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OFFICE OF CIVILIAN DEFUSE
CIVIL AIR PATROL

NATIONAL HEADQUARTEP2
WASHINGTON, APRIL 8, 19A2

MILITARY CORRESPOND~CE

I .     G e n e r a l

T h e  p u r p o s e  o f  t h i s  c o u r s e  o f  i n s t r u c t i o n  i s  t o  a c q u a i n t
m e m b e r s  o f  t h e  C i v i l  A i r  P a t r o l  w i t h  t h e  f u n d a m e n t a l s  o f  m i l i t a r y
correspondence 

2   T e x t

T h e  t e x t  m a t e r i a l  t o  b e  u s e d  i n  t h i s  c o u r s e  i s  p r e s e n t e d  o n
t h e  f o l l o w i n g  p a g e s .

3   D i s t r i b u t i o n

C o p i e s  o f  t h i s  D i r e c t i v e  w i l l  b e  d i s t r i b u t e d  o n  t h e  b a s i s  o f
fou r  cop ies  pe r  Headquar te rs .

4 .  R ~ u l r e m e n t

A l l  Command  and  S+~%ff  O ffice rs  and  a l l  o the r  pe rsonne l  hand l i ng
C i v i l  A i r  P a t r o l  c o r r e s p o n d e n c e  a r e  r e q u i r e d  t o  t a k e  t h i s  c o u r s e .  A l l
pe rsonne l  concerned  w i th  the  conduc t  o f  war t ime  co r respondence  she 'd  be
f a m i l i a r  w i t h  t h e  p r i n c i p l e s  a n d  m e o h a n i e s  o f  m i l i t a r y  c o r r e s p o n d e n c e .

5 . Ins t ruc t i on  Procedure

After  each member concerned has read and %horoughly understood
t h e  t e x t ,  c o n f e r e n c e s  w i l l  b e  c a l l e d  f o r  a t  l e a s t  t w o  c l a s s  r o o m
i n s t r u c t i o n  p e r i o d s  o f  o n e  h o u r  e a c h ,  w h i c h  w i l l  I n c l u d e  g e n e r a l  d i s c u s s i o n s
and  ques t ion -and-answer  pe r iods .
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MILITARY C~PO~DENCE, HOW CONDUCTED

I .  D e fi n i t i o n

T h e  t e r m  " c o m m m l i c a t i o n "  i n c l u d e s  o f fi c i a l  w r i t i n g s  s u c h  a s
le t te rs ,  memoranda ,  repor t s ,  i ndo rsements ,  and  te leg rams .

2 . Channels of Communication

a .  T h e  c h a n n e l s  o f  c o m m u n i c a t i o n  a o r r e s p o n d  g e n e r a l l y  t o  t h e
c h a i n  o f  c o m m a n d  a s  w i l l  b e  n o t e d  i n  p a r a g r a p h  1 3  b ,  b e l o w.  H o w e v e r,  t o
s a v e  t i m e ,  r e d u c e  c l e r i c a l  w o r k  t o  ~  m i n i m u m ,  a n d  e ' - f f e c t  d e c e n t r a l i z a t i o n
o f  d e t a i l ,  u n i t  c o r d e r s  a r e  a u t h o r i z e d  t o  c o r r e s p o n d  d i r e c t l y  w i t h
t h e  h e a d q u a r t e r s  c o n c e r n e d  o n  m a t t e r s  w h i c h  p e r t a i n  t o  t h e i r  a s s i g n e d
r e s p o n s i b i l i t i e s  a n d  w h i c h  d o  n o t  e s t a b l i s h  p o l i c i e s .  S u c h  c o r r e s p o n d e n c e
m a y  b e  w i t h ~ i t  h e a d q u a r t e r s  w i t h i n  t h e  c i v i l  A i r  P a t r o l  o r  w i t h  c o m m a n d ,
s t a f f  o r  o t h e r  o f fi c e r s  i n  c h a r g e  ~ f  C i v i l  A i r F a t r o l  a c t i v i t i e s .

