall receive !~media~e priority i~vestigative attention 

to ex~editiously resolve the situation and where ~ecessary to locate 
and t~ke into custody these i'-iividuals who are in viclatioh of the 
statute. 

It is imperative that there ~e no de:ay in the ha~dl!:g of any 
complaints under this statu~e. Eac~ S~C ~1ill be ~el~ ?ersonally 
respo~sible to insure that eac~ coc;laint is t~crc~~~ly and vigorously 
pursued. It shall further :e ~he persor.al respc~sibility of each 
SAC tc ins~re Federal, sta~e, and lccal agencies are ?romptly 
alerted w~ere appropriate. 

b. Upon recei?t of each compla~::~ invclvi~g a ?~ssi::e 7~clation of 
-this statu~e. the field stc~l~ take ac~~cn i~ accorca~ce with the 
following: -
(1) !~mediately initiate i~te~sive i~7esti&atic= c~il~zing all 

available manpower where appro~~iate, 
(2

3
) ~dvise the Bureau by te:e?hone ~f ~he =acts c: the complaint. 

( ) Telep~onically notify ~~~ nearest c:fice cf ~~e Secret Service 
and w~ere appropriate aivise ttat tte ?31 has initiated 
i~ves~igation of a poss~:le viclaticn c: Ti~:e l8, USC, § 1751, 
a~d that the informati:n is bei~g =ade avai!a~!e =or whatever 
actio~ Secret Service iee~s appro?riate. T~e ~a~e of the 
individual to whom ~his i~forma~icn is fur'-ishei should be 

(4) 

(5) 

( 6 J 

obtai:1ed. 
Similarly furnish t~e facts to any local, state, or Federal 
agency having a legiti=ate interest. 
Set forth all leads te:e?hcnically confir~i~g each by teletype 
to the Bureau and the auxiliar7 cf=ice invclvee. 
I~~ediately prepare a[teletype ·s~~table for cissemination) 
conta~ning following: 
(a) ?ull details of t~e complai~t as furnis~ed the Bureau, 

Secret Service, ar.c other a&e~cies 
(b) Identity of Secre~ Service of:icer noti:iec and date and 

time of notificaticr. 
(c) 

(d) 

Identity of other ?ersons noti:ied,tcgetr.er with date and 
time of notificaticn 
Identity of FBI e~?loyee wto furnished ~he information 
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c. 

a. 

1 ., ' .--. TH~ U:·TIT3D STAT~S 

• • Delete~ {7) 
( 8) 
Any q~est~cn wit~ ~es?ect to ?3I investig a tive jurisdiction should 
be res~!?e~ in fa7o~ c~ ~nitiating i~~e~iate investigation, 
As 3ocn a~ :ufficien~ :act3 are ~ovelc?ec, consult the USA in order 
to d.ot.e::-:::i::-.e if t:-:.e ~acts inr.lica-to a ·tiolation of the sta.tute·, The 
Bu~oa~ s ~ :~ld be ~e:e?~=~ically advised .cf the USA's prosecutive 
o~i~i~~ i~ &ll i~s~a~~:s. 

e. The Bt:reau ::ust be :~ep: apprised of all developments as they occur. 
[f. De ale=t :o the possi~ility of a violatio~ of Title 1~, USC, § 245 

(Feder<".ll\- Protected. :\ctivities) insofar as candidates for t.he 
offices c;vered by Title 18,_usc; § 1751 (Presidential Assassina-
tion Stat~te) are co~cer;,ed.J 

6. ?e:.alties 
a. First :.eg::-ee :r.urcer - :::axi:Tiun - deatl::; ;:;inimum lif·e imprison:::ent 

( n ~~~ -~ ~ 4 ~~~~~ ~~ ! ~~ ' (~ ,,1-l) upo- - _vo ....... e .. a.'" "--·- y- , , \,_ Y I ~ ,J..-

b. Secon:. C.eg;ree ;:,u:::<C.er - :::ax:inum - life; m~ :::limum any 'term of years 
(§ llll) 

c. Voluntary :::anslaug~ter - caxi~u~ - ten years (§ 1112) 
C.. Invol-.::;tar:: nansla·-~&~"te~· - ma:d:;;um - three years or $1,000 3 or 

both U lll2) 
e. Assau~~. ~idna?i:g, or a t tempt ~r cons?ire to kill or kidnap -

see statate abo7e, 
7. CLASSIFICATIO~- 175 
8. CH:\RACTER.- :\SS . .;ULTI::\G, ~I::....L1:\'G, KID::iAPING (\'thichever appropriate) 

THE PRESIDE~T OR VICE ?R?.SIDDl'T (whichever appropriate) OF THE 
U::\ITED ST:,TES 
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P .. s-s.:r:.-=L'.l1 l~,-= .1. .-.. :.. .. :.:... .:; ..:.. · ...J :., .:.. .. _ 

T::::Z~A . ..,c:; .. !._G_!_I::s :' ~:-:3 ??.~ S ID3iiT OF mr,IT~D STAT::.!S 

TS."R~A.TS },.G...',.DiST T·rr::; ?:::t:::srl::: 0? 
?:::tOTaCT:::D BY TgE SEC~::.!T S~:::t7IC::.: 

S7.~?ES A"liD OT. PERSOHS 

l. Dissemin~tion of i~f~~a~icn ~e ~~~eats 
Title 18, USC, § 3056,~i~ part~a~~~?~~zes ~~e Secret Service, su~ject to the 
direction of the Secretary of ~~e ~reasury, to protect the ?erso~ of 
the ?resident of tne ~. S., ~~e ~~=jers of ~is i~~ediate fa~ily, the 

i · ?resieent-elect, t~e Vice ?resiee~~. or o~~er officer next in t~e order 
of ·succession to t::e o:fice :: ?r;: s~dent, a~d the Vice-President-elect, 
together with a for~er ?resi~e~t, a~ his recuast, for a reasonable 
?eriod after he lea7es of:ice. :~ere:ore, any i~formation indicating 
tte ??Ssibility o: a~ atte~pt agai=st t~e person cr safety o~ t~e 
?resident or the :~~er ~erEo:s af:re~e~tio:ed, must be referred 
im..r:1ediately in a.cc.r.)rC.a:;Ce ·,.ri -:~ -:::..e :ollc·,..,i::g: 
a.. ?t~rnis.h all fac-:.3 ~ec:?.::.7e:. :·: -:~e t::cs"t exneditious m9a.ns of ~9rnrnunication· 

(normally by ~ele?~o~e) t: ~~e ~earest of~ice of the Secret Service. 
'.-!hen the "!:hrea-':- is :..~ -:::e :::r=- ::: a. ;iri-:;ten corr..:":!unica.tion, t~e original 
of the com::m~ica-:;i0n s:'!o".::-: ·:e 5i-.-P.::; to Secre"'; Service locally ani two 
copies suitable for la~::ra~::ry co~parison should be forwarde~ to the 
3ureau, one CD?Y :cr sea.rc~ ~y ~ne ?3I Laboratory and the ot~er copy 
for Secret Ser7~ce teada".:a.r-':,ers i::; ~as~ington. 

~. Similarly fur~is~ t~e :ac-':,s "';c a~y other local, state, or Federal 
~~ency having a legiti~3te i~~=~es~. 

c. Irr.r::eC.iatelj' ;~e:;:>are a. tele"';y;::e suitable for dissemination containing. 
following: 
(1) Full de"!;ails of c~~:;:>la.i~-':, as furn:..shed Secret Service a~d other 

agencies 
(2). 

(3) 

(4) 

Identity of Sec~e"'; Ser•~= officer notified and date an~ tics of 
notii'icatio~ 
Identity o: o~her :;:>erso~s no"!:ifiec, together with date and time 
of notification 
Identity of ?3I e:::l:;:>lo:.-ee 1-i:':o f~nished information 

c.. 2Je le ted 
e. Jeleted 
f. Deleted 

Y~tters brought to 3ureau's a~te~~:..on under these instructions s~ould be 
un:ter caption "Th=eat _!_gai!lst -:.:.: 
?:-esident, 11 etc., as case ::.a:-.- "":te. 
of ~aterial discusse~ a.bo•e. 

?resi:.en"';n or "Threat Agair.st ;;he Yice 
Jo r.ot ~se fo~m FD-376 in diss9minatio~ 
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2. 

S3CTI01i' 13'-- .AS SJ.~:~~; :/£I~JG ~:~· ;~~ _,~':lfP~Rf::::~s~:::JJ~.:.:::·~, :.t:t:I07:i::rJ::-01'1wl'LI~~::;r:r-::;-u-:nc~.·"'· ·~--------...... 
~ -.":!~~~~~3 .. ·tG .. :~:ST T~3 ?~:::SID3i:'£ OF THE U?FI?::;V S'i.'.J .. T~S 

0 d . - .• s s . . . • - t f th p . d ther ~sse~nat~on to ecret erv~ce concernkng ~ecurk y o e res~ ent 
a. [An agree~en~ between the FBI and u. So Secret Service concerning 

protective responsibilities is set out in its entirety in section.l02, 
volUI":'!e IV, of this ::la..'1ual.] 
(1) Ty?es of infor~ation to be ~eferred 

U~jer this agreenent the Bu=eau will disseminate informati9n 
to Secret Service falling within the following categories: 
(a) Information co~cerning attempts, threats, or conspiracies 

to injure, ~~11, or kidnap persons protected by Secret 
Service or_o~her u. S. or foreign officials[in the u. S. 
or abroad. J 

(~} :!::fc~=at~o~ o::ce~ning a~tempts or threats to red~ess a 
i~ieva~ce a~a~:st a:y ?~b!ic official by other than legal 
=ea~s, o~ a~~e=?ts pe~sonally to contact nuc~ officials 
f:.~ t!-.z"'t ;n~~?~Se. 

(c} :~for~atio: ccr.ce~nin& threatening, irrational ~~abusive 
w~itten ~~ c!"a: state~ents about u. S. Govern~ent or 

( ~ ' '- ) 

( "' i ~ ! 

fc~eig~ c=f~~~als. 
I:fcr=atio~ c:~cerning civil disturbances, anti-U. S. 
~e::lOnst~at:. ::::::.s or i~ci ::ants or demonstra-tions against 
-r-,...v.~; ,....""~ .:::...,--.-!)tic ·es..:..::Q1-i sh.r::~nts :.'""- ..... -=-·.':"----'···- . .... ;..1.-.,.~o. ........... •• .. , .. 

~=fo~=~v~o~ co~ce~n~~£ ::tllegal oomb::tng or bo~o-ma~~ng; 
c~~ceal~e~~ ~~ caches :f firearms, explosives, o~ other 
i:=';)le::-:ents o::: ·,·;ar; o!" :>ther terrorist activity. 
:::fo~:::-.a.tic::.: c:~cerr.ir:g ;>ersons ;'lho defect o~ indicate 
a 5esi~e to ::efect f~o= the United States ani who 
~e=ons~~ate ~::e o~ ~o~e of the following cha~acte~istics: 
-· Ir~atic::~: or suic:dal behavior or ether emotional 

i~s~a·::. :.:.. -.,-,; . 
.!..;.., S~:"'o:-... g :::-- ·rioler .. ~ a.:1ti-U. S. sentirnent. 

---· ~ ?~C?e!:s:.ty tcwa.~i violence. 
(5) ::-..::o~:::-.at: o:-. c:::cerr..i n5 persons who ma.y be cc:1sidered 

?~~e::.:tia::y ia:ge~o~s ~o individuals prctected by Sec~et· 
Se~~ice ~e~a~se of their backg~ound or a.cti~ities, i::.:­
~:~di~g e~i~e::c~ of_e~~ti?n~l.ins~a~i~ity or p~!"~~c~?aticr.. 
~~ gr~~?S e::gag~ng ~:: ~ct::tv::tt2es ::tn~m~cal to tne un~~ed 
S~a.tes. 

(2) :·::.e :::~::c·.·tir..g 1:::.::::;:--::::ation is to be furnished ·rrhen available 
cc:::.ce~:i::.:g ea~::. i::~ividual :>r group being referrei to Sec~et 
S ~--:. ,..~. -- . .:.. .....,_ . 
(a) 

(c) 

(d) 

:~~i~i~ual ~ :dentific~tion data including name o~ na~es, 
a~~~ess, p~o~:graph (c~ statement as to availabi:ity of 
such}, ?::.ysioal descri?tion, date and place of bi~th, 
e=~?lo:,-.::e::t, a::-:. marital status. 
o~ga:::iza.~ic.~ - Name o~ names, address or a.dd!"esses, officers, 
size, ?~?~se or goals of organization, source of financial 
s~pport, :~c~g~ound d~ta and such o~her ~elevant information 
as r:!B)" ":e a.-.a~!able. · 
Reason for Referral - Statement of the class or classes 

[of infor~a~ion descrited in Section IV B. of the agfeemen~, 
under which ~he indiv~dual or organization belongs.J 
I~formatio~ in FBI Files -A summary,[as appropriate, 
of pertine~~ portions of any FBI file on an individual 
or organization refer~ed.] 
FBI Iaentification Records - Secret Service will make 
specific req~ests in each instance where a check of the 
FBI iden~ification records is desired. 

A. 
10-15-';"3 

( 
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3. 

T:r;J";!A r, A /"Ar~·S"' r;>";.'"':' ~':)':"SID':"~'"'j' 0""' Tt:'7 ·u- '-='':' S'!'' 'i';;'S •··•=L-·U.U. •• "' •·- • .. ~ -'•'- - '-:-" .~;J -"'--~ 

b. Dissemi:::a.tio'n is to be in tho =-~=-= of re':)O!'ts in the cases of 
b .. .&." r~ .,..,d' g.., ••r: .:.:-c...; t- 7::.a. !...., ·""!1"''",., -c.-1"-J.. "J"\A s u J e c " .:: ~ .:. :;:> e.. J. n J. n v e s "~ 6 a. - _ • ~ - n e - e _ • .:.. .• ;-r •• - v •• • - :! v - " s a . _ 

normally ?repa!'ed. One copy c:': each re?::;::-~ ~encei'o!'-;::. pre?areC. in 
such cases should bo dissemina~e~ to Secret SerYice lcca.lly and 
simila!' c.:..ssecination will be :::.E.·:.e at t.~e SOG. :!:::;. tb.ese instances 
an extra copy of the report s::.:~l:. be desig~ate~ fo!' ~~e 3ureau. 
In insta::ces i::1 vrhich reports ·,·.:·.:::.a. not ::o::-:::all:-· be s·.:.":;::;:.,";~ed, 

letterhea~ necoranda may be u~:..::..zed i:: ef:'ecting dis:e~:..::a";io::;. 
to Secre~ Ser·.·ice. Utilize fc:-=: ?J-376 :;:>ro?erly exec·.:":e::. in ::;aking 
di. s~,::r::.:.::c.-:ic:: to Sec!"et Ser·tic.e a:--.. i :o:-r'i&..!'d. t!le -:r:_g:..:::.l a.=d 0:1e OO!JY 
of' ~.:::is :c.r:;: -to Bureau nith re:;:::r": or le-:ter~ea.C. me:r.:::-a::C.·.:..~, a copy of 
which !:as been disseminated lc::;=.:ly. -;j-:ilize t:..e ncr::-.al ti-tle and 
character in cases of subjects ~= pending :..::;.•es~iga~i~e i:~erest; 
otherwise, use the name of tte s·.:·:ject c.=:d. ~~t: c~:.!'a ·:':e!' "?rctection 
of the ?resi~ent" on the tran:=i~~a.l cc==-unication t~ t~e 3ureau. 
For sueci:ic instructions uer~~i:i::1g to disserei::ation c:': i~for~tion 
to Secret Service regarding[ad=inistra.ti~e]index subjects and 
organiza~ional reports ', refer res?ecti>ely to sectic:: 27, >ol'..lme III, of 
this rr.am:.al. 

c. In insta::ces in which informatio:: is non develo?ed cc::cerning 
subjects of prior investigatic::s which b!'ings t~ese sc~~ects within 
the cate~ories specified abo>e c.: inte!'est to Secret Service, do not 
disseni::ata ?rior reports in ~::.ese cases. However, ?repare a 
let.terl:ead meworandum includi::S" ~he cu::-::-e::t inforn:aticn, together 
with pcr~ine~t information previ:usly tevelop~d, and =akc dissemination 
to Secret Service locally. ?~rnish cc?ies to 3~reau fer dissemination 
at headc~arte~s level. Utilize fo~ FJ-376, 

d. As c!:ang;;s of residence ana e.:.:;:::cy"ir.ent. coeur i::;. cases ::;I ;::ending 
in7estigative interest, advise Secret Ser7ice lccal:y a::.i furnish 
two copies of the let~e!'l:eaa ::.e=c!'an~~= ~o the 3area~ ~c::- dissemination 
to Sec::-e~ Service headquarters. ?orc ?J-366 may be ~sed for thi~ 
purpose. Tte letterhead memo:-a~~cm s~c~l~ con~ain a re=~rence to the 
pre·.-ious cotr.rr.anicatio:J. cissen:..::a-:ed to .Secret Ser•:.ce. J::::l "tv.ose 
insta~=es in which dissemination ~as teen maae -:o Sec::-e~ Service and 
the sub~eots thereof are noo c~ ~ending investigat~ve ~:::l~erest, advise 
Sec!'et Service locally regard:..::; any c::.ange of resi~e::.ce and emplo)~ent 
whenever sue~ information co~es -:o your a~ten~:..on. 

e. Copies ~= tb.e documen'ts disse::.:..::..2.~ed tc Secret Ser·.-:..ce :..n those 
instances in which no ~ain case ~ile exists an~ t~e ~~~~ects thereof 
are not of ~ending investiga~ive interest sto~:~ be retained in a 
control :ile in your office. 

f. (Deleted~ 
g. It is tte responsibility of eac~ SAC to insure that ~=-e a~ove 

instructions are administered wi~h goo~ judgme~t in e~c~ instance. 
Responsibil:..ty re dissemination 
a. All fie:d and SOG Agent pcrsc::nel must be completely fa~iliar with 

the Bureau's policy and proc~~~::-es COYe!'ir:g the rB:•s responsibilities 
·for disse~i~tion of informat~o~ to tte Secret Serv:..ce concerning the 
Presicen~ an~ other persons l:..s~ed in ~tew 1 a~o>e. 

b. Al~ . ~iele an~ SOC Agent persc::'-e: must :e cons:a::;.~ly a~ert to any and 
all information coming to the:..r attention thrc~g~ t~eir cases or 
otherwise and insure that au~rc~riate action is ta~en ~o see that 
same is ?rc~?tly disseminat;~ -:~ Secret Ser7ice in accc!'danoe with 
existini policy and procedures. Resol7e all doubts i::;. fa7o!' of as 
liberal a dissemination policy as prac-:icable. 

c. SACs anc SCG division heads c~st peric~ically spct-c~eck this matter 
fo!' prc;er ~andling and must re=:..nd Agent persc~nel ~eriocically at 
conferences of the pclicy anC. ?rccedu.res ccnce::-nir:g t=.ic; t:atter. 
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SECTION 136. ANTIRIO~ LAWS 136A 

STATUTES • • Title 18, USC, § 245 {b)(3), chapter 
(§§ 231-233), effective 4-11-68 

102 (§§ 2101-2102), and chapter 12 

1. 

2. 

3. 

§ 245 - (b}{3} 
a, Elements • 

1 During or incident to a riot or civil disorder 
2 Use of force, or threat of force, to 
3 Willfully injure, intimidate, or interfere with 
4 Any person engaged in a business affecting interstate commerce---
5 Qr attempting_to perform the above acts 

b, Other provisions 
(1) Section 245 (a)(l) states the above provisions do not relieve 

state and local authorities of their responsibility for pros­
ecuting under state and local laws; no Federal prosecution can 
be undertaken unless the Attorney General or the Deputy Attorney 
General certifies prvsecution is in the public interest and is 
necessary to $ec·ure substantial justice. 

Chapter 102 - § 2101 
a. Elements 

(1) Interstate or foreign travel or 
(2) Use of the. mail, telegraph, telephone, radio, television, or 

