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Issue to DS and SD/10/AL. CONFIDENT IAL.

Students 25 Jun.
STAFF COLLEGE, QUETTA, 12th staff Course,

1945,
STAFF DUTTES,

COMPOSN, LAYOUT AND ORG .FOR MOV _OF AN IND DIV _HO.

INSTRS

Refs.

1. (a) AITM 20 para 30 '~ Ndmenclature of HQ.s

(b) The WE doncerned is Ind WE I/1 - A/3. This is
available 1in the main library.

Time allotted.

2, (a) ©NO PS period is allotted. You must read this
precis and the refs given in para 1 above before
the model on 4 Jul,

(b) Various ways of moving a div HQ will be digcussed
.. on the model on 4 Jul,

AJHC,
Jun 45§,




CONFIDENT IAL.

ST AFE_COLLEGE, QUETTA. 12th gstaff Courss.
1945,
STAFF DUTIES.

COMPOSN, LAYOUT /ND ORG FOR MOV_OF AN IND DIV HO.

OBJECT

1, To study the composn, layout and org for mov of an ind
div HO,.

PRINCIPLES

e An efficient HQ 1s essential in every fmn. Without such
efflciency, the efforts of the comd will often be nullified.
The efficlency of a HQ depends largely on the org of the
various portions of the HQ, the means of comn and the
suitability of the site selected.

ORG OF AN IND DIV HQ
B Div HQ consists of three parts :4

Bart I - Copd and hig stsff.
The latter is subdivided into:-

G ~ ops and int,

A and Ql
Lialson staff and comd's personal staff.

qut I!— HOs_of div tpg.

The followlng act as comds of tps as well'as
advisers to the comd, and have a HQ to assist
them as comd!s :- : 3

CRA
CRE
CR sigs
CRIASC

' CIEME,
Bart III~ Heads of services.

The following heads of services act as advlsers .
~only to the comd on matters concerning their
respective scrvices s-

ADOS

ADMS

DAD Remounts
DADVS

Senior Chaplain,

COMPOSN OF AN IND DIV HO

L]

4, The detalled composn and ors of an ind div HQ, HQs aiv
tps and certain units which will normally be located at,
or near, main or rear div HQ aress are shown in the following
appces &=

Appx A - Composn of ind div HOQ, HQs div tps and unité
normally in div H9 ares. '
! Al . L) s Bang

Appz B =~ Oreg of offrs at diwv HOQ.

Appx € - Suggested distribution of duties at div HO.
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Sig comng,

8ig comns aPe of the greptest imporfance - without sigs
a HO ¢an NOT funetion. Sig reguiremsnts ars §-

Hich cround to avold sSecreenine of wrls.
Good rdg orm tra.
Pirmenent line (if available).

Rd and tr comns,

Gaond rds and trs will saldom be found in the aress in
which ALFSEA tps ars 1likely t0- op. Trs and turning
eirenits will have teo haimades,

Adlr comns.

A1t air strip will heave to be constr in.or near thi
div HQ arca. Min pedquiirement 1s astieteh of fadrly

level eround 200 vds %60 vds.

Daf of the strip imust be considerad.

Heavy rein 1ls common in BURMA, MALAYA and beyond and,

1y i 1

in some areas is NOT rastricted to the monsosn peried,
11,1+ H tot will mesn limlted tontags.  Thersfore it is
degirabhle to gi

site div H) where some buildings are
nvallable gr; ot leasty bamboo ete Tor thelr constr can

hecobbaineds,

ich 1s otherwlse sultable may have to bs
rejectad If it i3 highly malerlous, or unhsalthy for

anv obther reason. Thisdssparticularly the eas= f
div HC s 1ikelv to bo-there for some timg.

1

The air thraateean NOT be entirely ienorede-Raids on
HOQ bv JAP se stidl accour and' div HOQ most baelcoricenled
from the air as far s possible,

LAYOUT QF DIV HO

]-’7 L

18,

12.

Principnles of Tayvolut.

Tt 1s NOT poggible, in the ALFSEA theotre,
div HO seccording to =ny ,Tﬂrd srd diagramme +1n nethod.
Tt is essentinsly however, to adhera to certain principles
which shiohld be 1aoid dowa In Div Standing Orders. These
principles are given in paras 18 = 26 'balow. A sketich
ol s nosgibhle Iaveut of main daw HO is showrt at onX. D.

T Layort

Gomd post.

This is the "hub" of'divadlly round which tha othse
portiens will be bulltiab. Tt eeonsists of The G I and
Bigs officaes, togetler with the office of sny BLE
elemant nllotted, or SS0

Supportine srmg and. soryices,

0ffices of CRA, CRE -nd AQ must be srouped Tound the

comd post. Offiees of cv*‘SG, DOS, ADMS and-CTEVE

mayv conveniently be nlaced Tuirther saway
Y W >d 1z : WY
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Living areas.

D« Will inel offrs messes, which should be fairly near
office areas,BOR and 10R messes, cookhouses and rest
areas. The last should be an extension outwards of the
mess areas,

Tot gres.

205 should be as far away as possible from any other ares.
It must be large enough to -accommodate all the vehws on
the strensth of div HO. s5igs vehs may, howaver, be kept
in the sigs area. Tpt personnel normally live and feed
in the tpt area, therefore space must be allowed for
messes, cookhouses and rest aresz.

Car pk.

235 Cover from air and striet. TC are necessary. The car ok
should be near the entrance to the div HQ area. A
separate car pk should be reserved for visitors.

I

ro_area.

23.  Pro personnel should be near the office ares.

. PW cage. \

24 A PW cage will be required. For security reasons 1t should
be sited as far away as possible from the office area.

Visitors! ares,

s

@os This 18 most necessary. Tt should be fairly central,
Vigiting offrs,will be of all types - senior offrs to
junior ILO0s - and may be numerous. It may be advisable to
open z reception eoffice for wisitors.

Att tps.

0
O

Areas will be reguired for the div HO) bn less dets,. and
any other unit thatemay he at div HQ. Although the
div HQ bn will be engaged on def of the perimetar, it still

requiresan area for feeding and rast.
" @ DEF OF DIV H

a7 Against the JAP the main threat is from smagll parties
who have infiltrated throungh, or between, bde areas.
Minor threats are long.range arty fire and fifth coln.
The air threat will normally be secondary to the ground
threat but can NOT be ienored

LAY

Def resources.

28, Of the div HQ bn three rifle coys may be allotted to bde
HQsé “This leaves the bn less three coys for the def of
GIviHA. TP div BO 1s spl Macpesns 50 will regitirze protection
as well as maln HQ. Tt is“therefore agsertial that

very max in div HQ NOT required for comd and keeping
open comns is ore to fight, Max use must also be made
of the possible resources given in para § above.

" Def _measures.

23 ) < a) Def posns must
o o

be sited to provide sll round daf and
cover all likely

1y approaches. They should be wired if

(b) Every man must have an alarm post.




| (t] A mob res must be held fo act offensively against
any ground threat

=

(d) Alarms must be constantly practised, especially
soon after arrival in a new area.

7

—
D
o
p]

Strict orders must be issued re firineg inside
the perimfter - usually only bayonets,kukris
ete to be used.

() §1it trenches as protection against arty fire and
alr bombing MUST ba provided at offices, messes gtc,
and.in all living areass They should be sitead
so as also to provide depth to the perimetsr dofs
for ground def. Every man must be allotted his
trench.  Spares should be dug for visitors.

Responsibility for def.

0. The G I is respondible.for, and must supervisey all
def measures. He will,however,®apnoint an.effr,
normally O0C div HQ bny responsible to him for def.
T il Ha2 s cn11t the senior offr div HO bn at
both main and rear HOs (ib bn comd 2nd coy comd)
will be def off? and will ‘coord def measures with a
G '3 and camp comd respectively.,

MOV OF DIV HO

from div 2nd line tpt. In practice, pool tpt is NOT
always avallable

3l¢ Div HO is NOT fully mob, unless pool tpt is

The egsential pe

moved fwd, whil
whols of rear

irts of main HR can be made mob and
the remainder of maln HOQ and the
a beimoved fwd later with the

help of tpt relessed from main HY.
Grouping fer mov.
838y a) All div HOs are formed into gps for moves< The

nomenclature of gps is given in AITHM 20 pars 30,

(b) The composn of these gps should be d1aid down in
Div Standing Oxders but grouping mu%f be kept
. flexible and allow for any form of tot.

(ec) A possible grouping of a div HQ, using only the
tpt on the WE of an ind div HO, 1s shown at Appx

Ihis ds given as a sguilde for students durine the
> and _as a basils for discussion on the model

b)

33+ The div staff will plan moves on instrs received from
the G T. The G I will drcide whether G or AQ staff
is to issue mow orders. Arders for recee of sitie(8)
will be issued. The staff will issue 2 warnine order
whenever possible NOT less than 2 hrs before a meve
g -Eb stark G

Qrders for movi

34, The Po“lo*inﬁ instrs mist be glven before a move can
be startsd: They.may be issted in the form of a mov

tﬁhlw as will bo-tsueht i, the Mov Seriecs -




oY)
Gl

3l

(a) That typse of mov,

(b) SPy dis P and responsibility for the move.,

(¢) Route, miZh, vtm and, if necessary, halts and 1ts.
(d) Time recce party will. leave - SP, RV in new arca.

(e)’ Time by which all vehs will be loaded and raturned
Yo car Dk,

(£) “Timings for heads of egps to pass SP. HTA in new area,

(g) - Any deviations from div standine orders with special
ref to composn of gps. ‘

(h)  adh instts incl mealsy rations, ree ete.

Layout parties.

The duties of layout partiss may be summarised ns followss
They will be furthsr. discusssd on the model together with
the procedure on arrival at the new site.

(a) Offr 1IC and sig rep recee new slte with a view to its
sultability as to size, ease of comns and def.

(b) Offr IC allots ar<as to various components of HO, ie
offices, car pks etec. (See Appx D).

(c) Reps of- components carry out detalled recee of own arcasy
site and flag offices, veh pks, messes and ‘def posns.
Tater they meet components. =nd guide tham into new
areas, '

(d) Rep def coy carries eut .recce for def of the ares,
(e) Rep pro unit, in consultation with offr I¢, marks tfc
circuits, posts pro personnel, and signposts . route to

and in new site.

(f) Layout party with sigs open comns and sasnd msg to main
HQ giving map ref of riew site and best rotita to it.

(g) Offr IC (with draughtsman if taken) prepares sketch of
layout. :

(h) A layout party will bs made up to fulfil the above
functionss Tts composn is shown in Appx %. This

might well be incrzased to inel extra personnel =s suides

and, 1f div HQ 1s moving into an area where protection
can NOT .be providsd by othsr tps of the div (bdes atec),
a protectiyvo det will be essentiasl.,

Rear_partlies.

A small rear party may be left iat. the old sites The party
will be IC of an offr who Wwill be responsible for clesing
down comns and finolilyv inspecting the ares to sas that NO
SECRET documents, msgs e are left lying about.

A DR:may be laft at the old site for one hr after the site
has been abandoned to direct late arrivals, other DRs etc
to the new site.

S8tanding Orders,

(a) These will be based on Ngtanding Orders for Divisionpl
Headquarters". published by the War 0ffice .in Jan 40,

(b) They must incl ord:rs for sitine and layout of div HO
def measures, comrosn of gps for mov etc.
AJHC ,
Jun 45,




SD/10/il,

. CONFLDENTT Ali;
Composn of HO Ind div incl other His and units normally Appx A.
in the div Heewsres ; '
PERSONN EL. TPT. WEAPOITS.
- ' ]
® 4-_2 = —
- fo) -ﬂ
= | S | [ BlaE
Uﬂit. - 5 Q LD :.: A 24 __1_14 i "
:" &3] Lo rg ’?—? c{?o i 0 0 }co\’ftj @ - o o pEiat s
Y o B bRt 1 A i 2 B vl Bl 10 = 08 R B R B SRR s
@ £ mloal: B ot elalDt il B9 0 2 ES - s =
) : ; | i &) a3 . -+ r= mf oo
4188185 B 5 [S1B1E 88 B g58a 51 (2198
© 88 bg = ﬁ Sl =] e S m 3 ESEQ ;':-: E ‘,:7 ,;;6
1. | Ind Div HQ inel Div I/1-4/3 35| 191124144 P22 1419 71 1| =18 1=-117 [|15187 |~ |74
HQ Tpt SBec. : E
2. | HQ Ind Div Arty T/ 2-1/2 gk gl 45 a7 7=l < 1! =letEelaa Y e i3
3. om L N Enepg 1/3/7 6 ~hB2 Y 2130 b=]-81 .81 ~] w2 | 7 SN P ot 1] 18
4, " BRI SO 1/4/8 6 A 46 1710 4 62 I8 31 2] ==l = N4 .16 | 16 {130
Seif " CIEME 1/4-0/3 5 3120t 64331312 2l ~il=pil=i 8 t&trr 1=~ | 7
6. | Ind F8 Sec 111/98/2 1 6l O F w1160 51 g dberd L Leds Bod g d i b g5
7« 4-Ind Div Sigs, less 1/26/8 19 | 104 1325 | 61 B09 A3 B3 |90 | ~ [~4411 1 2 1100 |46 p73 18 17 | (a) 81 trailers
arty regt and ind (2) jeepy, 9 trailers
inf bde secs and : | mise
recce bn sig det T ook
8. | Div HQ Bn less three | 1/29-0/4 13 -1462) 87 122 - |12{12} -1 ~{ - |~ {.12 | 5 {384 2 |64 | (b) Poolsd;for
rifle coys (c) (b)I(D (b) | allotment to coy s
. \ as regulred.
O Div Recce Bn less || 1/29-C/4 13 -1462) 87 1632 { -~ {12112; -y - | - (= 12 | 5 387 12171
three coys plus sig! and (DI (D (b) (e) Also has
det (d) ol 1/26/8 ' 29 unit mules,
10, [\Dlv MG Bd less tnreel 1/29-4/4 9 -|231| 23 263 | ~ 18|18 | = | = - |~ |-18 |84& 183 |~ | 23 .
coys (e) / (d) Also has
11. | Ind Div Pro Coy 1/48/3 2411371 3813184 nN21s5185 | ] ~F~iF<ihgb 462 ~ |- 1 9 | 84 umt mulaes,
(scale B tpt) less s
dets with bdes. (e) 12 MMGs.
12. 1 Ind Mob Vet Sec (mech)| I/37/4 1] ~1 411 3145 1=]l«| | sliada)«1 5 | 2140 |- | =
138. | Ind Fd Hyg Sec less 1/40« /1 1 LE 38 1200 ~ kil 3 e NI 2t bR R Yl L B T ] ey
dets 10 cwt.
14, | Div Postal Unit I11/68-B/1] 1 R e e R RS e e B R
(£) : :
!
TOT. L 12C 1 1821 1831} 303} 3436 5;]19;; 184 1.4 5 [31 2/j222) 198 1315186 | 5iE :
1 : 3 1 Ay




SD/ 10/ M« CONFIDENTT AL,
Appx. By ©
QRG OF OFFRS AT IND DIV HQ AND HOs OF SUPFORTING ARUS & SHERVICES.
GOC
ADC
Thre Ee LO0s
GS0 I
|
g g f - § g -
G30 II (ops) GS0 II (int) HQ RA HO RE Div _Sigs
§ ] CRA : CRE CR Sigs
{ { § i g TwoJLOs | i
G80 III (ops) . GSO IIT (ops) ¢ IITI (int) IO FS Sec § Maj (Fd Engr) 2 I
(trained in 1 § g g 4 | {0
CW and Cam) BM 8C 1I0 Ldit  Ba RENint) Adjt *'Capt IG Security
' Bngrs Sac
(2)
AD
. L |
| g § 4 § { d g § i ] { g | f g {
DAAG DAGQMG APM BEst  Camp 0c HQ led Vet = Remounts Ord HQ CIEME Two Div Fd S Capt
. Ao Offr Camd Div CRI ASC ATMS DADVS DADR ADOS CIEME Chaplains Post- Cash- (Tel- ( Ban)
\\\/ HQ) Tpt CRLASC g § § i al ier  fare)
3C Sec at i DA?MS Three EVOs 8C ord %_
{ .
§ Subaltern ¥ ] i { 8
I TAMC 21C adjt HIE Neb=a
| f (wrls) IANC
| .. ®5up O Adjt Amn Attt offr 4tt offr
(also 2I0) Offr R LAIC
| Notes~ When HQ is split, offrs shown above the dotted line will be at

| main HQ plus 4¢ with 8C snd. one clerk, ADMS, CRIASC or rep and
possibly the APM, DAiDVS, CLEME and the est offr, see also .pDx H.




GS0 2

SD/10/M. RESTRICTED.

Appx C.
Sugeested distribution of duties st div HO for the large
Branches.

411 matters of policy =nd coord of work of whole div
St'_‘._ffo

Co~op of arms and RAF,

Supervision of int,

Intercomn,

Pollcy for trg.

Def of HO,
(ops).

o)

N

0.3

Understudy GSO I, .

Control, orz and trg ef "G" office.

Orders, dictation, drafting snd checkine under
direction of GSO 1

Control of LOs,

Arrangements with sigsy Q and camp comd for moves of
div HQ,

Offrs duty roster, main HQ,

MoVes by rd, assisted by DAGMG for mov tables.
Allotment of Vacancies for courses of instr.

!

Understudy: G80 2 (ops) .

Situation maps.

Locatidon statements,

"Gwmar Diary,

Devailed orders for move of "O" gp,

G50 3(eps)s (21se8 trained in CW and Cam),

Understudy GSO 2 (ops).

Advice on CW and smokes,

AG trg, )

CW int in conjunc with int staff.

Coord of def of main HQ with 0C div HQ bn, and RAD,
Supervision of individual trg of personnsl of div HO

@ GSO 2 (int) .

GSO 3.

Coord of all int work in div area.

Div int summarles and apprrecistions of enemy intentions.
Infm para for 00s.

“nemy situatlon maps.

Dilv Comd's battle map,

Security and censorship,

Ordering, distribution and interpretation of air phs.
Maint of diary showing identifications, enemy order of
battle and any other items (less enemy arty infm - done
by 10RA), . :
Arrangements for preliminary examination of PW,

Linison with IORA, RAF int staff and other int ores -
ie BIC and V Force in BURMA,

Cireulatlon of int,

- 8itreps (in conjunc with G0 2(ops)).

Code names, Map ref codes _
Distribution of Interpretérs.,
Lialson with CAS.

(int) and ID.

GS0 3 (int) will understudy GSQ o(int).
Duties as sub~-allotted by GSO 2 (int).
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ADC
Perasonal comfort of GOC,
Assist in upkeep of diy comd's map.
On return from visits to tps with div .comd, will ensure
sigs know latest location of tps visited.
Move end def arrangements of tae HQ.
May act as camp comd for main HQ when div HQ is split.
Mess: secretary for comd!'s mess, *
AL and QMG.
CO 'of personnel forming div HQ.
Gen supervision.«of adm snd coord ¢f the services.
Adm policy para in 00s.
Adm forecastsyplans and orderss
Bnsuring with heads of services that adm S0s, units =nd
services are treoined for'thelr duties in war.
Div ROs (with DAAG),
DAAG.,

IImderstudy AQ.
Disclipline and courbts martial.
Honours =nd aswards.
Courts of enquiry.
Imenities. '
. Leave and repgtriation
Cas returns.
Cas (W"th —)”q) =
Burisls (ujfh eravas service).
Ceremonial.
Gds and escorts (with G).
Pay and allowances (with. fd cashier).
PW (with G snd Pro).
Pro-and TC (with ¢ and APM), o
Rfbe=and TOR. '
War Diary (adm).

DAOMG .

oy

Understudy 4LQ.
Adm orders and instrs.

Acen,
Moves, other than tectical.
sups, and POL (with ST).
. Amn 6 rith ord =nd ST). =

Bngr stores (with CRE snd GSO 2(ops)y.

Postal services.

Clearing the battle f£4 (vehs and material ).
Baths and laundriss,

Canteens.

