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I. Fifteen Sections of the FBI's
Manual of Instructions
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> v © SECTTON 4. SURVEILLANCES'AND RAIDS - . _4A

A. SURVEILLANCES IN GENERQ ‘

_+..1,  The maintenance of surveillances requires the use of the utmost discretiony
»i, . .coommon sense, and good judgment on the part of the SACs and the Agents. .-
;.  Arbitrary rules cannot properly be laid down or adhered o for this type .
v .0f investigative 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
..0f evidence, and conducting raids are investigative techniques, and, of
course, practical experiernce in this particular activity is the best \
. ‘teacher, T : )
3. Surveillances are expensive in that they cause the tying up of manpower and
should not be resortcd to unless results can reasonably be expected.
4, In surveillances in cases of major importance SACs should assume personal,
on-~the~scene supervision aund not delegate such command to subordipates.
If a sufficient reason exists to prevent the SAC from being personally
- present at the scene of a major surveillance, the ASAC must be in command,
‘SAC must assure himself that all physical surveillances comply with
: Bureau instructions, and are being given adequate 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
" 4in which they engage. Agent personnel participating on physical surveillances
should be orally advised concerning 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 neccssary to utilize
code words for commun:cations over Bureau radios, the approved list of
code words 1f too long to be remembered may be furnished to the Agent
driving the car but should not be removed from the car during the course
of the surveillance, When the surveillance has been concluded, the list
.0f code words should be returned to the supervisor in charge of the
surveillance,
7. All written data of any kind relating to physical surveillances must be
turned in by the Agents preparing or utilizing same to the field office
at the conclusion of eack day's tour of duty. In some instances
Agents will complete their tour of duby on physical surveillances outside
their headquarters city, and in those cases it will noit be possidble for
.any written data they may have to be immediately turned in %o the field
. . 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 such written data
relating to physical surveillances must not contain anything which would
indicate to any persons unauthorized to have it that the data relates
to physical surveillances. )
8. In every security case involving a subject who has been apprehended for
a Federal violation within our investigative jurisdiction, the office
of origin is to make recommendations to the Bureauw concerning the
necessity for physical surveillance coverage 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 proceedings of
security subjects, making arrangemenits with the Washington FPield Office
or other cffices, where necessary, in order that the office of origin
can be assured that 31t is instantaneously notified of any court decision
affecting the merits of the appeal, The office of origin is to promptly
notify the Bureauw 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.]

<
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SECTIC™ 4, SURVEILLANCES AND RAIDS

1= . 4
TRAINING ‘ : ‘

L. Afford adequate indoctrination and training to Agents a831gned to physical
“-- gurveillances prior to utilizing them. Training should encompass complets’
review of pertinent portions of manual and other relevant material and .
discussion of desirable and undesirable techniques. Discussion should 4
include:

®

- 2.
.'b"

€,

Rotation of automobiles,

use of variety of cars,

changing license tags

Parking in.one place.too long,

parking where subject can observe,

parking in restricted areas, parking surveillance cars in vicinity
Bureaun office, several Agents sitting in parked cars for extended time
Point out value of radlos and flxed observatxon posts 1n aiding with
“parking problems.

Cover alertness re countersurvelllance, attempts of subject to discover
surveillance, operation of other physical surveillances, persons
attempting to take license numbers,

Discuss conditions peculiar to your territory affecting phy51ca1
surveillances,

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

pertinent instructions.

REASONS FOR CONDUCTING SURVEILLANCEQ : ' .
The purpose of the surveillance is an important factor “to keep in m1nd
at all times, and the Agents assigned to surveillances must know the purpose

in order to function effioiently.
for their purpose one or more of

The Bureau surveillances usually have
the following:

l-
-
3-

4,

1.

. 8.

The location of fugitives through the survelllance of relatives or
known contacts .

Surveillances conducted to cover pay-offs in extortion cases
Surveillance of subjects or suspects in espionage, sabotage, or other
national defense cases to observe thelr activities and ascertaln the
identity of their accomplices

Surveillances conducted at the request of other governmental depariments

TYPES OF SURVEILLANCES _ A : K CooE

Fixed surveillances

These are surveillances often referred to as plants, where the Adents
are stationed’'in one location and usually involve the surveillance of
a place to determine the activities and the identity of persons going
in and out of the premises under surveillance.

Mobile surveillances

This is a moving surveillance where the Agents are moving about on foot,
by auntomobile 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:

Close surveillances

Where it is necessary to keep the subjects or suspects under
surveillance at 211 times and where it may involve considerable
activity +to locate the subjects or suspects agaln if they are
lost.

Loose surveillances

A1l 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 surveillance
temporarily rather than risk the chance of being "made." This
type of surveillance is sometimes desirable in very discreet
investigations involving 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,

\ HW 54977 DocId:32989723 Page 8 2
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SEC 64. SURVEILLANCES AND RAIDS ’ 4E - G

'Ii ) ) . 5

E. SURVEILLANCE EQUIPMENT ' e
The equipment used on surveillances will depend upon the type and purpose of. ..
the surveillance. The following examples illustrate some of the uses of

technical and other equipment on Bureau surveillances. ) ) j'f

1, Firearms, restraining devices, and lighting equipment on fugitive o
survelllances ’ <

2. Surveillances in extortion cases often require a great variety of equip~
ment, including radio, decoy packages, signaling devices, binoculars, N

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 ithe case. Consideration must be given to changing automobiles
. and/or license plates.
4, Photographic ecuipment can be used in practically all types of surveil-

lances. In this connection, the various types of still—~ and movie~
camera equipment that the Bureau has available and which are described
-« elsewhere in this manual should be kept in mind.

: 5. Radio equipment can often be utilized to advantage on surveillanoes'

i however, care must be taken nct to ntilize such equipment if it will
attract attention by bveing conspicuous.

6. Although cash 13 not ordinarily considered as equipment, it is very
essential that the Agents on surveillances provide themselves with
sufficient cash tc 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 staiions,

{7. Special surveillance devices for major cases can be buillt by the Exhidbits
Section in conjunction with the FBI Labcratory when time permits, When
requesting such devices, include photographs, measurements, and other
informative data which will be needed to build the items. Full Jjustifi-
cation for the request must be included.]

Laan R Wane W N |

F. DRESS OF AGENTS ON SURVEILLANCES .
It is extremely imporftant that Agents on surveillances dress in such a
manner so as not to attract atitention by looking out of place in the areas
. where they are working. They should at all times try to blend into the
. background and mazke themselves as inconspicuous as possible. This may
involve wearing sweaters, slack outfits, or overalls in some situations and
in others may even reguire the wearing of formal attire.

G. KNOWLEDGE OF THE SUBJECT UNDER SURVEILLANCE

1. Agents on surveillances should famillarize themselves with the file of 2
case and uvtilize every other possible means of obtaining a knowledge of
the subject that they are to have under surveillance.

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

J{~13-~5¢
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ACTIVITIES OF AGENTS ON SURVEILLANCES et o . . Té

1.

|
L

2,

W

REN

SECTION 4..JRVEILLANCES AND RAIDS ‘

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

Agents on surveillances must be constantly on the alert for countersurveillances
on the part of accomplieces of the subject, For example, when a surveillance

is being conducted on foot, it is desirable to have one of the Agents walk on
the opposite side of the street from the subject in order that he might be in

a position to observe any countersurveillance activities on the other side of
the street, Agents on fixed surveillances must, of course, always be on the
alert for microphone plants and taps on the telephones being used by the

Agents. . .

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, :

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 cases It is extremely important that
Agents immediately communicate with the[supervisor (or SAC)Jwhen the surveil-
Jance 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 importance of the coordination of the
Agents working on the surveillance with the[supervisorlby means of telephone
and in some instances radio, cannot be over—emphasized, and in order that
this might be effective, 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,

TING OF PREMISES FOR USE IN FIXED SURVEILLANCES

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,

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

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
guarters for the surveillance; however, in such instances, the intimate
details of the surveillance and the case under investigation should never
be disclosed to the person contacted ro matter how reliable he may appear
to be,

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

HW 54977 DocId:32989723 Page 10
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5.

6.

o~

SEC 64. SURVEILLANCES AND RAIDS 4 - X

‘
.

The Agents on a fixed surveillance should use extreme cauvtion to prevent i

‘fire hazards. Their personzl habits and conduct should be such that thersd

will be no cause for complalnm from neighbors or those from whom the s
property is rented. A
The arrival and departure of Agents assigned to the.survelllance 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, v
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 surveillance 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 to0 prevent the loss of
Bureau property, or the subsequent identification 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
possibility 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 surveillance.

‘Je SURVEILLANCE SUPERVISION

1.

2,

3.

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 SAC or supervisor immediately advised of all major developments,
All Agents must assure themselves that the SAC is kept informed., The
designated Agent must be advised by supervising official on a continuing
basis of 211 information pertinent to the surveillance.

Surveillance logs must be reviewed and coordinated on a daily basis by
appropriate supervisor. fter review, log must be furnished promptly by
supervisor to substantive case Agent for action,

SAC must immediately advise Bureau of any development of major imporiance
or potential embarrassment., Advise SAC (and through him Bureau) of any
situation where surveillance is "made" by subject.

X, SURVEILLANCE LOGS

1,

Fach Agent participating in physical surveillances [in all criminal-type
cases and in security cases where the activity observed might result in
prosecutive action shouldlmaintain separate surveillance notes in the
form of a log reflecting in ckronological order only his pertinent
observations noted during tour of duty. ZEntries noted on these logs

. should be made as ‘'original entries whenever possible. If physical cir-

HW 54977

cumstances prevent recording directly to a surveillance log, appropriate
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 compile it are to be retainsed
permanently so that an Agent testifying to a surveillance will, if-
necessaxry, produce and refer to only his own original notes, Logs are

t0 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
Jog utilizing his Bureau name, [Leep in mind that Agents' individual

~surveillance logs and notes used to prepare these logs may be produced

in court. Accordingly, it is essertial that their physical condition
and contents be above criticism or doubt.]

i3

+
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.In security cases only, when the activity observed on a surveillance
“is not believed to have prosecutive possibilities, a composite surveil—.yﬂ

¥

g ‘N 4. SURVEILLANCES AND RAI’ I ) 4X

¢

lance log may be submitted. This log should[list, }Jin chronological
order, the results of an entire day's surveillance for each subject.

Bach Agent is to place his initials opposite those éntries[showing]lhis
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 2 cover sheet attached to the composite log., It is not
anticipated that a composite log will be produced at .2 trial; however, it
is possible that some activity observed, although not appearing at the
time to have prosecutive ramifications, might, at a laler date, have such
possibilities requiring the producition of a composite log. It is, there-
fore, essential that the physical condition and contents of composite
logs be above criticism or dcubt.

Individual surveillance logs and composite logs should be made on lined,
white; letter—~size tablet paper, preferadly 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 leave blank lines between
items on log. PFirst time entered will be time surveillance commenced.

If subject is not observed, entry should show: "8:00 a.m. to 5:00 p.m. ——
subject not observed this date." Show reasons for discontinuing surveil-
lance on cover sheet. Cover sheet may be used on continuing basis for
administrative data. If you wish to use cover sheet, submit proposed
form for approval. Cover sheet should contain only administrative infor-
mation. '

In security cases, when individual logs are submitted[showinglactivity
which might result in prosecuiicn, an administrative composite logl{may]

be prepared[listinglin, chronological order the results of a day's
surveillance on eachn individual. Entries[showinglan Agent's observations
are not to be initialed by him nor is each participating Agent to sign the
composite log. These composite logs will not be introduced in court and
will be prepared for administrative use only and to facilitate reporting

and channeling information., "hese composiie logs should be filed
separately and apart from the original logs. Separate subfiles, may be
utilized for this purpose. In criminal cases, composite logs may be

compiled if circumstances in individual cases warrant.,

DocId: 32959723 Page 12

-




aL - M

L. PLAKNING SURVEILLANCES IN ADVANCE : .

1,

SEC ‘ 4, SURVEILLANCES AND RAIDS ‘ -

in extortion cases, can and must Be carefully planned in advance and each
of the Agents assigned to the surveillance should know exacily what his
duties are and just what is expected 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 and the surrounding terrain explained %o
the Agents by blacihboard diagrams or other illustrative methods,

In other types of surveillances, certain problems arise again and again v
which can and should be planned in advance., For example, the problem of
taking over a surveillance »% a railroad station comes up very frequently

in most field offices, zud .02 1s no reason why detailed plans cannot be
worked out in adva.ace and discussed at Agent conferences so that all the
Agenis in the office will know the details of such plans., The same pro-
cedure should be worked out for handling surveillances at airports and bus
terminals, as well as other surveillance problems peculiar to the particular
field office, such as hanrdling surveillances on subways, ferry boats,
tuanels, and other means of transportation.

Certain types of surveillances, such as the surveillance of pay-off spots"i 'ﬁjé

M. RAIDS Id JGENERAL ) . .

1.
2.
{
[
HW 54977

When a dangderous assignmenl arises in which the practical application of
firearms might be reasonably anticipated, the SAC must personally take
charge. SACs must assume leadership in raids or arrests where firearms
migiit be used and in mujor cases of great importance even though there

is no indication that firearwms might be employed, Unless emergency
conditions prevent prior notification, the SAC or person acting in his
absence must be immediately notified when such a situation arises, before
action is takean toward apprehension, The Bureau should be advised by
teletype or telephone of the aname of the official who will be in charge
of the dangerous assignment., If the SAC or ASAC will not be on the spot
in charge, csufiicient explanation should be outlined which will iadicate
the reasons for the inability of the above-—named official's participation,

If a major case is being investigated involving the hot pursuit of fugitives }
which rejuires a concentration of Ajents, it is incumbent upon each SAC to

arrange foxr 24-aour coverage in the resident agencies in his territory where

the activity is such that it cau be expected there will be numerous phone

calls znd contacts from co-operative citizens and other law enforcement

personnel. Where necessary, male clerks may; be utilized to effect such

coverage, Ho such coverage should be initiated without Bureau authority.

A raid is an offensive type of operation characterized by the suddenness

of its delivery., The purpose of conducting rzids is usually to apprehend
individuals or search premises, o 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:

2. Speed

b. Surprise

c. Simplicity

[4. Safety of 2ll personnel .
e, Superiority of manpower and flrepower}

[
-

. & . | . rs-.
5~14-13 ‘ - L

roith
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' : SECTIOF .SURVEILLANCES AND RAIDS | 4%
PLANNING RAIDS

1, ZEvery raid should be carefully planned in advance to insure the greatest
faotor of safety to the raiding party and innocent bystanders, and to
prevent the escape of the persons sought.

2, One individual designated as a raid commander should be responsible 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 escapes, streets, alleys, and roads,

A neighborhood investigation 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 could be stationed in neighboring homes or apariments. A map or

diazgram should be prepared following +this survey and should. be shown to

the Agents participating in the raid. )

4. On the basis of the information available, the raid commander must deter—
mine the number of persoms to be in the raiding party, the time when the
raid is to be conducted, the equipment necessary, and issue instructions
so that each individual Agent on the raid will know exactly what is ex-
pected of him and just what action he should take under circumstances
which can be readily foreseen. In planning raids, the following questions
must be détermined by the raid commander:

a. Number and selection of raiding party
(1) The party should include only Agents who are properly quallfled

in handling flrearm5° 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 ve able to recognize each other under
emergency cilrcumstances, 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 the arrest and others will te 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 ccvering Agents to prevent escape of the individual sought
in the event he emerges from the house after the raiding party
enters,

b. 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 availabdble.
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 tke daylight comes permits the observation

of the place and occupants during the raid.

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

N «

.
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- 0 ' ) SECTION '.SURVEILLANCES AND RAIDS ‘

d. The equipment to be used will be determined by the raid commander- and o
will depend upon the circumstances of each particular case, Obviously i
high~powered rifles cannot be used in congested areas and the type of .
firearms used will conform with the location of the place to be raided -
and the proximity of neighboring houses and 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-— Y
ularly alert to display suitably their identification, either by means o

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 %o identify Agents on the raids
and Agents should display badges prominently on the outside of their
coats, Of course, 211 automobiles used in the raid must be filled
with gasoline and oil and be in perfect running condition,

[Bach office is to maintain & supply of arm bands in sufficient quantity
to provide 50% of +the Agent personnel with them.] -

e, An assembly point should be designated near the place which is to be
raided where 211 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 %o 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 atiracting attention to their movements.
When carrying firearms, 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.

APPROACH TO THE PLACE TO BE RAIDED
l. The exact manner in which raidirng Agents and cover Agents should approach
the place to be raided depends upon the tyre of place raided and the
surrounding terriiory., In any event the approach should be made in such
a mannexr as not to warn the occupants of the raid objective before all
of the Agents are in their proper 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 auio~
mobiles to conduct a raid, thesé cars should not proceed from the Bureau
office or garage in a caravan and should not collect at any given poin%
near the place to be raided at any appreciable length of time prior +to
the time the raid is %o 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,th;s, the Agents
should be required to set their watches before leaving the office and
be instructed to proceed over different routes, meeting at a given point
;at,a given time 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 agains%.
'« Prior to giving the signal for the beginning .of the raid, the raid commander
should kncw definitely that 2all. of the men are in position and have had
an opportunity to make use of whatever natural cover is availabdle,

g , .
b13-6) ‘
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ENTERING THE PLACE TO BE RAIDED ot

1. Raids may begin by a signal from the raid commander to the occupants of W .

: - the place being raided, advising them of the official identity of the e
raiding party and requesting their surrender. Sometimes this can be #

. accomplishéd by a telephone call and in other instances it will be necéssary

- 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 raid commander, after providing for appropriate
outside protection of the premises, approaching the front entrance and >
demanding entry after making his prosence and official capacity known,

2. Both the Paiding 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 belng raided do not surrender and are known
to be dangerous and desperate characters, tear gas should be utilized to
forco 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,

Agonts entering the house thereafter should use exireme cauticn to guard
against surprise attack by others hldlng in the house whose presence was
not contemplated.

1”4. In any raid the participants shoald clearly identify themselves as Special

Agents of the Federal Bureau of Investigation to all persons in the place
being raided and those nearby so that .no clalm can be made by subjects that
they were being hijacked by other gangsters, "Tdentity should be made known
verbally by a loud clear statement on the part of the raiding officers that
"We are FBI Agonts," or "We are Special Agents of the FBI," and by the
‘display of badges. .

DUTTES OF COVERING AGENTS

1. The primary duties of covering Agents are to cover the approach of the raiding
-Agents to the house and prevent the escape of persons sought, Ordinarily no
Agent should fire unless he observes someone firing out of the house.

2. When persons are seen emerging from the house, they should be advised of the
raiders! identity and called upon to surrender, If, however, they come out
of the house shooting, the covering Agents should immediately return fire.

3. It is the duty of covering Agents to guard against 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 possibly 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 aparitments.

4., It should be realized that raid commanders assign sufflclent personnel

- to all areas outside the premises %o meet any reasonable emergency that
may arlse., 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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SEC" JON 4, SURVEILLANCES AND RAIDS

The covering Agents should remain at their positions of duty until the rald -
commander instructs them to leave. T
When possible, covering Agents should locate and disable automobiles of the
occupants of the honse as soon as possible after arriving at their posts 1n
order to hamper the escape of the occupants should this be attempted.

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 %o make such action advisable.

R. AGTION TO BE TAKEN AFTER THE RAID . o ’ ‘ : ' !

{ 1.
2.

3.

4,

[Deleted]

All persons apprehended durlng 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 inguest by local authorities is necessary, arrangements can
usually be made for one or itwo 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 Bureau's rule that Agents should shoot only in
self-defense,

" 8. BLOCKIWG OF ROADS

1.

HW 54977

Several situations may arise which will require that one or more roads be
blocked., The purpose of this procedure will largely determine the methods %o
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 blo¢k
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 mnatural cover is
afforded for the Agents engaged 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
blockads at a place where it cannot be observed from a distance and
thereby enable the approaching cars tc turn around and go back without
approaching the blockade. Wocden 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 2 considerable distance from the barricade
up and down the road to stop any vehicle which may attempt to iturn around
and go back when they observe the barricade.

H
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“"?o block a road and stop a specific automobile can be done by selectings
- a point in the road which is relatively narrow and extending a rope or

cable across the road with a stop sign attached to the center, One end
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 a tree or pole im such a manner
as will permit the rope:.to be pulled taut across the road and securely
fastened, Agents can be stationed under cover to pull up the rope or
cable when the wanted car approaches. Other cars will not be stopped
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 obsiruction it will 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 from which the car is expected to appear, and these Agents
have the duty of watching for the wanted 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

v

- under cover on one side of the road should traln their guns on the car

and commmand the occupants to alight,

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 intersectiom or in a filling station, who will

.be on the lookout for the wanted automobile, ©One or more cars with

Agents should be stationed at a point at a considerable distance down
the road but within view of the first car so that signals may be ex-
changed, When the wanted car approaches, the first car will signal

to the Agents in the other cars who will drive their cars across the
road in such a manner as 1o completely block the road and force the
oncoming car to stop or turn around, 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, the Agents in the first car can use
their car to block the road.

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,
high embankments, or heavy woods 1o prevent the wanted persons from
driving around the barricade through 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,

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 apprehcn31on or require him to get out

of the car in questlon.

Whenever a roadblock is established in which any Bureau personnel is
physically présent 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 furnish full cooperation, ZFach SAC will be
held personally responsible to see that any such roadblock is complete
and no exocuse 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 highway.

. il
: 61357
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SEG™ ON 4, SURVEILLANCES AND RAIDS

Law of search and seizure

Agents operating a roadblock should be familiar with the law of search ani
seizure as stated in Bureau{monographs on this subject furnished +o all ™

officesland in Training Document 13,
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[R." DATA PROCESSING SECTION, COMPUTER SYSTEMS DIVISION
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Automatic Data Processing (ADP) assistance is provided by the Data
Processing Section (see MRR, part II, section 3, pages 28 & 29).
Computers and other Automatic Data Processing Equipment (ADPE) are
involved in every facet of business and Government. Therefore, it
is very likely that computers or other ADPE may be directly invoived
in a criminal violation or a security matter of FBI jurisdiction.
The Data Processing Section should be immediately contacted. Expert
ADP personnel are available to provide assistance.
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. : FOR OTHER GOVERNMENT AGENCIES
» » - .

Bureau is required 4o cond' applicant-type investigationgf persons seeking
governmental employment and employed in executive branch o ederal Government

as a result of laws and Executive orders: in certain categories and by agreements

betweon Bureau, Department, President, and other govermnmental agencies. In
addition, Bureau is recuired %o conduct investigations in certain instances of.
nongovernmental employees or applicants (1) whose duties require access to ’
highly restricted daza, and’(Z) U. S. citizens employed or being considered for
employment by public internaticnal organizations. Specific information con-
cerning authority to conduct these investigations will be furnished by Bureau
t0 field offices upon reguest. ‘ :

-~

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

A. CLASSIFICATIONS AND ADMINISTRATIVE PROCEDURES
The following instructions apply to investigations of applicants and
employees for oither Government agencies, Special instructions pertaining
to individual categories are furnished at the end of this section., Bach
Agent must familiarize himself with the general and special insiructions.
1, Classifications
a. 116 - Atomic Energy Act - Applicant or Employee (AZAA or AEAE)
b. 151 ~ (Referrals from Civil Service Commission (CSC))
Peace Corps (PC)
United States Information Agency (USIA)
National Aeronautics and Space Administration (NASA)
Atomic Energy Commission (CSC)
U, S. Arms - Conirol 2nd Disarmament Agency LACDA)
Agency for International Development (AID)

) .
NOU S WN -

(1) Departmental Applicants (DAPLI) ‘
€2) [United States Courts Applicants (USCAPLI)]
3) Maintenance Emplovees %néme of field office)
ds 161 ~ Special Inguiries for the White House, Congressional
Committees, and Other Government Agencies
e. 140 - Security of Government Emplovees (SGE) (Z0 10450)
f. 138 - Loyalty of EZEmployees of the United Nations and Oi¥fer
. 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"; "Who's Who in
(State, City, or Section)"s "Who's Who in (Profession)"; Directory
of Directors; Martindale-Hubbell Law Directory; and other
proféssional directoriss. Information in Identificetion Division
(::’ files and Bureau files is sent to field if peritinent for investigation
and.inclusion in report. ' '
3. Assignments of cases
Must be searched, opened, anrd assigned immediately Investigation
is to commence immediately. :
4, Indices searches
Bureau indices in applicant case (not SGE & LEUN) are searched only
" against applicant’s name, names of deceased relatives, and names of
relatives residing in foreign couniries. Fach field office must
carefully search names of following against indices:
a. Applicant .

" Include variations and additional names developed during investiga-
tion. Advise Burecau and interested offices of additional names
developed.

be Close relatives residing in field office territory
Search must include 2ll names used by relatives. Include maiden
name of applicant's spouse. Questionable i1dentity must be resolved.
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SECTION 19. APPLI g AND EMPLOYEE INVESTIGATIONS DUCTED
FOR OT GOVERNMENT 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. .

¢. Refercnces
Name should be searched through office indices where reference
resides. Names may be searched only as they appear in reference
material furnished. Searches of variations in name and initials
not regquired, 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 to0 search against indices names of
other persons and names of organizations with which applicant
has been identified. Where common sense dictates, names of per-
sons with whom applicant has been closely associated during his
adult 1life, such as roommates, close social friends, divorced
spouses, and others where relationship would warrant, must be
searched agalnsp field office indices.

Deadlines : i

2. Deadline date is date report to be received at Bureau.

A1)l deadlines are figured from date of order letter and cannot
be changed without Bureau authority.

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

deemed warranted, form £D-205 or other communication must
reach Bureau by deadline.date advising

a Reason for delay

b When report will reach Bureau :

¢ No azdminisirative action warranted - This decision must

be made by SAC or ASAC,
(2) If deadline will not be met and administrative actlon deemed
warranted, letter must reach Bureau by deadline date advising
a Reason for delay
b When report will reach Bureau
c Type administrative action recommended and reasons there-
- for
(a) Identity of personnel involved, together with memoranda
of explanation from such personnel

Prior applicant investigations

If field files disclose previous applicant-type investigation conducted

by Bureaun, following steps should be taken in all cases:

a. . Bring previous invesitigation 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-
viewcd who furnished derogatory information,

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

¢, If previous investigation was made within six months precedlng
receipt of new request ang. AL it, was then complete, conduct no
investigation and RUC. ) ’

. Leads for other offices

a. Set out leads for other offlces 1mmed1ate1y when they become known
during investigation. Use most expeditious means of communication
commensurate with economy to meet deadline, .

b. Furnish Bureau copy of communications setting out leads,

e

.
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FOR NTHER GOVERNMENT AGENCIES

In general, following information should be incl\’d in communications
setting out leads for other offices which have not received copy of
Bureau laster ‘nﬂulﬂtlng investigation:

(1) llame, aka's, and any other title information, such as 2zone
de51gnatzons in title of AEAA cases

2 Charzcier . . ’

3 Bursau deadlin C

4) Any dwta neces sary to identify anpllcant, such as birth data,

’ - description, a2nd social security number 1f lead is to check .
" emapleyment " - .

25;. Specific lead o . ’

6 Brief description of any derogatory information developed

Receipt of additionzl information in closed case

a.
b.

d.

~ s

Recheck officde indices.

Determine idantitias of original sources of all new derogatory data
and inierview if possible. Furnish Bureau information without delay
in letterkead mm2morzndum or supplemental report, Use teletype if case
warrants, such 2u Presideniial =zppointee.

If .circumstances warrant, €.g., additional investigation appears
involved a2md cannoit be 1mmediate1y completed, Government employee is
promlne”u individuwal, etc., 2advise Bureau by appropriate means prlor
4o initiating =d ional investigation, .

If indicasion in idual no longer Governmeni employee, verify cur-
rent employment immediately at inception of investigation, -

{..h Q)
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INVESTIGARICH
Objectives of investigation

Qe

To d=termine: :

(l) Charactar - general traits; reputation as to sobriety, honesty,
trustworthiness, reliability, and discretion; activities revealing

- lacl of such qualities

(2) Loyaity - actions and statements revealing person's attitude
and allegiance %o U. S. and its constituted form of government
or sympcthies with any foreign government or ideology

(3) Associations - %types of persons, groups, organizations, or

. movements with which the prerson has been associated, with
particular concern as %o whether any of his associations have
been of undesirable or disloyal nature

General instructions
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Results zre furnished other Government agencies for examination
and adjudiication.

Investigation must be Dainst@kingly exact, fair, and unbiased.
Interviews must be thorough and exhaustive and include persons in-
same age group as applicant.

Purpose of interviews is to get information, not to give infor-
mation. ALvoid possibility for accusation of character assassina-
tion oxr spresading of rumors.

Do not convey impression that person investigated is under sus-
picion or that investigation is of criminal or subversive nature.
Advise persons interviewed that investigation is parsonnel-type
background inguiry conductsd because individuwal is under consid-
eration for Government employment, employment by a public inter-
national organization, or may havg access 1o restricted or secret
inforration in which Government has inierest.

Unless so instructed by Bureau, do not dlSClOSC identity of
requesting agency or position involveld, .

o such thing 2s routine investidation, Imperative cach case
apprvoachsd with investigative inquisitivencess to secure all 1nfor—
mation both favorable and unfavorable.
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i SECTION 19, APPLICAMT AND EMPLOYEE INVESTIGATIONS CONDUCTED ’ )

FOR OT ‘)OVERNI'IEHT AGENCIES /l, -

3. Scope of full field investigations ) ' L BN
Account for all periods of adult life. . )
2., Birth . -

d.

(1) Ascertain date and place of birth. This may be done from
such sources as school and employment records. .
{(2) Verify 2t burcau of vital statistics when
a’ Parents foreign born
b Investigation develops inconsistencies in birth data
¢ Investigotion otherwise indicates necessity for verlfylng
birth data
Naturalization .
If applicant foreign national or obtained citizenship through
naturalization or naturalization of parents, check Immigration and’
Naturalization Service or court records.
Education .
(1) -Verify college attendance and degrees. Detailed record of '
studies and grades not desired. Interview teachers and fellow
students; mere verification of attendance is not sufficient.
(2) Cover high school attendance only if it was within preceding
six years, or if special reason exists for doing so,

Marital status - -
1). If any guestion, resolve through appropriate records, N
{2 Verify divorce and dedermine reasons if pertinent. . )
3 Interview divorced spouse if appropriate. ! e

Employment

(1) In SGE cases Government employment.or ‘status of applicant

: must be verified within thres workdays of receipt of case in
office. ' :

- (2) Verify 211 employments, including any additional ones devel-

g«
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oped during investigation; examine 211 pertinent files 2zt
places of employment; ascertain why employment was terminated
in each instance. Ascertain dates of empiloyment and positions .
held; note discrepancies with questionnaire or application )
form., If employmert records are unavailable for extended .
period, set out that fact in report, together with resunlts 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 bu31ness for himself, interview
competitors and neighboring businessmen.

‘(4) Periods of unemployment must be investigated and accounted for. N

Military service records

2

-&lg Review if indication applicant served in armed forces.

Report complete military record, including honors bestowed,

type of dlscharge received, and Reserve status,

Neighborhoods :

(1) Interview neighbors 2t 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 =211 neighborhoods where it might
be expected derogatory information could be further developed.

(3) Do not waste effort in endeavoring to conduct inaquiries in

neighborhoods where applicant resided for very bdbrief periods,

such as one month in a trailér camp.
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SECTION 19. AT LICANT AND EMPLOYEE INVESTIGATTONS CONDUCTED " 19B
1 ‘THER GOVERNMENT AGENCIES ~

(4) Do not conduct neighborhood investigations 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
investigations on prominent people, immediately furnish per-
tinent facts to Bureau for authorization. Concerning persons
not falling within prominent categories, be alort for
information which would indicate that a neighborhood inves~
tigation would be inadvisable and notify Bureau for approval
prior to making neighbaorhard dnoniries.

Lk, References . N

Interview all rerersnces, excepv: '’ :

(L) Do not interview reference concerning whom information is
known which would preclude interview, but if appropriate,
characterize reference.

(2) An isolated reference who cannot be contacted without ex-
penditure of unreasonable 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, show in details of report reference un-
available and amplify circumstances on cover page if needed.

NP

"If derogatory information exists concerning a reference,
ascertain nature and extent of hlS association with applicant.
i. Relatives and associates

) (L) EBach field office must develop identity of all close relatives

and appropriately advise each interested field office, Close
relatives under ordinary circumstances include spouse, parentsy
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) 1Independent investigation is not nornmally conducted on close
: relatives or associates, except in ‘Special Inquiry and
Departmental Applicant[and U. S. Courts Applicantjcases as
noted below. 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 associate, ascertain nature and extent of associa-
. tion with applicant. :
Jo Law enforcement agencies and credit agencies
‘ 1)} Check applicant's name against files of local law enforcement
’ agencles and credit agencies in all localltles of residence
and employment,

(2) Check names of close relatives against flles of local law
enforcemont 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-
t$ive with person on whom record is located., As to applicants,
verify if there is an arrest record involving a criminal
offense or a traffic offense other than a parking violation.
Ascertain not only disposition but check existing court dociet,
blotter, or case file for any additional data that might be
available, Should it be necessary, interview arresting
officers if avajilable.
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(4) Frequently arrests are made on charges which are generic and

indefinite in nature.

orderly conduct,

/ general principles, etc.

Examples of such vague charges are dis-

loitering, suspicious person, investigation,

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 séxual deviation to distribution

of communist literature.

ascertained for inclusion in report,.

3

applicant

e o e e e L e L bR

bureaus within agency.
vidual squad or bureaun must be made.
traffic violations,

edly communist organizations,
free of communist control.
dominated or -infiltrated labor union,
be reported concerning cxtent of infiliration of national organ-
and local in guestion. HExerecise
+0 Burezu which might result from
conveying impression that investigation is being conducted of
an organization,
) to be subversive.
223 Conduct inguiries to verify or disprove alleged affiliation.

ization, regional headquarters,
care to avoid embarrassment

zation on part of applicant.
and extent of participa

o retain employment.

utive Order 9835,
'roport should so state. .

Page 26

Exact nature of such charge nmust be

Some law enforcement agencies departmentalize their opérations
making it necessary to check records of various squads and
Checks of records of each such indi-
"Check should include

Checks should not be limited to police deparitments but must
include records of sheriff's offices and other duly consti- -
tuted law enforcement agencies.
k., Affiliation with guestionable organizations
(1) Ascertain nature of derogatory information available concerning
organization and particular branch in question. In some alleg-
certain branches are substantially
If orgenization is a communist-
brief information should

such as labor union, on basis it is alleged

Executive Order 10450,

Ascertain knowledge of or agreement with policies of organi-
Determine dates of affiliation
tion as member or officer. If member-
ship terminated, ascertain whether ‘terminated prior %o such
time as organization may have becen publicly declared subversive,
If organization is a communist-dominated union, endeavor to
determine whether membership may have been necessary for person
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 communist-dominated union has been terminated, endeavor
to determine whether termination resulted from disagrecement
with policies or from a desire to prevent difficulty in con-
nection with present application for employment,
(4) Contact appropriate security informants familiar with disloyal
or subversive affiliations alleged.
l. Associztion with guestionable individuals
(1) Ascertain degree of association and awareness on part of person
under investigation of activities of questionadble individual.
(2) Extent of influence questionable individual exercises over

(3) If questionable individual previously investigated under Exec~
or Executive Order 10422,
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Include title of poesition, agency where emp’ed, and year
” . investigation condncted. Also report any pertinent data
received subseguent to above investigation.
(4) Search names of questionable associates through office indices.
m. Signed statemeontis
(1 Press to obtein from persons furnishing derogatory data re
applicant and disloyal data on references, relatives, or close
associates.
(2} Not necessary to secure from postal employees who fur-
nish information secured through official duties
(b} Include in opening paragraph of signed statement desires
regarding testifying befdre hearing board and any request
for concealment of identity; e.g.,

!
]

"I, , furnish the following voluntary statement
to , who has identified himself to me as a
Special sgenv of ihe PBI, United States Department of
Justice. I am (not) willing %o tes%ify before a hearing
board in the presence of the employee and his counsel

and be cross-exzmined. (My unwillingness to testify is
due to business comnltnents. I recuest my identity not
be disclosed. )" .

O

Do not include reasons for unwillingness if such will
disclose identity and concealment of identity has been
requested.
(2) 'Reasons for refusal to furnish s1gned statement should be set
out in report.

(a) If person refuses %o furnish signed statement, FD-302
should be used.

n. Availability for testimeny before hearing doard
(1) Persons :urnlshlng derogatory data

Determine availability to testify of persons furnishing

derogatory data,

(= Strive %o have individuvals express willingness to testify
as interest of Government and employece's retention in
employment may be affected by testimony. Do not furnish
advice,

= (b} Inform testimony will have to be in presence of employee
’ and counsel and subject 0 cross-examinatiocn.
. (¢} Individual's desires regarding testifying should be set
(j:f .out in report, including any conditions under which willing
to testify. Reasons for unwillingness to testlxy should
. be shown in report.

(d) Persons inquiring re time and place of hearing, reimburse-
ment for expenses, etec., should be informsd such matters
be discussed with agency requesting their testimony.

(2) Security informants “
Bureau does not contemplate making established active inform-

. . ants available for testimony before hearing boards,
a Report informant unavailable for testimony.
b If informant later becomes available and is willing to

testify, submit letter bearing informant caption, with
copy for all cases in which informant previously furnished
information., Set forth brief background data re inform-
ant. Comment specifically whether or not informant's
identity may be revealed to outside agencies., Include in
dotail any data which would indicate inadvisability for
informant to testify. Set out following re each case -
identified: Bureau file number; title and character
(John Doe, Treasury, SGBE ); T symbol used to conceal in-
formant's identity in repeort; and page number containing
information from informant.
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(3) Postal employees
(a) Yot nccessary to determine desires re testifying from
postal 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
competent evidence of own knowledge
(v) Will not be made avallable merel to interpret infor-
. mation in report
T symbols
(1) vhere individuwal is willing to have his name made known to
hearing board cr agency but requests 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 confidenitial investigative techniques
(2) Care must be exercised to insure report does noi leave
erroncous impression that informent involved is per-
sohally acquainted with person mentioned. -
(b) Report informant unavailable for recontact. No com-
. ment necessary regarding furnishing signed statement
or testifying. ’

Exhibits
(1) Submit if suitable for dissemination to suvnort derogatory
information.

(a) Since exhibits may be made availabdble 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 Pezsons

. not submitted.
(2) Submit five copies., IFf bulky, requiring extensive repro-
.duction, four copies will suffice.
(3) Submit copies of previous hearings pertalnlng to security
afforded appllcant.

"(4) Writings of applicant

() Submit copies of any pertinent %o security determina-

- tion.

(b) If writings not pertinent to investigation
I. List in report.
II. State in cover page(s) writings not pertinent %o
security determination.
(5) Submit to F3I Laboratory pertinent exhibits containing
?uestioned handwriting.

a) Secure handwriting specimens for comparison from sources

other than direct contact with person under investi-

gation.
b; Obtain at outset of investigation.
c Handwriting specimens should include, if possible, speci~

mens written during period of questioned material,
(@) Describe specimens objectively.
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7/

Tax matters .

Check for tax liens (state and local) when there is guestionable
financial status concerning Presidential appointments, Federal
Judgeships, USAs, U. S. Marshals, Deputy Attorney Genecral, assist-
ant attorneys general, Department heads, and members of Board of
Paroleland U, S, Courts applicants.,] Furnish questionadle

financial standing to auxiliary offices for appropriate checks.
Internal Revenue Service records are checked on all special
ingquiries for White House, 211 Presidentizl appointments, and all
departmentzland U. S. GCourtslapplicants, 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 appiicant; name of applicant's

spouse and Tformer spouses; all residences during applicant's adult

. 1ife; name 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 newspaper morgues for pertinent information on Presidential-

app01ntmenus, prominent people, individuals outstanding in their

field of endeavor, or any other person undsr investigation where
indication check would be productive. If particular newspaper 1is
unfriendly or some other indication exis®ts to make check undesirable,
so state on cover page of report.

Prior Bureau investigations

Not necessary %o reinterview persons who furnished only favorable

information if there is no indication suck person would possess

additional pertinent information

Information from other Government agencies

(L) Reinterview individuals who furnished derogatory information,
() Where interviewee on current interview furnishes same —

information, not necessary to report he previousiy fur-
nished this information to other Government agency
(b} Where interviewee contradicits information attributed to
him by other Government adency'
I. OQOuote information from other Government agency.
IT. Report dlscrepan01ea in information called t0 personts
attention,
ITI. Report interviewee's explanaﬁlon for discrepancies.

(2) Determine identity of original source for any pertinent infor-
mation and interview. If agency unwilling or unable %o iden-
tify its source, indicate reason and agency's evaluation,

(3) When interviewing person previously interviewed by arother
Govéernment agency, do not reveal interview based on previous
investigation unless absolutely nccessary. Such revelation
necessary where contradictory information received, but iden-~
tity of other Govermment agency should not be made known,

(4) As general rule, not nccessary to duplicate favorable inves-
tigation by CSC or employing agency
(2) Cover page(s) should show investigation not duplicated.