any other facility of interstate or foreigri commerce with inten~ 
to 

~~r 
~~~ 

Incite a riot; or 
Organize, promote, encourage, participate in, or carry on 
a riot; or 
Commit any act of violence in furtherance of a riot; or 
Aid or abet any person in inciting or participating in 
a riot and 

(3) Either during the course of such travel or use of such facility 
or thereafter performs or attempts to perform any overt act 
to incite or participate in a riot 

b. Definitions 
(1} Title 18, USC, § 2102, states t~at a riot is a public disturbance 

involving an act of violence by one or more persons who are. 
part of an assemblage of three or more persons, The requisite 
act of violenc~ includes a threat coupled with the ability to 
immed1ately execute the threat provided that the threatened 
act would constitute a clear and present danger of property 
damage or personal injury. 

c, Other provisions 
{1} Local prosecution is a bar to any Federal prosecution based upon 

the same act or acts, 
(2} · state and local authorities are not relieved of their respon­

sibility to prosecute violations of state and local statutes. 
(3} When, in the opinipn of the Attorney General, this chapter has 

been violated, prosecution shall proceed as speedily as possible 
or Congress shall be advised in writing of the reasons for not 
proceeding. 

Chapter 12 - § 231 
a. Elements 

{1) Teaching or demonstrating the use, application, or making of 
any firearm or explosive or incendiary device, or technique 
capable of causing personal injury or death, having reason to 
know or intending that the same will be iUnlawfully used in 
connection with a civil di~order which may in any way interfere 
with commerce or with any federally protected function; or 

(2) Transporting or manufacturing for transportation in commerce 
any firearm, or explosive or incendiary device, having reason to 
know or intending it w~l be used unlawfully in furtherance of 
~ civil disorder; or 

This ·cloC1t1.nent is prepcr,red in response to umw r('(]1~('Rt' o-tl(l i8 ·not for (J.i~.c:emi­
'f.~:/~r.·,\", O?~tt~f1e ~,n,.,rr CtJ111/»t~:~-'-~c. .T!-.~ ?~.,_(!,~? ?.R Z-i: ..... i,',;!~ / .. l off:>'){~l }: it;-:.~;.' - ~~·?:. · .' ;,,, 
: ,· r;ommlt 1fie rr;'r',:l t11e r:or!cnt rrv~y 'Y!/lt be disclos(..d to ·tuutathoti.~~Jd ~,c,.;o.~­
n.:.,l ~""itho2~t the cxrress approv'.Ll l'/ the F Bl . 
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•136A ,._ c SECTION 136. ANTIRIOT LAWS 

(3) Committin~r atte~pting to commit ·any act~ interfere with 
any fireman or, law enforcement of·ficer engaged in performance (" 
of his official duties in connection with and during a civil 

:disorder which in any way interferes with commerce or with ·.._.._;;y 
_any federally protected 'function 

b. DefinitiQ.ns 
(1) Title 18, USC, § 232, states that a civil disorder is any 

public-disturbance involving acts of violence by assemblages 
of three or more persons which causes immediate danger of -or 
results in property damage or personal injury. 

(2) ~ection 232 a~so states that commerce means interstate or foreign 
commerce or commerce wholly within th~ District of Columbia. 

c. Other provisions . 
(1) .An act performed by a law enforcement officer in thE:l lawful 

performance of his official du~ies is specifically excluded. 
(2) Federal jurisdiction shall not operate to the exclusion of 

state or local jurisdiction. 

B. POLICY AND IlNESTIGATIVE PROCEDURES 
1. Upon receipt of a complaint or information from any source not known 

to be unreliable, a preliminary investigation is to be instituted 
immediately, consisting of the following: 
a. Interviews of complainant and up to three available witnesses who 

are reported to have firsthand information bearing on the alleged 
violation. Obtain signed statements. 

b. ~here a possible violation of state or local law is indicated, 
advise appropriate state or local authorities of the complaint and 
offer the cooperative facilities of the FBI, including the Lab­
oratory, Identification Division, and coverage of otit-of-state 
leads. Ascertain what action has been taken or is contemplated by 
those authorities; if they indicate an unwillingness or an inability 
to investigate and/or prosecute, obtain full details of reasons for 
their inaction. 

c. Discuss the matter with the USA to obtain his opinion as to what 
further Federal action, if any, is warranted; however, no further 
investigation is to be conducted without Bureau authority, 

d. Submit report within five days of the' receipt of the complaint. 
2. Advise Bureau immediately by teletype of receipt of all complaints and 

of the.action being taken thereon. .Also, submit teletype summary of 
results of preliminary investigation promptly upon completion. 

3; Copies of all communications prepared for dissemination should be 
furnished to the USA. 

4. Advise all persons interviewed the investigation is being conducted 
at the specific request of the U. S. Department of Justice. 

C. MISCELLANEOUS 
l. 

2. 

3. 

Interstate commerce as referred to in section 245 (b)(3) and chapter 102 
does not include commerce wholly within the District of Columbia. 
Th~ act of violence required to bring a public disturbance within the 
definition of a riot under section 2101 of chapter 102 need only be 
committed by one person. However, violence necessary to bring a public 
disturbance within the definition of a civil disorder under section 231 
of chapter 12 must consist of such act or acts by more than one person. 
Sect£on 245 (b)(3) does not apply to acts or omissions on the part of 
law enforcement officers, National Guardsmen, or members of the U, s. 
armed forces engaged in suppressing a riot or civil disturbance or 
restoring law and order during a riot or civil disturbance. However, 
this does not preclude the possibility o~ the presence of a violation of · 
some other Federal statute (such as .Title 18, USC, § 242) or a state 
or local law. 

• 
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~ECTION 136. ANTIRIOT LAWS 

[D. CLASSIFICATION- 176 ~ 

[E. CHARACTER - ANTIRIOT LAWS 

[F, PENALTIES 
• 

[ 1. § 245 (b)(3)- $1,000 fine and/or one year's imprisonment; $10,000 
[ fine and/or ~en years' imprisonment if personal injury results; 
[ imprisonment fo~ any term of years or for lif~ if death results 

l36D - F 

[ 2. Chapter 102 - § 2101 - $10,000 fine and/or five years' imprisonment 
[ 3. Chapter 12- § 231-$1.0,000 fine and/or five years' imprisonment] 
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A. 

B. PO!..ICY 

c. 

The :?BI ~·ril: cc::~i=:ue to r::a.~:e a.va:.:a.Cle -tc :cca.l a.ut:;c!"':..-:~es ~::e facilities 
of our La.bc!":a.tc~"'::·, Id.entif:.ca.tio!'l ::. ... -:_s:..or., ~:atio!!.al c~:.::-.-3 ::-~=t:~r: .. a.ticn Ce!"!ter 
(liC:!:C) a.::J.d t:::.e cc-:-e::::-ing of o'.~t-cf-s"':.ate le(;.:.s. 

nr:::;s TIG.L-'i'I~.-..:; ??. ·:::-::::::::rJRES 
1. · ::lach ~ie2..J. c.::..-.::..s5.on r;;v.,s-:, ;::a.i~-::: .. :.~ e:?fe~-:~-.-e lia.:.sc~. ·.·.·:.-::_ ~ll ;>:~:..ce 

age~cies wi~:::.~~ its te::::-::::-itory SQ thc..t y:~ ~ill be ?::::-:=;~:? ~cti~ied 
of t:::.e killi=i of a police officer. 

2. The Buree:.u should be pronptly advised ~y teletype in ea.:.:1 police 
killing :regardless of \·:hethe1.· ?3I assistance is reqi.le.so.:e.:!.. This 
teletype should include date, :ine, location, identify~~g data 
re victi::, including na;!e and address c·f next of ki::: a::C. nanes ar-:d 
ages of victi~'s children, and detaileC. resume of a::ac~. Include 
your 1.·ecoDJnenda tion as to the Director 1 .s \':ri ting a pe.::-sonal letter _ 
of condolence to the f~:ily of the officer [killed ir:, :Z".e line of duty J 
and/or f:unish any information which \·:ould preclude si.lc:. a letter. · 
The type of \·;eapon used, circ1.L-;stances involved) stx:: .:=..s i·:!1ether during 
robbery, ci vii disor.de r, a;nbus:-~ - assassination s5. t;.t<::ti . .::n) traffic 
violation, etc., should be set forth. If extremist c= =acial elenent 
is present, such should be noted. 

3. Priority investigative atten~ion should be afforded.ea=~ case ~here 
assistar:ce is requested in wri-;:ing. Daily teletype s:.:::::.aries si:(.·Uld 
be subrai -cted in those cases in ::;hich a full investiJ:;.:.:. =~ i.s being 
conducted by t.he FBI and all leads nus: be handled ::: ~:. e:-:pedi ::e 
basis. 

D. DEFIHITIOH 
For .J~he :;>ur~:se cf ~hese ir.:.-.-estiga-::.-::--.s -':;;:: ~.;-:"":: .. rr:!.a.~·: s:--.::!"":::::-.::-.. -t 
sho·;;.J.d be C.e:i.:r..e:. i:;,.sofa.r c..s ::>ossi:le c..s t:.:se i:-,5.:.-.-i:.·:.a:..: ::a::.:-. 
polici:r..~ act:.7i~ies such as ~u~ic?a~ ?clice c:ficers, s~a~: ?::ic 
pa.t~--;-;1 ani s:-.. e!""if-::s and t~e:..~ :.e?l:.-=;:.es. ~·::-.:se i:-.:. .... -c:-...:..: .. :.:: ~ ::."'.:~ec 
prosecutive =~ oc=finement activi~:.es s~c&:..~ ==~ ~e i=~=-~:.e:. 

1.:. CLASSIFI~ATI::~ - :S4 

F. CHA?..ACT3R - ?OLIC:; Z:ILLI!;GS 

~.: ... ·~··•1:::11 -­' __ .:,. =--··""" .. · 
i -.--3 ' 

· d · onse to your request and is not for clissemi~ 
This docum~nt ~s pre~are ~~e~esp Its nse i.~ limitncl to of{if:'al 1n-oceedings by 
nation o1dst.de yourd thomm~ t nt may not be disclosed to 'l.tnauthorizcd pen:on-
1.0 -,1· Commtttee an e con e BI 
~tel' without the. express approva~ of the F " 

1 
2-13-75 
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SECTION 14n. PROTECTION OF FOREIGN OFFICIALS AND 
OFFICIAL GUESTS OF Trill UNITf41tTATES • A. BACKGROUND AND DEFINITIONS 

J.. Background 

146A 

The Act for the Protection of Foreign Officials and Official Guests of 
the United States was signed into law on October 24, 1972, which provides 
for the con~urrent jurisdiction of the Federal Government in the investiga­
tion of certain acts committed against foreign officials and official 
guests as well as property occupied by foreign governments in this __ 
country. In enacting this legislation, Congress recognized and reaffirmed 
that po~ice power to _investigate, ·prosecute and punish common crimes such 
as murder, kidnaping and assault should remain with the states, but 
also noted that at times the commission of such crimes against foreign 
officials or official guests may adversely affect or interfere with the 
conduct of u. Se foreign affairs. Therefore, Congress felt that the · 
Federal Government must have jurisdiction in situations where international 
repercussions may be felt or where the incident may have some affect on 
U. s. foreign relations. 

The Department of Justice assigned investigative jurisdiction for this 
Act in those cases in which the Federal Government has an interest to the 
FBI. 

2o Definitions 
a. Foreign Official 

(1) a Chief of State or political equivalent, President, Vice 
President, Prime Minister, ,Ambassador, Foreign Minister, or 
other officer of cabinet rank or above of a foreign governmen1: 
or the chief executive officer of an international organiza1:ion, 
or any person who has previously served in such capacity, and 
any member of his family while in the u. S.; and, 

(2) any person of a foreign nationality who is duly notified to the 
U. S. as an officer or employee of a foreign government or 
international organization (i. e., the U.S. has been officiallv 
informed of his position and same is on record with the Department 
of State) and who is in the u. S. on official business, and any 
member of his family whose presence in the u. s. is in connection 

. with the presence of such officer or employee. 
b. Foreign Government 

The government of a foreign country irrespective of recognition by 
the Uo S. 

c. International Organization 
A public international organization designated as such pursuant to 
Section l.of the International Organizations Immunities Act (T22, 
usc § 288). . 

d. Family 
(1) a spouses parent, brother or sister, child or person to whom•the 

foreign official stands in loco parentis (in place of parent), or 
(2) any other person living in his household and related to the 

foreign official by blood or marriage. 
e. Official Guest 

A citizen or national of a foreign country present in the u. s. 
as an official guest of the u. s. Government and so designated by 
the Secretary of State • 

This dor.?I,tnent is ,:rrp~red i'YI, response to lJMI?' rrqnest a~'d i.~ wd .f,Jr {!hqrm.?.-
17C.'ion outs• ~ 1r 'j(l>T Comn?1~· 1 r: r>. fl) ·,"Sri.~ lfJll,[~r;::i .'•1 nffi~·;'ril ~)?Y•:·((<Ii ·1 : ~; 1 
·.?· • •;- Comm:t:r::e u•IJ thr:, co;•lc1>t. 11W.'! not [;,; (?fsclosed to u;, .:::~t:,o, ~.,. : , z, .c .. -

1: !l without the ex1;ress iJ.2Jp?·oval (If tho F'BI • 
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SECTION 146. 

STATUTES • 
PROTECTION OF FOREIGN OFFICIALS AND 
OFFICIAL GUESTS OF Trill UNITP~ STATES • 1. Murder or Manslaughter of Forei~n Officials and Official Guests and 

Conspiracy to Murder (T18, USC ~§ 1116 and 1117) · 
§ 1116. Murder or Manslaughter of Foreign Officials or Official Guests 
Whoever kill~ a foreign official or official guest shall be punished a& 
provided under T18, USC §§ 1111 and 1112, except that any such person 
who is found guilty of murder in the first degree shall be sentenced to 
imprisonment for life. 
§ 1117. Conspiracy to Murder 
If two on more persons conspire to violate §§ 1111, 1114, or 1116 of 
T18, and one or mo~e persons do any overt act to effect the object of 
the conspiracy, each shall be punished by imprisonment for any ·term of 
years or for life. 

2. Kidnaping 
(T18, USC § 1201) 
§ 1201. Kidnaping 
a. Whoever unlawfully seizes, confines, inveigles, decoys, kidnaps, 

abducts, or carries away and holds for ransom or reward or otherwise . 
any person, except in the case of a minor by the parent thereof, shall 
be punished by imprisonment for any term of yea.rs or for life, when 
the person is a foreign official or official guest within those 
definitions as stated in the Act. 

b. If two or more persons conspire to violate this section and one or 
more of such persons do any overt act to effect the object of the 
conspiracy, each shall be punished by imprisonment for any term of 
years or for life. 

3. Protection of Foreign Officials and Official Guests (T18, USC § 112) 
§ 112. Protection of Foreign Officials and Official Guests 
a. Whoever assaults, strikes, wounds, imprisons or offers violence to a 

foreign official or official guest shall be fined not more than 
$5 1000, or imprisoned not more than three years, or both. ~Vl10ever in 
the commission of any such act uses a deadly or dangerous weapon shall 
be fined not more than $10,000, or imprisoned not more than ten 
years, or both. 

b.. \~hoever willfully intimidates, coerces, threatens, or harasses a 
f6reign official or official guest, or willfully obstructs a foreign 
official in the performance of his duties, shall be fined not more 
than $500, or imprisoned not more than six months 1 or both. 

c. Whoever within the United States, but outside the District of ColUitlbia 
and within 100 feet of any building or premises belonging to or used 
or occupied by a foreign government or by a foreign official for 
diplomatic or consular purposes, or as a mission to an international 
organization, or as a residence·of a foreign official, or belonging 
to or used or occupied by an international organization for 
official business or residential purposes, publicly -
(1) parades, pickets, displays any flag, banner, sign, placard, 

or device, or utters any word, phrase, sound, or noise, ior 
the purpose of intimidating, coercing, threatening, or harassing 
any foreign official or obstructing him in the performance of 
his duties, or 

(2) congregates with two or more 
perform any of the aforesaid 
this section, shall be fined 
n0t more than six months, or 
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not more than $500, or 
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, ; SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND 146B - C 
OFFICIAL GUESTS OF Trill UNITFr STATES • • • Nothing contained in this section shall be construed or applied so 

as to abridge the exercise of rights guaranteed under the First . 
Amendment to the Constitution. 

4. Protection of Property of Foreign Governments and International Organiza-
tions (T18, ~sc § 970) ~ 
§ 970. Protection of Property Occupied by Foreign Governments 
Whoever willfully injures, damages, or destroys or attempts to injure, 
damage, or destroy, any·property, real or personal, located within the--~ 
Uo S. and belonging to or utilized or occupied by any foreign government 
or international organization by a foreign official or official guest, 
shall be fined not more than $10,000, or imprisoned not more than five 
years, or both. 

DEPARTMENTAL INTERPRETATION OF STATUTES 
1. § 1116 . 

Following the precedent o{ USC § 1114 (Protection of Officers and 
Employees of the United States), the Act adds to Tl8 a new§ 1116 
relying on the definitions and penalties in T18, USC §§ 1111 and 1112, 
except that punishment of first degree is mandatory life in prison. 

The term 11 foreign official" includes two distinct categories. With 
regard to the first group, such as Chiefs of State, the purpose of the 
foreign official's presence in the u. S. is immaterial. 

With regard to the second group, that is "officials or employees of a 
foreign .government or international organization duly notified to the 
United States," their coverage under the Act requires they be foreign 
nationals and in the u. s. on official business. Such persons incluc..ie 
officials and employees of foreign governments at embassies, consulates, 
missions and those employed at trade or commercial offices of foreign 
governments. 

The family of a foreign official in this second category is included, but 
unlike the first category, a family member's.presence in the u. s. 
must be in connection with the presence in the u. S. of the related 
foreign official. 

Coverage does not extend to the families of official guests unless the 
family members are so. designated in their own right by the Secretary of 
State. 

2o § 1201 
· The act of kidnaping a foreign official or official guest is punishable 
without regard to interstate transportation of the victim. The permissible 
punishment was reduced to imprisonment for any t~rm of years or for 
life, but no statutory proof of harm to the victim is required to support 
any sentence which may be adjudged. 

3. § 112 
As amended by the Act, § 112 now includes assaulting, striking, wounding, 
imprisoning or offering violence to, foreign officials or official guests. 
In addition to broadening the classes of persons covered, § 112 (b) 
makes it a misde-meanor to willfully intimidate, coerce, threaten or 
harass a foreign official or official guest or willfully obstruct a 
foreign official in the performance of his duties. Protection against 
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SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND 
OFFICIAL GUESTS OF Trill ~ITT~TATES • obstruction extends onl¥ to foreign officials who are actually engaged in 

the perf~rmance of their· duties at the time of the violation. 

Although- not all-inclusive, examples of violations would be: 
a. Followin& the foreign official or official guest about in a public 

place after being requested not to do so; 
b. Engaging in-a course of conduct, including the use of abusive language, 

or repeatedly-.committing acts which alarm, intimidate, or persecute the 
foreign official or official guest and serve no legitimate purpose; 
or 1 

c. Communicating with the foreign official or official guest by anonymous 
telephone calls, or otherwise, in a manner likely to cause annoyanc~ 
or alarm with .no purpose of legitimate communication. 

§ 112 (c) is intended to protect the peace, dignity and security 
of fo~eign officials in their embassies, consulates, missioris, residences, 
and offices 5 Note that premises of official guests are not covered 
by § 112 (c)o 

§ llz" (c) does not apply at all to the District of .Columbia wherein the 
protected zone for both persons and premises begins at 500 feet. 

§ 112 (c) applies only to acts done publicly, and specifically applies to 
a person who· parades, _pickets, displays any flag, banner, sign, placard, 
or device, or utters any word, phrase, sound, or noise, but only if the 
purpose of the conduct is to intimidate, coerce, or harass a-r0reign 
official or to obstruct ~im in the performance of his duties. 

The terms used in § 112 (c) "purpose" and "intent 11 require proof that 
the person or persons allegedly violating tpis section were knowledgeable 
that the person or premises against which the alleged violation occurred 
were covered under the Act. Requirement for proof of knowledge ordinarily 
would be by putting violators on notice of the provisions of the Act. 

This is in sharp contrast to all other punitive provisions in the Act, 
where ·such knovJledge by the person or persons perpetrating the crime is 
immaterial. The fact that the person or premises is covered under the 
Act, however,-must.be alleged and proved in order to show FBI jurisdiction. 

4. § 970 
In addition to covering embassies, consulates, missions to international 
organizations and places of residence of foreign officials and official 
guests, trade and commercial offices of foreign governments, and premises 
and property of international organizations, this section also covers 
automobiles and other vehicles and personal property, under requisite 
O\~ership, use or possession. Whether the property is used for official 

· or unofficial purposes is immaterial. Only property located within the 
United States is covered. 

D. PROTECTIVE RESPONSIBILITIES OF TREASURY DEPART~lliNT 
The Act does not limit or interfere with the power of the Secretary of 
Treasury in the discharge of his statutory protective responsibilities. Secret 
Service may take such action as may be necessary to implement these responsi­
bilities. However. the Secret Service shall advise the FBI of 
the initiation of : ch action as soon as po~sible and the results 
thereof. 
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SECTION 14f PROTECTION OF FOREIGN·OFFICIA 1 ~ AND 

• OFFICIAL GUES~S OF THE UNI.T~~-~TES 
146E - G 

DEPARTMENTAL POLICY 
Subsequent to an alleged violation of th'e ··Act, U. S. Attorneys or their 