Water (with CR?";, ST snd ADMS), . A

80 A ond Q.

Understudies DAAG and DAOMG,
Carnies out nrv dnf1p¢ sub-allotted by D1“J or DAOMG,

C'ﬂ'ﬂ;) g:omg.

Internal security div HQ.

supervision of BOR and. IOR messes,

Supervision of sanitary arrangements,

Custody and issua of 211 oM stores.,

When div HOQ is split, will coord def of rear. HO with coy
comd div HQ bn, )

Est Offr.

l‘

Responsible for smooth workine of div HO officas.
Ge supervision of =211 clerks.

ﬂccount” =nd personsl documents of all personneal .,
Tssue of rontine ond office orders (with DAIG) .
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SD/10O/M CONFIDENT TATL.,

Qrg for mov of an ind div HO. . Lppx B,

Explanatory Notesg.

This is a guide for students during the course and as a
basis for discussion on the model only.

Types of tpt.

A div HQ must be prepared to move using ANY form of tpt,
e MTy AT, water tpt or coelles - or any combination of
these. Whatever tpt is used, gps will remain basically
the same.

MT .

(a) There is NOT sufficient MT to move div HQ in one
1ift. The principlé should be to make Gps Aly
A2 =nd the essential parts of A3 mob. The remainder
of the HO must be ferried fwd using all available
tpt. '

(b)  ALL tpt VUST be considered as a pool. This
particularly applies to the tpt of the div HO bn.
Normally sigs tpt and the tpt of HOs of the sp
arms and services should NOT be taken for ether
purposes, but even this may be necessary.

(¢) 8D/4/N gives the additional tpt required %o make -
div HO, HQ Ind div arty etec fully mob.

AT.

The only ‘AT on the WE of 'a d4lv HD are the unit and att
mules of the div HQ bny . These are NOT showh as, in

country which makes the use of full scale MT possible, they
would almost certginly be with one of the div AT coys.

Persennel.

(a) CRIASC and CIZME, each with a small staff, ‘are shown
with main HQ (Aai. They mays in practicey be at
rear H) (B2) and will often mo¥e from ons to the
other.

(b) DiwSigs. *

Figures do: NOT inecl personnel with A tk reet sig det,
f4 coy and fd pk coy wrls sets and div rscce bn
sie det.

Figures incl cipher personnel with all gps exel tac
HOy which will be allotted them-if required,

There will often be a fable det from corps sigss -
(c) Div HO bn,

Zscort for tac HQ (A2) will vary according to the
ground threat and the tpt available.

Bn wrls sets have NOT .been used as the - allotment
within the bn will vary,

(d) Pro unit.

An allotment t® gps has been made, but pro so
allotted will NOT always remain with those gp5.

In practice they will start the move with thesge
gps but may - be ussd anywhere zn route for TC etc.
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dig-Fov mo% o f Tn$ div g?. '\

This 13 A guide anly for students durine the
and as.a basis for discussion on the

moda¥;

Comd

cwt

water

Composn

Total
MCs
-

parsonnel

Sta Wagons
1ls Sets.

o
PTraalers.
Tacke- 5

Tor@ies -3 -torn
Lorries

W

Ca)

(b)

i)

r_“\.
g
—]
e
e
—
e
]
o
et
=
| 4
ha

(d) (A ()1 (Al (o)

Al.

Main H 'F;'
Layout Gp

(ops)

HO) Div Engrs.

'S _Sec.

Div HO.

G 3 (eops) o 98 SRR ol O (1A S e SRR GO SRR R
Batman
Subgltern IAMC
G elerk ,
Draught sman .1
Water and s
sanitary du*wcs"¢f' ' b
Sep .

Sweeper ' ]
VCO div tpt sec
One dve,

HQ Div Artv.

Sigs offr 3 - i} 1k =1 = = o I
Batman .
Dvr,

10 2 SN T U - RN (R S (1)
Batman
Dvr

Div g8igs,

Wrls s« 52
Bdes RT . i
Bdes WI,
Rear Dilv.
Corps

Adv party to
start new
Slg Office,

Do

15| 15 -] = - i 4

Div HO Bn,

Coy comd . ‘38 - H i P e o A
Batman
One pl
three dvrs.
Pro. [Inihy

210, 19"6RY. IOl et (B IR ool (S U 50 1

VCO, 3 ORs. g dser . W ek, e R ST S

thv]

TOTAL Al. 139 16 5 e Lwile - bathl bar




ADC

Div HO,
Comd, ADC
62, one L
- G3 (int)

¥
Oy

Five batrnen
Hav dvr
Three dvrs
G elerk

HO. Div Arty,
CRA, 10,
Sigmn-,

3 dvrs/DRs,

HO_Dlv Engrs.
CRE
Clerky sigmn
Dvr.

Div Slgs,
Wrig =~ GOC

Div HQ Bny
Bscort
dvrs.

TOTAL A2

L O

-
0o
1
s’
s
I
1

SE
W
1.9
0
o
i8]
¥

AD,
Main

T
Il '4!' a

Di“f Hq *

Gly, G2 (int)

e 108y 104 AQq

LDMS, APM

Est offr

11 batmen

4 ordsrlies

4 G clerks

2 draughtsmen

2. survey

personnel

Mess slt

& offrs messg

servants

4 slJts mess

servants

COMH

Hav tpt sec

15 tpt sec

2 fltters MV

IENE

Camp c¢lefk

3 cooks IT

3 water-
carriers

Washerman

Sweeper

HO Div strty,
Complefe less
A1 and A2

HO Div %ners.
Complate lesms
Al angd AR,

Div gigs.
Body of Main
HQ dnel
wrls, sig
6fflce, messes
t Ce

24 =

[
i
1
|

179 3 27 af -

\%)

~aps and Srailers from div Hg

4 &
(with

3 onhe
ten
trailers)

bn ,




(a) (bl = (e) [la) Flejt (£] {i(e) 1TR) T2 FL3)

20 _CRIASC.
CRILASC, adjt,
Two batmen
Two I0Rs.

T dvrs.

o
i
0o
i)
i
1
1

HO _CLEVE,
CIENE, adjt, 8 -
Two batmen
Two I0Rs
Two dvrs

0d
4%}
i
i
I

Fro Unit-
Voo 19 S} B 5 S -
12 0R5 5 i

6 N

1 o
AN e

Coy less Al andj 98¢ ~| - < b s F r
escort to AZ, : '

Vitie 5 Awora i

plus o dvrs. [

TOTAL A3 4501 1

=
Ch
|-L
n
—
1
A
i....L
£

[

A4 : - _
ain 1§ )| T G5 (ops) Bl PR N B Yol Y
Rear Gp Satman

f_“-.Q

O A
wm

o

]—’

=l

i

Y

sweener.
S |
D1y _Sigs. i
Wrls on hde LT T 8 8 - - -
L |
gD, . I !
big office !
rear narivy to =

close down ' |
0ld offfice. | .

Pro Unit. ‘ :
Two ORs 2

j.._h
S s

]

1

!

TOTAL, A4 Roy W\, TSR Ry (R I h

Bl DAAG | Div ,
Resr. Hd Qgﬂg¢ clerk, 4 f = |
Layout Batmen :

|
NI ! !
HO ORTASC. i |
_f‘\__ } =
Cnie OR 1 1 - = = - o

B

Wls to main 2] 2 =

Geiars .

LAdv party to
af

o

start new
office.

&
£




l—]
0
—

(b)

(£) ] (2]

(i)

(i)

(k)

One of 2 - - - - - = -
Batman
Tro Unit,
20 ORs 20 2 6 6 - - - -
|
TOTAL Bi1 50 6 LA S ) - - - -
B2, Comd |Div g, | | ol
Rear HQ Div DAQMG, SC, 139 2 2 - - - 3 ' %)
4, ‘-'C. BTl ap “._\"_ f ]

DADMS

DADVS, DATR,

mcr., 8¢ (ord)
G}'él)ld__ﬁc,

_d, C;M-Iqu"

Capt (GJQ_

Comd div HQ

tpt sec
S Q clerks
2 clerks

6 clerks
(storesJ
seps IA0C

R

2 clerks IAVE
2 clerks ARD
Pro clerk
Camp olerk
';::L'IS arl
Storeman
CT-E'-
Hav tpt sec
17 tpt sec
Pay Nk
2 Water and
Sanitary
seps :
Electriciasn
MV IENE
._lfttr MV IEIER
uydLng orderly

IANMC

6 offrs mess
Servants

4 3;t3 mess
o J 1 L‘ -f-o

)

2 bootmakers
L_1'| lor
3 Cooks IT

3 Water
carriers

Sweener
TS et il
g8Nerman

3arber

S




—_— L] T T—\‘ - ¢ T pa - = - - f =i dn s
() (D) (c) o N S W 0 0 [ I T [ i 62 il W ) [
HQ CRIASC.
Complete- less 53 17 1 - - - SR (S -
A3 and 31
EO _CIENE.
Complete less 24 2 = - = = 1 3 -
A3 and Bl
Sody of Rear 146 1 14 14 - | L 1 2
HQ inel wrls, L with
1F office, 1 one
ton
trallers)
Div H0 3Sn, '
n less Tour 974 - 5 6 - - = - -
rifle coys,
nine dvrs
.'j_ _'_.‘1
£ro Uridt,
One VCO 20 2 5 E - - - - -
12 ORs.
= I OR
f - A -
® ES Sec.
2 ORs, 2 - 1 - - - - - -
C'-b -..fl_j_z SGQD
Comnlete 45 - - - - 1 4 - -
Div Postzl Unit,
Complete 44 = 1 4 - i b (A ) - iy
= (10 cyrt)
TOTAL B2 823 24 30 26 - i Ly 2
B3 SC Dk HO.
Rear HQ | Wel- SC (Welfare) 3 - - - - - s - -
rear gp | fare Dvr/batman
Sweeper
Div_Siggs
@ Wrls to 25 1 : B " sl e
nain div,
Rear party to
close down
slg office.
Pro Unit.
Comd 3 1 1 1 - - = - o
> ORs
Ir's _Sec.
3 0Rs 3 - 1 - & = - < i
) ——— — __.._‘ ——
- {
TCT;._JJ J.. 3 '?}4 ) ]_{-' 9 - e s _— ; 1
S = e st = e Tt s




P & .
Totals by C-}Ds .

G (@) fCe) t(£) I(e) f(h) 1(3) 1(3) I(k) (1)
AL 139 o B TS NE SR o w | 4 ;
A2 A% 4 9 9 1 - - - 3 ]
A3 450 {10t 51 | 51 - 39 10 i 10 f
A4 43 21 110 9 - - - 1
B1 50 S T B ) - - - - 1
B2 gos | 24| .30 | 26 > 4 A 1 )
’ B3 34 91540 9 - - - - 1
Grand Total |1582 | 54 |149 |142 1 3.1 99 g 90
S T
R % ] R i 1539
. ok % 4 = A ;
e
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Aissue to,. DS @ Students SD/LIAL. CONFIDENTT AL,
22 Jun | 12th staff Colrse,
STARF, COLLEGT, QUETTA,
1945,
SLAFF__ DUTTIES.
COMYOSN, LAYOUT AND ORG FOR MOV OF AN IND INF BDE JE;
INSTRS
Refs.

1, (a) Much of the contents of SD/10/M are equally
applieable to an ind inf bde HQ, and are NOT
repeated here, :
This preels will be read in conjunc ° with

8D/ 10/My

(b) The WE concerned is Ind WE 1/6/8, This is-
a¥ailable in the Main library,

. 2 This subject is dealt with on the model, on 6 Jul 45,

OBJECT

3. To study the composn, layout and org for mo¥ of an
ind inf bde HQ.

ORG OF BDE Hp
4+ =~ The staff of bde HQ can be divided into two parts:-
(a) The comd, BM and DAA and MG, together with
miscellaneous offrs who are borne on the est

of a bde HQ, -

(b) BSTO, IAOC (stores) and IEME reps who are att
to the bde HQ staff,

Composn.,

) 5, (a) The composn of bde HQ, eoy div HQ bn, bde sig sec,

ind sec div pro coy and LAD is shown at Appx 'Al.

(b) The org of offrs, incl att offrs, at bde HQ is
as follows:~

Bd? Comd
] f
e g o
I 1 i i O
Bde TO Bde sig offr Three LOs, BOO (as Head!
' ' adjt and clerkl!
Bde int sec, = Bde sig sec, QM) { =
: e
-
i i T ] i T T
Bde TO, Edn offr, BSTO IADC I EME LAD _EVO
: (stores (Capt)  Type I. (normally
branch) . att from
BOWO, daiv) .

(e) A suegested distribution of duties of offrs at
bde HQ is shown in Appx 'B!,

R B T e e e R R A e o e et b e e e e e e s el o o S A=
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e,

Splitting of bde HQ.

(a)

(b)

(e)

(d)

Bde HQ and bde sigs are much smaller than div HQ and

div sigs, Therefore it 1s even more important for a

bde HQ to remain conc. Bde HQR should NEVER be split

unless it is vitally necessary and,if split MUST come
together again at the earliest possible moment.

Rear HQ,

Rear HQ (Bl), if formed, can NOT exist alone, It

must either be with the adm area (B2) or in the same
area as some other tps who can protect it,

Adm area,

The bde adm area will usually be with bde HQ, If

this is NOT possible, it may well be in the div adm
area, -In praetice, such tpt (either MT or AT) as is
NOT wanted for control or sup éf the battle, and any
unwanted personnel, are usually left with rear div HQ,
which accepts responsibility for their adm¢ while the
whole of. the remainder of bde HQ remains conc in one
area.

An unorthodox addition to the unwanted personnel
referred to in sub para (c¢) above is the chief eclerk
with one hav clerk, who may be left at rear div HQ
to deal with various purely routine matters, thus
relleving the BY and, particularly, the DAA and QG
of much paper work, This has been found to work
extremely well in practice,

LAYOUT OF BDE HQ

Me thods.

I See SD/10/M para 17, NO two bde HQs aver do this exactly

alike, but the same prineiples apply., A possible layout
is given at Appx 'Ct,

Reguirements.

Areas are required as under:-

(a)

(D)

ke)

Office area.

This will inel G, I and Q and Sigs offices and possibly
tel of ASSUy *f allotted, It must be centrally situated
within its own inner perimeter for def, manned for close
protection probably by bde int sec, office orderlies;
¢lerks anfl some sigs personnel,

Sigs area.

Adjacent to, and outside, sigs office,

Living areas.

This inels mess, cookhcuse and rest areas for offrs,
BORs and IO0Rs, Bde HQ usually has only one offrs
mess3lf rear HQ 48 formed, any offrs with rear HQ
arrange to mess with some other unit (see para 4(b)
aboVe) .




9.

10

Xls

12,

MOVES

13,

8

(d) T:}.t ArEds.

Areas may be required for both MT and AP, There
are few vehs on the WE of bde HQ but there may be
up to 80 animals or more to be accommodated,
Where possible these should be put in an area
where there is unevenness of the ground to provide
defilade from JAP snipers and shelling, Men ecan
take cover in slit trenches « animals can NOT.

(e)- LAD area.

LAD may be with bde HQ or may be in adm area, if
formed, If it is with bde Hy it should be
adjacent to MT arca. '

(f) Areas for att tps.

Ind fd coy, coy ind fd amb, ind comp pl etc may
be att and will require areas,

(g) Car vk =nd visitors' car nk;

As for a div Hn (8D/10/M para 22),

DEF OF BDE H(

See SD/10/i1 paras 27, 29 and para 8 (a) above,

Def resources.

(a)- One rifle coy, of the div HO bn may be allotted
for the def of bde H7, but it will often NOT be
possible for div to allot more than ‘one coy less
one pl, or even only one pl, Max use must be
made of att tps (inel fd coy ete) in the bde HQ
area and all personnel in Appx !'A', who are NOT
teken up with essential comd and comns, Full
use must be made of -offrs to comd small gps on
the alarm, .

(b) Owing to the invarisble shortage of tps for def,
bde HQ should be sited within a bn area whenever
possible, '

Alarms.

Alarms must be practised. Every man must have an alarm
post, Perimeter defs and alarm posts should be manned
during morning and evening "stand-to" periods ie from
4 hr before first 1t till first 1tyand & hr before last
1t 111 last 1%,

Responsibility for def,

The BM is responsible for, and must supervise, all def
measures. He will nearly always, however, make the . ..
coy/pl aomd@ div HO bn responsible to him; .the latter
will work in close touch with the B00, If a rear HO

1s formed the Bde TO will probably be made regponsible
for defn

OF BDE H(

Ipt.

(a) AnInd inf bde H7 is MOT veally mech at all, and
moves have to be carried out by march route if
additional vehs are NOT available from &iv 2nd
line tpE.
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(b) MT and AT is seldom used together to move a bde HQ.
If the country permits full use of MT, then all
available tpt will be used to. ferry fwd essential
rpersonnel and all eqpt and stores, the remaining
persomel moving by march route, If bad rd and
tr comns preclude the use of MT, then bde HO)
will move on an all rack basis, additional mules
for the carriage of stores being allotted from
“a \ the div AT coys,

‘(e) The 10 horses shown on the WE of bde HQ are a pool
and some may be allotted to bns of the bde, The
¥ value of“horses in the standard -div is doubtful
and, when full WE of MT can be used,it is usual 4
for both horses and mules of bde Hn and bde sig
sec to be left with one of the div AT coys.

Grouping for moves.
14, (a) See SD/10/M para 82,
(b) A possible grouping of a bde HQ is shown at Appx 'D'.

@ This is given as a guide for students during the
course and as a basis for discussion on the model
only.,

cce of bde te.

15, (a) BM in consultation with comd,or on receipt of
orders from tac HQy will infm the BOO and sigs
of approx area in which bde HNR 1s to be sited,

(D) ; -SAn 'L0- will usually bé& responsible for layout of
bde HQ. The BOO will "o required; to org,th@-move
of main HQ. All 'offrs of “bds HQ must be. capable.
of reconnoitring a site and selecting areasy
bearing in mind factors of comns, control, def,
cover ete,

(¢) The LO with guides, a rep of the coy/pl div HQ
bn, and reps of suprorting arms if any, and a sigs
% will recce and layout the new site, If bde
B ech 1s to be separated from bde Hf, the Bde TO
will normally recce its area and, % unit B echs
are to be brigaded, will select an area capable
of actommodating the brigaded tpt.

Standing Orders for bde HQ,

16, (a) These will be, based on "Infantry Brigade Standing
ar Orders" published by the War Office in Dec 39,

e b

() ﬁﬁ}? Thay muaﬁdincl Standing Orders for siting and
0 layout ofybdézHQ, def meaéurus, chnosn of gps
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SD/11/3. RESTIRICTED,
Appx B.

Distribution of duties to offrs and ORs in bde HQO.

Brige.

s

(a)

(b)

' (e)

PN
(e)

(£)
(g)
(h)
(1)

DAA: and MG,
(a)
(D)
(e)
e
Bde I0.
(a)

(b)

(e)
(d)
(&)

()
(g)

(1)

(1)

Responsible for all decisions on ops and
guestions of policy. Must NOT be unneccssarily
worried by routine matters, Must, however,

be kept in the picture,

Respongible for and coords working of ‘whole
HQ. Right hand man, adviser asnd friend of comd,

Durlng ops comd and BM should never be away
frem HQ at the .same time,

r

Writes D0s less infm (bde I0) and adm
(DAA and (MGYyparas.

Responsible for def of bde HQ.

Respongible for ftrg and allotment of
Vacancies on coul'ses.

Supervises work of bde I0.
Handles all confidential reports of offrs,
Must visit unitsa.

He is CO of bde HQ and is responsible for
diseipline.

Respondible for all 'Al and 'Q' matters,
Handles recommendations for honours and awards,
Writes adm para in 00 or adm orders,

Responsible for routine duties and ROs..

Understudles B and must be capable of taking
over his duties when necessary.