Applicants not to be interviewed

(1 Persons under investigaiion 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 rogarding interviews of individuals with subversive’
background, '

»
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. . FOR OTVP™R GOVERNMENT AGENCIES

(3) If person under investigation offers to furnisl’nformation, R TN 3
inform him that information furnished will be made available . ), )
to interested department or agency. If possible, secure signed
statement.

: . é4) Pertinent results of previous interviews should be reported.

| 5) 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 datae.

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 Commission, Central Intelligence = ) .
Agency, armed forces intelligence agencies, and any other )
appropriate agencies. If special circumstances so dictate,
the applicant'!'s name can also be searched against records of
the Passport Office, Department of State. In LEUN cases,
files of Senate Internal Security Subcommittee are also checked. -

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

we. Terminology .

1 Refrzin from stating interviewee "unable to furnish any deroga-
tory information." Report specifically what interviewee fur- o ;
nishes,

(2) Refrain from using "pattern language" in reporting interviews,
such as language indicating 211l perscns described employee as
¥100% American,"

x., Admissions, denials, or falsifications

(L) Report pertinent admissions, denials, or explanations of mem-.
bership in subversive organizations,

(2) Develop any misrepresentations, falsifications, or omissions
of material facts.

Yo Qualifications and abdility

(1) ZInquiries concerning gualifications and ability not necessary . /
except in certain type of cases noted later in this section (“)
or unless so insitructed by Bureau in a specific case. IT
necessary, gquestions should be directed toward obtaining all . h
available data regarding past employment experiences, positions
held, and duties and responsibilities involved in those posi-
tions, .
4. Derogatory information

2., 7Necessity for thoroughness

(1) Many agencies for which we condunct investigations have set up
hearing boards to consider derogatory information in FBI reporis.
These reports may be used by agency to interview individual or
they may furnish statement of charges %o applicant and afforgd
him a hearing. Publicity may result. % is most essential
that investigations be thorough, complete, and factual to avoid
any basis for criticism of Bureau a2nd its investigation,

R
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(2) Ascer‘baln.c'ts on which are predicated a’g’ierogatory con-
olusions on part of person interviewed, I it is impossible

'jf' . t0 obtain information resolving a question of identification,

report shall definitely show this to prevent any person
reading report from drawing conclusion that question of

] jdentification has been resovlved,

(3) Identify and interview original sources of derogatory infor-

. mation. It is not sufficient $o receive such information

indirectly or secondhand. TIf for some reason it is impos-
8ible to interview original source, report should clearly
show reason,
(a) Documents on which allegation first recorded in offlce

. £iles must be carefully reviewed.

(4) Field offices discovering derogatory data must insure that
© - "gufficient investigation is conducted to verify or disprove
it, Advise expeditiously other offices which should. be
ocognizant of derogatory information in order to conduct

adequately their part of investigation. If agency check

discloses derdgatory data and a question of identity is involwvwed,
office checking agency is to report fully information obtained;

‘*initiate necessary investigation to resolve guestion of
identity; and set out leads to interview original sources.
b. Handling information derived from file searches

Data derived from file searches on applicant, relatives, refer-

ences, and associztes 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 dlscoverlnd derogatory information in its ¥iles on
applicant should organize and report it unless data are
contained in case in which another office is origin which
division has received copy of Bureau letter initiating in-
vestigation, In latter event, only office of origin in
previous case should repvort data.

(2) Information on reference or other person to be interviewed
Office conducting interview 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. TFRAUD VIOLATIONS

-~ Possible f£raud against the Government (FAG) violations are sometimes

. detected during applicanit~type investigations, They result from falsi-
fication or concealment in questionnaire or applicaition executed and
‘submitted to Government by applicant in apparent belief that true
recitation of facts would prejudice opportunity for employm°nt. L

1.
2,
[
HW 54977

Applicable statutes

a., Title 5, USGC, §§ 3333 and 7311

b. Title 18 UsSC, §§ 1001 and 1918

SGE and LEUN

a. Where possible violations of above statutes are indicated, Bureau
furnishes reports to Internal Securlty[SLctlon Crlmlnal]D1v1$lon
of Department of Justice for prosecutive con51deratlon. Do not

. present to USA.

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

11 ' .
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[V SECTION I9. APPLICANT AND EMPLOYEE INVESTLIGATLONS CORDUCTED
, FOR OTHER GOVERNMENT AGENCIES : ) -
L - e 3
¢. Investigate possib]!fraud violation simultaneousl&’ith SGE or :
] LEUN investigation. Separate case should not -be opened. . {::} ’
d. Investigation must include but not be limited to the following: )
13 Develop prospective witnesses a2nd admissible evidence. -
, 2 Obtain copies of pertinent documents and attach as exhibits
to report. .
(3) Ascertain facts surrounding execution of pertinent documents. R
Be alert for any facts indicating willful or unwillful falsi- Ll
fication of documents. i
§43 Do not interview without Bureau authority. Ui
5 If individual is still employed and Department has not author-
ized prosecution, do not add "Fraud Against the Government" to
. character. :
e. Discontinued investigations . N
(1) 1If facts indicate possible v101at10n of above statutes, add :
"Praud Against the Government" to character, 2
(2) Submit report including facts develovned up to dlscontinuance i
of investigation, pertinent informztion from office files,. Ll
and facts indicating possible violation. - :
3. Violations involving security aspect in other appllcant-type cases -’ . : N
a. [Deleted] - o T
b. Bureau furnishes reports to Department for prosecutive conolderation. \ ;
Do not present to USA. : N - d
¢c. Do not interview applicant without Bureazu authority. Bureau will Lo f) i
not normally zutbhorize inierview unless Department requests inter- ;
view, ‘ .
4, 7Violations not involving security aspect in “other applicant-type cases :

a. Examples: false denial of arrest or mlsrepresentatlon 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 ‘-M/
White House, congressional committees, departmental -
applicant, and U. S. Courts applicant cases, do not
present to local USA. Advise Bureau immediately by
teletype, and furnish information to Bureau in cover -
page(s) accompanying investigative report. ) .
. {(b) Cases involving petity or immaterial offemses, suck as
- ’ an arrest for drunkenness or other minor misrepressenta- ) (.
’ tions, are not to be presented to local USAs. Such cases F
are to be brought to Bureau's attention by cover page(s) .
accompanying investigative report. . ) :
ce Interview .applicant and endeavor to obtaln signed statement wnder IR
oath. : .
(1) If investigation is on promlnent person, such as described o
. above, do not interview without Bureazu 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.
d. Discuss case with USA 2s early as feasible to preclude unnecessary
investigation if he advises he would not authorize prosecution,
6. Set forth in report opinion of USA.
£. Discuss with USA any legzl questions regarding venue. Venue has . .
been held to lie in district in which document is submitted oxr 4
received by Goverament agency or its officer, Therefore, determine
and report facts in that regard. Inasmuch as witnesses are usually
located in district in which document was received by Goveranment
agency, cases should generally be presented to USA in that district.
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~a, Statute of limitations: five years -

4

; SECTION 19. APP \NT AND EMPLOYEE INVESTIGATIO ONDUCTED 19C -
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€. Primary responsibility for initiating action to handle possible
violation rests with office discovering and reporting it.

bhe It may be desiracle to furnish USA, probably as enclosure with

. report, photostat or copy of original fraudulent.document.

i. When applicant phase of investigation is completed but USA defers
opinion or prosccutive action is awadited, submit pending report.

Instructions pertaining ovoth to violations inveolving security aspect

and to violations not involving security aspect in other applicant-

type cases :

b, Character: Use dual character - applicant character and FAG,

- ¢, Sepavrate case not to Ve opsned. Investigate fraud violation

simualtanzscusly with applizant investigation.

d. Complzie investigztion within deadline period.

e. Ascertain and report willingness of witnesses, including those
referred to by T symbols, to itestify in irial proceedings.

f. Obtain signsd statemeats from witnesses where possible.

€. Give consideration vo placing wiltnesses under oath in interview
.and in signed statement. Not normally necessary to place under
oath such witnesscs as “hose who would merely imtrodunce documentary
evidence, such as Ffraudulant application or arrest record. Use
good judgmsnt and common sens¢ in this respect.

he If applicant is interviewed, endeavor to obtain signed statement
under ozth. Interview, if conducted, should develop facius as to

. willfulness and reasons Tor false statement.

i, Review original signed fraudulent document. Report all pertinent
facts regarding it, particularly describing false statements. It
will usually be desireble +o0 quote verbatim in report specific
gquestions and answers constituting false statements.

J. Ascertain and report facts surrounding execution of questionnaire
by applicent. Interview any person who interviewed applicant and
assist2d him in exz2cuting questionnaire, ascertaining whether wit-
ness wWill testiiy that applicant was asked all quesiions on form
and that applicant was afforded opporiunity to read completed form.
Be alert for any faulty procedure in executing form which might
affect pessibility of successful prosecution and for evidence
tending to show willfulness or laclk thereof.

k. ZXeep Bursau advised of pertinent developmenis, particularly in
. cases which may involve considerable public interest or where a
Government agency obviously has interest in developments as they
ocecur,

1., Add one copy to number of copies of report normally furnished

Bureau in reospective classifications,
m, Refer to section 47, volume II, of this manual dealing specif-
ically with PAG violations for additional insitructions.

SPECIAL INSTRUCTIONS AND EXCEPTIONS

AEAA 2nd AFAZ cases (other than those referred to Bureau by CSC)

a. "De Fovo" investigations
Persons previously investigated by CSC for AEC who are elevated
to positions of impertance or sensitivity must be reinvestigated
by Bureau from the beginning ("De Novo"). Persons raising ques-
tions concerning dual inquiries should be told law requires FBI
investigation. CSC reports of prior investigation are furnished
field offices for lead material and must be returned to Bureau
as enclosurz to FBI report.
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b, ALAE reinvestigatioz‘ses . : BRI
(1) Bureau receives requesis from AEC for reinvestigations of )
- persons originally investigated several years previously who Do

have since becen employed on a2tomic energy 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 investigation commensurate with present
standards.

Referral cases received from CSC under Public Law (P. L.) 298

a. P. L, 298 provides for referral to Bureau for full background
investigation certain cases investigated by CSC in which disloyal
information has been developed. Attachments to order letter
initiating investigation will clearly show that case has been
referrsd to Burcau by CSC under 2, L., 298 2nd will also show basis
for referral, Referrals are based on resulis of file checks by
CSC and on information develoved during its investigation,

b. OSC discontinunes its investigation when disloyal datz a2re developed
and furnishes results to Bareau, Each office is furnished results
of CSC invecstigdation in its territory, the basis for referral by
CSC, and any vertinent derogatory information develoned by CEC. .
Do not repeat in Bureaw reporis information contained in CSC
reports, as CSC will furnish results of its investigation to

interested agencies, Deparitment has ruled that Burzau must accept 7 fj)

such cases from CSC whenever there is any subversive derogatory -
information on the applicant, his relatives; referencsas, or
associates.

¢, Utilize information developed by CSC as a source of leads, Cover

* all leads in your terrltorv not previously covered adeaunately by
C3C. 1Interview persons who furnished derogatory information as o
shown in CSC reports.

d., Resolve questions which prompted CSC to refer case to Bureau.
Determine degree of association between applicant and any individual
on whom C3C has furnished derogatory information. Contact inform-
2nts in appropriate instances. Do not limit investigation to
developing disloyal data, but also ascertain information regarding
character and associations of applicant and his relatives,

e, When CSC reports show all investigation covered in-your territory,

examine indices concerning applicant and any close relatives or

references residing in your territory. If indices negative, submit

RUC letter or routing slip containing names of persons on whom

indices were checked. If pertinent information is found in your

files, conduct appropriate invesitigation and include results in

report. ¢ )

Referral cases received from CSC under other public laws e
a. National Aeronautics and Space Act of 1958 C

b. Peace Corps Act

¢c. Arms Control and Disarmament Act

d. TForeign 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."

Special inquiries for White House, congressional commititees, and other

Government agencies '

a. Code word "SPIH" in all communications in this category indicates
request for investigation emanates from office of President or other
top governmental officials and therefore demands every possible
priority. Code word "SPIN" will be substituted for following
specific instructions: .

o’
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SECTION 19, APPLI _IT AND EMPLOYEE INVESTIGATIONS 1INDUCTED 19D

FOR o‘n GOVERNMENT AGENCIES ‘

(1) Handle promptly and thoroughly. Assign experienced personnel
.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 receciving leads. This correspondence.must also
include code word "SPIN" to insure that these instructions 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 4o verify

" residence of 2 relative. Complete names of 21l adult and minor
children and their ages must be determined, as well as their .
places of residence. Parents' names must be set out in fulls
and if deceased, same should be reported. Where appointee is
an atbtorney, pertinent bar and grievance records must be
checked, including 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 %o .
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 interviewed must be complete;
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.

5. Departmental Applicants (DAPLI)[and U. S. Courts Applicants (USCAPLI)]

Investigations this category usually ordered. by airtel and the - . ..
character Departmental Applicant (DAPLI) or{U. S. Courts Applicant
(USCAPLI) Jmeans: give preferential and expeditious attention;
develop qualifications in addition to character, loyalty, and
associates; ascertain names of all close relatives and verify
current addresses by independent investigation, as well as make
arrest checks;[advise Bureau of identity, birth and death of any
deceased relatives not previously identified;lset out

leads by most expeditious means commensurate with deadlines; and

comply with following specific instructions where applicable.

(1) Investigations of persons considered for judiciau[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 Jjudges and U. S.

. district judges in district where vacancy exists.

(2) If applicant an attorney, membership in bar associations
must be verified, records of grievance committees of these
associations checked, and representative number of bar
association officials or members interviewed concerning
himo

(3) When applicant being considered for Federal judicial position,
president of bar association should be interviewed.

(4) Above persons should be requested to furnish names of prominent
attorneys in locality acquainted with applicant. Attorneys
interviewed should represent political party of which appli~-
cant member and opposing political party or parties, as well
as attorneys with whom the applicant has associated and those
who have opposed him. . .

(5) [In positions,J)such as judges, lawyers,[U. S.Courts applicants, )
economists, analysts, etc., Bureau required by Department
[and Administrative Office of the U. S. Courtslto ascertain
qualifications of applicant. Comments of each person inter=-
viewed when such comments have bearing on individualts
qualifications should be set forth in report.

DncTd: 32989723  Page 35° . 15
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[c.]

FOR OTHER GOVERNMENT AGENCIES

[¢6)] Investigatiogof persons for judicial poéit’ns, United
States Attorneys, United States Marshals,[U. S. Magistrates,

Federal Public Defenders and Referees in Bankruptcylshould develop -

as much information as possible concerning a candidate's
leanings toward civil rights and should include the following:
[¢a)] Possibility of candidate belonging to any racially
pre judiced organizations
[(b)] Where 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
[€a)] 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 church people; i.e., priests, ministers,
rabbisy etc. This should not be resiricted to repre-,
sentatives of candidate's religious affiliation. ’
: SCf)] Interview of USA in candidate's 'judicial district
[(7)) Interview labor leaders, sufficient state and local officials
of major political parties, local law enforcement officials,
and personal physician concerning appointments for judicial
positions, U, S. Attorneys, U. S. Marshals, and[U. S.
Magistrates. ] . '
[(8)] All Federal judges, United States Attorneys, United States
Marshals and high Departmental 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.
Couirts (AOUSC), Washington, D. .C., and any Federal judge
requesting an investigation should be respectfully referred to
AOUSC, Washington, De. Ce. The positions involved are: U. S.
Magistrates, Federal Public Defenders, Referees in Bank-
ruptcy, Federal Circuit Court Executives, and Probation Officers.

In above cases investigations of these applicants should
include interviews with appropriate Federal and circuit court
Jjudges 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.

Ib.] If persons contacted raise any question regarding above inquiries,

advise they are being conducted at request of the Deputy Attorney .
Generallor the Director, Administrative Office of the U. S. Courts.]
If impossible to- submit RUC report in these cases to reach Bureau by
deadline date, submit pending report to reach Bureau by deadline date.
Explain in cover page(s) why investigation not completed.

6. Maintenance employees

a. [FBI Headquarters (FBIIQ) Jmaintenance employees .

Investigations are conducted on maintenance employees in Justice

Building, Identification Division Building, and other buildings

in which Bureau operations are located.

(1) Scope of investigation same as set out under item B3, above;
however, full field investigations arec not necessary on
maintenance employees having intermittent access tofFBIHQ] space
for short periods of time, such as a minor repairmane. A

- . .
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FOR OTHER GOVERMENT AGENCIES

- limited in’u‘y as set out under item 6b,Q), below, should
be conducted 6f these persons unless information is obtained
that would make a full field investigation necessarye.

{2) Administrative procedure
Because the only information available in these cases is Jjob
description and residence address, Bureau sends a form letter
to Washington Field Office to interview maintenance employee
foxr (2) baclkground data, (b) to obtain fingerprints or sub~

. stitute FBI number or service, serial number identified as

I : maintenance employee, (c) [deletedland (d) to advise employee

that material false statements-are violation of fraud statutes.
¥mmediately 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
Ll - report. Report should include background data and names of
close relatives.,
b, Field office maintenance employees
All mazntenance employees having access to FBI snace in field
office headguarters or resident agencies are to be checked by
either = limited-type inguiry or a full field investigation
depending upon circumstances. Full field investigations are not
- necessary on maintenance employees baving access to resident
(’\ v agencies or employees having intermittent access to field office
4 - space Ior short periods of time, such as a window cleaner or a
. minor repairman, unless an office is in possession of information

- that wonuld make a full field investigation necessary.

(L) Limited inguiry
Names of employees mus%t be searched through (a) field office
indices and {b) local law enforcement agencies. Upon com-
pletion submit form FD-316 to Bureau including (a) results
of. office indices and agencies checks, (b) background d ta,

- {c} fingervrints of employze or FBI numher or service serial
number identified as maintenance employee, and (d) 2 recom=
mendation as %o access., If access is recommended, UACB
terminology _should be used; if denial of access is recommended,
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-316s are submitted. If employee
employed by U. S, Goverament and derogatory information is
developed, submit with ¥FD-316s a letterheazd memorandum for
appropriate dissemination at Bureau.

A o Bureau will search names against central indices and identi-
- £ication records and will advise field of additional investi~
< gation to be conducued only if pertinent data obtained or
recommendation not accepted.
(2) Prull field investigation
. If employee does not fall in limited inguiry category, full
field investigation must be conducted.
(2} 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 immediately upon
completion of interview a pending report sctting 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 the pending report,
Set out deadline date on cover page. In each cass, two
copies of report should be furnished to WFO to check
HCIS records. <CSC records should be checked if employee
employed by U. S. Government.

17
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FOR OTHER GOVERNMENT AGENCIES Lo .

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

- L ) derogatory information is developed, furnish

Bureau with one copy each of all reports and
advise by cover page(s) accompanying repori
its recommendation concerning access. IT

access is recommended, UACB terminology should‘

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 information is developed, furmish -
Bureau by letter (1) a2 summary of derogatory

information and (2) a recommendation conrcerning

* II. Upon éﬂ%plet1on of 1nvest1gat10n,lau\ ary offices-
must furnish copies of reports to office of origin.

access, If access is recommended, UAC3B terminol-—
0ogY should be used; if denial of access is recom—

mended, orior Bureau authority must be obtained.

before denying access.
(c) 1If no derogatory information is developed in

field office maintenaznce investigations of eithex

governmental or nongovernmental employees,

advise Bureau by letter and include UACB recbm—i

mendation concerning acce’ss, -
(D) Office of origin may destroy reports recaived

from auxiliary offices when no derogatory infor-

mation has been develeped; however, copy of own ..

report must be retained in field office Tile.
(3) In either type of case, include with your recommendation

regarding access hours employee is %o perform in Bureazu space,

duties to be performed, and whether in presence of Burzsau
employees.,

¢, In either type of case, it is permissible, after clearing with em-

ployer, to interview employees to secure background data a2nd finger-—

prints. If employer is relunciant to permit this and if necessary
data cannot be secured from other sources, Bureau should be so
advised. * ’

.4, PFD-9 will be used to report to field results of identification and

negative Bureau records searches,
SGE and LEUN

a. Receipt of complaints, discovery of 1nformat10n in office flles, or

through other investigations
(l) Information relating to matters described in section 8{da) of
EO 10450 reqguires investigation by Bureau,
a Obtain complete details from complainant.
b If complainant not original source, interview original
" source if he can be readily identified and located.
(¢) Verify employment and determine
I. Complete background

IIX. Complete title of position and name of emnloylng agency

(@) PFurnish 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. TCANT AND EMPLOYEE INVESTIGATI CONDUCTED 19D

(2)

FO!‘I‘HER GOVERNIMENT AGEHNCIES

Derogatory 1nformat10n not requiring investigation by Bureaun
§ 8(a) (1) of EO 10450)
Submit to Burecau by letterhead memorandum, original and
three copies, suitable for dissemination. )
(b) If appropriate, in accordance with Manual of Rules and
Regulations, part II, section 5, disseminate to local
officials of agency concerned.

Request by other agencies in field for Bureau investigation pursuant
to section 8(d) of RO 10450

(1)

(2)

(3)

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

0o be made to Burcau headquirters,

Forward request, together with .21l pertinent data in office files,
to Bureau. .

Conduct no 1nvesﬁ1gutlon in absence of Bureau authority.

Full field irvestigations of Army, Navy, and Air Force civilian
personnel

(1)

ke

A% 1ncept10n of 1nve5u¢gat10n, anoronrlate office notlfj intel-
ligence representative of interested department that investiga-
tion being conducted under EC 10450. :
Notification may be any form most convenient to field office.
Office file must show notification given and what information
furnished,

Preliminary inquiries

(1)

(2)
(3)

(4)

Purpose -~ to determine identity, employment status (except LEUN),
significance of available information in ascertaining if suffi-
cient basis exists %o warrant full field by Bureazu under stand-
ards referred %to in section 8(d), Executive Order 10450, or
part II(2) of Executive Order 10422,

Copies of letter initiating preliminary inguiry and copies of
security form and other available documents of pertinence will
be furnished by Bureau to all offices having poss1ble leads in
event of subseguent conversion to full field,

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 conduct requested preliminary inqulry only upon receipt of
pertinent leads during preliminary inguiry.

Those offices having no leads in preliminary inguiry should nlace
Bureau correspondence in 140-0 or 138-0 file, or appropriate
subfiles where practical, pending conversion to full field or
receipt of specific leads %o be covered during preliminary
inguiry. If no specific leads received and case not converted,
all copies of preliminary inguiry letter, enclosures, and

index card are to be destroyed at expiration of one year from
date of Bureau letter initiating preliminary inguiry. Dispo-
sition of this material should be noted on file cover.

Inquiry must be direccted to specific objective requesied.
Derogatory information must be developed and reported.

Leads to interview references, employers, neighbors, etc.,
shonld not be set out for other offices during preliminary
inquiry unless it appears- they are pertinent to obacctlve of
prelzmlnary inquiry.

19
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19D - F SECTION 19, APPLICANT AND EMPLOYEE IﬁVESTIGATIOWS CONDUCTED . .

* "4 - FO THER GOVERNMENT AGENCIES

3 . .
-
D
. . .

(8) 1If subs tantive information of nature referred to in section 8(d) -
of Exccutive Order 10450 or part II{2) of Executive Order 10422
is devcloped, immediately convert to full field. Noitify Bureau "
and suxiliary offices by airtel, including basis for cohversion, :
source and reliability, addifional investigative leads, and new
Buded. (21 days from date of conver51on.)
(9) Except for above instructions, gemeral instructions relating to
SGE investigations ,are appllcable to preliminary inguiry-type
investigations, N
€. Interviews - '
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.
f. Dissemination of reports
If request received in field for copies of SGE reports, advise that
these investigations supervised and correlated at Bureaun and such
requests should be directed to Bureau, No local dissemination of
SGE reports.

POTENTIAL[ATMINTISTRATIVE INDEX(ADEX )]SUBJECTS

subjects and should be so considered. ’ (‘
2, Where disloyal information developed concernlng applicant by of;lce not -
covering indiv 1duul's residence; copy of report should be furnishad
office covering residence of individual under investigation so {that office
may consider case under[ADEX])program,

NAME CHECXS 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 %o fur-

nish pertinent information %to Federal judge. Care must be taken to protect .
Bureau's sources, informanits, and technigues., Field may not accepdt from -8
Federal judges requests for investigation on personnel under their juris-~ ’
dxctlon.
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SECTION Z3. BOMB THREATS Z38k - D
‘ BXPLOSIVES AND INCT™WDIARY DEVICES

STATUTES . \’

Title 13, USC, § 844(38) - (i), effective 10-15-70.

VIOLATIONS .

1.—§ 844(d): Interstate transportation of explosiwes¢p®=Tncendiary devices
with intent 4o injure or intimidate a person or damage property.

2. § 844(e): Use of telephone, mail or other instrument of commerce %o
transmit 2 bomb threat.

3. § 844(f£): Use of explosives 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 ovwned 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 affecting interstate commerce.

PENALTIES
1. § 844(a), (£) and (1).
a. $10,000 and/cr 10 years
b. $20,000 and/or 20 years if personal injury results,
¢. 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)
2. Not less than 1 nor more than 10 years,
b. For second and subseguent convicitions, 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 Treasury. 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 felony.
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 - EBI.

(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:
as Any violation which appears at outset to have been perpetrated by

terrorist or revolutionary groups or individuals.

L]

1 i t and is not for dissemi-
i t is prepared in response to your reques L i i
Th:? 0203%% a/og().r Zé‘ommittee. Its wse 18 lw.mtcd to offirial pro_ceed’z‘.zgf by .
Zgz:r Committee and the content may not be disclosed to unauthorized person-

nel without the ewpress approval of the FBI .~
‘ 1
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~ SECTION 23. BOMB THREATS
EXPLOSIVES AND INCF™MIARY DEVICES

be. Explosive (as dis!inguished from incendiary) bomb!rig or attempted

1)
3 - )
] 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 function such as National
L Guard, RQIC, or Selective Service. -
! de. Any v1olat10n of § 844 (g), except those involving Treasury or
5 Postal Service buildings.
L e« Any violation against diplomatic or qua51~d1plomat1c functions. R
L 3. Regarding D. 1. b. (2) above, guidelines state that if. ATF or Postal
Inspectioh Service has"properly initiated investigation and information is
subsequently developed indicating apparent involvement of terrorist or
revolutionary groups or individuals, responsibility shall be relinquished
1 to FBI unless Department determines that such a transfer would unduly
! impair further investigative efforts. '
, 4, Guidelines require prompt notification to the Department in each instance
L wherein an investigation is instituted under § 844. Such notification is
A 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,
L in a manner not to interfere with active investigations, is information
L regarding types, sources, movement, and storage of explosives involved
L in such investigations.
| E« POLICY
] 1. Immediately advise Bureau by teletype of all actual and attempted bombing
I incidents, whether explosive or incendiary, and location of hoax devices.
| Initial communication should fully describe the nature and function of the
L target of the bombing and cover the following points:
X a. Whether or not investigation instituted.
! be. If investigation not instituted, identify local investigating
i authorities and indicate that cooperative services, i.e., Laboratory and
! Identification Divisions and coverage of out-of-state leads, have been
| offered to them. If cooperative services not offered, advise reason.
i Ce Whether or not FBI assistance requested, and if request received, exact
! nature of assistance requested, identity of person making same, and
| whether request based on lack of local or state fac1llt1es or statutory
| violation.
i de Specific comment regarding indicated or probable motive. Include
| occupation and general reputation of victim if bombing directed
against an individuale.
e. Whether victim receives Federal financial assistance and whether
| property involved used in interstate or foreign commerce or in an
X activity affecting such commerce.
! fe Applicability of state and local laws and likelihood of state or
L 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
L victime
E he Specific comment that Secret Service, ATF and appropriate law
: enforcement and other logical agencies have been advised; also, that
I ATF advised as to whether or not FBI instituting investigation. Notice
i " to military intelligence agencies is not required unless they have a
L]
2 —
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- SECTION 23. BOMB THREATS 23E
EXPLOSIVES AND INCF MIARY DEVICES

specific interest in the incident or unless dlssemlnatlon otherwise

required by the Delimitations Agreement or the Memorandum of Under-

standing between Justice and Defense Departments.

The following action should be taken regarding bomb threats:

a. Immediately advise appropriate local law enforcement agencies and
Secret Service. Refer to E. 1. h. above regarding notice to military
intelligenc& agenciese.

be If a bomb threat is.directed against Bureau facilities or personnel, all
logical leads to identify subject are to be covered immediately.

Bureau space, if involved, should be searched by Bureau personnel.

Ce - Notify the Bureau in the following instances:

(1) By teletype, if threat concerns a diplomatic establishment,
prominent person, or a situation which may result in w1despread
publicitye.

(2) By teletype, if threat results in request by local authorities or

. private citizen for FBI investigation.

(3) By teletype, if threat is directed against Bureau facilities or
personnel. If Bureau space involved, indicate same searched by
Bureau personnel.

(4) By airtel (FD-365) and LHM, to be submitted same day, or
following workday if threat received after regular working hours:
(a) If threat concerns a military or U. S. Government installation;
(b) If identity of subject is known, alleged, or readily available;
(c)  If threat appears to be part of a pattern or plan by a

particular subject or agalnst a particular victime

Violations of § 844 (h) should be handled in connection with the underlying

felony and discussed with the U. S. Attorney handling prosecution of the

underlying felony; if such prosecution is being handled by the Department,
the violation will be discussed with the Department at Bureau Ueadquarters.

Notification to Secret Service and other agen01es must be confirmed in

writing the same day the information regarding the threat is received.

If information received after normal working hours, written confirmation

should be made the follcwing workday. Include in confirmation the time and

date of oral notifications and identify by name persons notified.

In those instances where notification to the Bureau by teletype is required,

submission should not be delayed if all necessary information is not

immediately available. Such additional information should be submitted by
supplemental teletype as soon as it is available.

[Deleted]

LHMs furnished locally to Secret Service should be forwarded to the
Bureau enclosing a copy of the LHM disseminated. FD=-376 should also

. be utilized to inform Secret Service of information concerning indi-

viduals involved in illegal bombing or bomb making or who, because of.
their backgrounds, are potentlally dangerous.
When active investigation is instituted, notify ‘the Bureau by" teletype,

submit initial report within 10 days and submit subsequent reports at
least every three weeks thereafter.

Disseminate all reports and LHMs to the U. S. Attorney.

Advise the U. S. Attorney telephonically of all incidents or threats
reported to the Bureau. Unless circumstances dictate otherwise, such
notification should be made during business hours.
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-~ SECTION 23. BOMB THREATS . 23E
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specific interest in the incident or unless dissemination otherwise

required by the Delimitations Agreement or the Memorandum of Under-

standing between Justice and Defense Departments.

The following action should be taken regarding bomb threats:

a. Immediately advise appropriate local law enforcement agencies and
Secret Service. Refer to E. 1. h. above regarding notice to military
intelligenc& agencies.

be If a bomb threat is.directed against Bureau facilities or personnel, all
logical leads to identify subject are to be covered immediately.
Bureau space, if involved, should be searched by Bureau personnel.

Co - Notify the Bureau in the following instances:

(1) By teletype, if threat concerns a diplomatic establishment,
prominent person, or a situation which may result in widespread
publicity. _ '

(2) By teletype, if threat results in request by local authorities or

. private citizen for FBI investigation.

(3) By teletype, if threat is directed against Bureau facilities or
personnel. If Bureau space involved, indicate same searched by
Bureau personnel. '

(4) By airtel (FD-365) and LHM, to be submitted same day, or
following workday if threat received after regular working hours:
(a) If threat concerns a military or U. S. Government installation;
(b) If identity of subject is known, alleged, or readily available;
(c)’ If threat appears to be part of a pattern or plan by a

particular subject or against a particular victim.

Violations of § 844 (h) should be handled in connection with the underlying

felony and discussed with the U. S. Attorney handling prosecution of the

underlying felony; if such prosecution is being handled by the Department,
the violation will be discussed with the Department at Bureau Headquarters.

Notification to Secret Service and other agencies must be confirmed in

writing the same day the information regarding the threat is received.

If information received after normal working hours, written confirmation

should be made the following workday. Include in confirmation the time and

date of oral notifications and identify by name persons notified.

In those instances where notification to the Bureau by teletype is required,

submission should not be delayed if all necessary information is not

immediately available. Such additional information should be submitted by -
supplemental teletype as soon as it is available,
[Deleted]

LHMs furnished locally to Secret Service should be forwarded to the

Bureau enclosing a copy of the LHM disseminated. FD-376 should also

be utilized to inform Secret Service of information concerning indi-

viduals involved in illegal bombing or bomb making or who, because of

their backgrounds, are potentially dangerous.

When active investigation is instituted, notify the Bureau by teletype,

submit initial report within 10 days and submit subsequent reports at

least every three weeks thereafter.

Disseminate all reports and LHMs to the U. S. Attorneye.

Advise the U. S. Attorney telephonically of all incidents or threats

reported to the Bureau. Unless circumstances dictate otherwise, such

notification should be made during business hours.

3
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3CTION 23. BOMB THREATS
‘ EXPLOSIVES AND INCI‘ARY DEVICES

=

All prosecutive decisions will be made-by the Department; therefore, the i}
U. S. Attorney should not be consulted for a prosecutive opinion and no
—complaints should be filed at the request of the~W=§3Attorney without
specific priocd Bureau authority (See item 3 above for exception).

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 partitular violatidn involved. 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.

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 ATEF.

Any actual, threatened or potential violence must be brought to the immediate
attention of law 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. -

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.

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.

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 usually oral. ALl such oral requests are to

be confirmed in writing by letter addressed to the Commanding Officer of

the EOD unit involved. CONARC 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.

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

The cooperative facilities 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.

3
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SECTION 23. BOMB THREATS 23F
. EXPLOSIVES AND INC ‘IARY 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 should pe 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.

be Title 18, §§ 841-843: Unlawful importation, manufacture, distribu-
tions or storage of explosives. .

G. PLAN OF ACTION FOR MAJOR CASES

l.

Each office is to have a proposed plan of action which can become

operative automatically whenever there is a bombing or attempted

bombing which will be the subject of a major investigation.

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.
be Immediate consideration should be given to the advisability of

requesting FBI Laboratory and/or Identification Division personnel to

"proceed to the scene.

Ce. 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.

[H. [Deleted]

. I. SUSPECTS

1l.-

HW 54977

Bach office is to maintain on a permanent basis an up-~to-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 as possible. Such background information should
include suspect's residence, place of employment, hours of employment,
description of automobile and license number, photograph, bandwriting
specimens, 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 persorally 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.

It is not necessary to maintain a pending file on each suspect; however,
an appropriate administrative device should be maintained to insurse

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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3ECTION 23, BOMB THREATS ‘
. EXPLOSIVES AND INC _J)IARY DEVICES

-.' I

T

=

Je STATISTICAL DATA

1.

2

i [3;

E
|

In order to computerize the number of bombings, attempted bombings

—and bomb threats FD-436 in dupllcate is to be submiited to the Bureau

TIRSvliimtatn iy

with a file eopy being retained in the field of fi¢es "ED-436 is to be

submitted as follows: :

a. Within 10 days after each actual or attempted explosive or
incendiary bombing and each hoax device is located.

be Within 10 days after each bomb threat which is actually investigated.

ce By the 10th of eaeh month summarizing bomb threats reported during
the prior month. Threats which have been actlvely 1nvest1gated
should not be included in these monthly summaries since they have
been reported on individual forms.

d. Whenever appropriate a supplemental form may be submitted. Such a
form should be clearly marked “SUPPLEMENTAL."

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 Vehiclesy, etc.

In addition to the data reported on FD~436, the Bureau also compiles

technical data concerning bombing incidents pursuant to its operation

of the National Bomb Data Center (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

1nvest1gates.]

K. CLASSIFICATION - 174

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

HW 54977
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- "States Rights" wversus Federal action fuequently complicate civil rights

- - [

BACKGROUND ‘

The pro‘bection’the rights and privileges of . individual in this

country is of +the 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 individuwal citizens,
various organized groupns, and by branches of the Federal, state, and local
governmenits. The highly conitroversial subjects of race relations zand of

matters. This coniroversy, together with the public interest in these cases, *
frequently places the Bureau's investigations in the spotlight and.,..on occasic

is responsible for uninformed comment on these investigations by interested J
persons., : . ;

In view of the above, it is particularly imporitant that the Bureau's usual
thorough, expeditious, and strictly impartial methods be carefully followed
in c¢ivil rights investigations and that the Bureau policy hereinafter set

forth be strictly observed. ’

STATUTES : . ‘
Title 18, USC, §§ 241, 242, effective 9-1-48,[2mended 4-11-68; § 245 (Civiil
Rights Act, 1968§, effective 4-~11-68; and Title 42, § 1973 (Voting Rights
Act, 1965), effective 8-6-65 .
1. Title 18, USC, § 241, Conspiracy against rights of citizens
a. Two or more persons conspire %o injure, oppress, threaten, or
.intimidate any citizen
b. In the free exercise or enjoyment of any right or privilege secured
- %o him by the Constitution or laws of the U, S., or because of his
having exercised same; or
¢. Two or more persons went in disguise on the highway, or on the
premises of another
d. With intent to prevent or hinder his free exercise or enjoyment of
any right so secured

Penalty: TFine of not more than $10,000 or imprisbnment 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 guaranteod

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 charged

with 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 -

¢. Rights, privileges, or immunities secured or protected by the

..... Constitution or laws of the U. S.; or

d. 4 person acting under color of law, statute, ordinance, regulation,
or custom

e, Willfully subjected, or caused to be subjected, any inhabitant

£, To different punishments, pains, or penalties than prescribed for
the punishment of citizens

€. On account of such inhabitant being an alien, or by reason of his

. color or race . —_ .

- v o
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Penalty: F 3 of not more than $1,000 or ir Lisonment not more than

one year, o th; and if death results, imp,onmen'b for any term of
years or forw®ife (as amended by Public Law @284, 4-11-68)

Section 242 punishes any person acting willfully and under color of law’
to deprive zny inhadbitant of federally secured rights., The gist of this
crime is the intentional misuse of the power of public office. The

"rights 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 process and equal protection, the right to be f£ree from unlawful

search, arrest, and detention, and the right to be free from summary
punishment, Also included are those righits protected dy the laws of the

U. 8. 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 citizen if

he acts in concert with a person acting under color of law.

Title 18, § 245, Federally protected activities (classification 44

unless otherwise indicated§

a. Prohibits willful injury, intimidation, or irterference, or the
attempt to do so, by force or threat of force of any person or class
of persons because of his activity as:

(1) A voter, or person qualifying to vobte, a candidate for elective
office, a poll watcher, or an election official in any primary,
special, or general election which includes all local, svate, and
Fedgral 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 Righis Act of 1964)

(3) An applicant for Federal employment or an employee of the Fsederal

Government (classification 173)

§4} A juror or prospective juror in a Federal court :

5 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 attemps
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 %o any public school or

college (classification 173)

(2) A participant in any program or facility provided 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) 4An 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)

$43 A juror or prospective juror in a state court

5} A traveler or user of any facility of interstate commerce or

common carrier

(6) A patron of any public accommodation, including hotels, motels,
restaurants, lunchrooms, bars, gas stations, theaters, arenas,
amusement parks, or any other establishment 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 particivate
or have aided or encouraged other persons 4o participate in any of

" the activities listed in items a and b, above

2
9-13-68
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d. Prohi"b’cin'berference by force or 'bhre'of force against a person
not pa ipating for the purpose of inWnidating a person who is
participating 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 opporturnity 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 ang
imprisonment not more than ten years, or both. If doath 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 persons 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 substantial justice.
Title 42, §,61973. 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 19731 and
19733 define a number of criminal offenses under the act withirn 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 oxr refuse to permit any person to voite who is entitled
to vote, nor shall he willfully fail or refuse to give effect to
such person's vote,

Penalty - $5,000 and/or not more than five years

be Intimidation of person voting or attempting to vote
The criminal penalities for intimidation of voters for section
19731 (b) were deleted by Public Law 90-284, 4-11-68. A violation
of section 19731 (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.

¢. Vote fraud and bribery
Section 1973i (c) punishes fraud and other 'misconduct in connection
with registering and voting in Federal elections, 25 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

- 3o False statements

Section 1973i {d) punishes false statements 4o 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 any election in a political subdivision in which an examiner
has been appointed.

L]
Penalty - $5,000 and/or not more than five years

4-13-73
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RELATED STATUTES
Title 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, USC, § 1971 (Civil Rights Act of 1957), authorizes the Attorney
General to take civil action seeking injuncitive relief %o protect voting
rights. -

Public Law 86-449 (Civil Rights Act of 1960) adds subsections to Title 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. For 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.