Assi..s.tants will determine whether FBI investigation i.e,.d~¥::..1f.~nted. Any 
subsequent prosecution under the Act must receive the approval of the 
Department of Justice, prior to the initiation of any proceedings. 

INVESTIGATIVE PROCEDURES 
1. Upon receipt of information indicating a violation or attempted violation 

of the Act, promptly pr~sent facts to Ue S. Attorney or an Assistant to 
determine if investigation is warranted. 

2o Advise FBIHQ by telephone or teletype details of.alleged violation or 
attempted violation together with u. S. Attorney's or Assistant's opinion 
and specific investigative action being taken. Teletype should be in form 
suitable for dissemination. 

3. Bureau authorization is not necessary prior to contacting a foreign 
official, member of foreign official's family, official guest or persons 
connected with diplon1atic establishment or international organization 
when time is of the essence and good judgment dictates that such a 
contact is essential to the investigation or to deteimine if a possible 

-violation of the Act existso In the event time is not a factor expeditiously 
advise the Bureau to facilitate notification of the Department of State 
and hold contact in abeyance until authorized by Bureau. 

4. Notify United States Secret Service locally. 
5. If victim is not known to be covered under the Act, immediately furnish 

sufficient descriptive inform~tion regarding victim to FBIHQ to enable such 
determination. 

6. If violation or potential violation of the Act is discovered through 
special coverage advise Bureau, by whatever means necessary commensura~e 
with the seriousness of the crime, for a determination as to further ac~ion. 
Do· not present to U. So Attorney or Assistant U. S. Attorney. 

7. If foreign official, memb~r of official's family, official guest, or 
person connected with diplomatic or international organization is 
uncooperative, furnish details to Bureau by teletype and advise Uo S. 
Attorney or his Assistant that details being furnished the Department. 

8. Honorary Consuls to be covered under the Act must be foreign nationals 
duly notified to the u. S. and engaged in official bus~ness for the 
government they represent at the time the alleged violation occurred. 

9. Property used or occupied by Honorary Consuls may or may no~ be covered 
under § 970. Determination will be made by u. S. Attorney or Department 
of Justice on a case-by-case basis. Basis for determination would be 
governed by such things as (1) primary purpose and use of office space, 
(2) extent of foreign government business conducted from the office and 
'(3) proprietary interest in office by foreign government, if any. 

FBIHQ SUPERVISION AND USE OF OFFICE CONTINGENCY PLAN 
1. General Investigative Division will supervise all violations of the Act where· 

there is no indication of political consideration, subversion or terrorist 
activity, and will supervise all plane hijacking cases. 

2. Intelligence Division will supervise all violations of the Act where 
indications of political consideration, subversion or terrorist activity 
exist, exclusive of plane hijacking • 

• 
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SECTION. 14f PROTECTION OF FOREIGN OFFICIAT .. AND 

~OFFICIAL GUESTS OF THE UNITED411fTES 

3. In the event of a serious violation of the Act, information must be 
telephoned to the appropriate Assistant Director of above-mentioned 
Divisions, during normal working hours. If during nonworking hours; 
the informatiGn should be telephoned to the Supervisor on duty in the 
appropriate Division. 

4. If a serious violation of the Act occurs which is supervised by Intelligence 
Division and requires use of office contingency plan, FBIHQ will maintaU:.-
a command center in Inte.i.ligence Division, telephone number[324-3000 
extension ~880.] -

H. ADMINISTRATIVE MATTERS 
1. Classification - 185 
2. Title -Set forth subject's name or description of activities involved. 
3. Character - "Protection of Foreign Officials" (can be abbreviated as 

"PFO"), followed by a term describing crime involved, followed by the 
word "Subversive" if there are indications of political considerations, 
subversive or terrorist activity (except airplane hijacking). In the 
absence of such indications, the word "Criminal" should be used. 
Examples: PFO - Kidnaping - Subversive; PFO - Assau~t - Criminal. 

4. Reporting procedures - Initial notification to Bureau by telephone or 
teletype including fact that local authorities and u. s. Secret Service 
have been advised. If investigation initiated, keep Bureau advised by 
telephone or teletype of significant developments followed by report wi~hin 
14 days. Seven copies of report should be submitted. 

' 
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FBI lNDEXIN'G PROCEDURES 

The FBI utilizes a system of maintaining its over 6, 500,000 investigative, 
personnel, and: administrative files by which all information on a given subject is 
channeled into one file.. In order to facilitate control of the file and accommodate 
multiple subject(s)' inatters, a numbering ·system is used to ' indicate: (1) general 

.classification and..nature_of the violation;· (2) the individual case.file in this category; 
and· (3) serializa.t5on 'of each pie~e of mail in the file~ For instance, t~e number· 
7-100-10 on a piece of mail indicates it is the lOth piece of mail in the lOOth file· ~. 
assigned in the Kidnaping (7) classification. · Our files are maintained in 185 classi­
fications. A Iist of these cla:?sifications is attached. · 

The key to these numerically maintained files is the general index presently 
consisting of over 58, 000, 000 index cards on all manner of subject matters but 
primarily a ncune index of individuals. This master index must be searched to 
detennine what inforn1ati.on, if any, the FBI may have in its files. In vie·w of this 
system, each comn1unication must have a subject. 

The cl'assifier in the Classifying Unit of the Mail Processing Unit of the 
Records Section L"'l the Files and Communications Division designates the "subject" 
of the particular cOlnmlmication on which a "main" index card is prepared; assigns 
the classification sho\ving the violation or nature of the matter involved: a.Tld designatE. 
names in the bod)7 of the comm1mication on which "seen (contraction for see reference 
or cross-reference) index cards are to be prepared. 

' 

The "hlalnn index card denotes that the name on index card is the subject of 
the file and the nan~e on "see" index card indicates the name is not the main Sl..lbject 
of the file but th~ .. f. the name only appears in a specific communication filed in the file 
of a different subject matter. 

The subject of the file ma~r be on a variety of topics such as an individual, 
organization, ~on:1pany, publication, foreign .intelligence activities, or such ad minis- · 
trative items as space$ equipment, or automobile accidents involving FBI automobile~: 

. After the classifier has designated the "subject" and assigned the classificati 
for the communicai:ion, the classifier designates the names in the body of the com­
mtm.ication or1 \Vhich ttsee" index cards are to be prepared. The nature and eA.ient of 
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detail in the communication requ~re the classifier to utilize judgment as to whether 
information should be designated for index cardso The classifier has general guide­
lines for each of the 185 classificationso Generally, in a criminal-type matter, the 
following will be cross-indexed: suspects; uncooperative individuals; anyone giving. 
assistance to the subject such as a person who allowed a bank robber to use his car 
while committing a bank robbery; person passing, possessing and disposing of 
ransom money; fences of stolen property; titles of song sheets or films being dis­
tributed in violation of copyright laws; madames and procur~rs; a person suspected 
of harboring·a fugitive; and the original complai_muit in the case ... Complainant is '_-, 
indexed so" that the 'investigation ·can be identified ·should the ·complainant make inquiry 

--~ - - . ~egarding.-hi!3 :a11egati9n :at- a laten :date·o..,~·- ·- . . . .. ~~- : ' l".-
. . . . .. - -- . -- ... I . 

In s·ecurity-type investiga:tioris, the 'Classifier 'is governed by the type ·of ... 
investigation and the nature and extent of the information in the commUnication. 
The classifier will generally ~ndex associates and relatives of the subject; members 
of o·rganizations under investigation or determined to be possible subversive; indi­
viduals contributing funds to subversive-type activity; subversive or seditious 
publications; writers of articles in subversive or seditious publications; bookstores 
specializing in subversive-type publications and related types of iniormadon. 

As an example of such indexing, the following indexi.11g would occur in con­
nection with a case involving the investigation of an extortion threat against Congress­
man X in which the individual ma_ldng the· threat is unknown. The vast majority of 
eAiortion cases we receive involve_threats against individuals by unknown individuals. 
As previously stated, each file must have a subject to insure all mail on a matter is 
filed in one placeo Accordingly, in order to insu:re that all mail on an investigation 
is _placed in the sa~e file, the victim's name is used as the subject of the file when 
the individual who made the threat is unkno\vn. Accordingly, Congressman X, as 
the victim, would be subject of the file for mail filing plil'poses: The "main11 index 
card prepared 1vould show that he is the victim and not the extortionist. nsee 7

' index 
cards ·will be prepared on any individuals suspected of writing the threatening letter. 
If a suspect is later identified as the extortionist, a "main" index card is prepared 
on his name to indicate we now have a file on this individual as the subject of a 
specific criminal investigation., 

As previously stated, access to the numerically maintained files is through 
the index cards maintained in the general index. The index cards are, accordingly, 
retained as long as the file is in existence. 

Age of information in FBI files covers a relatively short span of years .. 
FBI had a relatively small number of files until the President, in 1939, directed the 
FBI to be responsible for the internal secul'ity of the United states. In vie'\v of this 
and, as the number of violations of la1v over which the FBI has jurisdiction has 
increased greatly since 1939, the vast majority of FBI files has been created since 
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19390 We do, however, have a program for destroying files which no longer have 
a contemporary valueo Regulations of the National Archives and Records Service, 
General Services Administration, issued under authority of Chapters 29, 31, and· 
33, Title 44, U. So Code, govern our file retention ·and destruction procedures. 
When the files are destroyed, the "main" and "see" cards for all matters in the 
files are pulled fron1 the general index and destroyed. 

.. .. . . . ~ . . . 
. . . -. .. -- .... :- .:.: .. : ... ~ -: ·::-;-··- .:-.. - -· ... ·-· · ; ·-· ::. ... ·-- -· ·,:_-:- : .. ··:.._:··· : .... 
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1. 

2. 
3. 
4. 

5. 
6. 
7. 
.8., 
9. 

10. 
11. 
l2c 
1ll" 
15. 
16. 
17. 
18. 

'19. 
21·. 
23. 
2~. -, 
25. 
26. 

27. 
28. 
29 •· 
31. 
32. 
33. 
35. 
36. 
39. 
L!O; 
111. 
li2. 
43. 

•' ... 
CLASSIFICATIONS • 

Training Schools; National Academy Matters; F.B.I. National 
Academy Applicants 
Neutrality Matters 
Overthrow or Destruction of the Government 
National Firearms Act; Federal Firearms Act;· State Firearms 
Control !tssistance Act; Unlawful Possession or Receipt of 
Firearms · 
Income Tax 
Interstate Transportation of Strike Breakers 
Kidnaping 
fUgratory Bird Act 
Extortion 
Red Cross Act 
Tax (Other than income) 
narcotics 
Sedition 
Theft from Interstate Shipment 
Violation Federal Injuction - Obsolete 
Veterans' Administration Matters 
Nay Act 
Censorship Matters (obsolete) 
Food and Drugs -
Prohibition 
Profiteering (obsolete) 
~elective Service Act; Selective Training and Service Act of 
Interstate Transportation of Stolen Motor Vehicle; Interstate 
Transpor~ation of Stolen Aircraft 
Patent Natter 
Copyright 1~1atter 
Bank Fraud and Embezzlement 
White Slave Traffic Act 
Identification (Fingerprint r·!atters ). 
Uniform Crime Reporting 
Ci.vil Service 
Hail Fraud 
Falsely· Clai.ming Citizenship 
Passport and Visa Natter 
Explosi~e (obsolete) 
Deserter; Deserter - Harboring 
Illegal Wearing of Uniform; False Advertising or Misuse of 
Name~) \·lords, Eri1blems or Insignia; Illegal Ha.nufacture, Use~ 
Possess:i.on:. or> Sale of Emblems and Insignia; Illegal Hanufacture) 
Sale, or Use of Military Cremation Urn; Illegal Manufacture, 
Possess~on or Wearing-of Civil Defense Insignia; Miscellaneous­
Fcrg~ng or Using Fo~ged Certificate of Discharge from Military 
or'Nava:J_ Service; Niscellaneous Falsely"Making or Forging 
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45. 
46. 

47. 
48. 
49. 
50. 
51. 
52. 

54. 
55. 
56. 

. 57. 
58. 
60. 
61. 
62. 

63. 

:~·· • . - . • 
Naval e~ 1--lilitary, or Official Pass; r~Iiscellaneous - Forging or 
Counterfeiting Seal of Department or Agency of the.U.S.; Misuse 
of the. Great Seal of the· .Unitec1 States or of .the Seals of the 
President or the Vice President of the United States; Unauth-
orizea Use of nJohnny Eorizon" Symbol;· Unauthorized Use of : 
''Smokey Dear:r S:Ywl...,ol. · . 
Civil Rights; Civil Rights-· Election La-v;s; Civil Rights-Flection 
LaHs-Voting P...ights Act, 1965 . . I 
Criw.e: on the High Seas (Includes stm.;a,·Jays on boats and aircraft) 
Fraud Against the Government: Anti-Kickback Statute; Dependents 
Assistance Act of 1950; False Claims- (Civil); Federal-Aid Road 
Act; Lead ahc Zinc Act; Public ~vorks ·and Economic De'velopment A"ct 
of 196.5; Renegotiation Act- (Criminal); Renegotiation 1\ct- (Civil 
Trade. Expansion Act· of 1962; Unemployment Compensation Statutes; 
Economic Opportunity Act · 
Impersonation 
Postal Violations {Except 1·1ail Fraud) 
National Bankruptcy Act 
Involuntary Servitude and Slavery 
Jury Panel Investigations 
Theft.~" Robbery, Embezzlement 1 Illegal Possession or 
Destruction o£ Government Property 
Customs I.m•7S and Smuggling 
Counterfeiting 
Election r.al .. TS 

War I~o.nor Disputes Act (Obsolete} 
Bribery; Conflict of Interest 
Anti-Trust. . 
Treason or Hisprision of Treason 
.HisceTlaneous - including Ac1ministrai.-.ive Inquiry {forme"rly 
Misconduct in Office) 

'Miscellaneous- Non-Subversive- including: 
Black Market ~n Railroad Tickets (obsolete) 
Civil Aeronautics Act (Obsolete) 
Eight-Hour-·Day La.\v 
Federal Judiciary Investigations 
Federal J·uvenile Delinquency Act 
Kickbact Racket Act · 
Lands· D:·v·ision HaJcter {Condemnat5.on. Proceedings) 
Miscellaneous - Civil Suit 
l>iiscellaneous O.P.A. "lioJ.a"'.:ions (Civil) (Obsolete) 

·. Hiscellaneous - Wage anC. Eour La\v (Fair r.a.bor Standards 1\c·t 
of 193.8) 
Soldie:l~B and Sa1lors Civil Relief Act of 1940 
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64 .. 
65o 
66 .. 
67 .. 
68 .. 
69 .. 
70o 

: -
71 • . 
72. 

73. 

74. 
7r.. Jo 

76. 

77. 

78. 
79. 

·80. 
81 • 
82. 
83. 
84. 
85. 
86. 
87.., 

"88 .: 

89. 

90. 
91. 
92 .. 

93. 
94. 
95. 

. . 
Ta~iff :·Act o.3.0 
Top Hoodlum Coverage • 
Unreported Inters.tate Shipment of Cigarettes 
Federal Cigarette Labeling and Advertising Act 
Foreign Miscellaneous 
Espionage 
Administrative Natters 
Personnel Matters 
Alaskan Natters (Obsolete) 
Con·tempt of Court 
Crime. on Indian Reservation; Inducing Conveyance of Indian 
Trust.· Land; Crime on Government Reservation; Embezzlement or· · 
Theft of Indian Property 
Bills of Lading Act 
·obstruction of Justice; Obstruction of Court Orders; Obstruction 
of Criminal Investigations 
Application for Pardon After Completion of Sentence and Appli­
cation for Executive Clemency 
Perjury 
Bondsmen and Sureties 
Escaped Federal Prisoner; Escape and Rescue; Probation Violator; 
Parole Violator; Mandatory Release Violator 
Applicants (Special Inquiry 1 · Departmental and Other Government 
Agencies except those having special classificationsj 
Illegal Use of Government Transportation Requests 
Missing Persons 
Labora:tory Research Matters 
Gold Hoarding (Obsolete) 

. l·.Jar :~;-isk Insurance (Natiorial Sel.'"'\ri·co :::.1.:2 Insurance) (Obso1.ete)· 
Court of Claims . 
Reconstruction Finance Corporation Act (Obsolete) 
Home 0\·mer Loan Corporation (Obsolete) 
Federal Lending and Insurance Agencies 

. Interstate Transportation o-f Stolen Property (Fraud by wire,· 
Radio·, or Television) 
Unlawful·FJ.ight to Avoid Prosecution 1 Custody, or Confinement; 
Unla•i:lful Flight to Avoid Giving Testimony 
Assaulting br Killing A Fede~al Officer~ Congressional 
Assassina·tio"n Statute · 
Irregularities in Federal Penal ~nstitutions 
Bank Burglary i Bcmk Larceny; Bank Robbery 
Anti-Racket.eerin9; A.R.-· Lea Act; A.R.- Interference with 
Gover11ntent Communications System; A.R.-· HOBBS Act 
Ascertaining Financial Ability 
Researc;l Na t·ters 
Labora·tory Cases "(Exami'1ation· of Evic1ence in Other Than Bureau 
Casc;si 

NW 5~n.~ .. :po!Jid.: 3?9~9724 Page 129 



!" 

96. 
97. 
98. 
99. 

100. 
101. 
102. 
103. 
104. 
105. 

106. 

107. 
108. 
109. 
110. 
111. 
112. 
113. 
114. 
115. 
116. 
117. 
118. 
119. 

. 120. 
121. 
·122. 
123. 

- ·125 ~ 

126. 
. 12-7. 

Alien :~pplic·s·· (Obso~ete) 
Registration Act 
Sabotage 
Plant Survey (Obsolete) 

• 
Subversive l·latter {Individuals); Internal Security (Organizations) 
Hatch Act (Obsolete) .c-

Voorhis Act 
Interstate Transportation of Stolen Cattle 
Servicemen's Dependents Allowance Act of 1942 {Obsolete) . 

,Interpal Security (Nationalistic Tendency - Foreign Intell­
igence) (Individuals and Organizations -by country.) 
Alien Enemy Control; Escaped Prisoners of War and Interne.es 
(Obsolete) 
Denaturalization Proceedings (Obsolete) 
Foreign Travel Control (Obsolete) 
Foreign Political Matters 
Foreign Economic ~atters 
Foreign Social Coriditions 
Foreign Funds 
Foreign Military and Naval Matters 
Alien Property Custodian Natter (Obsolete) 
Bond Default; Bail Jumper 
At.Qmic Eners_ry Ac-t:-Jl_pplican·ti P.tomic Energy Act-EmpJ.nyee 
Atomic Energy Act.-Cri.minal 
Applicant - Central Intelligence Agency {Obsolete) 
Federal Regulation of Lobl?ying Act 
Federal Tort Claims Act 
Loyalty of Government Employees (Obsolete) 
I.abor l~ianagement Relations Act, 1947 

I 

I 

Spe~!!:i.al Inquiry-State Department -Voice of America (u.· s. 
Information Center) (Public Law 402 - 80th Congress) 
European Recovery Program (International Cooperation Admin­
istration) formerly Fo~~ign Operations Administration, Nutual 
Security Agency, Economic Cooperation Administration or E.R.P., 
European Recovery Program;· A.I:D. - Agency for International 
Development (Obsolete) 
·"Rail \'lay Labor Act; Rail \·my, Lctbor Act ·- Employer's Liah± 1 i ty 
Act () 
National· Security Resources Boarc1 - Special Inquiry (Obsolet.e)· 
"Sensitive Positions in the u. s. Government - Public I.m·1 266 
(Obsolete) 
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128. Inter~ation.evelopment Program (F.or. Opera~ions 
Administration) 

129. 
130. 
131. 
132. 
133. 
134. 
135. 

Evacuation Claims (Obsolete) 
Special Inquiry - Armed Forces Security Act (Obsolete). 
Admiralty Hatter 
Special Inquiry - Office of Defense Mobilization (Obsolete) 
National Science Foundation Act - Applicant (Obsolete) 
Security Informants 
PROSAH (Protection of Strategic Air Command Bases of·u.S.A.· 
Air Force) 
American Legion Contact (Obsolete) 
Criminal Informants 

136. 
137. 
13·&. toyal ty of Employees of the United Na.tions and Other·'· Public' · ·. '·: ·· 

International Organizations · · 
139. Interception of communications (Formerly Unauthorized Publica­

tion.or Use of Communications) 
14Q. 'Sec;:u-rity of Goverl_lment Employees; S.G.E. -Fraud Against the· 

Government 
141. False Entries in Records of Interstate·Carriers 
142. Illegal Use of Railroad Pass 
143. Interstate Transportation of Gambling Devices 
144. Interstate Transportation of Lottery Tickets 

· .. ~-J14~··: .... I~terstate Transportation _of Obscene }.-fatter; Broadca·s.ting 

146. 
147. 

. 148. 
149. 
151. 

152. 
153·. 
154. 
155. 
156. 

Obscene Language . 
Interstate Transportation of Prison Made Goods 
Federal Housing Administration Matters 
Interstate Transportation of Fireworks 
Destruction of Aircraft or Motor Vehicles 
(Referral cases received from CSC under P. L. 298) 
Agency for International Development 
Atomic Energy Commission (Civil Service Commission) 
National Aeronautics and Space Administration 
National Science Foundaticn 
Peace Corps; Action 
U.S. Arms Control and Disarmament Agency 
World Health Organization 
International Labor Organization 
U.S. In.fo:pnation Agency 
S1-.ri tchf>lade Knife Act 
Automobile Information Disclosu~e Act 
Interstate Transportation of Unsafe Refrigerators 
National Aeronaulics and Space Act of 1958 
Welf~re and Pension Pl&ns Disclosure Act. 
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157. 
158. 

159. 

160. 
161. 

162. 
163. 
164. 
165. 
166. 
167. 
168. 
169. 
170. 
171. 
172. 
173. 

174. 

17·5. 

176. 
177. 
178. 
179. 
180. 
181. 
182 . 

·1-8 3 .• 
184-. 
185. 

.. •• • Extremist Matters; Civil Unrest 
Labor-Manag·ement Reporting and Disclosure Act. of 1959 
(Security Natter) (Obsolete) 
Labor-Management Reporting and Disclosure Act of 1959 
(Investigative Hatter) 
Federal Train Wreck Statute 
Special Inquiries for White House, Congressional Committees 
and Other Government Agencies · 
Interstate Gambling Activities 
Foreign Police Cooperation 
Crime Aboard Aircraft 
Interstate Transmission of Wagering 
Interstate Transportation in Aid of 
Destruction of Intc-r.state Property 

Information 
Racketeering 

Interstate Transportation of Wagering Paraphernalia 
Hydraulic Brake Fluid Act (Obsolete) 
Extremist Informants 
Motor Vehicle Seat Belt Act (Obsolet~) 
Sports Bribery 
Public Accommodations-Civil Rights Act of 1964 