Responsible for all inty and filing msgs
during ops., Lialises with div and bn int
staffs,

Writes daily int summary and infm para of 00s.
Disposal and records of PW,

Maint and distribution of mapsy air phs and
codes ¢

Gas duties offr, and bde HQ security offr,
Usually accompanies comd on recces: etc, and
must convey decisions agnd orders given to BM
at earliest opportunity,

IC bde int see and superviges bn int secs
iricl tre. '

Drafts dailyv war diary (though B is responsible),

=L



(3

Bde Sig Offr.
(a)

(b)

(c)
(d)
(e)

(£)
L0s.

BSTO.
(a)

(b)

(e)

S5

Passes 'sitreps! to div HO as ordered or
when necessary.

Comds bde sig sec and regponsible for comns
within bde ctec, Assists bn sig offrs,

Should ensurec correct RT procedure and sig
security matters within the bde.

T8 offr of bde staffs

Requires early infm of moves and plans,
Responsible for efficient working of cipher
sub sec,

Advisges comd on all tpt matters and will
normally be IC bde 'B!' echy inel protection,

Assists. DAA and (MG whom he may understudy,

-

Is adjt and (M of bde HOQ area.

Responsible to Bl for disecipline and adm
of all ranks ol or att to bde HY less gig
de¢y def coy and LAD,

Writes ROs « usually only Pt I1 for 2nd ech,
Normally IC bde mess.

Under Bif responsible for PAD and def of bde
HQe. In EASTERN theatres and versus the JAP
this is most important and coord of all ‘def
measures is essential, On many occasions
extra) tps ore required for protection of
bde HQ when disposns of bns etc de NOT
effectively provide this protection,

Maintains offrs duty roster under instrs of BM,

See Appx I "Inf Bde Standing Orders'", Pamphl@®t
issued by War O0ffice in 1939,

In addition to normal liaison duties, are
avallable as duty effrs at bde HQ and for
taking over specific duties as detailed by

Bl (eg cam offr, amenities offr ete)., Must.
be trained to understudy other offrs of bde

HQ (eg bde TO, bde I0).

Adviser to comd-on all RIASC matters,
particularly sup.

Right hand man of DAL and (MG, and will often
understudy him (unless bde TO is selected
for this).

Assists in recce and selection of various
commodity pts (eg sup.P, AP etc) in conjunc
with 'Q! at div HQe




Chaplaine
(a)

(b)

E

BOWO «

Edn offr,

-

Tnel in bde HQ if Brit bn is in bde, but
lives with the Brit bn,

Tn addition to normal religlous and burial
duties may assist with welfare and amenities.,

The tech adviser to comd on all MT matters,
May understudy bde TO,

pdviser to comd on all vet matters and works
under DAA and (MGe |

Is rep of DADOS on bde HQ staff,

Responsible for the replacement of all eqpt,
weapons and MT spares for units in the bde,
florks in closest touch with DAA and QMG and

assists Mgy

Controls bde subwgec OFP (when allottedy
whiech will be rare),

Is responsible for edn within the bde and
advising unit edn offrs., 1Is available %o
assist the bde staff as required, generally
the DAA and GMG.







L SD/11/11
: A A : e 0P, Sl D L
Org for iiov of Ind inf bde H) incl bde sig sec, coy div Ho-bn, bde LAD,se e div nro CO;_;E_DM
Notes This is a guide only for students during the course and as a basis for disgcussion on the loflel.
TFT as per WE,
. S T AT
@&rial Resnonsible Composn of Gp,. Total
85 iy P [Paers., 76 = M ~ o ot
Cs |Jeeps|Trailers Tu Mules Horses|wris, Remapkak
on- f__ .
Ale LC Ede H; - LO, Batman, Dvr, 4 - 1 1 - - - - -~ ((a) Med rep will be
" A 2IC Def Coy. (a) inel when HQ is
,JAXOEM NOT moving into
PARTY, a bn area :
Bde Sig - Comd (b), Sjt, Cpy
Sec Dvr, DR, two ops, (b) ¥May be 2IC or-
Linemany "I ‘or' RT sec sjt only.
set to div, 3 ops, 16 - 4 4 - - - - 2
dvr, set netted to
. Comd gp, tworops,
dvr, one cipher op,
Coy div HQ bn - )
4 TORs, one dvr
(bde HD) 5 = 1 1: - | = & . -
Sec div prec coy - '
4 TO0Rsg, dvre, S 1 1 if - - = - -
TOT AL 30 = 7 ik - - - v 2
A2 . I0 Fde HQ <~ Comd, I0, Hav Dvr,
Batman for Comd, 4 - 1 E - = 4 = =
TAC HQ} & :
LO, Batman, Dvr, 3 = L 1 5 ; i il - = |(c) sigs comd, 2IC
Int Hav, 1 - - - - - - - - or sec sjt MaAY
_ i accompany Jbde
Fde Sig -~ Dvr, Three Op comd,
fee (e¢), IORs, 4 - L S - - - - |
. TOT AL 12 - 3 .3 - - - - 3l
]




’ ] TET '8 per - W,
scrial | Responsible o g -
o fir, dpapesn oR (G Total i AT
Fers. hics |Jecps{ Trailers| 3 Muless 1 popses| wels, TR
Ton
ners Unit | AtE
A3 BOO Bde HQ - B, Batman 4 - 3 1 - = 5 - =
b DAL and QG
MATN Dvr,
HQe 5 Hecad clerk, g I : 3 0, s % 5
BOOy One LQ,
Four Batmen. &) - s - & = - = =
CQMH, two sjt
clerks, 3 - - = =y = " 1 S
Int sec six,
Nk Offrs Mess, s Balts = - - = o = = &
x Ipt hav, Grooms
elighti, 9 <t = = ot = - = &
] Mot HMech, g4 - = = ! = (= . =
Water and
sanitary duties, 1 - e — = o — o =
Cook IT, i - = = e & pr - -
. Water carrier, i - - - - % = = T
SWeeCper . Al - e o - = Yo & A3
0ffrs Mess
; servantsy NCEs, h - - - - = - o -
i . . 6 — — -— — -— — —_ -
WO and Sjts ~
Mess servants
NCEsS. 3 - - - - - = - -
Iule 1drs att, 7 - - - g o 12 73 =
Def Coy = Less det with -
Al and/or A2, 1320 1= - ~ - 4 s - -
Iile Ydrs att. i - - - - A - e -
Sec 4iv pro coy =i}
less' det with Al} 15 - 13 4 4 .. - ol - -




Resnonsible ;

O

=
e
}_!

Composn oI GPs

b &
e

B BR

Bde Sig Sec.
Control Comd net, 3
ops, dvr, WI or RI to
divy 3 ops, dvr,
subaltern, BOR op,
C ipher op, dvr, DR,
Hav, 2 OpSe
DRy 1 op, cipher op,

rdbrlv.
DR, 3 ordcrlic s.
DR, 2 orderlics,
Hav clerks,
3 Linemen, T dvr.
3 Tinemen, 2 SAAT .
3 Linemeny 2 SLAT,

25

(]
bt
0

48]

is, Iily one epy dVTe
.uok, water cﬂrrzur.

sweeper,

TOT &l

Bde

'ﬁ

) BSTO

Dvr batman
Hav clerks RIASC -~
TACC.,

e




TR as —-;L;: o ST P e e D
Serial | Respcnsible Composn of Gp. Total MT LT Remarks,
pEir, Pers: {l1Cs |Jeeps | Trailers| 3 MMiles
i Fon- : Horses| Wrls.,
ners (Unit | Att
3
B2 Bde T0,{ Fde HQo.
T0, Bdn and EME offrs, 3 - - - i i ) dor 1
ADI Batmens 3 & - - & - 5 e -
AREL. | Dvr Batnane 1 = - . % 2 - e -
BOWO 1 & o = £ 5 - = ]
Hav Clerk, Dvr liech, 2 - - = - 4 = & %
Dvrs two, UT Naik, 3 - - - - - - o -
Grooms t‘ﬁo, storaemasn, 3 - - - ik = = ok i
sep THROC, 2 - = - - A s o =
Bootmaker, Tailor, 2 - = o = o T o -
Water carricry Swceper, SR ~ = L) o o el =
Barbery washerman, 2 - - - - - ~ = =
Cook BT ] - - o - - = £2 =
LTt RIASC Tule ldrs, 5 - - - 2 - 6 2 -
Bde Sig Seec,
. W det 3 opsy dvr, Jem,
6 NICEsy 6 RIALSC dvrs,
VC0's batman,
Bde LAD complete, 18 - 3 3 = 2 o < e
TOT AL s - 4 4 2 - 13 2 1
i 8171 s (Y, e B o 30 1 i 1 - - - % 2
’ L2 gp 12 - 3 3 s ~ = # I
A 3 gp 254 3 14 14 - 8 24 7 2
B 2 gp 73 - 4 4 2 - 18 2 i
. GRLND TOTALS, B3 5 28 28 2 8 42 10 6

—\—

PTO FOR _NOTES,




3a

4da

-

Notes to AppX De (SD/ll/M),

Layout party and tac HQ nommally form part of main HQ,
but have been grouped separately as a guide to their

composn should they be required,

Gp Bl will NOT exist alones If possible it will be with

main HQ, in which case NO rear HQ will exist., If & rear
HQ is formed Bl will usually be with B2,

When Tac HQ or Layout party are going fwd into a bn area
it ‘would be practicable for the BI to pre-arrange escort
for either with fwd bns, ;

M ternatively to ferry an escort fwd using all the
available jeeps.

Whichever 1s done will depend entirely on the situation

. at the time,

Allotment of T,

(a)

(b)

(a)

(b)

(e)

Bde HOQ,

Bde sig sece

Bde HOQ,

Bde Sig S_@_Q-

Jeeps,

3 TPonners.

Horsese

:‘it t mul GS -

Unit muless

Attt mules,

Aﬂitt mules.

Must be treated as a pool
and might be allntted as
shown., Occasions will
arise when Jeeps and
trailers will be used to
ferry essential personnel
fwd,

Will be with B2 gp and
will be used to ferry
B2 gp fwd.

The three dets with bns
are NOT incl, The composn
of one det will be 3 opsjy
3 SAAT, 3 mules,

5¢ JAllotment of AT« = Bul see para 18y sub paras (b).and-(c),

Seven at main HO for
allotment on an as
required basis, One
in Bl gp for BSTO.

Two at adm area for bde
TO and horseholder.

Twelve at main HQ for:-

Cisterns, water

Res amn.

Res tools,

Six at rear BN for:-
Office,

@1 Stores,

O0ffrs mess,
Cisterns, water,

Res tools.

=10 D

D = =t e

Four at main HQ for sigs
nffice, Nine with wrls
dets with bns.

Twelve at adm area for
charging ehgines% s tores,

cooking pots, water cte,
For -

Cisterns, water 1
Toolsy entrenching

3
Res amn 1
Cooking utensils 1
Mens! Kits. S
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STAFF DUTIES.

MILITARY WRIT ING.

Breparation for TD.

(a)

(B)

Bafs.

Before the TD on this subject on 6 Jul you must
study the att precis in vour own time and be
prepared both to answer questions and to ask
questions about any pts which are NOT ¢lear

to you.

You must also have a working knowledge of
abbreviations and the various rules for the use of
abbreviations, drafting orders, instrs, reports
and msgs  ( 3ee precils SD/15A1,)

In additlon to this precis, bring the following to the

TDlzu
(n)
(b)

(c)

Precis SD/16/1 .

FSPB(I) Part Ij Pamphlet No 3 (1943) and
Supplement Issued by Staff College or Pamphlet
No 3 (1944) if availsble.

AITM No 20,

-

PBS.
Jun 45,
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STAFF DUTIES

MILITARY WRITING.
" OBIJECT

1. The object of this paper is to cxplain the main requirements of  mil
writing. It also contains some simple rules which you must follow to

ensure that your writing meets these requirements.

2. The writing of orders, appreciaticns, reports and msgs. requires a

special technique which is considered in separate precis.

FORM

3. Mil writing may be in the-form of an essay (or paper), a: precis or a

- brief.

(a) An essay (or paper) is an original ‘composn and may corntain

your personal views.

(b) A precis is NOT original but is a summary of some docement
L ]

or documents.

(c) A brief is a summary of a sity
with infm likely to be required by him at a conference.

REQUIREMENT *

4.  Whatever form mil writing may take, it must be:—

ation, written to previde a superior

(a) Accurate. It must be free from exaggeration or false emphasis.

is written.

(b) Aprropriate, ‘ie, it must be suitib’e {or the person for whom it

(e) Clear. To be clear, a composn must:—

(i) contain only matter which is wholly relevant.

(i) contain a logical arrangement of ideas,

(iti) be brief.

5. The methods you must employ to ensure that your writing
these requirements are discussed in the remaining paras of this

meets
paper.




APPROACH

6.

ESSAY (OR PAPER)

You must approach the task of writing a mil composn, whatever its
form may be, in a methodical way.

" (a) Make quite sure that you are clear about the object of the .paper,

precis or brief which you are going to write.

(b) Think of the pérson or p=ople for whom you are writing. This

will affect the type of infm and the amount of detail which you
must incl. :

(c) Do all necessary preliminary reading, thinking, or discussing.
While you do this, jot down, in any order, all your thoughts on
the subject or, if writing a precis or brief make notes of the
main pts to be incl, with refs to the pages, paras, letters etc in
which you find them. The whole time, think of the object for
which you are writing, to ensure that your notes are relevant.

(d) Arrange these notes into gps, each gp containing notes which
deal with one main aspect of the subject. Give each gp a
suitable heading and arrange them in a logical order.

(e) Remind yourself once more of your object and go through your
notes, crossing out any which are NOT entirely relevant.

You will then be recady to start writing your first draft. Do NOT try
to do this until you have gone through the process described above.
From this pt. yoar method of dealing with the subject must depend
on whether you are writing a paper, a precis or a brief.

Layout.

You must make a paper as attractive to look at and as easy to read

as you can. The Jayout of a paper is, therefore, very important
The following are the main pts to remember: — , :

(a) Thetitle.

Set this out clearly-at the head of the paper. It should be a
very brief but comprehensive explanation of the subject of the
paper eg “Reorganization of the Infantry Division”,

(b) The opening para or introduction.

In this you must explain the scope and pirposz of tha piper.
Its object 1s NOT only to tell your readers what to expect but
also to ensure that you are quite clear in your mind about yoar
intention in writing the paper. Itis like the "Object” of an
appreciation. Glance back at it frequently while you are writing
the rest of the paper, to mike certain that you are NOI' digress-
ing. The two most vsual types of opening para are:—

(i) A statement of the abject of the paper; eg “The object of
this paper is to examine the differences in org between the
new inf divand the old, and to consider how these differences
will affect the tactical handling of the new div",

o




(c)

» (d)

3
Or: -
“OBJ_,EC'I_‘
1. To examine. ... .. etc, etc.”

(i) Agp‘exrlanation of the considerations that the subject entails,
eg “This reorg is designed to increase the mobility of the
div while maintaining its striking power.”™ In your
subsequent argument, you must show whether or NOT the

reorg does what is claimed cf it.

You may also wish-to explain how you are going to deal with
your subject, eg, “The paper is divided into two parts.
Part I ccntains... ... ... ate.”

The main text,

(i) If you have approached your task in a methodical way, as’
suggested in para 6 above, you will have arranged the pts
to .be incl in your paper into gps under suitable
headings, These headings now become the main headings
of your paper.

(i) Under each main heading, there will be one or more paras,
the number depending on the number of pts with which
you deal under that heading.

(iii) In addition to main headings, it is usuoal to give minor
headings, either to each para or to a gp of paras dealing with
pts which are closely related. |

tiv) If you think it will make your pts more clear, divide a
para into sub-paras and sub-sub-paras.

(v) The eflect of your- argument must be cumulative. Make
sure that yeu arrange paras and main  divs of your
paper so that the arguments which they contain lead
logically to your conclusicn. !

Appendices

In order NOT to overload and confuse the main text, put
details and statistics in apyces, but you must sum marice the
contents of such appces in the main text.

Coaclusion.

NO paper is complete without a summary or conclusion. This
must NOT introduce new matter but must be drawn logically
irom the arguments which you have put fwd in the main text
of the paper. A busy man shou.d be able to gather the gist of
your argament by reading merely yeur introduction and
conclusion. 1f the paper calls tor it, give a definite recom-
mendation.

Technical rules.

The heading, paragraphing and numbering of paras.in this paper
may be taken as normzl and you will use this. method while at
the Staff College. The pts to note ares—

(i) Write main headings, incl “OBJECT" or “INTRODUC.
TION" and Y*CONCLUSION” in capital letters and set
them slightly out to the LEFT of the rest of the text.




9.

10.

3

12.

13

14,

4

(i) Write minor headings in small letters but underline them.

(iif) Number paras consecutively throughout the yaper.

(iv) Set sub-paras slightly in towards the centre of the page and-
give them small letters. Set sub-sub-paras s‘lght]y in again
and numbe: them with small Roman numerals. _

(v} Leave spaces between paras and sub-paras.

(vi) You may uncerline in the text but do NOT overdo this.

PRECIS . | :

Requirement.

The object of a precis is to enable the reader to grasp the essence of
the subject matter of a document or documents without having
to read them in full. -

A precis must, therefore, be a precise summary of the essence of the
original and must NOT consist merely of extracts {rom it. It must
NOT contain any personal views or comments,

Layout. ' : ’

The I'zyout of a precis is exactly the same as that of a paper, as
descnbed in para 8 above, except that, in a precis, there is NO
“Introduction” Ccnc]usion”, unless these appear in the orizinal.

1f you wish to make any comments or recommendations, write these
in‘a separate memo to be att to the precis as a covering note. It is
often helpful to the recipient cf a precis if, in this covering memo,
you incl a very brief statement of the main pts which the precis
contains.

Method.

Approach the task of writing a precis in the way described in para 6
above, since this approach is common to all forms of mil witng.
This will bring you to a stage where, bearing in mind the obj:ct of
the precis and the person for whom you are writing it, you will have
noted the main pts which you consider must be incl and will
have arranged these into gps under suitable headings. i

There are a number of ways of carrying on from this pt but the
following is one goocd method: —

(a): Make a roagh precis of each part of the original which contains
one of the pts you have noted. Arrange these rough precis
under your headings so that they follcw, legically upon one
anoth-r, '

(b - Reud the criginal again to make certain that you have NOT
overlook d any relevant pts and add to the rough precis where

NECEISATY. ¢

(¢! Draft these rough precis into a clear, continuous narrative, You

may find it necessary to alrer the posn of some of them in order
to produce the clearest and most logical account.

{d) Go through this draft and shorten it where possible, reconciling
brevity with clarity and the inclusion of all pertinent matter.

26

iy
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BRIEF.

15,

Object.

The object of a brief is to provide a comd or senior SO with a clear
summary of a situation, or of the avantages and disadvantages cf
certain courses of action, from which he can spz:ak at a conference,
v.ithout himself having to read all the relevant dccumsznts.

Layout.

16. The layout of brief is the same as that of a paper, as described in
Para 8 above, but you must b~ as brief as possible. Do all you can
to help vour comd or senior SO by making the main pts stand cut
clearly.

17, Do NOT incl detail bur, in the margin, give refs to the documents ar
files that support the statements you make, so that your comd or
senior SO can examine these statements more fully, if he so wishes.
Alternatively, put detail in appces.

18. If you are writing a brief with the object of summarising the advan-
tages and disadvantages of certain courses of action, you will incl
cpinions, your own and those of other people. Do NOT forget
that you must finish by giving definite conclusions or recommend-
ations. P Y

COMPOSITION

19.  In all mil writing, obey the following rules cf cemposni—

(a) Sentences.

(1) Keep your sentences short; do NOT try to deal with more
than ‘one idea in each; be prepared to su'stitute a full stop
for “and” Do NOT, however, overdo this, or the result
will be jerky and irritating

(i) Do M OT qualify the main idea of a centence by a host of
deper.dent or relevant clauses.

(1ii) Make sure that the phrasing and constr of each sentence
is such that it runs smoothly toits end Never start to
write down a sentence until you can "hear”’ the end of it in
your mind. ;

(b} Paras.

() A properly constr para has unity. It must contain one
' idea or set o kindred ideas Each of the senterces in it
must play its part ig developing your argument on this one
particular aspect of the subject, and yon must arrange your -
sentences so that each one leads naturally and logically to
the next.

