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~~ 

fil:AFF DUT J:E~ 

Q.Q.Ml:QfilL, .. LAYOUT AND OflG .FOR MOV OF AN IND DIV_llQo 

INSTRS 

l. 

2. 

• 

fiefs . 

( a) 

e b) 

AITM 20 para 30 
AITM 16 para 2 

N~menclature of HQ. 
Def of HQ . 

The WE concerned is Ind ,1,TE I/1 - A/3 . 'T'his is 
available in the main library . 

I. ime allot t ed. 

( a) 

( b) 

NO PS period is ~llotted . You must read thi s 
precis and the refs given in para 1 above before 
the model on 4 Jul . 

Various ways of rnoving a div HQ will be discussed 
on the model on 4 Jul • 

AJHC. 
Jun 45., 

. .... .--
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ST fbEE_COLLEQ:fu,._illl~T A. 

1945 . 

ST AFF !lliT IE S • 

CONFIDlsNT IftL . 

12th St&..t:f_Q.Qyrs~ . 

CÓMPO§~~- LAXQJP' t.pD ORG FOR MOV OF_AN_lfil2_DI}l_liQ. 

OBJECT 

1 . To study the composn , leyout and org for mov of an ind 
div HQ . 

PRINCIPLES 

2 . An efficient HQ is essential in every fmn . Without such 
efficiency , the efforts of the comd wi ll oft en be nullified . 
The efficiencry of a HQ depends lar gely on the org of the 
various portions of the HQ , the me~ns of comn ~nd the 
suitability of the site selected . 

ORG OF AN IND DIV H8 

3 . Div HQ consists of threa parts :-

.Eart r -

'fart II -

f.art lll-

. : . 

The líltt er is subdivided into: -

G ... ops and int. • 

A and Q. 
Liaison staff and comd ' s personal stafr.· 

The following actas comds of tps ~s well a 3 
advisers to the comd, qnd have a HQ to qsslst 
them as comd ' s :-

CRA 
CRE 
CR Sigs 
CRIASC 
C IEME • 

H.aads of serY1~.sl.§ . 

The following heRds of services ·Bct a s advis ers 
· only to the comd on m~tt ers conc orning the ir 

r espective s orvices :~ 

ADOS 
ADMS 
DAD Remounts 
DADVS 
Senior Ch~pla in. 

COMPOSN OF AN IND DIV HQ 

4. The detqiled composn Rnd or~ of an ind div Hq, HQs div 
tps and ce rtain units which will normRlly be locat ed at, 
ornea~ mR in or r ear div HQ ~re~s ar e shown in the following 
appc es : -

Appx A 

Appx B 

f ppx e 

Composn of ind div Hq , HQs div tps ~na units 
normally in div HQ ar ea. 

' ' ' 

Org of offrs at div HQ. 

Syg~~n distribution of duti es at div Hq. 

• 
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s . In "·º 11t · ,:,n ·¡ 0 thr abo,, ~ th f()llow'ln" ,...1~r b ,.., loc~t:fld 
in , or n, 1r, thn rli.v H~ ..,r,.,1 1 rl p .. ndinr• nn thQ cnnn+ry "nfl 
th typ of h~ttJ ~ ~-

A t k r 1. r t 1 · ~ s d d, s • 
Tnr'l fd c-nv. 
rna fd plr cny. 
Inr:l inf viJ.rsn ('ny. 
In 1 r · e r- r-.y . 
Ind f <l .,.,.. b. 
'J'cJ nf 1.SSU . 
D t BIC ( nt· si1"il·1r ')rr for t''u'Lf.'YJ' tC') . 

SPL CT''T' TNG OF· D TV Hq 

6, A r'liv H~ will 0fr Yl h snlii· inh·) 'i1· n r.inr1 T> r>rir 'lf):; for th 1 

f0llow-i n' T' · f;nn~ : -

,.., 
I • 

( a) Th• c n1 1d ·:: ;_ t; l" ., st, ..,ff suff i.~ i nt to c0nt T' ·"l1 t he 
t· ('t"c·] OT) • prl tn d •c•td · •fa· n11 ~d.::; (m.-dn If~) I"1Ust 
b" w l l f1rd. 

(b) IT'hp cr 1t·-.r r"rt nf· t:i-i ·d11 st-iff ..,nd s 1·vic,:"I:; (r, ,.., r 
T-iA) ..,.uf'1· !' Tn"in in .., nnrn 'VPP"" th:-,v '''Ul ~.: r+ h f'~ 
cnntro1 nvE'r nnni ·, rr:11w ,m •nt~ fnr th,, np . R"'l rr1 
or r.;\ "' r c,..,T>1ns T"J1.y t1 r- C" ··it,.,t .,.. ··r H"J r •?'l ·,inin~ 
: C :.n:' . i •r~h 1 ' r} i ~t ">DC .. • he i ir1('1 fl'l" i.n jfr. 

·ir..,in H'"' ... ,,v rit'tn~ h;,v' .-.~f'1 rl"lt í'rorn · t f()"",, ~s;n c'.f'.¡<' op . 
Thi~ "PiJ.J ;..NV, · st nf tno"crvrrl, "'ith I'lin ,, ... ~ntj•,1 st.-..ff , 
odvi snrs ,nrl crvnnr; ~ ••1hn TT'Us1· nf't n h • •'Vi"l1 fnrt'I-¡ ~- r fwr'l t.h"'n 
1TJ1.in IV' t n ~ . 'r r i ;.·,t. in th , -rü·tur..,. 

8. Íl riiv HC' wi.11 w0r'l{ v:i.th ""-:.X rí'i.<:: i oncy wh,"'n it ls "11 
to,,+h"'r i.n nn~ ~r , '"! • 'l'ri r r0r ti-1P fn11"lw·n,. rnl ~ TWS11 
b r- ('I hs,., rv...,d , .... 

(:"l) Div !IQ ·,rlll ! grr h" "'ti] it unle>f's -tt is r ,,11y n, r. ·"·r .. rv . 

(h) If srl it ;t "•ill cr-1i·~' to~· th, r ·)¡·-dn ·,~ :-:oon -,~ t:'10 
sttu-,t:on n~-,.,,rtii's . 

(e) 
' 

T"'" Hr¡ rhoulr! n· ,. r h, --w·~.¡ 1r0M rr·dn Be ror r10rc 
th1n 211 r.rs, 1nrl rr:11.::t c0nst:intly b~ ln cr,nin ·,i+h 
m,,in HQ . 

S rr I i"G OF D TV H'). 

r 

D -' f 
Si.E: dn~ns 
Rd : ne t r "01•ins · 
!' ir e 0rnns 
Cov "'r f""n ,.' w ·•t ', ·· r 

Ai.:-~inst th -T:J1 thi.J5 ·v ~ 1 
tps 'lV'"til1hl r. fot' rll f' 11'. 
r,risr : ... 

h , .. ~ p r ; 1T'"' ry e on !=: ¡_ ,'11=• .... -:i t · n n . / s 
'1w::::•1::; l i,n1i.t ·i!, t•NO r,rinr- Í.D] •"S 

( h) 

t~Th .., r r D n::; ' ' i 1 
• l , , S i t " • l i V W'I V: h =-> N i t. C "1 n 

p~rY',c-1-ior 4"1•n, 0~·h ~ t:n::- 0f ~h rliv (ba 
,;h+- ... in :"'Orrl ' 

te) . 

Con(' f0r grrnrnrj l í 11:i.l i. n ..,r1y rilvr·1ys 
t}; ~ 1 1 . .:, p ..... e; ion .(' T' 0 . i r .. t f. "1 C'}r • rr h i ... 
so now th-1+- i 1v -~ l, i "1(1 .. · r f 'H' r; :- h1v 
cnrnpl ,.,i· · r;unr n"'~v tn t-.h..-- ·dr. 

b '• '"or , i.•>Jport =1nt 
i · 'S,.., ci .... lly 
r ,., ~ n ,:¡ ,.., 1 rr,,-, C'" t 
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11 Si f' cnrnnc: "IT', of tri ,.,..,.."-'"t ·st i.rnprrt'1n(' - without sif's • n PQ c"n NOT D1nction . Sig reou~r~m ~nts ~rn :-

Hirh ~round t0 Qvoid scr~0ninr of wrls . 
Go -,J rds or trs . 
p rm..,n ,.,nt lin• (if F1.vatl3bl 0 ) . 

12. Gor'lrJ rds 1nrl trs \Mill r.;.::>J.dom b,q fo1mrt tn th0 1r "''1 in 
,::i,ich J.LFSK'l tns .,.,.., 1 ik ·,J.y to on . rrrs ,nd turninP 
circuits ~ill h'1V' t n b~ MQde . 

13 . 

14 . 

A lt "'ir stT'ir will h'"'\T".'> to be constr in 0r TI"""r th,; 
1iv HQ ·" T' " . vin :r ~q11ir i:>rri0nt j_s 1 stl·Ftch of -f'"!i.T'ly 
1 evel r~round ~EQ :,~dF X fi{) yd S , 

D-"'f of th str.;_n must h,, cons:i.dPr::'d . 

He "'VV r:->4.n i_s co'T'J"'Jr'lf" i.n BURT' 1 f., M1\LAY~. 1nd br:.yond "nd , 
in sorn. "T ,..,,s i.s NC'J' r-"'stri.<'tP.d to i·hc. rnnnso)n n _T'iod • 
Li,..,,it 1d tpt 1vill :nr:,"n li•-iited tr:nt·w-1

• 'I'her2foT':: it is 
rl~sir-,hl to sit~ dtv HQ wh~re soM, huil~in~s .,T'~ 
1v'"'iJ,.,bl 0 nr, "t 1~,ft, b,.,mboo ~te for th ~i r cnnstr c"n 
b, n1"'+-.~i.nt?d . 