b o  To  t h e  o o ~ a n d e r  l o w e s t  i n  t h e  c h a i n  o f  c o m m a n d  w h o  i s
c a p a b l e  o f  p e r f o r m i n g  t h a t  f ~ m c t i o n ,  i s  d e l e g n t e d  t h e  r e s p o n s i b i l i t y  f o r
t a k i n g  a p p r o p r i a t e  a c t i o n  o n  a n y  m a t t e r s  p & s s i n g  t h r o u g h  b  i s  h e a d q u a r t e r s .
I t  i s  i m p o r t a n t  t h a t  e v e r y  p o s s i b l e  e f f o r t  b e  m a d e  t o  d e l e g a t e  r e s p o n s i -
b i l i t i e s  t o  t h e  l o w e s t  e c h e l o n  w h i c h  i s  c a p a b l e  o f  p e r f o r m i n g  a  p a r t i c u l a r
f u n c t i o n .

3 . Courtesy in Correspondence

O f fi c i a l  c o r r e s p o n d e n c e  s h o u l d  h e  c o u r t e o u s  i n  t o n e  a n d  f r e e
f r o m  a n y  e x p r e s s i o n  o f  a  p e r s o n a l  n n t u r e  o r  t h a t  m i g h t  g i v e  o f f e n s e .
Comm~mioa t ions  shou ld  be  wr i t t en  acco rd ing  to  the  accep ted  ru les  o f  good
Eng l i sh  compos i t i on .

4 . R e p l i e s  t o  b e  p r o m p t

A s  a  g e n e r a l  r u l e ,  a l l  o f fi c i a l  c o m m u n i c a t i o n s  w i l l  b e
a n s w e r e d  w i t h i n  2 4  h o u r s .  I f  a  d e l a y  o c c u r s ,  t h e  c o m m u n i c a t i o n  w i l l  b e
a c k n o w l e d g e d  i m m e d i a t e l y  a n d  i n f o r m a t i o n  f u r n i s h e d  a s  t o  t h e  c a u s e  o f  t h e
d e l a y  a n d  t h e  p r o b a b l e  d a t e  t h a t  r e p l y  w i l l  b e  m a d e .

A n  o f fi c i a l  s o m m t m i c a t i o n  w i l l  r o f e r  t o  o n e  s u b j e c t  o n l y.
L e t t e r s  o f  t r a n s m i t t a l  w i l l  b e  u s e d  o n l y  w h e n  n e c e s s a r y,  a n d  w h e n  u s e d
w i l l  r e f e r  o n l y  t o  t h e  m a t t e r  t r a n s m i t t e d ;  n o n e  a r e  r e q u i r e d  w i t h  r o u t i n e
r e p o r t s ,  r e q ~ s i t i o n s ,  e t c .
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6 . L e t t e r - s i z e  p a p e r

F o r  a l l  l e t t e r s  t h e  p a p e r  u s e d  w i l l  b e  8  x  1 0 ~  i n c h e s .  W h e n  m o r e
t h a n  o n e  s h e e t  i s  u s e d  f o r  a  c o m m u n i c a t i o n ,  i n c l u d i n g  i n d o r s e m e n t s  t h e r e o n ,
a l l  w i l l  b e  o f  t h e  s a m e  s i z e .  Q n e  s i d e  o n l y  o f  t h e  p a p e r  w i l l  b e  u s e d .

7 . Unused margins

U n u s e d  m a r g i n s  o f  n o t  l e s s  t h a n  t h e  f o ' t ' l o w i n g  w i d t h s  w i l l  b e  l e f t
in  each communicat ion:

To p  m a r g i n ,  fi r s t  p a g e  . . . . . . . . . . . .  . . . . . . . . . . . . . .  1  i n c h
Top  m~rg in ,  second  and  succeed ing  pages . .  . . . . . . . . .  1¼  inches
L e f t  l a r g i n  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . .  1  i n c h A g h t  . . . . . inch
B o t t o m  m a r g i n . . . . . . .  . . . . . . .  . . .  . . . .  . . . . . . . . . . . . . . .  1  i n c h

8 .  F o l d i n g

L e t t e r  p a p e r ,  o r d i n a r i l y ,  w i l l  b e  f o l d e d  i n  t h r e e  e q u a l  f o l d s ,
p a r a l l e l  w i t h  t h e  b o t t o m ,  t h e  l o w e r  f o l d  o v e r  t h e  f a c e  o f  t h e  l e t t e r  a n d  t h e
t o p  f o l d  t o w a r d  t h e  b a c k  o f  t h e  l e t t e r .