(ii) Short paras are clear and decisive but tend to break the
continuity of the paper. Long rambling paras tend. o
obscure the mamn ideas in them. You must, therefore,
. strike a balance between the two.




STYLE.

20. Style in writing is the individual method of expressing thoughts on

paper. Aim at expressing yourself simply, clearly and briefly.
Remember the main rules of composn given in para 19 above and, in
addition, remember the following ptsi—

| (a) Words.

(i) Use short, simple, English words; they are better than long
ones. “Offrs who wish to go and see ........." is better than
“Offrs desirous of proceeding to witness..... L

- ms Saw

(i) Avoid Latin tags, such as “pari passu” and “mutatis
mutandis”, and French phrases such as, “fait acccmpli’.
Do NOT use foreign words, except those for which there
are NO English equivalents, such as “camouflage” and
“chassis” which are now incorporated in the English language.

(iif) Common usage makes certain terms, soch as “black-out”,
permissible but you must avoid slang.

(iv) Be sparing in your use of adjectives and remember that, if
you use them constantly, you weaken the force of words
such as “very”, “great” and “intense”. Use such words as
“essential”, “vital” and “unique” in their true meanings only.

(b) Rhetorical questions.

Do NOT write “Does it NOT seem strange ...........”,but simply
“It seems strange.......... e

{c) Cliches.

Avoid hackneyed, stale phrases such as; “The best form of def
is offence”’; “Time spent in recce is seldom wasted'’; or “The
Army marches on its stomach”,

(d) Jargon.

“To write jargon is to be perpetually shuffling arcund in the fog
and cottcn wool of abstract terms '

(i) Use concrete words instead of vague, wcolly, abstract ones
and say exactly what you mean. Write: “To be, or NOT
to be? Thatis the question’’, and NOT: “To be. or the
contrary? Whether the former or the latter be preferable
would seem to admit of some difference of opinion”. That
is " Jargon and there is NO place for it in any good writing.

(i1) “Jargon is often ased to express a vague idea, or NO idea
at all, in a knowledgeable way; eg; “ I'he conc of all arms at
the right time and piace on ‘a narrow front can, when
practised with the mixed div, achieve results compatible with
the demands fequired of this type of fmn in the attack
battle.” [t scunds very impressive but it means almost
nothing. Avoid this form of writing; be definite and precise.



(e) Mood, voice, [ezson.

Read AITM 20 para 1 and, whenever you are writing, remember
the three simple rules which are given in that para:— '

(i) Use the imperativz mool.
(ii) Use the active voice.
(iii) Make your writing personal.

If you remember these rules and obey them, you will avoid
“Jargon” and your writing will be brief, direct and straight-fwd.

CONCLUSION

21. Mil writing, whether it be in the form of paper,a precis or a brief,
must be: —

(a:

Accurate.

(b) 'Appropriate.

(c) Clear.

(d)

Relevant.

(e) I:ogica].

(f)

Brief,

To ensure that your writing meets these requirements, you must:—

(b)

(c)

_(a) Approach your task in a methodical way. Be clear about your

object and think of the person for whom you are writing. Collect

your material and arrange it in a logical order. You will then be
ready to start writing.

Make your composn attractive and eisy to read by laying it out
clearly under suitable headings. Make sure that the eflect of
your argument is cumulative. When writing a paper or brief,

begin by stating its purpose and remember lo give conclusions or
recommendations

Obey certain simple rules of composn and express yourself simply,
clcarly and briefly. Note, particularly, the word briefly; “The
writer does best who gives.the reader the most knowledge and
takes trom him the least time’’,
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AFPRECI ATTONS, .

Syllabus,

1, The time officially allobted for the special study
of this subject is:-

Psi'tnailnon-a-'-oa-no-ogo.l hr

TD.‘*'&IGO‘.to&-.tc-&:-.-.-l‘;; hrs

TEottoiitlu.otnuobolo.t¢...3% hrs

OB and IBiasdoshtsasabkios ¢ hre (exercise in verbal appreciation
: and written orders).

TEssbboabbsrsdsnsnnnptbaspans = hrs

Conference on TEssestoesase S NS

" Prepargtion for ID.

|

ok Before the TDy you must study the att preecis carefully
and be prepared both to answer gquestlons and to ask
qiestions about any nts which are NOT clear to you,

References,

8, (a) F8PB (I) Part I, Pamphlet No 4, 1944, sec @ contains
“the most recent rulings on this subject, The
subject 1g also dealt with in NIP No 28y kart IT1,

c

Ch I &nd in Trg Regs, sec

Ul

(b) You need NOT now read any of these réfs, since
thelr malin contents inel in this papers You
must, however, remember them for use afiter you
leave the 3taff Collegesq

. Specimen sporeciplti gy

‘ 4y (a) In each syndicate library, there "are six copies
of a specimen appreciation, You are advised to
study one of these before the TD, particularly
if you are unfamilier with this subject,

(b) Syndicate ldrs will ensure that all six coples
are readily availsble for study during the TDs

= I
_P-.,D-D.
Jun-48,

g s e ;




SD/20/M.
RESTRICTED

12th Staff Course.

STAFF COLLEGE, QUETTA.

1945,

STAFF DUTIES.

APPRECIATIONS.

INTRODUCTION

Object,

The object of this paper is to exp'ain the yurpese of mil aj preciations
and to describe their gen form and ttultstance.

The two types of mil appreciations which, SOs are most likely meet
are i— :

(a) Tactical appreciations.
(b) Adm appreciations.

TlLis paper deals only with tactical appreciations. Adm ¢ ppreciations
are discussed in a separate precis.

Definition.

Appreciating the situation is a process common to everyday life. It
is nothing more than a sequence of reasoning, the object of whict s
to determine the best course of action in a given situation.

The purposé of a mil appreciation is exactly the same; in the words of
MTP 23, “An appreciation is a review of a mil problem or situation
based on all available infm and culminating in'a plan of the action to
be taken to meet the situation.” {

TACTICAL APPRECIATIONS

Types.
Tactical appreciations may be :—

(a) Made mentally. All comds and SOs are continually making
mental appreciations of problems and situations.

(b) Given verbally. A comd or SO often has to give his Appreciation
-of a situation verbally either to a superior comd or SO or to his
subordinate comds or stalf.

(¢) Written. A comd or SO often has to submit a written
appreciation to his superior comd or 0. -Apart from this,
however, if the problem is at all comwplicated and if time is
available, it is always better to write an appreciation. KEven if
you can only write brief notes, you are likely to make a more
balanced review than is possible from a mental sumary.




Seguenca.

The speed of modern war makes it extremely important to be able to
make rapid and sound decisions, based on clear and logical reason-
ing. In the midst of the many disturbing influences of war, this
i8 only possible if your mind has been trained to work- to an

accepted sequenee of thought.

. For this reason, all tactical appreciations, whether made mentally,

given verbally or written, must be in the following sequenca.

(a) A definition of the OBJECT to be attained,

(b) The weighing up of the FACTORS which affect the attainment

of the objact.

() The COURSES OPEN to your own force and to the enemy.

(d) The PLLAN, which must be ths logical outcome of the previous
argummens.

-

The layout of a written appreciation is given in detail at Appx “A”. Tl

THE OBJECT

8.

10.

L1

The first thing to do when appreciating a situation is to decide what
your object is. You must define this very clearly and accurately since,
if your definition is inaccurate or ambiguous, your whole appreciation
will be founded on a wrong basis and will almost inevitably lead to a
faulty plan.

To be able to define your object correctly, you must :—

(a) Be clear of the difference betwesn your object and objective.

(b) Give yourself only one objeet.

(¢). Take any qualifying conditions into accouny.
yq yiog

Object and Objective.

Your object is your purpose or aim. You must NOT confuse it with
your objective which may be a loeality which you must capture .in
order to attain your ¢bject. You will generally NOT be able to decide
what your objective or objectives should be uvntil after you have
reviewed all the factors affecting the attainment of your object, eg:
Your object might be:-- “To prevent the enemy attacking QUETTA”.

After considering the relevant factors, you might come to the zon-

clusion that the best way of achieving this object is,to eapture ithe
KHOJAK PASS. The KHOJAK PASS is. therefore, vour objectsve.

Single object.

Except in very unusual circurstantes, you must have only a single
abject as a basis for your main argumens. Before you give yourself
a dounble object, think very carefully.  You will nearly always find:—

(1) 'That one of your “objects” ia either the same a8, or a part of, your
real object. \

eg. The words ‘To capture” i'mpiy also the intension “to hold”.
Do NOT, therefore, express your object as “To capture and hold”.

-




3
(b) That one of your “objects” is really a factor affecting the
attainment of your object.

eg. Do NOT express your object thus:- “To capture A and
protect my L of C to 'it”. Your object is “To capture A”.
Since “to capture” implies also “to hold”, one of the factors which
you will have to consider is the protection of your T, of O, ‘but
this is esseatially a factor and NO'I' an object.

(¢) That one is your ultimate and the other your immediate object.
You must, of course, base your appreciation on your immediate
object; at the same time, you must NOT forget your wultimate
object: you must, therefore, link the two together with the
phrase “with a view to”. ' ' -

eg. Your ultimate object is tc cone your force in area X but to
do this'you must first cross river Y. Your immediate object,
therefore, is to est a brhead. The correct way to define your
object \would be: — ; '

“To est a brhead in area Z, with a view to concentrating my force
in area X",

Qualifying Conditions.

12. You may often have to complete a task by a certain time or to

continue to carry out a task for a certain length of time, In defining
your object, you must always inel qualifying conditions of this sort.
For example your object might be :—

“T'o capture hill A by ...... .........hrs

4

“To daay the river crossing at B until........hrs Ofuee, s o0

e

“T'o cover the approaches to C nntil relieved By e s ity

FACTORS

13,

14,

When yon are quite clear aboub your objeck, the next thing to do is to
cousider the factors which affect the attainment of. that object. The
purpose of doing this is to discover the main courses of action open to
vou and to the enemy, with the advantages and disadvantages of
each. This can only ba achieved by making some clear deduction
about what you mnst do or what is hest for youto do, from the pt of
view of each particular factor.

In considering factors there are four main pts to remewber:—
(a) They must be relevant to the object.
(b) 'They must be given their correst relative value.

(¢) They must be capable of having - useful deductions muade from
; them. ‘

(d) They muast be dealt with in a logical order.

Relevancy.
sl oA e o

(a) Your appreciation will NOT be complete unless you have given
full. weight to every factor which may have iufluence’ on the
attainment of your object, ; -

ol 7\ =B



16.

i7,

18,

19.

4

(b) On the other hand, you must NOT incl anything in a written or
verbal appreciation that is NOT helpful to the solutien of the

particular problem you are considering and that has NOT a
definite bearing on it.

Mentally, therefore, if you have time, you must consider every factor
which you think may have an effect on the attainment of your object.
If, after you have considered a factor, you find that it has NO such
effect or that its effect is negligible and that yow can make NO useful

deduction from it, do NOT incl it in your written or wverbal
appreciation,

Relative valpe.

You must assess correctly the relative value or importance of those

factors which you decide do have an effict on the attainment of
your object.

(a) You must NOT give oo much weight to minor factors.
(b) You mast NOT allow any factor to influence you towards a
definite course of action until you have considered all the

reievant factors and can weigh up their combined effect.

(¢) You must distinguish betw een est facts and assumptions.

Deductions,

A factor from which you ean make NO useful deduction is useless. In
considering factors and the deductions from them, your process of
reasoning should be on the following lines :—

(&) “What is my object ?” You will have decided this by now but you
must keep it in your mind the whole time.

(b) “What infn do I want from this factor that has a bearing on the
attalnment of wy object?”, :

() “What dedueticn can T get out of this info that will help e to
make my plan?”. There is NO need to try to make a deduction
from each separate item of infm; in fact, it is often better to
consider all the desails of a factor and then make deductions
from the factor as g whole.

Do NO'T confuse the process of considering a factor in all its imph-
cations with that of making a deduction. Factors shoald incl all the
FACTS which emerge from the infm in your possession, A deduction
1s a decision as to what yon munst do or Wwhat your best and second
best eourse of action 18, which yon should arrive at after weighing up
all the facts contained in the factor. eg ;—

WRONG,

Factor ;:— T'be jungle is very thick.

Dedut:ation: My movement will be slow.

RIGHT.

Factor :— The jangle is very thick, and T shall NOT be able
to moye at more than 1 mih. f

Deduction: I must start at..........hrs to arrive at . . «sanie(place)

s i ..(time).




| 20,

U 21.
22,
;
]
23.
24,

make a true deduction.

Logical Order.

f

You must deal with factors in a-correct and logieal order.

(a) You miust first deal with those factors which have the greatest
influence on the attainment of your object.

(b) Your discussion of one factor, particui}trly the deduction yon
make, must lead logieally tn the next, so that the effeet of your
argument is cumulative and the “conrses open”, and finally the

“plan” emerge naturally from that argument.

Preconceived ideas.

It is often)difficult” to approach a problem without having some
preconceived idea in your mind about the best course of action to
adopt.  When you are considering factors, you must be careful NOT
to let such ideas make you twist your whole argument. You must
weigh up the various aspects of each factor quite impartially and then

Factors common in tactical appreciations.

The factors which yon will most often have to consider when making
u tactical appreciation are :—

Ground,
Relative strs.
Time and space.
Surprise and deception.
Air situation,
Maint. :
Some other factors which may be important are :—
Weather,
~ Hrs of daylight and darkness.

Phases of the moon.

It is clear from preceding paras that you will NOT_n'ecs_zssa.rin_ have to
deal with all these main Leadings in every appreciation. Nor need

you always deal with each one separately. It will often be better to

consider two or more factors together, since they may react upon one
another in such a way as to make separate consideration of each
impossible. Conversely, you may break down an important factor and
consider it under a number of small headings. Try to find the key 1o
the problem set by your object, give it a suitable heading and consider
it either as a main factor or as a sab-factor under one of the main
factor headings.  If it is the key to the prolem, it is best to consider
this factor first astit will help to clear yoar thoughts.

Some notes oa how to consider the factors given in para 22 above and
on the type of deduction you should try to make ars given at

Appx ‘B’




26.

28.

29,

30.

31.

32.

33,

Summary of deduetions.

COURSES OPEN

27,

25. If your appreciation is long and complicated and you have had to

consider a large number of factors, finish the section on “Factors”
with a short “Summary of Deductions’. This makes the gen eonelusion
clear and leads logically to “Courses open’ and “Plan”. Do NOT
introduce new deductions into your “Summary of Dedactions’.

When you have considered all the relevant factors and have drawn
deductions frorn them, you will be able to see clearly what courses of
action are open to yourself and to the enemy. You must now examine
these, noting the advantages and disadvantages of each, and then
decide which course you are going to adopt.

Avoidance of impossible courses.

Do NOT suggest that either side might adopt a course which you
have already shown to be impossible or very improbable, eg:  Ii
consideration of ground has shown you that a certain arvea is guite
impassable to armd tps, it 1s A waste of time to suggest that either
side might adopt a course of action involving the use of armd tps in
that area,

After considering the various factors, you may have come to the
conclusion that there is only one. sensible esursa for either vourself
or the enewmy to adops. = If vou think this, say so and do NOT waste
time putting up other courses for either side, werely for the sake of
showing them to be absurd,

Order in which to consider.

When you have the initiative (eg, when appraciating for an attack),
consider first.the courses open to yowself. Do NOT, however, try
to decide which of these courses you are voing to adopt until you
have also considered the.courses open to the enemy, particularly his
probable reactions to what yon may do.

On the other hand, when the enemy clearly has the initiative (eg,
when you are appreciatiug how to take up a posn to defend some
area) you maust consider first what he may do before you can  usefally
consider the courses open to yourseli,

In order to make a written or verbal appresiation mors gonvineing,
it is often best to discuss last the course which you decide to adopf,
8o that the plan follows logically from it.

Courses open to the enemy

When considering courses open to the enemy, always assame that
he will make a sound plan, nsing the tactical methods which experi-
éoce has. shown | that he usually employs. Do NO'I' say “What
would T, a Brit bo comd, do in these cireumstances?” say rather,
“What would I, Tit Col YAMADA, doin this sitaation in ordar to
defeat my hated and despised enemy ?”

Whenever possible, have an independent appreciation made from
the encmy pt of view. This task is normally cuarried out by 1"
branch. :



34,

35.

Couree adopted.

As you consider the various courses open, you must state briefly
the advantages and disadvantages of each. When you have considered
all the courses open to the enemy, you must summarise the arguments
and say Whtch course you think be is most likely to 1d<)pt

End this rec of the appreciation by saying which carse you decide

to adopt yourself, w;bh a brief statement of your reasons. 'l'est your
choice by thinking :

(a) “Does this course provide the best means of attaining my object 2"

(b) “Does this course place me in a sound posn’ to counter any
probable enemy netion?”

PLAN

36.

37.

38.

You will now be ready tn give vour .plan which is an integral part
of your appreciation. This must be the logical outcome of all youor
previous argunient.

Start by statirg your “Intention” and then, before you do 'mytbing
more, turn back and read s;ga:n tbe"Obje(,L” of yeur appnecmmou.
Make quite sure ‘that your “Intention” upon which you are going to
base the whole of your plae, does fulfil your “Object”.

Theuv state the main pts of yoar plan in the general sequence in which
they will eventually appear in the Method, Adm and lotercomn paras
of an Q0. The amount of detail ycu should inel in your plan depends
on circumstances. Give your reader or listener as much as he
wihts Lo know or us mnach s be must know. 1 or eaumpled —

(1) A higher comd wants to know the outline plan of a subordinnte
to satisfy himself that the plan is sound. It is usually easier for
him to understand if finous and some of the mwajor units are menti-
oned by n:ame} particularly in situations where certain tasks should
clearly be given to cerfain fmns or units, because of their present
Iccation or some. other reason. He does NOT wansto kiow
details of bdys, location of HQ, med arrangements ete.

(b} Ov the other hand, if a comd is giving a plan to a subordinate S0,
be must give him enough detail to enable him to draft the orders
required to put the plfm into effect. The SO will want to know,
in much greater detail than a superior comd weuld, which units
are to carry out various tasks. In the OO, he Wl“ have to incl
ordeis about bdys, location of HQ, med arrangements et and
the comd must, therefore, give him enough infm to enable him to
write these paras.

(e) 1f a comd is giving an appreciation to his subordinates merely in
order to let themn understand his views on a situation, it is clearly
NO'T necessary for him to go into great detail. 1f, however, he is
giving a plan on which his sabordinates have got to take action,

they will waut approx the same amount of detail as the SO iu (b)

above,

GENERAL POINTS

39.

Verbal Appreciations.

(a) You must never read out an appreciation which you are giving
verbally, either to a superior or to subordinates.
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‘(b) Face your aundience and speak directly to it, referring to notes

when necessary.  You'can use more informal language than you
would in a written appreciation. lmpress your personality on
your audience,

o

Written Appreciations.

40. (a) A sketch or bold diagram may often help to explain an apprecia-
tion, but you must only inel one if it is of real use. Similarly, &
graph may make a situation clearer than putting the infm 1n
writing. If you incl one, it must be simple, bold and easily
intelligible,

(b) Appces may be needed on oceasions, eg to show detailed time
and cpace calculations ~ You must remember to suminarige the
contente of an appx in the body of the appreciation.

Wrong: ‘‘Time and space, see Appx “A”.

Right:  “I can reach river P before the enemy, but he can
forestall me on the high ground at Q. See Appx A”".

Deduction “I must...cccocovmeeraanens "

(¢) Maps, sketches, diagrams, graphs and appces must open clear of
the appreciation so that they can be referred to easily.

Style.

41. (a) Whether written or verbal, appreciations must be clear, deoisive
and to the pt. You must avoid any padding, irrelevancy or
vagueness,

Wrong:  “‘In my opinion it would scem that my best course of
action might be........ o
Right: “My best courseis..........”

(b) A comd usually uses the first person singular, a SO tho first

person pluaral.
]

Exercises.

42. When making an appreciation in an exercise, you must forget your
own individuality and live the pait of the individual whom you
represent.

