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make sure employees not living in question­
able quartert, I-14-2 

may recommend 
clerical supervisors, I-7-2 
promotion o! Special .t.(ent, I-6-6 

must report improper conduct, I-l-l 
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Salary checks, II-3-3a 
Sale of 

ears, II-7-21 
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S.ll1B.A., I-14-12 

Group Insurance Plan, I-3-6 
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Schedule .A., rate per 100 pounds, I~-7-6,9 
School literature, I-14-4 
Searching procedures, II-3-5 
Seat o! Government 

requeota !or transfers, I-12-2 
tea ta, I-6-l 

Secret 
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information under EO 10501.) 
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I-1-2 
Secretary or Labor, I-14-15 
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Contact. a 

American Legion, II-6-9 
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performance ratinga, I-5-5 
SAC, II-6-7 (See alao S.lC contaota.) 
with l~w enforcement otticiall, 

II-6-Sc 
with NA graduate•, II-l-7 

Contracts, II-7-17 
Contrihutiona for gifta, I-1-4 
Control 

filo ( S ee !ilea, coatrol.) 
markinga, special, aafeguarding 

intelligence 
intormation, 
II-4-57 

of aiok lea•e, I-4-2b 
•c ontrolle4 Diaaem,• special control 

marking, II-4-57 
Controversial ieauea 

diaaemination of information, 
II-5-11 

employee• not to participate in, 
I-1-4 

Convictions 
report "riting, II-4-15a,l7 
verification of, II-8-10 

Coordination of promotions and 
incentive awarde, 
I-6-4,9 

Copies' 
of airtels, II-4-37;II-8-25 
o f blind memoranda, II-4-34,35 
c f corresp ondence between employee 

and VA or BtC re 
diaa bil i ty to be 
furnished Bureau. 
I-16-3 

of le tterhead memoranda, II-4-11,34, 35; 
II-B-25;II-9-15a,l5c,l5d 

of l et t era, II-4-28,32,33 
emplo y ees not to retain, I-l-5 
for handling leada, II-4-30,57a 
aingle-page copy, II-4-22,28,2Ba;II-6-7 

of re po rts, 11~4-lO;II-9-1 
employees not to retain, I-1-5 
for ha ndling leade, ~I-4-11,57a 

o f serials, destruction, II-3-llb,llc; 
r:;:-4-2b 

of ~e l ety pea, II-4-29 
single-page ocpy, II-4-22,28,28a;II-6-7 

Co rrections 
expense a c c ounte, II-7-5 
i n communications, II-4-60 

F,D-302. II-4-61 
overtime , FD-329, I-4-12 

C o rresp~ndence (S ee alae communicat1ona 
and the apecific type 
o f .correspondence ·.) 

c o pies n~t to be made for employee, 
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correlation and preparation of by 
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I-6-8 

destruction of 
from chronic letter writers, 

II-3-lSb 
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re police achoola, II-1-ll; 
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Coat 
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third party oaaea, I-14-lOb 
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of police training, II-1-B 
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requests for information re 
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filed with, II-8-22 
production of atatementa and 

reporta of 
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~CMP reporta, II-B-10 
recorda, Terifying con•iotions, 

sentenoea, by check 
of, II-B-10 

reporting infQ~a~ion for 
prDduotion in, II-4-4 

re~ueata for reporta, Il-B-12& 
a tate 

requeata tor Bureau report• for, 
II-B-12a 

teatimony of .lgenta, II-8-17a 
training, II-1-2 

teatifying in, II-l-2;II-8-l0 to 19 (See 
alae teatimony, of .lgenta.) 