Public Facilities-Civil Rights Act of 1964 
Public Education-Civil rights act of 1964 
Employment-Civil Rights Act of 1964 
Explosives and Incendiary Devices; Bomb Threats 
(Formerly Bombing Matters; Bombing Matters-Threats) 
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Person;.lel Section, Applicant and Placement Unit, 
Appxicn.nt Briefing Subdivision 

!{oticc of Special A~ents Scheduled for Physical 
Exmflination 
Personnel Section, Personnel Services Unit, 
Special /~gents Physical Examination Unit 

Appiicant Info~rnatioti Card 
Personnel Section, Applicant and Placement Unit, 
Applicant Office Subdivision 

Worl~ Sheet (prein.serted carbon form) 
Personr!el Section, P~rsormol Services Unit, 
Personnel Actions Subdivision 

Temporary n:J.dges (FDI Identification Cards Issued) 
Procqr<.:~ent and Jldministrative Services Section 

Movct~o:mt Section Yiorl~ Sheet (A through K) 
Front O.ffice, :r.:ovcr.1ent Unit 

t~ovcr:!cnt Section Work Sheet (L through Z) 
Front Of~ice, t~vement Unit 

Movement Section Y!orl:.: Sheet (continua tiou sheet) 
Front OJf ice, :t.\ovemcnt Unit 

~ .... ... 

. I 
I 

·j 

i 
. i 

J 

.-i 



..... 

3-1.17 

3-121 

3-134 

3-135 

3-140 

... -.. . 
3-1-17 

3-1.52 , . : 

3-159 

(~.: 

•••• 

• • • • 

•••• 

• • • • 

•••• 

•••• 

. . . . . 

'·· .· .. 

• • 
Ann.lysis of Separation - Field Office and FBIHQ 
Personnel S~ctio:n, Pl!rsonnel Services Unit, 
Personnel Actions Subdivision 

I •' 

Letter to SAC Transmitting Material for Field Perconnel 
Files 
(thin white and I.~rzT blocked yellow available) 
Personnel S8ction, Veterans' Counseling t.!.nd Clerical 

·Promotiou Unit, Leave n.nd Voc::.tion Records Subdivision 

Record of Johs·Assigned and Completed in Exhibits 
Section 
EJ:hibits SGction 

Photographic Requisitio~ 
Exhibits Ecction 

Work Sheet to Reco~d Necess~ry Information from which 
Leave nec:ol·<l is !~~<1cle 
Personnel Soction, Voteruns' Counseling and Clerical 
Prolilotion Unit: Le:l.ve and Vocation Records Subdivision 

Tempo·rary E~·~p1C}7Ce r=-=:ty·roll C!1rd 
Personuel St:::ctior.., I'cl'SOlli.lel Services Unit, 
Personnel Actions Subdivision 

Follow-up C~rd for Ronuests of 201 Files 
· .p~rsonnet f.~2ction, ·I=·.:-1:::onnel Servic·es ·Unit~ 
Pcrs~nnel Actions Subdivision 

. .: . 

.!' .•·!! •• ' •. L~_tt~;r .±9.:. S.~C .. re: .. S_p~QinJ, Ppr.formance .Repo.rts Rogar.d:i;.ng .. . 
.. . si-,eciul Lgent Personnci with P.eco~endation Regarcling 

Promotion 

•••• 

(thin white und I*T blocked yellow available) 
Personnel Section, ~p~licant and Placemant.Unit, 
Personnel L?: iefinrr su-:.;di vision; Veterans' Counseling 
aud Cleric~l PrOi'10tion Uui t 

Field Appointmerit Letter 
(thin whi to :::.nd i~:~1' blocl~ed yellow available as 3-J.5Sa 
and 3-150-:) v:::th speci~\1 ins true tio.ns to the SAC and 
certain enclosur0s r~spectively) 
Pcrsonn~l Sec ticn, I'2!.'!:;onnel ~:;crvices Unit 

1 
Perso!lucl Actions Subdivision 
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3-159a • • • • 

3-159b • 0 • 0 

3-165 • • • • 

3-178 • • • • 

3-181 • • • • 

3-183 • • • • 

• • 
SAC Tickler Copy of Form 3-15D (with specin.l 
instructions to the SAC) 

l 
.I 

Personnel Section, Porsom1e1 Services Unit, 
Personnel Actions Subdivision I 

J,i&T D1ockod Yellow .of Form 3-1S9 (also used for FDII1Q 
Tickler - por Miss Tibbetts, 5/~G/G9) (in~icating I 
specin1 instructions to the SAC and certain enclosures) ! 
Parsonnol Sect:i.ou, Pet·~.::o!~nel Services Unit, · ~~ 
Personnel Actions Subdivision 

Record of Shipm~nts 
lJ0chanical sc.~ction 

Received :i,n Stoclt Room 

Positions Ccrtl:.f:iod, Flscal Ye('l.r 
Personnel Section, Personnel Services 
Position Claosification Subdivi~~i.on 

Unit, 

Tici::J.er Card on Extcn.cled Leave and Leave Without P.::!.y 
Personnel Section, Vc'Corans' Counseling and Cleric2.l 
Promotion Unit, L~ave and Vocation Record:.:; Subdiv:i.::.;ion 

Photostat Sir;n-out Sheet (Justice Buildinr;) 
:Mechanical Section 

:I 
: I 
I . I 
I 
! 
! 

1 

3-190 ,. • • • Uot!sinr:, Card. (yellOi'l) 
:-·: :··.·,:-::,· . ..... ·, .. , ... ; ............. ,: .. :..:: .~ ... Per~w.l~n~l S~ct~.9~, .. .J:nP~.~.P~~~ ;.a~q pl_a?..~~!lcpt: yn.~~ .': 

· Housing and 'l'c::.;t~ng· SuodivJ.sJ.on • ••• •• .. •• t 

I 
1(··-. 
I .. 

3-201 

3-205 

3-206 

• • • • 

•••• 

t • • • 

Letter neques~;ing Report re Service Record of Employ(::e 
Returninr; from Mili to..l.'Y Leave {bond ..:. 8x7; thin whitt~ 
and un.blocl:cd yellow uv~ilablc - each S:xlO~) 
Personnel S~ctiou, Veterans' CounselinG and Clcricnl 
Promotion Unit, Leave und Voca. tion Records Subdivisiorr 

Request. for Photogrc.phic Worl>: 
Mechanical Section 

Prossman 's I?.t.mninrr Chart 
1!tech~"J.nicn."1 Section 
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.. 
( 

, .. 
\ . 

3-207 •••• 

-·2-208 •••• 

3-211 •••• 

3-218 •••• 

3-234 • • • • 

3-235 • • • • 

• •• 
D:ti1y Work Sheet 
J.1echauical Section., Photostat Unit 

Follow-up Letter Conccrnii:ig Physical .Condition of 
Special Ji[:;cn.t (thin white and 1-.:~T blocker yellov1 
av~ilnble) 
Personnel r.~ction, P~rsonncl Services Unit, 
Speci::tl Ar.~nts P.L1ysicn.l Examination Subdivision and 
Health Service Subdivision 

BD'CAR Accid.0nt Record 
Porson!!el ~act:i ... on, Co:r;;;nenda tion, Supervisory .Approvnl 
and Specinl Actio~ Unit · 

liealth Service Ticport 
P0rsonnc:l SGctj_on, Personnel Services Unit, 
Health Service Subdivision 

FBI Laundry Roceipt, Stocl~ noom (for clean laundry 
delivered to Division:::; n.t FBIIIQ) 
llcch~uical Section 

F£I Laundry Receipt, Stoclt Room (for soiled laundry 
delivered to Steel~ Room by Divisions at FBIHQ) 
Jlech::.nicn.l S::;;ction 

I 
I -I 
I 
i 
I 
I 

I 
I 
I 

:r.:;: .• -.~---.• .-..... ,.:?.~~·??~·-·~:-.. : •: ~; P;'! ~.~ ... J3n':.9~~ l.:.ppl i~ant f.i?-?t:tn.g. )~a~.d .... ( pin~·h:·_wh;i. te .;-.:. and .. hlue}-
• :--:· ··: ·: :. : .= ·: •· : .: • •.• • :· • "Pe:t:::::~,n·!!el. Sc•ctio!1··, · A rr<U cant ·and. Placement Uu.i t 

7 

I·; •• 

Applic~nt Briefing Subdivision ! 
I 

• . 3 2.17 tr. tl1 'tr· 1..- I, t ·· · .· .. ··· ..... · .. · · · ·· .... · .: ..... · ·· · ... ~ ......... :.-:,-.... :;-, :1,: :: · .... .•.•• ·-···.·!:~on 1 •• y ~or~~. ~error .. · . :" · ........ _ .. ,. ·.· ···· .. :·:--··· · .. : .. :. ·"··:=-·:--· .. :: ·:.·· .. :· .... , .. : 
· · · · · · . lrochanical Sc:ction, Photo Unit [ 

3-252 • • • • 

3-266 • • • • 

3-271 • • • • 

3-273 • • • • 

3-274 •••• 

I. 0. and A. o. l!ai1ing List 
llech~nical SQction 

Reply to Requests for Invitation to Bid or to be Pl~c~ 
on Didders~ ~ailing List (used only in bond- Lawless) 
Procurement ~nd Administrative Services Section 

Bid Tabulation 
Procure1:1ent and Adnlinistrn.tive Services S'e.ction 

Bidders' Lis·t 
Procurement and Adnlinistrn.tive Services Section 

Daily Record of Shipments from Stock Room 
Mechanical Section 
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3-275 • • • • 

3-278 • • • • 

3-278a • • • • 

3-281 • • • • 

3-289 • • • • 

3-295 • • • • 

:: . ... . . -~ · •.. •. ~ . ··.' .• . :'i. '.· :.· ·~ · ••. · . = . ... . · .. ··· ... . . .. . .. 

•.. .. .. . ·.- . : ·-: 

I 
1._. 

:·· 
• • • 

I~using Request Card (pink) 
PcrGonnel Soction, i\pplicant and Placement Unit, 
Housing and Testing Subdivision 

Requisition Record 
Mechanic:tl Section, Assembly Unit 

WFO Tiork Si~n-out Sheet 
Mechanical ~::;cti!JU, /;ssmnbly U~i t 

Clerical Test Rnting Cnrd 
Personnel Section, I.pp:i.icant c.nd Place-1;1ent Unit 
Hou::>ing and Testing Suodivision 

R\:storation of Veterans 

CJ.c-n•ical Ti.'ansfcr T.:e ... ~tcr, PGl'f.:;o~utl Convenience 
(thin whi to, bJ.ocl:e::d 1 and unblocl~ed ycllm;r avl).iln 'ble) 
Front Office, !~~ov.em·.:!nt Uui t 

• ..... ·.· .... .. ~· ·. . .. . . ... I • ' • 
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VOLU!.m III 

3-301 . . . . 
3-302 • • • • 

3-302a • • • • 

3-303 ..... 

3-313 • • • • 

3-314 • • • • 

3-316 • • • • 

3-317 ..... 

·3-320 • • • • 

3-321 • • • • 

.. . ··~ -

• 
TABLE OF CONTENTS 

ADMINIST:il!lTIVE DIVISION 

Bindery Unit 1rork Sheet 
Mecha~ical Section 

• 
... --· ..... 

Speci~l Agent Appointrr.cnt L~tter - Report to Justice 
Buildin.g (thin ;,·.'hi to artd t:~T blocb:~d yellow availo.blc) 
Persoi.lnel Sect:ton, Personn.Bl Services Unit, 
~er::::onnel fictions Subdivision 

Speci~l Agent Appointment Letter - Report to Old 
.Post O~~fice E:Jildin~ ( O.i:~O) (thin white and w~~T bloc:r~tl 
yellow :::.v::tilnb18) 
Personr!el .Section, P-3rsonnel Services Unit, 
Personnel Actions Subdivision 

Additional Information ~nd Instructions 
(Att~chr.:ent to Special ll:-';Cnt Appcird::1:!Gnt I..etter) 
P~14~o-n~l ~oc+~OD n~~cn~~ol s~~"~cas U-ik v ,:1- :...:.-.. _ u...:.. t•.:.... z .. , .._-·.;,.~ .;.• ~~:.-! _. ' v- v ...z.. ...::..... 4.! L- 1 

Persom!el Actio::.~ Subdivision 

Auton:ohile S:i.~:n-±n and Sign-out Record (formerly 2-S~i) 
and prior to that 3-313) 
Mecltanical SGction 

Steno~raphic Tr~ining (Flyer) 
Persuuuel S8ction, App~icant and Placement Unit, 
Housing and Testing Subdivision 

Comparative Tabulation, Field Investiga.ti ve Report 
BudGet and Accounting s~ction 

Work Sheet for Various Tabulat~ons and Special 
Requests for Ldministrntivc Report Data 
Budr;ct and Accm.mting Section 

WeeJ;:J.y Delinquency Report for Administrative Division 
(thin '.Yhi tc av:~ilable) 
Front Office, J;.dministru ti ve Revimv Unit 

Position Classification Proeram Questionnaire 
{thin ~hite only) 
Perr::onnol ~oct ion, Personnel Services Unit, 
Position Cl::tssification ~ubdivision 

·uw 54 QJa »ocTd·J2989724 Page 170 
... 1 -
A 11 /7,! 

l 

I 
~ 

.I 
; 

i 
! 
i . 
' 



I 

3-323 

3-327a 

3-336 

3-337 

. . 
3-338 

3-339 

• # •• , . ... . • . .. • •• : ··.:·· ••• : : • 

3-343 

( 

• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

. ' .. 

• • 
Posi.ti')n Clas:-..-:;ification Audit Worlt Sheet 
(thin white only) 
Personnel Section, Personnel Sorvices Unit, 
Position Classification Subdivision 

Notice Concerning Scp:=tration (attachment to 
resignation acccpt~nca letter - general 
(unblocked yellow available) 
Personnel ~;ection, Personnel S~rvice::; Unit, 
Personnel Actions Subdivision 

Weekly Report of Pending Work 
Per£onncl Section, Personnel Services Unit, 
Position Cln~; ~..; ification Subdivision 

Bill of Ln.ding Information Sheet 
Mechanical Section, Stock ~oom 

Delinquency Ol." Worl~ Tic port - /!dministrn ti ve Di vi".;;lon 
(cl::tily and Y:eclz::ly) (thin whi tc availablG) 
Front Office (gcne~nl use in Division) 

• • • • Confidcnth~.l I:raterial Tieceipt 
Uechani_cal Section, Stocl-c Room 

• • • • Memoro.ndum r.rrr.nsmi ttcd with Official Personnel Fol<lGr 
ot Fo:pi:.or Bt.!r.cau l?".;::Ipl.oycc . t9 D.n.o.t~1~r Government . .(\[:ency .. 
(tldn ,,:hi to nva.ilabJ.o) . .· . 
Perscinncl Section, P8rsonnel Services Unit, 
Personnel Actions Subdivision 

•••• Adult Waiver and Record Concerning Asian Influenza 
vaccine n.ccord 
Personnel Section, Personnel S.:rviccs·Unit, 
Health Service Subdivision 

(over) 
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3-343a •••• 

• 

• • 
Minor Waiver and Re·cord Conccrnin~ Asian Influenza 
Vaccine Record 
Personnel Section, Personnel Services Unit,· 
Health Service Subdivision· 

.·J - .. 

I 
j 
i 

f 
i 

3-344 •••• Field Office and FBHTQ s,ecial Ar-;ent Physicn.l Exa.min~t­
tion f.uthorizn.tion for U. s. Army J.Iedical Ir.stallatio!:::.: · 
Personnel Section, Personnel Services Unit, 

3-344c . . . . 

.3-445 ·• ... 

3-446 ...... 

Special Agents Physical Exa~ination Subdivision 

Field Office and FBIHQ Special t~::;ent Physicc.l Examil'!:t­
tion Authorization for U. S. Navy ~edical lnstallatio~~ 
Personnel Section 1 Personnel Services- Uil:i.t, 

. . Special Ag-ents .!=-hysical E::.::~mina tiou Subdivision 

Bureau of Employees Cor~pensation (BEC) Uatters, 
Tabulation o.f Y.'ork-relatcd Injur.;_es 
Personnel Section, Personnel Serviccs·Unit, 
Special Agent Physical E:-::amination. Subdivisi.on 

Letter Transferring Official Personnel Folder 
and Record of Leave Dat::: to Other Government t1gencics 
(l!&T blocl:ed yellow availn.hle - per ~e:-no ll/22/71) 
Personnel S2ction, Personnel Services Unit 1 

Personnel Acticns Subdivision 
. . 

3-449 · .•••• Control nnd Inventory Guide for Laminated . . . . . . . 
• ~ . • • • ,. •• • • • • • • - • • • • • • 0 • . :. · • • ••• ~ 0 •• • •• ·: . • ••• • • • .. • -..: · · ..... ··:· • • .... ·..;• ~ ....... •-·· · ·· · · ~ · ··, .. ,·~·· , ... , .~· .. rct -·n-J. """' r.!" ... • C ... . d ... · .. ·· ~ \· • ... . . ·· .... ... .... · ·- .· . ... ., ..... . ~, .. .. .. . · · · - · : ···· ·.· .. -··.·. :. ·· . . · ... c ~.o::!.:t1C:J.~:t.on <1L" s· ··· · . ..... · · · · 

3-450 •••• •.:•.; .. ..... 

3-451 • • • • 

'i 
I 

Exhibits Section 

Requisition Record on Pri~ting_Request 
Mechanical Section, Plate I~oom 

Let.tcr to Bureau of Employees' Cor::.pensa.tion 
Concerning Compensation ;.~n.tters (thin white with 
heading; ];1&'1' blocl-~cd yellow avaiJ.~lJJ.e) 
Personnel Section, Personnel Services Unit, 
Special Agents Physical Examination Subdivision 

(over) 
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3-452 •••• 

3-453 • • • • 

3-454 • • • • 

3-461 • • • • 

3-462 • • • • 

3-470 •••• 

3-471 • • • • 

3-479 • • • • 

3-481 •••• 

3-488 • • • • 

... 

•• • 
Replenishment Analysis and Purchase Requisition 
Procurement and .i\d1:1inistra ti ve Services Section 

Instructions to Reading Room re Enclosures (3x5 
blue) 
Personnel Section, Personnel Services Unit, 
Position Classification Subdivision 

Purchase Requisition 
Procurement and Administrative Services Section 

Pernvment Housing 
Personnel Section, Applicant nnd Placement Unit, 
Housint; and r.i.'csting Subdivision 

Request for Comments of Bureau Eraployee on 
Applicant Acquaintance 
Per~:wnnel Section, Applicant and Placement U.~..d t, 
Applicant Briefing Subdivision 

Work Sheet - Personnel Tabulation by Divisions 
Buqgct and Accounting Section · 

Record .- Repair Costs on TypeWJ.1 i ters 
Procurement and Administrative Services Section 

· ·M&T ·nlock~ct · Ye.llow of···;o;~ 3.:.473 · :· ·' ·' ' · · · ... · · 
Personnel Section, Applicant and Placement Unit, 
Applicant Briefing Subdivision 

Odd-l~ur Shifts - Inspectors' Work Sheet 
(oriGinal on thin white) 
Personnel Section, Veterans' Counseling and 
Promotion Unit 

Blood ncquc~:;t 

Clcricn.l 

P<~rsonncl ~'iocti.on, Applicant and Placement Uui t, 
Hous:Lng and •resting Su'bdivision 

Reply to Inquil'ies for L::ttcst Address of E:nployces 
and }'onwr Employees (thin white available) 
P0rSOJl!lOl Section, Pcrr::onncl Scrv ices Unit, 
Pcrconnol J\ctions Subdivision 
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.. 
- ·-·· ~ . . ' . -

. 
' 

3-492 

3-493 

3-495 

3-496 

3-497 

,· . 
.r 

' 

. . .. ' . ~. . . . . 

• • • • 

• • • • 

•••• 

• • • • 

• • • • 

. ... . .· . 

~ - ... . --..: -. ·-:.. .. - . 
, . 

••• • 
Height, Weight, Frame · Evnlua tion - Male E:nployees (p:u:~: 
Personnel Section, Personnel Services Unit, 
Health Service Subdivision· 

Position Evalu:J.tion Sur.;.mo.ry - Supervisory 
Personnel S~ction, Personnel Services Unit, 
Position Classification Subdivision 

Status Inquiry 
Personnel Section, Applicant and Placement U:::1it, 
Applicant Office Subdivision 

Retirement Information 
PersonnGl Scc-'.:;i_on' Veterans I Counseling and Clerical 
.Pro:uotion Unit · 

Personnel Security Revie\'1 . n.ecord 
All Sections (routed to Randolph) 

:.-·: .,;.:._, ·:. ·:._ .. :·.=·· .• -:.: ... ;-:. ·, .. _ · .• ·. · ..... ·- •. •; : •• :. 

.. . . .. ·. .. . ..... .. ,,. ·. . . ... . . .. ·.· 

• .s.~~ - ~·_,:" ::~·.;·· ·._ ;:··.,, • ;"..;·-.~ - = . 

. . 
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vor.m.m rv 

3-500 • • • • 

3-501 •••• 

3-505 •••• 

3-506 • • • • 

3-508 • • • • 

3-509 • • • • 

3-512 • • • • 

3-511 • • • • 

3-518 •••• 

.... , . • • 
TABLE OF CONTEliTS 

ADr.iiNISTRATIVE DIVISION 

Authorization for Data Processing Section to 
Ol'dcr Ci•u~ks iro;a the Trcr"!.S~lry for l~!.J!.Il'Ovcd 1~1.rards 
Pcrsonn0l Section, Comw:mdation, Supervisor~' App:r.'oval 
and Special Action Unit 

Credential Wo:t'lc Shoet 
Exhibits Section 

Reply to Applicant - Sati;::;factory Ratings not Att:?.ined 
(thin \lfh:L te a11d Lt:!J~ blocJ-:cd thin yellow n.vailnblc) 
Personnel Sectio:::~, Applicant and Placement Unit 

Reply to Applic8.nt - No Enconrngem~mt; Applications 
Exceed /qJpointJ:<:m.ts ~':hicl.l nre 1112.de on a Higi1ly 
Comp0t:i. ti vc B~si.s (th:i.n •··hi te and r.~&:r blocked thin 
yelj_ow a\r.ailablG) . 
Personnel Section, Applicant and Placement Unit 

Reply to At)plic~ut - Appointment not Possible at th..;s 
Time; Q;Ja1ificntions on FiJc fo1• Futtn·c Roforcnce (1:.0 
action category - pcr1"J5i:::: GD.rtcr lG/!.i/72) 
(thin white and ~;~·;'l' bloclwd thin yeJ.lO'.'/ 2-vailnblc) 
Personnel Section, f~pplicant and PJ.ac(~ment Unit 

Reply to f,pplica.nt - Appointment not Possible at· this 
Time; Q1.!alific::l.i;5.ons Listod for Future Reference · 
(thin whi to and l~.:T hToc.Cc-ct thin yellow· availc:~ble) 
Personnel Section, /~pplicant and Pl:tccm8llt Unit 

Purchase Order (white, numbered conDecutivel~, and 
used exclusively at the FDIHQ) (formGrly green, 
consccuti vely nmHbcrcd copy of FD-2S·1) 
Procuren:.ont nntl Administrative Services Section 

Outoi de F:lnploymcnt Index Card 
Personnel section, veterans' counseling and Cleric:ll 
Promotion Unit 

i • 
r . r 

.. . ! .. . 
~ 
l 

' ' < 
! 
i 
! 

Warnine: ·Notice Ar;::dnst Uutilation of Filed Compensation 
Act Forms 
Pcrson!!el Section, Pcrr;onnol Services· Unit, 
Special A;.;cnt Pllynical E:-.:am:L11ation Slll>dlvisiol1 



.. 

3-521 • • • • 

3-523 •••• 

3-524 • • • • 

3-525 • • • • 

3-526 

3-527 •••• 

·~·· 

• •• 
Ev:::.luation Sur-.u";lary - Nonsupervis·ory 
Personnel Section, Personnel Services Unit, 
Position Clnssif icn tic a Subdi virdon 

Acknowledgn:.ent to Eulployee Credit Inquiry 
(l!~T blocl;:ed yellow n.vailable) 
Person~el 80ction, Personnel Services Unit, 
Personnel Actions Subdivision 

Of£ice of Preference 
Front Office, t:ovement Unit 

Reply to Service Record Inqui-ry 
(W::OT blocJ.-=eci yellow o.vn:i.J.able) 
Persormel Section, Pe:t~son::lel Services Uui t, 
Personnel Actions Subdivision 

Reply Advising Inquiry Coneerni~g Serv~ce Rc-~rd f 
Previm.:sly i:.cl~.D.oY:l<~dzcd (i.:?xJ..~ blcc!::ed yellow availabl·e) 1 
Perr:;on.ncl Scc:tion, Perr~nrmel Services Unit, t 
Personnel Actions Subdivision ~ 

Notific,2.tion of Acceptance of Ar:r~oin.tment and 
ReCJ,ucst for ·rc:::~porary Eot'!sing .Accc~::.modat'icns 
Peronnnel Section, Persormel Services Unit, 
Personnel Actior!s Subdivision 

L 
j 

t 

.. ':· . . ·- -3-528 ... ·,.. ·· •• ·.~·;.-:.:·Daily· Clerk-,,\.i:;'ent· Rati'o · {hdrided· l.u · we.eltl;,.· to' ·· 
Calit:.han 's office - per r.rrs. Dove 5/2/73) 
Front Office, t:ovement Unit 

I 
! 
I 
1 
; 

... 

... , 
( ; .. __ .. 

... · :3-532 .... · •••• · ··ROUTIHG S:LIP' . .. .. :· .. 

3-533 • • • • 

3-533a •••• 

3-534 .. . . . 

Letter Transmitting Credential C~rd for Sic;naturc 
(W~,;T blocked yellov1 and thin white availab'le:) 
(per 1.!rs. Locl;:hart) 
Procurement und Ac1-uinistrative Services Section 

Letter 'fra~sm.itting Ccr.1plcted Credential C~rd 
(thin ·white and l.ff:.T bloc~:::od thin yellow available -
per I.~rs. Locld~::-.rt 1/27 /'72) 
Procurement and Adl:linistrative Services Section 

Reply for Photo~rnphic Correspondence 
(thin \i'hi te and J.~&.lr blocl:cd ycl·lovJ available) 
Mechanical Sectiou, Photo Unit 
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3--536 • • • • 

: .. , .. : ·. . _.,·;· . • .. . ... ··~ .. 

... . ..... ,:... .. ·· .. 
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• • 
Authorization for Captn.in o:f the Gun.rd, GSA, to 
Issue Ter:1porury l'~ssGS to l~on-FDI r.::-.ploye0s 
Procurement and Ad.rninistra~ive Services Section 

: · ..... : ~ • •• •I • 

.. . . ~. . ... . ,.. . · ... • . , • •••• ' • •. ,! . ........ .... ,. •• · . 
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VOLU:.m V 

3-550 • • • • 

3-550a •••• 

3-551 •••• 

3-554 • • • • 

3-556 .. . . . 
3-557 • • • • 

3-558 • • • • 

3-559 • • • • 

3-561 • • • • 

.· . , 

• • 
TABLE OF C017ENTS 

ADJ.IHHSTRATIVE DIVISIC>N' 

Questionnaire Concerning Promotional Qualifications 
of Incumbent Chief Clerks and .:\.ssistn.nt Chief Clerks 
Personnel Section, lipplicant and I>ln.cem~nt Unit 

QuGstionnaire Concerning Clerj.cal Employees with 
Actual or Pot(mtial Oualificn.tions for Chief Clerk 
or Assistant Chief Clerk 
Personnel Section, Applicant and Placem~nt Unit · 

Letter of Instructions Concernir.1g Federr~l E:11ployocs 
Health Bc:."'.ofits Pro~r:lr.1 , 
Personnel C0ction, AD~licn.nt and Placement Unit, 
.Housing and Te3ting Office 

Approval Letter for nslicf Supervisors . 
(thin white, blocl-:ed yellow, ~n·d unblocl~ed yellow 
available) 
Personnel Section, CO!n..:-:lendatio:l, Superv:J.sory Approval 
and Spacial .t\ction U:1i t 

Cr:.r SchedulG 
Front Office, J~dministra ti ve Review Unit 

Paper-cutting- Request (yellmv; pink for special work) 
Mechanical SGction, Printing Unit 

1.'.:tintenancc Checl~list 
Exhibits Section 

Dissemination Letter - Sketches and Photographs 
for Inclusion in National ~snk Robbary Album 
(thin whi tc and U~T bloclced yellmv available -
confirmod 9/G/68) 
Exhibits Section 

Airtel Trnn~mitting Artist•s Conceptions (thin ~rccn -
or5. ~;inal; 1.!~~-'i' b1oci;cd and unbloc!:cd yellow (latter 
confirmed 0/G/GS) available) 
Exhibits Section 
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3-563 •••• 

3-565 •••• 

3-566 •••• 

3-567 •••• 

3-568 ...... 
.... 

3-572 • • • • 

3-571 •••• 

f .1o •"• .• a ... • o ... : .... 

3-575 •••• 

3-576 • • • • 

3-577 • • • • 

, 

• • 
Notice Concerning Dlood Donor Program 
Personnel Section, Applicant and Placement Unit, 
l~uning and Tasting Subdivision 

Maintenance Record for Electrically-Operated 
Filing Cabinet 
Procurcr.1cut nnd Adminintra ti ve Services Section 

Class of Agent or Clericnl Appointees 
Personnel S0c·cion, Perso!mel Services Unit, 
Personnel Actions Subdivision 

Airtel for Supplemental Investi[;ation o:f Appointee 
( uf.,'J' 1JlocJ:-r.>c1 vl-!110"' ''H"J·1~blc) • ,h.~. .. ~.... • .. . .. _- oJ ... ~-~ \r c .... r'-"" --~ • 

Personnel Section, Applicant and Placement L~it, 