W h e n  t y p e w r i t t e n ,  t h e  b o d y  o f  a  c o m m u n i c a t i o n  w i l l  o r d i n a x d ~  b e
single spaced wi th a double space between numbered paragraphs.

I 0 . How a r rangedand fas tened

F o r  o t h e r  t h a n  fi l i n g  p u r p o s e s  t h e  s e v e r a l  p a r t s  o f  a  c o m m u n i c a t i o n
o r d i n a r i l y  w i l l  b e  a r r a n g e d  a n d  f a s t e n e d  t o g e t h e r  i n t h e  f o l l o w i n g  o r d e r :

O r i g i n a l  w i t h p a g e s  i n  n u m e r i c a l  s e q u e n c e  f o l l o w e d
by  o r ig ina l  i ndo rsements  i n  numer l ca l  sequence ,
e x c e p t  t h a t  t h e  l a s t  i n d o r s e m m t w i t h  c o p y  o r  c o p i e s
t h e r e o f  w i l l  b e  o n  t o p .

C o p y  o r  c o p i e s ,  i f  a n y,  o f  t h e  b a s i c  c o m m u n i c a t i o n
f o l l o w e d  b y '  c o p y  o r  c o p i e s ,  i f  a n y,  o f  i n d o r s e m e n t s
e x c e p t  t h e  l a s t ,  i n  n u m e r l c a l  s e q u e n c e .

c. I n c l o s u r e s ,  i f  a n y,  i n  n u m e r i c a l  s e q u e n c e .

11. Heading

a .  N o t h i n g  b u t  t h e  h e a d i n g  w i l l  b e  w r i t t e n  i n  t h e  u p p e r  t h i r d
o f  t h e  fi r s t  s h e e t  o f  e a c h  l e t t e r .  I t  c o n s i s t s  o f  t h e  f o l l o w i n g  i n  t h e
o r d e r  g i v e n :
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Designat ion of the headquarters
R e f e r e n c e  fi l e  n ~ b e r  i f  c a l l e d  f o r
Post office address
Date
Subject
To whom sent

b .  Fo r  a l l  l e t t e r s  t o  be  s i gned  by  a  subo rd i na te ,  f o r  o r
order  o f  a  oozmander,  the  le t te r  head ing used wi l l  be  tha t  o f  the  head-
q u a r t e r s  o f  s u c h  o ~ e r  a n d  i t  w i l l  n o t  c o n t a i n  t h e  t i t l e  o £  a n y
 subord iu~te  o fficer.

a .  The  body '  beg ins  j us t  be l ow  t he  uppe r  t h i r d  o f  t he  fi r s t
sheet .  I f  a  le t te r  has  severa l  paragraphs they  w i l l  be  numbered
oonseout ive l~  in  a  s ing le  ser ies  w i th  arab ic  numera la .  I f  subparagraphs
are  requ i red,  they  w i l l  be  des ignated as  fo l lows,  " i "  be ing the  assumed
number of the paragraphz

I .  _a . (1)
Ca)

b .  T h e  s e v e ~ l  p a g e s  o f  a  e ~ o a t i o n  i n c l u d i n g  t h e  p a g e s
bear ing  indorsements  w i l l  ~  numbered conseout ive~ in  a  s ing le  ser ies ,
midway, about one-half  inch from the bottom.

a .  The  s i gna tu re  w i l l  o rd i na r i ~  cons i s t  o f  t he  fi r s t  name ,
midd le  in i t ia l  and las t  name.  S ignatures  wa l l  be  made wi th  pen and ink ,
or  when necessary,  w i th  inde l ib le  penc i l .  Name s ignatures  w i l l  be
fo l lowed by  the  ~pewr i t ten  name,  ident ica l  w i th  the  s ignature ,  fo l lowed
by the du~ assignment and designat ion of the trai t .