POLICY
1. Definition of complaints .
For purpose of this classification, a complaint is any allegation made or
information received from any source not known te be unreliable, which
includes legitimate public press or other legitimate news media, indicating
& possible violation exists.
2. Institution of investigations on own initiative and pursuant to request of
UsaA
a. Department has instructed that Bureau may conduct a preliminary inves-
: tigation of alleged routine violations of Title 18, USC, §§ 241, 242,
243, 245, on its own 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, such as riots, 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, with 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 imme=-
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 brutality or nonbrutality
allegations against personnel of the U. S. Marshal's Office, Drug
Enforcement Administration, Immigration 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 LHM. Furnish four copies of any
LM 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.

b. Upon receipt of any request for investigation from US4, immediately
advise Bureau by wire of facts of complaint and details of request
from USA and cenduct investigation requested of routine wviolations
unless reguest is illogical or unwarranted or other circumsitances
known to your cffice indicate request should be referred to Civil
Rights Division prior to instituting investigation. In such instances,
furnish compléte details and include your recommendations. Do not
advise USA of your actions in such instances.

¢. Continue to handle investigations of allegations of routine violations
on own initiative within scope outlined in this section relating to
complaints of police brutality and nondbrutality and violations of Title
18, USC, § 245, except that if death has occurred no investigation is
to be conducted without specific Bureau aunthority.

DocId: 32959723 Page 5H1 4
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' SECTION 27. CIVIL RIGHTS ' . 27D

Handling of compla

a. Immediately advise ,Bureaw of receipt of complaint by AMSD letter,
airtel, teletype, or telephone, depending upon urgency of situation,
sotting forth briefly facts of -complaint and action being taken.
Form ¥D-~365 may be used if information is submitted by airtel. This
form may,also be used to transmit letterhead memoranda %o Bureau in
these cases,

b. Submit letterhead memorandum (LHM) instead of investigative report
in any eivil rights matter in which inquiry hes been limited to inter-
views with complainants and/or victims. BExisting instructions apply
regarding use of form FD-302,., If interviews are recorded on form
¥p~-302s8, copies of the FD-302s should be appropriately inserted in
LHM.

¢c. Complaints involving alleged brutality inflicted under color of law
or alleged viclation 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
indicate such action to be undesirable or complaint involves mass

demonstration or confrontation situations or death as described in item
2, above. If investigation is considered 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 conducted, interview
complainant and victim (if readily available) obtaining signed state-
ments if possible and submit LHM within 14 days of receipt of com-
plaint,

d. If complaint does not allege brutality under color of law, a limited
investigation is conducted immediately upon receipt of complaint.
Exceptions to this procedure are set out hereafter under section P,

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([21]
days of receipt of complaint.

€. If victims are confined to hospitals or institutions and cannot be inter~

viewed except in presence of those charged with their custody, inter-
views should not be attempted and Bursau should be immediately advised
of such information,

f. When interviewing vicitims 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 211 injuries which are
apparent to eye and/or which victim 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 porirayal of injuries or properiy damage. If ih doubt

as to proper color exposures, also take same pictures in black and white.

SAC, ASAC, or field supervisor is to review each case to insure photo-
graphs taken if appropriate., If not possible to take phctographs,

show reason in details or on cover page, whichever is appropriate, Also

set out in details of report a detailed description of injuriss or
property damage observed by the Agent.
€. When no investigation is conducted, do not discuss complaint with USA.

5
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SECTION 27. CIVIL RIGHTS

Informa'bio‘elative %o incidents of unusu’local or national imper-
tance which mey not at time indicate violation of civil rights should

.be forwarded to Bureau and liaison esitablished with local authorities

and Bureau advised of developments. ¥No investigation is 1o be con-

—ducted unless specificaily ordered by Bureau.

If jou'desire to contact 2 judge or a judicial officer in a civil or
criminal action to determine disposition of a2 matter which may be
pending before court, such action cannot be taken without prior Bureau
cledrance, Bureau must be advised precisely why such informaiion 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.

[At the outset, advise the 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.]

6
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SECTION 27. CIVIL RIGHTS 27E ~ F

E. INVESTIGATIVE PROCEDL@ ‘

A preliminary investigation normally covers all of the below-listed procedures.
A limited investigation normally covers all of the below-listed procedures
with the exception the subjects are not interviewed unless they voluntarily
desire to furnish information.

1.

2.

3e

6.

7.

HW 54977

Thoroughly interview complainant and/or victim obtaining complete data,
including names and addresses of subjects, additional victims, and poten-
tial witnesses._

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

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 unrestricted interview. Any difficulty experienced in connection with
interview of a subject law enforcement officer miust be brought to the atten-
tion of the Bureau immediately. If a Chief of Police or acting head of
such department declines or indicates a reluctance to make a police officer
available 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 interviewed.
Interview not only available pertinent w1tnesses but all known eyewitnesses
to the incident.

Check jail and court records when victim 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.

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 persons who transported

or accompanied victim to the hospital or doctor. [If 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.]

Take appropr'ate color and black and white photographs of complained-of
injuries or damage to property if p0551ble and locate and preserve any
physical evidence.

After completion of investigation, unless Bureau instructs otherwise, USA
should be contacted for his views as to merits of particular 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 1nvest1gatlon unless infor=-
mation known to your office indicates request should be referred to Depart-
ment before proceeding. USA is not to be advised of your action in this
regarde.

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 with USA for his determination unless specifically requested
by Department. Report should 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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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 victims 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 frue for
complainanté, known eyewitnesses, doctors who have examined the victims,
police officers, etc.s In the event a preliminary investigation is not
completed by the deadline because witnesses are unavailable, this stwould -
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.

EXCEPTIONS TO PROCEDURE OF INITIATING PRELIMINARY AND LIMITED INVESTIGATIONS
In following instances, interview complainant or victim if readily 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.

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 actiom to protect the individ-
ualts 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. Allegations
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 immediate 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 should
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 within five days of
receipt of complaint.

2. No full investigation should 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.
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5. )Civil Rights inW#®tigations are not to be assigne! 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 Special Agents who have excellent, close working relationships with
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 excellent, close working
relationships with the officers or the specific law enforcement or

other agency involved in the complaint.

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. .

Signed statements should be obtained from the victim, the subJect and
all witnesses if possible.

Two copies of 2l1ll exhibits should be forwarded to Bureau, ome 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 conbroversy, criticism, or unusual publicity in
connection with these cases.

Be alert for any type of activity in division which may result im 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 resulis
of local or Federal action being iaken against a subject or wvictim, such
information must be submitted by investigative revort. Submission of
this type of report must receive expeditious attention.

Furnish copy of report or letterhead memorandum %o USA unless Bureau
instructs otherwise.

In connection with notification to head of agency whose personnsl 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
involved, it is sufficient to state to effect that a civil rights inves-
tigation is being conducted of an allegation that viectim (identifying him
by name) was beaten by officers on or about (date of incident).

9
10-15~73
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X5, Report comp.e descriptive data including-~‘.1 criminal and field offjice

., indices information on victims and subjects and observable .descriptive
information on witnesses such as race, arproximate age, and obvious physje.
handicaps that might impair the 2bility of the witness to observe angd
remember the incident. Advise victims and. widmesses that information
furnisshed may be used in a court of law.

16. 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 reporig
does not preclude necessity for conducting complete independent investiga~
tion,

17. Describe- scene of the incident and where appropriate supplement description
with photographs or prepare a rough diagram of the place where the alleged
incident occurred.

18, In death case preliminary investigations obtain copies of any autopsy
or coronexr's report; copies of verdict of, and list of exhibiis
presented to, any coroner's jury and interview the pathologist or medical
examiner performing autopsy.

19. 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 a2nd United States Attormey covering area.

20. When requested 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 — ELBCTION LAWS
CIVIL RIGHTS -~ FEDERALLY PROTECTED ACTIVITIES
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BACKGROUND T

The Civil Rights Acht of 1964 was enacted into law on 7-2-64 and became
effective that date with the exception of the employment provisions which
became effective 7-2~65, The principal items which affect the Bursau's
work are the titles dealing with public accommodatiomsyzublic facilities,
public education?y and employment.

STATUTES

Public Law 88-352 ~ 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

PUBLIC ACCOMMODATIONS
§ 201, Provides injunctive relief against discrimination because of race,
color, religion, or national origin in places of public accommodation; i.e.,
establishment offering lodging or food for consumption 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
&, Inn, hotel, motel, or other establishment which provides lodging +to
transient guest, other than an establishment within a building which
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
¢. Motion-picture house, theater, concert hall, sports arena, stadium,
or other places of exhibition or entertainment as set forth in 2b
(l) (n) below.
d. Any establishment which is physically located in any covered estab-
lishment; e.g.s & barber shop in a motel or hotel
e, Private clubs are exempted except to the extent to which they open
their facilities +o an establishment covered by the act.

2 Investigation - public accommodations

> 2, In states in which there is a state law or municipal ordinance

o prohibiting discrimination in accommodations:

% Interview the complainant and obtain signed statement.

-3 2 Refer complainant %o local agsency dealing with equal accommo-
'§ dations and advise him that under the Statute no Federal action
g is possible prior to expiration of 30 days after complaini is
8 made to local agency in person or by registered mail.

(3) Submit letterhead memorandum (original and two copies) within
fourteenldays of receipt of complaint.
(4) Conduct no other investigation.
In states in which there is no state law or municipal ordinance
prohibiting discrimination in accommodations and 2 complaint has been
received, conduct a preliminary investigation consisiting 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
%0 be the basis of discrimination)
(2) ZInterview the victim or victims, Obiain signed statements.
If there are numerous victims, interview only a representa-
tive number but if results of these interviews logically re-
guire interviews with additional wvicitims, 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) ZInterview 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 what instructions they have
received with redard to allowing Negroes the use of the
facilities of the 'subject establishment.
(8) Interview the proprietor (or in those instances in which the
establishment is no% run by the owner, the manager)
regarding tke incident complained of and in addition

!

lisclosed to unauthorized person~
o
L]

Its use is limited to officin
cur Commitice and the content may not be ¢

L

itside your Committee.
el without the ez_vpress approval of the FBI .

g ascertain the following information:
L. Whether the subject establishment is open to the general
I N
L public
|
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II. present policy and practice ’the subject establish~-
t with respect to allowing Nej@Wes the use of its
facilities on an equal basis with whites and other mem-
bers of +the general public, If this present policy dif-
fers from any past policy, determine the past policy,
+he approximate date the presgniwpoXicy took effect, and
the reasons for the change in policy.

L}
ITI. Whether any signs indicating separate facilities for

(e)

(2)

(g)
(n)

(1)

(3)

(x)

DocId: 32959723 Page 59

Negroes or indicating that Negroes would not be accorded
the same services and privileges as white persons have
evoxr 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
8ti1ll on the premises, determine the date of removal.

IV, Whether there has ever existed at the subject estab~
lishment any custom of separate facilities or areas
for Negroes, If there has been such & custom sSince
7-2-64, ascertain the details,

V. Whether 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

Determine the location of the subject establishment in

relation to nearby highways, +train and bus terminals, air-

portg and gasoline stations. ’

Meke a simple sketch

I.. Dosignating 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 boxz, pool table),

IT. 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.

Determine what advertising, if any, is domne by the subjeci:

establishment., Obtain copies of any advertisement if possible,

Ascertain the owner of the property on which the subject

establishment is located, the proprietor of the establishment,

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.

If the subject establishment is an inn, hotel, or motel or

other lodging establishment:

I. Dotermine the number and gemneral type of rooms in the
subject establishment and the rates charged for the
rooms8 by the day, week and month., If the establishment
has five rooms or less, ascertain whether the ownsr
actually occupies a portion of the sstablishment as his
residence.

II. Determine by interviewing the manager the minimum and

average length of time for which lodging to guests is
provided. .

If the subject establishment is a2 restaurant, lunchroom,

soda fountain, or other eating facility, obtain 2 copy

of any menu or otherwise ascertain the selection of food
and beverages available at the subject establishment.

If the subject establishment is a gasoline station:

I. Determine the number of restrooms at the subject
gasoline station (and photograph any signs indi-
cating a racial preference in accord with paragraph
C21b (1) () III above).

II. Deotermine the brand name of all automotive products

8old at the subject establishment (e.g., gasoline,
o0il, air filters, tires) and the name and address of
the distributor £rom whom the proprietor purchases
each of these items.

2
4-13-72

a

)

Yo

ne e - ————— % o4



[ (1) [1f *‘subject establishment is a]re,urant, lunchroon,
sodaWPountain, or other eating facil®™®: not located on
. a Us S. or interstate highway or not in the immediate
vicinity of a bus or t¥ain terminal or airport:

I.. Obtain from the owner or manager_a. Statement of the
approximate dollar amount of 'his total expenses during
the last s8ix 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 so0ld to the subject establishment during the
"past 8ix months from the date of the reguest or during
any recent convenient period of time comparable in
length, and ascertain the approximate percentage there-
of which originates from outside the state in which the
gubject establishment is located. When it is established
that 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
total expenses iz not available, conduct the inter-
views of the suppliers as stated in the above sub-
paragraph, but place no percentage limit on the resulis.

IIT. If there is 2 substantial likelihood that these
‘suppliers will not retain their records relating to
the subject establishment for at least 8ix months,
obtain signed statements from them.
[ (m) [If the subject establishment isjan eating facility operated
in conjunction with a bar
I, Conduct the investigation outlined above in para-
{ graph[(1)] :
IL. Determine the approximate dollar amount of exponses
for alcoholic beverages during +the last six months
from the date of the request or during any convenient
period of time of comparable length.

II

3
4=13~73
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IIT. Dgrmine the hours during which .subject
e blishment is open for business,.and whether food
service is available during 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 ftime the subfebt=63tablishment is
. e open for business,

IV. Determine the hours any waitresses or other serving
personnel are on duty and whether they are assigned
exclusively or primarily %o one particular area of

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

VI. Determine what licenses relating to food and beverages
are possessed 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 establishment isJa place of exhibition or

. entertainment which presents performances for the enjoyment
of its patrons (e.g., theater, night club, sports arena)
or any other establishment which contains entertainment devices
through the use of which its patrons may entertain themselves
(eegoy 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 establiishment, 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.

IIT. Tdentify 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 ths dates on which the out-of-~state sources
of entertainment appeared a2+t the subject establishment
and if only once during the past 12 months, determine
if any annuval or biannual frequency of appearances -
exists,

V. Identify any mechanical sources of entertainment

provided at the subject establishment, (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 asceriainable, 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 enterfaining themselves by
use of mechanical or live sources of entsrtainment.
VIII. If any restaurgnt, lunchroom, soda fountain, or
other eating facility is located within the premises
of the place of exhibition or entertainment (ses
paragraph C 2 (b) (1) (£) IT above) conduct the )
investigation of that restaurant, lunchroom, soda %

k-5
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fountain, or other eating facility called for in
paragraph[ (1) labove.
Any establishment which purports to be a private club,
including those establishments deseribéd in paragraphs
(1), (m) and (n) above.]
I. Obtain, if available, a copy of the club's bylaws
or charter.
II. Determine the legal entities involved in the ownership of
the property and menagement of the ciub (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.

IIT. Determine whether any numerical 1limit is set upon

membership in the club,

IV. Determine whether payment of any dues, annual or

lifetime, is required in connection with membership in
the c¢lub, and if so, in what amounts.

V. Obtain a copy of any mombership 1list that might be
maintained.

VI. Ascertain the number of members of the club and

LY

whe ther there are any nonwhite members; if there are,
obtain their names and addresses,

* VIX., Determine all details of the procedures by which

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

VIII. Ascertain what qualifications, if any, a prospective

DocId:32989723

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 commitiee 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 %o
existing members, whether existing members are notified
after an applicant has been admitted).

XI. Ascertain whether the members exercise control
over the financial operations of the establishment
and to what extent (e.g., do they own 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 ).

Page 62 , 5
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[

XV,

As’tain whether the club advert~i—s!in any
manner and, if possible, obtain copies of 21l
advertisements. If copies cannot be obtained

" describe the advertisements, including whether

such advertising indicates in apymaxy=—that the
subject establishment is a private club not open

Yo the gemeral public.

I2 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 i%
is designated as a private club.

Determine the established procedures, if any, for
permitting nonmembers oxr guests of members to use
the subject establishment's facilities (e.g.,
whether nonmembers can rent the facilities of

the club).

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,

(2) Submit a report within[21]days of receipt of complaint.

(3) 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
Y0 reopening when additional complaints are received.

DocId:32989723
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PUBLIC FACILITIES ‘ PUBLIC EDUCATION ~~q . .
A public facility is one other than a place of education which is owned,

operated or managed by or on behalf of any State or subdivision thereof.
A place of public education is any educational institution operated by
a State, any subdivision of a State, any Governmggﬁ%g:agency within a
State, or ozerated wholly or predominantly from or through the use of
Governmental funds or property derived from a Governmental source.
Take the following action upon receipt of a complaint alleging
discrimination 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. :
a2, Interview complainant and take signed statement to include:
1 Pertinent personal history and background information.
2 Full details of the alleged discrimination,
3 A1l 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 4o 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 organization.

In this connection 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. Also, how many dependents the
complainant supports and whether he is a member of any civil
rights organization tha+t 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.
¢. If the complainant submits a signed statement alleging unlawful
discrimination, proceed with the following preliminary investigation:
(1) Interview 2 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 schocl to determine:

éag Full details of situation described by complainant,

b What policy and practice have been followed with respsct

to operating in 2 nondiscriminatory manner,
(¢) Whether any change in such policy or practice is
contemplated, ‘

d@. Complete and submit report within[fourteenldays of receipt of the
complaint,. . ) .

8-9
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v

EMPLOYMENT ‘__,

§ 703. =Prohibits discrimination in employment because of “race, color, ,1%3
rellglon, sex, or national origin. Prohibited acts extend to hiring, firing,
promotions, wage scales, and all other coﬁaltlons of employment. Bxemptions
sex; or national orlglq only. Discrimination is not punishable as a crime

but the aggrieved person, Equal Employment Opportunity Commission (EEOC),

or under certain conditions, the Attorney General may file civil suit. EEOC

was established to receive and adjudicate complaintse.

1. BEstablishments covered .

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

b. Employment agencies procuring employees for the above firms

c. Labor unions in industries affecting commerce

de State and local governments, agencies, political subdivisions and the

A District of Columbia Departments and agencies which are not subject by
law to the Federal Competitive Services.

e. Federal Government employment (handled by Civil Service Comm1531on).

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 Ind:ans on or near an Indian reservation.

[Preliminary investigation to be conducted upon receipt of a complaint

a. Complaint against private employer or labor union representing
employees of private emplover 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- i
ment agencies, such as state employment services
(1) Employer. 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
(b) 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, and 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

10
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SECTION 28. CIVIL RIGHTS ACT OF 1964 28F

Iv. ‘ber of minority and female em’yees in his job
category or department; and in other job categories
a and departments of which he is aware
V. Names of other minority or female employees who work
- for employer and departments .and-sjeb-categories to which
e 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 avallablllty
of the job or decided to dpply 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. Whether he or she submitted written application
VI. Any other steps he or she was required to take to com-
plete employment application process
VII. When and by what means notification or rejection for
X employment given
| (f) 1If employing agency is unlonlzed 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 any
[ 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
(2) Unions. When 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 obtaln following
information:

/.’
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= (a) Pull,ackground of complainant including 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 employment experience,
e and any municipal licenses he may possess qualifying him
to work in the trade.
(b) ©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
(¢c) Full details of complaint
(@) If complainant was seeking membership in the union:
I. Type of membership he was seeking, i.e.,
whether 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 employment service
IV. Whether he was required to take any examination and
’ nature of examinations
V. Whether 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 claining discrimination in some practice
of subject union other than that relating to admission to
membership in the union, determine whether it related to
operation of grievance procedures, work referral system, a
work permit system, or some other union function, and
ascertain details of alleged discriminatory practice
(f) 1If 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 intervievee
(h) VWhether similar complaint was filed with any state or local
agency or any other Federal agency and, if so, details
1nclud1ng date on which it was flled, 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-
plaint or to his contact or connection with subject union
(3) Emplovment Acencies. When complaint appears to question prac-
tices of any public employment agency, such as a state employ-
ment service, interview complainant at some place other thar
place of employment, and obtain following information:

- &

12
DocId: 32989723 Page 67 7-15-74

-3

¢ J

"

m
I




SECTT™ N 28. CIVIL RIGHTS ACT OF 1964 28F -G

[

(a) Full%ckground of complaintant in‘c’“Lu,.mg all details regard-
. ing qualifications for employment, such as age, sex, race,
education, previous employment experience
(b) Nature of employmeut ageuncy, and types of jobs to which it
generally refers persons. Ascert¥ti-hether employment
agency's office is in a minority neighborhood
(c) Full details of complaint
(d) Type of job for which he sought employment. 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 minority 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
applications and other forms filled ‘out, the name of person
who interviewed him, what job possibilities were mentioned
to him, and whether he was advised formally or informally
that certain jobs about which 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 will be for-
warded 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, that 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. }
C. Submit report within fourteen working days of receipt of complaint.]

INTERFERENCE WITH FEDERALLY PROTECTED ACTIVITIES REILATING TO PUBLIC
ACCOMMODATIONS, PUBLIC FACILITIES, PUBLIC EDUCATION, AND EMPLOYMENT

G.
1'
2.
3.
4,
HH 54977

Where interference consisting of force or threat of force prohibited

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.

Where other interference is alleged, such as by coercion, intimidatjion,
and economic pressure, submit leitterhead memorandum to Bureau and

take no further action,

The employment provisions of this act require a specified minimum
number of employees to establish jurisdiction. No such minimum numbar
is required wnder provisions of Title 18, USC, § 245, relating to inter-
ference withk employment.

Title 18, USC, § 245, covers all public accommodations as defined by
Civil nghts 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 dbar,

13
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ANNOUNCED TESTING OF ACCQIODATI'ONS OR FACILITIES .

.1, When information is recejved that persons are planning to test the pfac-

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 force or threats, submit teletype to Burean. Do not assign
personnel %o gbserve such testing and/or photog"aph acts of interference
or obstruction in the absence of specific prior Bureau authority.

2. [Deleted] ~

3. If there is interference involving personal injury, threat of serious
injury, or substantial damage toc property, or if a complaint is received
concerning refusal of service, initiate a preliminary investigation and
submit a report within fourteen days.

4, If there is no interference or refusal of serv1ce, submit a letterhead
memorandum (original and five copies) setting forth the details of the
testing.

5. Where your office receives advance notice of testing of public accommodations
or public facilities and there is no indication there will be any inter-
ference, obtain details concerning the testing and promptly furnlsh a
letterhead memorandum (orlglnal and five coples)

6. No commitments are to be made to groups which advise your office of plans
to test accommodaticns or facilities that Agents will or will not be
present to observe and photograph such demonstrations

7. Purnish copy of letterhead memorandum in both of the above instances to
the local office of mmlltary intelligence if within scope of present
reguirements to do so, and advise appropriate local authorities-orally.

PENALTIES

There are no substantive c¢riminal penalties attached to discrimination »rohibiied
by the act., The aggrieved person, or in some instances the Attorney Gzneral,

mzy 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 notices reguired by the Egual
Employment Opportunity Commission; however, this violation will be handled by

the Commission, -
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J. MISCELLANEOUS

L

3'

[ 9.
10.

11.

T 12,

13.

14.

Purnish a copy of all reports and letterhead memoranda to the USA.

Deleted

Note that a business, such as a2 department store, which would not

normally be covered by the act is completely covered if it has a lunch
counter or some other subsidiary unit which would be covered by the act.

A barber shop is not normally covered, but a barber shop in a hotel eor

any other place subject to the provisions of the act would likewise be
covered.

Discrimination is not limited to refusal to admit or serve but includes

any difference in the nature or extent of services or prices charged.

Iwo Agents should be present at all interviews of subjects and potential
subjects. Other interviews should 2lso 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 of the details of the report should so indicate if the
investigation is limited or preliminary. When conduciing a full
investigation, no reference should be made as to the scope of investigation
as it is not restricted. A limited invesiigation is one other than a
preliminary, full, or mere receipt of a complaint.

Purnish 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 Burezu by
airtel, form FD-365 may be used for this purposs.- -

Information concerning discrimination obtained” solely from legitimate
news media, personal observation by Bureau personnel, or from any other
source not known to be unreliable should immediztely be submitited to the
Bureau in a form suitablé for dissemination. If the information is
obtained from published material, it will be sufficient to submit’ two
copies of the clipping by cover airtel., MNo other action should be taken
in the absence of a complaint with the excepition of information indi-
cating interference which should be handled in accordance with section G,
item 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 employmenrnt under ithe provisions of
the Civil Rights Act of 1964 is to be brought to the immediate attention
of appropriate state and local officials, Also azdvise military intel-
ligence and Secret Service if within the scope of present requirements
to do so. The initial communication to the Bureau should show that this
has been done,

Do not identify source of complaint to any person interviewed or con-
tacted during the course of an investigation. If necessary to effect
jdentification of specific incident involved, it is sufficient to state
to the effect that a Civil Rights Act of 1964 investigation is being
conducted 6f allegation that victim (identifying him by name) has

been discriminated against.

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 mnot involved. -If unusual cir-
cumstances exist wherein you believe it would be to %fhe Bureau's dis-
advantage to conduct interview in presence of attorney, furnish full details
to the Bureau with your recommendations. ¢
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L. CHARACTER .
1. -PUBLIC ACCOMMODATIONS - CIVIL RIGHTS ACT, 1964  axuumose—
2. PUBLIC FACILIZLIES - CIVIL RIGHTS ACT, 1964
3. PUBLIC EDUCATION - CIVIL RIGHTS ACT, 1964
4. EMPLOYMENT ~ CIVIL RIGHTS ACT, 1964
[ [IN CASES OF INTERFERENCE INVOLVING ATTEMPTED OR ACTUAL USE OF FORCE OR_THE
THREAT OF FORCE, ADD INTERFERENCE WITH FEDERALLY PROTECTED ACTIVITIES. ]
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4, Title 18, USC, § 4 (former

SECTICN[29.] CONSPIRACY 208 - B

STATUTE

FTitle 18, USC, § 371 (Fformerly § 88, Title 18, USC), eifective 9-1-483,
Violations occurring prior ito 9-1—-48 should be considered under the pro-
visions of the furmexr code secction,

§ 371. Conspir

f two or morxr

y to commiil offens
2 persons confpire ci
the United Scates, or to delraud ine United States, or any agency there—

of in any manner or Lor any yurpo;e, and one or more of such perscns do any
act %o effect the objcoct of the conspiracy, each shall be fined not more
than $10,060 or imprisoned not more than five years, or both.

or to defraud United States
rer to commit any offense againsd

i

al (4]

kY
n v
3 <

#1i, however, the offense, the commission of which is the object of the
conspirvacy, is s misdemeanor only, the punishment for such conspiracy
s::all not exceed ithe maximum punisbhment provided for such misdemearnor,®

HLﬁ

o Iwo or more persons agree tugeiher to:

2, Commit a2ny offense against the U. S.; or

b Defraud the U, S, in zny manner or for any purpose
2, One or mowme of the conspirators commits an cvert act to effect the
object of the conspiracy. '

RELATED STATUTE

In addition to Title 18, USC, § 371, numerous statuies carry spscial
conspiracy sections. In the investigation of a conspiracy to violate a
particular Federal statute, determine whether the statute contains its
own conspiracy sectvion,

Where violations of Federal criminazl statutes are committed jointly or
by more than one person, the related statutes hereinafter set forth should
be considered, As a general rule evidence sufficient to prove 2 violation
under Title 18, USC, 371, or 2 violation of any subsiantive sitatule,
may be sufficient 0o prove 2 violation of any one of the following related
tatntes in cases where more than one person is involved,
Title 18, USC, § 372 (formerly § 54, Title 18, USC) (Comspiracy to imped
©or injure o;fjccr) -
2. Title 18, USC, § 2 (Principals
3. Title 18, USC, § 3 (formerly
~ 1

p:m
e

(o]

Cé‘)v

55L, Title 18, USC) (Accessory after
the fact)

]

v § 251, Title 18, USC) (Misprision o
felony) ,

STATUTE OF LIMITATIONS
Sirce the crime of conspiracy

i s not complete until an overt act has been
completed in the Furtherance
13

n original agreement betwecn two or morse
persong, the sitaziute cf iy ns doass not begin to operaie until an

overt act by one of the consy ors has been committed, Likewise, if =2

series of overt acts is committed in the furtherance of the originzl agrse-
ment, the statute of limitations begins to operate anew upon the commission

of ezch act, and the proper manner to determine when the statute of limilations
operates on a coanspiracy violation is to determine the date of the last overt
act, Conspiracy is 2 continuing offense, If an agreement between two ox

more persons to violate z law of the U. S, were made in 1910 and successive
overt acts in the furtherance of that agreement took place cach year until
1955, the statute of limitations would not operate untili 1960, Of course,

the quesiion of whether the original agreement continues through a lengthy
period is 2 question of fact for the jury. Brown v, Blliott, 225 uU. S. 392

U. S. v. Brace, 149 F, 874; Rvan v. U. S,, 216 F, 13; Ware v. U. S.. 154 », 577;
U, 8. v. Barber, 157 ¥. 889; U. S. v, Bradford, 148 F. 413,

3

.

This document is prepared in response to your request and is not for dissemi=
nation outside your Committee. Its use is limited to official nroceedings by
yonr Committee and the content may not be disclosed to zmauthomzed PErson~
ml without the express approval of the I'BI .
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COURT DECISIONS

Proof cf meeting of minds by intelligent and deliberate zgTreement to commit
offense establishes "conspiracy," though agreement is not Aaﬁliested by
formal words, Hoffman v. U. S., 68 F. (2d4) 101.

comirit a willful fraud on the law, oxr some statutory reguirensnt periinen
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 genexral Governmexznt, or to deprive

the U. S. of its property or some property right. TU. S. 7. Raley, 173 7. 159,

Under this section it is sufficient that it be the couspirators! purpose to
rent

T

This statute is broad enéugh in its terms to include =2 ny conspiracy for the
purpose of impairing, obstructing, or defeating the Ta vful furnction of any
department of the Government., Haas v, Henkel, 216 U. 8. 462.

-,

One defendant alone cannot be convicted of conspiracy, Zartkus v, U. 8,,
21 F, (2d) 425. Decamp v. U. S., 10 F, (24) 984. .

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

Act of one conspirztor in furtherance of the conspiracy binds each and all
of the parties to the conspiracy and completes the offense as to all,

U. S8, v. Richards, 149 F. 443. 3Bannon 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 otject of the origirz
combination. U, S. v, Richards, 149 #, 443, U, S. v. Ccle, 153 ¥, 801,

Purpose of overt act is to show that the conspiracy was zactually carried
into operation. U. S. v. Greene, 115 ¥, 343,

Provision that there must be an overt zct merely affords z "locus penitentiz®
so that before the act is done either one oxr all may abazndon their design,
U. 8., v. Britton, 108 U, S, 199,

POLICY

Altlougk a conspiracy to violate any Federal statute is z violation of
Title 18, USC, § 371, jurisdiction is assumed only over conspiraoy to
violate substantive statutes withkin the primary investigaiive jurisdiction
of the FBI., Complaints received alleging conspiracies 3o violate statutes
not within the FBI's primary investigative jurisdiction should be promptly
furnisked the appropriate investigative agencies.

INVLD PIGATIVE PROCEDURE
1, A set plan for investigations of conspiracies canrot te a2cdurately
ated, While the same elements are necessary in eack conspiracy case,
the object of the conspiracy may be a violation of azy one of ithe criminal
tatutes or simply to defraud the U, S. In this way each case presents
different problems, Also, there is a wide latitude in the kind of prool,
since circumstantial evidence of a general charzcier indicating both tlkse
agreements and the overt acts is admissible., The following suggestions
of essential information are offered as to each of * elements,
2. In connection with establishing the agreement, ascertzin the identities
of 211 persons concerned with the possible agresment, This should include
complete data as to names, aliases, addresses, &escripiions, the extent
of the previous associations of subjects in prioxr criminal operations
similar to those under investigation, and the degree of business, social,
or criminal intimacy in general,
3. BEvidence of all acts, mcetings, and transactions bedw
of a material nrature with relation to the suspecocted =g
be obtaiued a2nd inguiries should be extended as far =

el 12
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n the subjects
reement should
recessary beyond
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the time the agre‘nt is believed to have been c.umma.ted.

4, Procure all evidence possible from which a jury would form the natural
conclusion that the subjects mutually agreed, planned, acquiesced in,
or intended to carry out the object of their .greement.

5. Be on the alert for direct evidence of the agreement, such as Wette*;,
documents, formal contracts, memoraunda, or osther rapers, Ascertain what
verbal siatements, admissions, or confessions each or any of the sub-—
jects may have made from which the agrcements or conspiracy may be
indicated, Obtain evidence of the acts or transactions, statements,
or communications of subjects that would indicate the etlutenCc of a
mutual plazn and purpose,

6. Bear in minpd 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 more persons had a meeting of the minds in the per-—
fection of 2 plan having as its object the violation of any law of the
U. S. or committing any fraud against the U, S, in ordexr to fulfill <he
requirements of element 1; that is, the existance of an agreemsnt,

7. It will be helpful in the investigation of this type of case if the
Agent considers the completed crime of conspiracy to consist of, fi
the agreement, and then the commission of one or more actual overt
in the furiherance of the original plan. With regard to proving ov
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 a2nd places but also circumstantial evidence that the act in
question furthers the conspiracy.

8, Any physical act on the part of one oxr more of the consplr vbors consti-

. tutes an overt act in the fulfiliment of element 2, If two individuails
conspired to rob a national bank and one of them purchased an aubomedile
as a getaway car, the purchase of the automobile would be an overy act
which, added to a previously proved agreement to rob the bank, would
complete the crime of conspiracy,

9+ Bear in mind that where evidence of the agreement is vague intensive
investigation of all overt acts frequently leads to eviderce proving
the agreement, Therefore, in the case of the aubomobile, if it was
oped one of the subjectis-mentioned to the auntomobile salesman that
and a friend planncd to use the automobile as a getaway car, ihen

H
©

<k ¢l ¢t
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mobllo and the agreement.

VENUE

Venue lies in any district in which such offense was begun, conbtinued, or
completed. (Title 18, USC, § 3237.)

CLASSIFICATION i

The classification is the same as the substantive violation which was 3%he
object of the conspiracy,

CHARAGTER
The character is the same as the substantlve violation with conspiracy

added; e.£., BANK ROBBERY — CONSPIRACY,
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i - SECTION 75. REUTRALITY MATTERS 75X

A. STATUTES Q . ,
Title. 18, USC, §§[956 ~}958-962; Title 22, USC, §§ 193% and 401

[§ 956. Conspiracy to injure property of foréign 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 beloxging 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
comnits an act within the jurisdiction of the United States to effect the -—-
object of the conspiracy, each of the parties to the conspiracy shall be
fined not morte than $5,000- or imprisoned not more than three years, or both.
"(b) Any indictment or information under this section shall describe the
specific property which it was the object of the conspiracy to injure or
destroy."]

Lo E e K N e Y e K Ko e Mo R Xooe Yoy | -

§ 958, Commission to serve against friendly nation

"Any oltizen of the United States who, within the jurisdiction thereof, acoepts
and erxercises a commission to sServe a foreign prince, state, colony, distriect,
or people, in war, against any prince, state, colony, district, or people, 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) Whoever, within the United States, enlists or enters himself, or hires or
retains another to enlist or enter himself, or to go beyond the Jjurisdiction 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 seaman on beard 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 séction shall not apply to citizens or subjects of any country engaged
in war with a country with which 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 initent
to enlist or enter the service of a foreign country. Enlistments under this
subseotion shall be under regulations presoribed by the Secretary of the Army.
“(0) This seotion and sections 960 and 961 of this title shall not apnply to any
subjeot or citizen of any foreign prince, state, colony, district, or psople who
is transiently within the United States and enlists or enters himself on board
any vessel of war, letter of marqgue, or privateer, which at the fime of its
arrival within the United States was fitted and equipped as such, or hires or
retzins another sudbject or oitizen of the same foreign prince, state, colony,
distriot, or people who is transiently within Ibhe United States to enlist or
enter himself to serve such foreign prince, state, colony, district, or people

on board such vessel of war, letter of marque, or privateer, if the United States
shall then be at peace with such foreign prince, state, colony, district, or
people.”

§ 960, Expedition ngainst friendly nation

"Whoever, within the United States, knowingly begins ‘or sets on foot or provides
or prepares 2 means for or furnishes the money for, or takes part, in, any
military or naval exvedition or enterprise to be carried on from thenge against
the territory or dominion of any foreign prince or state, or of any colony,
distriot, 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 vessel of foreign nation
"Whoever, within the United States, inpcreases or augments the force of any: ship
of war, oruiser. or other armed vessel which, a%t the time of her arrival within
- the United States, was & 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 belonging
to the subjects or citizens of any stch prince or state, colony, distriet, or
people, the same being at war with any foreign prince or state, or of any colony,
istriot, or people, with whom the United States is at peace, by adding to the
number of the guns of such vessel, or by oharging those on board of her for guns
of a larger caliber, or by adding thereto any equipment solely applicable to var,
shall be fined not more than $1,000 or imprisoned not more than one year, or both,"
This dorrment dg mrorsped 4w, peapomss to yorw regreet and is wot for dicscimi-
gty aoksiTa yny Capanitioe TR yie i3 Tinited to offieial vrone Jin Oy
g o Committee avd the conterfimey not be discloscd 0 unraatnoriccd pecson-
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§ 962, Arming vessel.inst friendly nation ’
"Whoever, within the United States, furnishes, fits outly arms, or attemots 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 subjects, )
citizens, or property of any foreign prince or state, or of any colony, dzstrlct,
or people with fihom the United States is at vpeace; or ]
"Whoever issues or delivers a commission within the United States for any vessel,
to the intent that she may be so employed-—
"Shall bte fined not more than $10,000 or imprisored not more than three years,
or botheess”

4 -
‘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 import or export these items,
Maximum penalty, $25,000 or two years, or both, ’

T3tle 22, USC, § 401. Seizure powers

"(a) Whenever 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 protable cause to believe

that any arms or munitions of war or other articles are intended to be or

are being or have been exported 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 articles and may seize and Qetain any vessel, vehicle, or aircrafi
containing the same or which has been or is being used in exporting or
attempiing to export such arms or munitions of war or other articles, A1l

arms or munitions of war and other articles, vessels, vehicles, and aircrafi

seized pursuant to this subsection shall be forfeited...."

1. ZExecutive Order 10863 conferred this authority upon the Attorney General,
and Department of Justice Order 200-60 redelegated this authority to the
Director 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.

B. VIOLATIONS
1. [§ 956
Persons within the Jjurisdiction of the U, S. conspire to damage property
in a foreign country and owned by a foreign government with which the
U. S. is at peace and one or more of the conspirators commits an act
(2.] within the jurisdiction of the U. S. to carry out the conspiracy.]
2. 958
. gitizen of U. S. within its Jurisdiotion accepts and exercises a
: commission to serve against any country with which U, S, at peace.
{ {3.7.§ 959

a. Anyome within U, S, enlists to serve in foreign service, or ‘

b, Anyone within U, S, hires or retains another to enlist or enter himself
in foreign service, or :

6. Anyone within U, S. hires another to go beyond jurisdietion-of U. S.
with intent to be enlisted in foreign service. (Not necessary that
war exist anywhere to constitute violation this section.)

[ (4.1 § 960

a. Anyone within U, S. knowingly begins or sets on foot any military or
naval expedition or enterprise to be carried on from the U, S, against
a country with whioh U, S, is at peace,

b. Anyone within U, S, knowingly provides or prepares s means for or
furnishes money for or takes part in any military or naval expedition
or enterprise to be oarried on from the U, S, against a country with
which U, S, is at pesace,

( (5.1 § 961 .

&, Anyone within U. S, inoreases or augments force of any ship of war,
whioh at time of arrival in U. S, was ship of war belonging to country
&t war with country at peace with U, S, :
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~ SECTION 75. NEUTRALITY MATTERS ] 75B ~ C

E.gsznyone within U.S £its out or arms, or attgmygto do so, any vessel

0 be employed by any country to commit hostilities against country
- . S, at peace, ; .-

b. Xi;gnzhigghgn U. S, issues or delivers commission for any vessel with
the Intent to be so employed.

Title 22, USCS, § 1934 ,

a. Requires all persons engaged in manufacture, importation, or exporiation
of arms, smmunition, or implements of war to register with Department
of State and secure license from State Department for exportation or
importation these items.

be Violations this secttion under investigative jurisdiction of[U. S.
Customs Service.)] Under normal circumstances alleged violations should
be referred directly by field office receiving complaint to local
office of [U. S. Customs Service,lexcept under circumstances outlined
in C, 2.

C. PRLICY

1.