15 . A site r·hich Ls 0ti., T'Wis0 suitahl,::, n1y h~v:, tn b-.,, 
T'~j~ct1<l ff it i~ ~i~hly ~"lprious , nT unh-nlthv f0r 
~ny 0th r r ~..,snn . ~his is p0rti..cul..,rly th° C'1S if 
n iv W' is J Ucr:- 1 Y to b'"' th-~T' ~' for s·or1e + irn·:-:- . 

16. 'T'h0 'l~r thr~..,t C"n ]\T(r hr-i C:?ntir 0 ly iP'nnr!'.'ri.. -.,,.,i<l~ rm 
H~ by JAP ,.,e sti.11 "'"'"U1' "'1nd di..v HQ rr¡1,st b cnnC' ,..,lr.d 
frorri th ~ ~ir !."IS f0r 'tS nossi ble . 

• LAYOUT OF D IV Hq 

~rinciplrs o~ 13.Yout. 

17. It i.s NOT ;1os~ihJ , in th,.., ·~LFSE/. th~ .... tre , t0 lr,y011t 
div F0 '1c0orr'linr to ..,,ny st..,ndard ai"l"r"~l'"t'\..,ti.c ~~thod . 
rt is t~ss2nti"1, h0w v -r , to .,dhFr"' to c,_rt.~tn Y'rincipl,:is 
·;¡hich sho11ld h 1...,tr, d0wn in Di.V st .... nrl~n!! Orc'l 0 rs . rnhesr:; 
principlPs 'lr~ ~jv-:,n in n,.,r~s 18 - 26·b.,,low . ! sk:tch 
of '1 '1n<::siblr. 1'1vout of '1'\"in div F':; is shrwm "lt '1 un:x:. D . 

e 0rnd no st • 

18 . Thi.s is tha 11hnb 11 c,f ctiv HQ , r ounr'l ·,•hich th,... othgr 
!'nrtjons \'rill 1-p bujlt up . Tt cons;sts of th-:i G I 1nd 
SiPs offic .s , tn~nt~-r with th~ nffiro of "nY Rlf 
,:ü Jrn• nt ,, llott en , 0r ... ss:.: . 

19 . Offic s ,.-.,f' CRL, CR8 nl J.Q rmst h.., ~r011p,=:>d :rrnmd th :i 
C0'11 d nost . Off i C' ,s 0f CRT_'.SC , LDOS , LD''ifS .,,nd CT~<E 
: . .-,y C'<"'TIV('TI i 'ntly b r,l ..,.r, :0 fl1rthsr ,"V7'1:/ . 
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L iving aren~. 

Will incl offr3 messes which should be fairly n"'ar 
offi ce ar eas , BOR and r6R messes , cookhouses and rest 
a r eas . The l ast should be an e'Xt ension out wards of the 
mess a r eas . 

I.:ot area . 

21. Should bP as fc1r away AS possible from any other area . 
It must be large enough to accommodate all t he veh's on 
the strength of div HQ . Sigs y ehs may, how~ver, be kept 
in the sigs area . Tpt pi=>~sonnel norm~lly live ~nd feed 
in the tpt area 1 therefor e sp2ce must be allowed for 
messes, cookhouses and r est area . 

22 . Cover from air Ana strict TC are necessary . The car pk 
should be near the entrance to the div H0 area . A 
separate car pk should be r eserved for visitors. 

23 .. Pro personn°1 should be ne a r the off ice arP.a . 

\ 

24 . A PW cage will be required. For s ecurity ri=>asons it should 
be si t ed as f c:1r away as poss i ble from the of'f ice a r ea . 

25 . This is most necessary . It should be fairly central . 
Visiting offrs will be of al l types - senior offrs to 
junior LOs - and may be numerous . It may be advisable to 
open a reception office for visitors . 

26 . Ar eas will be requir ed for the div HQ bn less dets, and 
:3.ny other unit that m-:iy br ."Jtt to div HQ . Although the 
d iv HQ bn will be engag,::ir".:i 011 def of th8 perimete,r , it still 
r equ ires an area fol"' f APdil'g and r est . 

• DEF OF DIV H~ 

27 . Against the J AP t.he main thr Pat is from small nq:rt ies 
who have infil t rat ed thront?;h , or between , bde a reas . 
Minor thrPats are long rRnge arty fire and fifth coln . 
The a ir threat will normally be secondary to thA ground 
thrPat but can NO~ be ignored . 

28. Of the niv HQ bn thrPA r iflP coys mQy b 0 qll0ttcd to hde 
HO~ . This l eaves th0 bn less thre0 covs for thó d~f' of 
div HQ . If rliv H'? i_ s split, r ;, r H0 will r,:,quir0 nrotPctinn 

2"9 . 

as well as rnain H0~ It is thcrefore ,:,ssent inl thRt 
0 very mP.:i in div HCJ NOT r equi r ed for comd and kePping 
open comns is orD' to fie-ht . ]~ax us0 rnust 1.lso be m1.dP 
of t he noss ibl e resonrcPs gi V·'n in nara 5 1 bovP . 

;Qef mP;:i_sure~ . 

( a) DPf posns must b·- si.t,::,d to nrovide all round d·3f' ,9nd 
cover all likely apnrn~ches c Th~y shoul~ be wired if 
pos si ble . 

(b) Every méln must havc an 1.larm post . 
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(t) 

( d) 

( e) 

( f) 

A mob res must be held to act offensively agninst 
any ground threat / 

Alarms must b 0 constantly p r actised, especially 
soon after arrival in a new nr ea . 

strict ord ers must be issued r e firing i nside 
the perimiter - usu~lly only bayonets,kukris 
etc to be u s ed . 

Slít tr 0 nches ~s protection 8gainst arty fire and 
,!'!. ir· homhing T1íUSr bl:) provided 1t off ices, mes ses etc, 
and in ~11 living arsas . They shoulrl be sited 
so AS also to nrovide depth to th~ nerimet ~r dofs 
for ground def . Bvery m::in must be --illottAd bis 
tr -nch . Sp~r es should be dug for visttors . 

B.esnonsi.hili:t.yJor def . 

30 . The G I is r"'snonsj_hle for , and must supervlse , ~11 
def mr:>asures . He will , however ,• apn6 int n.n offr , 
normally OC div H0 bn 1 responsible to him for def ~ 
If div HQ is snlit , the senior offr div Híl bn at 
both m'"lin .gnd r "' :1r H~s ( i e bn comd 3nd coy comd) 
will bF aef offr Rnd will coord dRf mPasures with a 
G 3 ~nd c~mp comd r esr Pctively • 

MOV OF DIV Hg 

31 . Div Fn is NOT fully mob, unl0ss pool t pt is 1.llotted 
from div 2nd linc tpt . In practico , pool trt is NOT 
alwavs 1.vail~~le . 

The e ss~nt i~l parts of m~in HQ can be made mob ~nd 
moved fwd , whil~ thf r nm.::ünder of IM.in HQ ;:ind the 
whol·~ of r Gar Hf": cnn be movPd fwd lp_ter with thc 
help of tpt r ele1sed from main H~ . 

32. (a) 

( b) 

All div H0s 1r~ formed into gps for moves . The 
nomcnclRture of ~p s is gi ven i..n AITM 20 para 30. 

Th~ comuosn of these gps should be lqid down 1n 
Div Stnndi..ng OrdPrS hut grouping must b k8pt 
flexiblP ~nd 1llow for ;:iny forrn of tpt . 

(e) A possible rrouping of 1. d i v HQ , usinf; only the 
tpt on the V!TE of an ind dj.v HO , is shovm .qt Appx 

T.his i~ __ gjy~p 1s 8 eutde for stud_ents dnring the 
Co11rse 1nd _1.5._2 b::isis for rliscU.§Síon. on the morltl , 
only. 

funnin_e_fo.r_mov. 

33 , The div staff will pl~n moves on instrs r ecPiVP1 from 
tht"' G T . T tP G I wil l dr>c id P whethr-r G or AQ st '1ff 
is to issu~ rnou or<lers . 0rders for r ecce of sit e(s ) 
wilJ. b,. issued . The striff will issue ;:i warnine; arder 
wht::tn0ver possj_bl.., NOT i ess than 2 hrs b "' fore 1 movP 
is to st 1.rt • 

.Q:rde i:s_for OOY • 

34. The following instrs ~,~+ b0 given bPfore a movP can 
be st~rt cd, ~~ y m1y b~ isstied in thc form of 1 mov 
t'lbl r-> "S \1ril1 b.;, t-:iuvht in thr Hov s - riPs :-
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e a) 

e b) 

(e) 

e d) 

e e) 

( f) 

( g) 

( h) 

- 6-

What tYP ~ of mov. 

SP , dis P ~nd r e sponsibility for thc mov J . 

Route, m12h, vtm ~nd, if n PC0SS8ry, halts 1.nd lts . 

Time r ecce P"'rty wi.11 l .::> . ..,ve - SP, RV ln n Pw ::i.rcr1. . 

Time by which élll v ehs will b e lo8ded a nd r "' turned 
to e q_r pk. 

T imings for r e;:i 1 s of P'ps to p a ss SP . ET A in n ew -- r e 9 . 

11.ny d evi.:1tions from div st2nding orde rs with sp eci.'11 
r e f to composn of gps . · 

Ad~ instts i ncl megls, r,tions, r ec etd . 