CONCLUSIGN

48. The main pts to remember about an appreciation are:—

(a) That, whether mental, verbal or written, it must follow the
sequence. “Object”, “Factors”, “Courses Open”’, “Plan”,

(b) That the “Object’ must:—

(i) NOT be confased with the “objective.
(ii) Be a single object.

(iii) Incl any qualifying conditions.
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(¢) That the “Factors” must:—
(i) Be relevant.
(ii) Be given their correct value.
(iii) Have useful deductions made from them.
(iv) Be dealt with in logical order.
(d) 'That the “Courees Open' must:—
(i) NOT incl any “Ninepins'’.

(ii) DBe considered in the correct order, ie, the eide which has the
initiative first. :

{iii) Credit the enemy with sound plans.
(e) That the “Plan’” musti—

® (i)

(ii) Cater for any probable enemy action or reaction.

Be the best way of attaining your “Object’.

(iii) Give your reader or listener such details as he should or
wust know.

P.B.S.
Jun 45.
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RESTRICTED.
Appx A.
SD/20/M.

LAYOUT OF A WRITTEN APPRECIATION.

(Refers to pchis £D/20/M, para 7).

LAYOUT.

OB

FAC

10.
11,

12.

SECRET
Copy oz 0l
Appreciation of the Situa.ion
by
(Name and/or appointment of ~ff.
from whose pt of view the app.

ation is written).

(alsaamerisranmsplace kot IR re
sl ii(ate).
Relimap/maph; ..o e

JECT
Statement of the object.

TORS

Grourd.

‘Deductions.
(a)
{b)

Time and space.:

Deductions.

(@)
(b)

Surprise and deception.

Deductions,

()

(f)

{j)

PIS TO NOTE.

(a) Security cliszification in blocks.

(b) Copy No, if app licable.

(¢) “by” the only word in that lin:.

(d) ie, either “Brig E.V. SMITH,
Cemd 10t Ind Inf Bde” or
“Comd 101 Ind Inf Bde'.
(Latter is more usual).

() !lace followed by map ref.
(£) Main heading.
(i) In blocks.
(11) NOT numbered.
(iii) Overlapping margin.

Other main headings (ie FACT-

ORS, COURSES OPEN;
PLAN) follow same rules.
Each overlaps margin by same
amount.

(g) Para No in margin. All para

nos are same distance LEFT
of marginal line.

(h) S.b heading.

(i) NOT in blocks. '
(ii) NOT numbered
. {iii) Underlined.
{iv) Immediately on RIGHT
of margin.

Remaining sub-headings (ie,
Description cf factors - Sum-
mary of Deductions - QOwn
Force -+ Enemy - Course ado-
pted - Intention aad certain
other, sub-headings under
PL.AN) all follow. same rules.

(1) Paras numbered consecutively
throughout appreciation,

(j) Sub para.

(it Lettered.

(i) Letter immediately
RIGHT of margin. May
be slightly “set in” if
desired. 'All sub paras
throughout appreciation
must follow same ruling.

Ol
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LAYOUT. PTS TO NOTE.
\ |
Summary of Deductions. (k) | (k) Where necessary for clarity in
' a complicated appreciation only.
131
14,
COURSES OPEN
- (1) This assumes that you have
Own Force. % (1) the initiative. If the enemy
has the intiative, consider
15. | There are two courses open {5 me.— (m) courses open to h:‘ntx first.
a) To (m) This assumes that you are
' T R B appreciating asa comdgolfyou
e (n) are appreciating as a 50, use
A((ii}vam‘]gw/S the firat person p.ural,qie “w.",
i (n) Sub-sub-p .ra.
s H |
(m;‘1 e (i) Numbered with Roman
(iv) numerals.
(b) To (i) “set-in'’,
Advantage/s
(i)
(i)
~ Disadvantage/
(iii) :
{iv)
Enemy.
16. The JAPANESE can:—
. () o
Advantage/s
(Continue as in para 15 above)
7. | Summary of arguments showing
which course he is most 'likely to
adopt.
Course adopted
18 I decide to/ -« ev .. ......
My reasons are :—
(a)
(b)
PLAIN.,
Intention. ‘(o) { (o) Intention always expressed as
an order in the future impera-
19 140 ' Ind Int Bde il =k tive tense.
Phase 1. i (p) | (p) The amount of detail tc be
20. ' incl in plan depends on




:

LAYOUT.

a1,
22,

23.
24.

25.

26.

Phase 2.

Adm.

Intercoinn,

» or other suitable paras,

Signatnfa
Rank
Appointment

Distribution : —
(if applicable)

PTS TO NOTE.

(q)

the purpose for which the apprecia-
tion is being made. See precis
para 37.

L d

(q) eg E.V. Smith,
Brig
Comd = -
It is NOT necessary to stats the,
fmn as this has already been
mentioned in the heading of the
appreciation.
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RESTRICTED.
Appx B.
SD/20/M.
NOTES ON CGNBIDERATIONS OF FACTORS.

(Refers I;o precis SD/20/M, para 24).
Ground.

L () You will have to eonsider some aspects of this factor in every
tactical appreciation,

(b) Bo.me of the more usual headings are :—

(i) Gen description—eg, o.pen; flat; hilly; jungle; swamp; paddy.
(i1) Comna——tck trs; rivers.

(iii) Approaches.

(iv) Obstacles to mov.
(v) Dominating features— sbservation,

(c) Sometimes it is best to consider as a whole the area with which
you are concerned. . On other occhsions it is better to divide the
ground into sectors and then'consider each gector in turn.

*{d) Your deductions from this factor should be of thé type :—
“L.must first capture the dominating featare A.
Thereafter, my best course of action is to attack on the RIGHT.
My next best course is to attack on the LEFT”.

Always note your second as well as your first choice; the first may be *
ruled out as a result of your deductions from a.nother factor.

Relative strs.

2. (a) This also is a factor of which you will have to congldar some

aspicts in every tactical appreciation.

(b) Present disposns i -
Str (inci probable rfts) of the en2my in relation to your
Armt - own fores,

Morale
Mobihity 41

are the main pts you will have to consider,

(c) 1t is sometimes convenient to consider some of che pts in (b)
above either by themselves (and NOT under the main heading
“Relutive strs ') or together with some other factor with which

they are clearly linked,

eg. It is sometimes convenient to consiue: ‘enemy dl‘-‘;p()“n'l]S” as
a separate factor. At other times “‘enemy disposns’ . must
be considered together with “ground”,

“Stes” will often be very closely linked with “Tiwe and
space’, when rfts are being considered.




3.

4.

5.

(d)

14

A statement that you are stronger o1 weaker than the enemy in

‘certain respects doss NOT constitute a useful deduction. SBome

examples of the type of deduction you should dcaw from this
factor are ;—

“I ean best use my superiority in inf by ... . ...
“I must compensate for my inferiority in arty by.........."

“I have NOT got enough arty to deal with more than one of
the enemy’s posns at a time’”. '

“My min requirements for a oertain task are.......

Time and Space.

(=)

(b)

(e)

Surprise and deception.

You will ' bave to consider this factor in nearly everv tactical

appreciation that you do. It will cften be closely linked with
“Relative strs”, when you are considering rfts.

Consideration of this factor will show you the time by which
you and the enemy can do certain things. You must, of course,
consider NOT only the tinse required for mov but also the time
requaired for recce, preparation ete. . for example, yon will want
to know, NOT the time at which tps can reach a certain pt, but
the time by which they can be ready to attack, or to oceupy
& def posn,

From your consideration of this factor you should be able to make
make such deductions as:—

“I must attack before .. ..."—(at which time the enemy will pro-
bably have been reinforced).

“I must ocenpy the posn by .. -.”-(ab which time your donaider-
ation has shown that the enemy can attack). |

“I must do everything possible to delay the enemy adv and
prevent him attacking before... ... "-(before which bime your defs
cannot be ready).

(a)

(b)

(e)

1

There are few tactical sitvations in which there i=s NOT some
opportunity ef deceiving or surprising the enemy. This factor,
therefore, is nearly always one that you will have to consider.
Sometimes, however, you ecan consider certain aspects of it
more coaveniently under other headings eg, when appreciating
for an attack and considering “ground” you will be looking for
covered approaches which amoug other things, will' help you to
gain surprise.  Similarly, whether or NOT youn ean mov by
day without being seen by the enemy will often depend chiefly
ou the “air sigaation”,

From this fuctor, you should deduce how you cau surprise the
enemy or what steps you should take to deceive him,

Air Sitaation.

(a)

In very small tactical appreciations this may NOT be a relevant
fuctor, but it is 80 innearly all other appreciations,
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(b) From it, you should deduce either what action you must take to
avold being detected or interfered with by the enemy air force
or how you can best use your own air force to help you attain
your object.

Mdinh. :

6. “Buch pts as the availability of sups and tpt, state of comns, ability to

replenish (incl, perhaps, the use of air tpt,) evac of cas, water sup ete
must have a great influence on what you can and cannot do. This is
therefore another factor which yon will have to co‘naid%r in nearly all
except the very smallest appreciations.-

Weather.

You may know that there is a heavy ground mist until & certain time
of the day or that a breeze from a ‘certain direction nearly always
springs up at the same time every day. Such factors as- these may
clearly have a great effect on your plan,

Daylightt- Darkness - Moon.

It is obvious that these factors may in certain situations be very
lmportant, They will often be closely linked with “surprise”. They
with “weather”, are particularly important in airborne or awphibious
Ops.
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STAFF DUTIES

ACETDA, CONFERENCES AND MINUTES OF A MEETING

INTRCTDUCT ICN
[ £11 S0s sre lisble to be involved 1in conference work.
This may entail any or all of thes following, :-

(a) Preparing =nd circulating agends.
(b) Arranging domestic details of the conferecnee.

(e) ~oting 2s secretary, preparing and circulating
mins.,

AGENDA
®

Object of sgsnda

2. (2) To enable those attending = conference to collect
infm =nd assemble their thoughts.

(b) To reg proceesdings at a conference.

Ereparaticn .
S The comd or senior 50 ordering the conference will
. usually lay down certain pts for discussion. The SC

organising the eonferencs should then call for any
other pts that offrs attending the conference want to
be discusscd. He must give a2 definite date for thice
pts to reach him, which will sllow the offr crdoring
the conference time tc consider them befere the
cenference.,

® 4, Once all pte for discussion have besn received, they
must be srranged in a logical order for discussinm.
When preparing the agenda sheet, hesdings =nd sub-
headings »r: ennugh to tell people in gen terms wrat
is tc bs discusseds A space-shculd be left afuer
each heading =and sub-hesding to allcw offrs rccm to
m=ke notes bafore sttending ths conference and te
record déecisims during the conference.

Circulaticn
D Lgends must be circulated in sufficient time befere tha

cenference to sllow 2ll atpending to brief themselv. s,
Ior more ccmplic=ted subj=cte it may be necessary tc
circulaté, with the agends, pepers dealing with thoee
subjects.

LOMESTTC DETATL

6, The S0 organising the ccnference is responsible frri-
(r) Car park =nd guides t2 conference rocm,
(b) Seeting-?ccn; 511 CW SParcs.

(e¢) Temperature of rcem (if possible),




MINUTE

94
10.

o

Steticnery (incl spsre ccpies of the scends) and

Security arrangements incil chbcy of pascses =nd
Pcsting of sentries or pro

Circulsticn of attendance list.

arrangenents for tele cslls in the absence
ccmd ﬂ*d.ro at tht¢ conference.

Hy

Lrrenging for meals =nd =cen for visitere wha
have come = leng way.

Definiticn

Nang

are 2, summary cf the preeccedings of a. meeting,

conference sic. They must centain a recerd of all

i

decising taken, uptn which comds =and £Ce will act.

Regponsibility

All 80s nust be eapsble of acting as secretary a2t -
cmference an =
LTgQﬂlElﬂﬁ th

d of preparing mins. Normally the SO
)

ecnference will act =s sceretory.

Laycut

A gpecimen laycut is given at Appx 4 ath.

Nete the following @ts:—

The cffrs atbtending may be shown by name and
appcintment or by appcintment only.

mn

The written rccerd will have headings; pars
ad sub-paras =s explained in Mil Writing
(5D/12/1) and as shown in Appx A.

ing will be signed with rank 'and apprintment
ther by the chairman cr the secretary.e If
€ sgecretsry signs them, the chairman must

€ ana approve them before they are circu-
Yod

th cko =
i B s}

Ming aroc ally distributed tn units if the
5 8 atovrd a8 unit TED If, however, an
ofir 1g ealled in 28 2a.tech vep cor in scme
other individual ecapacity, he will be sent

A CCPY by nName.

Engurs that 211-cther units/branches, wheo aig
MCT attend the conference but are interested
in the -decisicns, reccive a ccpy.

See that all ccncerned get sufficient c¢eopies.
A unit cr branch may went to eirculate e
ccpy and cut up-znother tc plaee extracts ~n
their gubject files.




11.

12.

13.

14.

15.

173

‘ R,
Notzs cn_the preparation of mins

Pags round the attendsnce slip as socn as offrs begin
tc arrive., Ycu nmay NCT know all those attending,
thercfore m=ke sure ycu have ind antiflﬂd the tair
speskers befcre the conference.begins

Gc tc the conference with pﬁper already nmarked up with
the main =nd sub-headings. 11 ow plenty cf rcem
between these for making nrt and reccrding decisims.

Iisten czrafully. Do NOT attenmpt to tzke down what

‘everyme sﬁrs, NOR everything the leading speakers

say. Pick cut ﬁll the relevant matter -nd ses that
ycu ¥ecord all decisirns. 0p1n1rnc cf individus=al
menbers sre “CT usually record=d except at ccnfersrcecs
cn a high 1ave 1, when there are stencegraphers tc t°ke
GOWN EVETY 40T, »

Do NOT hesitate te remind the ch=irman if pts heve
been cnitt=4d or left tndecided, but be tactful,

After the conference write or dictate the mins while
they are still fresh in. your mind. 4as for 00s, rins
must be cle=r znd ccnecise. %

If mins sre to be btreated as executive crders the
chairman shculd state this at the conference and =
ncte to this effect shculd be incl after the head-
ing ¢f the written nins.

Follow up.

S0s nust fcllew up the issue of mins by visiting fins/
units tc see if they have any problems =nd te find

cut what prcgress has been ﬂqdr in implementing t“*
deeisicne.,

FBS.
.-‘.'LIET. 45 L]
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RESTRICTED.

ADDX A
SPECTIEN FROFCRMA FCR COMFILING MINUTES OF

2 MEETING

SECRET

CODY NO sswse
(dnte)
Mirutss of a conference held at {place) o (date).

ct

1, Thers were presen

L

(Herc give a list of those present by appointment,
after the chairman put "in the chair", after

the secretsry put "secretary". Offrs prsesent

m=y scrietines be shown by name =2nd appcint-

[1ent

LS

2 Object.

- B - - - - - — e — - - - - - = "

(Pzra heading.)

5. llil..l,co#!.l..llnt"ﬁ.'C...l.-(...‘..

Use para Le=dings, parz2s =and sub-paras zs for =ny
type of nil writing. The second para should b used
for a cbztenent of the cbject of the meeting or on
the gen pcelicy covering the natters under discussicn.

Signature
Rank and appcintient.

Method cf Issue )
Time of signature (s2me as for 00s)
Time iesued to Bigs

Distributicn
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Apnx D.

MANUALS AND REGULATIONS IN COMMON USE.

Serial T1tle gnd Brief Note of Contents.
No. ghort Title
(1f any)
1 Barrack Synopsis Full details of scales of accn authorisead
(Indila)., on an Individual and a unit bastis.

Classifieation of stas. To be read with
Serial 19 Secales of Hutted Accommodstion.

2 manotnments Act, A comprehansive volume of Cahotrnment T,aws
and rules for the adm of contomments. All
infm about Cantonment Beoards.

‘ 3y Clothing Regs 1939 Issued in two loose-Ileaf volumes. The
(reprinted 1%1). appces form the sec volume. All ordcors
regardine the sup of clo*hinc and
._ necessaries and the issue of clothineg ang

kit allowances. Theé appces contain de u'*]S‘
of what: is public clothing, necessaries
ete, and many other details.
NB, c1oth1nr allowance suspended for
durqtlon of war.

4, Fingncial Regs Part I containg the ven prineinples of

Part I (Army and
Alr Forces) Reprint
1240,

Part IT (Army "nd
Alr Forces) 1942,

finanee,. the powers to sanction exp?n&iﬁ~
ure of various quthorities and Lthe rules
for dincurring expenditure. It covers
generally pay and allowancesy aidit,
contracts and security deposits and
romittances and sallotments. This Part.
may be takan as the “"mlest.

Part IT goes into debails of the methods
of maintaining aceounts and claiming
aAllowance. This part dis the units rof
book. Tt may be taken as the "Instrs!.
Any matter on which a ruling is required
ust be looked up in BOTH parts,

& Compendiums 3~ The subject matter of thakse compendiums
ls selfwevident. They .are most useful
(ag IANOs, and must be kept up to date. Always
Eh) o AL ), refer to tham for the latest policy.
(e) Policy lettars
of various
branches of
the stsff (GS
MG, AG, MS etec).
B Institute Rules “Glves the rules for all.tvpes of Institute

(India) 1938.

and the principles of instituts mamaremont.

~Rules for contractors, forms of contract.

Details regarding acen fer institutes and
contractors- gshops. Rules on.accounting

and rebate, An importqnt book for all 80s
who are responsible in any way for the
amenities and conSﬁquontlv the morale of tps
in any sta




.SEI‘i:—Tl Title and
No« Short Title Brief Note of Contents.
(if j,ﬂ.V) -
it Mech Veh Re Contains #=n instrs for the use of mil
|Indin \1940) vehsy dvrs orders, dlaries, duty slips,

' MVRI) action 1n event of accident. Rules for
the issus and accounting of PNL. Rules
for maint, inspection and repalr,
accounting of veh eqpt and spares. Dvrs
quallifdeations. -“Instrs about books and
documents concernine MT, . Useful instrs
for despatch of vehs by train and By

|l sf":}.a
'
8% “ﬁhiliyntiﬂn Mailnly lays down e2n prineiples of mob
seulations and instrs to ensurs that all detalls
(Iniiﬁ) 19240 thought of by a unit before it
(Mob Reps)e. eelves orders to mobilize, Deals
In detall with 211 asvects of ‘moby schemes,
org of 4“nﬁ%q and racord officesy
RET R3S § mnlsa egqnty documents, unit
D?upwrty fc. Many of the *nstrs
. cont.:-:]‘_n.n:d in this aro superceded by
detailed orders eiven when units are
ordered to mebilize, the book 1ls never~
the-less a very zood muide to mob
procedura.,
9 'V oyement Dlvided into thres parts. of which the last
I'Tngtructions Two zr&-NOT now cencsrally apnlicablas,
[ (India) 1940 Part I Instrs for Mov by rail in India,
| theswge of warrants, complete inshbrs for
- tp frains ind parsonnzl travelling -in
them in 21l eventuslitiss, o Sup arrasngc-
| ments for tp trains. Similar dnstrs for
§ partles travelling in ordinary rly
i traing,
: Part IT desls with Treopine,
I Part TIT deals withi Invalddinege of
: British pérsonnel.
| (See also M and T Rail serial 10).
& |
10, [Notes and instruct- Provides 4n concise form such notss and
‘ions for movements instrs as are required to be known
by Rail in Iniils, coneerning v journsy by rail of tps and
1940, families in Tndia, It is a reproduction
'(N & T Rail)s of existing ordars and regs. (Sse also
Movement Instrs, serial 9
11le “wPagsage Rogsg, This bapk starts with some usefll definit-

8 ) 0 s 1 = 10

(reprint. 1940),

(PRI) .

loftsw "It denls with the provision by sea,
rly, rd or river of conveyanecs to personnel

pald: by Def Servicss, Tt contains all
the rules for travelling allowancessydaily
allowance, milears allowance,conveyance
allowance, IV gives the Tegs governing
the pdmilssibility of conveyance to all
classes of personnel dsalt with under all
ciroumstances, 1In the appess are lists
of offrs allowed to'hold and to issue rily
warrants etc, llst ofoffrs empowerzd -to
order mevas and wvarious other riles and
Lt e
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gerisl T1tle and A :
N Snort Title Brief Note of Contents.
(if anV)a
12, " | Pay and Allowance Volume I contains all the rules reecarding
Regulations for the basic pay and allowances and other
the Army in India monthly pay and allowances for all ranks
Vol I ) Revised serving with the Army 1n Indla, ~It-
Vol II) =®dition incls pay of appointments, charse'pay,
1 Jan 38, trades pay, proficisncy pav, etec, 1 7:
(P& NBegs I . . Marriage ailnwance=, lodging allowance,
P & A Regs II), IA allowancs, personel a}lowangﬁmetc;
Volume II contailns the rules regarding
all other allowances, initial, recurrins
or oceaslonal, those affecting the wives
and children of BORs, thoss spplieable
to units, fmns and offices, Rules re-
crading rewards, compensation, advances,
receoveriss and stonpazes,
A good knowledee of these Regs will save
you many worries and will most likely
prove of filnanclal bsnefit to wou.
. 135 Pension Regulaticns Part I contalns rules made with the

for the Army in India
Parts Ty 10,111 1940

approval of the Secretary of state for
Indla. These rules govern the pensions
of King!'s Commissioned 0fficers, nurses
and ¢ertain British ranks, mainiy of
the IUL,

Part TII contains rules made by the
Governor Gensral, These rules govern
the pensions of all ranks of the Thdian
Army with the excention of thoss who are
dealt with in Part I.