Applicnnt Briefing Subdivision 

EvaJ.uu tion Sur::mJ.ry I?rcpr~red by Su~y3rvisor of 
For1112r Bm.·eau ;::::;lployee J~pplying for Reinstatement 
Personnel Section, Applicant and Placemen.t Unit 

Schcdul.c of Collcctior.:.~j (thin ·white available) 
Budget and Accounting Section 

Enclosure Concerning Reemployment Rights to 
Resir_snn.tion ii.CC8pt:::.n.ce L-:.;ttor to. H.esigncc Entering 
Mill tary Service (tmbJ.ocl';:)d yellow available) 
:Per~o1mel ·s·ect:t.on·, Pe·ruoririel · S8l.'vices Uili t, '· ··. 
Personnel Actions Subdivision 

Special Agent Promotion Hecomr.wndation for 
Grades GS-11 nnd GS-12 (Unblocl\:cd bond for orig~nb.l 
and copy - por L. Davic.1Gon) 
Pcl'sonw J. Section, p,;rsonnel BJ:oicfing, . 
SAC ]',f!~moranda and Agent nealloc:::.tion Unit 

Kardex Refcrc::ncn rc Vocation Records of Employees 
Pel'f:Wnncl Se:~ction, Veterans' Coun.~:>eling and Clcric::t}. 
Pr01:10tioll Unit, Vocation He cords Subdivision 

Request for Cortnin Information from Field Offices 
and F:8IJIQ Divi;.;ions Conccrninr~ no serve n.nd Selccti vc 
Service l.fattcl's (unblocl':od thin v:hi to with hcadinr~ 
for orirrin~l) 
Perf.>onncl Scctlon, Vcte.r~ns' Coun:z;cling and Clerical 
Promotion Unit 
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3-578 

3-579 

3-580 

3-581 

I 

. ·~ .:3-585 . 

•••• 

•••• 

• • • • 

. . . .. 

•••• 

. • )I 

• • • 
Airtcl to Field re SOG DJployee Dssiring Trunzfcr 
to Field (thin r:;rccn - o :~:ir;inul nnd tickler; 
M&.T blocked ycJ.low avail<'.bJ.e) 
Parsonncl Section, Jl.pplic<.u.lt and Placement Unit 

Letter to Field re SOG f.ction Tnl~cn re Clerical 
Employee's Rr:· ~_u-:!st for 'I·:;.·:-tn:-:>fer (thin whi to and 
M&T blocl~cd yellow a·.;aiJ.nblc) 
Pe1·son12;;;l ScctitH1, .r:'.pplic~~.nt and Flaccmcnt Unit 

Add:i. ticn::tl Prcl:iJninrlry Infori'ilU tion on Clerical 
Employee rc TL·~.msfer, I\(·r'.~;;_;;ignmcnt .• Trial 
Asni~~nnm~.lt, or F.rc1:1otion (thin ·whi t<::J and l.!t;~T 
blocked yellow uv~ilabl0} 
Personnel Section, Applicant and Placement Unit 

Addi tioaal Instructio~::; "'co· Appoint2.c (FBII-~Q) 
(enclosure to ~or~ 3-5S5) (thin ~~ite - nnd unblocked 
thin yGllo~ nvcila~lc) 
Personnol Sc:ct~_on, Per~::onncl Services Unit, 

· Pel·sonnol llCtions [~ubdi vision 

:a .... .. 

Charge Out for P-ayroll Cnrd {pluo, green: orange, pin}·~) 
PcrccnnGl Section, P~1·sc·mwl Services Unit, 
Personnel Actio!~S Subdivision 

•. _· •••.• ·.·=. ··ne·v·J.·.,...,J· o·-:: ~ ....... .r..o.,..,.....,n ... r.'\ l.,~·:··in~·'(thl.''~ ,,.,h·!+e· · o~·lv) · · - '-''· ·· J. ._·~J.. J. . '''·~• "-''• ' .<,·:~ v.L J:_:) · J. ~4 •• A.._ v • .'.> J 

Per:somt(:d Secticr~., Cor:1~:1cnd<:ttion, Supcl'visory Approvni 
and Spocial Action Unit 

· · · 3-587 . · •••• ···Add:i.tio·nal Il1str·uctions to Apr.;ointc·e (Field)· · · · 

3-588 •••• 

3-588a •••• 

3-588b •••• 

\ 
. ~. ,.l 

(enclozuro to rorms 3-159 and 3-310) (thin white 
and unblocked thin yello~ avail~blc) 
Persomwl Section, PersozmcJ. Services Uni·t, 
Persomwl /1ctions Subdi vi.:d.on 

Cover Letter to Field in Processing Deaths of 
Bureau Er:1ployc:c::.• (ch~w~:;cd from thin white to ·white 
bond - p(Jr 110r::.:hcy - B1·~· nthovcr, Docm:1ber, 1963) 
Personnel Scctic)n, Personnel Scl'viccs Unit 

FBIJI~ Ticl~J.cr Copy nnd r.:&.T 131oci-~cd Yellow File Copy 
of }'ori!l 3-5D8 
Personnel S;.:;ction, P~rsonr1<.::J. Services Unit 

Enclosure to Form 3-SBS - General Inform~tion for 
Survivo1·s ('-1 p;~!':·cs - cop:.!.c:3 not to be ~s~;ei.lble<l or 
stapl<!d for Di vi:::; ion I I I - rer nuth Wood) (bowl) 
Personnel S-:-ct:i.on, PcrGcnnol Services Unit 
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3-589 • • • • 

3-590 •••• 

3-592 • • • • 

3-593 • • • • 

3-594 • • • • 

• • 
Letter to Fiold're Employee Illness, Maternity 
Leave, Sick L::avc Recort~s, etc. (bond) 
Personnel Section, P~rsonnel Services Unit, 
Vetcrar..s' Comweling nnd Clerical Promotion Unit 

Notice of Inform::ttion - Employment with the FBI, 
Wash in:; ton, D. C. , Allo\',·~nce for 'l'rar.r:;portation 
Personnel Section, Appl:i.cant and Placezacnt Unit 

Letter of I~structions to Field rc BUAP - Special 
(availnblc in thin white and bloc~cd yellow) 
Personnel Sc~tion, Applicant and Place1:1ent Unit 

IJott0r to Field re Emnlovee 's Draft Statu::; 
Military Service (bon2i oi1ly) 
Personnel Section, Perr.;onucl Services Unit, 
Leave !.~a tters Subdivision 

or. 

i 

I 
! 
! . I 

Field Part-U.r.'!e Indefinite Clerical Jl1ppoint!nent Lett0r 1 

(thin ~hite nvnil~ble as 3-594n) j 
(bloct0d yullo~ and thin white available as 3-594b) 
Personnel SGct:!.on, :rerr.:30llll'~l Services Unit, 
Persom).el Act:tons Subdivision 

3-594a •••• SAC Tickler of Form 3-504 (with special instructions 
.to the SAC) (thin white) 

· · · · · "'·~x~c-o'"'"'"'l· Sr:.c·'· ·i f··n n""l'''''l"'nel· Ser1 ,.,ic-:."" Un.; + · · : ····:·· .•• .. ,. •.• .. ·.:• • .· ... ·.·-.·-..·*J:.'\J V :,.,.\f'-'' - ,Vt..L.- J''•'..t,C_.~l.) •""·": 11 -.;.:~ ... ,.J,.\1) • .• · 

.. ·: .... 

3-596 

3-596a 

· Personnel Actions Subdivision 
. 

• • • • Mf'~T l3locll:ecl Yellow and l"BIHQ Tic!~lcr (th~.n· ·wbi te} of 
.. ·.·.Form. 3-GD14: ·(indicatir!g special· .ir;3tructions to. the· 

SAC and certain enclosures) 

•••• 

•••• 

l'el'sonnel Section, Personnel Services Unit, 
Persounel Actions Subdivision 

FDIH-1 Appointl~cnt Lotter 
(thin \'.'hite ~v::dlable ns 3-59Ga.) 
(blocked yellow and thin white avnilnble ns 3-50Gb) 
Personnel Sc(~tion, Pel'SOlu.wl 8ei·vices Unit, 
Personnel Action~ Subdivision 

SAC Tickler of Form 3-596 (with special ins+~uctions 
to tho S.!'.C) (thin y;hi tc) 
Per!:)onnel· Soc:tion, Personnel Services Unit, 
Personnel Actions Subdivision 
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3-596b 

..... :'.' 

,. . "'. ,.. • :.. • # .. t • •• 

tl • • • 

~.:- ... 

• • 
J.t&T Blocl:ed Yellow and FBIIIQ Ticlder (thin whi tc) of 
Form 3-596 (indic:tting special instructions to tlH?. 
SAC and certain enclosures) · 
Personnel Sectiou 1 P2rsonnel Services Unit, 

-Personnel Actions Subdivision 
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VOLU?.IE VI 

3-604 

3-605 

-3-60G 

3-608 

'3-610 

3-611 

3-612 

3-613 

3-611 

0 • • • 

• • • • 

• • • • 

. . . ~ 
• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

.. , • • • 
TADI,E OF CONTENTS 

ADMINISTRATIVE DIVISION 

Additional Instructions to Field AQnointee 
(enclo:.>~n·c to rorm 3-J :59) (thin whi tc nrd nnblocJ .. :<:.•-:-J 
thin yellow available) 
PtH'SO!mcl ~3::cti(:>.n, Pcr~:wnne1 Services Unit, 
Por::.;cnncl Actions Subdivision 

!;r~stcr rosi tion Card (replaces 3-1.04 and 3-104a) 
Personnel ~·:::.~et:i.on, Personnel Services Unit 
Personnel Actions Subdivision 

Routing Slip for Return of Cut Film Holders 
Mechanical Section., 1.:-iwtographic Unit 

i:.J.: 

Ro ll .... J.·.,n- Sl.:., r,.:s.! . .,..J..bt• ... .::n~ rn~~ T"I·or'f'r~n'"l""~· ~!)~.;+t.~"' rr•,.-"-..... t.. ;. ... i., ~.tJI J.J.J.. """' J ,!,., ..... "' s J.JJ'rj ;.• '~ '~ .U· ~L <~..l f.,..,.t.c,... "'""'"'"' ..1.-_:-~=l~ I 
Personnel Sec·tion, Applicc-.:nt and Placement Unit C:urn2y) . 

. . I 

Spccinl Agent Appointment Letter - Confirrnat~on of 
Telegram or 'i'eletype C.:i~:T bloct-;:ed yclloy; only 
avnilnble - p·8r Mr. Htmsinger) 
PGr~:::on:rwl Section, Personnel E~ervices Unit, 
Pcr~onnel Actions Subdivision 

SGp~rations List 
Personnel Section, Personnel Services Unit, 
Personnel Actions Subdivision 

Phy~~ical E:-:rt!dnation Authorization for U. S. Public 
Health Service 
Personnel SGction, Pox·sonnel Act tons Un:l t 
Special Agent Physical E:m.minQtion Subdivision 

Phys:i.cn.l E:•a:-ni11ntions llouting Slip 
Personnel Section, Pcr::.:;onnel Actions Un:i. t, 
Special A~0nts m1ysical Examination Subdivision 

SOG Clerical i\ppointment Letter - Confir:~1~tion 
Teleg-ram (:.'L'!'r bloclccd yello·w only available -
pe1· J'.lr. I!t.m;,inr,-or) 
Personnel S;)etion, Personnel Services Unit, 
Pcr!::onucl Actions Subdivision 
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3-617 • • • • 

3-618 • • • • 

3-619 • • • • 

3-620 • • • • 

3-621 ·~· .. 

.... . .... 
3-621 •••• 

3-625 •••• 

3-626 •••• 

3-627 •••• 

. - ~· ""'··--- .. ~·-~ -·· .. ~ .. 

• • 
Telephonic Request re Credit or Service Record lnCluiry 
Personnel Section, Pol1 Eonnel S~rvices Unit, 
Personnel Actions Subdivision 

Routine Resi;":n~tion /1cceptance Letter Employment 
Agreement :Fulfilled (thin whi tc and 1-l&T blocked 
yellm'J av::til~.dJlo) 
Personnel Section, Personnel Serv:j.ces ·unit, 
Personnel Actions Subdivision 

Routine Resi~n~tion Accept~ncc ~~tter - ET.?loyment 
Agree.-uent l':ot Fulfilled (thin '":hi te and IIL:T blocl~ed 
yellow avail;1ble) 
Personnel Section, P~r~onnel Services Unit, 
Personnel Actions Subaivision 

Request for Applicnnt to Cont~ct Bureau 
(li~T blocl:ed yellmv c:'.Vailnble - per Esei:ey 12/7/71) 
Personnel Sectio:J.,. P.:;!:rsonn0l ~er-.rices Unit, 
Personnel Actions Subdivision 

Rcr-:ident !l~ency -Tr:.>..nsfer ~t n~ E:::pense to the 
Govern~!lcnt (-::hin white aud !J~'I' blocked yellow 
avail~bJ.e) 
Front Office, !.iovement Unit 

Radio. Mn.i:ntc:::.ut:nce TeGl?-!lician .Agresment. 
Personnel Section, Personuel Services U~it 

Rough Draft rc Letter Concerni-ng- netire1~Gnt I.~atters 
Pe~sonnel Section, Personnel Services Unit, 
Veterans' Counseling and Cleric.:.:.l Promotion Subdivisim 

Check-off List re Leads in Bureau .Applicant InvesJci­
gation.s 
Personnel Section, Personnel Services 'Unit, 
Personnel Briefing, S!~C :i;~emoranda and Agent ·· 
Realloca tim:. Unit 

Maternity Lc~ve Lettc:r re Continued Employment 
(no thin whi tc; w: ... "l' blocl:ecl thi::.l yello·;: - Stoll 8/1·1/7: 
Personnel Section, Veterans' Coul1Seling and Slerical 
Promotion. Unit 

Service Con~utation Work Sheet 
Personnel Section, Personnel Services Unit, 
Per co~nel /~ctions Sul>di Y icion 
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3-·628 " ... 

3-629 • • • • 

3-630 • • • • 

• • • • 

3-631a • • • • 

3-632 •••• 

. . . .. .. 

3-633 
. . • ...... · .. ... ... . . 

3-634 • • • • 

3-635 • • • • 

3-638 • • • • 

{ 

'· 

.. 

• • 
Aclmowledgracnt re Employr.1ent to Individuals OVer!::>cas 
(thin whi to and J,I&T blocl::ed yellow available - per 
requisition 6/?/72 q.k .. 'd by Carter 7/19/74) 
Part>onnel Section, Applicant and Pln.celllcnt Unit 

Ac!Ftowledr;r:lcnt to In<1.u:i.ries of Unqualified Person 
re ·Special A~~cn t .Po:?ji tion 
(thin white ar;d !.!3.;T bloc!~ed yellow avail<~ble - per 
reqDi.sition H/7/72 o.r~. 'd by Carter 7/19/73) 
:Personnel Section-, Applicant uud PlaccJi1Gllt Unit 

Retirement Plaque Requisition 
Persol!nel Section, Com:.1enda. tiou, Supervisory Approval, 
and Spec5.a1 Action Unit 

Request for Hilitnry Information from Employee on 
Military Leave (thin y:hi to availu.ble) 
Pcr~:;ouncl Section, Vetcl'an·s' Counseling and Clerical 
Promotion u~-dt . 

W'~T Blocl>:ed Yellow Copy of Form 3-631 
Por~:JOnnel S0-::tion, Veterans' Courweling and Clerical 
Promotion U:~it 

Trunsmi ttal Connnunica. tion for Initial Identification 
Curd 
Front .Office · . · : ·. . .· .. : . , .· . . 
Procurement and Admin.istrative Services Section .. 
Tr<:"tnsmitt~l Cmnmunicr.tion for Rem~kes of Idcnti-

·.fication Cards. · ... · ·: · . . · . 
Frollt Office 
Procurement and Administrative Sm .. 1 vices Section 

Notifj.cn.tion of Personnel Action 
Personnel Section, F::!rsonncl Services Unit, 
Personnel Actions Subdivision 

Instrnctlon:.:: to S/~C re BUCAR Accident 
(thin white, blocked, and unblocked thin yellow 
available - per Jo Loorech} 
Pcrsormel Section, Coli:t!!C!lld::t tion, Supervisory 
Approval, and Special Action Ulli t 

Chn.nf.~C of Address Furn:islwd by· Bureau Applicant 
Pm:sonncl ~;::ct:Lon, Applicant Iutorview, Ol'ienta tiou 
and IIousin[; Uai t 
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3-639 •••• 

3-640 • • • • 

3-641 - • • • • 

3-642 • • • • 

3-643 • • • • 

3-644 •••• 

-. 

··• . ... ·. ·. 

: •. .. : . 
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,_ ... 

r . ~ .... 

c • •• 
Agent Credential Control 
Pl;'ocurc&dent nnd Adminir.;trative Services Section 

Letter of Acknowledgment to · Inquiry of Above-Averr.ge 
. . Applicants 

{M&T blocked yclloYI nvailuble) 
Personnel Section, Applj.cant n.nd Placement Unit 

General Ledger Coding Sheet 
Budget and Accounting Section, Budget Unit 

FBI /lpplicat::i.on for Employee P.:trldng Space 
Exhibits Section 

Key to JEH Du:llding Cozrtrol 
Procurement · and Administrntive Services Section 

Annu:~l Record of Funds . ...'ilJ.ocatcd and Applied 
Against Specinl Types of Equipment 
Budget and AGcounting S•?.ction, Budget Unit 
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• •• This document is prepared in response to 'IJO?.tr request and is not for disaemi· 
nation outside 110ur Committee. Its w~e i.-1 limited to official p1·oceedi:ngs by 
your Committee and the content may nut be disclosed to unauthorized perscm.­
nel without the express approval of the FBI • · -

TABI.,E oP co:rrrmrrs 

FILES AND co:.mmnct:r:rorm D::vrsroN 

vor.u~m I -----
• t. • • 

4-4 • • • • 

4-5 • • • c;. 

·4-5a ' • C' f' • 

4-5b • • • • 

4-5c • • • • 

4-5d . . . " 
4-!3c ..... 
4-~/ • • • • 

Pro{)!Jction R.ocord 
Records S~ction, Cl~~si~yin~ 

Coz!soi :i. d.:.~ t :Lon 
Cor1·clr~ t:!. c~ .~-1 
File n.cv:l.E.•\'1 
:F'ilinr; Unj_t 
G:-D .... .!l'al J :· ldc-x 
Nmn:..:.~ Sc~:r:ch int; 
l~tl~rJ:. ox- tnt; 
Reco,:ding 
Routing 

Rechm:'(;0 Sheet 
Rcc~rds S0ction. 1 Consolid:1 t:Lon 

Filin~.; U:l:i.t 
SCl:vice "Gni.t 

Charge-o~t 
Records Soction, Consolidation 

File nevi~~w 
Filing Unit 
General Indm: 
Nur.t'bering 

Ch~:tr £;0·~0ut 
Rc~cor<ls Section, Consolid:o'.. t:ton Unit 

Chal·g;c-O::tt 
Records Section, Filin~ Unit 

Chargc-O:..lt 
Hccur<ls Section, Co~:rolu tion Unit 

Chn:q;o-Out 
Hccords Scct:ion. ~ FLn•gr~ Unit 

Cb.::~.rr:e-Out 
Kccor.·<ls Sc3ction, Index n.c.:~ ea::ch Uai t 

I".; lc" l;'or""' J'•J~ll !.,.. ('"., ·i ') (-l~ 1· t-'J ... , '·""'.. .~ l·.• ...,,J ..... - t· L ,,. t ~.· .. 

nc·COl'llS Gcction' File J -:::~V .;.cw 
J!ilin!:~ u~.i ·j; 
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4-9 

4-J.l 

4-12 

4-13 

4-14 

4-15 

4-16 

4-17 

4-1'8 

4-19 

4-21 

4-22 

4-22a 

4-22b 

( 
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• • • • 

•••• 

•••• 

• • • • 

•••• 

•••• 

.~ 
. . 

• • 
Large Heport Tag (3x5 card - white) 
Records Section, Classifying Unit 

Error Record 
Records Section, Classify~ng Unit 

ROUTING SLIP 

FBI Record of Incoming P.:tclmges and Registered !l·!ail 
COI!L'i1unicn.tions Section, Switchboard Unit 
Records Section; noutin~ Unit 

Production Record 
Record::; Section, Recording Unit 

Inquiry Slip to Con.solicl:ltion Unit 
Records Section,.Classifying 

General Index 

Production Record 
. necords Section, Classifying Unit 

Erro:;:- Slip 
Records Section, General Index 

_ • • • • ROUTING. SLIP 

•••• 

~ • • • • 

•••• 

•••• 

•••• 

•••• 

Work Heport· 
(thin v1hi te ~vaii·able) 
Records Section, Personnel Records 

Monthly Transfer Checl); 
Records Section, Filing Unit 

Serial nemovn.l Ch~.r[;e-Ont 
Records Section, Consolidation un·i t 

Filing Unit 

Search Slip 
Records Section, Name Searching ·unit 

Service Unit 

Numerous Reference Search Slip (long) 
Records Section, Name Eenrchin~ ID1it 

Service Unit 

Search Slip (short) 
Records Section, Name Searching Unit 
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4-24 

4-26 

4-31 

4-33 

4-35 

4-36 

4-37 

4-4c.l 

4-48 

. · 

. . . . 
4-49 

4.-54 

4-56 

4-57 
..... , 

(. ~ 
--"' 

• • • • 

• • • • 

• • • • 

•••• 

~ ... 

•••• 

• • • • 

• • • • 

• • • 0 

• • 
Error Record - Exo.mincrs and Spot Chcclmrs 
Records Section, Gcncr~l Index 

necordinr; 

Request Log 
Records Section, Personnel Records - Locate Unit 

Stop Card 
Records Section, !:Tail Room 

Coli'!immicat:i.om3 Chnrg0--out Hecord 
Coum:unica tj_or.s Section, Teletype Unit 

Checl:;; Slip 
Records Section, General Index 

ROUl'IHG SI.,IP 

Retu::·n RccG:lpt Card for Bureau mtil 
Reco1·ds Section, !:Iai·l l~o.Jm 

Crypto I!0ssar;:c Log 
Conli~mnica tions S~ct:J.on, Teletype Unit 

Special 
Records 

Th:le J1pproval for Employ~cs 
Section, Classifying 

Cor;:<.::~:.'.tion ... 
File r;.:::v:i.ow 
Gonert•l Index 
Nn.mc Searching 

. . .•·. . . . . 

. . . . . . · : 

•••• Serial Marker (availn.ble·in white and pink) 

• • • • 

•••• 

• • • • 

•••• 

< Records Section, File Review 
Filin~ Unit 

Serial Charr;e-Out 
Records Section, Personnel Records 

Receipt Card for Spcc:taJ. 1.Iesscnger Mail 
Records Section, Mail noom 

Stop Cn.rd 
Rcco~ds Section, Personnel Records 

Routing Unit 

Stop Mnil (pink card) 
Record:-~ Scetion, Con:~ol:i.da tion Unit 

Nmabo::~·.c inr~ Unit 
Scn:vicc Unit 

... 3 -
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I 

··-

4-59 

4-61 

4-65 

4-72 

4-79 

4-81 

4-84 

4-86 

4-89 

4-90 

. . . . 
4-91 

' 4-93 

4-94 

4-97 

4-99 

\ . 

• • • • 

• • • • 

• • • • 

• • • • 

•••• 

• • • • 

•••• 

•••• 

• • • • 

• • • • 

. : ..... 

• • • • 

•••• 

• 
ROUTD~G SLIP 

Request Log 
Records Section, Filing Unit · 

Semiannual File Check 
Records Section, Filin~ Unit 

ROUTIEG SLIP 

Seri~l nemovin~ Form (green) 

• 

Records Section, Filinx Unit - Lamination Subunit 

Locate Log 
Recorris Section, Filing Unit 

ROUTHZG SLIP 

Drawer Checl: Sheet 
Records Secticu, Gen~rnl Index 

Infor:n:ttion r.2::::lc - Traini!1t; Cl:::.ss Pad 
Communic~tions Section, S·;;i tchbo:ird Unit 

Production RGcord 
Records Section, Filing Unit 

., . . .. . ~ .. 
Mail'~r Ab~trnct Request 
Records Section, Consolidation 

Numbering . . . . 
-Special Requests 
Records Section, Messenr;er Unit 

Obsolete Serial Removal Form 
Records Section, Consolidation 

Corrolat:lou 
Persouncl Record~ 

. . -

.. 

•••• Spccinl hlail Tng (green) 

• • • • 

Records Section, Classifying 
Personnel necords. 
Routing 

Serial Removal Form (skipped during serialization) 
Records Section, Consolidation 

Numbcrinr; 
Personnel Uccords 
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VOLUHF. II 

4-101 

4-103 

4-103a 

·4-104 

4-109 

4-111 

4-116 

4-113 

4-121 

4-121 

4-129 

4-132 

.. ... 

• • 
TABLE OF. CONT}-:NTS 

l!'ILES AND CO!.a.IUNICATIOi-iS DIVISION 

•••• 

•••• 

• • • • 

•••• 

..... 

• • • • 

• • • • 

( 

• • • • 

• • • • 

• • • • 

• • • • 

•••• 

File Charge-Out 
F'ro:nt Office 
Records Section, Personnel Records 

Tclezram Marl~-off Record 
Cora.'"!lunica tiox~s Sect:Lon, Teletype Unit 

Mark-off Record 
Commuuica tio:.1s Section, Telet~rpe Unit 

Placing or Canceling of Stops on Stop. D0s!i: 
Records Section, Routing 

Enclosure F~.lcd on Eu.ll-:y Enclosures Ramp 
Records Section, Filing Unit 

Messenger nun Log 
Records Section, Filing Unit 

Messenger 
Parsonnel Records 

Search and Instruction Slip 
Records Section, Consolidation Unit 

ROUTING SLIP 

!1Jail Pickup Production Record 
Records Section, Recording Unit 

Routing Unit . 

ROUTil\G SLIP 

Wol'l~ IV::!port 
Records Section, Correlation Unit 

h~ail Checlc r:lwet 
Records Section, M::til Room 

- 1 -
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4-=133 •••• 

-·-·· .. 
4-140 •••• 

4-141 • • • • 

4-146 • • • • 

4-147 •••• 

4-149 • • • • 

4-159 • • • • 

4-160 • • • • 

4-165 •••• 

4-166 • • • • 

... ·. 

_....._._,.. ·. 

• • 
Stop Card (yellow) 

-.Records Sectic:l, Filing Unit 

Courier Mail Log 
Records Section, Uui1 noom 

Abstract and ~.l:n.il Sequencing and Filing Production 
Records Section, Filin~ U~it Record 

l Numbering; 

Mail Count Slip 
Records Section, C1 ..,sc::4 I"y; n...,. -" -- -· .. ;,.";") 

Gener<".J. Index 
Recording 

Error Sheat - Typist 
Records Section, Consolidation 

General Index 

no:.rrnm SLIP 

"ROUTING SLIP 

Pcmdinr; Lon[; Distance Ticl::ct · 
Communications Section, s..,vitchboard Unit 

Box Receipts (yellow, pink, blue, and whit0) . 
Reco"rds Scc""'..:io:l, t.i"esscngcr Unit - .Courie1• Sc1•vicc . 

Error Form 
Records Section, General Index 

Schedule of Classes 
Front O.fficc 
Records Section, File Review 

Filinr; Unit . 
Name Searching 

(over) 

r 
. . 
i 
t 
} 



• I 

4-167 

4-168 

4-169 

4-170 

... 

·'···· 
4-176 

4-180 

4-182 

.· 
4-188 

4-210 

• • • • 

• • • • 

•••• 

•••• 

; • 

• • 
Production llccord (used by Sup0rvisor) 
Records Section, Classifying 

Consolid:Jtion 
File R0vicw 
Filinr; Unit 
General Index 
Messen;;c~r 

Name Searching 
Numbering 
Personnol Records 
Recording 
Routing 
Service Unit 

Telephone Culls for Service Unit Employees 
Records Section, Service Unit 

Error Fm.·m 
Records Section, General Index 

Key and Tour Duty I,q_g · 
Comnmnic;-'. tions Secticn, Switchboard Unit 
necords Section,. Consoli<l:l tion 

FilinG Unit 

. ' 
. . . ... . .. ·:· . . . , .... ... .. ... ·. 

General Index 
.Me.ssenr::!~r . 

· ·Name s~_;;·: 1;ctiing 
Personn.(;l Reccrds 
Routing 
Service Uni.t . 

•• ~. Personnel File Cover Sheet 

•••• 

• • • • 

• • • • 

• • • • 

Records Section, Personnel Records 

Spccinl Delivery noceipt Record 
Communicutions Section, Switchboard Unit 

Microfilm Label (pink) 
Rccord.r. Section, Filing Unit 

IWO File Summ:try 
Records Section, File Review 

Name Chock Pror~ra:11 Log 
(thin \'/hi tc :wa:il:1blc) 
Records Section, Front Office 
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4-226 • • • • 

4-228 . ·-·. -

4-233 

4-247 •••• 

4-248 . . . .. 

4-248a • • • • 
"" 1 
' "4-253 • • • • 

4-257 • • ••• 
:.· ·. . . . ';•..... .. ·.,. 

4-259 •••• 

. 4-270 •••• 

4-280 • • • • 

4-285 . . . . . 
4-286 •••• 

• • 
5x6 "HOLD" Card 
Records Section, Filing Unit 

Abstract Production Record· 
Records Section, Numberinr; 

Service Unit 

Accuracy Record 
Records.Section, Consolidation Unit 

Name Searching 
Numbering 

Daily Incoming I.1l2il Count 
Records Sectiont lrn.me Sen.rching Unit 

Special Time Record 
Records Section, Nu~beri!"lg 

Uecordi;:1g 
Routing 

Errors Record 
'Recorc.ls Section, nccording Unit 

Trainj~n~; Record (?ile Revie;ver 's Progress Chart) 
Records Section, File Review Unit 

. Label - ' 1File or Enclosure is Uaintn.:i.ncd 
·t>erinit:n·enti'~/ in ···no0:T.t' · ...... : ....... . :" '(3xs· ' card)·:·.··· · ·· 
.Records Section, I<'iling lJni t 

File Review Production 
(thin ·white avail~~ble) 