L ,!Clyout part i e s • 

35 . The duti e s of 11.yout r'""rti. rj3 may b e sumrrn.ris ed '1S follows. 
The y will b e furthe r discus sod on the mod e l together with 
the nroc adure on 1.rrival -, t the n ew sita . 

( a ) Offr IC nnr1. s if." r ep r 0cc e n ew sit c-3 with ri view to its 
sui.t~bi.lity ~s to siz~ e8Se of comns 1.nd d 0f • 

(b) Offr IC a llots 1.r ~q s t o v ~rious compone nts of H0, i e 
offic e s,c ~r pks ~te . (S ee Apnx D). 

(e) Reps of comuon Pnts c a rrv out d et.,il ~d r Pcc e of own n.r r.él s , 
sit e 1.nd fl 1.g of'"'i. c,.'s, v <?h pks, me sse s r-tnd d e f posns . · 
L n.t e r they 1TJ.2'1.. compon-.nts ::>nd guide tl-t 0 m it:to n ew 
arcas . 

( d) Re_p d e f coy c r-i_ rri :~s out r ece e for <lef of thf, 1.re1- . 

( e ) Rep pro unit, in consult ~ti.on wi.th offr re , m,rks tfc 
circuits, posts p ro u -rsonnol , t1nd signposts rout ,., to 
::-i.nd in n ew sit e ., 

(f) Layout party with s ·~s open comns µnd S "'nd msg t o m~ in 
HQ giving m1.p r "' f of n e>vr si t e ..,nd b est r0ut -., t o i t . 

( g) Offr IC ( wi th dr '"lught s m."n i f t -'=lk en) pr •::;p'"lr "'s skf. tch of 
l~yout . -

( h) A layout p!1rty will b ::, rr1d 0 up to fulfi°l th ~ 1.bove 
functions . Its composn is shown in Appx ~ - This 
might well b e inc r ':;11.sn<i to incl ?xtrn p e rsonnel ~ s guide s 
and , if div HQ is moving into '1n aren wh 0. r e l"'Tot ction 
.c nn NOT b 9 n rovi d "'ª by other tps of th -=- div (brt ~s ·"'te), 
::i. prot ectivr, nr,,t wi.11 b _ 2s sentiql. 

36 . A sm1.ll r e ar p ."1 rt y mny b -, l E ft At thr old si.t e . Th ..., p 1.rty 
will b e IC of nr offr who will b e r 0sponsihlP for closing 
down comns 11nd fin --.lly ;nspccting th r::i a r 1-,p to g p ... , th'1t NO 
SECRST docum 0 nts 9 msP" s ,,tC"! '11' " 1 0ft lyi.ng r-i bout. 

A DR -m ;:,_y b e l e ft .1.t. th '"' o lrl sit e fo.r on~ hr .-,ft 0 .,.. th ":? s it e 
h1.s b een Rb~ndonn~ to dir~ct l At e ~rriv"ls , othnr DRs ~e 
to the n ew ~it e . 

37 .- .S.iandi.ng_Qrd8r§..s. 

e a) 

( b) 

The s e · will b (., h1.s 8d ori 11 3t ... n rUne oraP~ s for Divi.sionpl 
Hi::> adqunrL.,rs 11 yiubl ish d hy tht) war Off i.c '1 in J ,,n 40 . 

~hey must incl ora ' r s for s itinP ~na l~yout of div Hq 
d e f me ~sur ,., s, coMro~n of ~ps for mov ~te . 

LJHC, 
JUn 45. 



SD/10/ : . 
Comnosn of Hi1 Ind dív íncl <Jther H1s and units normallv 

in the ..::iv H. ~re·, , ---·--

' -.-, 1 PERSO~füEL . h TPT . 1 iJE.tJ'O:-s. 1 
1 1 • IT¡--r- 1 ,,-r.µ 1 1 1 ~ ·1-T-1 1 1 

~ 1 ', t '1 ,' 1, ,' ¡' 1 11 ,; 1 ~ 1 1 ¡ 1, rl ·~ 1 1 ! ¡ 11 · ~ ,r Uní t . . 1 1 • s:: ILO 1 ~ C) .µ ¡ 1 1 . 
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~ 1 Q O I O O I O I O I O I m H 1 .µ 1 H I O O I O O 1 "' 1 '1 1 !E 1 ~ r~ j 1 1 1 o -t~' + H ~ 1 :,T, 1 =-ff--t:-i-~ "':si a, ~ ¡:-• l ~ 

1 . In d Di v H~ in el Di v j I/ 1- ,v' 3 ~ I 19 J 124 · 1 44 f 22 14 ¡ 9 1 7 1 1 ¡ - J 8 j - .1 17 J 15 l s? j- 17 4 

2 . ii i~~ ~~- Arty I I/2- A/2 ,' s l 12
1
1 13 l 12145 

1
1 4 j 7 ! 71 - 1 - 1

1
1 -1 8 121

1 
7 

1
, 2 1

1 
13 1 

~. 1 
11 11 11 

En gr s I I/ 3/7 6 1 - 22 1 2 30 - 1 3 1 31 - 1 - 2 - 1 5 - 9 1 18 1 
4 . 11 CRI '..SC I I/ 4/8 ! 6 / ,- 1 46 ·, 10 1 62 ~8 1 3 l 2 - 1 - , 1 1 - 1 4 1 6 1 16 ¡ 1 1 30 1 

~: ¡· I;;d c~:~~ec I i{i;~{J2 i 11 J 1 
2

~ 1 ~ 1 f~ ! ~ ! ~ 1 i 1 : 1 : 1 :: 1 = ! J 1 ~ i 1: 1 = i
6
, 1b 1 

7 e ¡' Ind Di V Sig s I le ss ! I/26/8 1 19 1104 325 j 61 509 ~3 ~3 
1
f0 I -· i 41111 '12 lico 46 jl73 18 fl7 1 

é1. rty regt and :i..od I l , l 1 1 1 l \g) 1 1 , . 1 1 ! ! 1 
in f bde secs ond , I 1 1 1 · 1 j I j I i , i 1 

1 re e e e bn si g de t 1 ¡ ¡ 1 . 1 ¡ 1 j 1 1 ¡ 1 l · 
8 ., Div H} Bn less three I I/29- 0/4 , 131 - !452 , 57 ,1522 1 - 12112 -¡1 - , - 1- 1 12 I .5 ¡'384 r-2 l 6'± 

• rifle coys ( e) 1 J I J . 1 l(bT') 1 I , 1 jC b). 1 1 ¡ l 1 

9. ' >DivRecce Bn less j I/29- C/4 ] 13/ -J462 157l532 l-l12
1
12

1
-

1

1 -l- l-l 12 ¡ s'387 ~2,71 1 

(~~~º(d)oys plus sig I I/2~/i 1 1 1 1 1 1 l(b)I (b) / 1 1 ¡c b) ' 1 1 1 1 

10 . 
11 

~~;sMrer less three I I/29- r,/4 1 91 -1 231 23 ,263 1-1121181 -1 - 1 - - 1 18 1841183 1- ! 23 ! 
11. 1 In d Di v Pro Coy I/ 48/ 3 1 2 j 37 1 32 13 84 112 125 125 _j - 1 - - 1 25 j 62 1 - '1- 1 9 

1 ( scale E tpt) less . 1 II 1 1 1 1· 1 1' ,¡ 1 '¡ 1 1 ¡, 1 1 ¡ dets vJi th bdes . , 1 1 
12. j Ind 1!lob Vet clec (mecij I I/37/~ 1 1 1 -1 41 ¡ 3 1 45 Í - 1 - 1 - , - 1 1 4 ,- 1 5 1 2 14? j- ! -
13 . Ind Fd Hyg Sec less I I/40- i/l 1 1 I 1 ¡ ¡6 1 11 1 29 1 - 1 1 1 1 - 1 - 1 2 -1 3 1 r ll 1 - ¡ 5 ¡' 

1 
dets 1 

1 
, 

1 ! 1 ! 1 1 , 1 1 , 1 
14. Di v Postal Uni t I II I/68- B/Jj 1 I - 1 38 ! 5 

11

1 44· ¡ - i 4 J 4 - 1 - 1 " 1 5 1 1 l 7 1-· 1 - j 
' 1 ! 1 ! 1 l(f) '¡ 1 ' • j ! l 1 
1 1-- --l--+ 1 t-' 1 ~ ' -+- 1 • ¡ f-, 
!; TOT~º.L ' 1 1 12( ~ 1221 Jó3 3( 3: 2~G 5':'.:¡'Jfil1' 1~~ 5 '31 l 2 1222 ~ 98 ! .L3i.5ir'6 ' S,16 ! 

1-- -+:- L_.i._ 1 1 . 1 _L I l__j [ i ' _¡ __ _ l 

• 

cor-FI DZ:J TI AL . 
APPX A. 

RZ: ;J{K S • 

(a) 81 trailers 
jeap, 9 tr2ílgr3 
mise . 

( b) Po o led; for 
o.llotmen t to coy s 
as re ciuir ed . 

( e) .Uso has 
29 uní t mul e~ . 

e d) ;J. so has 
34 uni t mul es . 

( e) 12 Mr,~Gs . 

(f) trQilcrs 
lC c1at . 
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[ 
GSO II (ops) 

[ __ L_-....~ 

filY-10 /M . CON FI DEN TI AL . 
Appx- B.-. -

ORG OF OFFRS AT I ND DIV Híl JJ!D HQs OF SUPPORTING ARAS & SERVIC:SS . 