2.
[
[
HW 54977

Neutrality cases frequently have international implications, Depariment

of State and other agencies interested, Burean must be advised of all

alleged violations of Title 18, USC, §§ 956 and 958-962., Interview

complainant thoroughly to obtain full facts, identities of parties
oconcerned, nationality, and other pertinent information. Thereafter
immediately furnish facts to Bureau and conduct no investigation until

Bureau requests you to de so,

Duplication of investigation has been experienced in investigation of

violations of statutes under our jurisdiction, Title 18, USC, §§ 958-962,

inclusive, which often also involve violations of Munitions Control Act

(Title 22, USC, § 1934) under jurisdiction of Customs. As result follow-—

ing agreement has been entered into with Treasury Devartment,

&, 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 inveolve statutes relating to
nentrality within our jurisdiction, If, however, Customs determines in
ocourse of investigation facts involve conspiracy of major proporiions
against a foreign government, Customs may reguest Bureau to assume
investigation, Field offices must not accept for investigation these
referrals from local office of Customs, but advise Customs i1 should
refer to Bureau through its headquarters in Washington, D, C, Advise
Bureau immediately of any such reguests.

be 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 Jfor appropriate
action and conduct no investigation.

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 viclations of Munitions Control Act under
Customs jurisdiction which may arise therefrom.

de 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

s conduct no investigatione

e€e In all above instances reports will be exchanged by the Bureau and the
Ue S. Customs Servicelto keep them fully advisede. Appropriate liaison
must be established in field. ‘
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[3. Seizure powers

8. Department has sed that the dominant purpos seizure powers under .
Bection 401 is to accompllsh forfeiture of arms and munitions of war ) ?
which have been the subject of attempited exportation in violation of : 7
law. Bureau ma.y make selzures under section 401 only in those 1nstances

...... pcasmminty

made, It is mandatory, of course, that probable cause exists to
believe that the material is about to be illegally exvorted., If
arrests are to be made, seizures must be made incidental to lawful
arresy or on basis of a search warrant and not under section 401,
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.

¢. 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 informaition
as required by Title 19, USC, § 1603, Briefly, FBI is to furnish
collector of Customs a detailed account of the seizure including a
statement of all the facts and circumstances of the case within the
Bureau's knowledge, with the names of witnesses; and citation of

the statute or statutes believed 1o have been violated, and on which
reliance may be had for forfeiture and conviction.]
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Sh.#ION 78. ©PASSPORTS AND VISAS . 78A ~ C

4. STATUTES . _ .

Title 18, USC, §§ 1541-1546

B. GENERAL INFORMATIQN : I -

1.

1.

HW 54977

Definitions - .
a. Passport is dooument issued by a state to a ocitizen 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 indicated 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 crulse on vessels
including aircraft, Seamen are not reqguired to submit individual
passports or other itravel documents or visas when seeking to
enter U, S, in status of alien scamen,

(5) Transit certificate - granted an alien to allow him to pass
through U, S. in order to reach a foreign destination

Issuance of passports
a. U. S, passports granted and issued only to American citizens, either
native 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 necéessary.

Applicant must apply in person and his declarations made under

oath; must prove his American birth by birth certificate or baptismal

certificate or, in case of naturalized citizen, must produce certifi-

cate of naturalization,
¢, [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 B8-26-68, it was automatically renewed by Public Law 90-428

for a period of two years making it wvalid for five years from

original date of issue.]

Issuance of visas

L4

-a. JAlien desirous of obtaining 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 Depariment merely acts as an auxiliary to
INS as pertains to issuance of visas.

¢. TUsually 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 thres
years with exceptions.

C. POLICY

Passports
a, Conduct no investigation upon recsipt of complaint.
b. Forward information to Bureau by letterhead memorandum for trans-
g%t:al to State Department which has primary investigative juris-
iction.

c. i?ate Department, on occasiong, reguests Bureau to conduct investiga-

fon.

d. Requests for 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. Inciude all available biographical

* data to facilitate locating records.  State Department reference or
file number should be set forth if known. '

X7 is not for dissemi-
Wi ) ed in response to your ofequest omcil' 8 7101 ;
Tite docu;';nqg: ?;ogote%';%mittee. plts use 18 lmmted to official pvo.ceeélmgrssozig
natzonc e S?%t"ﬂe and the content may not be disclosed to unauthorized pe

v withot. th } of the FBI .
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2, Visas _ e
as Conduct ne invssQation concerning immigration ‘\s.
be All complaints sI™uld be referred by field office@Po appropriate

INS office, which agency supervises entry and departure of aliens,

D. INVESTIGATIVE PRECEDURE ' ’ : i -
1. Issuance of false passports by unauthoérized 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 Deparitment and subsequent
invegtigation reveals his identity, set out lead for WFO to contact
State Deparitment to determine if subject so authorized.
b. False passport should be obtained and transmitted to FBI Laboratory
properly marked as evidence for examination to prove if it is a
false passport. .
- 2, YFalse statement in application -- § 1542
a. Investigations will necessarily be conducted W1th the view to
proving falsity of sratements appearing in application for
passport,
b. Generally, 1nvest1gat10n will consist of record checks and interview
of o0ld acquaintances who may have some independent knowledge of
false statement.
c. In cases involving false statements by naturalized citizen, considera-
tion should be given to information available at INS.
3. galsely made, forged, altered, mutilated, or counterfeit passports -
1543
Consideration should be given to facilities of FBI Laboratory in this
type examination. Examination should be requested of all quesiioned
materials, particularly in regard to erasures and eradications, hand-
writing 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 o0ld acquaintances
to establish subject’'s identity and to prove he is not identical
with person to whom passport originally issued.

P

BE. STATUTE OF LIMITATIONS - 10 years
F. CLASSIFICATION ~ 40 ' } .

G. -CHARACYER - PASSPORT AND VISA MATTER

11-13-69
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¢+ Ao STATUTES . . ‘

SECTION 90, SELECTIVE SERVICE AGT ' 90A ~ B

Criminal provisions '

Title 50 App., USC, § 462 (§ 12, Title 1, Public Law 759, 80th Congress)
Reemployment provisions ’

Title 50 App., USC, § 459 (§ 9, Title 1, Public Law 759, 80th Congress)
Extensions of act

Public Law 572, 8lst Congress, extended act to 7~9-50; and Public Law 599,
81lst Congress, extended it to 7-9-51, Public Law 51, 82nd Congress, approved
6-19-51, changed mname of act to Universal Military Training and 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
7-1~-55, Despite change in name of act, no change in character of Bureau
reports and .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 regdistrants. Public Law 88—2, 88th Congress,
approved 3-2B8-63, extended act to 7-1-67, Public Law 90-40, 90th Congress,
extended act to 7-1-71. This act may be cited as the "Military

Sesilective Service Act of 1967. Public Law 92-129, 92nd Congress,

extended act to 7~1-73. This act may be cited as the "Military

Selective Service Act." No change in character of Bureau reports

and communications, )

B. REGISTRATION ' e

1.

HW 54977

[Maie citizens who have attained their eighteenth anniversary of the day

of their birth and have not attained the twenty-sixth anniversary of 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.]

A person unadle %o register because of circumstances beyond his

control must register as soon as possible after cause of inability
ceases,

Generally 2liens admitted as permanent residents required to register
within six months after entering the U, S. Certain diplomatic

officials and certain aliens temporarily admitted to the U. S. for

‘specific purposas mot required to register. 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.

Men on active duty in armed forces need not register. Must register with-
in thirty days after separaticn from service, if not redistered and would
have been required to register except for active duty status,

"Registration and classification of citizens abroad

Presidential Prioclamation 2972, 4~17-52 (Federal Register, volume 17,
number 78, 4-19-52, page 3473),and part 1655, Selective Service Regdula-
tions, provide for registration during July, 1952, by U. S. consular and

- diplomatic 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

nse to yonr request and 18 not for d_»z'.ssemi-
o Iimited to official procecdings by
sed to unauthorized person~
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rogister 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., Distriet of Columbia Local Board %100
(foreign) is established to process registrants who furnish no local
address upon registration., As in case of persons registering within U, S.,
registration card will be mailed to registrant. Part 1655 also makes
provision for classification of those registering abroad.

6. Public Law 90-40, approved 6-30-67, authorizes the President, until 7-1-71,
to issue special draft calls for doctors, dentists, 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 idertify him., This will be
composite number made up of four elements. First numver .epresents
state in which registrant is registered. Second number, local boarl
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 1) (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, who 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 musier, and any person who shall knowingly

make, or be a party to the making of, any false statement or certificate regard-
ing or bearing upon a classification or in supporit 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 or service in the armed forces

or any of the requirements of this title [said sectioms], or who knowingly
counsels, 2ids, or abets another to refuse or -evade registration or service

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 duity required of him

under or in the execution of this title [said sections], or rules, regulations,
or directions made pursuant to this title [said sections], or any person or

.-persons who shall knowingly hinder or interfere or atitempit to do so in any way, by

force or violence or otherwise, with the administration of this title [said
sections] or the rules or regulations made pursuant thereto, or who conspires
40 commii any one or more of such offenses, shall, upon conviction in any
district court of the United States of competent 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 bean actually inducted. £ox the. training and service prescribed under
this title, [said sections] or unless he is subject to trial by court martial
under laws in force prior to the enactment of this title [JTune 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 courst

or United States court of appeals shall +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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SECTION 90. SELECTIVE SERVICE ACT 90C - D

provisions of this 'bi. sections 451, 453, 454, 455,56 and 458-471 of this
Appendiz , or rules o1¥ regulations promulgated hereunder; or (2) who, with intent
that it be used for any purpose of false identification or representation, has

in his possession any such certificate not duly issued to him; or (3) who forges,
alters, knowingly destroys, knowingly mutilates, or in any manner changes any
such certificate or any notation duly and validly iunscribed thereon; or (4)
who, with intent that it be used for any purposé of false identification or
representation, photographs, prints, or in any manuner 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 promuligated hereunder, which he knows
Y0 be falsely made, reproduced, forged, counberfeited, or altered; or (6) viho
knowingly violates or;evades any of the provisions of this title - 34id sections
or rules and regulations promulgated pursuant thereto relating to the issuance,
"$ransfer, or possession of such certificate, shall, upon conviction, be fined not
to exceed $10,000 or be imprisoned for not more than five years, or both, When-
ever on trial for a violation of this subsection the defendant is shown to
have or to have had possession of any certificate not duly issued to bhim, suck
possession shall be deemed sufficient evidence to establish an intent to use

such certificate for purposes of false identification or representation,
unless the defendant explains such possession to the satisfaction of the Jjury."
“(c) The Department of Justice shall proceed as expeditiously as possible with
a’ prosecution under +this section, or with an appeal, upon the reguest of the
Director of Selective Service System or shall advise the House of Representatives
and the Senate in writing the reasons for its failure fto do so.”
"{(d) No person shall be prosecuted, trisd 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 afier the last day before such person does
perform his duty to register, whichever shall firsi occur.”

N’

D. SELECTIVE SERVICE CLASSIFICATIONS

/ 1. Class I
a. Class I-A: - -Available for military service
b. Class I-A-O: " Conscientious objector available for noncombatant
. o military service only :

c. Class I-C: ) Member of the Armed Forces of the United States, the

[ o [National Oceanic and Atmospheric Administration,]
) or Public Health Service

d. Class I-D: Member of reserve component or student taking

. ‘ military training

e. [Class I-H: Registrant mot subject to processing for induction

f._ Class I-0: . Conscientious objector available for alternate

' service
. g+ Class I-W: Conscientious objector _performing alternate service
) . in lieu of inductionl. :
2. Class II ‘

a. Class II-A: Registrant deferred because of civilian occupation
[ ) [(erept agriculture) or nondegree study]

b. - Class II-C: Registrant deferred because of agriculture occupation
[ c. [Class II-D: Registrant deferred because of study preparing for

the ministry

[ d. Class II-S: Registrant defexred because of activity in study]

3. Class III ] o
a. Class III-A: Registrant with a child or childrenj and registrant
deferred by reason of extreme hardship to dependents
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4., Class IV

a.
b.
Ce.
d.
e.
f°

g

Class IV-A: Registrant who has completed service

Class IV-B: ‘Officials deferred by law

Class IV-C: Aliens

Class IV-D: Minister of religion

Class IV-F: Registrant not qualified for m111taxy service

[Class IV-G: Reglstrant exempted from service during peace

Class IV-W: Conscientious objector who has completed alternate
service in lieu of induction

[Deleted]

OFFENSES
l, By persons reguired to be registered

2o

2.

be

“Co

€.
f.
g-
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Failure to be registered
(1) Elements
(a) Duty to present self for and submit to regisitration
3, Title I, of act and §§ 1611.1 through 1611,7,
S. S. Regulatlons)
(b) Wilful evasion or refusal of .registration
(§ 12(a), Title I, of act) :
(2) Venue lies in district in which subaeot is located
registrants
FPailure to complete and return questionnaire
(1) Elements
a Registration
b Proper mailing of questionnaire by local boaxd
c Wilful failure to complete and return gquestiZonnaire
: within required time
(2) Venue in district in which local board located
Making false stvatements or certificates
(1) Elements
a) Registration
b) Xnowingly making false statement or certificate
regarding or bearing upon a classification oxr in
support of any request for particular classification
The following amendment has been made to section 1617.1 of the
Selective Service Regulations under Executive Order 1GBO0OO9:
"Effect of failure to have unaliered 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 Registratiorn LTertificate
(SSS Form No, 2) prepared by his local board which has not been
altered and on which no notation duly and validly inscridbed thereon
has been changed in any manner after its preparation Tty the local
board," Failure to have registration certificate in personal
possession at 2ll times. This is prima facie evidence of failure
to register (§ 1617.1, S. S. Regulations). No provision requires
registrant to exhibit card. Venue lies in district im which person
was found to be without certificate.
Failure to have current notification of classificatiom in personal
possession (§ 1623.5, S. S. Regulations) )
There is no provision requiring registrant to exhibit =moitice of
classification to designated officials,
Failure to keep local board informed as to current address
Failure to keep local board informed as to changes in status
Failure to report for examination or induction
(1) Elements
a Registration
b Proper mailing by board of notice %o report
c Wilful failure to report at required time amd place

N
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h. ZXnowingly fai g, neglecting, or refusing to rform any duty
' ‘required of r‘strant under act or ragulatio‘
; i. Evading or refdsing 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
a. Failure or neglect to perform duty
(1) Elements )
2 Official capacity
b Duty of carrying out any provisions of act or regulations
c Knowingly failing or neglecting to perform such duty
(2) Venue in district in which duty is to be performed
b. Making false registration, classification, etc.
(1) BElements
a Official capacity
b Knowingly making, or being a party to the making of, any false,
= ijmproper, or incorrect registration, classification, physical
_ or mental examination, deferment, induction, enrollment, or
muster . -
- 4. By any person ‘ .
a. KXnowingly 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
b. Xnowingly counseling, aiding, or abetting another to refuse or
.evade registration or service in armed forces or any of the rsquire--
ments of act or regulations
Co .Knowingly hindering or interfering or attempting to do so, in any
way, by force or violence or otherwise, with administration of
Title X of act or regulations )
d. Conspiracy to violate act
€. Issmnance, 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 certificats
‘'of nonresidence, or any other certificate issued pursuant to or
prescribed by act or regulations -
-(2) Possessing any such certificate not duly issued to subject wit
intent it be used for any purpose of false identification or
raepresentation
(3) Forging, altering, knowingly destroying or mutilating any ?f?ft
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
jdentification 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 certificate 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 hzd
possession of any certificate not duly issued to him is sufficiexnt
evidence to establish intent to use such certificate for purposes
of false identification or representation, unless defendant
explains such possession to satisfaction of Jjury.

F. DELETED

G. DELINQUENTS
l. Registrants who become delinquent are reported 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.

5-9
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Closing report must be submitted in cases involving aliens,I{(5 copies’
[ 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 abettingz durning

or mutilating draft cards; veterdans' reemployment; promineri people;

or cases investigated under Selective Service Act -~ Seditiam; or

those which originate in the Department of Justice.

3. Investigative steps and procedures
a.  Preliminary steps

Carefully review subject's selective service file for Imformaztion which

will serve as basis for leads. Unnecessary effort and expense can be

eliminated by thorough and analytical review of selective service

file preliminary to investigation, and no investigatiecx= should be con-

ducted prior to such review in absence of good reasorn <o contrary.

Large proportion of cases have beer closed in past beczmse subject

found vo be IV-F, or incarcerated or confined in penal or menial

institution, or serving in armed forces, or exempt becz=mse of prior
service, or toverage, or because registration ficititiews. In many
instances, selective service files will contain inform=J%ion imdicating
or suggesting case will fall into one or another of these categories,
thus giving direction %o investigation and enadbling inTestigator

to select procedure most llkely to prove successful in =ach case,

without preliminary wasted motion. " In additiom, review will disclose

any obvious defects of procedure by local board indicaiimg premature
referral of case to USA or denial of procedural rights »f registrant.

In such cases, USA may desire to return case to board, wwithout

investigation, for further processing.

b. Placing wanted notices

(1) To eliminate needless searches by Identification ZEivisiom,
wanted notices should ordinarily not be placed umitil afiex
preliminary investigation completed. By this pro==dure, a local
arrest, FBI, or alien registration number may be <dtained which
will afford positive means of identification. [Wke=m wanted-flash-
cancellation notice (FD-165) submitted +to IdentifZcation Division 2
Sin Selective Service cases where subject being somzght for interview i\
and process not issued, designate one copy for NCZTT, Whén subject
no longer beéing sought for interview, submit FD-ILES to Identification
Division and designate one copy for NCIC. If precsss obtained prior
%o location of subject for interview, make entry == NCIC from field
office terminal and no additional notification to ICIC is necessary.
No change in instructions concerning NCIC entries 3n the Wanted
Persons File concerning Selective Service subjects for whom process
issued.]

(2) Wanted notices and fugltlve form letters submittel +to Bureau in
these cases must contain, in addition to usuwual de=criptive data,
selective service number of subject, Wanted notices must be
promptly canceled when purpose has been served. =olice depart—
ments should be requested to place number and address of all
subjects! local boards on fingerprint cards submi<cied by them
in space provided for "Arrest or Receipt."

(3) Wanted notices should not, as general practice, hz placed with
law enforcement agencies. ©No* objection to reguesting leecal law |
enforcement agency to be on alert for particular =mbject, but care
should be taken to advise law enforcement agency when subject is
no longer wanted.
4, Subaects believed to be unacceptable for military service
. To eliminzte needless investigation, Agents must be alert %o any 1nformat10n

indicating subjects may be unacceptable for induction. 'CGzopd judgment and

common sense must be exercised to insure that investigative time and effort

are not wasted on these cases.

a. Registrants

(1 Physically or mentally unfit
When information of <this type which would affect *eglstrant's
classification is received in case in which evidemce of wilful .
violation not developed, discuss facts with USA. -TIf USA has no . (i

.

-
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objectio.furnish information developedQ local board in writing, .
for its assistance in reclassifying subject.. TIf USA"has any-objectibn,
or if local board declines to classify registrant IV-F on basis of '
available information, continue investigation to logical conciusion,
(2) Morally unfit .
Information developed showing a registrant is not morally fit
for induction under established standards (Army Regulations 601-270)
should also be discussed with USA, and, if he has 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-41ll should be- prepared. TUnder Army
Regulations 601-270, past criminal record may be waived by armed
forces and subject accepted for service. Pending criminal charges
against subject cannot be waived. Parole, probation, conditional
release, suspended sentence cannot be waived, unless offense involved
not a felony. 3Before discussing with USA, carefully read Army
— Regulations Number 601-270, Personnel Procurement Armed Forces
Examining Stations and Armed Forces Induction Stations,
Nonregistrants
Persons who enter the armed forces prior to their eighteehth birthday
must register within 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 military. 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 Bureauw by letterhead memorandum for presentation

to the Department prior to conducting any further inwvestigation.

Subjects over 26 years of age

Q.

b.

C.

DocId:32989723 Page 87 11

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 attained twenty—-sixth anni-
versary of the day.of his birth., Section 6(h), Title I, provides

‘registrants deferred on or after 6-19-51 "under 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, Tespectively, deferments which extenad liadbility and classi~
fications which do not constitute deferments under section 6 of

Title I, and, therefore, do not extend liability. )

Cases involving delinguents who violated Selective Service Act

"before attaining 26th anniversary of their birih should not be

closed even though received subsequent to subject's 26th birthday,

unless:

(1) The investigation 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 cases which appear to have been closed improperly rshould
be cailed to the Bureau's attention for referral to the Department.

Unless section 6(h), Title I, is applicable, alleged violations

committed after subjeci’s 26th birthday anniversary should be discussed

with US4 to determine whether case should be closed or investigation
conducted. If the reported delinguent was on 6-19-51, or at any

time thereafter, deferred in any classification extending liability

for service to age 35 (Local Board Memorandum #38), investigation

should be initiated without consuliing USA.

-t
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Service in armed forces

a, Veterans
Veterans having service prescrlbed by act are ezempt from induction.

. If subject's selective service file indicates prior military service
and no record appears that board has endeavored to verlfy 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 the absence of a further request. If, on other
hand, Bureaun 1nvest1gatlon develops information indicating possible
prior Service, such information should be verified by office of
origin by communication 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 1nvest1gatlon establishes reported
delinquents are currently serv1ng in armed forces, Such instances

usually occur through failures in utilization of Defense Department
form #53, by which Selective Service System should be informed of
entry of registrants into armed forces otherwise than by induction. .
Part VII, Local Board Memorandum #46, provides that, whenever a local
board or state headquarters is advised that a reglstrant has been
enlisted or commissioned in armed forces and has entered upon active
duty, or has entered upon extended active duty from a reserve siatus
(other than active duty for training purposes only), and no record

i's found of receipt of DD form 33, request for armed forces inferma-—
‘tion (SSS form #720) shall be addressed to0 branch of service concerned,
through state director of Selective Service. Accordingly, when
subject's selective service file contains information indicating

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 for further processing

in accordance with part VII, Local Board Memorandum %46, and that

no investigation will be conducted in absence of further request.

-

On the other hand, should Bureau investigation develop indication -

< ¢« of current service in armed forces, office of origin should attempt

verification by communication with the appropriate field office
on form FD-188, TUSA should be promptly advised if service is
verified.
Fictitious registrations
Selective Service Regulation 1613.43a requires 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 insitructed as %o
procedure to be followed upon return of a certificate undelivered by
Post Office Department, i.e., to endeavor to contact person listed
as always knowing registrant’s whereabouts and employer, if any, listed
by registrant and, if negdative reports are received from ithem, to report
case immediately to USA as possible case of fictitious reglstratlon.
Upon receipt of confirming report from USA, board is authorized %o cancel
registration as fictitious. Upon receipt of such a case from USA,
investigation should be made promptly to ascertain whether reglstratlon
is fictitious. Ordinarily, this can be determined by checking out all
information furnished by subject at time of regisitration. If information
is false or cannot be substantiated, registration may be considered ficti-
tious, and form FD-41l1l should be prepared, of which USA .must receive
a copy. Although fictitious registrations may be motivated by desire for
identifying document to accomplish any of an infinite variety of
purposes, from enlisting in the armed 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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a. Regist: ations.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 0ld enough to be admitted.
b. Regist“ations by persons desiring an identification document to
2id in consummation of a crime, such as cashing stolen, forged,
or worthless check, or otherwise obtalnlng 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, fictitious, 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 subiect not identified during investigation, do not present to USA.

[ [8.] 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 loocal board to retain registrant's file!. When above situation

found to exisi in case wherein registrant reported delinguent, and

his selective service file is forwarded to 2 local board in territory
of another field office, submit an RUC 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 ofiice of origin.

[ [9.] Verifying service of delinguents in allied forces

Registrants who served in armed forces of any counitry allied with

U. S. in World War II for certain designated periods within certain
specified dates are entitled to a deferred classification. Requests
t6 verify 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 flngerpﬁlnus.

[ [10:.] Facilities of Laboratory

R
et

i
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In attempting to identify and locate delinguent, 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 Identification 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. When necessary to obtain regisiration cards (sss form #1)

or other original documents from a2 selective service file, Bureau
should be requested to obtain same from Director of Selective Service.

DocId:32989723 Page 89 13
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If original selec’e service documents desired fo’evidentiary

purposes in court, i1t is responsibility of USA to cause them to be - E
produced in court through appropriate legal process. .\[:?
Investigatisns in foreign countries el
When Bureau is requested te initiate 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 specific 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 irzitiate investigation. The letterhead memorandum will be

disseminated outside the Bureaun and must be factually and grammatically

correct. Omit material which should not be disseminated. The .
letterhead memorandum 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 letiterhead
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 1lp, (2).

Draft raid technique in locating delinguents is contrary to Bureau

policy .

For reasons stated below under no-card cases, it is necessary that

such tactics as mass arrests, slacker raids, or other dragpet tactics

be avoided. No such activity on part of Bureau personnel will be
tolerated, znd Bureau does not desire cooperation of any law enforcement
agency engaging in such tactics, Bureau's policy and reasons underlying
it should be impressed upon local law enforcement agencies by SACs so
that no unpleasantness will develop and so that Bureau can be assured

of their cocperation,
[Deleted]

Aliens

When it is found a male alien who entered the U, S. between 1956 and
June, 1962, 2nd is subject to registration did not register for selective
service witkhin six months of his arrival, his INS file should be reviewed
for 'a form signed by him when he obtazined his wvisa, which sets forth in
his native language his obligation to register for selective service.
This form skould 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 Selective Service in the
state where the alien intended. to reside when he entered the U. S. In

the case of a male alien 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, advises a male alien of his obligation to register

for selective service., 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

Sections 1617.1 and 1623.5, Selective Service Regulations, reguire
registrants to have registration certificates and current notices of
classification in personal possession, OCases 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 cases must be handled in less than 24 hours., First
consideration 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 not have |
certificates or notifications in their possession., Arrangements should

£ o4
o
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be made with localQrbhorities so that appropriate’reau 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 2dre

-delinguent 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 pogsession

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 activities on part of local authorities who may be over-—

zealous or att emptlng 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 requgsted

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, TIllegal

detention of "no-card" subjects will provide such persons and organizations

with exactly the ammunition they desire.

Verification of registration of subjects in police custody who do not

possess registration certificate or notice of clasgsification

ae 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 loocal authorities to preveni subject's
release.

(b) If USA declines prosecution or defers decision until
subject!'s selective service status ascertained, immediately
advise local authorities subjecitt's detention on selective
servicde 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 ascertaln 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 have facts submitted to appropriate USA
for his opinion as to prosecution,

(2) If subject not delinguent with local board, field office covering
place of subject!s incarceration should immediately discuss facts
concerning failure to possess registration certificate or notice
of oclassification 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.

Ce To obviate necessity of sending more -than two teletypes in verifying
registration, office having Jjurisdiction over place of incarceration
should obtain following information to be included in teletype to
office covering subject's local board:
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J.

2 Residence address given on registration
3 How far subject has progressed in being classified, and whether

willing to comply with further instructions of loeal board

(4) Description, which should be used in teletype if name is common
one .

(5) Identity of transfer board if subject is to be inducted

d. Bureszu office covering subject's local board should immediately
ascertain whether subject is registered.

(L) If subject not delinguent, advise office covering place of
subject's incarceration by teletype immediately.

(2) If subject is delinguent, present to USA for opinion as to
action desired, .and,.withine 29 koo wof receipt of request,
advise office coverlng place of subaect’s incarceration of
action desired.

e, Upon receiving advice a subject is delinquent, and that USA declines
prosecution 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 obiaining
Federal custody of subject, either on basis of process issued in
district covering his local board or on basis of complaint and warrant -
in district covering his incarceration,- charging faillure to possess
registration certlflcate and/or notice of classification, or Ffailure
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.

%1; Name undex’ich' subject registered .

TURN-IN CASES N

No investigation is to be conducted in these cases until the case is referred
by the USA, if investigation is warranted following administirative review by
Selective Service. Where certificates of registration and/or notices of
classification are iturned in to a govermmental agency, other than the
Selective Service System, those cards should be turned over ito 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 regisiranti'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 iturned 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.

SELECTIVE SERVICE PERSONNEL

1. Investigative steps
If complaint is received alleging official or employee of Selective
Service System has violated criminal provisions of act, thoroughly inter-—
view informant to secure all details upon which complaint based., If
complaint specific and believed to have substance, appropriate investiga-
tion should be initiated immediately. Bureau must be advised of complete
facts immediately and report of :ompleted investigation submitted within
30 days.

16 -
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2. Miscellaneous com}:‘nts alleging misconduct on pa.of 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 adminisirative 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, Seleciive Service System may then refer matter to
Bureau for investigation,

-

MISCELLANEOUS COMPLAINTS

When complaint received allegingvidtra~avou” o1 "8%t, preliminary investigation
should be instituted. Complilsmdicwmhi-tunn.dhoir face indicate dissatisfaction
with action taken by local board regarding classifications or deferments, or
of similar nature, should be referred either %o local board inveolved 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 a classification to which not entitled

by reascn of having furnished local board information which is not true,

such circumstances would constitute an zllegation 2 criminal wviolation has
been commitited and should be investigated.

COUNSELING EVASION CF 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 a2s efforts directed toward repeal of act, encouraging
registrants to avail themselves of grounds for deferment or exempiion pro-
vided by or under act, and counseling noncompliance with act through
refusal or evasion of registration, service, or other dufies 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) cf Pitle I
of act, which prohibits counseling of evasion or refusal of any of
provisions of Title I, as well as hindering or interfering with administra-
» tion of this title, and may alsoc 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 a2ttempis
to achieve desired ends. Any activities which constitute counseling, aid-
ing, or abetting of refusal or evasion of any of provisions of Titie I
are illegal and punishable under act, regardless of the manner in which
carried on. On the other hand, aciivities 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 %o
constitute hindrance or interference with a2dministration 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 authoriged 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 literature should be '
obtained and appropriately‘:identified and preserved for possible future
use. Photographs of picket-line aciivities should be obtained, unless

inagdvisable under existing circumstances, pariicularly when signs are carried

counseling evasion or refusal of registration, service, or other provisions
of act.
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M, MALINGERERS AND AIDING Q ABETTING ‘

1.

2.
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On receipt of complaint registrant has been reaected at induction

center because he has feigned psychoneurosis, a psychopathic personality,
failed to meet minimum mental and 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 eor psychlatrlsis...

When specific allegatious arémauve -what some person instructed registrants
in schemes %o obiain.reirckizna. pr.eide? proabetted 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 currenily advised of all
developments in cases of this type and investigation should be handled
promptly.

“

™
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N. PRESENTING CASES TO U!A ' .

l. A1l 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 ‘has 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
delinguents are not Jightivermegromiiessly ?hus stigmatized. When a USA
indicates in advance .he. will decline prosecution in favor of compliance

by subject if the violation is ndt wilfui‘and 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, 211
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. -

L

When information is obtained a subject is or may be armed and dangerous,
process should be obtained, if possible, for proiection of Agents in
approaching him for questioning. Any evidence indicating wilfulness should
be furnished USA. Possibility such delinquents 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

™ 0. RECALCITRANT INDUSTRY
: 1. Statutes (Title 50 App., USC, '§ 468)
a., Section 18(a), Title I, of act authorizes President whenever, afier
- consultation with and receiving advice from National Security Resources
[ Board (now[Office of Preparedness, General Services Administration),)
he determines it is in interest of national security for Government 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.

* A

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):

(L) To give such order such precedence with respect to all other
orders theretofore, or thereafter, placed with such person as
President may prescribe, and

(2) To £il1l such order within time prescribed by President or as
soon thereafter as possible
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Section 18(c) a’horizes President to seize and operate any plant,
mine, or other facllity which refuses or fails to give such an order
prescribed priority; to f£ill such an order within prescribed time; to
produce kind or gquality of articles or materials ordered; or to
furnish gquantity, kind, and gquality 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 18(d), which provides fair and just compensa—
+ion 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 consulta-

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 18(h)(1), President is empowered, through Secretary of
Defense, to require all producers of steel in U. S. to make available
t0o individuals, firms, corporations, etc., having orders for steel
products or materials required by armed forces such percentages of
steel production of such producers, ird equal proportion, deemed
hecessary, for expeditious execution of orders for such products or

materials,

Compliance with such reguirement is obligatory on, and

takes precedence over all orders and contracts thereitofore 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 18, Title I

a. Plants, mines,

and other facilities

(L) Pailure or refusal to give prescribed precedence to order placed
under section 18(a)

I.

II.

11X,

Iv.

(a) Elements

President, after consulting with and receiving advice
from National Security Resources Board (now[Office of

Preparedness, General Services Administration),lhas deter-

mined that it is in interest of national security for
Government to obtain prompt delivery of certain articles
or materials.

Procurement of such articles or materials has been
authorized by Congress exclusively for use of armed
forces or of Atomic Energy Commission.

President, through head of any Government agency, has
placed an order with defendant (or firm, etc., of which
he is an officer) for quantity of such articles or
materials.

Defendant {or firm, etec., 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.

Person, firm, etc., with whom order was placed was
advised the order was placed pursuant to provisions of
section 18{(a), Title I, of act.

Wilful failure or refusal to give the order such preced-
ence with respect to all other orders (Government or
rivate) theretofore or .thereafter placed with defendant
?or firm, etc., of which he is an officer) as was
prescribed by President

(2) PFailure or refusal to fill order within time prescribed or as
soon thereafter as possible
(2) Elements

I.
IT.

DocId:32989723
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I through V same as above .

Wilful failure or refusal to fill order within period
of time prescribed by President or as soon thereafter
a8 possible

o =1
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b. Producers of steel
(1) Refusal to comply with requirement for percentage of production
(2) Elements’

I. President, through Secretary of Defense, has required
all steel producers in U, S. to make available to
individuals, 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
exeoution of orders for such products or materials.

I¥. Defendant is producer of steel in U. S. or a responsible
head of a firm, etc., producing steel in U, S.
IIX. Refusal to comply with reguirement to make available
designated percentage of steel production
Bureau policy
No investigation with respect to a reported violation of section 18,
Title I, shall be conducted without prior Bureau authority.

. P, REEMPLOYMENT PEOVISIONS

1.

~ HW 54977

\

Statutes (Title 50 App., USC, § 459)

a. "Sectiom 9 of Title I provides any person who has satisfactorily
completad 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 mot 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 emplovyer,

¢« .and (3} make application for reemployment within 90 days. A persocn
qualifi=d for reemployment need not be reemployed by private emplecyer
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 persomns 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.

Bureau poliecy

No investigation under this section should be initiated except on specific

request of GSA, 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." No copies or abstracts necessary.

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.

‘o, Thereafter, veteran and employer should be interviewed separately to
obtaln zespective versions of controversy.

DocId:32989723 Page 97 -




VBOP - T ' SECTION 90. SELECTIVE SERVICE ACT

s.

EH 54977 DocId:32989723 Page 98 11=15=71

d., If ascertained’ any time during investigationJ!’hat veteran digd

not comply with statutory requirements in making application for ~y
reemployment within 90 days or for any other reason is not entitled i.3
to relief, discuss facts with USA to ascertain whether he desires i

further investigation.
e. Investigations must receive preferred and expeditious attention to
~ insure security of returning veterans. Investigation should be
. completed within 30 days.
4. Status
a. Upon completion of investigation, 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 veterants claim
was finally settled, and results of any court action, such as fines,
damages awarded, veteran reemployed, etec. ’
b. Case may be placed in pending-inactive status after investigation
completed and only action remaining is to report final disposition.

STATUS

1. Particular effort should be made when delinguency matter has been
reported and information is subsequently received that delinquency
has. been removed %o have facts presented to USA for prosecutive opinion.
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 opinions from US4s. . i

2., Cases need not be kept pending for extended periods merely to report
action of local board. 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

CLASSTIFICATION ~ 25

CHARACTER . )
Correct character, which may not be abbreviated 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, characier is "Selective
~ Service Act -~ Sedition." Selective Service Act should not be carried in
character ochommunications]setting out investigation conducted concerning

sl

another,violation unless a violation of the Selective Service Act is also
involved. ‘

HANDLING DELINQUENTS OUTSIDE UNITED STATES

1. Registrants who left or have remained outside U. S. to evade service

2. There are no extradition treaties covering selective service cases.

b. On 9-27-44, the President signed Public Law 431, 78th Congress,
more commonly known as "Expatriation Bill," which amended 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 or evading military service and
(2) prohibits reentry to U. S. of any alien who departed from U. S.

\r ‘:_;/
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for same purpose (§§ 136(a) (1) and 801(J), Title 8, USC). These
sections were repealed by Public Law 414, 82nd Congress, commonly known
as McCarran-Walter Act, and reenacted a2s sections 1182(a) (22) and

1481 (a) (10), Title ©, USC, the first pertaining %o 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 0f departure

0 avoid service and who seek to reenter as nonimmigrants.

N

On 2-18-63 the U. S. Supreme Court in XKennedy v. Mendoza-Martinez

and Rusk v. Cort (372 U, S. 144 (1963)) held as unconstitutional
sections 801(j) and 1481(2) (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 %o avoid
or evade training and service are thereafter ineligible %o reenter
as immigrants., Information concerning such aliens should, therefore,
be furnished by Bureau to Immigration and Naturalization Service (INS)
so that any subsegquent applications by such aliens for reentry as
immigrants may be denied. Accordingly, opinion of USA shall be-
obtained as to whether section 1182(a) (22) applies to extent of
debarring subject from reentry as an immigrant, and summary report
-shall be prepared in each case in which this section is declared
applicable by USA so that Bureaun may furnish copies to INS.

2., Aliens ’

a. Department issued Order ¥314-64, dated 3-16-64, addressed to 2ll 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(2) (22).

b. The procedures set forth in Departmental Order #%314-64 provide as

™N . follows:

J (1) USA shall examine his file and investigative reports in each case

"and, upon determination section 1182(a) (22) is applicadle, he

shall so notify the field office of FBI.

(2) FBI will furnish INS all information pertinent %o 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
b 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 and those of local boards may be appropriately noted.

(4) In 211 cases involving aliens in which inrdictment not returned,
cases may be closed in offices of USA and FBI.

Where any doubt as to disposition of any delinquency case which
may f£all within purview of above section, matter should be
taken up with the Department.
¢c. 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:
ag Name of subject
b His address upon registration
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(o) Numb nd location of local board w‘which he regis-
tere . L "
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 couniry. However, the alien's residence outside
the U, S. should be verified.
(q) Personal description, including alien registration numbder,
: when known .
(r) Present status of any pending criminal proceedings con-
: cerning him and any other additional ‘information, together
with source, indicating that subject owed 2 duty te serve
in armed forces of U. S. and; further, indicating he left
U. S. or is remaining outside its borders for 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 aiter
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, 8. when he registered, or who was in U, S. only témporarily,
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 completed, present facts to USA to obtain
his decision as to whether this section applies. If he decides
it does, following action should be taken:

W oBH Ko MO M

Secure and reporit opinion of USA relative to prosecution of
subject 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 ocases, 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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Wanted notices and fugitive stops
(1) Identification Division of Burean
When closing summary report is submitted {i.e., when mo prooess
obtained »r, if obtained, is to be dismisseﬁ}, wanted notice should
be forwarded to Bureau with-closing report, mnless wanted notice
has previously been placed, in which case it shonld remain out—
standing. If, in a case im which a oclosing summary report is
- submitted, a fugitive form letter has previocusly been forwarded
to Bureau, an airtel advising of dismissal of process should be
transmitted to Bureau, as in usuzl fugiitive case, but airtel
thall include statement that case is being kandled under Title 8,
USC, § 11823 and it will med ke ascasse~r.da.plaae.any, ather
wanted notice with TlentiZieziion NiIvicixn deozomse s which are
to remain pénding “dmactive znd provess is to remain owiztanding,
fugitive form letter previously forwarded %o Bureau will remain

— - in effect, If no such form letter has previocusly been sub-

mitted, this should be done at time process issued, even though
subject!s whereabouts in a foreign country is known.

When current fingerprin+t card is received in Tdentification
Division relating to subject or person possibly identical with
"subject, appropriate information will be-furnished, not to the
field office, but to the Bureaun, which will advise INS, unless
process for violation of instant act is outstanding, in which
case Bureau will advise office of origin, which will ascertain
from USA his desires as to prosecution and/or other disposition
of ocase., ‘

Identification records received from Identification Division in
cases closed under this section are for information only and
require no aciion on part of field office.
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 a2ddition to summar
report in those cases presently under investigation if summary reporst
contains all information developed.

3. Citizens

a.

Lo Y e W W W Wy 1
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If it is determined that 2 person previously expatriated under provisions
of section 1481(a) (10), Title 8, USC, or its predecesscér, section
801(j), Title 8, USC, is located in the U. S., the case should be
reopened and presented to the USA for a prosecutive opinion.

Current investigation of citizens whoe leave the U. S. %0 avoid military
service should be handled as any other delinquent registrant case.

As much of the following should be obtained as possible:
Name

His address upon registration

Number and locatlion of local board with which he registered
) Date of delinguency

[ Reason for delinquency

Date and place of birth

Citizenship status

Last known address of subjeet in U. S. or in a foreign country
Any known arrest record

Ownership of property in ¥. S.