b.  Except as otherwise prescr ibed, a commander may require a
su i tab le  o fficer  subord inate  to  h imse l f  to  s ign  cer ta in  oo~un ica t ions
f o r  h i m .  W h e n  h e  d o e s  s o ,  h o w e v e r ,  h e  i s  a s  ~  ~ h l e  f o r  a
o~@a.~t .ou  SO s igned as  though he,  t~J~e] t ' ,  had s igned i t .

e. When a subordinate signs a co~mAnioation for a eounander,
one o f  the  fo l lowing fo rms wi l l  be  used:

(1) I f  to  a  h i~hor  eomnanderz  "For  Wing Com~er  SMITHz

(4 spaces)

John Doe (signed)

Adjutant,  Wing No. 41."
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(2) I f  t o  a  s ~ o ~ a t e  o o m a n d e r z

"By ordep of Group Commander SMITH-

(4 spaces)

John Doe (s igned)
JOHN DOE, ( typewr i t ten)
Ad ju tan t ,  Group  No .  512 . "

14. Cop ies~  number  and  d i spos i t i on

a .  E a c h  t y p e w r i t t e n  l e t t e r  w i l l  b e  m a d e  w i t h  a t  l e a s t  ~ w o  c a r b o n
c o p i e s ,  w i t h  e n o u g h  e x t r a  c a r b o n  c o p i e s  f o r  o f fi c e s  t h r o u g h  w h i c h  t h e
c o m m u n i c a t i o n  p a s s e s .  O n e  c o p y  w i l l  b e  £ o x ~ a r d e d  w i t h  t h e  o r i g i n a l  o f  t h e
o o m u ~ L t e a t i e n  t o  t h e  o f fi c e  o r  h e a d q u a x ~ r s  o f  a c t i o n ,  o n e  c o p y  w i l l  b e
i n c l o s e d  f o r  c a o h  i n t e ~  o f fi c e  o r  h e a d q u a r t e r s  o f  r e c o r d  t h r o u g h
w h i c h  t h e  o r i g i n a l  e o m n m i c a t i o n  i s  s e n t ,  a n d  o n e  c o p y  w i l l  b e  r e t a i n e d
f o r  t h e  ~ e c o r d s  o f  t h e  s a n d i n g  o f fi c e .  F o r  e x a m p l e ,  a  l e t t e r  f r o m  a
Squadrun Conunander to h is  Wing Commander,  wi l l  be forwarded wi th an
o 1 ~ . g l u a l  a n d  t h r e e  c a r b o n  c o p i e s  f o r  d i s t r i b u t i o n  a s  f o l l o w s :

( i ) Original and first carbon copy- Wing
Headquarters.

(2) Second carbon copy -  Group Headquarters

(3) Th i rd  ca rbon  copy  -  F i l e ,  Squadron  Headquar te rs

b .  E x c e p t  a s  o t h e r r A s e  p r e s c r i b e d  a n d  s u b j e c t  t o  t h e  p r o v i s i o n s
Of  pa rag raph  2 ,  above ,  commun ica t ions ,  whe the r  f rom a  subord ina te  to  a
s u p e r i o r,  o r  v i c e  v e r s a ,  w i l l  p a s s  t h r o u g h  i n t e r m e d i a t e  c o m m a n d e r s .  T h i s
r u l e  w i l l  n o t  b e  i n t e r p r e t e d  a s  i n c l u d i n g  m a t t e r s  i n  r e l a t i o n  t o  w h i G h
in te rmed ia te  commanders  can  have  no  know ledge  and  ove r  wh ich  they  a re  no t
e x p e c t e d  t e  e x e r c i s e  c o n t r o l .  I t  i s  i n c u m b e n t  u p o n  t h e  w r i t e r  o £  t h e  b a s i c
le t te r  to  de te rm ine  the  number  o f  i n te rmed ia te  eonmmders  th rough  whom the
l e t t e r  w i l l  p a s s  a n d  t o  f u r n i s h  o n e  c o p y  f o r  t h e  h e a d q u a r t e r s  o f  e a c h  s u c h
c o m m a n d e r .  I f  a  l e t t e r  i s  a d d r e s s e d  t o  a  h i g h e r  h e a d q u a r t e r s  f o r  a c t i o n
b u t  i s  e x p e c t e d  t o  b e  f o r w a r d e d  b y  t h a t  h e a d q u a r t e r s  f o r  f u r t h e r  a c t i o n ,
addd,ticeaa3, copies w411 be provided.