GSO 

~ 
G III ( i n t ) 

GOC 
ADC 

Three LO s 
[ 

GSO I 

[ 
~~-L_·~-,-.--~~~~~~ 

[ [ 
II (in t) 
Q 
[ [ 
IO FS Sec 

HO RA 
CRA 

Tvva[LO s 

r+- ~ 
fi O RE 

CRE 
[ 

Ma j_Qg _Engr) 
[ [ [ 

--r 
Di v Si gs 
CR ·8.igs 

[ 
[ 

Q 
GSO III (ops) GSO III (ops) 

( trained in 
CW and Caro) BM se ro Adj t Fd Lt (in t ) 

Engrs 

[ 
A:dj t Capt IG Securi ty 

Sec 

--------------------------------

~ ~ 
Ji..PM Est 

Offr 

~ 
Camp 
Comd 

I 
oc 

Div 
HIJ Tpt 
Se c a tt 

-r 
H '] 

CRIASG 
CRIASC 

[ 
[ 
[ 
[ 

[ 
Med 

Ail.1 B 
[ 

DAil"VfS 
[ 

Subaltern 
I.AMC 

r-- _J_ __ _ 
ll [ [ [ [ 

~ Sup O Adjt Amn Att offr ~tt offr 
( al so 21 C) O ffr R:~ I.AMC 

A:.). 

-r--~----,i 
Vet Remoun ts Ord 

DADVS --DADR- ADOS 
~ [ 

Three EVO s se o r d 

~ 
2IC 

~ 
Adjt 

~ 
EME 

( wrls) 

( 2) 

[ 
Tvvo 

Cha plains 

Att offr 
IAMG 

[ 

. ~ 

Div 
Post­
al 

-. 

[ 
Fd 
Ca sh­
ier 

Note:- When HQ is split , o ffrs shown a bove the do tted line vr.i..11 be at 
main Hq plus .'..Q vri th se E- nd one c l erk, ... '..DMS, CRL1.SC or rep and 
possibly the APM , D /.DVS, CIEME and the est offr , see a lso ... 1ppx E • 

[ 
se 
CV!cl­
f a re) 

[ 
Ca pt 
(Edn) 
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• 

GSO I 

R~STRICTED. 

Anpx ~ 

S,ugefilitPd dist.tl.!mti.QILQf_dut ies At di v HO for the l ·=irge 
I3r:-¡ncnil • 

• 

- - · 
Lll r.iatt ers of pollcy -:>nd 
st::iff. 
Co- op of 3rrns And RAF . 
Supe~vision of int . 
Int ercor,m . 
Policy for trg . 
Def of HQ . 

Q.§9,_ 2 ( op S') • 

Under study GSO I . ~ 

~oord of work of whole div 

Control, or~ nnd t't'g e f 11 G11 office . 
Orders, dict /"lt ion1 dr-:i.ft ing ')nd checki.nE7 unde:r 
direct ion of GSO l 
Control of Los . 
Arr~ngements with sigs , Q Rnd c~mp comd for moves of 
div HQ . 
Of~rs duty roster , main HQ , 
:M'oVes by rd, assi.st?d by Dl\mm for mov t-:i.bles . 
fllotment of v~cAncies for cours es of instr , 

QSO_ª-~-· . 

TTnderstudy GBO 2 (ops) . 
si tu '"lt ion map s . 
Loc1tion statem~nts . 
11 G11 11rar Di1ry , 
Det 0 il~3d orders for movc of 11 0 11 gp • 

QSO_ª-.{.QQ.~h_.( ".\lsn tr-iined in CW and C1m) , 

Understudy GSO 2 (ops), 
Advic~ on CW en1 smoke . 
J.i.G trg . 
cw int in conjunc wit~ int staff . 
Coord of def of mnin HQ with OC di.v HQ bn , nn1 PtD. 
Sup,-'rvision of individuel trp,; of personn,:ü of div H!"" . 

• Q§Q_ 4,..( in.:tl.:.. 

Coord of ~11 int work in div ar?1 . 
Di v int sum11eries ·md aprrec iBt i ons of ennmy int ent ion s . 
I~f~ pqrA for OOs , 
~nemy sttu,tion mqps . 
Div Comd 1 s b~ttle mnp . 
S~curity 1na censorship ~ 
Ordering, distribution nnd intP.rpret~tion of ~ir phs . 
n1 q int of d j 1ry showing ictPnt if ic -it ions , ern:,My arder of 
b~ttln ~na ~~Y other items (less enemy ~rty infm - done 
by IORA) . 
Arrangtments for prelirnin':lry P.Xamination of PW. 
Li~ison with TORA, RAF int st~ff and othPr int or~s -
ieBIC 1nd V Force in BURMA . 
Circul1tion of int . 
Sitr0ps ( in conjunc with GSO 2 ( ops)) . 
Cod n~rnes. Man r Pf cede . 
Distribution of interprcters . 
LiAison with CAS . 

Qfü2 3. (lnt) ,nrt .12 . 

GSO 3 ( int) will undE'rstudy GSO 2( intJ. 
Duti~s ~s sub- 2llotted by GSO 2 (int) . 

J 



• 

- 2-

P~rson~l comfor t of GOC . 
Assist i n upkeep of div comd ' s m~p . 
On r otur n from visits to tps with div co~d , will ensure 
sigs know latest locnt i on of tps visitnd . 
Move and def arra.ngement s of tac HQ . 
May 3.ct 2s camp comd for m.r.iin HQ when div HQ is split . 
~ess· s ecr gtnry fo r comd ' s mess . 

CO of personnel forming ~iv HQ . 
Gen supervision of ~drn ~ni coor d ~f the servic es . 
Adm policy para in OOs . 
Adm forecRsts, plans 0nd orders . 
Ensuring with hoads of ser vices t hat adm sos, units ~nd 
s ervic es nr2 tr2ined for thei r duties in war . 
Div Rüs ( with DL!.G) . 

TTndr::r study i\Q . 
Discipline Ail~ courts mq~tial . 
Honours ~nd :iwards . 
Courts of enquir y . 
Lrn "'ni t i es . 
LP~ ve and r epatriation. 
e as r eturns . 
e :::is ( wi th fJ)11.ns) • . 
Buri~ls (with qrav0s service) . 
e er emoni::il . 
Gds ~nd escorts (wtth G) . 
Pay 3.nd ·ülow~nces (with. fd cashi er ). 
PW (l.ivith G 1.nd Pro) . 
Pro .qnd TC ( \Vi th G 1.nd f,PM) . 
Rft s end LOB. . 
w~r Diary (A~n) . 

DAOMG . 

Under study LQ . 
A-dm ord~r s 1nd instrs . 
Accn . 
Moves , other t han t actica l . 
Sups 7 and POL ( with ST) • 
.Amn \with ord ~nd ST) . 
-g;ngr st or 0 s ( wi th CRE a.nd GSO 2( op s) ~ • 
Postal servic €s . 

• 

Cl ~aring the b~ttl~ fd (vehs 8nd rnnt~ri~l) . 
B~ths And l~undri es . 
C :int P6TIS . 
Wat er ( wi th CRE, ST !:ind ADMS) , 

se l'J. and o. 
~__;:;;.,,- ... ----

DndPr studie s DA/1G 'lnd D/~0MG. i 

C'-'rri0s out any duti es sub- .qllotted by DAAG or D!J~~r.G . 

C'1mp Comd . 

Int ern~l s~curity div HQ . 
supe rvision of BOR "lnd IOR mess~s . 
Supe r vision of s~nitary '1 r r"lng 1mPnts . 
Custody 'lnd issu~ of ".'lll QM stores . 
When div HQ is spl it , wil l coord def of r 0 ar HQ with coy 
comd div Hr bn . · 

~s t _Qffu 

Besponsibl~ for srnooth workinP of div HQ offic es . 
Gen sup ~rvision of ~11 ~lPrks . 
t...ccounts ".'lnd u rson·ü iiocum~nts of "11 p':',...sonnel . 
I.ssu::i of ronti.n n ..,nd offir~ ord "T'S (with Df.! G) . 

J 
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Note . 

IJ[] = Mess and 
letter 

1\.rea r .Z.nged in 
dotted line is 
Comd post" 



• 

• 

1 . 

OrP for mov of Rn ind div HO . . Jillg~~ 

ExplanAtory Note~ . 

This is a ~uide for students du r ing the course andas a 
basis for discussion on the moiel only • • 

T.nP.s of t~t . 

2 . A div HQ must be prepared to move using ANY forro of tpt , 
ie MT , AT ,. water tpt or ca .U.es - or any co nbinat ion of 
these . Whatever tpt is us~d , gps will remain basically 
the same . 

MT . 

3 . · ( a) There is NOT sufficient MT to move div HQ in one 
lift . The principle should be to make Gps Al , 

( b) 

A2 and the essent i al parts of A3 mob . The remainder 
of. the H0 must be ferried fwd using all available 
tpt . 

ALL tpt ~lJST be considered as a pool. This 
particularly anplies to the tpt of the div HO bn . 
l\Torrnall v s igs tpt and the tpt of Hl'.'}s of the sp 
arms And services should NOT be taken far • ther 
purposes, but even th:Ls ma.y be necessary . 

(c) SD/4/n" gives thP additional tpt required to make · 
div H9 , HQ Ind div arty etc fully mob . 

4. The only AT on the WE of a div Hn are the unit anri att 
mules of the div HQ bn. These are ~OT shown as,in 
country which makes the use of full scaie MT possible, they 
would almost certainly b8 wlth one of the div AT coys. 

s . ( a) 

(b) 

CRIASC and CIEME~ each with a small stqff, are shown 
wi th main H() ( A~J . T bey may , i.n nract ice, be at 
rear H~ (B2) and will often mo t e from ons to the 
other .• 

Div·· Sig~. • 

Figures do NOT incl personrn~l wi.th A tk regt sig det, 
fd coy and fd pk coy wrls sets and div r~cce bn 
sig det. 