Part TII also contains mules made by the
Gowernor General. These ril=2s govarn
the procedure tn be adopted in submitt-

ing pension claims and the actual machinery

involved in payment.

14,

Nuarters and
Rents (1941),

As its name 1impliles this contains rules
regardineg the provision of quarters ani
the rent to be paild for govt bulldings.
It also contains rules for the sup, free
or otherwise, of water and electricity,
Supersed2d as regards rent water and
electricity by ALT "505/44 .Tdv the dur:tion
ef the Ysr

13.

Regimental Accounts
Indian Units,

This book gives the gen rules for kezping
of all the accounts which mist be maint
in any Indian Unit. Tt defines Public,
Regimental. and pte funds and. gives orders
Tor the receipt and distribution of nay -

16 »

Regulations for the
Army in Indla Rules
and Instructions.
ERAI Rules) .

RAT Instrs),

1937

Reprinted 1942,

These rales 2and instrs cover so wide n fd
that 1t is impossible to give any briaf
note of the contents. The ™iles are
fundamantal and -the Instrs are the orders
of the C in C gzoverning the anplication
cf the mles, _

These rules are complimentary to King's

Regs and over~ride all other regs eontainsd

in other publications applicable tn tha
Army in India,
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.S apdal

it T

Title and

Short Makle
(if any).

Brief Note of Contents.

17.

Regulations for
Indian Tradesmen
1942,

A comprehensive volume giving the
detadls of all classes of trades

pay for the Army In Indisy classificat-
ion of trades, details and conditions of

L Trade Tests.,

=
09

19,

Repulations for
the Military
Engineer Sarvices.
(MES Regs).

This is largely a tech publication bub

as a0 offr vou should know yvour way

aboit: - in so far as 1t gives details of
financial control of work, div ¢f -all works
into mMmaj, minor works ani repairs and

The -machinery of how works are sanctloned,
by whom and how they are put.dnte action.
An understanding of this willl help wou to
get NES work done.

Seales of Huttad
Aceommodat 1onk

To be read in conjune with Rarrack
gynopsis (Tndia). Tt imcls all the ordars
issued durine the war concerning the
provision of hutted acen.

()
240

Scales of Ratiens and
Supplies lssued by

£ het REASO

(SRS) 1940.

Ranrinted 1941,

Gives the scale of rations and sups

of 21l kinds for issue to all ranks

and animals In pesace and war. Gives also
miscellanecus scales of issues,

L]
=

Special Procedure
Pamphlst .

(EPP), 1933,
Reprinted 1240,

This is-g complicated book Iinterpreted
differently on each occasion., It is
used to cover ops on NWF (chiefily)
witeres full mob 1s NOT reguired. w1t
tellows very apnroximately the headinegs

T

of Mob Regs.

Regulatlaons

int 1920,

ar for
its use, and scale of tentare for various
purposes. Also has tables showing
letailed components of tents and weishts
and measures.

Instrs for the care of fientage,

Classification and
Handling of Protected
Documents (INDIA)
1944

Rules for the safe CHStTﬁY% handling and
do

transmission of protected cumsnts,

7l

Regs Tor the Mdelesl
Services of the Army
InsINDTA.

T ~A

! At

21lthouzh these régs concern only the
arvices,, they incl infm of walue to

el
o)
~
S\_-I Ss

Tleld Service
Hygiene,

Notes1945,

Notes and instrs on the preservation of
health, Anti malaria meagsures. «First Ald.,
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. ] ARVY PORMS AND TINDT. ARMY FORMS IN COMMON USE.
1 [ IAF D-908 ; Instrs to offrs acting in ald of the

cilvil power.

Printed 1n English and Roman Urdu and
issued 'as required!. WMost units

keep one per BO and V0O and 1004 spars,
also spares at sta HQ,

2 AF B-151. Applicable both to Brit Army and Ta.
: Submitted direct to GHN (MS¥ and copies
to all higher fmns for any offr mov.
A '6as' (NOT in the med sense), e,
an_effr. egoinz on a ecoursa or transfer,

3 IAF T-1708, For reporting moves of »1l1 units and
detsy for periods of mors than 7 days.
I"oves of sub-units and above must be
reported with sufficlent ecopies for all . |
hicher fmns.

SECRET and CONFIDENT IAL,

4, LAF Z-2225, Daily register of inward Letters, except
Used iIn all offices.

55 IAF A=492, Destruction of old files snd records,
except SECRET and CONFIDENTIAL,
Ba IAF X-1840 B, Register of SECRET and CONFIDENTIAL

documents. (Receipt and issue).

CONFIDENT TAL documents, which have
serial numbers and are to be asccounted
for in the Anmusl return (AF A-24),
NOT Wised for other CONFIDENT IAL
correspondance.,

Used only for TOP SECRET, SECRET and ‘

All “dssues on losn, even within own HQ,
should be entered up in IAF X~1840 B,
IAF-X-1840 B is bound in a loose~leaf
follo cover (IAF X-1840) apnd TAF X-1840 A
1s the Tndex to the contenta.

a0 AR Usilizda, Unattachad List Record of Servies .
Used for ILACC snd other non-rest personnel.

The Character Shest may NOT be used for
annual econflidential reports,

8. AR B, 1:94-D . Confidential renports on offrs.
AF B. 19457, Full instrs ave ziven in IAQ 23/5/45.

AF B 194-7,
AF B 194-G.

9, AR Ti=1170, 0ffrs Léave application form (except
casual leave) .

10y IAR 1-205, This form for rdv Sta Orders is NOT
' now . used. Instrs.for the present
procedure are contalned in LAD 1592743,
Indentor fills up LEFT portion of headine

and. first seven columns,
FRI-Part T pars 47 referss

Note,
IAF Z-2098 13 st1ll in use in some stas

whera stocks of the form are being used
11.}) L.}
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1 . TAR 748760, Tpt Indent,

Only used for tpt under control of sta
tpt offr. NOT reguired for unit tpte

I[AF Z-2096, Recelpt 1ssue, and expsnse voucher,

I_I
Do
-

Used for transfer of all forms ef stores
and sups. Uusually sent in duplicate by
the issuer to the roceiver who retalns
one copy ‘and recelpts and returns the
duplicatie copy to the 1ssuer. Vouchers
are reguired In SP of ALL entries in
stock ledeers and of some accounts.,
Vouchers alsoc required for lcan issues
requiring NO ledzer trangactlons, in
which case they are usually markesd
'normal!,

The form is used as an Expense Voucher’

1n cases of writing-off expendsble stores,
or 1in cases of writa-off ordered »v ths
competent financial authority,

In principle NO article can be transferred,
NOR any entry made in ledgers or stook
sheets without a supporting voucher,

Separate sheets agre required for each gec
of VOS or PVS. .

For vouchering trovs~ebtions with IAYL see
ERI Vol T, particularly paras 140, 141,
286, ¥R Part II para 52,

—d
e

13. - TAF S-1524. Last Habtlon Certificate.

Antindividual or party, when transferred
or att away from thelr own unit cannot
draw rations without producine a-LRC.

IRCs also reaquired 1in sp of Nation returns.

Monthly Ration and Feoraze Returns,

-
1'\
=
o
1

|t

tn

F 1

s ]

Is really a day to dav saccount of 1ssues

balanced asainst the mumbers of men and
anlmals on the str of the unit ( 1ael att)
and againet the receipts from sup depot.
There wiil always be a certain number of
unavoidable overdrawals which are adjusted
1n subseqguent days,
IAF 8-1518 gives Adetailed instrs for
compiling the return. %Hvery item reguirsd

: to be sp by personnel details from P&M
Book, RIASC wouchers, contractors issue
voucher (IAF 8—15203, LRCsy any ldss
statement's.,

The main dAifficulty 1s accounting for att

personnel, particularly if thetr nmumbers
fluctuate, :

Small units and fmns HOQ often att to
lﬁT?@HUﬁitS for ratlons,
See FIt Part IT para 128.




15.

16,

1Y

18.

19.

‘.' 20,

S

G B ST T DR TR S

IAF
IAF

LAF
IAF
TAF
IAF

IAF

ILF
TLF
ILF

IAR

IAF
ILF

]

e

g

=
=
=

IAF

S L T

T-1724,
T-1727.

T-1709,
T-1709A.
T‘l?ol?-
T-1707-A

T_l'?l[j: L]

T‘l?lll

0-2263-E.
0-2263-F,

0-2263-G, -

0=2458,

K-1162,
K~1165.

K~1162-4,
K_ 116 6"1'11

A-376,

I’L"115 »

-l

These forms, which 4fe requisitiens for
entitled sea passares are in abevande
during the war. Instrs are given in
TAO 1343/43.

Form % (Duty) .

Form D (Leave).

Warrant for small parties and individuals.
Warrant for complete compartments, vehs,
trains.

A1l rly moves debitable to Trg Grant.,

A1l above must be kept under lock,

Not transferable,

No zlterations on form allowed except on
IAF T-1707-4, Therefore complete forms
at last moment on sta before handing
over tiekets to comds of parties.

Void forms to be cancelled by burning,
and counter-foils cancelled by RED ink,

Instrs on reverse of formss

VMilitarvy Credlt Note for the dlspatch of
stores.

Reports by COMA MMGs and

bleyveles.

on ‘small arms,

After completion by CCMA submitted to
HQ Dist and thence to Bde HQ and unlts,
Bxtracts should be retained at Bde HQ as
unitt! g efficiency effected,.

BRT.Pamt. Ty 19239 Appx AV,

Inspecting Ordnance 0fficer's annusl report
on amn and explosives.

submlssion procedure as for CCMAls reports,
and extracts should be retalned at fmn

HQ.

Enrolment Forms -Combatants IA.
i i ~Non-Combatants IA,

Kept with men's Sheet Roll (Record of
service),

Documents arz kept with sctive units until
mob or on poing overseasy when they are
kept by offr IC Records st Tre Centre.

As in para 12 abovey; but these forms are
enrolment for service in INDIA only.
Penslon Certificate.

Prepared by CMA on detrils sup by UNIE
one -month before individual due to go
on pension,

gontidngent B111.

Very widely used in all types of transactlons

Involvineg sums claimed from Govt. A few
eXamples glven on reverse of the form. ERI
Vol I glves detalls of c¢ontingent bills
required 1n transactions with IAOC Bsts,

PRI and other rees 1y down In gen-the

contingent bills which regulre counter-
signine by a bde comd. £ S0 has




w ol

considerable work in checkine contineent
bills besfore submissicn to fimn comd or
senior SO for eounter-sisnature.

IAR 4-115 also vead Jor keepine immrest
accounts.. A lot of useful infm abeout
contingent bills nnd ﬂwhrﬁ“+'n" vouchsry
in ER Part IT Appees XVI  ana ISR

B - AR AT Loss Statement.,

Fordasges of all descriptions.,

Gen» instrs in BRI T snd FRI L and LT,
Loss. statements usually have to be priced
by CHA baofors submission, althourh in
solpe cases. the unit sceountant ean

Drice them.

In many cases loss statemsnts have to be
Sp by the proceedingg of 5 Pt of |
Tnguiry. A loss statemsnt has to be

submitted to the competent Financialt

autherity, even i1f the tadividual or unit

has to pay for the loss, The statement

then returns teo tha itiating offr

sp the transactinn in hise ledgers ap
acccunts,

S0 responsible that loss s il
legally and finaneially correct before
submit+tine o comd .. R

powers. seerFil Part: T paras 1l & 28.

24 ., IAF A-497, Extra expenditurs sancticn.

Uged when expenditure i exe fthat
allowed by ress is unavoidal neurrerd
eg stores urgently requirsd. sent fohi
passaneer instzad of sonds train.

25, AP B 281, Winer 0ffences Nenort.

€01 AT B 1174 Injury rsport. gee KR 1040 para 773,
?‘\

Used by both Brit ani Ind nnits. Many
recelved at bde HY for bde comd’s
decision, 80'sg duty tn check compilation
of the form, and in partieular that
siened shatemsnts of witnsssas are att

In cases where a court of enquiry ts NOT
held. A court of enquiry is normally
held when anv misconiuct is invelved, or
if the man's futurs 2fTic shey isg 1ikely
to beaffectad.

e ,.,h

Bde comd!s dscision is whethar the injury
was atbtributable to mil Auty or NOT.

27 ILF Z-2081. Transfer of Govt property certificate.

Should be used: on every handine over of
Govt property in perscnal charce ¢ but often
neglected especially in '@taff 0ffices.
Neplect will result in ‘blems fop losses
subsequently found havine £o be bhorne by
the wrong individunl.
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Used in the case of offrs movinge on
nermanent transfer and can be used
fhr any temporary hand-over if the
srmanent incumpent is not prepared
tﬁ accent full responsibility for
his locum tenens, OJCP the certi-
ficate 18 slened, the outesoing offr
is lagally relieved of responsibility,
"Raoka" is usually taken to mean
only bocks, documents, and ‘schomes
which have to be accounted for 1n
anniial return, NOT all official
books and papers in an office or
L dbrary. '

"Personal charege, means property foer

whieh offr has signed receipts on
taking over documents rﬂr:*nﬁﬁlv,
egy a_ hde comi is not responsible:for
ciphersy seoret books, cash h-?rr_:,_r_wn-.

211y .ta lrrvjn over by th"‘ BM ,

Klways inslst on a correct handover of

Govt prorerty.
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LAYOUT OF "FORMAL QFFICI'L" LETTE

From :~ The General Officer Commanding,
Sofar Distriet,

Tog - The Commlssioner
Shafiabad Division,

No 107/4/0.
oOFAR,
April 1945,

Subject :- Profiteering.
Sir,

I have the honour to POGULHEE | o cv i 5% caemensic sy 3 s
etc-..o’l'-.l!

2. ...r'lnl!l"l'll.-l-l..‘.‘l'lll‘?iﬂ.'.l.!'vlﬂ'"i.‘_‘ﬁ

i ?.mg S-}-P‘,‘
Your obedient Servant, j ;
Ma jor-General.

General officer Commanding,
Sofar District.

Pts to note 4~
1 Marter marein,

s The place, date and number of letter sometimes eiven
at the top RIGHT-hand corner of the pare,

3 Subject sometimes written in the marein.

4, NO abbreviations,

De Since the war beesn this tvpe of letter has been
largely discontinued., In UK. 4t 1s used chiefly

between War 0ffice and comdsy: in INDIA to and from
Clv puthorities, :

()]

. Note that the day of date 1s NOT typed, Tt 44
inserted by the offr signine the letter.
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Example 1

38~

SDL3AA,

LAYOUT OF ROUTINE MEMO,

RESTRICTED:,

,AppX G,

- UK.

subject s
Tos=

Froms -

—/_1. Iﬂf B(]EE.

2 Div.

SECRET «

—

571821/ T,"

T{r)f YnuT' 4 0 ¥ a8 "l' N od 'Wt ""1 3 .,I'\'DT ’]‘5 ']

1.

2U

By

4:{:

Home Forces.

Apr 45, _ Lt Col GS.

Wow/PBH 2-Ddv
»

For nacégsary sction if any

2 .nr A tk suns are recelved

by 1 May 45,

Copy tio ¢t~  § Tnf-Bde s34~

Bxapnle 2 -  ME, RESTRICTED.

1 Div
1234/6
'n".‘-‘r ‘;—L 5 .

for Infm.

~Aated 1

s DO € 8 & A D NA NS YD AO NSRS NS AT s A

Ty - A 21
l'.'if Y*’U.I’ ¢ 5006 B0 . es NN AR APT '750
& & 3 9 0 8 &

s a8 8 @88 R e W FI3IOLED0N

WowW m

Bxamnle 3

=
]
iH

ae¥ e bW

=P
POt Oe FRE s RN LT

3/14 PUNJLB for infm
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Points to note :-

f ‘.' 1.

2

o
-

Thz lavout may vary slichtly in diffsrent fmns,
Quartsr marein desirable but dropred during war for sconomy,
SECURITY catezory 1n blocks at the top RIGHT hand cormer
of the letter ﬂni normally undserlined, Tt can easily be
seen here and will NOT be obseursd when filed,
Under Sscurlity Cateeory o=
(a) UK.
(1) Lettser No.
(11) The date may bo put st the ton RIGHT or hottem
LEFT hand corner. The former is preferable ag

both ref and date are tosether, which facilitates
looking through g file, >

(b) ME.

(1) office of oricin (#&rﬁly desienation - no HQ

(11) Tetter No.

(1) Tettar No

(11) office off orisin, (Fmns and static HQYs will use the
torm ¥HQ" ep HO 101 1. of € Area,
HO 10 Ini Inf Bde),
(411) sta.(May be f"tffﬁ” for Securlty reasons,)

(. iV) D-':-“Lt':??v

‘T‘

b

In the 1list of addressces it ig ! necessary to put Comd
0C, ete, but mere 17 the 3‘"’"P1t"“ of tha formation or
unit ee H 10 Tnd Inf Bde, SHRE ¢

B

Frns ﬂnﬂ‘sfﬁtic HE ﬁill address junior fmns under eomd and
send copies to att HA and other branches of their HO.

In ME "Copy to!" or "Aptaw -
NOT balow *“ :17nhtufﬂ.
The roason fsr issning n
for infm or for some oths

Subjiect,

In the UK »nd I3 this is inserted befor: and in INBDIA
after address to,

below the addressses and
ls sometimes done-in‘the UK,
7. undt must be stated, 1e,

O

Sisnature. Rank ans

The ‘elerk whe types the letter must type In his initials af
the }Ttt*ﬁ LEFT hand eorner, In the UK 1nitials of the offr
draftine the.detter are alse insarted,

The day of the month rust be left blark by the typist and
filled in by the offr sirnine the l-ttem,

In the l'E, 211 1otters smanating from.GED have the telephone
extension number fnserted above the letter No (ee Bxtension
No 214). In GL_(_) - thils appears below the slgnature,
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SD/34An. RESTRICTED.

Appx_H.
LAYOUT OF DO LETTER., :

From: - Maj Lode MORRIS, (BM).
DO/37/1N.
HQ 10 Ind Inf Bde.
QUETT A Jan 45,

O e = e e W e S e

— vt Pt i

Lt Col LOFTUS, DSO,
1/4 GR.
CHAMAN

Pts . to . note s -

1s The rank, initials, name, and appointment of the
orliginator should be typed either above the
address or below the space for sienature.

2e The salutation and conelusion is written in ink

by the offr signing the letter, le. Deal,, ivevesti
YOUPS s maeboar

3. The rank, initials, name,-decorations and address
of the addressee in the bottom LEFT hand COTNET,




1.