Location of relatives

Any statements made by subizct or cother actions on his part
13) No specific request tc be mafe %o have subject interviewed
after he has departed from e 5. Eis location outside U. S.
should be verified. (For prazperetion of letterhead

et

memorandum for Legal Attache, Grbtzwa, see FBRI Handbook,
part I, sec. 494, item 1B, ox MNER, parhi II. ssc¢. 4D, item
1p, (2).1
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{ [$14;] Persona’e scription : I

15)] Present status of any criminal proceedings concerning him
0. 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 that he intends to prosecute and he forwards cértified
copies of the warrant and indictment or information. This may have

the practical effect of having subject expelled from the foreign
country. -

) 26
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L e
A. SUMMARY :

In reciprocity for the wWork done abroad for the Bureau by foreign law enforce-
ment and securiiy agencies, the Burcau will conduct investigations in the

U. S. for such agencies. As a cooperative measure, the Burcau will also.
arrange for investigations in the fereign 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. When such investigations fa2ll
within the Bureau's established investigative Jjurisdiction, they should be
conducted under the proper substantive characier; when they do not, they are
to be handled under the character "Foreign Police Cooperation.®

B. SCOPE :

The number of reguests for assistance which can be accepted is necessarily

limited due to -manpower and budgetary considerations. In general, reguests

will be accepted in the following categories:

1. Reguests from friendly foreign agencies and U, S. agencies abroad for
name checks of Bureau files and name or fingderprint searches of Tdentifica-
tion Division records

2. Reguests from fored®n police and security agencies for coverage of leads
in the U, S. arising out of their investigations

3. Reguests for investigations in the U. S, from U, S. agencies abroad in
matters being handled by them provided they have no adequate facilities
to handle such investigations themselves

4, Requests from other Federal agencies and from state and local police
organizations for cooperation in the coverage of reasonable investigative
leads in foreign countries in which coverage is maintained through
legal attaches

C. INVESTIGATIONS :
1. Requests from foreign agencies and U. S. agencles abroad

. Suzch roguccotr orc wzuclly roociveld Ly LoEaN Ltlallive uxr wuaideir uilluca,
{ although in some instances they are received directly at[FBIHQu} It

is the responsibility of the legal attaches and border offi¥ces 1o secure:

a. A brief resume of the ocase

b. Any necessary background and descriptive data concerning subjects or
suspects ‘

¢. Any cther pertinent information which would aid in conducting 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 reguests
for investigation and of action taken pursuant thereto. In the absence
of special factors, the Bureau need not be advised of routine requests on
which individual cases are not opened,

I Requests received at[FBINQ]from legal attachecs and other sources will
be referred to the field by the Bureau. Tn the absence of additional
instructions or information known to the Tield office which wounld make it
inadvisable, the requested investigation should be conducted. %The
investigation should be limited to the reguest and to the coverage of
logical leads growing out of the information developed. Recommnendations
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[FBIHQJand should await Bureau approvale

This document is prepored in res : ;

S ent , 4 ponse o your request and is not for di :
natwnc oviside your Committee.  lls use is Limiterd to official p?’éif@?d(g;?g”?
-your Commuttee and the content moy not be disclosed to unauthorized pers v
nel without the express approval of the FBI . berson-
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i

No arrests are to be made in foreign police cooperation cases unless
specifically instructed by the Bureau.

2. Requests for investigation in foreign countries
In behalf of state and local police crganizations, 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 Bureazu maintazins only limited staffs abroad. The requesting police
department must understand that Bureaw Agents will not actually conduct
the investigation and that the Bureau is not responsidble for the adeguacy
or acocuracy of the results.

Reguests of this type should be submitted to the Bureaun in letterhead
‘memorandum fori, including a brief resume of the case, necessary back-—
ground and descriptive information, and a clear and concise statement of
the desired investigation. Full details should be included regarding any
process out°ﬁanding, and whether extradition will be sought if a
fugitive is located. gThe cover letiesr should contain a statement as to
the degree of ccoperation extended to the Bureau by the requesting police
official and should alsec centain the recommendation of the SAC.
3. Reguests for name and fingerprint checks
Requests invoelving only a search of Bureau files or 4 file search and
a search of Bureau fingerorint records should be designated for the
attention of the Name Check Sectien. Requests involving only a search
of Bureau fingerprint records should be designated for the attention of
the Tdentificution Division. Legal attache requests for a check of
Bureau files znd/or a check of fingerprint records and which also include
a request for investigation should be designated for the attention of
the Liaison Section.
D. REPORTING
‘ The reputation of the Bureau within foreign agencies will be direectly affected
by the manner in whick foreign volice cooperation cases are handled. The
quality of the investigations, the prompiness with which they are conducted,
and the accuracy and completeress of the reporting of the results thereof
will come directly under the scrutiny of officials of foreign police and
security agencies, It is, therefore, incumbent upon each Agent to whom a case
of this type is assigned to investigate it promptly and thoroughly and to
report ‘the results accurately and completely,
1. Results of investigation sheuld be submitited in a letterhead memorandum
(original and 5 copies) and caption sheuld be limited to the title. Do

not use the character "Foreign Police Cooperation" in letterhead memoranda.

2. Communications iransmitiing letterhead memoranda should include foreign
police cooperetion in the caption and should be marked for the attention
of the Liais Section.,

3. The lettelhcaa memorandun: should receive a protectlve security classifi-
cation, if warranted,[but should not be marked for declassification if
prepared for a foxelgn agencye.

4. Do not include the property statement in the letterhead memcrandum unless
special reasons exist. These reason;, if present, should be explained
in the cover letter.

5. If the vequegu concerns :nformatlon from another Government agency,
inciude 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. ,Informaulon from confidential sources and technlques must be paraphrased
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SECTI" _ 103. FOREIGN POLICE COOPERATT

Do not include the names of Agents in letterhead memoranda, Agents

7.
should be identified in the cover letter.

Signed statements should be taken only when specifically requested or
If feasible, Agents should secure a police

8,
when good Jjudgment dictates.
officer to witness the signing of the statement.
9. In applicant-type investigations for foreign agencies, no reference should
to the applicantts loyalty to the U. S. In such cases, inqguiries

be made )
should be made a2s to whether the applicant is loyal to democratic

"principles. .

10. Resulis of investigation must reach the Bureau within 30 days from the
date of the Burcau communication which forwarded the requesi unless a
shorter deadline is specified. .

11, Avoid using dual character. If a foreign police cooperation request
develcps into a substantive Bureau case, the character "Foreign Police

Cooperation” should be dropped and the proper character used.

All Bureauw instructions ccencerning investigations and report writing are

sification unless specifically modified herein.

applicable to this clas

r

12,

——

CLASSTIFICATION ~ 163
CHARACTER ~ FOREFIGN POLICE COOPERATION

OFRICE OF ORIGIN
The Bureau is office of origin in Foreign Police Cooperation cases and, as
such, should be the recipient of all field office communications.)

i
!
f
i '
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“a Vviolation of this section, such assertion shall suspend the exercise

. SECTION 134. ASSAULTING THE .. <IDEZNT OF TH3 UNLTED STATES AND 134K

B A

THRE' _ ' AGAINST THy ....o.DENT OF THE "TITED STATES

LTING THE PRESIDENT OF THE UNITED STATES
tatute

Title 18, VSC, § 1751, effective 8-28-65
"( ) Whoever kills any individual who is the President of the United States,
ithe President-clect, the Vico Presidont, or, if there is no Vice President,
he officer mext in the order of successiocn to the office of President of the
nited States, the Vice-President-elect, or any individual who is acting as

& w

i

rosident under the Constitution and laws of the United States, shall be
sunished as provided by sections 1111 2ad 1112 of this +itle,

‘(o) Whoever kidnaps any individuzl designa®ed in subseciion (2) of this
section shall be punished (1) by imprisonment for any term of years or for
life, or (2) by death or imprisonmeni for any term of years or for 1life, if
death results to such individual.

"(c) Whoever attempts o0 kill or kidnap any individual designated 1n
subsection {2) of this—section shall be punlshed by imprisonment for any
term of years or for 1life,.

"(d) If two or more persons coaspire to kill or kidnap any 1nd1v1dua1
designated in subsection (a) of this section and one or more of such persons
2o any act o effect the object of the conspiracy, each shall be punished
(1) v imprisonment for any term of vears or for life, or (2) by dezth or
impV1sonmenm for any term of years or for life, if death results to such

o ‘UC.‘H'«

-t

-individual,

"{e) Whoever assaults any person designated in subsection (a) of %his
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 meaxn such perso s as are the apparent successful candidataes
for the offices of President and Vice President, respectively, as asceriained
from the results of the general elections held to determine the electors of
President and Vice President in accordance with title 3, United States

Code, sections 1 and 2.

"(g) The Adttorney GCeneral of the United States, in his discretion, is
authorized %o pay an amount not to exceed $100,000 for information and
services concerning a violation of this section., Any officer or employee of
the United States or of any State or local government whe Purnishes
information or renders service in the performance of his official duties

shall not be eligidle Tor payment under this subsection,

“(h) If Federal investigative or prosecutive jurisdiction Is asserted

Qo O
"o

Jurisdiction by 2 State or local zuthority, under any applicable State
local law, until Federal action is terminated.

"(i) Violations of this section shall be investigated by the Federal Bureau
of Investigation. Assistance may be requesied from any Federzl, Siate, or
local agency, including the Army, favy, and Air Force, any statute, rule, or
regulation-to the contrary notwithstanding.”

2. Violations
a. Title 18, UsC, § 1751 }
1) Whoever kills, kidnaps, assaults, or
2 Attempts to kill or kidnap, or
3) «Conspires to ki1l 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 ofiense was -commitited out of the jurisdiction of any
pariicular state or district, prosécution should be as provided for in-
Title 18, USC, § 3238 (offenses not committed in any district).
This docvment iz mrepered in response to yovr reousst ond is vot for diaseni-
netiop outgide ponr Committen,  Tis mee u Limifed fn official mioecedings by
Y v Commilice and the coptrnt mon not he digelosed to wigubhorizced persoie
- il without the express approval of the FBI .
! ‘ 1
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13%A SECTION 134,

,r)

SSAULTTYG 7% PRESIDENT OF THE UNITED STATES ARD
" -ABATS AGAINST THE PRESIDENT OF ™HE UNITED STATES
a, Definitions

(1) Assault

The Deparitment has indicatod 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 zanother; as if one person strike at another with
his hands, or with a stick, and misses him; for, if the other
be sitricken, it is 2 batitery, which is an offense of a higher
grade. Or if he shake his fist 2t another, or nresent a gun,
or other weapon, within such disbtance as that a2 hurt might be
given; or drawing 2 sword, =and brandishing it in a menacing
manner. But it is essentlal to constitute an assault, that.
an intent to do some 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) speci ‘lcally
authorizes the FBI 1o request assistance from these mlllua*y
agencies "any statute, rule, or regulation to the contrary
notwithstanding." -
(3) President-elect and Vice~President-elect
. These terms are defined in Title 18, USG, § 1751 (f).
b. Jurisdiction . .
Title 18, USC, § 1751 (i), states in part "violations of this section
shall be 1nvest1gated by the Federal Burseau of Investigation.™
(1) Actwal assault, killing, or kidnaping
The FBI is responsible for the investigation of any acitual
assault, killing, or kidnaping of those individuals designated
in the statute.
(2) Conspiracy to kill or kidnap
. The FBI shall investigate conspiracies %o kill or kidnap provided
" twec or more persons are involved and there is an agreement
.between coconspirators, as well as the presence of some overt
act, such as obtaining the instruments, means, or other
necessities for the execution of such consplracy.
(3) Attempts to kill and kidnap
The FBI shall investigate actual attempts to kill or kidnap.
An actual attempt %o kill or” 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
$he ¥FBI.
(4) Attempted assault
The common law definition of assault includes the concept of an
attempt falling within the definition of the term "assault."”
Accordingly, the FBI would. investigate such attempted assaulis
whenever there exists clear-cut physical action on the part of
an individual sufficient to cause apprehension of personal
injury to an individual designated in the statute.

4, Pollcy
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(5) Responsibility of U. S. Secret Service
By stesute, the Secret Service is ctarged wiih itzZe protection of
the President and other desigmated individusls, (Title 18, USC,
§ 3056.) In =2ddition, =xe Secrei Service is charged by statute
with the investigaticn ¢f threats zgalzost the President and
cther designated perssus. (Tit2ls 18, USC, § €7:.) The Department
tas indicated.since the statute names the F2T a2t the agency to
investigate violations o7 Title 1&, USC, § 1751, the FBI would
tZereiore be responsitls under the law to investigate under
cervain conditions viclaiions over which tZe Secred Service
rad praviously exercissi its Juriséiciicam, Ihrezis zgeinst the
Pregsident and other designated parsouns whick do not fall within
the criteria set foritk ztove wculd, accordizg 3> %the Departiment,
contizue to be investigetsd by <the Sscret Service under Title 18,
UsSc, I 871.
¢c. Rewarés
Secticn 1731 {g) provides f:= Litorney General toc pay an amount
not %o exceed $100,000 For i maticn and services ceoncerning a
viola<tion sf the statuite., 2 equest 2or paymezni c¢r consideraztion
for pazyment of a reward shex e reZerred to the 3Bureau immedliately
by the most ezpeditious mea:z
Investigative procedure iy
a. Bach compleint shall receives Immedizte priority ianvesitigative attention
to exped 1u_ously resolve the situaticn and whers necessary to locate
2nd tzke irto custody those izdividuals who are in violation of ihe
statute,. -
I% is imperative that there e no delzy in the hzziiing of any
complzinpts under this statuie, Bach SAC will be 2eli personally
respozsible to insure That szck comzlaint is theroughiliy and vigorousliy
pursued. It shall further e the persoral respensitility of each
SAC %c¢ insure Federal, sta*s, =znd lccal agencies are dromptly
2lertsd whsre approorleze.
b. Upon receiri of each complaint dnvelvizng a possitle <iclation of
this statute, the field skculid take aciisn in accordzace with the
folleowing:
(1) ZImmediately initizte icisnsive investigaticn utilizing 21l
av2ilzble manpower where approprizie,
22% tdvise the Bureau by tslephone ¢f tThe fzcts 27 %he complaint.

3 Telepionically notify nearest c¢ifics of tke Secret Service
2nd wiere appropriate zivise theat ihe P31 fas izitizted
inves<tigation of 2 possitle viclaiion ¢ Pisle 18, USC, § 1751,
and tzat the informatizn is being made zvailzeble for whaltever
action Secret Service Zesms appropriate., The znzme of the
individual to whom this informedicn is furzniskad should be
sbtained. )

(4) similarly furnish %the facts teo any loczl, state, or Federal
agency having a legitimate interest.
(5) Set forth 21l leads telephonically confirmizg ezch by teleiype

. to the Bureauw and the azuziliary cf2ice invcivel,

(6) Trw=aﬂ ztely prepare aiieletype suiizdle for dissem ration]

convaining following:

(2) -ull details of ties complzint as furnisied *he Bureau,

Secret Service, z2znéd other zgexncies
(v) Tdentity of Secra= Service officer notiisd and date and
© time of notificaticn
{c) 7Tdentity of other persons notified,tcgether with date and
sime of notification A
(d) Identity of PBI ezpioyee who furnished <he information
T : age 108 - LD
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(8) Deiez=3 {
¢. Any cgues®icn with reszzct $o F2I invesiigaetive jurisdiction shoulad ™~
be resolived in favor ¢ initiating immediate investigation,

d, Ahs so0cn 23 zuflicient Ta2cts are Zfevelcped, consult the USA in order
to detlse 32 %the Tacts indicate a violation. of the statute., The
Bureau st be t2lezzonically advissed cf the USA's prosecutive
opinicxn i 1 irszances,

. The Bur eaa nust be Xept apprised of all developments as they occur.
f. Be alert o the possidtility of a violat i on of Title 18, USC, § 245
(FederaLT" Protectad Activities) inso;ar as candidates for the
Opf1Cbb co"ered by Title 18, USC, § 1751 (Presidential Assassina-

tion Statute) are conc ernedo;

Peznzliies

2. PFirst grze murder - maximum - death; minimum - life imprisonment
(upon recemmendaticn of jury} (3 1211)

b. ?ecohh ezrsze murder « Zaximum -~ life; minimum - any term of yaars

§ 111 . -

¢, Volunizry mansizughisr ~ maximun - ten ysars (§ 1112)

&, Involuniary manslauzkisr - maxizum - thres years or $1,000, or
both {i 1112)

e, Assaul zidnapizng, or a%iempt or comspire to kill or kidnap -~
see stztule abovs.

CLASSIFICATION -~ 175

CHARACTER. ~ ASSAULTING, XILLING, KIDNAPING (whichever appropriate)

THE PRESIDENT OR VICE PRZSIDENT (whichever appropriate) OF THE

UNITED STATES

. 4
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/7 »  SECTION 134, ASSAVLTING WIS JRISLISIC U UNL UL Imy owmras e
P = TERDA AL INST TET PRTSIDINT OF THE UNITED STATIS
. THRIATS AGA THI 223571 OF 5 UNITED STATES AND OT}IQ PERSONS
PROTECTID BY an SBCzZT 3 3
1, Dissemination of i=nfc on re ifhrsaic
Title 18, USC, § 303&,Iirn pari.auikhsrizes ke Secret Service, sudject to the
direction of the Secrsfaryv of tke Treasury, to protect the person of
the President of the U. 5., =iz msxzbers of ais immediate fanmily, the
Presideni—elect, the Vice Pr2silez:, or otier officer next in the order
of 'succession to tha office 2 Prszsident, and the Vice~President-slect,
togezher with a Former Presifan=, 2% his rszguest, for a reasonable
period after he lezves office, Therelfore, any information 4ndﬂcating
the possibility of 2z attempt agzinst the person cr safety of the
President or the ciher person:z alfcresnsniicnzd, must be referred
immediately in accordance with ths Tollewizg:
2. Turnish 213 facts recaivsi bv ihe mest 2xpeditious means of communication
(normally by %eisdronz) $: .=hz zearest office of the Secret Service.
When the threazs i3 <in =he form ol a wriiten communication, tze original
f the communicazsion shoull t= zZiven o Secred Service locally and two
copies suitaedle Zor lztorziory comparison should be forwarded to the
3ureaun, one copy fcr ssarch tr the FBI Laboratory and the otler copy
for Sscred Service kesaiguarisrs in Wasiington,
. Similarly furczish ths cacss =¢ zny other loecal, state, or Federal
agancy having a lagitimate iziaress, !
C. TnmadlaueLy orepare a2 teleiyps suitable for dissemination containing
. following:
(1) Full de%zils of complaini 28 furnished Secret Service 22d other
agencies
(2) Identity o2 Secres Szrvise officer notified and date ani time of
notificziion
(3) ITdentity of ozher psrsons notified, together with date z2nd time
of notificztion
(4) Tdentity of T3I emploryse who furnished information .
4, DJeleted .
e, Deleted
. Deles
Matters dbrought to Bureau's z2<isztion undar these instructlons should be
unier caption "Threat Against zkz President” or "Threat Against the Vice
President," etc., &5 czse =&y 2, Do ret use form FD-376 in dissemination
of mzterial discusseld above.
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l " 1343 SZCTICH 134, 207 CF THn UNITRU SIRIGO =Eoy
- Z3SIDDNT OF THZ UNITZD SRATRS

rvice concerninggecurity of the President

2. Other dissenination to Secret Se
2. [An agreement between the FBI and U. S. Secret Service concerning
protective respon5101‘ities is set out in its entirety in section 102,
volune IV, of this manuzl.) ' ) )

(1) Types of information to be referred
Under this agreenent the Burzau will disseminate information
to Secret Service .alllng within the following categories:
(2) Information concerning attempts, threats, or conspiracies
to injure, xi lﬁ, or kluﬁap _persons protected by Secret

[ Service or~oyner U. S. or foreign officials[in the U. S.
0r abroad.

(= h*-o“~9—;3: ssncerning 2%tempts or threats to rediress a
Zrievance azazinst any sublic official by other than legal
means, or aiiampts parsonally to contact such officials

. for Tz durssse, . .
- (¢} Izformaiion concerning threatening, irrational or abusive
written ¢r corzl statemenis adbout U, S. Government or
Poreign o22icials,

(¢} ZIznformeition ccncerning civil disturbances, anti-U. S.
dzmonst fcxs or inciients or demonstraiions against
Tereign p.om2tic esszblishrents.

(e ZIzZormation concerning illegal bombing or bomb-makxing;
concealmens z2 caches :f firearms, exvlosives, or other
implemenis o war; or sther terrorist aciivity.

(£} ZInformation cconcerning persons who defesct or indicate
z desire to 2s2ect £rex the Unitsd States anid who
lemornstrate Zzz or morz of ths following characteristics:
I, Irraii or suicidal vshavior or octher emoiional

iznsse 7.
II., S3roxng +iolent znti-U. S. sentiment.
IZZZ, L& prcepoe ty %towari violence,.

(2} === 2iion ncerning persons who may bs censidered
sctexntially ngercus So individuals p*CVacued b7 Secres
Service 322 e of their background or activiitles, in-
cZuding evi ce of emoticral instability or pariicivpation
in grcups 2 ging iz zctivities inimical tc¢ the Unised
3za%es

(2) ©o~hs Zcllowi rmadion i3 o be furnished when availazbls
cemcarning 2ividual or group being referred o Secret

Sersice:

(2} ==3 Tdentificzition date including name o> names,
233 2greph {cr statemont as to availabdi
sue 21 descrinstion, date and place o tirth,
2D ~Z mariizl stasus,

{z+} Org - Hame o> names, address or addresses, officars,
siz goals cof organization, source o2 financial
sup é¢zt2 and such other relevani inf ation
as :

1 descrited in Sectlon IV B, of the agre ment,
under whic. he individual or organization belongs. ]
(¢) Information in FBI Files - A summary,las appropriate,

of pertinent portions of any FBI file on an 1nd1v1dual

or ion referrad.]

tion Records - Secret Service will make

sts in szch instance where a check of the
tion records is desired. :

~S
[¢)]
s
1
UL
=~

10~153-723 7
T T—focid-32080923  _Page 111 V-2 - -

p—




» » ~<* SECTION 134. SAUT” "WG THE PREIIDINT OF TIZS UNITID <TATS

bl

S
g.

3. Responsi
a.

T3S ALG 1343
...WA"GAII\ST PET PRISIDINT O TEZ U 'ZD A

Dissemizztior is to be in the f<rm of reports in the cases of
subjects ¢ pending investigetive interesi in which resoris are
normally prepared., One copy =¥ sach repcrt henceZerilz prepared in
such cases should be disseminz=ei to Secret Service icczlly and
similar» dissermination will be mzie at the SCOG., Iz these instances
an exira copy of the report shcuili be desigrmated Zor tie Bureau.
In instazzces in which reporis wsuid not normally be sutmisied,
letterhezd memoranda may be utilized iz effecting diszemirzticon
to Secrst Service. Utilize form 2D~376 oroperly exscufed in mzking
disseminziion %o Secred Servics zni forward the <rigizzl azznd su1e copy
of %this Zorm %o Bureaw with rezcrt or lelierhead mem:irzzdum, a copy of
which has beer disseminazted lcczlliy., Usilize the mormel $itle and
character in cases of subjects 57 pendizg ixnvesiigazive izterest;
otherwiss, use the name cf the sutject arzd Ithe clarzcisr "Precisciion
of the President” on the trarsziiiel ccxzmunicaiion o ths 3Burazu.
For specific instructions perizirning tc dissemization ¢f ipformation
to Secret Service regardingladziristraiive]index subjecis and
organizszsional reports, refer respsctively to secticxz 87, volume IIX, of
this mar'al.
In instazces in which informaticr is now develeped ccrcerrning
subjecvs of »rior investigeticzms which brings these sublects within
the catezZories specified above ¢ irtersst fto Sectet Service, do not
dissemirzte prior reports in <Zess cases., Eowever, prepare a
letterrezd memorandum includizz <he current infermatlicn, tcgether
with periinert information previcusly éeveloped, and =a¥e dissemination
to Secret Service locazlly. Turnish cecples %o 3ureen for dissemination
at hezdcuarters level. Utilizs form FI-376, .
As crangss of residence and emzloyment oceur in cases of pending
investigative interest, advise Secret Service lccally zzd furnish
two ceoplies o2 the letierhead msmcerandum To the 3urez: Icr dissemination
to Secre: Service headguariers. Torm I5—-366 may be 2sed for tThis
purpose. The letterhead memorzznium cheuwld conizin 2z relsrence %o the
pre“lous comrmuiication dissemizzZed to Secret Service, In tkcese
instances in which dissemirpation has been made <o Secret Service and
the suaj:cts thereof are not ¢ cerdirz invesiigaiive Initerest, advise
Secret Ssrvice locally regardizz any ciazznge of resliészce and employmens
whenever suck informziion comes <o your zitienzilon,
" Copies of the documenis dissexzizzied ic Secret Service In those
instances in which no main case Tile exisis ari the sublects thereol
are net of :endlng 1nves,,°a—i"e interest szoulé be reizined in 2
conitrol Tile in your office,
{Deletsd!
It is iZe responsibility of ezck SAC %o ipsure ihas the above
insiruciions are administered wish gooi judgmenti irn ezch insiance.
bility re dissemination

All Field and SOG Agent persczzer must de comp;etely familiar with
the Bureau's policy znd proceiures covering the FBI's responsibilities
for dissemizztion of informa to the Secret Service concerning the
Presidernt ani other persons in itexm 1 zlhove.

A1l .fieié znd S0G Agent pers must be conszanily alert to any and
21l infermation coming to tk tenticn threough their cases or
othervise zrd insure that apyp i n To see tThat
same 1s srempitly disseminate ic crdance with
existirg policy and proccedu favor of as
liberzl z dicssemination poW‘c"

S4Cs &a=zé SCC divisicn heads z hecxz <This matter
for prcier zzndling znd must rexi AZ vericdically at
conferezces of the pclicy and precedures ccnce“nzhs ttis mazter,

7
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STATUTES ‘ _
Title 18, USC, § 245 (b)(3), chapter 102 (§§ 2101-2102), and chapter 12
(§§ 231-233), effective 4-11-68

F'

1. § 245 (v)(3)
a. Elements 4 ’ -
1 During or incident to a riot or civil disorder
2 Use of force, or threat of force, to
3 Willfully injure, intimida%te, or interfere with
4 Any person engaged in a business affecting interstate commerce™ "
5 Pr attempting to perform the above acts
b, Other provisions
(1) section 245 (2)(1) 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 prosecution is in the public interest and is
necessary to secure substantial Jjustice.
2. 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 foreigd commerce with intent
to ‘
sag Incite a riot; or . .
b Organize, promote, encourage, participate in, or carry on
a riot; or
zc; Commit any act of violence in furtherince of a riot:; or
d 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
(L) mTitle 18, USC, § 2102, states that 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 requisiie
act of violence includes a threat coupled with the ability to
immediately 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 opinion of the Attorney General, this chapter has
.been violated, prosecution shall proceed as sbeedily as pcssible
or Congress shall be advised in writing -of the reasons for not
proceeding.
3. Chapter 12 - § 231
2. KElements :
(l) Teaching or demonstrating the use, application, or making of
any firearm or explosive or incendiary device, or technigue
capable of causing personal injury or death, having reason *o
know or intending that the same will be ,unlawfully used in
connection with a civil disorder which may in any way interfere
with commerce or with any federally protected function; or
(2) Iransporting or manufacturing for transportation in commerce
any firearm, or explosive or incendiary device, having reason %o
know or intending it will be used unlawfully in furtherance of
a cig%lddisor%e?; or
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(3) Committing!r attempting to commit any actQ interfere with

any fireman or, law enforcement officer engaged in performance P
of his official duties in connection with and during a civil
disorder which in any way interferes with commerce oxr with R

—any federally protected function
b. Definitigns
(L) mitle 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) Section 232 also states that commerce means interstate or foreign
commerce or commerce wholly within fthe District of Columbia.
¢. Other provisions
(L) An act performed by a law enforcement officer in the lawful
performance of his official duties is specifically excluded.
(2) Pederal jurisdiction shall not operate to the exclusion of
state or local Jjurisdiction.

POLICY AND INVESTIGATIVE PROCEDURES

1.

Upon receipt of a complaint or information from any source not known P
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.

be Where 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 out-of-state
leads. Ascertain what action has been taken or is contemplated by
those authorities; if they indicate an unwillingness or an inabilisy
to investigate and/or prosecute, obtain full details of reasons for
their inaction. .

¢. 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.

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.

Copies of 211 communications prepared for dissemination should be

furnished to the USA.

Advise all persons interviewed the investigation is being conducted

at the specific request of the U, S. Depariment of Justice.

MISCELLANEOUS

1.

2,

Interstate commerce as referred to in section 245 (b)(3) and chapter 102
does not include commerce wholly within the District of Columbia.
The act of violence reguired +o bring 2 public disturbance within ike
definition of 2 riot under section 2101 of chapter 102 need only be
committed by one person. However, violence necessary to bring a publiec
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.
Section 245 (b)(3) does not apply to acts or omissions on the part of
law enforcement officers, National Guardsmen, or members or 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 of 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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[D. CLASSIFICATION — 176 ‘ '

[E. CHARACTER - ANTIRIOT LKWS

[F, PENALTIES
[ 1. § 245 (b)(3) - $1,000 tine and/or one year's imprisonment; $10,000
[ fine and/or <¢ten years' imprisonment if personal injury results;
[ imprisonment for any term of years or for life if death results
[ 2. Chapter 102 —~ § 210L - $10,000 fine and/or five years' imprisomnment
[ 3. Chapter 12 - § 231 - $10,000 fine and/or five years' imprisonment]
] ’ - ’
"
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2. The Burezu should be promptly zdvised by teletype in each police
killing regardless of whether =31 assistance is regueszed., This
teletype should include date, <ti locetion, identifving data
re victin, including nane and s c¢f next of kin and nanes
ages of victim's children, and detailel resume of atzack
your recommendation as to the Director!s writing a2 £se
of condolence to the family of the cfficer[killed in the
and/or furnish any information which would preclude suck z letter.
The type of weapon used, circumstances involved, such as whether during
robbery, civil disorder, ambush - assassination situsticn, traffic
violation, etc., should be set forth. If extremist <z rzcial element

is present, such should be notad.
3. Priority investigative attention should be afforded.zzch case wher
£ i

-
assistance is requested in writing. Dezily teletype swaries s
be submitted in those cases in'which a full investizzi:n is being
conducted by the FBI and all leads must be handled cn an expedite
basis.
DEFINITION
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[ e SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND 146A

- f

[‘ - OFFICIAL GUESTS OF THE UNITE,.3TATES

[A. BACKGROUND AND DEFINITIONS

; 1. Background ) :

! " 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 confurrent jurisdiction of the Federal Government in the investiga-

X tion of certain acts committed against foreign officials and official

s guests as well as property occupied by foreign governments in this —_

L country. In enacting this legislation, Congress recognized and reaffirmed

5 that police power to investigate, prosecute and punish common crimes such

: as nurder, kidnaping and assault should remain with the states, but

X also noted that at times the commission of such crimes against foreign

3 officials or official guests may adversely affect or interfere with the

i conduct of Ue. S. foreign affairs. Therefore, Congress felt that the

A 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 relationse.

[

The Department of Justice assigned investigative jurisdiction for this

Act in those cases in which the Federal Government has an interest to the

FBI. .

2. 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 government
or the chief executive officer of an international organization,
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. So as an officer or employee of a foreign government or
international organization (i. e., the U. S. has been officially
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.

bs Foreign Government
The government of a foreign country irrespective of recognition by
the U. S.

c. International Organization

A public international organization designated as such pursuant to

Section 1.of the International Organizations Immunities Act (T22,

UsSC § 288).

d. Family

(1) a spouse, 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. ’
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h463 - SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND e
L - i OFFICIAL GUESTS OF THE UNITF™ STATES
[B. STATUTES ‘ s
[ 1. Murder or Manslaughter of Foreign Officials and Official Guests and [
i Conspiracy to Murder (T18, USC §§ 1116 and 1117) Seast”
[ § 1116. Murder or Manslauahter of Foreign Officials or Official Guests
L Whoever killg a foreign official or official guest shall be punished as
i provided under T18, USC §§ 1111 and 1112, except that any such person
| who is found gullty of murder in the first degree shall be sentenced to
imprisonment for life.
i § 1117. Conspiracy to Murder
t If two oB more persons conspire +o violate §§ 1111, 1114, or 1116 of
i T18, and one or more persons do any overt act to effect the object of
the conspiracy, each shall be punished by 1mprlsonment 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 years or for life, when
the person is a foreign official or official guest within those
definitions as stated in the Act.
be 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 Guesrs
as Whoever assaults, strikes, wounds, imprisons or oifers violence to a
foreign official or official guest shall be fined not more than
$5,000, or imprisoned not more than three years, or poth. Whoever 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.
be Whoever willfully intimidates, coerces, threatens, or harasses a
foreign 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, or both.
ce Whoever within the United States, but outside the District of Columbia
and within 100 feet of any building or premises belonging to or used
or occupied by a foreign government or by a foreign oificial 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, publlcly -
(1) parades, pickets, displays any flag, banner, sign, placard,
or device, or utters any word, phrase, sound, or noise, for
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 other persons with the intent to
perform any of the aforesaid acts or to violate (a) or (b) of
this section, shall be fined not more than $500, or imprisoned
not more than six months, or both.
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- SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND 1468 - C
OFFICIAL GUESTS OF THE UNITF™ 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.
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-=-
Us 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.

[C. DEPARTMENTAL INTERPRETATION OF STATUTES

§ 1116 )
Following the precedent of USC § 1114 (Protection of Officers and
Employees of the United States), the Act adds to T18 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 "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 incliude
officials and employees of foreign governments at embassies, consulates,
missions and those employed at trade or commercial offices of foreign
governmentse.

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
Statee.
§ 1201 | ‘
The act of kidnaping a foreign official or official guest is punishable
without regard to interstate transportatiom of the victim. The permissible
punishment was reduced to imprisonment for any term of vears or for
life, but no statutory proof of harm to the victim is required to support
gny sentence which may be adjudged.

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 misdemeanor 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

3
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;146C;ﬁ D ~ SECTION 146. PROTECTION OF FOREIGN OFFICIALS AND

‘ OFFICIAL GUESTS OF THE UNITT ’lSTATES

obstruction extends only to foreign officials who are actually engaged in PN
the performance of their duties at the time of the violation. -
Although-not all-inclusive, examples of violations would be:
a. Following the foreign official or official guest about in a public.
place after _being requested not to do so;
be. 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 2
c. Communicating with the foreign official or official guest by anonymous
telephone calls, or otherwise, in a manner likely to cause annoyance
or alarm with no purpose of legitimate communication.
§ 112 (c) is intended to protect the peace, dignity and security .

of foreign officials in their embassies, consulates, missions, residences,
and offices, Note that premises of official guests are not covered
by § 112 (c).

§ 112 (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 (o) applies only to acts done publicly, and spec1f1cally applies to
a person who parades, pickets, displays any flag banner, sign, placard,
or device, or utters any word, phrase, sound, or n01se, but onlz if the
purpose of the conduct is to intimidate, coerce, or harass a foreign
official or to obstruct him in the performance of his duties.

The terms used in § 112 (c¢) "purpose'" and "intent" require proof that

" the person or persons allegedly violating this: 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 knowledge by the person or persons perpetrating the crime is
immaterial. The fact that the person or premises is covered under the
gct 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
ownership, use or possession. Whether the propérty is used for official
or unofficial purposes is immaterial. Only propérty located within the
United States is covered.

PROTECTIVE RESPONSIBILITIES OF TREASURY DEPARTMENT

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 possible and the results

thereof . .
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SECTION 14¢  PROTECTION OF FOREIGN OFFICIA” 3 AND 146E - G
‘OFFICIAL GUESTS OF THE UNITEI_‘ATES
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[E. DEPARTMENTAL POLICY s :
Subsequent to an alleged violation of the Act, U. S. Attorneys or their

subsequent prosecytion under the Act must receive the approval of the

t Assistants will determine whether FBI investigation ig _warrzanted. Any

Department of Justice, prior to the initiation of any proceedings.

1.

2

3.

5.

6.
7.

8.

o s Sans Meut sume aeans sonlPWiiess sems ~asy Sets JSHEL IRt s M Sun Tagnr NSNS Sase MEEE Nams M mues i

9.

[Fo INVESTIGATIVE PROCEDURES

Upon receipt of information indicating a violation or attempted violation
of the Act, promptly present facts to U. S. Attorney or an Assistant to
determine if investigation is warranted.

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.

Bureau authorization is not necessary prior to contacting a foreign

~official, member of foreign official's family, official guest or persons

connected with diplomatic 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 determine if a possible

-violation of the Act exists. 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.

Notify United States Secret Service locally.

If victim is not known to be covered under the Act, immediately furnish
sufficient descriptive information regarding victim to FBIHQ to enable such
determination.

If violation or potential violation of the Act is discovered through
special coverage advise Bureau, by whatever means necessary commensurate )
with the seriousness of the crime, for a determination as to further action.
Do not present to U. S. Attorney or Assistant U. S. Attorney.

If foreign official, member of official's family, official guest, or

person connected with diplomatic or international organization is
uncooperative, furnish details to Bureau by teletype and advise U. S.
Attorney or his Assistant that details being furnished the Department.
Honorary Consuls to be covered under the Act must be foreign nationals

_duly notified to the U. S. and engaged in official business for the

government they represent at the time the alleged violation occurred.
Property used or occupied by Honorary Consuls may or may not 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 bé
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.

G. FBIHQ SUPERVISION AND USE OF OFFICE CONTINGENCY PLAN

1. General Investigative Division will supervise all violatiomns 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 hi jacking.

&
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3.

4.

|

‘OFFICIAL GUESTS OF THE UNITED‘ATES ,

In the event of a serious violation of the Act, information must be. { i?
telephoned to the appropriate Assistant Director of above-mentioned &
Divisions, during normal working hours. If during nonworking hours,

the informatien should be telephoned to the Supervisor on duty in the -
appropriate Division. ‘

If a serious violation of the Act occurs which is supervised by Intelligence
Division and requires use of office contingency plan, FBIHQ will maintaian-

a command center in Intelligence Division, telephone number [324-3000

extension 4880, ] -

' H. ADMINISTRATIVE MATTERS

1.
2.
3.

4,

HW 54977

Classification - 185 :

Title - Set forth subject's name or description of activities involved.
Character - YProtection 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 - Assault ~ Criminal.
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 within
14 days. Seven copies of report should be submitted.

6
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FBI INDEXING PROCEDURES
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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) matters, a numbering system is used to'indicate: (1) géneral-
. .classification and.rature_of the violation; (2) the individual case.file in this category;
~- - and-(3) seérialization of each piece of mail in the file. For instance, the number . .
7-100-10 on a piecé of mail indicates it is the 10th piece of mail in the 100th file ..
assigned in the Kidnaping (7) classification. Our files are maintained in 185 classi-
fications. A list of these classifications is attached. '

The key ic these numerically maintained files is the general index presently
consisting of over 58,000,000 index cards on all manner of subject maiters but
primarily a name index of individuals. This master index must be searched to
determine what information, if any, the ¥BI may have in ifs files, In view of this
system, each cormmmunication must have a subject.

The classifier in the Classiiying Unit of the Mail Processing Unit of the
Records Section in the Files and Communications Division designates the "subject"
of the particular communication on which a "main" index card is prepared; assigns
the classification showing the violation or nature of the matter involved; and designate.
names in the body of the communication on which "see™ (contraction for see reierence
or cross-reference) index cards are o be prepared.

« PR

The "main" index card denotes that the name on index card is the subject of
the file and the name on "see" index card indicates the name is not the main subject
of the file but that the name only appears in a specific communication filed in the iile
of a different subject matter,

The subject of the file may be on a variety of topics such as an individual,
organization, company, publication, foreign intelligence activities, or such adminis~
trative items as space, equipment, or automobile accidents involving ¥FBI automobiles

_After the classifier has designated the "subject” and assigned the classificati
for the communication, the classifier designates the names in the body of the com-~
munication on which "see" indsx cards are to be prepared. The nature and extent of

This document is prepared in response to your request and is not for c%wsenéiv
‘qation oniside yporr Committee, Ifg v<e t* Lmited to official progeedmgs o
your Committee anld the contert may nut ba disclosed to unauthorized persor

? - )
nel without the express approval of the FBI .
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detail in the communication require the classifier to utilize judgment as to whether
information should be designated for index cards, The classifier has general guide-
lines for each of the 185 classifications, 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 procurers; a person suspected
of harboring a fugitive, and the original complainait in the case, . Complainant is ‘-
indexed so that the investigation 'can be 1dent1f1ed should the ‘complainant make 1nqu11 v

regarding-his alleoatlon ‘at-a-latér'date,-ic. . . - Y S

In securlty type 1nvest10at10ns the ‘¢lassifier is governed by the type of ~
investigation and the nature and extent of the information in the communication.
The classifier will generally index associates and relafives of the subject; members
of organizations 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 information.