triale 
allegations againat Bureau 

peraonnel by aubjeota 
ot Bureau o&aea, 
I-9-3 

delay of, II-8-18 
viaite to, I-l-2;II-l-5 

Courta-martial, teatimony of ~genta, 
II-B-17a 

training, II-1-2 
CoTer 

letter 
definition of, II-4-1 
not neceeaary when transmitting, 

II-4-31 
newapaper olippinga, II-6-5 
retirement application, I-15-1 · 

page a, II-4-7 
accident reports, I-13-5 
brief to eatablieh illegal atatua, 

CPUS.l, II-4-l2a 
Communist Party, US.l, quarterly 

report, II-4-l2a 
confidentially obtained information, name 

· of person giving on, II-4-4 
definition of, II-4-l 
explanation of delayed reporting, II-4-3 
FBIN.l oasea, information on, II-l-6b 
FD-302, location of original 

in security caaea, 
II-4-4a , l3 

in addition to firat oover page, 
II-4-12 

not to be diaaeminated, II-4-1 ; 
II-5-8 

paging, II-4-12;11-8-lb 
aerialization of, II-3-7 
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II-4-4a, 12a 

not neoeasary to identify aouroea 
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approved characterisations 
on, II-4-12a,22 

summary reports, II-4-25b,26,27 
typing and form of, II-8-lb 
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preliminary, II-3-16 
notes, II--4-2d 

Bureau applicant, II-4-la,2d 
persons accompanying on, I-1-2,5 
requested by USAs, TI-l-l 
requests for information on co~ts 

of, TI-5-11 
submitting results of, II-4-1 
Treasury Department employees, II-8-7 

numoer copies of reports, II-4-lliii-B-8 
Investigative 

clerks 
abbreviation in report preceding 

name, II-4-24 
author of comn:·.Lnications, II-4-4a 
daily reports, II-2-6 · 
executing ~3 card, TI-2-5 
moot court training, I-5-7b;I-6-4a; 

II-1-Sa 
performance ratings, I-5-7b 
program, I-6-4a 
promotions, I-6-4a 
qualifications, I~6-4a 
time and attendance registers, I-4-Sa 

demands, civil, authority to serve, Il-1-1 
employees (See em~loyee and employees.) 
period ·, II-4-7 

delay in reporting, II-4-3 
dictation slips re belts or 

cylinders to contain, 
II-4-25; II-8-l 
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Investigative (continued) 
renorts, II-4;.7 ,15 (See also r .eports.) 

correlation and prenaration of 
bv investigative clerks, I-6-4a 
by special employees, T-6-8 

service, basis tor promotion of 
' Agent, I-6-5 

Investigators, accredited, in·quirie s 
· directed to employees, I-16-8 

Investments in enterprises, I-l-3;I-16-4 
Invitation to bid, II-7-17a,l7b 
Invoices, II-7-23 

automobile repairs and 
services, II-7-21,23 

telephone and teletype, II-3-15;II-7-24 
Involuntary oervitude and slavery, 

closing case, II-3-16 
Issuance of transportation requests, II-7-1 
Itinerary, II-2-2,4a 

destruction, II-2-2;II-3-15b 

James v. U. S., II-5-3 
Jencks Act, II-8-14,1 7a 

applicability of to admini•trative 
proceedings. n-e-16 

Government agent as witness; 
producibill.ty of agent's 
prior written reports, II-8-17a 

interviews, RCMP, II-9-10 
state court requests for reports, II-8-12a 
statements and reports of witnesses 

in criminal cases, II-B-14 
Jewels (as evidence) 

storage of, II-3-12;II-8-20 
transmittal of, II-3-3a;II-B-22 

Joint investigations, I-1-5 
Judges 

employees not to participate as 
in controversial matters, I-l-4 

information from re convictions, sentences, 
verification of, II-8-10 

name checks for Federal, II-5-5 
Julian date, II-7-19,19& 
"June," use of, II-4-33 
Jury 

duty, payment tor, I-4~3 
panel investigations, II-9-8 

Bureau authority required, II-8-6b 
Justification re 

continuance payment of 5ecurity 
and racial sources of 
information, letter ~e, II-6-7 

resident agencies, II~2-7a 
travel, II-2-4;II-7-2,6 

Juvenile Delinquency 
Act, II-4-9,25a 
articles, II-6-2 

Key facilities 
classification of reports re, II-4-54a 
synopsis, information re, II-4-15a 

Keys 
maintenance ot, II-3-lb 

automobile, II-7-20a,2lb;II-B-2 
to resident agencies, II-2-9 

automobiles, II-7-20a,2lb 
service award, I-14-9 
to imprest fund, II-7-28 

Klan-type organizations and hate 
organizations 

summary report, II-4-25b 
thumbnail sketches, II-4-23 

"Know Your TBI." pamphlet, I-3-3 
Korea GI Bill, I-11-4 
Korean telegraphic number, II-3-4;II-4-4,Ba 
IW-7 automatic encoding-decoding system, 