SD/34 A RESTLICTED.

Appx I.
SPECTMEJ OFFICE_NOCTES OR OFFICE MINUTEHES.

Office notes or mins are sent nut on the orierinator!s
file in mamiscript or typed on a sheet att to the inside
of the file cover,
This means that the whole flle moves from the originator!s
branch to the gddressees branch and 1s returnsd with the
aNISWET ¢
A1l office notes or mins sent as above must be numbered
consecutively in chrenologieal order of receipt or
setion, as shown below @~

105
Tog - S

Ref p 20 (= page 20, flae B, or ref p 20),
B

IJ-Sn P]_U.".
M-’-ljo
4 Jan 48, D{DOS‘
11,
Tos= DADOS,
Priority 1s &~
(a) 4 Ind Div,
(b) 9 Chinese Div,
(e) 5 1hd Div,
JlBo TT“:-I’lCh.
Maj.

4 Jan 45, S

Pts to note s-

T This 1is far quicker than sendine out letters between
branches of the staff.

2. The disadvenvage 1s thaet the file leaves the
crigingtor! s branch, snd therefore NO further
correspondence on this fille can be dealt with
until the file is sent back.

3w The despatech of a fille to ancther branch must be
noted,
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Introduction.

Object.

The object of this precis is to 2-
(a) outline the principles of office adm.

(b)  describe the forms of mil correspondence in use in
the INDIA Comd.

(c) define the important requisites of mil lsttar
writing.

Part I deals with static and semi~static HQ in the INDIA °

Comd. A4 seperate precis (SD/16/M) dealing with offico
work in fd Tmns, has been issued.

Several studonts will have expericnce of office adm either
in c1v life or in thair previous appointments in the Ammy.
For a 80, a sound knowledge of office roubine is egsential

so that his office mey be run methodically, thercby effecting

a saving in tims and producing an efficicnt office.
Inmany static HQ in INDI4, office procedure, ing¢l the .
system of filing, registration etc, is antiguated, depending
mainly on ths memory of a clerk who has beon in the o fice
many yoars, This is NOT suitable as theprosent standard

of clerks is low and SOs change more often. « The system
must be methodical, easy to follow and as fool-proof ag
possible,

or
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1.

sD/za/M. RESTRI CTED.
PART 1. (QFFICE ROUTINE.
Seec 1.
Office procedure,

£

Objgct,

The object of a definite systam in the running of avery
office'is to ensurec that := :

(a) 241l incoming carrcspondencs. is quickly dealt with and
Yeorrectly filed,

(b) outeoing mail is corrgctly and guickly despatched.

w A ay

(¢) an even distribution of work i1s made to all clavks.

(d) . 3
0

nior 80s and-olerks ore prograessively trainsd in
flce routing ‘and adnm,

u
£

Incoming Correspondence.

(a) Ordinary and unclassified mail is opensd and sorted by
the duty clerk, Head Clerk (Bde/Sub-arsa), Esh Offr.
(Div/Dist/Area) or, in ths cass of large Static HY, by
the central/branch registry. It is thon sent to branches/
secs in loose covers or portfolios. After perusal b
80s and branch/sec Supdts it is roturned to the Head G srk
ctcfor registration and filing (see Sec 2).

(b). RESTRICTZED and CONFIDENTIAL:mail is nopmally dganed by

the Hst Offr or Head Clerk, shown to SOs, ahd Tilad by~
the Est 0ffr/Head clerk.

() SECRET and TOP SEORET mail is dealt with entirely by S0s,

The system adopted to deal with incoming mail may vary but
must fulfil the following conditions :-

(2) 80s must see tho mail befors it is registered and put
up with refs.

(b) Security regs must be complied with.

(e) Lettors must NOT go astray or be filed without being
registerad.

(d) Thers must ba NO avoidable delay in dealing with any

lettor, :

Qutgoing mail.

Letters going by post must be ontered in ths 'Dak Register'.
Mail® £or local units stec is antersd in Fhn "despatch hook'

and placed in unit/frm boxss for eleqrancs by unit orderliss.
all classifisd mail is registered in a special roglster
Qefoge being passed to the despatch oleork, SACRET and TOP
SBCRET letters must be senled )y S0s.

IMMEDIATE, URGENT and-elassified mail for logcal despatch

must ve sord by spacial messsnesr who must obtain a receipt.

Y N 1 . .
in his receipl book. . 80g should periodie-1ly check the tims
lag betweon when a Iefer is slgned and its actual despstch
and recelpt, :




Action on incoming mail.

After repistrabion and filing, incoming mail should be put vup with
a1l available refs flagred and indsxed. The letter being dealt with
is given its pace number, previous poges on the file dealing with
the same subject are moted on the margin gnd flagged, all letters
on that subjeect being cross-refaorenced. /ny refs in Regs or
Manuals or other filés are flegeed and submitbed at the same time,
De%ending on tho case and the experience of the clerk/sgc supdt, 2
note may be put up suggesting the action reguired and, in =ny cass,
sxplaining the ease briefly,

Ponding systoeu.

To-ensure that casss rsquiring action at = future date are not
owsr-looked, o pending system is essential in all offices.. It may
take the form of -

(a) Card Indexs A pood systan for large offices. Txplained
fully in fppx Jo

(b) Diary. Kept by each elerk who enters up on.the due date the
file and peage number to be brought fwd.

The sysben of enbering the daté on the inside of the file cover ig
NOT foolproof as it dspends on the fils being in constant use,

"Priority" prafixes.

The following priority eabtsgories arc ussd in mil corrsspondence
in most offices &=
(

5) IMITEDIATR. Marked with dark or light BLUE label. Requirzs
attention immediatcly whether in office or at regidence.
Duty clorks will take sueh correspondence. to 80s immediately.
Clerks will NOT be allowedfo initiate this categorys

(b) URGINT, Marked with YELLOW labsl. Usueslly att toipapers for
signature , circulatbing items in largsr offices and. Dk for
oerusal only. Rogliiras immediate atfention during office
HOUXS.

(c¢) - PRIORITY. Marked with 1AROON labal. Requirss prior
attontion tol|routing papers.

Thé use of priority prefixes must be keph to a bare min in
order NOT to defeat ths objsct. 80s should have spsecial IN
trays for priority papers.

Telsgrams snd Sigs.

(a) A schedule of telecrams ond sigs reesived must bz kept up
Thig 1s normally maint by est offr/hend clerk esnd sho
telegrams and sigs received from 0900 hrs one day

e next day, giving the follewing infm -
(i) Originator and mmbsr.

(110 Text oy purporﬁ.

(1ii) Action taken or to whom passed.

(bd 4 copy of *hiy soheduls is placed on the. tgble of bach 80 at
-+ 0900 hrs each morning. '

(¢) In ve large HY such =g GHR(I) or HQ of ‘sm ‘amy comd, the
schedule is maint by branchss/dtes/secs,




11,

B
Tele.

4. rogister of tele conversations should be maint with each
tele to record ony decisions made which are NOT being
confirmed in writing.

Liaison.

Is as important in static HQ as in the fd. Visit S0s of
other branches in preference to writing notes. A circulation
file on which copies of all outgoing letters from a HQ/branch/
dte should be placed and which all S0s should see daily,
helps. Coord conferences should also be held.

.

Letters from Gen offrs.

Letters signed pergonally by an army/corps comd must be

shovm to a PSO within 48 hrs. The reply will be signed
personally by a PSQ. ; '
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! Sec 2,
REGISTRATION AND FILING,

REGI STRATION
1. In large HQ there are two methods of maintaining £il%s.

(a) In a Central Registry which maints all files for the
whole HQ. ! -

(b) In Branch/Die Registries which maint files for gach
Branch/Dte.

Central Registrv,

2»" The Central Registry registers all incoming mail other than
TOP SECRET; it allots numbers and files to letters, and
maints all files. - In addition it :-

(a) Distributes letters with the relevant files to
branches/dtes,

(b) Keeps a record of all files which leave the Central
Reglstry, so that they can be located and produced
at any time.

(¢} Is responsible for bringing fwd files on any
particular date they may be required.

5.  The Central Registry system is only suitable for static |
HQ and suffers from certain weaknesses. 1ts afficieacg
depends on very competent snd experienced clerks, which
i1s-a problem to find in wartime. '

Branch/Dte Registry.

4.~ A branch/dte Registry has the same responsibilities as a
central registry but is concerned with its own branch only.

5. 1t is better then the central registry system as it does
NOT require such expert handling. On the other hand, in
big cases, connectgg files may come from several branches
and will take longer to collsct.

FILING

6, There ars several good filing Systems, - Whatever system is
used 1t must fulfil the following conditions :-

(a) It must be capable of unlimited expansion without
affecting the numbering system in use.

(b) ~ Files must be given main headings, sub-headings, and
minor headings. This is the only way to ensure ea.sy
ref when there ig NO limit to the number of subjects
you may have to deal with,

(¢) The headings must give an accurate indication of the
contents of the file,

{ (d) "Miscellaneous files" cannot be completely eliminated,
" but should be avoided. ' Thair number and size is s
sure indication of the efficiency or otherwise of the

system in use. .

|

(e) Pages mugt be numbered, and all lstters must be
crogs-referenced to connected correspondence.

[ RN S ekl e
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(£) The inside of each file cover should show the numbers
of all connected files, ordsrs and regs.

(g) One file must NOT contain correspondence on more than
one subject,
7 The "Whitehall" system of filing in use in GHQ(I) is explained
: in Appx B.
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Sec_ 3,

DOCUMENTS

1s

4y

The infm in thig Sec and in lAppx C has been extracted from
the pamphlet "Classification ahd Handling of Protected
Documen%s ?INDI&) 1944" which must be gtudied by all S0s,
est offrs and head clerks. Other clerks shogld be lectured
on its contents: (Refs are to this pamphlet).

ippx C gives the rules for the safe custody, handling,
registration and transmission of protected documents.

Initintion and Degrading.

Hls in bdes/sub areas and 1st Grade 80s in higher frms
may grade documents in the TOP SZCRET catogory (para 10),

Documents bearing the War Office code letters A,R and G,

and the GHQ(I) code letters D,E and F may only be degraded
with the authority of the issuers. Other protected
documents may be degraded by Blls and 1st Grade SOs (para 15).

Ligts, Checkine and Aecounting.
Lists must be kept of all TOP S3ZCRIT documents, and of all

SECRET and CONFIDENTIAL documents hearing & code ref or
serial number.

The documents in para 5 above must be checked once a month.

CONFIDENTI AL and RESTRICTED documents -re NOT accountable
(para 14),

Losgs,
I7 o TOP SECRAT, SZCRIT or CONFIDINTI.L document is lost,
three reports must be made :-

(a) One to the CGSy GSI (x) (iv) (a) direct.
(b) One direct by the quickest means to Amay/Gomd HQ,

(c) One through usual channels giving full details to
Army/ Comd ~HQ,

Iiscellaneous.

411 TOP SECRIT and SHCRAT documents will be given code refs
and/or serial numbers (para 12).

Correspondénce” containing vefs to TOP SECRET or - SECRET
documentswill be  classified in accordance with its own
contentg, and NOT in accordance with the contents of the
document to which it refers. (para 16).

The ‘exception to para 11 above is that refs to ciphor Msgs
will NOT be grnded lower then SECRIT,

During- Office Hours.

T

Leasures to securs an office against unsuthorised persons
must fulfil two conditions :-




14.

19,

16,

174

15,

ES)E

20,

N7
(a) Controlled entry into the office area.
(b) Controlled mov within the office area.

Entrances must be limited; one entry for personnel is
sufficient for mogt-HQ. _

Each entrance must have at least two sentries and sufficient
orderlies to compete with the number of visitors.

At each entrance there should be a visitors' book in which
visitors enter the time of their arrival and departure, and
sign thelr names.

Visitors must fill in e visitors' slip,and must be agcompanied
by an orderly when moving within the offlce area until they

are approved by a S0.

S0s and personnel emp in the office must be provided with
permanent passes.

OQut of Office Hours.

Al offices which ars NOT occupied by duty clerks must be
securely locked.

One entirancs only should be left open, and that must e
provided with a sentry.
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84

Reorention.

In the interests of both physieal and mental fitness cler%s
should play games or take sorie fom of dnaily excrcises
at Aswn is NOT a subs titlite for reersations

4 good clork will often work for long periods out of office

hrs, S0s must therofore chsire ths 4 there are ﬁdequato

re creatlﬂn“l facilities for their clarks, -and that th clorks
nako use of them., You should go-wound your office after offipe
hrs occasionally, and be preparc 4 to accept personal ro 5p ongibil«
1ty for work not finishedy in order to let your clerks g t

ay ""fd

TACLI) clerks and tyvistas
In large static HQy(GHO(I) &nd aies/comis), WAC(I
end typists are aradus 1ly teplacing male clerks

Ll‘y are usually more carsful and ars ag 4 rule be
Their adm is lo_mu after by the local P1 Comd WAC

)

{, t 1b1
r l%uun

If YP

cle rks
1‘\

Civilian clerks.

GHA(I) 2nd some *ﬂl%/b{ll HY have civilian clerks. They are
as @ rule very capable but are inclined to be 1°vy, ahd work
to fixed nhnr 1”11{ StC rity rust be carefully watched in
offices where civ clerks are emp.

In dealing with cl ks, be they male or f anale, mil or civ,
you will find that a pecrsonal intorest in thoir wel fare is
armly repaide




L STRI CT/AREA HEADRUARTERS

Egtdblishment Officer. (RQ).

1s He is responsibls for the gzenaral org and adm of the office oat.
e He is resgonsiblo for the preparation of T4 and othsr claimg of
; = e 1R
offrs on the str of the Q. -
B e personally opens all Top BCRET and STCRAT mail,
“
4, He is responsible for the. $rz of clorks.

Branch Superintendents.

0, They are Ws and are responsible for the running and org of

thelr branches. :
& 6. They are the advissrs 4o S0s on a1l routine mattars.

7 They ars regponsibls for nll regs, manuals, fommg, gte, in
their branch,
Cage Clerks.

8. They ars responsible for all filss dealing with the subjects
allotted to them,

O Lf. tHere is NO central registry they ars responsible for
bringing fwd files on tha dates: thay ars required,

10, They flag and crogs-ref files and corrsspondance vhen puthing
CABes up for congideration,

Duty Clorks.

Il 4 Senior Duty Clerk cormes on duty for onz hr only =t a time,
- depsnding on he tims of arrival of the mail. He opchs all
® unclassified mail, stomps it =ng sorts it,
17 4 Junior Duty Clark is always on duty” during non-offics hrs.
Hs opens and stamps ony unclhssifiag mail that arrives during
his tour on duty, but 1s NOT responsible for gorting it. He™

takes any priority meil to the duty offr who decidsd whethar
Immediats action 1s necessary.

SUB' ARE. HIADAU RTARS

Datsblishment.

15, HQ of sub-arsas in non-on roles in INDIA often hove on est
which bears NO velation to theiy W3,
14, A common est for HY of sub-arsas in non-op rolss is :=

One head clerk (WO).
Two agt clerks. ]
One upper-division clark (civ).

i
Two pte clerks.

Note :~ MO cipher psrsonnel.




15,

16.

= e
Head Clark.

His functions are similar to thoss of the est offr in a dist
HJ, but he has to exercise a closar supervision of the work

e
3ot

in the office:

de cannot open TOP- STCRET na

Cﬁntniﬂiﬂr ﬁﬂrrJuofﬂl,nnc of this

h“t;“ﬂr"; h
e Ty o e | i Yo e % iy T, g de B i)
t}?’::} ) JUP 'D 4(_Ll_r & }(J-' e “fﬂ' a8 U13C 1505 + 10 ( 12 GElS . Dite

7
'T‘\

Ay e ET IR G il i T e Tl e Rt N e HID S @ o R oy
In many H) he is himself -responsible for all G- files.

Remaining clerks.

If the head clerk is running the &
111 ba T;oD“ﬂul bls for 4 and Q rasps g f

thres branches may be dealt with esch by a gt elerk and
the wpper Jdiv (civ). '
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Sec 6. :
MANUALS, REGULATIONS AMD FORMS IN €OMLION. US3.

ANTALS AND REGULATIONS

1.

fal

There are thres main classes of mil: literzturs i-
() ©OS publications, which deal mainly with trg snd opsi
(b) Publications controlled by ths Stetionery office ot LONDON

-

nf_hlu Director of Il Regs and Jorms, Dofonce Dep
(BR & F), Centrsl Revision Seo (CRS), INDIZ, _

I‘:"

() Tech publicntions.

Publications ars
CGHtinuﬂT 0V of
aften do NOT srri
snd igsues of pub

help units to cbta

1assued 7ithout.inden by but owing to the ,
units, publications which units should. receive
. - 305 mugh the r@fﬂr know where scal as
Juulon npe 1aid down, so thet they can

n the books =nd MQnuﬁio thoy should have,

The publication of ‘any book, pamphlet
in I.@ 53 Fh: partlcular book Acas

niment 18 notified
rive swibkin one
menth 1b should be indentsd for.

ey pe P v
25Vs L enm

i1 _t; '\'ta + &

civen in

*;;ﬁ and Forms
vbiong in

ns
11“+ L 1n o book callsd "Sealos of K “ub
her then =5+ Uy and otuar menu L;-tnd securi ty

un.4@~4l ms) for Unitsyosbe; in INDIZ4, 1942",  Instrs. for
indznting are given oe-the inner cover of this i? e Thch
nublic 15 I ha 4 o llTl Reg

Liﬁt of Puhlinﬂtinns.
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PART II.

MIL _CORRESPONDENCE.

TYPES AND CLASSIFICAT ION

Types.

There are four types normally used in mil correspondence s~

(a) Formal official letter - used when writine to
provineial govermments, commissionsrs, state
officials, etc, and also when making a personal
application,

(b) Boutine memo - used for almost all correspondence
within the army.

(¢) Demi~official letter (DO) ~ used when a comd or
S50 wants to address a particular offr. They are
written in the form of a private lettery but copies
are kept for filing and they are numbered,

(d) The routine or inter-office note (between branches and

secs of the same HQ),

Examples of the four types are shown in Appces Py Gy H
and I. '

DRAFTING LETTERS

e
10,

11

Responsibility.

As a 80 you are personally responsible for the contents
of all letters you sign or put up for signature.

The extent to which you can allow clerks to draft letters

for your approval depends on their ability. As a gen rule
it saves time to draft a1l letters; which are NOT purely
routine, yourself, or to use a stenographer.

D

Seguenc

When replying to letters inel any refs you make to pre-
vious correspondence in the first para,

When initiating correspondence give the object of the
letter, or the reason why it is being written, in the
opening sentence,

To simplify ref in subsequent correspondence paras must

be numbered.,

A letter containing more than one subject is difficult
to register, and causes inconvenience when different
branches of the staff are coneerned. .

Incl any action required in the last para.”

It usually makes a letter clearer if vou show detailed
statements in the form of appces. Appces must bear a .
ref to the letter to which they are atty so that they
can be identified if for any reason they are detached.

Use the first person when drafting letters for signature

by the comd. When signing a letter as a S0, “or when
signing a letter ?for! another offr, use the personal
form of the third person, ie "The Bde ete Comd diract s

of thinksn,
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23. The objsct of reports and returns is to reduce
correspondance. They willl reduc¢e it ONLY if :~

(a) They are constantly revissd.
(b) They are adcutrately submitted.

(a) They are used by the .fmn for whom they are preparedy
and NOT relegated to the oblivion of the routine fileu

24, Be careful NOT to send out latters calling for infm
“~ %ou have already gobt. When infm of ‘any kind 'is required
from g unit, your clerks will usually put up a le tier
asking for 1t; they willl newer check up that they have
NOT already Go* the infm in one of the returns submltted
by the unit.