As an example of such indexing, the following indexing would occur in con-
necuon with a case involving the investigation of an extortion Lhreat against Congress-
man X in which the individual making the threat is unknown. The vast majorily of
extortion cases we receive involve_threats against individuals by unknown individuals,

- As previously stated, each file must have a subject {o insure all mail on a matter is

filed in one place, Accordingly, in order to insure that all mail on an investigation
is placed in the same file, the victim's name is used as the subject of the file when
the individual who made the threat is unknown, Accordingly, Congressman X, as
the victim, would be subject of the file for mail filing purposes. The "maln” index
card prepared would show that he is the victim and not the extortionist, "'See' 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 wé now have a file on thls mdlvmual 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 security of the United States. In view of this
and, as-the number of violations of law over which the FBI has jurisdiction has
incr eased greatly since 1939, the vast majority of FBI files has been credted since
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1939, We do, however, have a program for destroying files which no longer have
a contemporary value, Regulations of the National Archives and Records Service,
General Services Administration, issued under authority of Chapters 29, 31, and
33, Title 44, U.S. 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 from the general index and destroyed.
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: . ) CI.;ASSIFICATIONS ‘

1. Training Schools' National Academy Matters; F.B.I. National
Acadenmy Anplicants ' o ;
2. Neutrality Matters - y
3. Overthrow or Destruction of the Government !
. 4. National Firearms Act; Federal Firearms Act; State Firearms i
: . Control Assistance Act Unlawful Possession or Receipt of i
Firearms : : -
. JIncome Tax
. JInterstate Transportation of Strike Breakers
» Kidnaping . :
. Migratory Bird Act
9. Extortion
10. Red Cross Act
11. Tax (Other than income)
l2. HNarcotics
14, Sedition
15. Theft from Interstate Shipment :
16. ° Violation Federal Injuction - Obsolete
17. Veterans' Administration Matters
18. HMay Act
'19. Censorship Matters (obsolete)
: 21. TFood and Drugs
v 23. Prohibition
: - 24,7 Profiteering (obsolete) Co
i 25. Selective Service Act; Selective Trainwnv and Servwce Act of
; 26. Interstate Transportation of Stolen Motor Vehicle; Interstate
’ Transportation of Stolen Aircraft :
: 27. Patent Matter
28, Copyright Matter
29. Bank Fraud and Embezzlement
31. VWhite Slave Traffic Act ’
- 32. Tdentification (Fingerprint Matters) X Sl
33. Uniform Crime Reporting
35, Civil Service
36. Mail Fraud
36. TFalsely Claiming Cltizenshlp
k0. Passport and Visa Matter
: Li. TExplosive (obsolete)
- k2., Deserter; Deserter - Harboring
k3. Illegal Tn'feaw:mfr of Uniform; False Advertising or Milsuse of
Names, Words, Eanem or Insignia; Iilegal Manufacture, Use,
Posseoslor or Sale of Emblems and Insignia; Jllegal Manufactuve,
Sale, or Use of Military Cremation Urn; Illegal Manufacture,
‘ Possession or Uearlqv of Civil Defense Insignia; Miscellaneous-
. _ Ferging or Using Forged Certificate of Dlsch<rse from Military
i or Naval Sefvice, Miscellancous - Falsely'Making or Forging

o
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47.
48.
45.
50.
51.

52.

54.
55.
56.
- 57.
58.
60.
61.
62.

63.

HW 54977

. Miscellaneous - Wage and Hour Law (Fair Lakor Standards Act
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Naval, Military, or Official Pass; Miscei’aneous - Forging or '
Counterfeiting Seal of Department or Agency of the U.S.; Misuse
of the Great Seal of the United States or of the Seals of the
President or the Vice President of the United States; Unauth-
orized Use of “Johnny Horizon" Symbol; Unauthorized Use of )
"Siokey Bear” Symbol. : :
Civil Rights; Civil Rights-Election Lawvs; ClVll Plghts ~Flection
Lars—Votlng Rights Act, 1965

Crime: on the High Seas (Includes stowaways on boats and aircraft)
Fraud HAgainst the Government: Anti-~Xickback Statute; Dependents
Assistance Act of 1950; False Claims - (Civil); Federal-Aid Road
Act; Lead ahd@ 2Zinc Act; Public Works and Economic Development Act
of 1965; Renhegotiation Act ~ (Criminal); Renegotiation Act - (Civil
Trade. Expansion Act of 1962; Unemployment Compensation Sta;u;eQ,
Economic Opportunity Act

Impersonation

Postal Violations (Except Mail Fraud)

National Bankruptcy Act .

Involuntary Servitude and Slavery

Jury Panel Investigations

Theft, Robbery, Embezzlement, Illegal Possession or

Destruction of Government Property ’

Customs Laws and Smuggling

Counterfeiting :

Election Lavs

War Labor Disputes Act (Obsolete)

Bribery; Conflict of Tnteres;

Anti-Trust

Treason or HMisprision of Treason

Miscellaneous - including Administrative IUGUle (formerly
Misconduct in Office) .
Miscellaneous -~ Non-Subversive -~ including:

Black Market in Railroad Tickets (obsolete)

Civil Aeronautics Act (Obsoleue)

Eight-~Hour-Day Law

Federal Judiciary Investigations

Federal Juvenlle Delinguency Act

Kickback Racket Act & - :

Lands D’ vision Hatter (Conderination Procemd’ngs)

Miscellaneous - Civil Suit “

Miscellaneous - O0.P.A. Violations (Civil) (Obsolete)

of 1938) ) ‘ -
Soldiers and Sailors Civil Relief Act of 1940

g




64.
65.
66.
67.
68.
69.

70.

71.
72.

. 73,

74.
75.
76.

77.

78.
79.
-80.
81.
82,
83.
84.
85.
86.
87.

. 788.:

. - 89,

20.
9l.
92.

93.
94.
95.

HW 54977
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Tariff :.lict 70)‘_.93,0 ; - .

.Top Hoodlum Coverage

Unreported Interstate Shipment of Cigarettes

Federal Cigarette Labeling and Advertising Act
Foreign Miscellaneous -
Espionage

Administrative Hatters
Personnel Matters
Alaskan Matters (Obsolete)
Contempt of Court
Crime on Indian Reservation; Inducing Conveyance of Indian
Trust-Land; Crime on Government Reservation; Embezzlement oxr -
Theft of Indian Property
Bills of Lading Act
‘Obstruction of Justice; Obstruction of Court Orders; Obsiructioh
of Criminal Investigations
Application for Pardon After Completion of Sentence and Appli-
cation for Executive Clemency
Perjury i
Bondsmen and Sureties
Escaped Federal Prisoner; Escape and Rescue; Probat¢on Violator;
Parole Violator; Mandatory Release Violator
Applicants (Special Inquiry, Departmental and Other Government
Agencies except those having special classifications)

Illegal Use of Government Transportation Reguests
Missing Persons ¥
Lakoratory Research Matters '
Gold Hoarding {Cbsolete) .
.War risk Insurance {¥National Seerce sze Insurance) (Obsolete)
Couxt of Claims
Reconstruction Finance Corporation Act (Obsolete)
Home Owner Loan Corporation (Obsclete)
Federal Lending and Insurance Agencies
- Interstate Transportation of Stolen Property (Fraud by wire,-
Radio, or Television)
Unlawful Flight to Avoid Pro<ocutlon, Custody, oxr Confinement;
Unlawful l"lJ.gh*~ to Avoid Giving Testimony
Assaulting or Killing A Fedexal Officer; Copgreusvonul
Assassination Statute

Irregularities in Federal Penal "nstitutions
Bank Burclary; Bank Larceny; Bank Robhexy
Anti-Racketeering; A.R.- Lea Act; A.R.- Interference with
Goverument Comuunications System; A.R.- HOBBS Act
Ascnrﬁaining Fipancial 2bility
Researcn Mattexrs . ’

Laboratory Cases (Examination of Evidence in Other Than Bureau
Cases])

Q
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96.
97.
98,
99,
100.
101.
102.
103.
104.
105,

106.

107.
108.
108.
110.
111.
1i2.
113.
114.
115.
1l6.
117.
P 118.
: 119.
©120.
121.
: Co122.
! - 123.

-«125;

. 126.
127,

124,

Alien Appllcgs (Obsolete) ' .
Registration Act oo

Sabotage

Plant Survey {(Obsolete) .

Subversive Matter (Individuals); Internal Security (Organ17atlons)
Hatch Act {Obsolete) .c

Voorhis Act

Interstate Transportation of Stolen Cattle

Servicemen's Dependents Allowance Act of 1942 (Obsolete)

.Internal Security (Nationalistic Tendency - Foreign Intell-

igence) (Individuals and Organizations -~ by country.)

Alien Enemy Control; Escaped Prisoners of War and Internees
(Obsolete) : - !
Denaturalization Proceedlngs (Obso]cte) ' o
Foreign Travel Control (Obsolete) ,
Foreign Political Matters . i
Toreign Economic Matters . : !
Foreign Social Conditions . )

Foreign Funds . _ .
Foreign Military and Naval Hatters

Alien Propert y Custodian Matter (Chsolete)

Bond Def au]t ail Junper

Atomic Energy AcL~Pno]1canp, 2tomic Energy Act- Tmp]oyee Lo
Atomic Energy Act-Criminal

Applicant - Central Intelligence Bgency (Obsolete) -
Federal Regulation of Lokbying Act )
Federal Tort Claims Act

Loyalty of Government Employees (Obsolete)

Labor Management Relations Act, 1947

Speeial Inquiry-State Departnent - Voice of Pnerlca (U.  s.
Information Center) {(Public Law 402 - §0th Concless)

European Recovery Program (International Cooperat ion Admin-
istration) formerly Forezgn Operations Administration, Mutual
Security Agency, Economic COOD“laLlOP Administration or E.R.P.,
Europcan Recovery Program; A.I.D. - Agency for International -
Development (Ohsolete) :

Railway Labor Act; Railway-Labor Act -~ Employer's Liability
Act ®

National Security Resoufccs Board - Special Tpaulry (Obsolebc)
‘gensitive Positions in the U. S. Government - Public Law 266 -

(Obsolete)
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128.

129.
130.
131,
132,
133.
134,
135,

136.
137.
- 138.

139,
140.
141,
142,

143,
144,

S 145'.- -

146.
147,
©148.
149.
151,

152.
153.
154,
155,
156.

Internatione.DeveIOpment Program (For’n Operations
Administration) . ' '
Evacuation Claims (Obsolete)

Special Inquiry - Armed Forces Security Act (Obsolete)

- Admiralty Matter

Special Inquiry - Offlce of Defense Mobilization (Obsolete)
National Science Foundation Act -.Appllcant (Obsolete)

- Security Informants

PROSAB. {Protection of Strateclc Air Conmand Bases of U.S.A.
Air Force)

American Legion Contact (Obsolete)

Criminal Intormants

Loyalty of Employees of the United Vaulons and Other~ PubllL
International Organizations

Interception of communications (Formerly Unauthorlzed Publlca-
tion or Use of Communications)

Securlty of Government Employeces; S.G.E. - Fraud AgalnsL the -
Government

False Entries in Records of Interstate "Carriers

Tllegal Use of Railroad Pass

Interstate Transportation of Gambling Devices

Interstate Transportation of Lottery Tickets

-Interstate Transportation of Obscene Matter; Broadcasting
1 D N £

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 Ovganization

U.S. Information Aﬁency .

SwitchBlade Xnife Act

Automobile Information Disclosure Act

Interstate Transportation of Unsafe Refrigerators
National Aeronautics and Space Act of 1958
Welfcre and Pension Plans Disclosure Act
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157. Extremist Matters; Civil Unrest .

158. Labor-Management Reportlno and Disclosure Act of 1959
(Security Mqtter) (Obsolete)

159. Labor-Management Reporting and DlSClOSHle Act of 1959
(Investlgatlve Matter)

160. Federal Train Wreck Statute

161. Special Inquiries for White House, Congressional Committees
and Other Government Agencies ' : '

162. Interstate Gambling Activities

163. Foreign Police Cooperation

164. Crime Aboard Aircraft

165. Interstate Transmission of Wagering Information

166. Interstate Transportation in Aid of Racketeering

167. Destruction of Interstate Property

168. Interstate Transportation of Wagering Paraphernalla

169. Hydraulic Brake Fluid Act (Obsolete\

170. Extremist Informants

171. Motor Vehicle Seat Belt Act (Obsolete)

172. Sports Bribery

173, Public Accommodations-Civil Rights Act of 1964
Public Facilities-Civil Rights Act of 1964
Public Education-Civil rights act of 1964 oLz
Employment-Civil Rights Act of 1964 - '

174. Explosives and Tncendlary Devices; Bomb Threats
(Formerly Bombing Matters; Boﬂban Matters-Threats)

175, Assaulting the President (or Vice-President) of the
United States : -

176. Antiriot Laws

177. Discrimination in Housing

178. Interstate Obscene or Harassing Telephone Calls

179. Extortionate Credit Transactions

180. Desecration of the Flag

181. Consumer Credit Protection Act

182 Illegal Gambling Pusiness; Illegal Gambling

. . Business - Obstruction; Illegal Gambling Business =~

Forfeiture

.183. Racketeer Influenced and Corrupt Organizations .

184, Police Killings
185. Protection of Foreign Officials and O£f1c1a1 Guests of
the Unlted States .

B i
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Assembly Charge Card

- Assembly Section

Daily Report Work Sheet .
Fingerprint Correspondence Section

Letter Advising Impressions Not Classifiable (8x8)
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Charge~out Card (pink)
Assemhly Section
Technical Section

ROUTING SLIP
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Stop Notice
Card Index Section
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“to be Identical with Record in—Tdent;-but -Record

not Available; when Available you will be Advised
(unblccked yeilow available - per memo Still to
Walters 5/8/72)

Assenbly Section

Ietter Returning Prints not Susceptible to Classifi-
cation for Lisposition (8x8)

LS

Recording Section -

Chart for Breakdown of Illegible Prints
.Recording Section : ,

Gereral Appearance Card
Latent Fingerprint Section

General Appearance Form (replaced Form FD-3Ca)
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Camera Training Forn
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Fingerprint Work Sheet
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Print lLocate
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Record of Shipments Recelved in Stock Room

lechanical Scction

Positlions Certified, Fiscal Year
Personnel Saction, P rsonnel Services Unit,
Position Classification Suod1v1 ;ion

Tickler Card on Extended Leave and Leave Without Poy
Personnel Section, Vetorazns' Counseling and Clerical
Promotion Uait, Lecave and Vocation Records Subdivisicn

Fhotostat SLUQ"OUi Sheet (Justice Building)
Hechanical Section

fouging Card . (yellow)
Housing and Tes t1L~ ‘Subdivision

Letter Requesting Report re Service Record of Fm"*03oo
Returning from Military Leave (bond = 8x7; thin while
and unbloclked yellow available - each Sx10%)

Persconnel Section, Veterans'! Counseling and Cleric nl
Promotion Unit, Leave and Vocation Records Subdivisioen

Request for Photographic Work
Mechanical Scction

Pressman's RBunning Chart
Mechanical Section

— .
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3~207

. 3-208

3-211
3-218

3234
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3~271
3-273

3-~-274
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Daily Work Sheot
iechanical Section, FPhotostat Unit

Follow-up Letter Concerning Physical Condition of
Special Agent (thin white and L&T blocker yellow
vailable)

Personnel Soction, Personnel Services Unit,

Special Apents Paysical Examination Subdivision and
Pcalbu Service Subdivision

BUCAR Accidont Record
Pcreounel S ct*cn, Commendation, Supervisory Approval
and Special Action Unit

Ilealth Service RNeport
Persionnel Sect“on, Personnel Services Unit,
Health Service Subdivision

FBY Laundry E=ceipt, Stock Room (for ciean laundry
dzlivered to Ddvisions at FBINLQ)
Kechanical Section

FRI Laundry Receint, Stock Room (for soiled iaundry
delivered to Stock Room by Divisions at FBIEQ)
Mechanical Ceaction .

ion;  Apnlicant and Placement Unit
Apnlicant Bricfing Suwdiviesion

I.O"Tthly “ B SBOI‘t vl " e .;:.-'-:\.-'::- foetee, '.t;—,:'::'-y~."::':' ’. L
hocnadlcal “ﬂctlon, Thobo Uult :
I. 0. and A, O. lfailing List
Hechanical Soctiom
Reply to Requests for Invitation to Bid or to be Place
on DBidders' lailing List (used only in bond - Lawless)
Procurement and Administrative Services Section
Bid Tabulation _

* Procurenent and Administrative Services Section
Blador“' List
Procurcment and Adminis trative Services Section
Daily Record of Shipments from Stock Room
Mechanical Section )
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3-275 se e

3-278 cene

3-2782 cee.

3-281 cees

3”289 LI Y )

3“295 e e ee
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Yousing Request Card (pink)
Personnel Scction, Arplicant and Placement Unit,
Bousing and Testing Subdivision

Requisition Record .
Mechanical Scction, Assembly Unit

Wr0o Work Sign-out Sheet .
¥echanical Sasction, Asscembly Uailt

Clerical Test Rating Card
Personnel Section, fLppiicant and Placencant Unit
Housding and 7Tdesting Sundivision

Restoration of Veterans

Personncl Section, Veterans' Counseling and Cler
Promotion Unit, Leave and Vocation Recovds S-bdivi

Clerical Transfer Totter, FPersonal Convenicence
(thin white, blocicd, and k3 . ava
Front Cf{fice, Moverms=ut Uni

o : . g ERE S
s e L IR R B A/ R TE LY . TINIT ST e A
.
. . . .
R . . es .. . o® gt . ’ .. L. L. .
)
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VOLUME TIXI

3"301 *
3-302 .
3-303 .
3-313 .
3~-314 .
3-316 .
3-317 .
3-320 .
3"‘321 .

TABLE OF CONTENTS
ADMINISTRATIVE DIVISION

Bindery Unit Work Sheet
Mechanical Scscetion

Specinl Agent Appointmant ILetter -~ Report to Justice
BUIIGLEQ (thin white and !I&T blocked yelio. availablic)
Personnel Section, Personnel Services Unit,

Perconnel Actions Subdivision

Special Agent Appointmeont Letter ~ Report to Cld

Post Cifice fuilding (CfQ) (thin white and LT blocikcu

yellow zvailahla) . .
Perscnnel Section, Personnsl Services Unit,
Perzonnel Actiions Subdivision

Additiona
(A‘Lx."‘C: 16
Pergoanel
Peru nnel

ormation and Instructions

special Axent Appeintment Jetier)
1, Pearscnuoel Sﬂvvlce. Unit,

ions Subdivision

('_') l’«‘) ""

Automohile Sirnm~in and S4gn~ou* Tecord (formerly 2-2%;
and prior to that 3-313)
Mechianical Section

Stenographic Training (¥lyer)
Peruq4 el Section, Awvplicant and Flacement Urit,
Houging and Testing Subdivision .

Comparative Tabulation, Field Investigative Report
Buaget and Accountiing Scction

Worl: Sheet for Various Tabulaticns and Special
Requ=zsts for Adainistrative Report Data
Budget and Accounting Scetion

Weelly De2linguency Report for Administrative Division
(thin white available)
Front Office, Adiinistrative Review Unit

Position Classification Program Questionnaire
(thin vhite only)

Personncl Scction, Personnel Services Unit,
Position Class 1*1cat10n Subdivision

-1l -
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3-323 eeaes Positinn Classification Audit Work Shect
(thin white only)
Pergonnel Section, Iorsonnel Saorvices Unit,
Position Classification Subdivision

3~3272 .... Notice Concerning Scparation (attachment to
esigration acceptance letter - general
(unblocked yellow available)
Perscnnel fcction, Personnel Services Unit,
Personpel Actions Subdivision

3-336 coes Veekly Report of Pendi
T

3-337 eese Bill of Lading Information Sheet
' lMiechanical Scction, Stock RNooun

(daily and veekly) (thin white available)
Front Cffice (gen-ral use in Division)

3~338 eses Delinquenc Yy or Vork Report - Administrative Division

3-339 eses Confidential laterial Neceipt
' fechanical Section, Stock Room

3-340 eeee Memorandum Transmitted with CfLficial Porsonnel Felder
of TFormer Burcau Imployee to angther Government. Agen
) (thln wvhite available) o
Personnel Section, Fersonnel Services Unit,
Personnel sActions Subdivision

z
>

cy.-

3-343 eees Adult Waiver and Record Concerning Asian Influenza
Vaccine Record
Personnel Section, Personnel Services-Unit,
Health Service Subdivision

(over)
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3“343& e s eow

-~

Minor Waiver ard Record Concerning Asian Influenza
Vaccine Record
Personnel Section, Personnel Services Unit,

_Bealth Service Subdivision-

3-344 esece

3~3440 e e e e

Field Office and. FBIHQ Special Agent Physical Examina-
tion Authorization for U. S. Army iledical Installaticuos
Personnel Scction, Personnel Services Uait,

Special Agents Physical Examination Subdivision

Field Office and FBIHQ Snecial Agent FPhvsicasl Examina-
tion Authorization for U. S. Kovy ledical Installaticns
Personnel Section, Personnel Services Uait,

.Special Agents Faysical Examination Subdivisicn

Bureau of IEmployees Compensaticn (BEC) Matters,

- Tabulation of WOrk—relatcd Injuries

3“446. 00 0

Personnel Sacticn, Persounnel Services Unit,
Special Agent ?hysical Examin“uloh Subdivision

letter Transferrinﬂ Official Perscanel Folder

-and Record of Leave Datz to Other CGovernment Agencie

3*449 “oono

3 "‘---. Dt ;u.-:.'.o‘ ":':..": :..:':u\‘ el f"ﬂ
3“450 . ¢ o0 e

3“451 ce oo

HW 54977 DocId:32989723

Identification Cards-

(1&T blocked vellow available - per menmo 11/&2/{1)
Personnel Section, Personnel Services Uait,
Personnel Actiocns Subdivision

Control and Invcntory Guide for Lamlnated

NI "
-,-.,.\ -. K -_,":_.u,.-,..

Exhibits Section

Requisition Record on Printing. Reoucst
Mechanical Section, Flate Roonm

ompensation
Concerning Compensation latters (thin white with
heading; MN&T blocked yellow available)
Personnel Sectior, Personnel Services Unit,
Special Agents Fhysical Examinaticn Subdivision

Letter to Bureau of Employees' Couny
£]

(over)

-3 -
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3“452 o0 0s

3-453 eeo o0

Replenishment Analysis and Purchase Requisition
Procurcment and Administrative Services Scction

Instructions to Reading Room re Enclosures (3x5 slip
blue)

Personnel Scection, Personnel Services Unit,

~Position Classification Subkdivision

3-454 oo s e

3'461 ss o0

3“462 e e o0

3"470 co e e

- .3-471 eeeq

3?&73_ ; o o

A At el LT

s
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" 8-4732 ULl

3”479 ss e

3“481 * e 00

DocId:32989723

TFrom FRING (original en thin white with heading)

M&T Blocked Ye1llow of Torm 3-473

Purchase Reguisition
Procurenent and Administrative Services Section

Permanent Housing
Personnel Scction, Applicant and Placement Unit,
Housing and Testing Subdivision

Request for Comments of Bureau Employee on

Applicant ALcquaintance
Pergonnel Section, Applicant and Placement Tait,
Applicant Briefing Subdivision

Work Sheet - Personnel Tabulation by Divisions

Budget and Accounting Saction
Record -~ Repair Costs on Typewriters :

Procurcecment and Administrative Services Section

Personnel Section, Applicant and Placement Unit,
Applicant Briefing Subdivision

Personnel Section, Applicant and Placement Uanit,
Applicant DBricfing Subdivision

0dd-llour Shifts - Inspectors! VWork Sheet
(original on thin white)
Personnel Scction, Veterans' Cour
Promotion Unit

seling and Clerical

Blood Roqucst

Personnel Section, Apnlicant and Placcement Unit,
Housing and Tcotlng Subdivision

Reply to Inquiries for Latest Address of Employces
and Former ¥mployees (thin white available)
Personnel Scction, Personnel Scrvices Unit,
Peroconnel Actions Subdivision ' ’
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3-493 caes
3-495  ....
3-496 ceee

3"497 e s e e
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Height, Weight, Frame Evaluation -~ }ale Employees
Personnel Section, Perscennel Services Unit,
Health Service Subdivision -

Positicn Evaluotion Summory - Supervisory
Perscnnel Section, Persomnel Services Unit,
Position Classifiication Subdivision

Status Inquiry )

Personnel Section, Applicant and Placement Unit,
Applicant Office Subdivicion

Retirement Information

Personnel Section, Veterans' Counseling and Cleri
Promotion Unit -

Personnel Security Review Record
All Sections (routed to Randolph)
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VOLULE IV

3-500 ..
3'501 . &
3-505 ..
3-506 ..
3~-508 --..
3“509 ve
3-512 ..
3-514 ..
3”518 .0

TABLE OF CONTENTS
ADMINISTRATIVE DIVISION

Authorization for Data Proces sing Section to

Ordex Cuoucis from the Treasury for Approved Lvards
Personnel Section, Commendation, Supervisory Approval
and Specisl Action Unit :

Credential Work Sheet
Exhibits Section

Reply to Applicant -~ Satis f4ctory Ratings not Attained
(thia white and &7 blocked thin yeilow available)
Personnel Section, Applicant and Placement Unit

Reply to Applicant -~ No Encouragement; Applications
Exceed Lpnointments which are made on a Hignily
Competitive Basis (thin white and H&T blocked thin
yellow avcllqbiﬂ). .
Personncl Section, Applicant and Placement Unit

Reply to Applicant - Appointment not Possible at this
Time; Qualifications on Tilce for Future Refercnce (zmo
action category - pexr Lois Carter 1G/5/72)

(thin white and (¥ blocked thin yellow available)
Personncel Section, Applicant and Placement Unit

Reply to Anplicant -~ Appointment not Possible at-this
Time; Qualifications Listed for Futurc Reference
(thin whitec ang 127 bIlocEcd thin yellow available)
Personncel Scction, Applicaant and Pluacement Unit

Purchase Order (white, numbered congsecutively, and
used exclusively at the IFUIHQ) (formerly green,
consecutively numbered copy of FD-2841)

Procurcment and Administrative Scrvices Section

Outside Fmployment Index Card
Personnel Section, Veterans' Counseling and Clerloal
Promotion Unit

Warning Motice Agninst Mutilation of Filed Compbnuati
Act TFornus .

Personncel Scction, Personnel Services Unit,

Special Agent Physical Examination Subdivision

7 33077 IOC I 2oy rer—faye——ii- 2
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3-521 eeeo Evaluation Sufmmary -~ Nonsupervisory
Personnel Scction, Perscmnnel Scrvices Unit,
Pogition Classificaticon Subdivision

3~523 eeee Acknowledgment to Eaployee Credit Inquiry
(1ET blocked yellow available)
Personnel Scction, Perconnel Services Unit,
Personnel Acticons Subdivision

3-524 eose Office of Preference
Front Office, iovement Unit

3-525 eese Reply to Service Record Inguiry
(38T blocked yellow available)
Personnel Scction, Pevrsonnel Services Uait,
Personnel Actions Subdivision

-

3-526 seoe Reply Advisine Inguiry Concerning Service Re.ord
Previously fAcknowledsed (U blocked yellow availablis)
Perscennel Sccticn, Perscnnel Services Unit,
Personnel Actions Subdivision
" 3~527 .... Notification of Acceptance of Apvoinimeni and

Recucst for Temporary iisusing .Lceconmmodations
Peroxnnel Section, Ferconpel Services Urit,
Personnel Lctions Subdivisicn

oS

it e -B=B28 i, o T Daily Clerk-Anznt Ratio (hinded i weehlﬁ to

Callaban's office -~ per irs. Dove o/a/73)
Front Cffice, lLovem ent Un it

crae s e e (e

oo ++i3=5327 . ,... “ROUTIKG SLIP s

Pa——

3-533 eeas Letter Trancmitting Credential Cord for Sigrature
(IZ&T blocked veilow znd thin white availablc)
(per Hrs. Lockhart)
Procurement and Administrative Services Scction

3-533a eesse lLetter Transmitting Cempnleted Credential Card
(thin white and MOT blocked thin yellow available -
per lrs. Lockhart 1/27/72)
Procvrcment and Adminiztrative Services Section

3~534 «aeee Reply for Photographic Correswondonce
(thin white and L&T blocked yellow available)
Mechanical Secticn, Photo Unit

Hi 31077 Docld:32989723 Page 176 o
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3~-536 © +... Authorization for Captain of the Guard, GIA, to
' Issue Tenporary rasses 1o lon-¥FRI Imployces
Procurcment and Administrative Scorvices Scction
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VOLULE V.
3”556 L I

3-550& LI W

3“551 s 0 e e

3-554‘ ¢t e oo

3*561 s o000

54977 DocId:32989723

TABLE OF CONTENTS
ADMINISTRATIVE DIVISION

Questionnaire Concerning Promotioral Qualifications
of Incumbent Chief Clerks and Assistant Chief Clecrks
Personnel Scction, Apwnlicant and Placement Ynit

Questicnnaire Concerning Clerical Employees with
Actual or Potontial Oualificaticons for Chief Clork
or Assistant Chief Clerk .
Personnel Secticn, Applicant and Placemznt Unit

Letier of Imnstructions Concerning Federal Employees
Health Berncefits Frosgra r
Personnel Ssction, Anpnlicant and 13lacement Unit

. ’ ’
Housing and Testing Oiflce

Apnroval Letter for Rel

(thln white, blcocked ye
1labie)

Perconn Scction, Commendation, Supervisory Approval

and Sp“Cl“’ Action Uait

icf Supsrvisors
llow, and unblocked yellow

Car Schedule

Front Office, Administrative Rev1cw it

Paper~cutting Request (yellow; pink for special work)
Kechanical Section, Prianting Unit

Yaintenance Checklist
Exhibits Section

Dissemination Letter - Sketches and Photographs
for Inclusion in National Dsnk Robbery Album
(thin white and MN&T blocked yellow available -
confirmed 9/6/68)

Exhibits Scctien

Airtel Transmitting Artist's Conceptions (thin grcen -
original; lixT blocked and unblocked yellow (latter
confirmed 9/46/68) available)

Exhibits Scction

Page 178 s Jy Jrra




3-563

3-565

3-566

3-567

3-568

3-575

3-576

3-577

Lﬂﬂ 54977 Docld: 32939723

(T blocked

" pergourel Section, Feruorns

Notice Concerning Blcocod Donor Progran
Pergonnel Section, npnilcnnt and Placement Unit,
Housing and Testing Subdivision

Maintenance Record for Elecirically-~Cperated
Filing Cabinct
Procurencut and Adninistrative Services Section
Class of Agent or Clevrical Appointees

Perscunel Section, Personnel Services Unit,
Personncel Actions Subdivision

e"ental Investigation of Appointce
low aveailable)

i, ﬁ p;LCdnt and Placement ULualt,
ng ubu*vAsion

Alrtel for Suw

l<" b
D R

cir
LI e

Persounnel °CC'
Applicant Bri

}.J. o] ;..x )-.x

0O

nervisor of
or Reinstatcment
DPlacement Unit

Evaluation Suimmary Prepared by Su
Former Bureau IDaployee Ppplylnb z
Persoennel Section, Applicant and

Schedule of Collections (thin white available)
Budget and Accounting Scction

Enclosure Concerning Reemployment Rights to
Resignation Acceptance Iotior to. Resignee Bntering
Milxi“ry Smrvice_(u1b3001 2d yelilow s vallaule)

‘SErvices Unit,
Personnel Actions Subdivision

Special Agent Prowotlon Recomnenaotion for

Graaces CS—ll and G5-12 (Uablocked bond for orlwlnul
and copy - per L. Davidoon)

Perconiz I Scction, Fersonnel Bricefing, .

SAC iimimoranda and Agent Reallocation Unit

Kardex Reference re Vocation Records of Tmployvees
Pergsonncl Socaion, Veterans' Counseling
Promotion Unit, Vocaticn Records Subdivigion

Request for Cortain Information from Field Offices
and FRINHQ Divicions Concerning Roese
Service Mattors (unblocled thin white with heading.
for original)

Personncl Scction, Veterans' Counseling and Clerical

Promotion Unit
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3-578

3-579

3-580

3-584

3-587 .

3~-588

3~588a

3-588b

Personnel Acticns Subdivision

“Review-of Ferformance -Rati ng (ihln vhite only) -
ation

‘Additional Instructions to Apy 01ntoa (Pield)’

Airtel to Ficld re S0G Fauployee Desiring Transfer
to Field (thin green - original and thnlCr,

M&T blocked yellow available) .

Personnel Section, Applicant and Placement Unit

Ietter to Ficld re SGG fAction Takea re Clewical
Employee's Recucst for Transfer (thin white and
M&T blocked yeoilow available)

Personnel Scction, Applictat and Flacement Unit

Additional Preliminary Informaticn on Clerical
Enployece re Transfer, Reassignmeant, Trial
Assicnuent, or Preomotion (thin white and N&ET
blocked yellow available)

Personnel Section, Applicant and Placement Unit

Additional Instructioms to Appoint teo (FBIED)
(enclosure to ¥Form 3-5086) (thin white and unblocked
thin yellow aveilable)

Personnel Section, Personnel Services Unit,

(‘O
~

3
bedo
jos
iy
%,

Charge Out for Payroll Card (blue, greemn, orang
Personnel Secticn, Perscnnel Services Unit,
Personitel Actions Subdivizion

Personlwl Section, Comme" Suporvisory Approval

and Special Action Unilt

(enclecure to Forms 3-1569 and 3-31C) (thin white
and unblocked thin yelliow availcobhic)

Personnel Section, Fersonnel Services Unit
Persounel Actions Subdivizion

Cover Letter to Field in Processing Deaths of
Bureau Employeces (changed from thin white {to white
bond - por lerciicy - B:rnthovcr, Docenber, 1968)
Personnel Section, Personncel Scervices Unit

FRINQ Ticller Copy and ¥&T Blocked Yellow LTle Copy
of Yorm 3-3G8
Personnel Scetion, Personnel Services Unit

Enclosure to TForm 3-588 ~ General Information for
Survivors (4 pares - cownices not to be asscwbled or
stapled for Division YIII - per Ruth Wood) (L(nd)
Personncl Seoction, Persenncel Services Unit

v vty mmy t




3‘589 LI ')

3"590 LI I AR

3-593 cone

3“594 e s e

3*594& LI )

. e Tt .

3-5%4b  ....

3;596' .oocn

3“596& e s o0
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Letter to Ficld re Employee Illuness, Maternity
Leave, Sick Loave Records, etc. (bond) N
Personnecl Secticn, Personnel Services Unit,
Veterans' Counseling and Clerical Promotion Unit

Notice of Information - Employmont with the FBI,
Washington, D, C., Allowance for Trarsportation
Pers onnel Section, Applicant and Placenent Unit

etter of Irstructions to Field ve BUAP - Special Agent

(avai "e in thin white and blocked yellow)
Per ¢l Sccticn, Appiicaat and Placement Unit

Leotter to Field re Employee's Draft Status or
Military Smrv1re (bonu only) -

Personnel Section, Personnel Services Unit,
Leave atters sSubdivision

Field Part~iime Indefinite Clerical Appointment Latter
(thln vpitc avsiicble as 3-544a
(blochked yellicw and thin white available as 3~-5904hL)

Personnel Scction, Fersounel Services Unit,
Per onnel Aczlo“g Subdivision

SAC Tickler of Form 3-504 (with special instructioco
to the QAC) (thin white)

v"-.;;-P rgonnel- Secticn, - .Pensonnel- Servicesg Unit, -.

Perpo n»l ALT? ons Subdivision

K&T BTocked Yellow and FBINQ Tickler (thin white) of
natr

cLForm 3-004 (indicating special- in uctions to.the

SAC and certain enclosurcs

Personnel Secciion, Personnel Services Uait,
Personnel Actions Subdivision ,

- FBIIF) Appointimaut Letter

(thxn white available as 3-5386a)

(blocked yellow and thin white available as 3-596Db)
Personnel Scotion, Personnel Services Unit,
Perscnnel Actions Subdivision

SAC Tickler of TForm 3-52G6 (with special ins*ructicns
to the SAC) (thin white)

Personnel Sccetion, Personncel Services Unit,
Personnel Actions Subdivision
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M&T Bloclied Yellow and FBIHIQ Tickler (thin white) of
Form 3-580 (indicating special instructions to the
SAC and certain enclozures)

Personnel Section, Personnel Services Unit,
-Persornel Actions Subdivision

: -5 - .
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3-611 ...
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TABLE OF CONTEHRTS'

ADMINISTRATIVE DIVISION

Additional Imstructions to Field Appointee

1

(enclosure to Form 3-1£8%) (thin wvhite ard unblockesd
thin yellow available)

Peracnnel Sqction, Personnel Services Uuiti,
Persocanel Actions Subdivision

Master Tosition Card (rewlaccs 3-104 and 3-1042)
Perscnnel fsction, Personnel Services Unit
Personnel Actions Subidivision ‘

Routing Slip for Return of Cut Film Holders
Mechanical Scction, Xuotographic Unit

Routing Slip Distributing IBM Irogrammer Aptitudce 1
Personnel Section, Applicant and Placemeant Unit (um

(2]

Special Agent Aprointment Letter ~ Confirmation of
Telegram or ‘i'eletype ((i2T blocked yellow only
available - per Mr. Hunsinger)

Perconntel Scction, Persconnel Services Unit,
Porgonnel Actions Sub isi

Separations List

Personnel Scction, Personnel Services Unit,
Personncl fActions Subdivision

Physical Examination Authorizaticn for U. S. Public
Health Service

Perconnel Saction, Porsonnel Actions Unit

Special Agent Physical Examinotion Subdivision

Physical Examinations Routing Slip
Personnel Section, Personnel Actions Unit,
Spccial Agents Physical Examinotion Subdivision

SCG Clerical Appointment Letter - Confirmation of
Telegram (AT blocked yellow only available -

per Lir. funsingor) ’
Personnel Soction, Personnel Services Unit,
Personnel Actions Subdivision
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Telephonic Request re Credit or Service Record Inquiry
Perconnel Section, Porcoanel Services Unit,
Personnel Actions Subhdivision

Routine Resicnation Acceptance Letter - Employment
Agrcement Tulfilled (thﬁn white and MET blocked

yellow availuble)

Perscnnel Section, Personnel Services Unit, «
Personnel Actions Subdivision !

Routine Resignation Acceptance Letter - Employmen
Agrecment Kot Fulfilled (thin white and HLT block
yellow available) .