Records Section, File Review Unit 

Error Slip 
Records Section, Porsonnel Records 

Drawer Ch::trge-Out (yellow card stock) 
Records Section, Gc~eral Index 

Number in;; 

Movement 

P~rsonnel ltccords 
Service Unit 

Communications Section, Switchboard Unit 

Messages 
Communic:ations Section, ~wi tchboard Unit 

- Jj ·-

...... 



VOLU:.m III 

4-301 • • • • 

4-303 • • <- • 

4-304 • • • • 

4-306 • • • • 

4·-312 . . . \) 

4-313 .: ... 

4-316 • • • • 

4-323 • • e • 

4-331 • • • • 

4-31.0 0 • • • 
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TABLE OF CO!'iTENTS 

FILES AND co:,i1!UNICATIONS .DIVISION 

Production Record; Spot Check 
Records SGction, Consolid~!.tion 

·General Index 
Mail H.oOl';l 
l'~ame Searching 
Routing 
Service Unit 

Examiner's rrccord 
Records Section, File Heview 

}.~ail Room 
Name Sea:rching 

Stntisticnl Record (GS-5 and GS-6) 
Records Section, Consolid:"ttion :Unit 

Out Card (\-.'hi te) 
Records Section, l'·;umberin~?; 

Personnel Rcco~ds 
Routing. 

Perm~ncnt Serial Charge-Out (JUhTE Mail) 
Records Section, Filing Unit 

Daily Tabulation of Work on I~nd 
Records Section, File Review 

Name Searching 

Daily Report of Condition of Work 
nccord:3 Section, Filing Unit 

. Teletype Chn.rges 
Coml!lunications Section, Teletype Unit 

Label - "Dul!cy :r;nclosurc 13i.n # 
Records Section, Filing Unit 

Work RPport (Records Section) 
(thin. ,;:id.to avaihi.lJlc). 
Front or.::ice 
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.. 
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·. 

4-341 

4-353 

4-356 

4-357 

4-370 

4-397 

i' 4-508 

4-509 .. , ... 

4-516 

. 4-528 

4-531 

4-553 

\ .~ 

•••• 

. ' ... , .. 

• • 
Memorn.ndum Requesting; neview of Dull;:-y Exhibits 
Records Section, Filing· Unit 

•••• - -4x6 !1!ovement Cn.rd ' 

• • • • 

• • • • 

•••• 

• • • • 

• • • • 

• • • • 

• • • • . .... · .. 

•••• 

• • • • 

•••• 

• • • • 

Conunmlications Section, Swi t"chboard Uni.t 
I' 

Daily 1.1ail Production r~ccord 
Records Section, Numbering Unit 

l 

Agent Cover Sheet for l<'ile 
Records Section., Fcrsonrwl Rccorcis 

Legal .t~ttache Ass:i.gnment Cover Sheet fo1• Ii'ile 
Records Sectioa, Personnr:)l Records 

Worlc and AttcD.dance An~lysis 
Front Office 
Records Section, Recording 

Individual Extension Service Record 
Communications Section, Switchboard Unit 

Individual Record for Work on Expedite Processing 
Records Section~ Routine; Unit 

"Return Receipt" Tickler (for return o~, F?rm.~-37), 
. (3x5 . card) . ... .· 
~ecords ~ect~on, ~ail Room 

Charge-Out for Temporary Badge (3x5 card) 
Records Section, Filinr; Unit 

Messenger 
.. 

"Chan[;cd To" Serin:I. for li'ile . 
Records Section, Consolidation 

Personnel Records 

Production Record 
Records Section, File ncview 

Numbering 
Personnel Records 
Record inr; 
Service Unit 

Otit Card (blue) 
Records Section, Consolidation Unit 

2-~-



4-553n 

4-553b 

4-5Gl 

4-5G·:l: 

4..:.566 

4-56Ga 

4-5G6b 

4-5GGc· 

4.-569 

4-572 

4-573 

-1-578 

4-5CO 

• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

. . . . 

... , • • • 
Out Cnrd (green and yello~) 
Records Section, Co~solidation Unit 

Parsonnol· Records (green only.) 

Out C~rd (blue) 
Record::; Section, General Index 

Spot Chect of 1~il Filers 
Hecot'dG Section, Filint.; Unit 

Numbering; Unit 

File Front (9xl1) 
Rec~rds Section, Filing Unit 

In-Service and bpplicnnt N"t1mberint:; Index 
(I\os. l throu~~h S:G) 
Records Section, Personnel Records 

In-Serv:tce and !l.p;:Jlicant Numbering Index Card 
(l~os. S£" tln•onc)1 192) 
Records Section, P0rsonncl Records 

In-Sel'vice and /;pplicunt Numbering Index Cr.u·d 
(Nos. 193 throuGh 288) 
Records Section, P~rsonnel Records 

• •.• • In-Scl:·vicc ·and fi.I)plicant l{l!1;1bCt'i>l~ · Ii1dex Cdr"d 
(blanl.~: card for addi tio1~:t1 serial::>) 

•••• 
' 

• • • • 

• • • • 

• • • • 

•••• 

Records Section, Personnel Records 

Receipt for Cla:::;sified l.~aterial !:'::ailed 
Records Section, llail Room 

Memo Clippings ro Con~ressional Reco·rd 
Recot•cls Section, Classifying Unit 

Serial nomovinp: Form 
Records Section, Filing Unit 

Personnel HecordB 

Copy Requisition 
Records Section, Clnssifyin~ 

ConsoliCation 
Personnel Hccords 
Routing 

Ni(;ht !:';hLCt Locn.to Instructions 
Records Section, Filin~ Unit 
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... ;--

4-588 

4-589 

4-596 

c·· 

•••• 

• • • • 

•••• 

. . · ... .. . . 

, 

• • 
Locate wort;: Sheet 
Records Section, Perso~nel necords 

service Unit 

Locate Wor!.o: Sheet 
Reco~ds Section, Consolidation 

File l1eview 
Filing Unit 

File Frcat (G~ x 11) 
Records Section, Filing Unit 

. . . :. . .. '· · . . . . .. 

NW 54978 Docid:32989724 Page 198 

• 

· .... .. . . . .. ·: ,. .· 



. . . ~ -

VOLm,m IV 

4-607 • • • • 

4-612 •••• 

4-613 • • • • 

I 
4'-615 • • • • 

4-621 • • • • ,.. 
·. 

4-622 • • • • 

4-623 •••• 

4-626 •••• 

4-627 • • • • 

4-628 • • • • 

. 4-629 • • 0 • 

4-633 •••• 

NW 54978 Doci~ 

, . . 

• • 
TABLE OF CONTENTS 

FILES AND COW.lUNICATIONS DIVISIOH 

File Review Identifying Information Record 
Records 

1
Soction, File acvicw 

General Index 
Name Seal'ching 

Telephone Request Uocord 
. Records Section, File Review 

Daily Record - 110ld Date" ~~~r::.e Check Forms 
Records Section, F:i.le Heview 

l{<1.me Searching 

ROUriNG SLIP 

Daily ~~eduction n~cord 
Records Section, File Revi8W 

General Indm: 
Name Searching 

Production Record 
Records Section, Classifying Unit 

Copy Destruction Data Record 
Records Section, Correlation Unit 

Daily Out~oing M~il Count 
Records Section, Name Searching Unit 

Daily Incoming Special Requests 
Records Section, Nnme Searching Unit 

Label - "Mail Arrn.np;ed for Filing" 
Records Section, Personnel nccords 

Production nnd Routing Tng 
Records Section, Classifying Unit 

Request for Information 
Records Section, Personnel Records 

1 -
. . , .. 



4-631 • • • • 

•••• 

4-64-0 • • • • 

. ·4-642 . ·• ... 
4-646 .... 

4-648 • • • • 

' 
1 •• · 4-649 •••• 

4:..650 • • • • 

4-651 ' • • • • 

4-65'.1 . . . . 
4-655 • • • • 

4-656 • • • • 

4-657 • • • • 

\ . 

NW 54978 Doci 

• • 
Serial 110..rl~cr 
Records Section, Personnel Records 

In-~Dd-Out Log -- !-ri~ht Shift 
Records section, Filins Unit 

Personnel Records 
Service Uuit 

Hail ChecJ:8r Record 
Records Section, l.~ail Room 

Receipt for Courier Service 
Records Section, ?.lcscenc;cr Unit 

Individu::!.l T!orl~ r-erforr:~ance r.~pcrt 
Records S::;ction, Pt~rsonncl R.:;cord.s 

l.'ie1:torandm:1 of Assist~_nt Director re Employee, .... 
Enterinr; o~l Duty in D:l.vj.s:!.on 
(thin whit0 and unblocl~cd yellow availabl.e) 
Front Of:!:ice 

Cl~ssific~tion-c~s~ Control Egcord 
Records SBction, Corrcl::ttion 

C-en.~rul Inclc::: 
Personnel Records 

--~--

'ire1~orandui,~ _.to neic;.·~n-inG. Continued r.;aint'Gnancc of· ·· · 
File in Sp'=-:cial File l"Loom 
Records 8-=~ction, rilinz Unit 

EJ.:pGdi to p·.L'ocessing llmnoval Record 
Records Sc:ction, Routing Unit 

Dn.ily Wol'l: R!:)port (thin white availab1G) 
Front OffiC(:) 

Notice to "L-0ol:-up Dcsl~" 
Records Section, Cl~ssifying 

Examininr; Unit Ucturn 
He cords ~i(:ction, File ncview 

Delinquency Report 
Records Soction, Teletype Unit 

... 2-
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-,--

.... -

4-660 .... 
: '4~'661 •••• 

4-662 .... ' 

4-663 .... 

4-664 .... 

4-666' .... 

4-667 . . . . 
4-668 

:.: ... . :. ::.··· ··. :··l ..... ·~· , .. _ . . . . .. .. -: 

4-669 .... 

4-670 •• of • 

4-672 •••• 

4-673 . . . . 
4-674 . •••• 

4-675 . . . . 

, • 

• • 
Prcinserted Carbon Abstr~ct (in triplicate) 
Records Section, Routing Unit 

File nepair ~ecord 
Records Sect~on, Correlntion Unit 

Filing Unit 

Copy Destruction Error l"tecord 
RecordG Sectio~, Ccrrcl~tion U~it 

LEGAT :.:esf'.inr;e Cover She~t 
(orit;inc.:l on thin white) 
Conmmnica tions Section, Teletype Unit 

Rour,h Draft for Prepar~tion of D~ily Report 
of L.on::;-DistnrJcc Calls from :F:aiEQ to Field 
(oricinal on thin white) 
Corc.1nunic.u tio•!s Section, Swi tchbonrd Unit 

Drive1• 's Vehicle Check 
Courier· Sarvice 

Secure Teletype Traffj_c Lor; . 
Com!Iltmicu. tiou:-.::: Section, 'I'eletypc Unit 

Traffic Report 
Conmn.micat·i~:m·s: ·Sec·tion;. 'l'e1etyps- Unit .... ·· ............. ~ 

6orrections for Typist 
Recor~s Section, Co:rrelu t~on Unit 

\ . 
Equipment Trouble Report 
Communications Section, •reletype Unit 

File Request 
Records Section, Personnel Records 

j 
j 

. l 

i 
I 

I 

I 
I 
I 

I 
I 

. l 

I 
I 

r 
r 

I 
. I 
":':·_··: .... · ... , 

Checkoff List - OutgoinG llultiplc Address Transmission: 
Com~mnications Section, Teletype Unit 

Serial Removal Charge Out - National Security 
Electronic SurYaillancc File 
Record:> Section, Filinr; U:::li t 

Perlimnent Char~c Out for Files Microfilmed 
Records Section, Filin~ Unit 

i 
I r 
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4-676 • • • • 

.· 4-677 . . · ' . . • • • • 

4-673 • • • • 

4-G79 •••• 

.. 

• • 
Personnel File Transfer (pink) 
Records Section, P3rsonnel necorcls Unit 

"Expedite Processing" Inquiry 
Records Section, Routing Unit 

Telephone Extension Information 
Communication~ Section 

Charge Out ~nd Serial Marker for File Automated 
Control System (FiiCS) 
Records t::ection 

NOTE: See next Volmae for new forms. 

•' 

t' : , . . , ,. 
: I 
f, ,. 
}; ,, 
I ~ 

r 
I 
t 
I 

I. 
I; 
p 
II L 
I 
j , 

I 
! 



' . 
•' 

···-voLUME V 

4-680 

4-680a 

4-680b 

.4-681 

4-68la 

4-68lb 

4-682 

4-682a 

4-6S2b 

• • • • 

•••• 

•••• 

• • • • 

• • • • 

• • • • 

..... 

• • • • 

• • • • 

- t.l "--··. 

• 
TABLE OF CONTENTS 

-FILES AND CO:.U.IUNICATIONS DIVISION 

Letter Requesting Additional Bacl<:gro.und Data (bond) 
(formerly 11-1) . 
Freedom of Information Act Section 

DAG (Deputy Attorney General) Tickler of Form 4-680 
(formerly 11-la) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Tickler of Form 4-680 
(f'ormerly 11-lb) C.I&T Blocked and Unbloclced Yellow, 
and thin white with no heading) 
Freedom of Information Act Section 

Delay Letter - to Consult Another Agency (formerly 11-~ 
(bond) 
Freedom of Information Act Section 

DAG (Deput·y .Attorney General) Tickler of Form 4-681) 
(formerly ll-2a) (thin white with heading) 
Freedom of Information Act Section 

Yellow File Copies (2) and FBIHQ Ticl::ler of Form 4-681 
(formerly ll-2b) {!.I&T Blocked and Unblocked Yellow, 
and thin white with no heading) _ 
Freedom of Info~mation Act Section ~-

D~lay Letter - Due to Increased Volume of Inquiries 
(formerly 11-3) (bond) 
Freedom of Information Act Section 

. 
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Transmittal Ic0tter to B1.1rcau Enclo:dnr:; 1,f;:::.terial fo1• 
Translation (formerly 5-1.19) (ori ::;in::tl en tbiu \'.'hi to; 
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Document Section 

Classification Card - Bank Night Depository 
Trap.Device Reference File 
Physics-Chemistry Section, Hair and Fibers Unit 

Descriptive Index Card - for Suspect and 
Area of Operation 
Physics-Chemistry Section, Hair and Fibers Unit 

.Report of Examinations of Stolen and Forged Benefit 
Checks (available in thin.white and M&T blocked yellow) 
Doc·ument Section 

Second Page for 7-118 - when necessary (available in 
bond, thin white, and unblocked thin yellow) 
Document Section 

Frequency Con.tr.al Form (thin white and M&T blocked 
yellow available) 
Radio Engineering Section 

MN Blood Grouping 
Physics and Chemistry Section, Serology Unit 

FM Radio System Data 
Radio Engineering Section 

Rh "D" Factor Data 
Chemistry Branch, Serology Unit 

Rh Factor Data 
Chemistry Branch, Serology Unit 

Certification Concerning Use of Voiceprint 
Examination Results (white bond only) 
Radio Engineering Section, Security - Countermeasures 
Unit 

Evidence Acknowlcd~ement 
Physics-Chemistry Section, Chemistry Branch 



• " .c ~ I ..., 

•' 
7-126 • • • • 

.. .· 

C~.:1mitm. Hcport • 
Physics-Chemistry Section (Mr. Stombaugh) 
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Tl~~<J do cum~· prep~red in ?'esponse .to· 'tJOU'f ~e~u.nd is not for. di3semi­
na·.wC ou.tst.de YOU?' Commi''t.ee. Its ?'.Se i.~ limited to· officiCil proeeedings by 
Y~lur . 01.mn~zttee fmd the content may nut be disclosed· to unauthorized person.-
nv ~mt wut the express approval of the F Bl • . 

TABLE OF CONTENTS 

EXTERNAL AFFAIR~ DIVISION 

VOLUME I 

8-2 • • • • 

8-5 • • • • 

8-5a 

8-5b 0 0 • • 

8-5c • e • • 

8-5e 

8-5h • 0 •• 

8-5i 

8-6 • • • • 

Request for Director's Autograph (formerly 4-261) 
Special Productions Unit, Research Section 

Transmittal Communication (formerly 4-112) 
Correspondence Unit, Corre~pondence and Tours Section 

Transmittal Communication to Bureau of Alcohol, 
Tobacco, and Firearms (forme~ly 4-112a) 
Correspondence Unit, Correspondence and Tours Section 

Transmittal Co~nunication to Division of Public 
Inquiries, Social Security Administration 
(formerly 4-112b) 
Correspondence Unit, Correspondence and Tours Section 

Transmittal Communication to Surgeon General, Public 
~Health Service, Department of Health; Education, and 
We.lfare (formerly ~1-ll2c) 
Correspondence Unit, Correspondence and ~ours Section 

Transmittal Communication to Internal Revenue Service 
(formerly 4-112e) . 
Correspondence Unit, Correspondence and Tours Section 

Transmittal Communication to U. S. Postal Service 
(formerly 4-112h) 
Correspondence Unit, Correspondence and Tours Section 

Transmittal Communication to United States Secret 
Service (formerly 4-112i) 
Correspondence Unit, Correspondence and Tours Section 

Letter Advising Facts do not Pertain to any Matter 
within FBI's Jurisdiction and Letter is being Referred 
(formerly 4-124) 
Correspondence Unit, Correspondence and Tours Section 
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8-7 • • • • 

8-9 • • • • 

8-9a •••• 

8-9b • • • • 

8-9c • • • • 

8-9d •••• 

8-9e • • • • 

8-9f •••• 

8-9g • • • • 

8-9h •••• 

8-13 • • • • 

···~· • ·-·-· • .::.~ ...... ::..1, .· 

• • 
. 

' ' ' 
.3x5 Enclosing Material of Interest and 
Referring ·com.munica"tion (formerly 4-~136) 
Correspondence Unit, Correspondence and Tours Section 

Letter Advising Co~~unication Referred to Bureau of 
"Alcohol, Tobacco, and Firearms .. .. (:formerly 4-'326a) 
Correspondence Unit, Correspondence and Tours Se~tion 

Letter Advising Communication Referred to Division 
of Public Inquiries, Social Security Administration 
(formerly 4-326b) 
Correspondence Unit, Correspondence .and Tours Section 

Letter Advising Communication Referred to Surgeon. 
General, Public Health Service, Department of Health~ 
Education, and Welfare (formerly 4-326c) · 
Correspondence Unit; Correspondence and Tours Section 

Letter Advising Communication Referred to Immigration 
and Naturalization Service (formerly 4-326d) 
Correspondence Unit, Correspondence and Tours Section 

Letter Advising Conununicatio.n .Referred to Internal 
Revenue Service (formerly 4-326e) 
·~orrespondence Unit, Correspondence and Tours Section 

Letter Advising Co~~unication Referred to Drug 
Enforcement A~~inistration (formerly 4-326f) · 
Correspondence Unit, Correspondence and Tours Section 

Letter Advising Communication Referred to the Bureau 
of Prisons (formerly 4-326g 
Correspondence Unit, Correspondence .and Tours Section 

Letter Advising Communication Referred to U. s. Postal 
Service (formerly 4-326h) 
Correspondence Unit, Correspondence and Tours Section 

Letter Advising Communication Referred to U. S. Secret 
Service (formerly 4-326i) 
Correspondence Unit, Correspondence and Tours Section 

Routing Memorandum (formerly 4-416) 
(routin~ blod: was on original and removed - see histor:, 
Publications Unit, Research Section 
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8-15 

B-15a 

8-16 

8-17 

8-19 

8-20 

8-21 

8-23 

8-25 

8-30a 

8-36 

• • • • 

• • • • 

•••• 

• • • • 

• • • • 

•••• 

• • • • 

..... 

•••• 

• • • • 

•••• 

• .• • 
Tour Appointment Record (formerly 4-221) 
Tour Room, Correspondence and Tours Section 

Tour Recapitulation Sheet 
T<;mr Room, Correspondence and Tours Section 

Tour Data Record (formerly 4-222) 
. Tour Room, Correspondence and Tours Section 

Speaking Engagements (formerly 4-234) 
Correspondence Unit, Correspondence and Tours Section 

3x5 Charge Out for Magazine 
(formerly RD-12 and 4-260) 
Library, Research Section 

FBI Library 

Letter to Correspondent Advising Facts do not 
come within Bureau's Jurisdiction (formerly 4-262) 
Correspondence Unit, Correspondence and Tours Section 

Title and Classif~cation Card (Interesting Cases) 
(formerly 4-272) 
Publications Unit, Research Section 

··Appo-intment for Tour -(white card) (formerly 4-28;1) · 
Tour Room, Correspondence and Tours Section 

Christmas Card Record Showing Number of Cards for 
Different Years - Sent, Received, Acknowledged 
(3x4 13/16 inches - per instructions of l.Iiss Gandy) 
available in white for Director's personal cards; 
available in yellow and pink for use in Correspondence 
and Tours Section, External Affairs Divisio·n; 
(formerly 4-406) 
Director's Office; Correspondence Unit, Correspondence 
and Tours Section 

Letter to Associate Editor from Editor o~'"The 
Investigator" Requesting Article re Anniversary of 
Employee 
Publications Unit, Research Section 

Letter Advising Matt·er not within· FBI's Jurisdiction 
(formerly ·1-:138) 
Correspondence Unit, Correspondence apd Tours Section 

- 3 .-
10/1/73 

89724 Pa e 222 



.. 
-·· 

"· 

8-37 •••• 

8-39 • • • • 

8-43 •••• 

e.e D. 

8-44a •••• 

8-46 

s~47 

8-48 • • • • 

8-49 • • • • 

• • 
Letter Advising Bureau Unable to Furnish Birth 
Data Requested (formerly 4-439) · 
Correspondence Unit; Correspondence and Tours Section 

Letter of Acknowledgment for Information 
--·(formerly 4-442) 

Correspondence Unit, Correspondence and Tours Section 

Magazine Card (formerly 4-443) 
Library, Research Section 

. 
Notice to Field to Cancel Fugitive Material 
(formerly 4-557) 
Press Services Office, Fugit~ve Publicity Unit 

Daily Schedule of Tour Leaders (formerly 4-582) 
. Tour Room, Correspondence and Tours Section 

Daily Schedule of Supplemental Tour Leaders 
Tour Room, Correspondence and To~s Section 

Letter to SAC Requesting Telephone Directo+ies 
(unblocked yellow available) (formerly 4-600 and 4-213) 
·Library, Research Section 

Charge-Out for Telephone Directories (formerly 4-601 
and 3-214) 
Library, Research Section 

Charge Out, Non-Bureau Library Books (formerly 4-614) 
Library, Res~arch Section 

Application for FBI Tour Leader (formerly 4-630) 
Tour Room, Correspondence and Tours Section 
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VOLUME II 

8-51 • • • • 

8-112 • • • • 

8-113 • • • • 

8-114 

8-116 • • • • 

8-119 • • • • 

8-123 • • • • 

8-126 • • • • 

• • 
TABLE OF CONTENTS 

EXTERNAL AFFAIRS DIVISION 

Observation Report - !~niter of Tour Leader 
(formerly 4-632) . 
Tour Room, Correspondence and Tours Section 

Letter to SAC Furnishing uTop Ten" Fugitive Publicity 
for Transmittal to Local Radio and Television Stations 
(thin white available) 
Press Services Office, Fugitive Public~ty Unit 

Air.tel to SAC Sending Proposed Press Release f .or 
a "Top Te.n" Replacement (thin green for original; 
M&T blocked yellow - page 1 only) . 
Press Services Office, Fugitive Publicity Unit 

Letter to Field Requesting Background Data Concerning 
Matters of Interest to the Bureau ·Relative to 
Sex OffendBrs, 2arole and Probation Violators 
(th1n white and blocked yellow available) 
Press Services Office, Fugitive Publicity Unit 

Form ttail Record (various colors 
pink 1960 pink 1966 
white 1961 yellow 1967 
green 1962 green 1968 
yellow 1963 pink 1969 
blue 1964 white 1970 
white 1965 blue 1971 

for each year) 
pink 1972 
yellow 1973 
blue 1974 
white 1975 

(destroyed after 3 years - per Mr. Engelmeier, now 
replaced by Mr. Tykal) 
Correspondence Unit, Correspondence .and Tours Section 

Letter to Field Requesting Interesting Cases (I.C.) 
PUblications Unit, Research Section· 

Supply Inventory 
Corres~ondence Unit, Correspondence and Tours Section 

Tour Letter - Advising Tour Arranged (thin white 
available) 
Correspondence Unit, Correspondence and Tours Section 
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8-127 •••• 

8-128a •••• 

8-133 • • • • 

8-134 ·• ... 
8-136 

8-136a 

8-140 •• 0. 

"8-1.·4'5 • • • • 

8-147 • • • • 

8-150 . ~ .. 
8-151 

·~· .. 
8-152 •••• 

8-158 • • 0 • 

8-159 • • • • 

8-160 • • • • 

. . 

.• 

• .. • 
Tour Letter - Advising Group Being .Divided 
(thin white available) 
Correspondence Unit, Correspondence and Tours Section 

3t x 5~ Return Postal Card (see history) 
.. Correspondence Unit, Correspondence and Tours Section 

Airtel to Handle Certain Correspondence (thin green 
for original and 1.I&T blocked yellow available) . 
Correspondence Unit, Correspondence and Tours Section 

Work Sheet - Submissions to "The Investigator" 
Publications Unit, Research Section 

Special Agent Tour Leaders Index Card 
Tour Unit 1 Correspondence and Tours Section 

Clerical Tour Leaders Index Card 
Tour Unit, Correspondence. and Tours Section 

Reply to Request Concerning Purchase -of Uniform 
Crime Reports Bulletin 
Correspondence Unit, Correspondence.and Tours Section· 

·-special-Tour Appointmen_t Roster 
Tour Unit, Correspondence and Tours Section 

Special-Tour Schedule 
Tour Unit, Correspondence and Tours Section 

Appointment for Tour Groups 
Tour Unit, Correspondence and Tours Section 

Transmittal Request for Reprints 
All Sections 

Mailing List Charge Out 
Correspondence Unit, Correspondence and Tours Section 

Tour Control Assi~nment? 
Tour Unit, Correspondence and Tours Section 

Media Contact Card 
Front Office, Research Section 

Perforated Uail Tag for Director's Off.ice and 
Mail noom (green) 
Correspondence Hevicw Unit, Correspondence and 
Tours Section 
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8-161 •••• 

• • • • 
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• • 
Acknowledgment for Inquiries Seeking Information 
not Available from Bureau 
Correspondence· Unit, Correspondence and Tours Section 

Acknowledgment for Inquiries re Investigative 
Matters not within Jurisdiction of FBI 
Correspondence Unit, Correspondence and Tours Section 