25, . The following 1s an extract from a report bv SEAC :-

[ MA plea, which.appears gemiine afhd hearfaitgis. made

[ by a unit CO. for more consideration by major fmns,

| and particularly by Centres and Record officss, in

| Pogard to repdrtsy returns and the like.. He says,

| tone is worried ﬁlfht and day with things that are
sscondary,. particularly by unnecdessary coffespondence
and queries, whén ons should be devoting oneafs time
to the real thing¥. He then expresses the hope that
his assailants will take to heart thrze of General
MONTGOMERY' s principles in his recipe for leaderships
namely -

(a) Go fowr simplicity.
(b) cut out all paper:.
{c) Koep a firm grip on,things that mattesrty

26, While a plea such as the one above 1s eften justi?ied,
there are occasions when a CO's comnlaint 1s, in faety
NOT ggalnst reports and returns, but against rfmind STE .
asking for important .reports whilch he has failesd to submit,
owing to the ineffici=ney of his own offiece. You should
treat a complaint 1lke this with svmpathetlc susplcion.

Reminders.

o7.1 | Try teo insist on the punctual submission of returns by
,‘ subordinatz fmns and unitsy you will find it very difficult,
e Do NOT resort to a written Teminder until you have done 1%
| | at least once by tels,
| :
28| | If -a return to hisher ?mns cannut for some r=ason bs sent
| in on the date it is due, always write explainine the cause
\ | @f’ the delay, and d: Vlﬂ& when the return will-be sent. This
\19nvos high=r fmns ssnding wola reminder.
e ITnberim Roply.
29, In a large HQ, whan dealing with a letter from a suberdinate

}fmn, which has to be passed round several branches before
being answared, send zn 1ntﬂrim reply sayling that the

‘1 tter 1n 1uﬂqtlon has been recelved, and that an answer will
ba sent iIn so many days or weeks, as the case may be,

NOTE, IT IS IMPORDANT THAT A SO CHECKS THE CONTENIS OF HVERY
LETTER BEFORE.IPT IS5 SIGNED.

DRR.
Sep 45,
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SD/ 8341 RESTRICTED,

CARD INDEX. APDX A.

The object of a card index 1s to enable clerks to find
correspondence on any subject quicklyy and to ensure
that NO letter dealing with a subjset 1s overlooked when
that particular subject 1s under consideratlon, Cards
are arranged in tus molos gpa pe

Primary Cerds.
Supplementary Cards.

Primary Cards.

Primary cards deal with subjects only, such as 'Trg',
WPostings! etes

If you use main hsadings only on 2 card, you will f£ind
that the card will guiekly become so congested that it
ceases to be an efficient form of ref, All Primapy

cards must therefore have a sub-healing as well 98 a main
heading, for instanee =~ 'Treg - Inf!,

Both headings and sub-hcadings must bz kept 1n exact
alphabetical orders.

Example of g Primary Card :=

subjJect - POSTINGS, OFFRS -  BRIT INF BNS,

Precis File No Opened Closed
Capt HADDIT, E.
1 BLACK WATCH 3456 i 1 Dec 42
Ma) CLUELESS, 0.
3 GLOSTER REGT 6543 5 Jan 43
ete ete

Supplementary Cardsg.

Supplementary cards will be sssential in larege offices. Thew
are arranged in s mumber of gps according to the respons~
ibilities of the offiee concernerd, for instance -

Unlt Cardsy
gta jCards,

They are inteénded to provide a cross-ref to primary

cards, and to refer to a minor heading NOT mentioned among
the headings on primary csrds. For sxample g~ 1f you

wanted to find out whether an offr e¢alled HADDIT had taken
privilege leave in 1943, you would use the supplementary

name ecardsy eut if vou wanted information on leave generally
you would refer to the primary cards, where yvou will

probably find a card headed "FURLOIGH AND LEAVE - BOg,

BXample of a supplementarvy Name Card -

subject ~ HADDIT, Eyy GAPT, 1 BLACK WATCH.
Precis : Remarks
Posting Postings - Brit Inf Rns,
Ne 3456,
Privilege Leavey 1943 F &l - BOs, No 7890
ete ete
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SD/34/ RESTRICTED.

ApDX B.
The Whitenall ovstem of filing,

This system of..filing is in use at Defencs HQ INDIA,
On the file cover are antered tha following detalls ¥~

(a) File no.
) Maln Heading.,
) -~ “gub~heading.
(d) subject .-
) Dotails of connected files.
) Details of the mov of the fille,

The létter or document opening the file will be placed
on the RIGHT hand side and marked " 1-A", The next
letter or document will be marked "2-A" and so on.
Annx or appess to avletter or documant will -bepiven
the same number as the covering letter, but marked
with the nextiilsttier of the =1phabst, eg 2~ van

annx to "1-A"'will be marked "1-B" and sovon. This
mamber and letter will be marked on the flrst page
only of each enclosure and each.annx,

A mln sheet will be placed on the LEFL hond silde

of the file and =1l mins' poferring to letters in

the file or =smanatine from the branch will be cntered
thereon serially numb red (- See Annexure 1%

5 -min eranating from a branch ‘should raprasent the

vicws of the head of tha Branch; min leading upto

such = view'will be conducted on lower level in the
Branch Vemoranda portion of the file, in a separate
cover. This portion will not be son%

of origin,

A specimen file on this system is attached at Annx 1,

out of the branch
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Case Na 03#3/21/PP,
WAR DEPARTMENT, ‘Main Head ADMINISTRATION,

4 G's BRANCH. Pay & Pensions Dte. Sub Head MARRIAGE /LLCE.
SECTION PP-1. |
SUBJECT. ,

Marriage zllowance for Adopted Children.

To whom sent. Date. To whom sent. Date, To whom sent., Date,
DF. (AG) 19.8,44. 1
Pp"ln m.go%t . I

CONRECTED FILES,
.__..__....,_\TO = b 1€ o
0%10/FP ‘31651"1 age Allowarice
0312/PP Torfeifures of
Marriage allowance
on divorce.




o 2=
nute Sheet. 1
. No 10377/29/L. Letter from HQ Southern Arny.
Dated 1st Aug 44. Mot e T
- ‘Request sanetion for grant of
.marriage allowance to IL/Cpl
As Washington.
2
No 0328/21/FP=-1. . . Letter to HQ Southern Army.
Dated 8th Aug 44. R —————— .. o A
‘ Relevant papers asked for. .
o)
No 10377/30/4. . .- Letter from HQ Southern frmy.
Dated 17 Lug 44. : A e e IS S A P

Relevant papers forwarded.

The guestion for considerstion relstes %o the grent of
marriage allowance to the child tzken over in adoption by I/Cpl
Washington from the Revd Mother Superior, 8t Thomas' Convent,,
Vylapore, Madras.

There is no law extant in Indiaz which permits European
. British subjects to take or give a child in adoption and there
is no way of thus legally effecting an adoption in India.

The Government of India have, however, been empowersd
by the Secrctary of State to sanction merriage allowance at the
cxpense of Indian revenues in cases where a British goldier in
dindig takes a child in adoption from = fellow soldler in- Indi=
provided certain conditions are fulfilled. AS one of the
parties is not a British soldier, the case does not come within
the purview of the powers referred to.

It will, however, be seen from the Agreement of Ldoption(4-4).
that the child is being brought up in the household of the soldier
at his expense since 20th May 1941, 2s such, marriage sllowance
in respect of the child would appear to be admissible under the
provigion of AIT No 366 of 1940. On 20th November 1944 the
child will have been msintained by him for a period of six months.

~ DFL (AG) should see for concurrence or remsrk. It the
above view is accepted, will he DPlease issue necessapy instructions
to the CHA and place a copy thereof on the file for completion
of’ our records. - o

BJ JMERRY,
Major, .
. 19 fug 44,
DE4 (i), _ _ PP}-I%.

Ref min No 3 above.

We are in complete agreement with the views expressed in
Para 4 of the [G's branch note.

It is considered that 10 Southern Army should be informed
accordingly by means of a letter issued by LG's branch - it being
made clear that the communication issues with the concurrance of
the financial authorities at GHQ, A copy of the letter may Please
b eﬁdorsed to this branch for communicstion to the CM4A in the
usual way.

Jifs

A.C.GHOSH,
_ | E (4G),
% = PO . - 20 Aug 1944,
: MF No 1345/IF4( 4G) .
2
No 0828/21/4¢ 10(Db). Letter to HQ Southern 2 .
Dated 22 Aég g S R G o ?.-_--,f?-_ff?y Gk -

Informed marriage llowance
15 admissible to L?Gpl
Washington.
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No 10377/29/ 4.
& | HQ SCUTHERN fR.Y.

fo
The fdjutent Geheral in Indig,
New Delhi.
Subject:- ligrrigge gllowance for adovted children.
. Lance Cornoral WASHINGTON, A, The Cameronians (Scottish
Rifles), with the permission of his Commanding Officer adopted

a male child from S8t Thomas® Convent, Madras, on the 20th lay

1944’..
_x. ; .
*5ee 2, llay sanction please be accorded to the grant ?f marriage
2=4  allowsnce for the child in accordance with rule 278(1i) P & &4

Regulations, Vol II, 1938,

E.Cs JONES,
Mz jor-General,
for General,
GOC in C, Southern Army.




2“.{‘10

' uT JIE’ L nE:D”D ET.?:‘:RS INDILA.
2jutant General's Branch
New Delhi, the 8th August1944.

Froms= The 4G in Indla,
To:~ HQ Southern Army,

Poona.

Subjecti:~ Marriage allowance for sdopted children.

Bl-L.,
Reference yowr No 10377/29/L, dated 1st August 1944,
* See *
S Ly s Please forward relevant documents.
B.J.‘E{RRI
B dJ OI‘,

for Adjutant General in India. .
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No 10377/30/ A.
49 SCUTHERN ARMY
Poona, dated 17 fLug 44.

The Adjutant General in Indis.
Subjecti~- Marriage allowance for adopbed children.

go-4 : .
. Reference your No 0328/21/PP-1, dated 8 Aug 44.
Relevant papers in connection with the adoption of .
child by L/Cpl A.WASHINGTON are attached. _ =
* See * E.C. JONES,
5" L s M",‘j Or= G‘Oner(}l 3
: for General,

GCC in C, Southern Army.




-24." . : 5"‘.A.-

. No 0328/21/FP-1,
3 GENERAL IIEADQUARTERS, INDIA,
Adjutant General's Branch,
New Delhi, the 22nd August 1944,

From
The Adjutant General in Indis.

To
Headquarters, Southern Army,
Poona.

r

I : Subject:~ Harriage allowance for adopted c hildren.
|

|

Reference your No 10377/30/4, dated the 17th August 1944,
regarding the admissibility of marriage allowance in respect -
of' the child tsken over in adoption by Lance Corporal :

Lie WASHINGTON, 1st Battalion, The Cameronians.

2 The documents received with your gbove guoted
memorandum are returned herewith.

3 ~_£s explzined in this Branch clrcul ar memorandum

No B/63555/3/A0(1), dated the 1st HMay 1929, there is no

law =zt present extant in Indis which permits European British
. subjects to take, or give, a child in zdoption and henee there

is No way of thus legally effecting an adoption in India. The

Lsgreement of Adoption drzwn up in this particular case cannot,

therefore, velidate an adoption, since the provisions of the

fdopticn of Children Act, 1926, do not arvly in India.

4, The .eagse has, however, been reviewed with reference |
to the Instructions issued in frmy Instruction (India) No 366 ‘
of 1940, Since thc child in question is being brought up in
the household of the soldier at his expense with ¢ffect from
2060 liay, 1944, marrisge allovance is admissible in this
instance under the provisions of the Army Iustruction (India)
referrec. to. The matter should accerdingly be referred to the
Controller of Military Aecounts, Southern Army. {

. O This issues with the concurrence of the firaneiszl
euthorities at General Hezdquarters.
B.J MERRY, "
& Major,

for Adjutant General in India.
Copy forwarded to :-

The DFA (43) for commumnication to the Controller
of Militsry Accounts, Soubhern Army, with
reference 1o his uo Yo 1345/TFA (AGS.
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speelal file by

offr only (G0
file is Form
M-26) .

RESTRICTED.

«28w= : :
iiDc 3& .i.‘.'i‘ AEQX CQ
TABLE SHOWING RULES FOR PROTECTED DOCUMENTS.
- ey
Subaecto. f;£e;;%. Transmissicn., g?:nad Recording Custody. Hemarks.

Seeret documents, Code ref Nc Two anvelopes, Offr, BErre or | By offr. . To be seen ONLY
infm and material, for deccument, | Outer one address{named |Chief Locked up in | by offrs.
the seeurity aspect of | Serial o on only, inner one or Clerk steel safe or | Destroyed by fire,
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and whose unauthorised | Heceipt one and will be appt latter "eupboard" rendered on
disclosure would ezuse ;reguired. sealed and mark- jdesign-|is given {sceurcd to orders from issuing
exeepticnally zrave ed TCP SECRET, ated, only ref |fzbric of Hl, Accounted for
damage $c¢ the nation. "To be opened details building annually (para 14).

persenally bye.:." agulred tbeing kept

usually added for under wateh.

or addressed to record,

an offr by name, Register-

Registered and ed in

insured, VWithin IAR X

offices, In‘a 1840,
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The followling are some examples of matter which normally
will bs pradsd "T'OP SECRETMY,

(ag Plans or particulars of future maj or special ops.
(b Particulars of important disposns or impending
- moves'of our forcas or convoys in connsction with
(a) above.
(e) Very importsnt political documents dealing with
such matters as negotiations for alliances =snd
the like,
(d) Infm of the methods used or success obtained by our
Int services and counter int service or which would
. Imperil seseret apgents.,
(e) Critical infm of new and important munitions of war,
inel approved scientific 2nd tech developments,
(f)  Irportant particulars of cryptography and cryptanalysis.

The following ars some examples of matters which normally
will be gradesd "SECRETY -

(2) Particulars of ops in progress.
(b) Plans or particulars of ops NOT inel under "TOP

SECRET %,
(e) Instrs as regards the emp of important new munitions
of war,

() Order of Rattle infm and location and moves affecting
the order of battle,

(e) Knowledge of enemy material =nd procedure, the value

of which ‘depends upon the enemy NOT knowing that we

possess it, :

Vital mil infm on important defs,

Certain reports of ops containine infm of vital

interest to the eneny.

Adverse reports on gen morale affectine maj ops,

Important 1mprovement %o existing munitions of war

till accepted for service use,

Phs of wvulnerable pts of vital installations.

Certain developments projects.

Important cryptographic dsvices unless assirned to

a lower category,

NI, fame ¥ e 8 L
Higlewn peiy oggey
b, W, S R g

The following are some axamples of matter which normally
will be graded"CONRIDSNTIALY:-

(a) Matters, investipations and documents, of a personal
and disciplinary nature, knowledge of which 1t 1s
desirable to safeguard «for adm reasons.

Routine op and battle reports which do NOT contain
infm of vital interest to the enemy,

Routins int report,

Gen mil radio frequency sllocations.

M11 enll signs unless so collected tosether that
they revenl the order of battle,

Met infm of deslenated aress, ;

Unit movs of non-op signifiecance in areas within
or adjacent to op thestreg.

) Certain tech documents and manuals used for tre
maint and inspection of important new munitions of

. War, :
; Gen tactical lessons learnad as a result of OpPS.
Aerial phs of territories under our control in or
adjacent to op theatryes,

)y
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Lt-Col Alexander Houison Craufurd

LIEUTENANT-COLONEL Alexan-
der Houison Craufurd, who has died
aged 86, was awarded an MC in
France in 1940 and mentioned in des-
paichesin Burma in 1945,

“Sandy'' Craufurd served in
France with the 6th Battalion, Royal
Scots Fusiliers, the first duplicale
battalion of the Territorial Ariny to
£0 0n active service,

In April 1940 the 6th, commanded
by Lord Rowallan (later Chief Scout),
took up position in the Saar region.
When the Maginot forts were aban-
doned by the French they quickly
tound themselves in action.

A German breakthrough on the
night of May 15/16 was forestalled by
Craufurd’'s| “B" company, sent to
restore the situation and cover the
general withdrawal.

The commander of the Seaforth
Highlanders, to which "B"" company
was temporarily attached, person-
|-ally recommended Craufurd for an
MC. But the recommendation was
lost in the ensuing withdrawal to'the
River Bresle in Normandy, where
the Royal Scots Fusiliers 'had the
onerous task of holding the crossings
unttil the last troops of 31st Division
hiad passed through.

They were then to blow up all the
brideges, Forward German units soon
reached the Bresle with light tanks
and armoured cars and attacked the
Fusiliers, particularly on B!’ com-
pany's front at Ponts et Marais, Qust
Marais and Bouvaincourt. The Scots
sustained heéavy casualties but beat
off the Germans.

During one attack Craufurd was’

visiting a section post, which he
withdrew to the cover of a building.
One man had been wounded. Crau-
| furd found a barrow, wheeled it out
under enemy fire and brought him
back to the rest of the section.
Although the building was set on
fire by German heavy mortars, and
the section had to find another posi-
tion, it continued to hold the cross-
ing. For his actions Craufurd was
awarded the MC — which this time
was gazetted.
The battalion was subsequently
evacuated from Le Havre, having

OBITUARIES

"Sandy Homson Craufurd (Ieft), with hls“nephew and brother. =
__ready for the Servitium Lavacriior King George VIin 1937

earned high praise from friend and
foe alike for: 1ts gailant and skilful
fighting.

After the Fall’ of France Craufurd
was posted to India and atte_nded the
Staff College, Quetta. He was
attached to the Gurkhas and then
appointed Brigade Major to Brig Ber-
nard Fergusson in 16th Infantry Bri-
gade in the 2nd Chindit expedition.

This was the only brigade to march
into battle, which it did in appallmg
conditions: the others came in by air.

Alexander James Houison Crau-
ford was born on Sept 14 1906, the
vounger son of Brig-Gen J A Houison

Crauford and Nellie Dalrymple-Hay,
headmistress of Westonbirt and
Downham, and the only woman to be
president of the Ayrshire Herd Soci-
ety (her most celebrated bull was
Fot Stuff).

The Craufurds have been lairds of
Craufurdland since the 13th century.

The 20th laird, Elizabeth Craufurd of .

Craufurdland, married John Hpuison
of Braehead in Midlothian, a prop-
erty granted to the family by James
I1 after an incident that is part of
Scottish folklore.

The story goes that James [, trav-
elling incognito in the neighbour-

hood of Cramond Bridge, was set
upon by a gang of ruffians, but res-
cued by Jock Houicon, who took the
anonymous victim to ‘‘his humble
dwelling” for a wésh-and-brush-up.
Before taking his lgave the stranger
invited the worthy Houison to look
him up in Edinburgh Castle — and
ask for "' Ane James Stewart'’.

The best-known version of this

- yarn was told (albeit featuring James

V, rather than the more likely James
I1) by Sir Walter Scott in his Tales of
a Grandfather. This burnisher of
Scottish romantic traditions duly
ensured that, when George IV vis-
ited Holyrood in 1822, William Houi-
son Craufurd (Jock Houison's
descendant) was inattendance with a
silver basin.

The Serpitium Lavacri-has contin-
ued as one of the juaintest ceremo-
nies connected wita the Crown.

In return for his continued tenure
of the property, the laird of Braehead
approaches his sovereign at Holy-
rood carrying a siiver bowl, flanked
by supporters beiring a silver jug
and anapkin on a tray.

Rosewater is then poured from the
jug into the bowl for the monarch to
bathe his or her sy:nbolic wounds.

“Sandy" Houiscn Craufurd partic-
ipated in three hcts of Servitiun
Lavacri: supporting his brother, J D
Houison Craufurd (25th laird of
Craufurdland and|11th of Braehead),
in 1935 for King George V, in 1937 for
King George VI and in 1952 for the
present Queen,

Young Sandy was educated at Eton
and commissioned into the Scots
Guards in 1932. He served in Hong
Kong, but in 1937 retired from the
Army to take up mink farming.

After his service during the Second
World War, he was a zone officer in
the Control Commission, Germany,
and then bred pigs in Suffolk,

He was a member of the Royal
Company of Archers, the Queen's
Body Guard for Scotland.

Craufurd married first, in 1934
(dissolved 1939), Dlive Montgomery
Cuninghame; and secondly, in 1947,
Apgatha, widow of JIS Timrpe and
only daughter of Hev A C Lucey.
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