15. Indo~sante

A m i l i t a r y  l e t t e r  i s  a n s w e r e d  b y  a n  " i n d o r s e m e n t "  w h i c h  i s  m a d e
p a ~  o f  ~ h e  l e t t e r .  T h e  w i d t h  o f  a n  i n d o r s e m e n t  w i l l  b e  t h e  s a m e  a s  t h a t
o f  t h e  l e t t e r .  T h e  fi r s t  i n d o r s e m e n t  w i l l  b e g i n  a b o u t  ½  i n c h  b e l o w  t h e
l o w e s t  e l e m e n t  o f  t h e  n e x t  p r e c e d i n g  m a t t e r  o n  t h e  s a m e  p a g e  o r  a t  t h e  t o p
o f  t h e  s u c c e e d i n g  p a g e .  l n d o x ~ a e m e n t e  f o l l o w  o n e  a n o t h e r  s e r i a l l y  w i t h  a
s p a e e  o f  a b o u t  ~  i n c h  b e t w e e n  t h e m  i f  t h e y  a r e  o n  t h e  s a m e  p a g e .  T h e y  w i l l
be  s ing le  spaced ,  w i th  doub le  space  be tween  pa rag raphs .  M idway  on  the  page
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appea rs  t he  se r i a l  numbe r  o f  t he  i ndo rsemen t .  I f  ca l l ed  f o r,  t he  fi l e
number appears in the upper lef t  corner on the same l ine as the ser ial  number.
A double space is lef t  between the ser ial  number and the indorsement heading.
The indorsement heading includes the official  designat ion of the head-
q twr ters ,  o ffice or  ind iv idua l  send iugthe indorsement ,  the  name o f  the  p lace,
and posto£fioe address from which the indorsement is being sent,  the date,
and the  word  "To" ,  fo l lowed by  the  o ffic ia l  des igw~t ton o f  the  person to
whom the indorsement is being sent.  The body and ending of the indorsement

eo~t 'orm to the instruct ions oonoeruing let ters,  with the except ion
that the first l ine of the bo~ commences two spaces below the heading.

16. Reference forms

a .  Re fe rences  t o  gene ra l  o rde r s ,  bu l l e t i n s ,  c i r cu l a r s ,  o r  o t he r
s 4 m 4 ~  d o c u m e n t s  o ~  w i l l  i n c l u d e  t h e  f o l l ~ g =

( i )  Paragraph number,  i f  az~
(2) Sect ion number, i f  a=~
(3) Ti t l e  o f  se r i es ,  e . g . ,  .Gene ra l  O rde rs , .

"Tra in ing  D i rec t ive , "  e tc .
Number in series
Source
Year of issue
Ind ica t ion  o f  sub jec t  mat ter  re fer red to
when such is  no t  lear l~  ind ica ted in  contex t .