Figures incl cjpher personnel with all gps excl t.qc 
ff"l, which will be allotted thPm'if rPquirea . 

'l'here wtll oftPn b.? a cabll:' det fror1 corps sigs . · 

(c) Div HO bn . 

3ecort for tac HQ (A2) will vary according to the 
grcund thr:lat and the tpt avatlable . 

Bn wrls sets hnve NOT -bGen used as thP allotm""nt 
within the bn mill vary. 

( d) Pro unit . 
.. 

An allotment t e gps has br.,rn marl0, but pro so 
1.llott '"'d will J\iQT a.lways r"'rn·ün w; th thosP gps. 
In nrqctice thPy ~ill start th3 mov 0 ~ith thes~ 
e;ps but m~y · be us ""d any1rh0re en route for 'l'C etc . 



. 
·, 

\ 
' \ 

·:\ 

__ .. ... .. 
;,,., / . ~ ... . , .. , ... .. 

\" .. 
SD¿'.10f.tl . 
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\· 1,· ~ ~ · '~. a~, for, .mo~1:.of_Jn~.dlLim.!. \ \ 

\) ,_1r • .,~ . ~ ,.,1 r 
Note\:- .~$- roi.~·.\_s...a' .. guide dply for students

1
aurine- th(:> 

,c-..0ur·se<and as a ba sis for discuss on on the 
d l

.,,..> mo e • ~· 
·:, j 

\ ----r-~.-·------------t-+,-r-+-,~,Th-;--
~ 1 , [ o S:: f-i 
• I}) o Q) 

r-11 Cll • ~ l!) +' .µ r-1 cv p. en o r-1 Ct1 
• 

ti) Gp Comd Composn <ú S:: Cll (]) f-i Wl (Y) ~ 
.µ~ o Q) Q) <ú [/) 

+:> 
C, 
(f) º ºI :z; ~ rl ¡;; ~ [/) Cll 

8 Cll ·rt o ar (J) 
"' H <l5 CO ::S •rl •rl Cll 

O 8 00 8 ~ H ~ 

- ----z-;y--~----
---~-1---...D2 

1 
e· f-i +:> 1 H H H r-1 

o o ¡:!-
' H H 

Al . 1 G3 

Main W] 
Layout Gp 

• 

• 

( ops) 
OiY.~~ 1 

G 3 ( C'ps) 
Batman 

9 1 1 - ~1~,-l-
1 1 1 subalt e rn IAMC 1 

G cle rk . 1 
D r a.ught _s,Pan_ 1 i.. .: • · ~ . • -·~ _,.. ·¡ 
Water and . .... - ·· ·. J 
sani tary du:t ies ·· -~:· · ~, 1 

sep . I 
Sweeper I 
veo div tpt sec 
One dvr. 

Sigs offr 
Batman 
Dvr . 

ro 
Batman 
Dvr 

Wrls : .. 
Bdes RT 
Bdes Wr, 
Rear Div. 
Corps 

Adv party to 
st art new 
Sig Office . 

Diy_Jt}_J¿fu 

Coy comd 
Batman 
One pl 
three dvrs . 

r!Q Unih_ 

2IC , 19 ORs . 

s s~ 1 . 
veo· 

' 3 ORs- . 

TOTAL Al . 

3 

82 

'38 

1 

·i~~ 
\ 13~ 
i 

1 

1 

2 15 

3 7 

1 

-k ------5 r7 · 

· 1 
1 1 

l f ... 
1 1 l . 1 

· 1 1 

1 

1 1 1 1_ -1-¡-1-
1 1 

1 1 

- 1 -1 

1 1 

15 ' 4 

7 ..., 

- - - - - -
·- J..-

1. 
4 26 - - 2 -
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=:_i;---~ ( e ) 

A 2 • ADC pi v _ Hn 1 
'J'ac JI() . Comd 9 ADC 1 

02 , one LO t 
G3 ( i nt) 

• 
AO. 
rain HQ . 

• 

Five batrre:,n 
Fav dvr 
Three dvrs 
G c lo.r k 

HQC~:{ v /1.r~, 
. A, 1 0 , . 

Sigmn, 
3 dvrs/DRs . 

tl.Q. Di v ~ng:f.s . 
CRE 
Cl ~rk·, s igmn 
Dvr , 

Div Si gs , 

1 

--Wrls - GOC 
2 DRs , 

D1v_li~ Bn.;,. 
· 9 15scort 

3 dvr s . 

TOTAL A2 

~iv HQ . 
Gl G2 ( int) 
2 los , ro , Aq , 
!DMS , APM 
Est offr 
11 batm@-n 
4 ord-:, r lies 
4 G clerks 
2 draughtsmcn 
2 ~urvey 
personnel 
~'ess s j t 
6 offr s mes s 
servant s 
4 sjts mess 
sDrvant s 
CQMH 
Hav tpt sec 
15 tpt sec 
2 fitte r s MV 

Il:i.:ME 
Cnmp cle:r1k 
3 e ooks TI' 
3 w~t'3r-

carr i ~rs 
wé'sherman 
Swt~ep.ar 

Hn Div ~rtv . -~ --Complete less 
Al Rnd A2 

H() Div ~ngrs . 
Compl ".> t t..) l()ss 

Al ::inri. A2 . 
Div Sigs . 

Bo<iy of r é1 in 
F.~ incl 
,,rls, sig 
offic"" , m 'SS _s 
~t~ . 

.... 2 .... 

6 2 1 

'¡ 
4 1 

6 2 1 

1 

' ¡ 
1 
1 
i 

l! 

1 

"' 

1 

1 

1 

-_1 ·3_ _3

1

f --... ·-"-- ~ +- - ---~-_ . ..__ __ _ 
~- 9, l !l _. 12 

43 

71 

40 

24 

1179 

2 'i{x) 7( ... 3 

2 6 

1 1 

3 

1 . 

' 

- 1 2 

2 1 4 1 1 
( •vi th 
3 one 
t en 
trailPr s) 

3 

10 

(x) 5 j 0~ps and t r ailers from di v HQ bn . 
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===rill1=-=rhlr' __ · _______ I.QI __ . __ ¡ T aL[llllifUici::p.~í.ilíiiLtli}_ T ilI 
liQ_CR!~Q • l 1 , t 1 

1 
CI-U./1..SC, adj t , ¡ 8 - ¡ 2 2 - 1 - - - -
Tv10 b2. tmen 1 1 1 • 1 

1 Two IORs . : 

j TwD cl.vrs. 1 1 j J 1 

1 
Eo _QI~i'.~ . 11 2 1 1 

CIEI-:E , adJ t, 8 2 
1
1 

Two batrnen ¡' I 
Two IORs 1 
Tw d 1 1 1 
1 .o vrs ! 1 

Pro Unit~ ¡ 

1 

- 1 -

-veo___ 19 1 3 ¡ 5 5 l 1 - ji 

1 

12 ORs , i 1 1 1 
6 NCEs. ¡ 1 1 

1 ~-Q§Q. 1 ' 1 i 1 .. 1 -

3 ORs 31 - 1 1 1 1 1 - 1 
- -

1 Di6a~°i!~; -~1 ana. 981 - : - j - ¡ - 1 - - 1 " -
1 escort to _42 ? 1 I _ l l , ¡ ' 
1 J)lus 5 dvr3. ; ___ , ___ _! _____ 1 ____ ~-----~----1----L---- __ _ 

------~-----,. --~~-~~----~5~J~~~--~~+-51 i -j 2 __ ~ 10 _f _ 1 _L 10_ 
~ 4 . "T G3 ;Q;t~¿-~ Q • i ! 1 1 l 1 
~'1a1n :;Q. (ops) ~3 fo:ps) 3 1 - t ·· . - 1 - 1 
:te ar .T:p .::.a tman 1

1 

1 1 ¡ 1 

1 Swee:;?er. 1 ! 1 

1 
1 l 1 ! 

34 ¡ 2 1 8 1 8 ' - ¡ -
~g office 1 1 1 

1
1 ¡ 

rear Darty to 1 1 Jl 1 1 close down , I 
old office, j J 1 1 

j PrQ_!lnij¡. 1 J '1 j 1 • 1 1 

Two ORs I 2 ! 1 ! 1 1 1 - ¡ - 1 _ ¡ _ 

1 
- 1 -

1 

1 

FS Sec. ¡ 1 1 l · 1 • 1 

---coma: ,
1
· 4 ¡· - 1 1 l1 

- , - 1 - 1
1 

- ¡' - -
3 ORs 1 · · 

L--~r--- ---·+--+----r---r--- · __ _ 
1 TOTPL A4 1 43 l 3 , 10 ! 9 l - 1 - - 1 - 1 ------+----1-----------------r' - --L----i--------f- t- i.. ~ 

B 1 1 D.AA.G Di v H Q . ! ¡1 
/ ---, -~--¡---·--,----- --- ----

Re~ r HQ --ñAAG, c1erk, l 4 ¡ -· ( ¡ 1 _ 1 _ _ _ _ 
Layout Da tmé."'~1 : , l ·¡ 1 

Dvr ! J ! 1 l 1 1 

1 :! n QJ1t~Q. ¡ 1 ! · ¡' I Cne 01, ¡ 1 1 1 1 _ 

1
1 H2-Q1~t~. ! ]1 

j 1 
une on ! 1 

1 
1 ; 

])
• Q. _J:y_~g~. 
v."1·ls to m:ün 
(ÜV , 
Adv ~riart~, to 
stnrt new sig 
oJ:'fice -

1 ¡ 

32 1 3 1 
t l 

1 1 

1 1 
1 _ 1 

5 1 
1 
' ¡ 
¡ 

' 1 
1 

5 1 
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J2i~neº º~~ j 2 I -
J3atman 

I
I Pro Uni t . 1 
- 25c5Rs 20 2 

1 4 ----L-
TOTAL B1 50 1 6 

--.---+--- -.-- --------- _____ i_ __ 
B2. Comd · J;.}l V _f;2 . ¡ · 
Rear HQ Div D.AQMG, se, 115 2 1 

H ~ Bn Camp comd, 
D.ADMS , 
DADV:S , D.ADR, 1 
.ADJS , SG ( ord.) 
2 Chapl ains , -,d i.. . ""' cas_11er , 
Ca:pt ( edn . 