, II-4-58,59 
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Revolv erst where retained, II-3-la 
Rewards (may not accept), I-l-4;I-16-4 
Road test, I-13-1,2 

failure o f, I-13-3 
regulations, operating Government-owned 

vehicle, I-13-2 
Road trip, II-2~ll;II-4-5 
Roadwork box, II-3-17,18 
Robbery 

notification to Bureau, -II-3-30 
reporting results of inTestigation, 

II-3-30;II-4-2a,2b 
Rough drafts, II-4-5,25 
Routing slips, II-4-50 

approval, II-4-52 
FD-342, transmittal of letterhead memo­

randa and anonymous letters 
by, II-5-4,9;II-8-6a 

filing, II-3-7a 
publications, used to inform Bureau re 

status of, II-4-50;II-6-5a 
reserve statu s , advise Bureau ot changes 

in and action re, I-11-5; 
n-4-5oa -"\· 

oyal Canadian Mounted Police~ 
cinal letter, copy to, II-8-26 
interviews, II-8-10 
leads in Canada, II-8-9 
reports, production of, II-B-10 

Rules f~r grad.ing tests, I-B-la,2,4,5,7 
Rumor or gossip 

di s semina t i on, II-5-7 
r eporting, II-4-16 

SAC 

Docid:32318828 

absence from office, II-2-2,3 
Agents approved for supervisory 

or administrative 
assignments to 
be aware of 
responsibilities, I-7-1 

annual lea v e, I-4-2a,B;II-2-3 
travel of, II-2-3 

applicants handled properly and 
coverage. of sources 
complete, I-10-3,12 

automobiles, responsible for, II-7-2lc 
availability of, I-4-2a,8;II-2-2,3 
award l e tters, presentation ot, I-14-8,9 
b ill o f lading, II--7-17 
briefing of clerical employee 

under foreign 
t ransfer, I-12-5 

cards, personal or business, I-1-5 
cases, following, II-4-2c 
circular letter· to banking 

i nstitutions, may 
approve, II-6-3 

clerical supervisors, recommendation 
, for, I-7-2 

closing cases administratiTely by 
memorandum on authority 
of, II-3-16 

destruction of, II-3-15& 
conduct, improper, must-report, I-1-1 
conference, direct 4gento• annual, II-1-1 
contact o , II-6-7 

calling upon by SAC, II-6-B 
definition, II-6-7 
index, possession or, II-6-8 
roster, submit to Bureau, II-6-8 

cooperation with by other employees, II-3-1 
daily reports, II-2-6 

initialing changes on, II-2-7 
equal employment opportunity, 

responsibilities 
re, I-10-3,4 

exclusive jurisdiction, II-2-1 
e :ucuting 

form SF-1094, II-7-24 
receipt f o r GTRs on hand when 

transferred, II-7-1 
FBI National Academy, II-l-6,6a,6b,7 
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SAC {continued) 
firearms, responsible for, II-3-la 
Government 

employment policy, responsibilities 
re, I-10-3,4 

transportation requests, issuance 
of, II-7-1 

housinll 
absence for employees to find, 

\ I~4-5;I-12-l;I-14-2 
inspection of places recommended to 

personnel for, I-14-3 
make certain employees uot. living 

in questionable 
quarters, I-14-2 

inspections, II-2-lO;II-3-l,lb 
instructional books, review of, II-3-lb 
interviewing Bureau employee aspiring 

to Agent position, I-2_-2 
language ability of Agents, ' 

responsibility, II-2-le 
leaTe, I-4-2a,B;II-2-3 
letters, II-4-51 

approval, rr~~-52 
destruction of, II-3-10,13b,l4 
indexing, II-3-5 
reproducing, II-2-la 
security afforded, II-3-l;II-4-51 

list of clerical employees by grade and 
EOD, I-6-1 

mailing list of f!.eld divisions, II-4-65 
monographs, study of, responsible 

for, II-8-23 
news media contacts, II-6-9 
office ·maintenance, responsible for, II-3-1 
performance ratings, s~bmission of, I-5-l 
physical examinations, review of ST-89, - I-16-3 
police instructors, audit of, I-5-7; 