(8) Example: "Reference paragraph 5, Sect ion X,
Genera l  Orders  No.  l ,  C iv i l  A i r
Pane l ,  1942. "

b .  Re fe rences  t o  l e t t e r s  o r  i ndo rsemen ts  o rd i ua r i ~  w i l l
include the fo].lowlng=

( I )  F i l e  n u m b e r,  i f  e n y
( 2 )  O f fi c e  m a r k s ,  i f  a r ~
(3) So~ree

Subject
(6) Deslgnat lon or other indleP.~ion of the addressee.
(7) Example, "Reference letter GM 9, Headquarters

Civ i l  A i r  Pat ro l ,  February  13,  19h2,
Subject "Unlforma and Insignia for
Staff Personnel," to all Wing Commanders.

e .  O o r r e s ~ o e  w ~ . l  a l w a y s  c o n t a i n  a  s p e c i fi c  r e f e r e n c e  b y
paragraph number or other designat ion to the regulat ion, order,  d~rect ive,
l e t t e r,  o r  o t he r  w r i t t en  ma t t e r  o f  s im i l a r  cha rac te r,  wh leh  i s  app l i cab le
to the subject of the correspondence,

1'7. ~oloeures
a. A cop7 of a communicat ion which accompanies the or iginal ,

as  requ i red by  paragraph ~  i ,  above,  w i l l  no t  const i tu te  or  be  noted or
otherwise treated as an inclosure thereto.
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b.  Each ine losure  w i l l  have noted thereon,  ord lna~ i~V in  lead
penc i l ,  bu t  when deeL-qb le  in  In~ -

If )  The  f ae t  t ha t  £ t  Aa  an  i ne l osu re
2)  Xts  number  in  the  ser£es

(a) Example: fuel. i

o .  I f  i n  d u p l i c a t e ,  t r i p l i c a t e ,  e r e . ,  t h e  ~  w i l l  b e  m a r k e d
as in b_~ above, with oopie8 ma~ked wAth ~he number of the sex~Aes at the
upper  r igh t  o f  i t s  number  as  an ine losw~.

(1)  ,aple: znol. : ,znel. 1.2,ete.
d .  N o + ~ a ~  a s  t o  i n e l o ~ ,  i f  a n y,  a ~ e  m a d e  c a  t h e  f a c e  o f

a  oo~zun leat ion ,  on  a  l lne  w i th  the  las t  IAue o f  the  s ignature ,  beg inn ing a t
the  le f t  marg in .

e .  When an lae losuze is  fi rs t  p laced wi th  a  oomuaica t lo~,
no ta t i on  w i l l  ba  ~ade  show ing  i t s  numbe r ;  tA t l e ;  i f  i n  dup l i ca te ,  t r i p l i ca te ,
ere .  tha t  fac t~  number  o f  inc losures .

(1) Example, 2 lnels. - 1  -  P i lo~)bserver  Repor t  (Dup. ) .
2 - Personnel Orders No. 14

f .  When inc losures  are  added or  w i thdrawn,  nota t ion  o f  tha t
fae t  w i l l  be  made.

( i )  Example :  2  Zno ls .  -  1  -  Personne l  Orders  No.  I0
Added: Roster, Hq. Wing No. 31.

( 2 )  IMmap le ,  1  ~o l .  -  1  -  Fo re  01 ) -9
w/d  2  Xno ls .  -  2  & 3 .

g .  I f  inc losures  are  not  added to  or  w i thdrawn f rom a eommmioat i~
a l ready ca~g ino losu~es,  no ta t lcu  w i l l  be  made showing to~a l  number  o f
inOlosures and that no ehange has been made.

18. ~ e e l l Q e o u p

a .  The  pages  o f  ~  mode l  l e t t e r,  a t t ached  he re to ,  a re  a r r anged
in  ~he maune~ presorAbed in  la ra~ph I0 ,  uM ar ranged and fas teaed; t  i .e . ,
o r i g i na l  w i t h  pages  i n  numer i ca l  sequence  f o l l owed  by  ~  i ndo rsanan te
in  numer iea l  mequenee,  expept  tha t  the  las t  iudorse~mt  is  ~  top .  Fasten-
ing of pages should be sueh as to permit  intentAaml separat lon without
mut i la t ion .  Paper  c l ips  sho~.~  be used z 'a ther  than p ins  or  s tap lo8.