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SPECIAL INVESTIGATIVE DIVISION 
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VOLUME I 
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9-2 

9-3 

9-4 

9-6 

9-7 

9-7a 

9-8 

9-10 

9-11 

9-12 . 

•••• 

•••• 
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•• 0 • 

•••• 

• • • • 

• • • • 

• • • • 

• • • • 

ROUTING SLIP 

Letter to Civil Service Commission Advising of 
Discontinuance of Full Field Investigations 
(formerly 6-87) (thin white letterhead and M&T 
blocked yellow available) 
ESSIS* 

ROUTING SLIP 

ROUTING SLIP 

Telephonic Inquiry (formerly 6-4) 
Deserter Desk, Fugitive Section 

Letter to Civil Service Commission Transmitting 
Results of SGE and LEUN Investigations (formerly 6-5) 
{thin white with letterhead available) 
ESS!S* 

M&T Blocked Yellow of Form 9-7 
ESSIS* 

Letter Ordering Field Investigation (per Manual) 
(formerly 6-8) (thin white with heading for ORIGINAL; 
1t&T blocl~ed yellow available - see history} 
ESSIS* 

Memorandum for Identification Division (r~ apprehension 
of Subject) (formerly 6-11) 
General FUgitive and Deserter Fugitive Units 
Fugitive Section 

Fugitive Memorandum for Armed Forc::es (formerly 6-llb) 
Fugitive Section 

Lead Card - Applicant (white) (formerly additional 
colors of pink, yellow, and rrreen) (formerly G-12) 
Referral and Departmental Applicant Units 
ESSIS* 

* Employees Security and Spccia.l Inquiry Section 
; 
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9-13 

.9-14 

9-14a 

9-15 

9-16 

9-17 

9-19 

9-22 

9-23 

·9-25 

9-26 

9-28 
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••• f) 

•••• 

•••• 

0~ •• 
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•••• 
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ROUTING SLIP 

Letter Ordering Investigation (Loyalty Cases) 
(formerly 6-15) (thin white for original) 
ESSIS* 

M&T Blocked Yellow of Form 9-14 {formerly 6-15a) 
ESSIS* 

AEA-A Closing Letter (formerly 6-16) 
ESSIS* 

Letter Requesting Necessary Investigation for 
Apprehension of Subject (reQues~ed by·u. S. Board 
of Parole) (formerly 6·-19) (thin white only) 
FUgitive Section 

Request for Deserter Fugitive Investigation 
(formerly 6-21) (preinserted carbon fprm) 
Fugitive Section . 

Letter Transmitting Reports to the Director, 
Security and Administrative .Services Staff of 
the Department (formerly 6-23) 
(priginal on thin white with heading (8x7); 
M&T blocked yellow ~vailable (8xl02) - Shubatt) 
ESSIS* 

Rough Draft of Cow~unication Concerning Fugitive 
(formerly 6-27) 
Fugitive Section 

:.; .... 

Notification Card (Fugitive Appr~hension Notice) (blue: 
(formerly 6-28) 
General Fugitive Unit, Fugitive Section 

Letter to SACs Enclosing Photograph.(formerly 6-36) 
(Enclosure to Form 9-34) (thin white and 11&T blocked 
yellow available) 
Fugitive Section 

Preliminary Inquiries - Full Field Investigations 
Record of Pending Cases (formerly 6-39) 
ESSIS* 

Daily Statistics (formerly 6-49) 
Case Rcvi.cw Unit 
ESSIS* 
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•••• 

9-33 •••• 

9-34 • • • • 

9-34a •••• 
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.9-38 • • • • 

9-40 • • • • 

9-41 . \ .. 

9-42 ·• ... 

9-43 • • • • 

9-44 •••• 

.. 
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Instructions - Case Typing (formerly 6-51) 
ESSIS* 

Error Form ~ Criminal Informants Monthly Letter of 
Progress (formerly 6-56, 9-31, 0-53) 
Criminal Informant Unit, Fugitive Section 

Weekly Statistics Work Sheet (formerly 6-59) 
(thin white only) 
ESSIS* 

Memorandum to Mechanical Section Containing 
Instructions re Preparation of Identification Order 
or Check Circular (formerly 9-63) (origina~ on 
unblocked bond; thin white available) 
Fugitive Section 

Draft of 1.0. or Check Circular - (enclosure to 
Form 9-34) (formerly 6-63a) (thin white and 
unblocked yellow availabl~) 
Fugitive Section · . 

~Jgitive Index Card (with preinserted carbon) 
(formerly 6-67) 

·General Fugitive Unit, Fugitive ·Section 

5x8 Applicant 'Form (formerly 6-83) 
ESSIS* 

Rough Draft of Communication re Fugitive 
(formerly 6-99) 
Fugitive Unit, Fugitive Sectio~ 

Log for Wanted Flyers and Identification Orders 
(formerly 6-102) 
Fugitive Unit, Fugitive Section 

Deserter Fugitive Index Card (white) 
(formerly 6-103) 
Deserter Fugitive Unit, FUgitive Section 

Permanent Information Ca~d (light pink) 
(formerly 6-10-1) 
Deserter Fugitive Unit, Fugitive Section 

Te~porar~ Information Card {light blue) 
(formerly 6-105) 
Deserter Fut;itivc U~it, Fugitive Section· 
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•• • 
Follow-up·Letter to Other .Government Agencies 
Conducting Foreign Investigations 
(formerly 6-111) 
-(thin white with heading, .and M&T .b1ocked yellow 
ava:J.lable) 

---ESSIS* 

Letter Notifying Civil Service Commission that a 
Sensi ti.ve Security Form is being Processed 
(former1.Y 6-112) 
(thin white with heading - 8x7; M&T blocked yellow -
SxlO~ available) 
ESSIS* 

Letter to Initiate Investigations of Application 
for Pardon after Completion of Sentence (APACS) Cases 
(original on thin white with heading, and M&T blocked 
yellow available) 
Departmental Applicant Unit 
ESSIS* 
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ROUTING SLIP 
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Cover Sheet for Ticklers 
Fugitive Section 

Rough Draft Confirmation to Field Offices re NCIC 
Inquiries 
Fugitive Section 

Charge Out for Card for Deserter Index Cards (green) 
. ~gi ti ve Section Deserter Unit 

*- Employees Security and Special Inquiry Section 
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FBIHQ Division) (formerly 2-31) 

Record of Assignments to Inspectors (formerly 2-33) 

Record of Inspection Assignments of Aides 
(:formerly 2-35) 

Inspec·tors Master Case Sheet (:formerly 2-86) 
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Inspectors.' Statistical Sheet (formerly 2-92) 
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Agent and Squad Performance (formerly 2-105) 
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Letter to SAC Transmitting Bonds, Salary Checks, 
Checks in Payment of Accounts for which Vouchers 
were Rendered (formerly 3-2) (thin white available) 
Data Processing Section, Payroll Distribution Unit 

Letter to SAC Transmitting Various Types of Checks 
(formerly 3-4) (thin white· and !l&T blocked yellow 
available) 
Dat~ Processing Section, Voucher Unit 

Request to liail (check, bond) (blue) (formerly 3-5) 
Data Processing Section, Payroll Distribution Unit 

Address and Salary Check Information (separation) 
(pink and yellow - per approval of Hall and J. E. 
Reilly) 

.Data Processing Section, Payroll Distribution Unit 

Certification for Attachment to Voucher (formerly 3-21) 
Data Processing Section, Voucher Unit 

Breakdown of Charges (used to reqord emergency 
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Data Processing Section, Voucher Unit 

Breakdown of Xerox Charges (formerly 3-47a) 
Data Processing Section, voucher Unit 
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. available) i~ 

Data Processing Section, Voucher Unit ·· 

Letter re Advance of Funds (formerly 3-169) (thin 
white and unblocked yellow available) 
Data Processing Section, Voucher Unit 

Work Report (formerly 3-193) 
Data Processing Section, Vouc~er Unit 
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.Charge-out Record (formerly 3-221) (pink and wh~te) 
D~ta Processing Section, Voucher Unit - l 
Letter Requesting Prompt Submission of GTR and Vouche: 
(formerly 3-231) (thin white and M&T blocked yellow . 
available) 
Data Processing. Section, Voucher Unit 

Voucher Record (formerly 3-261) 
Da·ta ·Processing ·Section, Voucher Unit 

Letter to Creditor Requesting Specific Data re 
Purchase Orders (formerly 3-262) .(thin white 
available - no YELL071 - per Coxes and Dean 5/19/70) 
Data Processing Section, voucher Unit 

Travel Authority Card (formerly 3-284) 
Data Processing Section, voucher Unit 

Confidential Receipt (formerly 3-308) (white bond 
and green bond - 25 sets to a book) 
Data Processing Section, Voucher ~nit 

Payments to Informants Work Sheet (formerly 3-318) 
Data Processing Section, Voucher Unit 

Post and Quarters Card (formerly 3-332) 
Data Processing Section, Voucher Unit 

- 2 -
4/1/73 

I 

i 
I· 
! 

NW 54978 Docld:32989724 Page 234 



' . -
- . 

12-22 

12-23 

12-24 

12-25 

12-26 

"12-27 

12-28 

12-29 

12-30 

12-31 

12-32 

12-33 

•••• 

.• 

• .• ··-
Individual Earnings Record (formerly 4-83, 3-370) 
Data Processing Section, ADPU* 

••o• Kidnaping, Extortion and Bank Robbery Statistics 
(formerly 4-126, 3-373) 

···---.Data Processing Section, ADPU* 

•••• 

•••• 

•••• 

..... 

•••• 

•••• 

•••• 

•••• 

•••• 

Weekly Divisional Count of Employees (formerly 4-337, 
3-392) 
Data Processing Section, Personnel Statistics Subunit 

Work Report (formerly 4-349, 3-393) 
Data Processing Section, All Units 

General Ledger (formerly 4-378, 3-394) 
Data Processing Section, Cost Subunit 

Personal Services Obligations Statistics (preinserted 
carbon form) (formerly 4-~80, 3-395) 
Data Processing Section, ADPU* 

Federal Statistics Summary Sheet (formerly 4-382, 
3-396) 
Data Processing Section, Federal Subunit 

FBI Bond Summary List (formerly 4-384, 3-398) 
Data Proces~ing Section, ADPU* 

Daily Usage Record - Automatic Data Processing System 
(formerly 4-463, 3-410) 
Data Processing Section, ADPU* 

Record re Loot Taken, Recovered (formerly 4-543, 3~ 
Data Processing Section, ADPU* 

Canceled Check - Master Register (formerly 4-549, 3.J..27 
Data Processing Section, ADPU* · 

FBI Vehicle Operating Cost for Period (formerly 4-550 
3-428) 
Data Processing Section, ADPU* 

! 

I 
.! 

• f 

*Automatic·nata 'Processing Unit 

NW 54978 Docld:32989724 Page 235 

- 3 ~ 
4/1/73 



... , • 

12-34 

12-35 

12-36 

12-37 

12-38 

12-39 

12-40 

12-41 

12-42 

12-43 

i2-43a 

12-44 

12-45 

12-46 

• • • • 

• • • • 

• • • • 

• • • 0 

•••• 

•••• 

• • • • 

• Cll 0 0 

• • • • 
c 

• • 0 • 

• • • • 

• • • • 

• • 
Comprehensive Piy List (formerly 4-565, 3-431) 
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· News Service only) (white bond only) 

Personnel Requisition Ior Clerical Employees 

Drawer Check Record 

.Deli-nquent Serials (charged out over five days) 

Files Charged Out -Over Five Da·ys 

Stenographers and Typists Daily Report 

Equipment Receipt Card (3x5) 

G~ographical Housing Index Card (3x5) 

Prpmotional Availability List Card 

Special Request 

Special Handling Tag (pink bond). 

Abstract (yellow and pink) 

Name Search and Record Check Request 

Check or Bond Receipt 

Exhibits Section Work Order 

Wol'lt Sheet 

.. 1 - . 
L-HW ___ 5_49_7_8 __ D_o_c_I_d_:_32_9_8_9_7_24 ___ P_ag_e __ 2_5_o ______ ~4~/~l~/~7~~ ----------------------

I • 



... 
'. '". 

"' . ~·· 
.• 

' •• 
TABLE OF CONTENTS 

"0" FORM BOOK 

(Forms available to two or more Divisions at FBIHQ) 

VOLUME III 

0-50 

0-52 

0-55 

0-57 

0-59 

0-60 

0-63 

0-64 

0-65 

0-66 

0-67. 

0-68 

~-69 
0-70 

0-72 

• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

• • 0 • 

. . . " 
• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

• • • • 

·-.1 

J 
Memorandum for Return of Surplus Property to 

Supply Section 

Weekly Delinquency Report 

Instructions to Clerk (formerly 6-93) 

Message Checkoff (formerly 2-iio, 4-333) 

Letter to Recommend Clerks for Tour Training 

Vending-Machine Refund Request 

Search Request of Special Indices 

-Memorandum Acknowledging Assignment of Employee 
to Division at FBIHQ · 
(thin white with heading only - for original) 

Request for Labor Service (blue bond) 

Name Check Request to CIA 

~egister for.Departure. from Building on 
Official Business (Divisions I, III, IV) 

Typewriter Repair Request (consolidation of 
Forms 1-252, 3-133) (Divis ions· I and I I I) 

Progress Report for Bureau Employee 

Letter of Transmittal to AAG (Assistant Attorney 
General). 

Magnetic-Card Master 
(All Divisions) 

. · .... ~ .. 
• • •• "l. 

.. : ';:· : ·.-:;\, .:. 
·. · ... 

•,,. 

.;J- -· 

Date 

2-lLl-73 

3-8-61 

2-14-74 

10-2-64 

5-8-73 

3-13-63 

2-14-74 

9-19-67 

2-14-74 

10-17-73 

2-12-71 

3-12-71 ' .. : ... . . } . I 
-5-8-73 

3-28-72 

6-5-72 
! 

I 
! 
I 
l 
!, 

I 
I .. 
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0-73 

(?-7~a 

0-74 

..g._.75 

0-76 

• • • • 

... . ~ 

•• • 
Message Relay (Original on green bond (exception); 

blocked thin yellow available) 

:r i ... 

Divisions V, VI, IX) 2-13-75 
;: .. . 

,,J• •' .1. -..A 

• • • • 

Abstract for Form 0-73 
(Divisions V, VI, IX) · 

Multiple Promotions Recommendation for 
Non-Agent (GS-2 to GS-3) Personnel 
(approved primarily for Divisions I and IV) 

, f • • • 
I •f . ., .I : .. .. . . . 
·7-20-73-· 

1-30-74 , 
I It ft • Reply to Department re Technical C.OJLe.r-age- ...-:} ... ·,:~J\,~f'' 

[fli~n wlri Le nnc}=hl~~ilable) \ 1;.,V."~\' · 
~nsVand IX) r---·4-9-74 

•••• Training Request, Government Employees 
Training Act (GETA) (thin white only) 
(Divisions II, III, V, VII, XII) 4-9-74 

.I 
I 

• f 

·~ 
! 
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rD. 

VOLU!1E I 

FD-lo 

FD-ld 

FD-4 

FD-5 

FD-9 

FD-10 

FD-24 

FD-26 

l'D-28 

[ FD-29 

FD-29a 

FD-29g 

FD-29h 

FD-29i 

FD-31 

FD-36 

FD-37 

FD-39 

FD-40 

l'D-41 

FD-48 

J'D-56 

•• 
FBI FORM BOOK 

TABLE OF CONTEN~S 

- Assignment Card (proinserted carbon, blue, 
blue, white, yellow) 

- Assignment Card (preinserted carbon, white, 
blue, white, yell~w) 

- Routing Slip 

- :r.ile - Serial- Charge Out 

- Identification Record Request 

- Disposition Request 

- National Bankruptcy Act Investigations 

-Consent to Search Premises (available in Spanish) 

- Daily Report 

-Monthly Administrative Report 

- Administrative Report 

- Administrative Report, Accounting Cases 

- Administrative Report, Accounting Cases 
(Totals Sheet) 

- Administrative Report, Accounting Personnel 

- Register No. 1 (Agents) 

- Teletype Form 

- Explanation of Charge for Information 
(Blue Slip) 

- Field Firearms Training 

- Field Firearms Training Record 

- Scientific Training Record 

- Field Office Register No, 2 

- Stop Notice 

rD-36.1 

, 
Types of Paper 

offset paper 

green bond 

Ylhi te bond 

white bond 
thin white 

thin white 

white bond 

white bond 

thin white 

thin white 

thin white 

thin white 

thin white 

offset paper 

thin blue 
blue bond.• 

· blue bond 

white card stock 

white bond 

white bond 

white bond 

white oard stock 

Honored 
R~vision Dates 

1-20-58 

1-20-58 

3-1-73 

6-17-70 

4-28-65 

3-15-73 

12-7-64 

\ 
8-19-74 

6-20-72 

[1-21-75] 

[1-21-75) 

12-19-73 

12-19-73 

12-19-73 

(10-1-74 J 

5-22-64 

5-20-70 

12-11-59 

10-29-71 

12-20-60 

12-4-58 

11-9-66 

This docwnent is prepared in response to .'!Jou(r:equest an~ if: not f~r ~:".ss:-mt; 
1Hition. oltfo,.·{.t; you.r Comm.i'-'ce. Its we t~ ln'f}-~ted to offt.ctaL pro~.eedtn~s. 'if 
uou·r Cmnn~;ittce and the content 1nay nut b" d~sc;losed io unauthonzed p~rsonr 
-nel without the express a.pp·roval of the F El • 

Y.EY: (wH) - with heading 

• - replaces mimeogrnph paper 

Volume I 
- 1 -
4/1/75 
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FD-57 

FD-6J. 

FD-65 

•• 
- Hail Cover Index Card 

- Identification Order or Check Circular 
Request 

- Fugitive Form Letter 

FD-67 - Acknowledgment of Transfer Ordern 

FD-71 - Complaint Form (preinscrted carbon) 

FD-73 - Auto Record 

FD-76 -Field Stenographer's and Typist's Daily 
Report (preinserted carbon) 

FD-77 - Dictation Slip 

FD-61.1 
FD-61.2 

FD-65.2 

FD-79 - Charge-out Record of Nonexpcndab1e Pr.operty 

rD-85 - Error Form (Field and FBIHQ- tablet form) 

FD-107 - Duplicate Property Record 

FD-109 - Records Transferred of Agent Transferred 

FD-111 - Semiannual Motor Vehicle Report, Cost of 
Operation and Accrued Mileage of But•eat!­
owned Vehicles 

FD-111a - Semiannual Motor Vehicle Report, Overhead 
and Indil'e ct Expenses 

FD-113 - Administrative Report Dr.ta 

FD-120 Notice of Tardiness 

FD-122 

FD-123 · 

FiJ-125 

FD-127 

FD-128 

FD-132 

Recom~ondation for Preparation of, or 
Change 'in, ADEX ,Card 

- Request for Information Concerning 
Savings Bond Purchases 

- Record Request 

- Daily Report of Chief Cltrk's Office 

- Letter Changing Office of Origin in 
Security Cases 

Request for/ Approval of Local Police 
School and or Assignment of Bureau 
Instructors 

•• f :.:· ' .. '·. ' . . ~ . ~ . 
_l l:'r . ': 

•t •• ·'i .. 

FD-122.1 
FD-122.2 

FD-123.1 
FD-123.2 

FD-128.1 

FD-132.1 

,•,( . . ' 

., 

Volu:ne r 
- 2·--
1/2/75 

• Honored 
Types of Paper Revision Dates 

) 
white card stock 6-25-73 

white bond 
thin white 
thin yellow 2-23-68 

white bond 
thin yellow 7-9-73 

white b~nd 2-14-74 

7-21-67 

white oard stock 10-14-54 

3-27-68 

'i. 
yellow bond 10-13-66 

whito bond 1-1-45 

white bond 2-5-60 

white onrd stock 4-8-71 

white bond 9-27-72 

>~hitc bond 

3-22-73 ' ) 
whi to , bond 

6-29-59 

white bond 12-19-73 

white bond 12-22-54 

white bond 
thin white (WI!) 
thin yellow 3-12-74 

Ylhite bond 
thin whi to (WH) 
thin yellow 3-15-73 

whi to bond 7-20-73 

white bond 6-12-74 
. . 

thin white (WH) 
thin yel~ow 3-12-74 

f. 
thin white (WH) 
thin yellow 

2-1-63 
'j· 

'· .. ~ .. , . ' • '.\ t \ 

• . •.\ . 

) 

J 
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•• 
FD-134 - Form Memorandum 

FD-135 - Daily Status of Stenographic Work 

FD-140 - Application for Employment 

FD-145 - Waiver of Indictment 

FD-149 - Lead Sheet 

FD-150 - Monthly Recap of Cost of Operation 
and Accrued Mileage of Bureau-owned 
Motor Vehicles 

FD-150a - Cost of Operation of Bureau-owned 
Motor Vehicle 

FD-159 - Record of Information Furnished Other 
.f.gencie s 

FD-160 - Indices Search Slip 

FD-161 - Report of Stamps Used 

FD-164 -·Application to ll"ominate Representative 
1;o Attend FBI National Academy 

FD-165 - FBI Field Office Wanted-Flash-Cancellation 
Notice 

FD-166 - Absence Schedule 

FD-173 Information Concerning Last Federal 
Employment 

FD-177 

FD-178 

FD-179 

FD-180 

FD-181 

FD-182 

FD-183 

Letter to Registrant 
(Selective Service Cases) 

- Letter to Person Listed as Always Knowing 
Regist>•ant• s Address 
(Selective ServiDe Cases) 

-Letter to Registrant's Employer 
(Selective Service Cases) 

Letter to Any Person Who is Acquainted with 
Registrant Who May Know His Whereabouts 
(Selective Service Cases) 

- Letter to Postm&ster 
(Selective Service Cases) 

- Letter to Regjstrant (in Spanish) 
(Selective Service Cases) 

Reemployment Rights >'ell owing Military 
Service 

FD-177 .1 

FD-182.1 

Vclumo I 
- 3 -
1/2/75 
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• 
Honored 

Types of Paner Revision Dates 

offset paper 4-29-64" 

>~hi te bond 2-26-64 

offset paper 4-9-73 

white bond No date 

thin white 3-18-65 

whi to bond 

7-11-66 

>~hi te bond 
4-10-(\9 

thin white 
5-23-66 

>~hite bond 3-23-71 

whi to bond 10-31-58 

Ythi te bona 
7-10-74 

pink bond 
6-17-74 

white bond No date 

white bond ,, 
4-3-69 ,, 

whi ta bond 
thin yellovr 3-15-73 

white bond 

3-15-73 

white bond 
3-15-73 

white bond 

3-15-,73 

white bond 
3-15-73 

white bond 
thin yellow 3-15-73 

offset paper 
7-10-74 

I 



FD-165 Report of Performn.noo Rating 

[ FJ)-l65a - Performance RaHng Guide tor Invostigativo 
P6reonnol 

( FD-l05b Performance Rating Guido !or Clerical 
Personnel 

FD-166 - MOmorandum ro Posting of Information on 

rll-169 

FD-190 

FD-191 

FD-192 

FD-193 

FD-196 

FD-:1.97 

I.DEX Card 

- Let tor Roqueatl.nfi 'lel'ifil)a tion of 
Present or Prior Militar~ Servioo 
(Seloctiv& Servioo Caoeo) 

Employee's Salary and Assign~nt Changoa 

- Interview Form 

- Notification of Arroat of ~uvenile 

- Bulky Uxhibit - Inventory of Property 
Acquired as Evidenoo 

Report of E:dt :tnte1•vie1t and Soparo.tion 

- Stntoment ~f Federal Service 

Requoat for Search in Nr.tionr.l !'raudulont 
Check File 

- Filo Loonte 

FD-191.1 

Volume I 
-4-
1/2/75• ~ 
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. ~~ 

• Honored 
Typos of Pap or Revision Date• '"'\ 

) 
white bond 10-26-70 

nhite bond 
(ll-11-74] 

'llhi to bond 
(11-ll-74] 

white bond 
10-5-72 

thin white (WH) 
thin yello11 

3-3-69 

white bond 9-8-72 

whi·te bond 2-13-74 
·~ 

thin white (WH) 
thin yellow l-24-63 

green bond 
thin uhi te 10-'6-65 

white bond 7-10-74 

.A.DP Card 3-23-59 

thin whito 
5-13-73. ) 

mite bond 1-14-60 

) 
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Volume II 

~ FD-200 ---~. FD-203 

0 
0 FD-204 m 

FD-205 

FD-207 

FD-208 

FD-209 

TD-210 

FD-211 

FD-212 

FD-213 

FD-215 

FD-215a 

FD-215b 

FD-217 

FD-218 

FD-220 

FD-220a 

FD-221 

FD-22la 

•• 
fBI FORM BOOK 

TABLE OF CO!!TEUTS 

- Request for Stenographers 

- Memorandum Requesting Investigation in 
Security Cases 'and Extremist Matters 

- Investigative Report 

- Notification of Delinquent Deadline Case 

-Address and Phone Change, Marital Status 
and Births 

Information re Illnesses, Deaths, 
Advanced Leave, LWOP 

- Memorandum for Recording Contacts with 
Criminal, Extremist, and Security 
'Informants 

- Letterhead Memorandum Setting Out 
Information Regarding Alien 

Record of Registered Mail Received 
from Bureau 

- Monthly Automotive Inspection Report 

Dictation Assignment 

Individual Security Patrol Daily Report 

Combined Security Patrol Report 

- Security Patrol Log 

No-tification of Bureau ;'ile Number 

- Supply Requisition 

- Deserter Fugitive Airtel 

Deserter Fugitive Airtel 
{copy for Armed Forces) 

- Confidential Fund Receipt Executed 
by Special Agent 

Request for Funds for Payment to Informant 

FD-204,1 

FD-220,1 
FD-220,2 

Volume :i:i 
- 1 -
i/2/75' 
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•• 
Types of 'Paper 

white bond 

white bond 

thin whi to 
offset paper• 

thin white {WH) 

white bond 

white bond 

thin r~hi to {WH) 

thin white (WH) 

thin white 

white bond 

white bond 

white bond 

white bond 

white bond 

yellow bond 

white bond 

Honored 
Revision Dates 

2-17-60 

8-10-71 

3-3-59 

'4-13-70 