II-l-9a,l0 
press 

contacts, II-6-9 
releases to be handled by, II-6-l,la 

promotion of Agent, recommendation !or, I-6-6 
pr o perty, respons i ble for, II-3-1 
pub:ications 

handling of tc receive proper 
superv ision, II-6-Sa 

inform Bureau currently re, II-6-Sa 
radic, :-esponsible tor 

equipment, IJ-4-63 
personnel. J-12-la 

register ~3, II-2-5,5a 
initialing changes on, · II-2-5a 

rep,.g_rt of presence ot employee~ in 
travel status to be 
received by, II-2-3 

resident agencies. inspection ot, II-2-10 
Y"esident Agents 

acquainted with -. work.o! before 
recommending, II-2-7a 

supervision o f, II-2-8 
service awards, presentation of, I-14-9 
space matte~•. insure negotiations with GSA 

co-nform to Occupancy Guide, II-3-1. 
speaking engagement• handled by, II-6-2 
special electronic investigative aid•, 

responsible for; II-4-63 
ten-day interTiew, I-3-2 
training of e~ployees for foreign 

aaaignment, I-12-4,5 
traTel of, II-2-3 
weight, recording of, I-6-4,4a,6 
whereabouts ot, II-2-2,3 
working guides, reTiew of, II-3-lb 

Safe-dep~eit box, II-3-12;II-B-21 
Sate driTing record certification, paot, 

I-13-1 
Safeguarding intelligence information 

l:xecut1Te Order 10501, II-4-53 
Sa;::cial oontrol markings, II-4-57 

code books and cipher pads kept in, 
II-4-59 

combination, II-3-la 
inapeetion of, Il-3-1 
inTentory of, II-3-1 
security of, II•3-la 

Safety-oonacioue attitudes, diaouea at 
conferences, I-14-ll 
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Wide Area Telephone Service, 
II-4-65 

Within-grade increases, I-6-10 
leave without pay, I-4-5 

Witnesses 
automobile accidents, obtaining 

statements from, 
I-13-4,5,6 

delay of trial, II-B-18 
employees as, II-l-2;II-B-l0 to 19 
evaluation of, II-4-6 
fees for appearing as, I-4-3,4 
Government agent as, produoibility of 

prior written reports, 
II-B-l7a 

J:~e~fieations by, II-4-lB;II-B-6 
\; RCI1P, T!-8-10 
· ec ing infonna.tion received from, 

II-4-4 
statements 

and reports of, production or, 
II-8-14 ' 

favorable to defense, reporting, 
II-4-4,16 

testimony of favorable to defense, 
reporting, 
II-4-4,16 

Wives of Bureau personnel 
attendance at police conferences, 

II-l-12 
get-togethers, I-3-3 

Women 
equal employment opportunity, 

I-10-4 
tours ot duty, I-16-7 

Work 
Agents• joint investigations, 

I-1-5 
leave, employees cannot be required to 

work tor hours charged, 
I-4-2a.,2c,7 

loa.d 
comment re in recommending transfer, 

I-12-3 
monthly a.dministrative report, 

II-3-19 · 
resldent agencies, justification, 

II-2-7a 
sharing of, I-4-16 

performance ratings, I·-5-4 
outside (See outsid~ employment.) 
permits (SOG), I-16-6 
record a factor in considering allegations 

or misconduct or improper 
performance ot duty, 
I-9-2 

sheets, destruction of, II-4··;:d 
suspension without pay, work ~bile on, 

I-9-4 
Working 

guides, II-3-lb 
hours 

odd-hour shifts, I-16-6 
o1'1'ice, I!-2-·4 

Write-ups, interesting case, 
II-6-2 
(See al•o interesting 
case write-ups.) 

Zero i'iles, II-3-7,8,12,13 
destruction of 

Bureau applicant material, 
II-3-14 

selective service, II-3-13& 
double zero (See double zero files.) 
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