Comd div HQ. 
t:pt sec 

3 Q clerks j 
2 clerks 
welf are and 1 

edn) f Clerk fd 
cas~ier 

2 Orderlies 
17 batmen 1 
Div tps 0'.70 
WO I 10C 
4 :BO'.Rs IAO C 
4 olerks 
6 clerks 

(stores) 
5 seps IAOO 
:Jed clerk 
2 clerks IAVC 
2 clerks .ARD 
Pro clerk 
Camp olerk 1 . , 

• Q,MS and 
Storeman 

C;Ilt 

. 1 

Hav tpt sec 
17 t:pt sec 
Pay 11k 
2 Water and I 
Sanitary . 
seps ¡ 

Electrician I 
1N IEEE 

. F i t ter MV IEI1.ill 
l(ursing orderl:, 

IM.W 
6 offrs mess 
serva.nts 

4 sj ts mess 
serva:1ts . 

1 2 boo tmaker s 
Tailor 
3 Cooks IT 
3 Water 

1 
carriers 

Sweeuer 
Was~erman 
3arber 

6 6 

12 12 

2 -
' .~ 

\ 

• 

¡ 

' 1 

\ 
~ 

l 

j 
1 
1 

... 

' -. 'I 
1 1 i 

1 

1 1 ! 
! 

1 

1 ' 

1 

. . 

1 

1 

1 
1. 

1 
J 

---- ---- ----
1 

¡ 
3 .. ' -- 1 ¡ -. ... 

1 . 
( \ 

r • 1 
1 
~ 
1 

1 
1 
1 

1 
1 1 1 

1 
1 
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A3 and :31 

:: " C IEEE . 
- Bom~lete less 

A3 and Bl 

J2iv Q1 K§ • · 
2~oay of }{ear 
EQ incl wr ls , 
sir, office , 
QJ. stores , 
:iétm. seD , e te . 

Div ::o Jn. 
- :~n-Iess- four 

rifle coys , 
nj_ne dvrs 
2.nd :21 

rro l".'."it . 
- -OneVCO 

12 OBs . 
7 ~:css . 

l\,i:ob "', et Sec. 
Com:_olete -

l, 

'1 

1 

1 

1(6 

1 
1374 

1 
1 

1 
1 

1 20 1 

2. 

2 

1 14 

3 

2 

1 

- 1 

1 
14 1 

3 1 

5 

1 
- 1 

1 
- 1 

1 . 

1 

1 

7 
,withl 

one 
OL 

1 2 
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- 1 

- 1 -

1 _ 1 _.[ __ 2 --
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íi.PPENDIX . ..Z 

DlAG RA/X\!X\!~TIC IJ\¡OUJ Of- D/V tiQ DEQ 

l i ~ oO- vltJl/iill~~ 
. . 'j<i;(, \ . 1 ,-2 A) 

\ ~\, 1 ( s 
~ <:/, 

~I 0,0 --. - -------:::,,,-_::;.._.:;.._.,,.,-~~Sl¿s 
PQo s,érl'IALs ~ 

Pa.o 

FS.5 

- - - - -
J ..... -- ~ • 

P..A ¿ RE.} . .,. . D. 
L1v1~~ R .. ·, 

HQ 

1 
. I),vtiQ 

· ~1/ 1 i)M ~ 
'MQ N \G~ l~t.H HQQ 

bN . 1· D I \/ HQ e,N 

1 . 
u mz>zv z/¿2!.. = ~'erimeter Jef'en0e~ , 

.' ( outer sectors . ) 

-<Ji--------·!).= Inner defences . 
( Inner ·1séo'bm:s) 

. ' 
•. '-J_., .,, 

.. 

'· D 
G •· •••••••• Gc2 · (O) , 
R .A ••••••• ~- B-~M-.R...A. 
Div HQ Bn.oCoy Coma. 
MG Bn •••••• Comd MG Bn or his ·. 

rep.· 

1 • , 

Serv1 ces ••• CR¡Asc or .~eta.ilod 
· r .ep~ ~:+ 

A/Q ••• •.••.• • AJ{"& Q!.fG, ·or deta:Il.O{r r / 
I 

~1í .. A~./. )'(_. 
.·¡ ·. -~ ,~ 4.$". 

:··: . 

. . .. . . . . 
. ; , •. . . 

rap. 
Fr.., ••••••• o OC Pro Uni t . . . 
Sigs • • ••••• oc :? . Co~r f"T in Ms 

abs 0 ncA Adjt Si~s. 
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.sp/1~. 9..Qli_FIDEfil:I AL . 

12t h ~ af f Course , 

~m~~~~A.i 

j ~ • 

.eUEE DU'rllg . 

QQ?~l'OSN , LAYOUI_A~TD ORG FOB._JWY OF _AN_IND INF BDE l..9 

INSTRS 

B.tl§. . 

1. (a) Much of the contents of SD/10/M are equally 
appli eable toan i nd inf bde HQ , and are NOT 
rep ea.ted here . 

2 • 

This preei s will be read in conjunc wi th 
SD/1.0/M.,. 

(b) The WE concerned is Ind WE J/6/8 ~ Thi s i s• 
a"taila ble in the Uain li bra!'y , 

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

OBJ"ECT 

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

ORG OF BDE HQ 

4 • The staff of bde HQ can be dividen into two parts : ­

(a) The cornd , BM and DAA and ~G, together with 
miscellaneous offrs who are bor ne on the est 
of a bda HQ. 

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

Composn • 

s. (a) The cornposn of bde HQ, coy div HQ bn , bde sig sec, 
ind sec div pro coy and LAD i s shown at Appx rAr . 

(b) The org of offrs , incl att offrs, at bde HQ is 
as fol lows:-

Bde Comd 
t -----------·-----! 

j 

™ 
- ' DAA and Q\1G 

' Bde IO Bde sig 
f t 

Bde int sec .. Bde sig 

r-
offr Three LOs , 

sec . 

t --, ---, ' 
BOO (as Head' 
adjt and clerkL 

QM) : ;~ 

Bde TO . Edn offr . 
~ 

BSTO ' IADC I EME LAD 
Type I • 

EVO 
(normally 
a t t :from 
div) . 

( stores 
branch). 

BOWO . 

( Capt) 

(e) A su~gested distribution of duties of offr s a t 
bde HQ is shown in Appx ' Bt. 
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.§.I2]j, t, ti ng o f b de fillts 

6 . ( a) Bde HQ and bde sigs are much smaller than di v ff~ and 
div sigs . Therefore it is even more important for a 
bde HQ to remain conc. Bde HQ should NEVER be split 
unless i t is vi t ally necessary and, j_f spli t MUST c0me 
together agairi at the earliest pbssib1e moment. 

( b} ,B§.sr H..Q , 

(e) 

( d) 

Rear HQ (Bl), if formed, can NOT exist alone . It 
'mus t ei ther be wi th the adm ~rea ( B2) or in the same 
area as sorne other tps who can protect it. 

The bde adm area will usually be wi th bde HQ. If 
this is NOT possible ) it may well be in the div adm 
area. In praGtice, such tpt (either MT or AT) as is 
NOT want ed far control or sup éf the battle , and any 
unwapted personnel, are usually left with rear giy HQ , 
whicn accep ts responsibility far their adm 5 while the 
whole of the remainder of bde HQ remains cene in one 
area . 

An unorthodox additian to the unwanted personnel 
referred to in sub para (e) above is the chi ef clerk 
w:i th ene hav clerk , who may be lef t a t r ear di v HQ 
to deal with various purely routine matters , thus 
relieving the B! and , particularly, the DAA and (J!1IG 
of much paper '.vork . This has been found to vmrk 
extrernely well in practice . 

LAYOUT OF BDE HQ 

Meth2,ds . 

7. See SD/10/M para 17 . NO two bde HQs aver do this exactly 
alike , but the same principles apply . A possible layout 
is given at Appx 'C' • 
.R.§guirernents. 

Areas are required as under: -

(a) .QlfJ.2..§--ª1:~ • 

This w:i.11 incl G, I and Q and Sigs offices and possibly 
tcl of ASSU , t f allotted . It must be centrally situated 
wi t hin its awn inner perimeter for def , manned for close 
protection probably by bde int sec , office orderlies; 
clerks anü sorne sigs personnel . 

Adjacent to, and outside , sigs office . 

(e) LiViU,g__at.§~. 

This incls mess , cookhouse and rest areas for offrs , 
BORs and IORs . Bde HQ usually has only one offrs 
mess;if r ear HQ is forrned , any offrs with r ear HQ 
arrange to mess with sorne other unit (see para 4(b) 
above) . 
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( d) Tpt -:ireas . 

Ar cas may be required for both MT a nd AT . There 
are fev1 vehs on the WE of bde HQ but there rn~y be 
up to 80 ani mals or roo.re to be a cconllnoda t ed . 
Vfhere possible these should be put in an area 
where there is unevenne$ of the ground to provide 
defílade from JAP snipers and shelling . Men can 
take cover i n slit trenches ~ animals can NOT -

LAD may be vli th bdc HQ or may be in adm area , if 
formecl . I f i t is wi th bde HQ, i t should be 
adjacent to MT arca . 