b .  ~  ~ e ~ u l a t A ~ e  ~ e . ~ - t  a e  m a s h  a ~  t h e  m a t t e r  , ~ l e d
i n  p a r a g r a p h  11 ,  " H e a d l n g , , ,  a ¢  i s  I ~ ,  m a y  b e  p r i n t e d ,  t ~ p e d  o ~
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o the rw ise  p roduced  on  the  upper  one- th i~  o f  t h . .e "  page , ,  bu t .  t ha t  names  o f
o ffice rs  o r  o the r  pe rsc~ l  i t e lphone  numbers ,  e t c . i ,~  i  W~ i l  no t .  be  i no luded  w i thou t .
S p e c i fi c  a u t h o T i z a t i o n .  - ~ '  ~ -  . . . . .  ,

8  i 0 ~  : _ c . _  . I t  w i l l  b e n o t e d  i n  p a r i i g r a p h  6  t h a t  t h e  s i z e  o f  p a p e r  u s e d ,x ~nones ,  amx-z -e rs  z rom the  o rd ina ry  oommero ia l  s i ze ,  8~  x  11  inches ,

d .  C o r r e s p o n d e n o e  p e r t a i n i n g  t o  m a t t e r s  o f  p o l i o y,  m a t t e r s  u p o n
wh ich  the  Reg iona l  Commander  may  be  expec ted  to  take  ao t ion ,  o r  ma t te rs
a b o u t  w h i c h  h e  a h o u l d  b e  i n f o r m e d ,  w i l l  p a s s  t h r o u g h  t h e  h e a d q u a r t e r s  o f
t h e  R e g i o n a l  C o m m a n d e r.  0 r d i n a r i ~ y,  c o r r e s p o n d e n c e  p e r t a i n i n g  t o  o t h e r
mat te rs  w i l l  pass  f rom Wing  Commanders  to  the  Na t iona l  Commander.

e .  C o r r e s p o n d e n c e  w i t h  a  h e a d q u a r t e r s  w i l l  b e  a d d r e s s e d  t o  t h e
@ o m ~ a n d i n g  o f fi c e r  t h e r e o f  b y  o f fi o l a l  d e s i g n a t i o n  ~ l y  a n d  n o t  b y ' n a m e ,
e .  g . ,  e C o m ~ d e r ,  W i n g  N o .  4 2 ,  C i v i l  A i r  P a t r o l ; "  " N a t i o n a l  C o m m a n d e r ,
C i v A 1  A i ~  P a t r o l . n  C o r r e s p o n d e n c e  w i t h  c o , a n d ,  s t a f f ,  o r  o t h e r  o f fi c e r s  i n
c h a r g e  o f  C i v i l  A i r  P a t r o l  a o t l v l t i e s ,  a s  m e n t i e n e d  i n  p a r a E r a p h  2 a ,  a b o v e ,
s h o u l d  b e  a d d r e s s e d  t o  t h e  i n d i v i d u a l  a o n c e r n e d  b y  o f fl o l a l  d e s i g n a t i o n  o n l y
a n d  n o t  b y  n a m e ,  e . g . ,  " C o ~ m u n l o a t i o n s  O f fi c e r,  W i n g  N o .  3 3 ,  C i v i l  A i r
P a t r o l . .

19. M o d e l  L e t t e r  ( s e e  p a g e s  9 ,  i 0  a n d  i i ) .



(Training Direct ive No. 29)

Group No. 516, Civi l  Ai~ Patrol
Glenwood School
Glenwood and Detroit Avenues
Toledo, Ohio

Apr i l  6 ,  19~2.

SubJeot -  F i lms for  C iv i l  A i r  Pat ro l  Tra in ing  Program.

To: . Commander, Wing No. 51, Civi l  Air  Patrol .

i .  Th is  Headquar ters  w ishes to  seeure  fi lms su i tab le  fo r  use w i th
the courses of the Training Program.

2 .  I t  i s  r e q u e s t e d  t h a t  i n f o ~ a t i o u  r e l a t i v e  t o  t h e  a v a i l a b i l A t y
o f  such fi lms be fu rn ished.

(Name signed)

JOH~ A. SMITH,
C o~-~4~g Group No. 516.