Persoannel Ssction, Porsonnel Services Uait,
Pbruonpel Actions Subgcivision

nt
L 9]
ed

Reguest for Applicant to Contact Bureau

(LiET blockea yvellow available - per Feeney 12/7/71)
Perscanel Section, Personnel Zervices Unit,
Personnel Actions Subkdivision

Resident Agency Transfier at no Eurpense to the
Goverpment (thin white and M&T b ked yellow
available)

Front Office, liovement Unit

Rad*o Haintc* nce Tecghnician Agreement. -« . .. ... . ..
i

on, Iersonnel Services Unit

Rough Draft re letter Concerning Retircment Matters
Perscnnel Section, Personnel Services Unii,
Veterans'! Counseling and Clericul Promotion Subdivizio:

Check-~off List re Leads in Burecau Applicant Investi=~
gations

Personnel Scection, Personnel Services Unit,
Personnel Briefing, SAC lklemoranda and Agent
Reallocation Unit

Maternity Leave Letter re Continuned Employment
(no thin white; M&T blocked thin yellow - Stoll 8/14/7C

" Personnel Scction, Veterans' Counseling and Clerical

Promotion Unit
Service Comnutation VWork Sheet

Personnel Scction, Personnel Scrvices Unit,
Personnel Actions Subdivision
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Acknowledgnrent re Employment to Individuals Overscas
(thin white and H&T blocked ycllow available - per
requisition 6/7/72 o.k.'d by Carter 7/18/74)
Parsonnel Scction, Applicant and Placement Unit

Acknowledgnent to Inquiries of Unqualified FPerson
re Swecinl Agent Position

(thin white and 2&T blocked yellow available - per
reqguisition 6/7/72 o.lz.'d by Carter 7/19/73)
Personnel Section, Applicant and Placement Unit

Retirement Iloque Requisition
Personnel Scctvion, Commendation, Supervisory Approval,
and Sgecial Action Uait

Regquest for HMilitary Information from Esmployee on
Milin“ry Leave (thin white available)

Personnel Section, Veterans'! Counseling and Clerical
Prono ion Uait ‘

M&T Blocked Yellow Copy of Form 3-631
Personnel Sectior, Veterans' Counseling and Clerical
Promotion Uzit

Transmittal Communication for Initial Identificaticn
Card _

Front Office - . y Lo

Procurcment and Adw1n¢4bratLV“ Qurv1ces Scction

o

Transmlttal Conmmunication for Remakes of Ydenti-

fication Cards. e -

Front OfLfice
Procurement and Administrative Services Section

Notificaticn of Persoannel Action
Personnel Section, Iorsonnel Services Unit,
Personnel Actions Subdivision

Instructions to SAC re BUCAR Accident

(thin white, blocked, aand unblocked thin ycllow
available - per Jo Logrcch)

Personnel Seciicen, Commendation, Supervisory
Approval, and Spccial Action Uait

Change of Address Furnished by Burcau Applicant
Personnel Scection, Applicant Interview, Orientation
and Iousing Uait

o
i
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Ageant Credential Control : .
Procurcaent and Adminigstrative Scrvices Section

Letter of Aplnowledﬁmcqt to- Inquiry of Abcve-Average

- Applicants

3-642 L )
3-643 e e oo

3“644 soc s
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‘Budget and Accounting Saction,

(&7 blocked yellow available)
Personnel Section, Applicant and Placement Unit
Sheet

Section,

General Ledger Ceding

Budget and Accounting Budzet Unit

ication for Employee Parking

1 Space
s Section

Key to JEH Building Countrol

Procurement and Administrative Services Section
Annual Record of TFunds Allocated and Applzcd
Against Specinl Types of anlpm“ 1T
Budget Unit
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e asee Preduction Record
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Thz'§ document is prepared in response to your request and is not for dissemi=
notion outside your Committee. Its use ts limited to official proceedings by
your Committee and the content may not be disclosed to unauthorized person~
nel without the express approval of the FBI .
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Records Seoction, Clossifying
Congoliidation
Corvelntion
File Review

Filing Unit - -
Gonoral Index

Namo Searching

Rowbering

Recording

Routing

«sse Recharpge Sheet
Records Section, Consolidation
Filing Ualt

Scrvice Unit

eeec Charge~Cuat
- Recoras Section, Consoliidation
) File Reviow
- ’ Filing Unizt
' : Geaneral Indox
Numvering

eee% Charge~0Out
acords Section, Consolidatica Un

Jote
-

see. Charge~QOut
Records Ssction, Tiling Unit

et e Charge»OJt
Records Section, Correlation
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T eses Charge—Out
Records Section, Fuarge Unit

eses Charge-Gut
' iecoras Sceetion, Index Resesarch Ualt

eeee File Yorwnvding CSLip (pirlk) .
Records Scction, File foviow
Filing Ui
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4-9
" 4=10

4-311
4~12

4-14

4-15
4-16

4-17
4-18

4-19

4-21
4-22
4-22a

4-22b
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Large Report Tag (3x5 card ~ white)
Records Scction, Classifying Unit

Error Record _
Records Section, Classifying Unit

ROUTIRNG SLIP

FBJ Record of Incoming Fackages and Registered Mail
Communications Section, Switchboard Unit

- Records Section, Routing Unit

Procduction LRecord
Records Section, Recording Unit

Inquiry Siip to Consolidation Unit
Records Section, Classiiying
General Index

Production Record

.Records Secticn, Classiiying Uanit

Error Slip
Records Section, General Index

ROUTIEG SLIP

Work Report

(thin white available)
Records Section, Personnel Records

Monthly Transfer Check
Records Section, Filing Unit

Serial Removal Charge-Cut
Records Section, Consolidation Unit
Filing Unit

Search Slip

Records Section, Name Scarching Unit
Service Unit

Numcrous Reference Search Slip (long

Records Section, Name Searching Unit
Service Unit

Search Slip (short)
Records Section, Namce Scarching Unit
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4-24

4-26

4-31

| 4-36
4-37

4-44

4-48

4-50
4-54

4-56

4-57

H¥ 54977 DocId

e @

eess Error Record - IExamircrs and Spot Checkers
Records Section, Goeneral Index
Recording

eses Request Log
Records Section, Personnel Records - Locate Unit
]
sves Stop Card
Records Secticn, Rail Room
¢
esee Communicationg Charge-cut Record
Communications Secticn, Teletype Unit

es s CheCk Slip °
Records Secticn, General Index

seee« ROUT'THG SLIP

eses Return Reccint Card for Eureau lail
Records Bection, Hajl Roox

Q

veee Crypto liessace 1og

essarn
Commaunicaticns Sectlon, Tcletype Unit

eses Special Time Approval for Employecs
Records Section, Classifying
Corzeintion
File bLoview
Genersl Index
jane Searching

e.. Serial Yarker (avallhnlo in white and pink)
¢« Records Section, File Roeview
Filing Unit

ceee erial Charge-~Qut
Rcuorag Scetion, Personnel Records

eeee Recei wt Card for Speccial Hesscnzer Mail
Records Seciion, Mail Room -

eeee Stop Card
Records Section, Personnel Records
Routing Unit

eeee Stop Mail (pink card)
Records Scction, Connolidation Unit
Numhoving Unit
Service Unit

0

- )
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4~-59
4~61

4-65

4-72

4-79

4-81

4-84
4-86

4-97

4-99
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ROUTIRG SLIP

Request Log
Records Section, Filing Unit

Semiannual File Check
Records Secticn, Filing Unit

ROUTILG SLIP

Serial uvaVlnN Form {green)
Records Section, Filing Uait - Lamination

locate lLog
Records Section, Filing Unit

ROUTING SLIP

Drawer Check ESheet
Records Secticn, General Index

Information Desk - Tralnlig Cless Fa
Communications Section, Switchboard Uait

Production Record
Recordo Section, Filing Unit

hall or Abstract Reqgues St
Records Section, Consolicdation
Numbering

'Speéial Réquesfé

Records Section, liessenger Unit

OCbsolete Serial Removal Form

Records Section, Consolidation
Corrclation
Personnel Records

Special Mail Tag (green)

Records Section, Classifying
Personncl Records
Routing

Subunit

Serial Removal Form (skipped during serialization)

Records Section, Consolidation
Numbecring
Personnel Records
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FILES AND COMMUNICATIONS DIVISION

Filc Charge--Out
Froant Oifice
Records Section, Personnel Records

Telesram HKHark—-off Recoxrd
Communications Section, Teletype Unit

Mark~off Record
Conmmunicaticas Secticn, Teletype Unit

Placing or Canceling of Stops on Stop Desk
Records Section, PRouting

Enclesure Filed on BEulky IEnclosures Ramp
Records Section, Filinpg Unit

Mescsenger DRun Log

Records Section, Filing Unit
Messonger
Personnel Records

Search and Instruction Slip
Records Scction, Cousolidation Unit

ROUTIKG SLIP

7ail Pickup Producticn Record

Reccrds Secticn, Recording Unit
Routing Unit.

ROUTING SLIP

Work Report
Records Section, Correlation Unit

il Chech Sheet
Records Scction, Mail Room
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4-133

4-134

4-140

4-141

4-1456

4-147
4-149
4=159

4-160
4-165

4-~166

~8-8..0 & .
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Stop Card (yellow)

-Records Sectica, Filing Unit

Courier Mail Log
Records Section, Mail Room

Abstract and ¥ail Sequencing and Filing Production
Recovrds Section, Filingz Uait Record
Numbering '

Mail Count Slip _
Records Section, Classifying
‘ General Index
Recording

Error Sheet -~ Typist
Recoras Section, Consolidation
General Index

ROUTIRG SLIP

‘ROYTIKG SLIP

Pending Long Distance Ticle
Communicaticns Section, Switchbeard Unit

Box Recaipts (yellow, pink, blue, and white) )
Records Seccicn, ifesscnger Unit - Courier Service .

Error ¥Yorm
Records Section, General Index

Schedule of Classes

Front Office

Records Section, File Review
Filing Unit
Name Scarching

(over)
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4-167

4-168
4-169

4-170

4-176

4-180

4-188

4-210
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eees Production Record (used by Supervisor)
Records Section, Classifying
Consolidation
File Review
Filing Unit
0 General Index
Messengzoer
Name Scarching
Numbering
Persoanci Records
Recording
Routing
Service Unit

Telephone Calls for Service Unit Employees
Records Section, Scrvice Unit

L 2K 3 )

eeses Error Form
Records Scction, General Index

esee Key and Tour Duty Log
Communications Secticn, Switchboard Unit
Records Section, Consolidation .
Filing Unit
General Index

I JMessenger .
. T Name Sdorching
: . Personnal Recerds

Routing
Service Unit .

ee%s Personnel File Cover Shect
Records Section, Personnel Records

eese Specizl Delivery Receipt Record
Communications Section, Switchboard Unit

eeee Microfiim Label (pink)
Records Section, Filing Unit

esses IWO File Summary
Records Section, File Review

esss Name Check Program Log
(thin white availablie)
Records Section, Front Gffice

.
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4-228 oo

4-333 ...
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4*259 see

4“270 LI

4“280 s e
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R - . ke

5x6 "HOLD" Card
Records Section, Filing Unit

Abstract Prcduction Record
Records Section, Rumbering
- Service Unit

Accuracy Record

Records Section, Consolidation Unit
Name Searching
Numbering

Daily Incoming Mail Count ;
Records Section, llame Searching Unit

Special Time Record

Records Section, MNumbering
Recording
Routing

Errors Racord
Records Section, Recording Unis

Training Record (File Reviewer's Progress Chart)
Records Section, IFile Review Unit

.Label -~ "File or bvcloourc 15 Malntaxvoa

CPerminently in-Room T vi(5%5 card)”

Records Scction, Iiling Uuizt

File Review Production
(thin white available)
Records Section, IFile Review Unit

Error Slip
Records Scction, FPersonnel Records

Drawer Charge~Out (yellow card stock)
Records Secction, Goneral Index
Numbering
Personnel lecords
Service Unit

NMovenient
Communications Section, Switchboard Unit

Mcssages
Communications Scction, Switchboard Unit
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TABLE OFF CONTLNTS
FILES AND COMIUNICATIONS DIVISION

.

VOLUME YI1IX

4-301 seee DProduction Record; Spot Check
Records! Section, Consoliduetion
General Index
Mail Room
Name Scarching
Routing
Service Unit

4-303 voes Examiner's Record
" Records Secticn, File Review
Mail Room
Name Searching

a1l Record (GS-5 and GS~G6)

4-304 s es e _St&tisﬁic
s Section, Consolidoaticn Unit

“

Records

4-306 svees Out Card (white)
Records Section, FNumbering
. . ‘ Personnel Records
Routing.

4-312 cees Permanent Serial Charge~Cut (JUNE Mail)
Records Section, Filing Unit

"4-313 €ees Daily Tabulation of Work on Hand

Records Section, File Review
Name Searching

4-316 esee Daily Report of Condition of Work
Record:s Scction, Filing Unit

4-323 eeees Teletype Charges
Communications Section, Teletype Unit

4-331 vees Label -~ '"Bulky Enclosurc Rin # "
Records Section, Filing Unit

4-340 eeee Work Report (Records Section)
(thin white availuble)
Front Ofliice
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4-509

4-341

4-346

4-353

4-356

 4-357

4-370

4-397

4-508

4-516

. 4-528

4-531

4-553
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Memorandum Requesting Review of Bulky Exhibits
Records Section, I'iling Unit

-4x6 iovement Card

Commuaications Scection, Switchboard Unit

Daily lail Production Necord
Records Section, Numbering Unit

Agent Cover Sheet for Iile
Records Secticn, Fersonnel Rocoras

legal Attache Assignmeni Cover Sheet for File
Recoras Secticn, Fersonnel Records

" Work and Attendance Antlysis

’

Front Office

Records Section, Recording
Individual Extcusion Service Record
Communications Secction, Switchboard Unit

Individual Record for Work on Expedite Processing
Records Section, Routing Unit

"Return Receipt" Tickler (for return of Form 4-37),
(3x5 ¢ard) R
Records Section, iail Room

Charge-Cut for Tenmporary Badge (3x5 card)
Records Section, Filing Uait
Messengex

"Changed To'" Serial for File .
Records Section, Consolidation
Persounel Records

Production Rccord

Records Section, IFile Review
Numbering
Personnel Records
Recording
Service Unit

Out Card (bluc) .
Recoxrds Scction, Consolidation Unit
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Out Cnrd (green and yellow)
Records Section, Corsolidation Unit

Parsonnel Records (green only)

out Card (blue)
Records Scction, General Index

Spot Checl: of Mail Filers
Records Sceticon, Filing Unit
Numbering Unit

File Front (Sx14) ;
Reccrds Section, Filing Unit

In-~Scrvice and Anplicant Numbering Index
(Fos. 1 through ¢4
Records Scction, Personncl Records

In-Service ard Apnliic
(Nos. §% throush L32)
Reccrds Section, Fer

cant Numbering Index

In-Service and Applicant Numbering Index
(Kos. 19 throagu 288)
Records. 3ection, Personnel Records

In~-Service -and Applicant Numbering Index
(blaniz card for additiocnal S“Il“Lb)
Records Section, Persconnel Records

Receint for Clagsificd Material HMailed
Records 3ection, lail Roon

Memo Clippings ro Congressicnal Record
Records Section, Classifying Unit

Serial Reomoving Form
Records Section, Filing Unit
Personnel Records

Copy Requisition

Records Section, Classifying
Conzolidation
Personncl Records
Routing

Night Shift Focate Instructions
Recoxrds ctlon, Filing Unit
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lLocate Work Sheet
Records Section, Personnel Records
Service Uait

Locate Worl: Sheet
Records Section, Consolidation
. File Neview
Filing Unit

File Freat (8% x 11)
Records Section, Filing Unit
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4-607

4612
4~613

4-615
4-621

4~622
4—6?3
4~-626
4-627

4-628
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File Review Identifying Information iecord
Records Scction, File Reviow

General Indox

Rame Searching

Telephonce Request Necord

- Records Section, Iile Review

Daily Record - “0ld Date' Hame Check TForms
Records Section, Iile Review
Name Searching

ROUTIKG SLIP

Daily FProduction R2cord
Records Section, File Revicw
- General Index
Name Searching

Production Record
- Records Section, Classifying Unit

Copy Destruction Data Record
Records Section, Correlaticn Unit

Daily Outgoing ¥ail Count
Records Section, Nume Searching Unit

Daily Incoming Spccial Requests
Records Section, Name Searching Unit

Label -~ "Mail Arranged for Filing"
Records Section, Personncl Records

Production and Routing Tag
Records Section, Classifying Unit

Request for Information
Records Scction, Personnel Records

-
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4-631

4636

4-640

. 4=-642

4-G46

4-648

4--C48

" 4-650

4~G51

4~-654

4-655

4-656

4-657
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ramoranduia’ to De

Serial lMarker
Records Secction, Personnel Records

In-and-Out Log -~ Night Shift
Records Section, Filing Unit
¢ Personnel Records
Service Unit

Mail Chécliar Recerd
Records Scction, Mail Room

Receipt for Courier Service ;
Records Scction, lMescenger Unit :

Individual Vork Performance Lepert .

Tecords S=ction, Personneld Rocoxrds

Memorandun of Assigtnnt Director re Imnloyeeo
Entering o Duty in Division

(thin white and unblocked yellow availablie)

Front Office

Clacsificction~case Control Rscord

Records Saction, Corrclation
General Index
Pursonnel Records

tcrmin
File in 8pccial File Loom
Recordas Section, Filing Unit

xpadite Yrocessing Removal Rccord
Records Section, Routirg Uait

Daily Worlk Report (thin white available)
Front Office

Notice to "lLook-up Daesk'".
Records Scciion, Classifying

Examining UYnit Return
ecords Sccetion, Tile Review

Delingquency Report
Records Scction, Teletype Unit
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4-660

. 4=661

4-6G62

4-663

4-664

4-675
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Preinserted Carbon Abstract (din triplicate)
Records Section, Routing Uait

File Repair Record
Records Section, Correlation Uait
Filing Unit

Copy Dastruction Error IDecord

Rececras Section, Corrclotion Unit

32989723

Commanic vtion Scctlon, Teletype Unit

Rough Draft for Preparation of Daily Report
of Ionz-Distamce Calls Irem FRIHYQ Yo Fielid
(original on thin white)

Comzunications Sezction, Switchboeard Unit
Driver's Vechicle Check

Courier Searvice

Secure Teletyps Traffic Io?

Communications Scction, Teletype Unit
Traffic Report

Commitnications: Section,. Teleuyp“ Uit e w9 meer e

Corrcctions
Rccorcs Sect

Typict
on, Correlation Unit

P'H:
Q

Equipment Trouble Report
Conmunications Section, Teletype Unit

File Request
Records Section, Personnel Records

Checkof# List - Cutgoing liultiplc Address Transmissicne
Communications Scction, Teletype Unit

Serial Removal Charge Oau - National Security
Electronic Surveillance File
Records Scction, Filing Unit

Permanent Charge Out for Files Hicrofilmed
Records Scction, Filing Unit
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4-676 esee Personnel File Transfer (pink)
Records Section, Persounnel Records Unit

- 4677 reee "Expedite Processing' Inquiry
Records Section, Routing Unit

4-673 +eos Telephone Extension Information
Communications Section

Control System (FACS)
Records Section

NOTE: See next volume for new forms.
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Freedom of Information Act Section
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(formerly 11-1a) (thin white with heading)
¥reedom of Information Aci Section

Yellow File Copies (2) and FBIHQ Tickler of Form 4-8S0
(formerly 11-1b) (JI&T Blocked and Unblocked Yellow,
and thin white with no heading)

Freedom of Information Act Section

Delay letter - to Consult Another Agency (formerly 11-2
(bond) . .
Freedonm of Inzormatlon Act Section

DAG (Deputy Attorney Gemeral) Tickler of Form 4-681)
(formerly 11-22) (thin white with headlnﬂ)
Freedom of Information Act Section

Yellow File Copies (2) and FBIIQ Tickler of Form 4-831
(formerly 11-Zb) (M&T Blocked and Unblocked Yellow,
and thin white with no heading) . .

Freedom of Information Act Section

Delay Letter ~ Due to Increased Volume of Inquiries
(formerly 11-3) (bond)
Freedom of Information Act Section
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Freedom of Information Act Section
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-1 -
5/6/75
Page 203

2




4"60ua

4-633b

4~684

4-6842

4-684b

4-685

4-685a

4-685b -

HW 54977 DocId:

LK 2% N 4

c e e o

s Cce e

LI K J

LI AN

32989723

. g .
. . ..
d . .
.
. "’ ‘

Delay Letter - to Search, Collect, and- Examine

Voluminous Reccords (formerly 11l-1) (bond)
Frecdom of Information Act Section

DAG (Deputy Attorncy General) Tickler of Form 4-633
(formerly 1l-4a) (thin white with heading)
Freedom of Information Act Scction

Yellow TFile Copies (2) and FBIHQ Tickler of Form 4-83
(formerly 11-4b) (M&T Blocked and Unblocked Yellow,
and thin white with no heading)

Freedom of Information Act Section

Delay Letter - to Search for and Collect Requested
Records from Field FaC111ties and Othér Establishments

. (formerly 11-5) (bond)

Freedom of Information Act Sectlon

- DAG (Deputy Attorney General) Tickler of Form 4-684

(formerly 11-5a) (thin white with heading)
IFreedom of Information Act Section

Yellow File Copies (2) and IFBIHQ Tickler of Form 4-684
(formerly 11-5b) (UI&T Blocked and Unblocked Yellow,

and thin white with no heading)

Freedom of Information Act Section

Nonidentifiable Acknowledgment to Correspondent
(formerly 11-6) (bond)
Freedom of Information Act Section

DAG (Deputy Attorney General) Tickler of Form 4-685
(formerly 11-6a) (thin white with heading)
Freedom of Information Act Section

Yellow Tile Copies (2) and FBIHO Tickler of Form 4-6S85
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Freedom of Information Act Section
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This document is prepared in response to your request and is not for digsems-
nation outside your Committee. Its use i+ limited to official proceedings by

your Commitiee and the content may not be disclosed to unauthorized person~
nel without the express approval of the FBI .
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Tour Room, Correspondence and Tours Section

Tour Recapitulation Sheet
Tour Room, Correspondence and Tours Section

Tour Data Record (forﬁerly 4-222)

. Tour Room, Correspondence and Tours Section

Speaking Engagements (formerly 4-234)
Correspondence Unit, Correspondence and Tours Section

3x5 Charge Out for Magazine - FBI Library
(formerly RD~12 and 4-260)
Library, Research Section

Letter to Correspondent Advising Facts do not
come within Bureau's Jurisdiction (formerly 4-262)
Correspondence Unit, Correspondence and Tours Section

Title and Classification Card (Intereéting Cases)
(formerly 4-272)
Publications Unit, Research Section

-Appointment for Tour (white card) (formerly 4-281)"

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 Miss Gandy)
available in white for Director's personal cards;
available in yellow and pink for use in Correspondence
and Tours Section, IExternal Affairs Division;
(formerly 4-406)

Director's Office; Correspondence Unit, Correspondence
and Tours Section '

letter to Associate Editor from Editor of ""The
Investigator" Requesting Article re Anniversary of
Employece

Publications Unit, Research Section

Letter Advising Matter not within FBI's Jurisdiction

(formerly 4-438)
Correspondence Unit, Correspondence and Tours Section
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8-39

8-43

8-44
8~44a
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8~-47

8-48

8-49

HW 54977 DocId:32989723 Page 225

ee e

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)
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Correspondence Unit, Correspondence and Tours Secticn

Magazine Card (formerly 4-443)
Library,. Research Section

Notice to Field to Cancel Fugitive Material
(formerly 4-5537)
Press Services COffice, Fugitive 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 Tow s Section

Ietter to SAC Requesting Telephone Directories
(unblocked yellow available) (formerly 4-600 and 4-213)
Iibrary, Research Section

Charge Out for Telephone Directories (formerly 4-601
and 3-214)
Library, Research Section

Charge Cut, Non-Bureau Library Books (formerly 4-614)
Library, Research Section

Application for FBI Tour Leader (formerly 4-630)
Tour Room, Correspondence and Tours Section
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EXTERNAL AFFAIRS DIVISION

VOLUME II

8-51 eess Observation Report -~ Monitor of Tour Leader
\ (formerly 4-632)
Tour Room, Correspondence and Tours Section

8~112 eseese Letter to SAC Furnishing "Top Ten' Fugitive Publicity
for Transmittal to lLocal Radio and Television Stations
(thin white available)’ )
Press Services Office, Fugitive Publicity Unit

8-113 eees Airtel to SAC Sending Proposed Press Release for
a "Top Ten" Replacement (thin green for ori"inal;
M&T blocked yellow - page 1 only)
Press Services Office, Fugitive Publlcity Unit

8-114 eeee Letter to Field Requesting Background Data Concerning
Matters of Interest to the Bureau Relative to
Sex Offenders, Parole and Probation Violators
(thin white and blocked yellow available)
Press Services Office, Fugitive Publicity Unit

8-116 sees Form Mail Record (various colors for each year)

pink 1960 pink 1966 pink 1972
white 1961 yellow 1967 yellow 1973
green 1962 green 1968 blue 1974
yellow 1963 . pink 1969 white 1975
blue 1964 white 1970

< white 1965 blue 1971

(destroyed after 3 years - per Mr. Engelmeier, now
replaced by Mr. Tykal)
CorreSpondence Unit, Correspondence and Tours Section

8-119 eeee Letter to Field Requesting Interesting Cases (I.C.)
Publications Unit, Research Section

8-123 esse Supply Inventory
Correspondence Unit, Correspondence and Tours Section

8-126 esse Tour Letter - Advising Tour Arranged (thin white
available)
Corrcspondence Unit, Correspondence and Tours Section
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8-127

(8-128a

8-133

8-134

8-136

8-136a

8-140

8~145

8-147

8-150

.8-151
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8-158
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8~160
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Tour letter -~ Advising Group Being Divided
(thin white available) ' :
Correspondence Unit, Correspondence and Tours Section

3% x 53 Return Postal Card (see history) -
.Correspondence Unit, Correspondence and Tours Section

Airtel to Handle Certain Correspondence (thin green'
for original and M&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, 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 Appointment 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 Assignments
Tour Unit, Correspondence and Tours Section

Media Contact Card
Front Office, Research Section

Perforated Mail Tag for Directort's Office and
Mail Room (yzreen)

Corrcopondcncc Review Unit, Correspondence and
Tours Section _
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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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9-10

8-11

9-12

This document zs prepared in response to your request and i3 not for dissemi-
nation outside your Commi'lce. Its use i3 limited to official proceedings by
your Committee and the content may not be disclosed to ‘unauthorized person-
nel without the express approval of the FBI .
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Sccurity and Special Inquiry Section P

TABLE OF CONTENTS
SPECIAL INVESTIGATIVE DIVISION

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 w1+h letterhead available) .
ESSIS*

M&T Blocked Yellow of Form 9-7
ESSIS*

Letter Ordering Field Investigation (per Manual)
(formerly 6-8) (thin white with heading for ORIGINAL;
M&T blocked yellow available - see history)

ESSIS*

Memorandum for Identification Division (re apprehen51on
of Subject) (formerly 6-11) ‘
General Fugitive and Deserter Fugltive Units
Fugitive Section

Fugitive Memorandum for Armed Forces (formerly 6-11b)
Fugitive Scction

Iead Card - Applicant (white) (formerly additional
colors of pink, yellow, and green) (formerly 6-12)
Referral and Departmental Applicant Units

ESSIS*
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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*

ILetter Requesting Necessary Investigation for
Apprehension of Subject (reguested by U. S. Board
of Parole) (formerly 6-18) (thin white only)
Fugitive Section

Request for Deserter Fugitive Investigation
(formerly 6-21) (preinserted carbon form) .
Fugitive Section -

Iletter Transmitting Reports to the Director,
Security and Administrative Services Staff of
the Department (formerly 6-23) 7
(original on thin white with headlng {(8x7);
M&T blocked yellow available (8x10 ) — Shubatt)
ESSIS*

Rough‘Draft of Communication Corncerning Fugitive
(formerly 6-27)
Fugitive Section

Notification Card (Fugitive Apprehension Notice) (blue.
(formerly 6-23)
General Fugitive Unit, Fugitive Section

letter to SACs Enclosing Photograph -(formerly 6-36)
(Enclosure to Form 9-34) {(thin white and M&T blocked
yellow available)

Fugitive Section

Preliminary Inquiries - Full Field Investigatlons
Record of Pending Cases (formerly 6- 39)
ESSISx* .

Daily Stntistics (formerly 6-49)
Case Review Unit
ESSIS*
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Instructions - Case Typing (formerly 6-51)
ESSIS*

Error Form - Criminal Informants Monthly letter of
Progress (formerly 6-56, 9-31, 0-353)
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 6-63) (original on
unblocked bond; thin white available)

Fugitive Section

Draft of I.0. or Check Circular - {(enclosure to
Form 9-34) (formerly 6-63a) (thin white and
unblocked yellow available) )

Fugitive Section -

Fugitive 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
(formerliy 6-99) :
Fugitive Unit, Fugitive Section

log for Wanted Flyers and Identification Orders
(formerly 6-102) .
Fugitive Unit, Fugitive Section

Deserter Fugitive Index Cérd (white)
(formerly 6-103)
Deserter Fugitive Unit, Fugitive Section

Permanent Information Card (light pink)
(formerly 6-101)
Deserter Fugitive Unit, Fugitive Section

Temporary Information Card (light blue)
(formerly 6-105)
Deserter Fugitive Unit, 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 blocked yellow

available)

-ESSIS*

Tetter Notifying Civil Service Commission that a
Sensitive Security Form is being Processed

(formerly 6~112)

(thin white with heading - 8x7; M&T blocked yellow -
8x103% available)

ESS1IS*

Ietter 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*

ROUTING SLIP
ROUTING SLIP
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SPECIAL INVESTIGATIVE DIVISION

VOLUME II

9-50 .... Statistical Recording Form
Special Inquiry and Departmental Applicant Units
ESSIS*

9-52 ssess Cover Sheet for Ticklers
Fugitive Section

9-54 eoees Rough Draft Confirmation to Field Offices re NCIC
Inquiries
Fugitive Section

9-55 eses Charge Out for Card for Deserter Index Cards (green)
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- Fugitive Section Deserter Unit

* - Employees Sccurity and Special Inquiry Section
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o X nation outside your Committee. Its use is Limited to offirial proceedings by
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TABLE OF CONTENTS
INSPECTION DIVISION
VOLUME I
iO-l oees ROUTING SLIP
10~1a eeees ROUTING SLIP
10-3 esce Record of Inspection (Field, Foreign Office, or
FBIHQ Division) (formerly 2-31)
10-4 eeso Record of Assignments‘to Iﬁspectors«(formerly 2-33)
10-5 «eses Record of Inspection Assigﬁments of Aides
(formerly 2-35)
10-6 ‘ecses Inspectors Master Case Sheet (formerly 2-86)
10-6a eeos Inspectors Master Case Sheet (Informénts)
10-7 esoes ROUTING SLIP

10-8 eees Inspectors' Statistical Sheet (formerly 2-92)
'10-9 coce Inspéctors' Interview Data &formerly 2-93) |
10-10 esses Agent and Sqﬁad Performance (formerlily 2-105)
10-12 ecee Inspection Performance Report (formerly 2-119)
10-13 wess Inspector's Assignment Sheet (Field)

(formerly FD-225 and 2-120)

.10-13a «eos Inspector's Assignment Sheet (FBIHQ) .
10-13b eeees Inspector's Assignment Sheet (Foreign Offices)
10-~-14 esees Inspector's RA (Resident Agency) Data Request
10-15 «++s Tabulation - Form Errors, Missed Fugitive Deadlines,

Cases Closed by Inspectors
10-16 sese Inspectors' Informant Rating
'
-1 -
_mi_'im:_’ Dopld;32989723 Page 234 4/1/73




I
I

__VOLUME I

12-1

12.-2

12-3

12-4

12-5

12-6

12~6a

12-7

12-8

12-9

HW 54977

This documengprepared n response to your reques&d is mot for dissemi-
nation outside your Committee, Its use i3 limited to official proceedings by
your Committee and the content may not be disclosed to unauthorized person-
nel without the express apnroval of- the FBI .

TABLE OF CONTENTS

COMPUTER SYSTEMS DIVISION

seee Letter to SAC Transmitting Bonds, Salary Chécks, Con

Checks in Payment of Accounts for which Vouchers
were Rendered (formerly 3-2) (thin white available) ¥
Data Processing Section, Payroll Distribution Unit %

esee Letter to SAC Transmitting Various Types of Checks
(formerly 3-4) (thin white and M&T blocked yellow
available)

Data Processing Section, Voucher Unit ;

St esegen

eees Request to Mail (check, bond) (blue) (formerly 3-5)
: Data Processing Section, Payroll Distributicn Unit

eoeos Address and Salary Check Information (separation)
(pink and yellow -~ per approval of Hall and J. E.
Reilly)
.Data Processing Section, Payroll Distribution Unit :

eoee Certification for Attachment to Voucher (formerly 3-21)
Data Processing Section, Voucher Unit

"esee Breakdown of Charges (used to record emergency
purchase payments as contrasted with Form 3-13 which
‘1s used in connection with contracts) (formerly 3-47)
Data Processing Section, Voucher Unit

+sss Breakdown of Xerox Charges (formerly 3-47a)
Data Processing Section, Voucher Unit

vees Confidential Voucher Register (Offlce) (formerly 3-64) -
Data Processing.Section, Voucher Unit

eeee Transmittal letter for Bonds, Expense and Salary Checks
(formerly 3-72) (unblocked yellow available)
Data Processing Section, Payroll Distribution Unit

eess Record of Bonds and/or Checks Mailed for Personnecl of
Legal Attache Offices (formerly 3-98) (blocked yellow
available)
Data Processing Scction, Voucher Unit
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Letter to Foreign Offices Advising of Disposition
of Checks (formerly 3-99) (thin white available)
Data Processing Section, Vbucher Unit

Statement of Differences (formerly 3-167) (thin white
. available)

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, Voucher Unit

.Charge-out Record (formerly 3-221) (pink and white)

Data Processing Section, Voucher Unit

letter Requesting Prompt Submission of GTR arnd Vouch

(formerly 3-231) (thin white and M&T blocked yellow_

available)
Data Processing. Section, Voucher Unit

Vbucher Record (formerly 3-261)
Data Processing Section, Voucher Unit

Iletter to Creditor Requesting Specific Data re
Purchase Orders (formerly 3-252) .(thin white 7
available -~ no YELLOW ~ per Coxes and Dean 5/18/70)
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 Unit

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
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Individual Earnings Record (formerly 4-83, 3-370)

Data Processing Section, ADPU*

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 lLedger (formerly 4-378, 3-394)
Data Processing Section, Cost Subunit

Personal Services CObligations Statistics (preinserted :

carbon form) (formerly 4-380, 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 Processing Section, ADPU*

Daily Usage Record -~ Automatic Data Processing System .

{(formerly 4-463, 3-410)
Data Processing Section, ADPU*

Record re Loot Taken, Recovered (formeriy 4-543, 3-42

Data Processing Section, ADPU*

Canceled Check - Master Register (formerly 4-549, 3-4%
Data Processing Section, ADPU*

FBI Vehicle Operating Cost for Period (formerly 4-550.
3-428)
Data Processing Section, ADPU*

Processing Unit
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12-35

12-36
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12-46
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Comprehensive Pay List (formerly 4-565, 3-431)
Data Processing Section, ADPU*

' ADEX Card (formerly 4-590, 3-435) (white, buff,

green, yellow, blue - per Mr. Davis 9/19/72)
Data Processing Section, ADPU*

Notice of Adjustment of Leave Records
(formerly 4-602, 3-438)
Data Processing Section, Payroll Preparation Subunit

Monthly Field Office Statistical Report
(formerly 4-603, 3-~439)
Data Processing Section, ADPUx%

- Request for Automatic Data Processing (ADP) Tabulatio=n

(formerly 4-610, 3-442)

Data Processing Section, ADPU*
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Tape Control Record. - Automatic Data Processing SystémF

(white and pink card stock) (formerly 4-616, 3-443)
Data Processing Section, ADPU*

S. G. E., Forms Master Sheet (formerly 4-183, 3-444)

“Pata Processing -Section, ADPU*

Statement of Earnings (formerly 4-102, 3-457)
Data Processing Section, ADPU)

Personnel Statistics Master Taﬁe (formerly 3-464)
Data Processing Section, ADPU*

Number of Employees on Rolls as of 9:00 A M.
(formerly 3-468)

" Data Processing Section, ADPU*

Personnel Allowed F. Y. VS, Assigned

9:00 A.M. (formerly 3-468a)
Data Processing Section, ADPU*

Daily Report of Personnel as of 9:00 A.M.
(formerly 3-469)
Data Processing Section; ADPU*

Subunit Work Report (formerly 3-474)
Data Processing Section, Voucher Unit

FBI Voucher-Register of Other Expenses (formerly 3-470
Data Processing Section, Cost Subunit
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12-47  .... "White Slip" (formerly 3-480)
. Data Processing Section, Voucher Unit
12-48 eeee Report of all WOfk“Pending (Field Offices)
- (formerly 3-482) -
. .Data Processing Section, - Federal.-Subunit
12-49 eeee -Report of all Work Pending (Legal Attache Offices)
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(formerly 3-483)
Data Processing Section, Federal Subunit
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TABLE OF CONTENTS
COMPUTER SYSTEMS DIVISION

FBI - Administrative Report Summary (formerly 3-484)
Data Processing Section, ADPU* ’

Control Register - Federal Employees Health Benefits

Act (formerly 3-485)
Data Processing Section, Payroll Preparation Subunit

Transmittal Letter for Autostats of Invoices
(formerly 3-486)

(thin white and M&T blocked yellow available)
Data Processing Section, Voucher Unit

Internal Accounting Informatlon (formerly 3-491)
Data Processing Section, Voucher Unit

General ledger Eatries - FBI Payroll Schedules
(formerly 3-511)
Data Processing Section, Cost Subunit

Record of Transfér (formerly 3-519)
Data Processing Section, Payroll Distribution Unit

Vehicle Inventory Tape (formerly 3-520)
Data Processing Section, ADPU*

Request for Review of Time and Attendance (T&A) Cards -

(formerly 3-528) )
Data Processing Section, Payroll Preparation Subunit

Home Leave Record (formerly 3-530)
Data Processing Section, Voucher Unit;
Intelligence Division, Section CI-4

W-2 Comprehensive Listing (formerly 3-535)
Data Processing Section, ADDPU*
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Payroll Change Slip (formerly 3-542)

Data Processing Section,

ADPU*

Certification Listing (employees to be considered
for Within-Grade Increases) (formerly 3-543)
...Data Processing Section,

-ADPU*

Master Inventory List (formerly 3-553)

Data Processing Section,

ADPU*

Payroll Master Name Index Form (formerly 3—569)

Data Processing Section,

ADPU*

Agent and Squad Performance (formerly 3-571)

Data Processing Section,

ADPU*

R

360 Operating Instructions {green and white availabie)

(formerly 3-573)
Data Processing Section,

Procedures Unit

Advance Notice re Employees to be Considered for.
Within-Grade Increase (formerly 3-582)

Data Processing Section,

ADPU*

Record Layout Work Sheet (formerly .3-583)

Data Processing Section,

ADPU*:-

VOT Summary List (formerly 3-586)

Data Processing Section,

ADPU*

Written Agreement.of GS-4 Clerk—Stenographer or
GS-3 Clerk-Typist to Remain with Bureau for Twelve

Months (formerly 3-591)
Data Processing Section,

Voucher Unit

Programming Work Specifications (formerly 3-609)

Data Processing Section,

Procedures Unit

W-4 Adjustment Request (formerly 3-615)

Data Processing Section,
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Summary Sheet - Remittance Record for Net Pay to
Financial Organization (formerly 3-616)
Data Processing Section, Payroll Preparation Subunit

Line Trouble Report (formerly 3-623)
Data Processing Section, ADPU*

Report of Offenses Committed During the Month (#90) {
(formerly 4-361, 3-408, 8-53)
Uniform Crime Reporting Section

Daily Work Report (formerly 8-535)
Uniform Crime Reporting Section

Number of Full-time Law Enforcement Employees as
of (formerly 4-73, 3-368, 8-76),

PINK BOND -~ (FOR LARGE CITI?S)

Uniform Crime Reporting Section

Number of Full-time Law Enforcement Employees as
of , GREEN BOND - (FOR SHALLER CITILS)
Uniform Crime Reporting Section

£ ey v

Number of Full-time Law Enforcement Employees as
Uniform Crime Reporting Section

Consoliqated Monthly Report (forﬁerly 4-156, 3-377,
Uniform Crime Reporting Section

Consolidated Monthly Report - Traffic Summary

(formerly 8-79a)
Uniform Crime Reporting Section

Consolidated Daily Report (formerly 4-157, 3-378, 8-8%)
Uniform Crime Reporting Section . :

Tally Sheet for Return C (formerly 4-189, 3-379, 8-81}
Uniform Crime Reporting Section i

Agency Check List (formerly 4-216, 3-382, 8-84)
Uniform Crime Reporting Section !

Supplementary Homicide Report (formerly 4-220,
3-383, 8-85) ;
Uniform Crime Reporting Section %
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Supplement to Return A, Monthly Return of Offenses
Known to the Police (formerly 4-231, 3-385, 8-86)
Uniform Crime Reporting Section

Tally Book, Return A and Supplementary Report of
Offenses (formerly 4-456, 3-407, 8-92);
(consolidated with Form 12-91)

Uniform Crime Reporting Section

Register of Persons Charged (#131) (formerly 4-490,
3-411, 8-93) .
Uniform Crime Reporting Section

Register of Offenses Known (#130) (formerly 4-491,
3-412, 8-94)
Uniform Crime Reporting Section

Age, -Sex and Race of Persons Arrested - 18 years of
age and over (formerly 4-492, 3-413, 8-93)
Uniform Crime Reporting Sectlon

Age, Sex and Race of Persons Arrested - under 18
years of age (formerly 8-95a) (pink bond)
Uniform Crime Reporting Section

Instructions for Preparing Return B and Inztructions
for Preparing Return C (formerly 4-494, 3-415, 8 97)
Uniform Crime Reporting Section

Tally Sheet ~ Age, Sex, and Race of Persons Arrested
(18 years of age and over, and under 18 years of age)
(formerly 4-495, 3-416, §-98)

Uniform Crime Reporting Section

Tally Book, Age, Sex, and Race of Persons Arrested
(on monthly basis; 18 years of age and over)
(formerly 8-98a)

Uniform Crime Reporting Section
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"Tally Book, Age, Sex, and Race of Persons Arrested

(on monthly basis; under 18.years of age) (pink)
(formerly 8-98b)
Uniform Crime Reporting Section

Follow-up letter for Outgoing Correspondence Relative
to Uniform Crime Reporting (formerly 4-506, 3-417,
8-99)

Uniform Crime Reporting Section

Return A, Monthly Return of Offenses Known

(blue - for use in counties;

green - for use in small cities;

pink - for use in large cities;

white, yellow, orange -~ for administrative purposes
(per Crone 1/10/74))

Trend Letter to Contributor Concerning Noticeable
Change in Crime Figures (formerly 3-~459, 8-108)
Uniform Crime Reporting Section )

Monthly Return 4, B, C, Violation Record
(formerly 4-544, 3-423, 8-111)

~(available in BLACK prlnt and RED print)

Uniform Crime Reporting Section

4/1/75

Page 244

v e .