4-3-67 

7-23-73 

4-1-74 

3-23-61 

3-18-66 

·,' 
[6-5-74] 

3-25-68 

5-18-66 

5-9-74 

5-18-66 

2-7-68 

2-21-74 

{blue bond discontinued) 
thin blue 
thin yellow 2-12-73 

thin white 
2-12-73 

vrhite bond 
3-1-66 

white bond 7-15-70 



' , FD-222 

FD-223 

FD-224 

FD-226 

}'D-229 

FD-231 

FD-237 

FD-238 

FD-239 

FD-241 

FD-242 

FD-243 

FD-243a 

FD-245 

FD-246 

FD-247 

FD-249 

FD-250 

FD-251 

FD-252 

FD-253 

FD-254 

• 
Noncxpcndable Inventory Record Card 
(prcinserted carbon} ' 

- Letter to Vendor Concerning Invoices 

Personal Data Form 
(reinstatement of Service~n) 

- ET.pendab1e Supply Requisition (For use in 
BS, CG, DE, LA, 1:1P, NIC, liT, PH, and SF) 

Error Slip (Dictaphone 1:1emobelts) 

- Cover ·Le ttor for EOD Forms 

- Criminal Informant Review Sheet 

Soouri ty Informant Revie>< Sheet 

- Imprest Fund, Itemization of Expenses 
!'nd Receipt 

Education Facilities in the 
Washington Area 

Information Concerning tho Clerical and 
Clerical-Skilled Oriented Pos;tions 

Position Description ·Form 

Transmittal Letter for Position 
Description Data 

Filo Front (fold-over top) 

FBI Time and Attendance Report 

- Abstr&ot (blue and white -
preinsertod carbon) 

Cl'imi!'al Fingerprint Card 

Single Abstract 

- · Film Pc.ok Log 

Employee Suggestion 

Spacial Agents Insurance Fund 
Beneficiary Form 

Receipt for GTR 

FD-243,1 

FD-250,1 
FD-250,2 
FD-250,3 

Volum" II 
- 2 ·-
4/l/75'~ 
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• 
Typas of Paper 

white bond 

white bond 

whi to bond 

whita bond 

white bond 

pink bond 

pink bond 

thin "llhito 

offset paper 

offset paper 

white bond 

thin white (Wii) 
thin ycllOif 

ADP card 

white oard stock 

pink bond 
blue bond 
white bond 
yellow bond 

white oard a took 

thin white 

thin white (WH) 

green oard a took 

Honored 
Revision Daten 

1-13-67 

3-15-73 

10-26-61. 

No date 

No date 

6-l.l-74 

[1-14-75] 

[1-14-75] 

7-25-62 

7..:15-69 

11-4-74 

3-13-53 

9-21-67 

3-27-58 

3-13-72 

ll-30-54 

10-20-64 

9-ll-59 

3-22-73 

6-8-55 

.. ,..._ 

) 

\ 
) 

) 
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0 
ro 

FD-255 

FD-256 

FD-257 

rD-Z58 

FD-260 

FD-263 

FD-264 

FD-266 

FD-268 

( FD-271 

FD-272 

( FD-273 

FD-·276 

FD-277 

FD-278 

FD-279 

FD-280 

FD-281 

FD-28l.a 

FD-282 

FD-282a 

•• 
- Re.commendation for Incentive .Award 

- Field Offioe Register No. 3 

Information Concerning Special Agent 
Position 

- Applicant Fingerprint Card 

- Out Card, General Index 

Cover Page Accompanying 
Investigative Report 

- Job Qualification Statement of Position 
of Radio Maintenance Technician 

-Request for Information 

~ositions for Applicants in the Labor&tory 

- Monthly Review Sheet 

- Cover Page Accompanying Summary Report 

- Information Concerning Housing 
Conditions in Washington, D. c., 
and Vicinity 

Radio Interference Report 

Field Reply to Bureau Follow-up Letter 
{Form 3-?.08) re SA Physical Condition 

CW Radio Message Form 

GW Radio Log 

- Decoded Copy - Radio or Teletype 

Receipt for Government Property 
(full sheet) 

- Reoeipt for Government Property 
{half sheet) 

- Annual Leave Request 

- Annual Leave Request (for SAC, ASAC; 
in oxocss of two days for employees 
en {1) probation, (2) against ••hom 
disciplinary action is pending) 

FD-260 0 1 

FD-263.1 

FD-272.1 

FD-277.1 

Volume II 
- 3 -
4/l/75 
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•• 
~·ypos of Paper 

thin white (WII) 

buff lodger paper 

offset paper 

whi to oard stock 

pink card stock 
salmon oard stock 

thin white 
offset paper• 

offset paper 

white bOnd 

offset paper 

white bond 

thin pink 
pink bond• 

offset paper 

white bond 

white bond 
thin yellow 

Vthi te bond 

wbi te bond 

pink bond 

white bond 

whi to bond 

white bond 

whi to bond 

Honored 
Revision Dates 

12-30-70 

6-20-72 

4-25-72 

3-3-55 

. 1-7-72 

11-4-74 

6-11-64 

11-4-74 

(l.-24-75] 

3-3-59 

[3-27-75] 

1-31-67 

2-15-74 

12-11-58 

8-28-56 

8-11-64 

8-11-64 

4-24-74 

B-25-67 



• 
FD-283 - FM Radio Station Log 

FD-284 - Purchase Order .(preinserted carbon) 

FD-285 - FBI Personnel Status Form 

FD-286 - Daily Traffic Report . 

FD-267 - Clerical Vocation Rooord 

FD-287a - Agent Vocation RAoord 

FD-288 Operator's Road Test and 
Driving Certification 

fD-290 -·CW Radio Delinquency Report 

FD-291 Employment Agreement 

FD-292 •• Change in Marital Status 

FD-293 10-Day Intervio~< 

FD-294 Letter Initiating Investigations of 
Clerical Employees and 
Special Agsnts (La~<) 

FD-295 - Selective Service - Reserve Status 

FD-296 Log of Toll Calle 

FD-297 Log for Technica l Surveillance 

FD-298 - Letter Instructing the Cincinnati Office 
to Request Search of R. 0, Polk Company 
Files 

FD-299 Historical Record 

Vol11;ne II 
-4 ,..; ' 
1/2/75 

• 
Honol•od 

) Types of Paper Revision Dates 

white bond 2-8-63 

8-13-63 

white bond 2-12-71 

Ylhito bond 12-11-64 

Ylhite bond 4-1-74 

lfhite bond 4-1-74 

white bond 
7-14-71 

thin white ·(WH) 2-11-63 ·. 
white bond 11 ... 1-73 

wf!ite bond 10-9-7.3 

lfhite bon.d 9-6-72 

thin lfhite (WII) 
thin yellow 

6-3-74 

white oard stook 8-3-73 

lfhi te bond 3-4-54 ) 
thin white 1-28-57 

white bond 

1-10-53 

white card stook 3-14-57 

) 
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•• 
FBI FORM BOOK 

i'ABLE o:!' CO!ii'EiiTS 

VOLUME III 

FD-300 

FD-301 

FD-302 

FD-303. 

FD-304 

FD-305 

FD-306 

r FD-307 

FD-308 

FD-309 

FD-310 

FD-311 

FD-313 

FD-314 

FD-315 

FD-316 

FD-318 

FD-31;1 

FD-320 

FD-321 

- Attachment to Stand~rd Form 08, 
"Report of Medical Examination" 

- Report of Audit of Imprest Fund 

-Form for Reporting Inf'ormation That May 
Become Testimon~· (preinserted ca1•bon) 

- Stock Issue Record 

Record of Absences for Illnessl 

- Last Cover Page for ADEX Report 

- Cover Sheet for I nformant Report or 
Material 

-Application -for Sick Leave Statement 

Federal Sav ings Bond Payroll Allotment 
Authorization and Record 

Report of Interview with Employ~e 
Departing on Maternity Leave 

Change of Address 

- Letter Identifying Clerical Employees 
&$ Potential Special Agents 

- In-Service Training Confirmation 
for Special Afents 

- Office of Preference Letter 

- INS Lookout llotioe 

Background Data for Limited Inquirie s 
on Maintenance Employees 

Questionnaire for Applicants for Radio 
Maintenance Technician Positions 

Interview Form - FBI National Academy 
.Applicant 

- FBI Ca~~ Stntus Form 

Publicity Cancellation notice r<:~ 
Fugitives 

FD-302,1 

FD-306,1 

Volume III 
-l-
4/l/7o 

~ 54978 Docid:32989724 Page 261 

• 
Types of Paper 

white bond 

white bon,d 

offset paper• 

'rihi te card stock 

white card stock 

thin white 

thin wh.i te 
offset paper • 

white bond 

white bond 

white bond 

>lhi to card stock 

thin >~bite (WH) 

white bond 

white bond 

white bond 

thin white (WR) 

white bond 

nhite bon~ 

white bond 
thin yellow 

white card stock 

Hono>·ed 
Revis ion Date a 

8-28-72 

5-23-57 

11-27-70 

6-13-57 

6-25-65 

[2-13-75) 

9-30-69 

[2-5..:75] 

6-29-67 

6-20-69 

2-27-73 

11-29-74 

7-19-74 

3-l-74 

9-10-68 

2-4-71 

10-30-73 

8-1-73 

9-30-74 

6-30-72 
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FD-322 

FD-324 

FD-325 

FD-326 

FD-327 

FD-328 

FD-329 

FD-330 

FD-331 

FD-33la 

FD-333 

FD-334 

FD-335 

FD-336 

FD-337 

FD-338 

FD-33Ba 

FD-339 

FD-340 

• 
Employment Opportuni~ies for Your 
Associates 

Special Agents• Aocomplishments Record 

Promotion Recommendation for Non-Agent 
Personnel 

- Reco~~endation for Trial Assignment 

Reassignment and Permanent Ass ignmcnt 
Letter 

Waiver of Consent for Polygraph 
(available in Spanish :for AO., EP, NY, 
PX,. 1'!11, SA, SD, SJ) 

Monthly Report - VOT 

Itinerary 

Letter to Secure Bureau Authority 
for Part-time Employment 

Letter Advising of Termination of 
Part-time Employment 

Interview - Departure for Military 
.Service 

Cryp.to Log 

~ Employees Information Sheet and 
Questionnaire re Forei~n Assignment 
and Assignment to Anchorage, 
Honolulu, and San Juan 

Request for Authorization to 
Interview Subject 

Personal History of Disaster Victim 

Intraoffice Memorandum ro Destruction 
of Channelizing Memoranda after 
Inclusion in Reports 

Intraoffice Memorandum re Destruction 
of Channelizing Memoranda under 
1-Year Rule 

Currency List (preinserted carbon) 

- 1-.A Enve1ope 

FD-325,1 
FD-325,2 

FD-326,1 
FD-326,2 

FD-327,1 
FD-327, 2 

FD-336,1 

Vol11me III 
- 2 :.. 
1/2/15 
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• 
Typos of Paper 

white bond 

white bond 

white bond 
thin white 
thin yellow 

white bond 
thin white 
thin yellow 

white bond 
thin ••hite 
thin yellow 

white bond 

ADP card 

yellow ledger paper 

white bond 

white bond 

white bond 

white bond 

r~hite bond 

thin white (wH) 
thin yellow 

>~hite bond 

white bond 

>~hite bond 

sma11 whi tc bond 

Honored 
Revision Datos 

1-4-73 

5-13-74 

6-16-72 

6-16-72 

10-3-67 

11-29-72 

9-8-72 

1-11-63 

J.:l-3-67 

7-19-67 

4-16-74 

4-1-74 

7-24-62 

3-14-68 

4-8-63 

[B-2-74] 

6-24-65 

) 

) 

) 
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[ FD-340a 

FD-341 

FD-342 

FD-344 

FD-345 

FD-346 

FD-347 

FD-340 

FD-349 

FD-350 

FD-351 

FD-352 

FD-353 

FD-354 

}'D-356 

FD-357 

FD-350 

FD-359 

FD-360 

FD-361 

[ FD-36~i 

FD-366 

•• 
1-.A Envc lope 

Radio Equipment Maintenance Log 

Dissemination Routing Slip - Local 
Intelligence Agencies 

- Annual Telephone Equipmont and 
Cost Report 

- Photographic - Photocopy Log 

Immigrant Ca se Form Letter to Bureau 
and Washington Field Office 

- Lead Card (preinserted carbon) 

- Info1•mant Index Card 

- Work Sheet - Stenographer's Production 
Averaee 

- Mounting Sheet for Newspaper Clippings 

- Assumption of CUstody Request 

- Handwriting and/or Hand Printing 
Specimen in Fraudulent Ch e ck Cases 

Persona l Identification Fingerprint Card 

- Interview or Report re Sick Leave 

- Request for Agency Check 

- Au.tomobile Utilization Chart 

- State Teletype Sys tem Form 

Frequency Chart (For use in BA, BS, BU, 
CG, CV, DE, JK, KC, LV, J,A, l111, MI, NK, 
11!1, liT, PH, PX, PG, SL, SD, SF, SJ, SE, 
TP, WFO) 

Car Occupant Chart 

- Request and .Authorization for, or 
· Cancellation of, Allotment of 
Compensation for State Income Tax Purposes 

- Airtel· - Summary of Complaint 

- Le tterhead Memorandum Advising Secret 
Service of Change in Residence and/or 
Employment of Certain Bureau Subjects 

FD-346,1 

FD-351,1 

FD-365,1 

FD-366,1 

Volume III 
- 3 -
1/2/75 
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Types of Paper 

manila 

white ledgor paper 

white bond 

white bend 

white bond 
thin yellow 

white oard stock 

white bond 

white bond 

thin white (HH) 
thin yellow 

green - white bond 

t~hi to card s took 

thin white 

white bond 

white bond 

thin yellow 

white bond 

white bond 

white bond 

thin blue 
thin yellow 

thin white {HH) 
thin yellow 

Honored 
Revis ion Dates 

[3-12-74] 

7-28-61 

3-15-73 

3-27-72 

3-11-63 

12-2-l-70 

8-5-69 

9-18-73 

3-27-68 

7-16-63 

4-4-73 

3-24-59 

7-27-65 

8-l-73 

1-13-69 

6-27-63 

7-18-63 

9-29-72 

[11-27-74] 

12-12-72 

) 



:rD-367 

:FD-369 

FD-370 

FD-371 

FD-374 

FD-375 

FD-376 

[ FD-377 

[ FD-379 

FD-380 

FD-381 

FD-382 

FD-383 

FD-385 

FD-386 

FD-388 

FD-391 

FD-392 

• 
- Transmittal Letter for Cease-duty 

Performance Rating and Bureau Property 

"Requisition for Supplies and/or 
Equipment (preinserted carbon) 

Progress Record for New Agents 
Training Programs in F'ield 

- Monthly Letter re Dissemination of 
Criminal Information 

Monthly Progress Letter for Criminal 
Informant Program 

- Training Agreement 

- Dissemination Letter to Seorot Service 

Extremist Informant Review Sheet 

- Request for Interviotl Authorization 
re Contact Cases 

Personnel Record (Fingerprint Card) 
(formerly "No Number" form - Volume III) 

- Motor Vehicle Maintenance Record 

- Foreign Assignment Agreement 

- FBI Facial Identification Fact Shoot 

Letter to Bureau re Criminal Intelligence 
Program, La Cosa Hostra (LCN) 

Comseo & Related Equipment - Maintenance 
Log 

- Leads Letter re Change in Marital Status 

- Request for Authority to !!ire Applicants 

Stenographer - Typist Production and 
Accuracy, Monthly Report 

FD-394 - Airtel, Criminal Intelligence Program 
(Monthly Summary of Accomplishments) 

FD-394a - Last Page of Form FD-394 
(Monthly Gambling Accomplishments) 

FD-395 Interrogation; Advice of Rights 
(available in Chinese and Spanish) 

FD-367,1 

FD-371,1 

FD-374.1 

FD-376,1 

F'D-379.1 

FD-391.1 
FD-391,2 

FD-394,1 

FD-394a,l 

Volume III 
- 4 .;:.. 
4/1/75 
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• 
Typos of Paper 

white bend 
thin white 

whi to bond 

thin white (WI!) 
thin yellow 

white bond 
thin yellow 

white bond 

thin rthi te 
thin yell,!>W 

pink bond 

thin white 
thin yellow 

(WI!) 

{WI!) 

white card stock 

white bond 

white bond 

white bond 

white bond 

white ledger paper 

thin white {WI!) 

l!cnored 
Re.vision Dates 

10-20-69 

8-17-70 

10-25-72 

1-4-73 

2-4-65 

8-28-72 

10-9-73 

[1-14-75] 

[7-1-74] 

7-27-65 

11-3-65 

5-9-72 

4-28-69 

10-12-66 

8-1-68 

[2-11-75] 

(blue bond discontinued) 
thin blue 
thin yellow 2-29-68 

white bond 
11-7-74 

thin blue 
thin yellow 2-20-74 

thin blue 
thin yellow 9-25-67 

white bond 
10-10-67 

) 

'\ 
) 

~ 

)j 
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FD-396 

[ FD-398 

FD-399 

• 
- Envelope for Submission of "Tho 

Investigator" Itoms 

- Verification of Information Conoerning 
Bombing Suspeots 

- FDI Publioations Requisl.tion 

Volume III 
- 5-
1/2/"15 
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•• 
Types of Paper 

manila 

blue bond 

white bond 

Honored 
Revis ion Datos 

10-9-67 

[11-20-74] 

10-11-·73 

---- -----~~~=-=-=-==--~---~~ 
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VOLU/1E TV 

FD-40~ 

FD-402 

fD-404 

FD-405 

FD-405a 

FD-405b 

fD-406 

rD-407 

FD-408 

FD-409 

FD-410 

FD-411 

FD-412 

FD-413 

rD-414 

FD-415 

FD-416 

FD-417 

FD-418 

• 
FBI FORM BOOK 

TABLE OF CO!ITENTS 

Extremist or Security Informant 
Progress/Justification Letter 

- Quartorly Report of Outgoing 
FTS Telephone Calls 

- Your Rights at a Lineup 
(available in Spanish) 

- Extremist Informants Statistical Report 

- Areas of Informant Development 

- Informants Accomplishments 

- Authority to Release Infor mation 

Recommendation for Transfer of 
Special Agent to Resident Agenoy 

Application for Reimbursement of 
Real Estate Expenaes 

BUAP - Status Inquiry 

- Moto1• Vehicle Recoveries 

Notification of Location of Delinquent 
Registrants 

Cover Sheet for Dissemination of 
l1a jor Case l1emorandum 

- Cover r,etter for Chinese 
Alien Interviews 

- NCIC Entry i'orm - Stolen Vehicle 
and Lioenso Plate 

- IIC!C Entry Form - Stolen Securities 

- NCIC Entry Form - Stolen Article and Gun 

Dissemination Routing Slip 

Evaluation of Gun Battles 

FD-401.1 

FD-405.1 

FD-405a.l 

rD-405b.l 

FD-407.1 

FD-411.1 

FD-412.1 

FD-413.1 

FD-419 - Transmittal Label for Training Fi~ 

Volume IV 
- 1 -
1/2/75 
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• 
Typos of Paper 

thin white (WH) 
thin yellow 

white bond 

whi te _bond 

thin white (I-IH) 
thin yellow 

thin white 
thin yellow 

thin vrhite 
thin yellow 

white bond 

thin white {WI!) 
thin yellow 

white bond 

whi tc bond 

thin white 

thin white (WH) 
thin yellol'l 

thin whito (1m) 
thin yellor: 

thin white (1-1!1) 
thin yello>< 

pink bond 

green bond 

blue bond 

offset paper 

white bond 

white oard stock 

Honored 
Revision Dates 

7-11-73 

12-10-70 

B-21-68 

3-8-74 

10-5-73 

10-5-73 

[10-21-74) 

9-24-71 

8-27-69 

7-20-72 

8-18-70 

3-1-73 

4-11-69 

11-22-71 

8-25-69 

B-25-69 

B-25-69 

9-12-69 

7-12-74 

7-11-72 



FD-420 

FD-422 

FD-423 

FD-424 

FD-425 

FD-426 

FD-427 

FD-428 

FD-429 

FD-430 

FD-431 

FD-432 

FD-432a 

:FD-433 

• 
- A~ten~anoe Register 

- Secure Teletype Log 

- Soouro Teletype tog Recap 

- Inventory of Cryptomateria~. 

- Recommendation for Spcoin1 Agent as 
Relief Supc~visor 

- Pending Prosecutions Monthly Report 

-Visitors' Log 

- lntl.'!\Of! icc ~lemol.'andum to RUC Case 

- Letter l.'e statun of Cryptosystems 
l'e>•s onne l 

- Spocia1 Cl~rk Agreement 

- Airtel for Dank Robbery ADP Entry 

- Letter l.'e Authorization or nisposition 
o! Porsona1l.y owned .Side Al.'m 

Photog~aph Album, Extremist or Arab 

CoYer J,etter tor Form FD-432 

•• ~e<;.uest for Leave Audit 

FD-424,1 

FI}.-425,1 

FD-428,1 
FD-428,2 

FD-434 
- Request for Canoel1ation of SaYings and/or 

Checking Account Allotments 

J'D-435 
Htli tary Service Restoration InterYi.ew 

FD-436 
- Airtel - Bombing statistics FD-436,1 

FD-438 
Acknowledgment for Service Record Inquiries 

FD-438a 

[ l'D-439 

FD-440 

- Bureau Copy, Fial~ Tickler Copy, 
YelloW File Copy, of Form FD-436 

Quarterly statistical Report of 
Seourity Informants 

"Type of Blood" Card 

NW 54978 Docid:32989724 Page 267 

FD-438a,l. 

FD-439.1 

Vo-liu:~e· J:Y 
- 2 -
4/1/75 

• 
Typo n of Paper 

white ca1•d stock 

white bond 

whi tc bond 

white bond 

thin Hhite (\m) 
thin yellow 

thin white (Wll) 
thin yellow 

white bond 

thin white (\ll!) 

white bond 
thl.n white 

- thin yeJ.loW 

white bond 

thin bluo 
thin yellow 

thin white (WH} 

whito bond 

thin white (\Ill} 

thin >~bite (WH} 

thin white (WH} 

thin blue 
thin yellow 

white bond 

thin white (WI!} 
thin yellOW 

thin whi.te 
thin yel1ow 

white oard stook 

Honored 
Revision Datoe 

8-13-71. 

s-4-71 

12-30-69 

1~7-70 

2-21-74 

10-29-74 

6-5-72 

5-22-74 

5-12-71 

3-29-73 

3-29-73 

9-29-72 

11-23-70 

1-20-71 

1-20-71 

[l-14-75) 

4-28-71. 

) 

·. 

) 

- ' 

\ 
I 
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FD-441 

FD-442 

FD-443 

FD-444 

J'D-445 

FD-446 

FD-447 

FJ;-448 

fD-449 

i'D-450 

[ FD-451 

[ FD-45ln 

[ FD-45lb 

FD-452 

FD-454 

FD-455 

FD-456 

l''D-458 

FD-459 

FD-460 

FD-461 

FD-462 

• 
- Return Receipt Card 

Physical Examination Authorization - Army 

Physical Examination Authorization - Air Force 

Physical E:<amination Authorization - Navy 

Phys ical Examination Authorization - U, S, 
Public Health Servico 

- Physical Examination Authorization - Veterans 
Administratio:t 

Routing Slip re Of.fico of Preference 
Standing 

- Facsimile Tra nsmi ttal• Record 

SOBIR - IllS Reoord Check 

Computerized Telephone !lumber File 
(GTliF) Entry and Search Request 

Security Informants, As sets, and 
Source s !1onthly Status Report 

Security Informant and Asset 
Aoo<>mpli shments 

- Areas of Infcrl!l2.nt and Aosot 
Development 

Index C~rd for Stolen Personalized 
Jc~elry file (SPJF) 

- Magnetic-Card Master 

- Valuable Exhibits Log 

Letter Initiating Investi~ationo of 
llational Acac!cmy Applicants 

Meta l Seals Charge-out Record 
Valu~ble Exhibits 

Copy Record 

- Request for Advance of Funds 

FD-451,1 

FD-45la,l. 

FD-45lb,l 

}'D-456,1 

Summary of Prosecutive Aotion in Organized 
Crime Casco 

- Maternity Benefits 

Volurr.e IV 
- 3 -

4/1/7'3 
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• 
Types of Paper 

white card stock 

white bond 

white bond 

white bend 

white bond 

white bond 

offset paper 

whi tc bond 

thin white (WH) 

white bond 

thin white (WH) 
thin yellow 

thin white 
thin yellow 

thin white 
thin yellow 

white card stock 

offset p•.per 

white bond 

thin white ( W!!) 
tbin yellow 

white bond 

offset papor 

thin white (WH) 

off set paper 

white bond 

Honored 
Revision Daten 

5-3-71 

9-13-71 

9-13-71 

9-13-71 

10-17-73 

4-1-74 

4-25-74 

l0-16-73 

ll-18-71 

l0-23-73 

[l-14-75) 

[1-14-75] 

[1-14-75) 

l-24-72 

4-13-72 

4-20-72 

6-3-74 

7-7-72 

2-22-73 

ll-27-72 

5-15-73 

4-23-73 
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f!}o,-463 

FD-464 

FD-465 

FD-466 

FD-467 

FD-468 , 

rD-469 

·FD-470 

FD-471 

FD-47la 

FD-472 

FD-473 

FD-474 

FD-475 

FD-476 

FD-477 

FD-478 

[ FD-479 

•• 
FM Radio Installation Data 

Identification or Credential Card Request 

Authority to Release Medical Information 

Information Concerning Positions of 
Computer Programmer and Computer Systemo 
Analyst 

Airtel for Bank, Fraud and Embez"Zlement 
A~P Entry 

Recommendation for Director's Letter 

- Educational Level Questionnaire 

- Airtel- White Collar · Crime Statistics 

FD-467.1 

FD-468.1 

FD-470.1 

- Airtel, Research Data - Arrest Study (Subject) 
FD-471.1 

- Airtel, Research Data -Arrest Study (Agent) 
FD-47la.l 

Telephone Device Consent 

Body Reoorder/Transmitter Consent 

Manuals Up-to-date Certification 

- Physical Examination - Weigh-In Card 

- Transmittal for ~Agnetic-Card Typewriter Correction 

-[Career Development Summary 

List of Files Destroyed 

- Files and Reoords Destruction Order 

Volume IV 
- 4 -
4/1/75 
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• 
....!Y.pes of Paper 

white bond 

•1hi te bond 

white bond 

whi. te bond 

thin blue 
thin yellOYI 

thin white (WH) 
thin yellow 

white bond 

thin blu, 
thin yellow 

thin blue 
thin yellow 

thin blue 
thin yellow 

white bond 

white bond 

wh~ te card stock 

>lhi te oard stock 

pink bond 

white bond 

offset paper 

offset paper 

Honored 
Revision Dates 

6-27-73 

3-12-74 

8-29-73 

11-4-74 

11-4-74 

11-22-74 

4-16-74 

10-7··74 

9-5-74 

9-5-74 

9-25-74 

9-25-74 

10-30-74 

12-12-74 

12-16-74 

3-20-75 

1-10-75 

2-20-:75] 

·:· 

) 

~. 

·, 

) 
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• 
FBI FORI1 BOOK' 

TABLE OF COIITEUTS 

VOLUME V 

I-12 - Wanted-Flash-Cancellation Notioo 

R-64 - Final Disposition Report 

R-66 - Death llotice 

W-4 - Employee's Withholding Exemption Certificate 

GSA 532B ~ Visible Pockot Insert 

ill• GSA - General Se1•viocs Administration 

VoJ.ume V 
- l ... 
1/2/75 

• 
Type n of Paper 

pink bond 

<hite bond 

white bond 

r1hite bond 

white bond 

Honored 
Revision Dates 

6-17-74 

6-29-71 

5-9-72 

Deo. 1971 

.January, 1951 

t 

! 