W i n g  N o .  5 1 ,  C i v i l A t r P a t r o l ,  C o l s . p  0 . ,  A p r i l  8 ,  1 9 ~ 2 .  To :  C o ~ u ~ s r,
R e g l o n N o .  5 ,  C ~ v i l A i z P a ~ o l .

1 .  App roved .  I t  i s  unde rs tood  t ha t  fi lms  aen~ ioned  i n  bas i s  l e t t e r
can  be  secu red  f r om  the  War  De~ t .  Adv i se  as  t o  p rope r  ~oeedu re  r eques ted .

(Haas elgned)

JO~ DOE,
Ooma~ding Wlng So. 51.

Hq . ,  Reg ion  Ho .  5 ,  01v l l  A i r  Pa t r o l ,  0h l . ,  I l l . ,  Ap r i l  i 0 ,  19&2 .  Tos  Na t i ona l
a o ~ e ~ w  C i v i l  A i ~  P a t r o l .

1 .  A t~an t l on  i nv i t ed  t e  bas l e  l e t t e r.  Th i s  Headq t vu~s  w~ l l  de l a7
any ac t ion  on th is  mat ter  un t i l  ins~o~ions a~e reos£ved £r~  ~be Nat£ona l
Commander.

(N e ,d,8.od)

(Page 10, 21) No. 29).

RICHARD R, ROE,
Oomlnd:t.~ Re.on No. 5.



Tra in ing  D i rec t ive  No.  29 4181 .

CIVIL AIR PATROL, Off .  Nat ' l .  Comdr.,  Washington, D.C.,  Apri l  1O, 1942. To-
Comdr. Group No. 516, Civi l  Air  Patrol .

1. This Headqua~ers is now working on plans to secure from The
Ch ie f  S i gna l  O f fice r,  t r a i n i ng  fi lms  and  fi lm  s t r i p s  wh i ch  w i l l  be  o f  va l ue  f o r
use wi th  C iv i l  A i r  Pat ro l  Tra in ing  Program.

2. As arrangements have not been completed, i t  wi l l  be necessary
te  de lay  ac t ion  pend ing fina l  ad jus tment .  However,  i t  i s  be l ieved that  the
fo l lowing genera l  ru les  w i l l  govern :

~. Nat ional Headquarters wi l l  make avai lable selected training
fi lms  and  s t r i p s .

_b. Each Regional Commander wi l l  arrange an i t inerary within his
Region and supervise the showing of fi lms, using a projector which i t  is hoped
to  bor row f rom the Army A i r  Forces.  Th is  ac t iv i ty  w i l l  be  routed to  Reg iona l
Commanders on a schedule arranged by National Headquarters.

3 .  A d i r e c t i v e  s e t t i n g  f o r t h  f u l l  d e t a i l s  w i l l  b e  i s s u e d  a t  t h e
ear l ies t  p~act icab le  date .

By direction of National Commander JO~SONs

(Name signed)

THOMAS BROWN,
Execut ive  Officer.

Hq .  Reg ion  No .  5 ,  C i v i l  A i r  Pa t r o l ,  Ch i . ,  I l l . ,  Ap r i l  14 ,  1942 .  To :  Comdr. ,
 Wing No. 51.

1 .  A t t en t i on  i nv i t ed  t o  3d  I ndo rsemen t .  No  f u r t he r  ac t i on  w i l l  be
taken  un t i l  d i r ec t i ve  on  t h i s  sub jec t  i s  i s sued .

By order of the Regional Commander:

(~ame signed)

JOHN SMITH,
Chief Clerk.

(Page 1l,  TI)No. 29).
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5 t h  I n d .

W i n g  N o .  5 1 ,  C i v i l  A i r  P a t r o l ,  C o l s . ,  0 . ,  A p r i l  1 6 ,  1 9 ~ 2 .  To :
No. 516.

i .  A t t e n t i o n  i n v i t e d  t o  3 d  a n d  ~ t h  I n d o r s e m e n t s .

By order of  the Wing Co~mander-

(Name signed)

3AUES W. BLACK,
Ad ju tan t ,  .W ing  No .  51 .

Comdr., Group