(f) ~Ll2r._at_t t us . 

( g) 

Ind fd coy , coy ind fd amb , ind co:mp pl etc may 
be att and "rill require areas. 

lliaf nk .e.ug vi si tQ!:.§..:. e ar _:g]f .-

As for a di v Hn (SD/10/M para 22) • 

DEF OF BDE HQ 

9 . See SD/10/H paras 27 , 29 and par a 8 ( a) nbove . 

10. 

Def r escure es . - ----
(a) One rifle coy, of the div HQ bn may b e allotted 

for the def of bde HQ , but i t will of t en NOT be 
possible for div to aJ lot more than one coy less 
one pl , or even only one pl. Max use must be 
made of att tps (incl fd coy etc) in the bde HQ 
are a and all personnel in Appx I Ar , who are NOT 
taken up vnth essenti al comd and comns . Full 
use must be made of offrs to comd small gps on 
the alarrn . 

(b) Owing to the invariable shortage of tps for def, 
bde HQ should be si ted w·i thin c. bn a r ea v1henev er 
possi ble • 

11. Alarms must be practised . Every man must have an alarm 
post. :Perimeter defs 8-nd al arm posts should b e manned 
during morning and evening '1stand- to 11 periods i e from 
t hr bef·ore first lt till first lt , and t hr befare last 
1 t till las t lt. 

12. 

Responsibility_for def , 

The 13M is responsible for , and must supervise, all def 
me asures . He r1ill ne ::i.rly alwa.ys , however , mak·é the 
coy/pl aomd div Hn bn responsible to him; the latter 
vdll work in closc touch with the BOO . If a rear HQ 
is formcd the Bdc TO vrill probably be made responsible 
for def . 

MOVES OF BDE HQ 

T12t . 

13. ( a) An I nd inf bde H~ is "TOT really mech at all, .:md 
moves havo to be c:irried out by march route if 
addi tional vehs are ~rnT av1.ilable from di v 2nd 
line tpt . 

··· 1J: '1 J ·l " 1'/ 
I •Jfr! /~;_(,_ .. ' 
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(b) MT and AT is seldom used togcther to move a bde HQ. 
If the country permits full use of MT , then all 
available tpt will be u sed to ferry fwd essential 

r~~rsonnel and all eqpt and stores , the remaining 
personnel moving by march route . If bad r d and 
tr comns preclude the use of rr , then bde HQ 
will move on an all rack basis , additional mules 
for the carriage of stores being allotted from 

-~.. the di v AT coys • . , 

• 

• 

. I;-:1· 

( 

14. 

(e) The 10 horses shown on the 11/E of bde HQ are a pool 
and sorne may be allotted to bns of the bde . The 
value of horses in the standard div is doubtful 
and , when f'ull WE of MT can be used, it is usual 
for both horses and rnules of bde HO and bde sig 
sec to be leflt' vri th one of the div 

0

AT coys • 

.Qpoup!ng_fQr.-IDQ™ · 

(a) See SD/10/M para 32 . 

(b) A possible grouping of a bde HQ is shown at Appx 'D' • 
This is given as a guide for students during the 
course andas a basis for discussion on the model 
only. 

Rece e of b.@. JIQ si te . 

15. (a) BM i n consultation with comd, or on receipt of 
orders from tac HQ , will infm the BOO and sigs 
of anprox area in which bde Hq is to be sited. 

f ( ) 
\ . ,/ 

..... .... 

( b) . ,An !,O ;.wilJ.. usually be responsi ble for layout of 
bde HQ·. rfY1e BO.O will ·.oc ~required. td q.r:g .. tn.-Et Jmove 
of main HQ. All offrs of -bd& Hf¿ must be cal}abl-e:. 
of reconnoj_ tring a si te and selecting areas , · ~ 
bearing in mind factors of comns , control , def , 
cover etc . 

(e) The LO with guidas, a rcp of the coy/pl div HQ 
bn 1 and reps of suprorting .:i.rms if any , and a sigs 
det will recce and layout the new site . If bde 
B ech is to be separa ted from bde Ho , the Bde TO 
will normally recce its area and, if unit B echs 
are to be brigaded , will select an area capable 
of accommodating tho brigaded tpt . 

]2tanding Ordfil:.§..J.'or bde HQ& · 

(a) These v,ill be based on 11Infantry Brigade Standing 
~ Qrde;s.11, pub).ished by the war Office in Dec 39 -

·v J. •. ! . ..._ , • : ., ~. 

(9) T~ey -~ust ~[1;1q1,4Stan~io~ Orders . for si ting and 
• 1 "·1-ay01.1t_ of;bd-e:f<HQ:,_ def 1.m,easur0.S , c~p·o~p·or gps 

formbvE:.tc . ,.. ~ · · .,. ,., v J J.¡ _ 
; .. ~-.. .. ""' . .,, .. r, ,·~ e · .A,#""' 1- 1! ,'1]( ,r"" 

, l i . . ... '1,/; .... . " .• ,.., ... • ] < • • 

. 
1 

. '.J1._ ,., .::.-1: · · , '.) r · · H ·A J H C 
;,.f "'1 C. • v, .::; J,t:,. ' I ' • .. : ,.. , • • • • 

: =,.,. ,.,.,. · ·;!'. );t ,· ; · , •1 .Ji .- · · · · ·,, Jun 45. 
. • q- }j ..... ;. ¡ ·, ·,¡1-1.,:- ~-k . f ~,, .•. ; ~ ,;~.: , '' 

~-~(-; ..... --... ... ._ -, • "" ....,..... l .. - I_ .. ., 
J i./ ~--.-- I f J • :_; J I ¡..... A-1 1: • . • :~,ne , •l, . . , . , ..., 
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\ jf ' (., . 
··-

•• '" , " · V •j ·¡· '"'r-. .,. ... q J T ! Uf: ,.. ,. ., -.. 
··-. ]]~-
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' ,Tf. , . 
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SD/llÓI ~ fl.M!RI CTEQ . 

il.Jl2l.la • 

Distribution of duti es to offrs nDd ORs i n bde_H.Q. 

Brig. 

( a) 

(b) 

( e) 

( d) 

( e) 

(f) 

( g) 

(h) 

(i) 

QAA rtnd '111 G. 

(a) 

( b) 

( e) 

( d) 

;!2de IO. 

(a) 

( b) 

( e) 

(d) 

( e) 

( f) 

( g) 

(h) 

(i) 

Responsible for all decisions on op s and 
questions of policy. Must NOT be unnecossar:ily 
worr i ed by routine matters . Must , however , 
be kept in the picture . 

Respnnsible f'-:>r md coords working of whole 
HQ ~ Right ~0nd man , adviser and friend of comd, 

During ops comd and BM should never be away 
from HQ qt the s1111e time . 

Writes OOs less infm (bde IO) and adm 
(DJ'.1~ and nMG) paras . 

Responsible for def of bde HQ. 

Responsible for trg and allotment of 
vacancies on courses . 

Supervises work of bde ro . 

Handles all confidential reports of offrs . 

Hust visit units. 

He is CO of bde HQ nnd is responsible for 
discipline. 

• 

Responsiblc for all ' Al and ' Q' matters . 

Handles recommcmdations for honours and awards ~ 

Wri tes adrn pé:.ra in 00 or adm orders . 

Resnonsible for routine duties and ROs ~ . 

Understufile s BM :-,nd must be cap !:!.ble of ti'l.king 
over his duties when necessary . 

Responsible for all int 1 and filing msgs 
dur i ng ops. Li 'lisos wi th di v and bn int 
s taff s . 

Wri tes daily int sumnary and infm par'l of OOs , 

Disposal and r ~cords of- PW , 

M.aint 'lnd distribution of maps , air phs and 
codes ~ 

Gas dutics offr, --md bde HQ securi t y offr . 

Usually accomp1.nies comd on reccos etc , 1.nd 
mus t convey decisions e.nd or der s gi ven to BM 
at eo.rliost :rpnortu:1ity. 

IC bde int sec qnd supervises bn i nt secs 
incl trg~ 

Drafts dai1y v.¡:J.r dinry ( though BM i s rospons i ble )~ 

L ' .. 
.,, .. .. . ,,, .. 
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• 

• 

(j) 

Bde Sig 

(a) 

( b) 

(e) 

( d) 

( e) 

BdG T.Q . 

Ca) 

(b) 

BOO. 

( a) 

(b) 

(e) 

(d) 

e e ) 

(f) 

L.Q.g. 

lifil.Q. 

(a) 

(b) 

( e) 

Off!'. Q 

.... 2-

Passes 1 sitreps 1 to div HQ as ordGred or 
when necessary . 

Comds bde sig sec and r esponsible for comns 
within bde otc . Assists bn sig offrs. 

Should ensure co~rect RT procedure and sig 
security mattcrs within the bde . 

Is offr of bdc st~ff . 

Requires ea1~1y infm of moves and plans , 

Responsible fer effi cient working of ciphGr 
sub- sec . 

\ 

i\dvises comd on all tpt matters and nill 
normally be IC bde 1 Bl ech, incl protection • 

Assists DAA. and '111G whom he may unders tudy . 

Is Rd jt and (]:[ of bde HQ area .• 

Responsible to BI.I fer discipline and adm 
of all ranks on or att to bde Hr:J less sig 
sec, dcf coy and Li'..D . 

Writes ROs ~ usually only Pt II for 2nd ech . 

Normally I C bde mess . 