--VOLUME IV
12-100

12-101

12-102

- 12-103
12-104 -
12-1043

12-105
12-106

12-108

HW 54977

¢ ® 00

LR N X J

® o 00

* 000

¢« 20

e o¥e o

® & 0C

DocId:32989723

“TABLE OF CONTENTS

COMPUTER SYSTEMS DIVISION

Alrtel re Preliminary Release of Uniform Crimne
Reports (formerly 8-124) (green)

(M&T blocked yellow available)

Uniform Crime Reporting Section

Supply Request - Uniform Crime Reporting Program
(yellow bond) (formerly 8-137)
Uniform Crime Reporting Section

General Purpose Form for Preparation of ‘Quarterly
Preliminary Releases and Annual Bulletin (2—part)
(formerly 8-138)

Uniform Crime Reportlng Section

General Purpose.Form - Uniform Crlme Reporting
Return A Supplement (formerly 8-139)

- Uniform Crime Reporting Section

Request for Current Population Data (Cities)
(formerly 8-141)
Uniform Crime Reporting Section

Request for Current Populatlon Data (Countles)
(formerly 8-141a)
Uniform Crime Reporting Section

GS-5 Work Report (formérly 8-142)
Uniform Crime Reporting Section

GS-2, GS-3, GS-4, Work Report (formerly 8-143)
Uniform Crime Reporting Section

"Law Inforcement Officers Killed or Assaulted

(formerly 8-156 (yellow bond)
Uniform Crime Reporting Section
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Tally Sheet for Law Enforcement Officers Killed
or Assaulted (green bond)
Uniform Crime Reporting Section

Weekly Delinquency Report
All Sections

Communication to Law Enforcement Agencies re
UCR Matiters
Uniform- Crime Reporting Section

Coding Sheet for Individual Computerized Criminal
History (1st segment) (formerly 8-153, 1-422)
{(white bond with GREEN ink) -

National Crime Information Center Section,
Conversion and Coordination Unit (NCIC/CCU) (per
Mr. Brown's office)

Coding Sheet for Individual Computerized Criminal

History (2nd, 3rd, and 4th seﬂments)

(formerly 8-154, 1-423)

{(white bond w1th GREEN 1nk)

National Crime Informatiom Center Section,
Conversion and Coordination Unit (RCIC/CCU) (per
‘Mr. Brown's office)

Coding Sheet for Individual Computerized Criminal
History (supplemental segment)

(formerly 8-155, 1-424)

{(white bond with GREEN ink)

National Crime Information Center Section,
Conversion and Coordination Unit (NCIC/CCU) (per
Mr. Brown'®s office)

Coding Sheet for Computerized Criminal History
Kodifications (formerly 8-157, 1-425) -

{white bond with BLUEZ ink)

National Crime Information Center Sectidn,
Conversion and Coordination Unit (NCIC/CCU) (per
Mr. Brown's office)

Disk Inventory Control (green ledger paper)
Data Processing Section, ADPU%

Communication to Law Enforcement Agencies re
NCIC Matters

National Crime Information Center (NCIC) Section
All Unlts
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Prqgramming Evalﬁation Sheet
Data Processing Scction

UCR States Record Layout Work Sheet
Data Processing Section (Liefer)

"o Whom It May Concern' Statement re Leaveé Taken
Data Processing Section .
b

Adjusted Leave Request

Data Processing Section, Payroll Preparation Unit

Scheduler Update Sheet
Data Processing Section

NCIC Letter to Participating Agencies
(request for correct FBI Number)
NCIC Section, Computerized Criminal History Unit

NCIC Letter to Partlclpatlng Agencies (re death of
individual)
NCIC Section, Computerized Criminal History Unit

NCIC Letter to Participating Agencies
(re disposition received - unclear)
NCIC Section, Computerized Criminal History Unit

NCIC Letter to Participating Agencies
(request for action to expunge certain records)
NCIC Section, Computerized Criminal History.Unit

NCIC Letter to Participating Agencies
(request to clarify unfamiliar or unclear records
for accurate coding)

" NCIC Section, Computerized Criminal History Unit

NCIC lettér to Participating Agenciles .

I

(review effected; record up to date before dissemina-~

tion of complcte CCI record)
NCIiC Section, Computerized Criminal History Unit

NCIC letter to Participating Agenciles

(re deletion of referenced arrest from subgect'
record; expunge information indicated enclosed
source documents)

NCIC Section, Computerized Criminal llistory Unit
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NCIC Letter to Participating Agencies
(update.state records re death of certain individuals)
NCIC Section, Computerized Criminal History Unit

NCIC Letter to Participating Agencies
(re monitored messages_deleting cycles from CCH; }
forwarded to assist you in security aspect your system’
NCIC Section, Computerized Criminal History Unit

NCIC letter to Participating Agencies ]
(re. enclosed monitored MESSAGT (in contrast to . d
MESSAGES in Form 12-130) deleting cycles from CCH; :
forwarded to assist you in security aspect your systemnm
NCIC Section, Computerized Criminal History Unit

NCIC letter to Participating Agencies :
(submit original and recent fingerprint card captioned
individual, or record will be removed from CCH File)
NCIC Section, Computerized Criminal History Unit

NCIC Letter to Participating Agencies

(re existence of original and recent fingerprint
cards of individuals indicating arrests, records will
be removed from CCH File)

NCIC Section, Computerized Criminal History Unit

NCIC Letter to Participating Agencies

(re subjects attaining age eighty; arrest records
removed from CCH TFile)

NCIC .Section, Computerized Criminal History Unit

NLET lMessage Control log
NCIC Section, NCIC Operations Unit
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Follow-up lLetter to the Field Concerning
Status of Case 3-15~-74
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Invoice of Contents (yellow copy of 0-4) 1-19-67
Personnel Report 2-11-66
Routing Slip to the Department &bﬁkdkk
(consolidated with 0-6a through 0-6d) {1~4-75] 20-29-74-

Routing Slip to the Field ’
(consolidated with 0-24 and 0-25)

Teletype form (thin green)

eses Mechanical Section Requisition (Printing Unit)

«eoe . Mechanical Section Requisition (Photo Unit)
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Routing Slip to:
Director ok P
Central Intelligence Agency [#-1 -1 o}
Attention: Chief, Personnel Security Division -8-15-72

Routing Slip to:

- Director

Central Intelligence Agency :

Attention: Deputy Director for Operations 3-28-73
Routing Slip to: prt =

Assistant Chief of Staff for Intelligence [#-""-12)

Department of the Army “B=1 572
Routing Slip to:

Director

United States Secret Service

Department of the Treasury 2~5-75

Routing Slip to:
Administrator of Veterans Affairs
Attention: Director, Investigation and
Security Service 8-15~72

Routing Slip to:
Director, Division of Safeguards and Security
Energy Research and Development Administration 1-29-75

Routing Slip to:

Commander /?r?‘iﬁ
Office of Special Investlgatlons IES A
Department of the Air Force ~-8~15-72

Routing Slip to:
€hief
Division of Investigation
Office of Audit and Investigation L
Department of the Interior 4-25-74

Routing Slip to: .
Law Enforcement Division, Human Resources
Development Directorate
Office of Deputy Chief of Staff, Personnel .
United States Army 1-13-75
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0-14t  .... Routing Slip to:

Director r
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Department of State 8-15-72

0“1411 teoe Routing Slip to:
Assistant Director (Security) .
U. S. Information Agency 8-15-72

0-14v esee Routing Slip to:
. Assistant Comnmissioner
Office of Investigations

Bureau of Customs . 8-15-72
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Director '

National Security Agency 8-15-72
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. . Director of Security
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0-20 seee Newspaper.CIipping Form (Washington Capitol
News Service only) (white bond only) ‘ 8-5-74
0-26 «ees DPersonnel Requisition for Clerical Employees 6-5-72
-0-30 .ese Drawer Check Record R ‘ : No date
0-31 «ess Delinquent Serials (charged out over five days) 12-195-66
03~-32 ..;. Files Chargea Out -Over Five Days 12-31-58
0-33 eeees Stenographers and Typisté Daily Report ) 11-8-72
0-36 «e.. Equipment Receipt Card (3x5) 2-14-74
0-37 .esss Geographical Housing Index Card (3x5) . 2-20-74
0-38 . .... Promotional Availability List Card 2~20-70
0-39 eseese Special Request ' . 2-13-64
0-40 cees Special Handling Tag (pink bond). 4-12-56
0-41 eeee Abstract (yellow and pink) 8—15—56’
{§442 «ees Name Search and Record Check Request 63;56175
0-43  .... Check or Bond Receipt 2-12-62
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Memorandum for Return of Surplus Property to
Supply Section

Weekly Delinquency Report
Instructions to Clerk (formerly 6-93)
Message Checkoff (formerly 2-110, 4--333)
Ietter to Recommend Clerks for Tour Trainipg
Vending-Machine Refund Request
Search Request of Special Indices
Memorandum Acknowledging A551gnment of Employee
to Division at FBIHQ
(thin white with heading only - for orlglnal)
Request for Labor Service (blue bond)
Name Check Request to.CIA

Register for Departure from Building on

Official Business (Divisioms I, III, IV)

Typewriter Repair Request (consolidation of
Forms 1-252, 3-133) (Divisions I and III)

Progress Report for Bureau Employee

Letter of Transmittal to AAG (Assistant Attorney
General)

Magnetic-Card HMaster
(All Divisions)
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Ravision Dates

~ Assignment Card (proinserted carbon, blue,
blue, white, yellow)

~ Assignment Card (preinserted ocarbon, white,
blue, white, yellow)

~ Routing Slip offset paper
-~ Eilg - Serial. Charge Out green bond
~ Identifiocation Record Request white bond
~ Disposition Request white bond
FD-10.1 thin white
- National Bankruptoy Aot Investigations thin wh;te
~ Consent to Search Premises (available in Spanish) vhite bond
.~ Daily Report 7 - white bond
- Monthly Administrative Report thin white
~ Administrative Report thin white
- Administrative Report, Acocounting Cases thin white
~ Administrative Report, Accounting Cases . thin white

((Totals Sheet)

'« Administrative Report, Acoounting Personnel thin white

- Register No. 1 (Agents) offset paper

~ TPeletype ¥orm thin blue
FD-364,1 blue bonds

~ Explanation of Charge for Information blue bond

(Blue Slip)

~ Field Firearms Training white card stock
~ Field Firearms Training Record vhite bond
- Sclentific Training Record white bond
~ Field Offioe Register No, 2 uhit? bond
-~ Stop Notioce white card stook
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Mail Cover Index Card

Identification Order or Check Ciroular

Request FD-61,1

FD-61,2

Fugitive Form .Letter
FD=65,2

Acknowledgment of Transfer Orders
Complain: Form (preinserted carbon)
Auto Record

Field Stenographerts and Typist's Daily
Report {preinserted carbon)

Dioctation Slip

Charge—out Record of Nonexpendable Property

Error Form (PField and FBIHQ — tablet form)

Duplicate Property Record
Records Transferred of Agent Transferred

Semiannual Motor Vehiole Report, Cost of
Operation and Accrued Mileage of Bureau—
owned Vehicles

Semiannual Motor Vehicle Report, Overhead
and Indirect Expenses

Administrative Report Data
Notice of Tardiness

Recommendation for Preparation of, or
Change in, ADEX Card FD-122.1

Fp-122.2

Request for Information Concerning
Savings Bond Purchases FD-123,1

FD-123,.2
Reocord Request
D2ily Report of Chief Clerk's Office

Letter Changing Office of Origin in

Seourity Cases FD~128,1

Request for Approval of Local Police
School and/or Assignment of Bureau
Instructors
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white ocard stock

vhite bond
thin white
thin yellow

white bond
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white bond

vwhite ocard stock

yellov bond

white bond -

whi%e.bond

white card stock

"white bond

white bond

white bond

white bond
white bond

white bond
thin white (WH)
thin yellow

white bond
thin white (WH)
thin yellow

white bond

white bond

thin white (WH)
thin yellow

thin white (WH)
thin yellow
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2~23-68

7-9-73

2-~14-74

72167

10-14-54

3-27-68

10~13-66

1-1-45

2-5-60
4-8-71
9-27-72

3=-22-73

6-29-59
12-19-73

12-22~54

3~12~74
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7-20~73

6-12~74
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FD-135
FD-140
FD~145
FD-149
FD-150
FD-150a

FD-159

FD-160
FD~161

FD~164
FD-165

FD-).66

Fp=-173
FD-177

Fp-~178

FD-179

FD-180

FD-181
Fp-182

. FD~183
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Form Memorandum
Daily Status of Stenographio Work
Application for Employment

Waiver of Indictment

Lead Sheet

Monthly Recap of Cost of Operation

Types of Paper

Honored
Revigsion Dates

offset paper

vhite bond

offset paper

vhite bond

thin white

white bond

and Accrued Mileage of Bureau—owned

Motor Vehicles

Cost of Operation of Bureau-owned

Motor Vehicle

Record of Information Furnished Other

Agencies

Indices Search Slip
Report of Stamps Used

. Application to Nominate Represeniative

.

white bond

thin white

white bond

white bond

vhite bond

to Attend FBI National Academy

FBI Field Office Wanted-Flash—Cancellation

Notice

Absence Schedule

Information Concerning Last Federal

Employment

Letter to Registrant
(Selective Service Cases)

Letter to Person Listed as Always Xnowing

pink bond

rhkite bond

white bond

white bond

Registrant's Address
(Seleotive Service Cases)

Letter to Registrant®s Employer

(Selective Service Cases)

Letter to Any Person Who is Acquainted with

Registrant Whe May Know His Whereabouts
(Selective Service Cases)

Letter to Postmaster
(Seleotive Service Cases)

Letter to Registrant (in Spanish)
(Seleotive Service Cases

Reemployment Rights Following Military

Service

R

FD~177.1 thin yellow
white bond
white bond
vhite bond
vhite bond
white bond

FD~182,1 thin yellow
offsct paper
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No date
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7-11~66
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3-23-~71
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7~10-74
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No date
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FD=-196

Fp=-197

HW 54977

-

DocId:32989723

Report of Performanoe Rating

Performanoe Reting Guide for Investigative

Personnel

Porformanoe Rating Guide for Cleriocal
Personnel

Memorandum re Posting of Information on
ADEX Card

Lotter Requesting Verifioation of

Present or Prior Military Sexrvice FD-188,1
(Selootive Service Cases
Employee's Salary and Assignmont Changes
Interview Form
Notifiocation of Arrest of Juvenile
Fp~191,1
Bulky Exhibit -~ Inventory of Property
Aoquired as Evidenoe FD~192,1
Roport of Exit Interview and Separation
Statement of Federal Servioce
Requast for Search in National Fraudulent
Chesk File
File Looats
Volums I
-4 -
1/2/75

Page 258 Co-

Types of Popor

vhite bond

white bond
vhite bond
vhite bond

{thin white (WH)
thin yellow

vhite bond
white bongd

thin white (WH)
thin yellow

green bond
thin white

vhite bond
ADP Card

thin whito

shite bond

Honored
Rovision Dates

10=26~70
[11~11~74]
[11~11=74]

10-5=72

3-3~69

9=B8w72

2-13~74
1-24~63

10-6~65
7=10-74

3-23~-59

51371

1=14=60




.
T
LN

Yolume II
FD-200

FD-203

FD-~204

BOORUM & PEASE ©

FD-205

FD-207

FD-208

FD-209

FDp-210

FD-211

FDp-212

-

FD-213

FD~-215

AR @

FD~-215a°

FD-215b

FD-217

FD-218

FD-220

FD-220a

FD-221

Fp-221a

BOORUM & PEASF, “N

HW 54977 DocId:32989723 Page 259

e

FBI FORM BOOX
TABLE OF CONTENTS

Request for Stenographers

Memorandum Regquesting Investigation in
Security Cases and Extremist Matters

Investigative Report
. FD-204,1

Notification of Delinquent Deadline Case

«

Address and Phone Change, Marital Status
and Births

Information re Illnesses, Deaths,
Advanced Leave, LWOP

Memorandum for Recording Contaocts with
Criminal, Extremist, and Security
Informants

Letterhead Memorandum Setting Out
Information Regarding Alien

Record of Registered Mail Received
from Bureau

Monthly Automotive Inspgction Report
Dictation Assignment

Individual Security Patrol Daily Report
Combined Security Patrol Report
Security Patrol Log

Notiflication of Bureau File Numbexr
Supply Requisition

Deserter Fugitive Airtel
FD~220,1
FD~220.2
Desexrter Fugitive Airtel
(copy for Armed Forces)

Confidential Fund Receipt Executed
by Speoial Agent

Request for Funds for Payment to Informant

Volume IT
-1 o~
1/2/75

Types of Paper

Honored
Revision Dates

white bond

white dbond

thin white
offset papexrs

thin white (WH)

white bond

white bond

thin white (WH)

thin white (WH)

thin white

vhite bond
vhite bond
white bond
white bond
white bond
yellow bond

vhite bond

[6-5-74]

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

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

thin white

white bond

white bond

2-12-73

2-12-73

3~1-66

7~15-70




i 54977

~

~

Fp-222 - Nonexpendable Inventory Reocord Card
(preinserted oarbon
FD-éZB ~ Letter to Vendor Conocerning Involoes
FD-224 ~ Personal Data Form
(reinstatement of Serviceman)
FD~226 ~ Expendable Supply Requisition (For use in
BS, CG, DE, LA, MP, NK, NY, PH, and SF)
i
FD~229 ~ Error Slip (Diotaphone Momobelts)
FD-231 -~ Cover Letier for EOD Forms R
Fp-237 ~ Criminal Informant Review Sheet
FD~238 - Security Informant Review Sheet
FD-239 ~ Improst Fund, Itemization of Expenscs
and Recelpt
FD-241 ~ Eduocation Faoilities in the
Washington Aresa
FD-242 ~ Information Conoerning the Clerioal and
Clerioal-Skilled Oriented Positlons
FD-243 ~ Position Desoription Form
FD-243a ~ Transmittal Letter for Position
Desoription Data FD-243,1
FD-245 ~ File Front (fold-~over top)
FD~246 ~ FBI Time and Attendance Report
Fp-247 = Abstraoct {blue and white -
preinserted carbon
FD=249 -~ Criminal Fingerprint Card
FD-250 -~ Single Abstraot
FD-250,1
FD-250.2
FD-250,3
FD=251 ~ Film Pack Log
FD-252 ~ Employee Suggestion
FD-253 ~ Spooial Agents Insurance Fund
Benefioiary Form
FD-254 ~ Reoeipt for GTR
Volume IX
-2 e
4/1/715
DocId:32989723 Page 260

Types of Paper

Honored
Revision Dates

white bond

vhite bond

white bond

vhite bond
white bond
pink bond
pink bond

thin »hite

offset paper

offset paper

white bond

thin white (WE)
thin yellow

ADP oard

white card stook

Pink bond
blue bond
white bond
yellow bond

white oard stook
thin white

thin whito (WH)

greon oard stook

1=13=67

3-15=~73
10-26-61

No date
No date
6=11~74
[1-14-75}

[1-14-75]
7-25-62
7-15-69

11~4-74

7-2-74

3~13~63
4=13-50

9=21=67

3-27-58

3=13~72

11~30-54
10-20-64

9~11-59

3--22-73

6-~8=55

A




3
’ FD-255
1]
82 FD-256
|53
o FD~257
&
= FD-258
ey
o FD~260
<
C FD-263
%
FD-264
FD~266
FD-268
[ FD-271
FD-272
[ FD-273
FD-276
FD-277
@
ﬁﬁ FD-278
éL FD-279
o
| £ H
s} FD-280
b’xa:41
o FD-281
O
R .
%#; FD-281a
¢
T
Lud FD-282
L :
& FD-282a
. =
-
L
0.4
EE%
o0
HW 54977

-—

Recommendation for Incentive Award
Field Offioce Register No. 3

Information Concerning Special Agent
Position

Applicant Fingerprint Card

Out Card, General Index

{ FD-260,1

Cover Page Accompanying
Investigative Report ]

Job Qualification Statement of Position
of Radio Maintenance Technician

Request for Information
Pogitions for Appliocanis in the Laboratory
Monthly Review Sheet

Cover Page Accompanying Summary Repori

FD-272,1

Information Concerning Housing
Conditions in Washington, D. C.,
and Vicinity

Radio Interference Report

Field Reply to Bureau Follow-up Letter
(Form 3-208) re SA Physical Condition

CW Radio Message Form
CW Radio Log
Decoded Copy — Radio or Teletype

Receipt for Government Property
(full sheet)

Receipt for Government Property
(half sheet) .

Annual Leave Request

Annual Leave Request (for SAC, ASAC;
in excess of two days for employees
on (1) probation, (2) against whom
disoiplinary aoction is pending)

Volume II
4/1./75

DocId: 32989723 Page 261

FD-263,1

FD=277.1

Types of Paper

Honored
Revision Dates

thin white (WH)
buff ledger paper

offset paper

white card stock

pink card stock
salmon card sitoock

thin white
offset papers

offset paper

vhite bond
offset paper
white bond

thin pink
pink bond+

offset paper

white bond

vhite bond
thin yellow

white bond
vwhite bond

pink bond

" white bond

vhite bond

white bond

white bond

12-30-70

6-20-~72

11-4-74

4-25=-72
3-3-55
1772

11~4-74
6-11-64
11-4-74

[1~24~75]
3~3-59

[3~27-75]
1-31-67

2-15-74
12-11-58
12~3-58

8-28-58
8-11-64

8-11~64

4-24-74

8-25-67

Mo



FD~283

FD~-284

FD~285

FD-286

FD-287

FD~287a

FD-288

FD-290

Fp-291

FD-292

FD~295

FD-296

FD-297

FD-298

FD-299

HW 54977 DocId:32989723 Page 262

-

FM Radio Station Log

Purchase Order .(preinserted carbon)

FBI Personnel Status Form

Daily Traffic Report R
Clerioal Voocation Record

Agent Vocation Record

Operator's Road Test and !
Driving Certifiocation

CW Radio Delinquency Report
Employment Agreement

Change in Marital Status
10-Day Intexrview

Letter Initiating Investigations of
Clerical Employees and
Special Agents (Lew)

Seleotive Service ~ Reserve Status
Log of Toll Calls
Log for Techniocal Surveillance

Letter Instructing the Cincinnati Office
to Request Searoh of R. O. Polk Company
Files

Historiocal Reocord

Volume II
-G e
1/2/715

Types of Paper

Honored
Revision Dates

white bond

white bond
vhite bond
white bond
vhite bond

vhite bond

thin white (WEH)
vhite bond
vhite bond
vwhite bond

thin white (WH)
thin yellow

vhite oard stock
vhite bond
thin white

white bond

vhite ocard stock

2-8~63
8~13-63
2-12-71
12-11~64
4-1-74

4-1-74

7-~14~71
2~11~63
11-1~-73
10-9-73

9=6~72

6-3-74
8-3~73
3-4-64

1-28-57

1-~10-63

3=14~57

o’
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JOLUME IIT

FD-300 -

FD-301
FD-302
FD-303,
FD~304

{ FPp~305
FD-306

[ FD~307 -
FD-308 -
FD-309 -
FD-310 -
FD-311
FD-313 -
FD~314 -
FD-315
FD-316 -
FD-318 -
FD~319. =
FD-320 -
FD-321

DocId:32989723

Attachment to Standard Form 88,
"Report of Medical Examination®

Report of Audit of Imprest Fund

FBI FORM BOOK

TABLE OF CONTENTS

Form for Reporting Information That May

Become Testimony {preinserted carbon)

Stock Issue Record

Record of Absences for Xllness

Last Cover Page for ADEX Roport

FD-302,1

Cover Sheet for Informant Report or

Material

FD-306,1

Application for Sick Leave Statement

Federal Savings Bond Payroll Allotment

Auvthorization and Record

Report of Interview with Employee
Departing on Maternity lLeave

Change of Address

Letter Identifying Clerical Employees

as Potentlal Special Agents

In-Service Training Confirmation
for Speocial Agents

Offioce of Preference Letter

INS Lookout Notioce

Baokground Data for Limited Inquiries

on Maintenance Employees

Questionnaire for Applicants for Radio

Maintenance Technician Positions

Interview Form —~ FBI National Academy

Appliocant

FBI Case Status Form

Publiocity Canoellation Notlce re
Fugitives

Page 263

FD-320,1

Volume IIXL
- % -
4/1/75

Types of Paper

Honored
Revision Dates

white bond

white bond

offset papers
white card stock
white card stock
thin white

thin white
offset paper=

white bond

white bond

vhite bond

white card stock

thin white (WH)

vhite bond

white bond
white bond

thin white (WH)

vhite bond

white bond

white bond

thin yellow

white card stock

8-28~72

5=23~57

11~27-70
6-13=57
6-25~65

[2-13-75]

9~30-69

[2-5-75]

6~25-67

6~20-69

2=27-73

11~29-~74

7-19-74
3~1~74

9~10-68

2-4-71

10-30-73

8~1=73

9~30-74

6=30-72




FD-322

x

FD~324

FD-325

FD-326

FD-327

FD-328

FDb-329
FD-330

. FD-331
FD~331a
FD;333

FD-334

FD-335

FD-336

FD-337

FD-338

FD~338a

FD-339

r~—

FD~-340

HW 54977 DocId:32989723 Page 264

-

-~

-

Employment Opportunities for Your
Associates

Special Agents! Accomplishments Record

Promotion Recommendation for Non~Agent
Personnel

Recommendation for Trial Assignment

Reassignment and Permanent Assignment
Letter

Waiver of Consent for Polygraph
{available in Spanish for AQ, EP, NY,
PX, MM, S&, 8D, SJT)

Monthly Ropor% - VOT
Itinerary

Letter to Seoure Burcau Authority
for Part-time BEmployment

Letter Advising of Termination of
Part-—timo Employment

Interview ~ Departure for Military
Service

Crypto Log

Employees Information Sheet and
Questionnaire re Foreign Assignment
and Assignment to Anchorage,
Honolulu, and San Juan

Request for Authorization to
Interview Subject

Personal History of Disaster Viotim

Destruoction
af ter

Intraoffice Memorandum re
of Channelizing Memoranda
Inclusion in Reports

Destruction
under

Intraoffice Memorandum re
of Channelizing Memoranda
1-Year Rule

Currency List (preinserted carbon)

1~-A Envelope

FD-325,1
FD-325.2

FD-326,1
FD-326,2

FD-327,1
FD-~327.2

FD~336,1

Volume III

-2 -
1/2/75 "

white

4 ‘

Types_of Paper

white bond

white bonad

white bond
thin white
thin yellow

white bongd
thin white
thin yellow

white bond
thin white
thin yellow

vhite bond

ADP oard
yellow ledger paper

white bond

white bond

bond

white bond -

white bond

thin white (WH)
thin yellow

vwhite bond

white bond

vhite bond

small white bond

Honoredq

—Revision Dates _ j}

1-4-73

5e-13-74

6-16~72

6-16-72

10-3-67 .

8-9=72 :
12374

11-29-72
9=8w72
1-11-63

11~3-67

N’

7=19-67

4-16-74

4-1-~74

7-~24-62

3-14-68

4-8~63
[8-2-74]

6-24~65




[ FD-3402

FD-341

FD-342

FD-344

FD-345

FD~346

FD-347

FD-348

FD-349

FD~-350

FD-351

Fp~-352

- Fp-353

FD-354

FD--356

FD--357

FDp-358

FD~359

FD-360

FNn-361

FD-36%

~

FD-366

HW¥ 54977 DocId:32989723

-

1-~A Envelope
Radio Equipment Maintenance Log

Dissemination Routing Slip -« Local
Intelligence Agencies

Annual Telephone Equipment and
Cost Report

Photographic - Photocopy Log

Immigrant Case Form Letter to Bureau

and Washington Field Office FD-346,1
Lead Card (preinserted carbon)
Informant Index Card
Work Sheet — Stenographert's Production
Average
Mounting Sheet for Newspaper Clippings
Assumption of Custody Regquest

FD-351,1
Handwriting and/or Hand Printing
Specimen in Fraudulent Check Cases
Personal Identification Fingerprint Card
Interview oxr Report re' Sick Leave
Request for Agency Check
Automodbile Utilization Chartd
State Teletype Sysiem Form
Freguency Chart (For use in BA, 3S, BU,
cG, cv, DE, JK, KC, LV, LA, MM, MI, NK,
NH, NY, 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

FD-365.1
Letterhead Memorandum Advising Secret
Service of Change in Residence and/or FD-366,1
Employment of Certain Bureau Subjects

Volume IIY
-3 -
1/2/%5

Page 265

Types of Paper

Honored
Revigion Dates

manila
white ledger paper

vwhite bond

vhite bond

white bond

white bond
thin yellow

white card stock

white bond

white bond

thin white (VWH)
thin yellow

green —~ white bond

vhite card stock
thin white

white bond

white bond

thin yellow

white bond

white bond
vwhite bond
thin blue
thin yellow

thin white (WH)
thin yellow

[3-12-74] -

72861

3-15~73

32772

3-11-63

12-21-70

8-5-69

9-18-73

3-27-68

7-16~63

4-4-73

3m24~69

72765

8§-1-73

7<24=74

1~-13~69

3-29-65

6~27-63

7-18-63

92972

[11-27~74]

12-12-72




FD~371

FD-374

FD-375

FD-~376

FD-377

-

FD-379

)

¥Dp-380

FD-381

FD-382

Fp-383

FD-385

FD-386

FD~-388

~

FD-391

FD~-392

FD~394

FD-394a

FD-395

HW 54977 DocId:32989723 Page 2606

~

Transmittal Letter for Cease-duty
Performance Rating and Burxreau Property

Requisition for Supplies and/or
Equipment (preinserted carbon)

Progress Record for New Agents
Training Programs in Field

Monthly Letter re Dissemination of
Criminal Information

Monthly Progress Letter for Criminal
Informant Program

Training Agreement

Dissemination Letter to Seoret Service

Extremist Informant Review Sheet

Request for Interview Authorization
re Contact Cases

Personnel Record (Fingerprint Card)
(formerly "No Number" form = Volume IXI)

Motor Vehicle Maintenance Record
Foreign Assignment Agreement
FBI Facial XYdentification Fact Sheet

Letter to Bureau re Criminal Intelligence
Program, La Cosa Nostra (LCN)

Comsec & Related Equipment ~ Maintenance
Log

Leads Letter re Change in Marital Status
Request for Authority to Hire Applicants
Stenographer ~ Typist Produotion and
Acouracy Monthly Report

Airtel, Criminal Intelligence Program
(Monthly Summary of Accomplishments)

Last Page of Form FD-394
(Monthly Gambling Accomplishments)

Interrogation; Advice of Rights
{available in Chinese and Spanish)

FD-367,1

FD-371,1

FD-374,1

FD-376,1

Fp-379.1

FD-391.1
Fp-391,2

FD~394.1

FD-~394a,1

Volume XIIX
-4 -
4/1/75

Types of Paper

Honoregd
Revision Dates

white bond
thin white

white bond

thin white (WH)
thin yellow

vhite bond
thin yellow

white bond

thin white (WH)
thin yellow

pink bond

thin white {WH)
thin yellow

white ocard stock

white bond
vwhite bond
white bond

white bond

vhite ledger paper

thin white (WH)

10-20-69

8~17~70

10~25-72

1=~4-73

2-4=65

8-28=72

10-9-73

{1-14-751

[7-1~74]

7-27-65

11-3-65

5-9-72

4-28~69

1.0~12-66

8-1-68

{2~11~75}

(blue bond discontinued)

thin bluwe
thin yellow

vhite bond

thin blue
thin yellow

thin blue
thin yellow

white bongd

2~29-68

11-7-74

2-20~74

9-25~67

10-10-67




<
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e
=
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FD~396 ~ Envelope for Submission of "The
Investigator" Items

[ FD-398 ~ Verification of Information Concerning
Bombing Suspects

FD-399 ~ FBI Publications Requisition

Volume IIT
-5 -
1/2/75

DocId: 32989723 Page 267

Types of Paper

Honored
Revision Dates

manila

blue bond

white bond

10-9~67

[12-20~74)

10~11-73




N
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VOLUME IV

FD~-401

FD-402

FD-404

FD-405

FD~405a

FD~405b

FD-4006

FD~407

FD-408

FD~409
FD-410

FD-411

FD-412 °*

FD-413

FD-414

FDT415'
FD~416
FD~417
FD~418

FD-419

DocId:32989723

FBI FORM BOOX

TABLE OF CONTENTS

Extremist or Seourity Informant

Progress/Justifiocation Letter FD-403. 1

Quarterly Report of Outgoing
PTS Telephone Calls

Your Rights at a DLineup
(available in Spanish) .

Extremist Informants Statistiocal Report
* ) FD~405.1

Areas of Informant Development
FD~-405a,1

Informants Accomplishments
FD-405b,1

Authority to Release Information

Recommendation for Transfer of

Special Agent to Resident Agency Fp-407,.,1

Application for Reimbursement of
Real Estate Expenses

BUAP -~ Status Inquiry
Motor Vehiocle Recoveries

Notification of Location of Delinquent

Registrants FD-411,1

Sheet for Dissemination of
Case Memorandum

Cover

Ma jor FD-412,1

Letter for Chinese
Intexrviews

Cover

Alien FD-413,1

NCIC Eniry Form ~ Stolen Vehiocle
and License Plate

NCIC Entry Form ~ Stolen Sccurities

NCIC Entry Form - Stolen Article and Gun
Dissemination Routing Slip

Evaluation of Gun Battles

Transmittal Ladel for Training Film

Volume IV
- 1 -
1/2/75

Page 268

Types of Paper

Honored
Revision Dates

thin white (WH)
thin yellow

white bond

white bond

thin
thin

white (WH)
yellow

thin
thin

white
yellow

thin
thin

vhite
yellow

vwhite bond

thin white (WH)
thin yellow

vhite bond

white bond
thin white

vhite (WH)
yellow

thin
thin

white (WH)
yellow

white (WH)
yellow

pink bond

green dond
blue bond
offset paper
white bond

white card stock

7-11~73
1.2~10~70
8-21-68
3-8-74
10-5-73

10-5-~73

[10-21-74]
9-24-71

8=27~69
72072

8~18~70
3-1-73,
4-11-69
11-22-71

8~25~69
8~25--69
8~25-69
9-12-69
Tm12~74

7=-11~72




—
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FD~420 -~ Attendance Registex
FD-421 ~ Secure Teletype Log
FD-422 - Secure Teletype Log Reocap
FD~423 -~ Inventory of Cryptomaterial.
FD-424 =~ Recommendation for Special Agent as

Relief Supervisor FD-424,1
¥p-423 ~ Pending Prosecutions Monthly Report
d - FD-425,1

¢

FD=426 ~ Visitors' Log
FD~427 ~ Intraoffice Memorandum to RUC Case
FD~428 ~ Letter re Status of Cryptosystems

Personnel FD-428,1

FD~428,2
FD~429 - Special Clerk Agreement
FD~-430 - Airtel for Bank Robbery ADP Entry -
. FD-430,1

F1-431 ~ Letter re Authorization or Disposition

of Personally Owned Side Arm-
Fp-432 =~ Photograph Album, BExtremist or Arad
FD-432a -~ Cover Letter for Form FD-432
FD~433 ~ Request for Leave Audit
FD~434 - Request for Cancellation of Savings and/or

Cheoking Account Allotments
FD-~435 - Military Service Restoration Interview
FD-436 — Airtel ~ Bombing Statistics

. FD~-436,1
FD-438 ~ Acknowledgmont for Service Record Inquiries
FD~438a ~ Bureau Copy, Field Tickler Copy,
. Yellow File Copy, of Form FD-438 FD~438a,1

FD-439 ~ Quarterly Statistical Report of

Security Informants FD-439,1
Fb-440 « "Pype of Blood" Card

Volume IV
-2 -
4/1/75.

DocId: 32989723 Page 269 :

Types of Papex

Honored
Revision Dates

vhite ocard stock
white bond
white bond
white bond

thin white (WH)
thin yellow

thin white (WH)
thin yellow

white bond
thin white (WH)

white bond
thin white
thin yellow

white bond

thin blue
thin yellow

thin white (WH)

white bond
thin white (WH)
thin white (WH)

white bond

thin white (WH)

thin bdlue
thin yellow

white bond

thin white (WH)
thin yellow

thin white
thin yellow

white card stock

8-13-71
8-4~71
8-4-71)

12-30-69
1~7~70

2~21~74
3-19-70

42770

10~-29=~74

6~5-72
5-22-74

-5-12-71
3-29-73
3-29~73

9-29-72

10~1-73

11~23-70

8-4~72

1~20-71

- 1=20~71

[1~14~75]

4--28-~71

ey




FD-441

FD-442

FD-443

FD~444

FD=445

FD-446

FD-447

Fi-448

FD-449

FD-450

FD-451

-~

—

FD~451a

FD~451b

—_

FD-452

FD-454

FD-455

FD-456

FD~-458

FD~459

FD-460

FD~461

FD~-462

HW 54977

[

DocId:32989723

Return Receipt Card

Physical Examination Authorization
Physical Examination Authorization
Physical Examination Authorization

Physical Examination Authorization
Public Health Service

Physical Examination Authorization
Administration
é

-

Routing Slip re Office of Freference

Standing
Faosimile Transmittal Record
SOBIR —~ INS Record Check

Computerized Telephone Humber File
(CTHF) Entry and Search Request

Security Informants, Assets, and
Sources Monthly Status Report

Security Informant and Asset
Accomplishments

Areas of Informant and Asset
Development

Index Card for Stolen Personalized
Jewelry File (SPJF)

Magnetic~Card Mastexr
Valuable Exhibits Log

Letter Initiating Investigations of
National Academy Applicants

Metal Seals Charge~out Record -
Valuable Exhibits

Copy Record

Request for Advance of Funds

Army

Air Force

Navy

U. s,

Veterans

Fp-451,1

FD-45]a.1

FD-451b,1 .

FD=456,1

Summary of Prosecutive Action in Organized

Crime Cases

Maternity Benefits
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Types of Paper

Honored
Revision Dates

white card stock

white bond
bond

vwhite bond

bond
white bond
offset paper

white bond
thin white (WH)

vwhite bond

thin white (WH)
thin yellow

thin white
thin yellow

thin white
thin yellow

white card stock

offset paper
white bond

thin white (WH)
thin yellow

white bond

offset paper
thin white (WH)

offset paper

white bond

5~3-71
9~13~71
91371

9-13-72,
10~27-73
4-1-74

42574
10-16-73

11-18=71
10-23-73
[1-14-75]
[1-14~75]
{1-14-751

1-24-72
4-~13-72

4m20-72
6~3-74

7-7-72
2-22~73

11-27~72

5-15~73

4-23--73
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FD-463
FD—-464
FD—-465
FD-466
FD~467
FD-468

FD-469

FD-470
FD-471
FD-471a

FD~472
FD~473.

FD~474

FD-475

FD-476
FD-477
FD-478

FD-479
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FM Radio Installation Data
Identification or Credential Card Request
Authority Yo Release Mediocal Information

Information Concerning Positions of
Computer Programmer and Computer Systems
Analys+

Airtel for Bank, Fraud and Embe%zlement
ADP Entry

Recommendation for Direcoctor's Litter

Educationﬁl Level Questionnaire

Airtel - White Collar Crime Statistios

FD-467.1

FD~468,1

FD-470,2

Airtel, Research Data —~ Arrest Siudy (Subject)

Airtel, Research Data - Arrest Study (Agent)

Telephone Device Consent
Body Recorder/Transmitter Consent
Manunals Up~to~date Certification

Physical Examination — Weigh-In Card

FD-471.1

FD~471a.1

~'Transmittal for Magnetic-Card Typewriter Correction

~{Career Development Summary

List of Files Destroyed

Files and Records Destruction Order
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Types of Paper

Honored
Revision Dates

white gond
vhite bond
white bond
white bond
thin blue
thin yellow

thin white (WH)
thin yellow

vwhite bond

thin blue
thin yellow

thin blue
thin yellow

thin blue
thin yellow

white bond

vwhite bond

white card stock
white card stock
pink bond

white bond

offset papexr

. offset paper

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

9574
9-25~74
9-25-74
10~30~74
12-12-74
12-16-74
3~20-75
1-10-75

2-20-751}
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I-12 ~ Wanted-Flash-Cancellation Notice ' pink bond
R~-84 ~ PFinal Disposition Report . +hite bond
R-88 ~ Death Wotice white bond
W~4 ~ Employee's Withhclding ExcmptiQn Certificate o white bond
GSA 522B - Visible Pocket Insert white bond
‘
XEY: GSA ~ General Servioes Administration
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6~17-74 .

6-29~72,

5w9-72 °

Dec. 1971 -

January, 1951
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