Under BM rcsuonsible for Pl\.D and dof of bdo . . 
HQ . In E[lSTERN thcatres 1.nd versus the J ;i.1, 
this is most important and coord of all def 
me~sures is cssontial . On many occ asions 
extr a tps: r ~ roquired for protection of 
bde H0 when 1isposns of bns etc do NOT 
effectively provide this protection, 

Faintains offrs duty roster under instrs of BM • 
. 

See fl.ppx I 11 Inf Bde standing Orders 11 , Pal!luhl•t 
issued by War Offic e in 1939 . 

In addition to normal liaison duties are 
available ~s duty offrs at bde Hq and for 
taking over srecific duties as dotailed by 
HI[ (eg cam offr, amenities offr etc) , Must 
be trained to understudy other offrs of bde 
HQ (og bde TO, bde IO) . 

Adviser to co~d on all RIASC matters, 
particulnrly sup . 

/ 

Right hand mnn of Dt.A and ~,rn , and will often 
undcrstudy him (unless bde T9 is selectod 
f or thi s)., . 

1\ssists in recce and solection of v:irious 
commodity pts (eg sup P, ~p e tc) in conjunc 
with 1 Q1 atdivHQ. 



• 

Chapli;i!J• 

(a) 

(b) 

Edn off¡, 

-3-

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

In addition to normal religious and burial 
duties may assist with welfare and amenities. 

The t.ech adviser to comd on all MT matters , 
May understudy bde TO, 

Adviser to comd on all vet matters and works 
under DAA and QMG, 

Is rep of DADOS on bde HQ staff. 
Responsible for the replacement of all eqpt, 
weapons and MT sparcs for uni ts in the bde, 
Works in cloSest toudh with DA.A and ~G and 
assists ~s, 
Controls bde sub~sec OFP (when allotted~ 
whioh will be rare), 

• 
Is responsible for edn within thc bde and 
advising unit edn offrs, Is aVRilable to 
assist the bde staff as requirod, generally 
the Dt\.A and ~~G. 
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/ 
• I J 

~\ 
div H 0 ' 

sec 

JIGS 

FFR ( ~" 
BOHs 

M M \ 

.~ 

IORs 

~!1.9. 
M_o--

j .,.. 

1., Th0 above " n.lmost a ttclock.· :1y<' laYout It vrlll 
ofton t:01 la · o ·si ble to conform to this laYout, 
particular y on broke.n ,:rpund with nrl xed covero 

l f sup:-,o rti 1r. 
adj aoent ·01 b 

are allotted ·to the bde í ure:1s 
,11.1 h e o bo allotted. 

3o V/7:1.s sets ma~r .. a,;e to be loc:i.ted rurther awDY frora 
the office 1rAa to obtatn max off clenqy by maldng 
uso of h11'1'h e:round" Tnoy cnn be placed in any areao 

' 

mess 

cook·~ 
b.ouse 



Org f or -ov of Ind inf bde HO incl bde sig_sec, cov qiv HQ_)?:p
4 

bde LAD.: .. sr.., c_ciiv r,ro 

co;r:-'ID..::.ii'.l. IJIJ,.. 

_Apux~t. 
co_.:~ 

Tbis is__a__ggide only_for students durin2 the coursc rnd as a bAsis for discussioQ-ºIL.~ne ~pflel . 

---+-,----t--¡ 
1 Resnonsi ble 

e : :rr. 
f:!ri al 

. 
Composn of Gn . 

1 1 1 Ton- 1 U . t t t 1 
Remarks . 

~ IIde HQ 

Íers . 1 res ?eens jTraile r~ 1 3 1 j,,"íulefs _j liorses l ··.'rls , 

J_ __ +- ---1-- ners . ~ + _ 
- LO , Batman,_D_v_r_,_ 4 1-=-f 1 1 1~ 1j - - (a) ------

~AYOUT I 1 
PARTY . 

1 

• 

A2 . 

TAC HQ 

• 

LC, 

ro 

2I e ].Je f e oy . ( a) 1 ¡ 1 · 1 - ¡ 1 

1 ! 1 1 1 

l~ed rep will be 
incl when HQ is 
NOT moving i nto 
a bn aren .• 

1 Bde Sig -

1 
SE e 

Comd (b) , Sj t , Cp, 
Dvr , DR , ti:m o-p s , 
Linerran , 1·~1T or RT 

1 

1 
1 

s~t to div , 3 ops, 
dvr) s3t nntted to 
Coirid gp > t -,o ors , 
dv r , _onc ci phor op. 

1 Coj d::. ·; HQ bn .... 
4 IO:rts. ono dvr 
( bde HQ) 

1 

1 

Sec div pre coy -
4 IORs 9 Jvr e 

i TOTAL 

E de HQ - Cor:1d , I O, Hav Dvr , 
Batman for Comd . 

10 , Batman, Dvr. 
Int Hav. 

Ide Sig - Dvr, Three Op 
E.ec ( e). IORs . 

'.i'arAL 

r 1 , ' ' 

16 1 - 1 4 1 4 1 - 1 - 1 

1 1 1 1 1 1 
1 

1 1 
1 

1 

!11 5 1 1 1 1 1 1 
1¡ 1 

1 
1 

• 1 1 1 1 
j s ¡ 1+l1 1 l-1-1 .. ¡ -! 
' 3o '11 ~i 7F7-r ~-+=~ ,¡.._--2-i---il 

2 

( b) r-ay be 2IC or 
sec s jt onl y . 

t 
4 

1 - , 
1 1 

1 - 'r- -_ ¡ - 1 -

1 
3 1 - 1 1 1 J - (e) Si gs c omd, 2 I e 

1 
1 - ( - 1 - or sec sjt :·AY 

1 1 I I accompany .bde 

! 4 f -¡ 1 1 1 -1 . 1 l I coma. 

l 12 1 3 3 ·I - 1 1 - 1 T 
1-
1 

.. 
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1 1 TPr as pe;--;~------,---r 
1 J------------------ 1 
L 1 1IT _L AT 1 

• 1 1 
Serial IRcsp¡i,n5iblof 

1 o r1·r ,, 
1 

Composn of Gp . 

'}~;~ ~es 

1

,Jccpsj Tr"il~rs ~~n licios~ Horsosj . Wrls .

1 
1 I f -+º_..,rs . I Unit Att ·--i,1------+¡-·---------

- B!'I , Ba tman l 4 L I l j 1 1 1 - 1 - 1 1 
~~;;-, • and (J~G ,1 ! 1 1 1 j 1 1 1 1' 

--r----r 
• A3 1 BOO j Bdc HQ 

Rcmarks . 

HLIH l .· ' 1 
HQ. - 1 

1 
1 

1 

1 
l 
1 

Hcad clerk . 1 L ¡
1 

11 

1 I 1 ¡
1 

1 
BOO , One LO, 

1 
Four Batmon . I 6 1 - 1 - i - 1 ¡' 
CQMH, t no sjt 1 
el er Ks. 1 3 - 1 1 - - 1 

• 

• 

J 

1 
1 
1 

1 

1 
f 
l 
1 

1 

1 
! 

• 

I 

l 
I nt scc six, I 1 1· ji _ '¡ l 
~k Of:fr~ Mess. 7 - 1 
Tpt hav ; Grooms 1 1 1 1 
ci ght. 1 9 - l - ti · 

1
, - I· - II _- I Hot Hech . 1 1 1-

irfa t er and 1 1 1 1 _, 1 1 
snni tary duties . 1 - l 1 1 
Cook IT ,, j 1 ,- 1 I !

1 
_ I j ~atar carrier . 1 1 -

~I~~~C~;SS l ', - 1 1 1 - 1 
s erv ant s , N'CEs . - 1 1 1 - 1 -

6 ¡- -1 1 . - 1 -

t 
] 

~o and Sjts 1 
Hcs s servants 1 1 
I·TCE s • 3 1 1 1 
i:ul e ldrs a tt. 7 -

1 
¡
1 Dcf Coy - 1,ess dct ni th 1 

t.l and/or A2. 
1
132 - 1 4 

1 
IIul e l dr s a t t. 7 1-

S e c div pro coy - - , ~ 

1 
l ess det 1vi ~h J.l f 15 · 3 

1 1 

1 1 

l 1 
J 1 

' 1 
1 1 

1 
f 
J 
1 

4 1 4 

1 

1 

1 
1 

1 

12 

12 

1 - 1 

1 1 

1 ¡' 
1 . 

1 ' 

- 1 
1 

- 1 

1 

1 

7 I · 
1 

- 1 

1 

1 

1 

1 ' 

1 
1 
1 
t 
1 
' 1 

1 
1 

1 

' 

. " 1 
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1 flffr., 

1 

1 
1 

• 
Bl 

REill 
HQ-. 

• 

1 

1 

1 

:OSTO . 

- 3- . 

---r n t ' TPI' as pe:r 7JE .. - -¡ ---·-·- -r-·----------
i , o a l f..- --·--- -,-----·-------------------- ··,.., ' ! 

Composn of Gp º 

Bde Si g Sec . 
Cont rol Comd net , 3 
ops , dvr , wr or RT to 
di v, 3 op s , dvr, 
subalter n , BOR op, 
ciphcr op , dvr, DR , 
Hav , 2 ops., 

DR, 1 op , ciphcr op , 
orderly . 
DR, 3 ordcrlics . 
DR , 2 ordorli es , 
Hav cle r lc ., 
3 Linemcn , J'lT dvr . 
3 Linemcn, 2 S~:fr~ 
3 Lincmon , 2 SU:.T ~ 
3S , r í~ one op , dvr . 
Cook ~ ,¡¡at er c 1.rrier , 
S"i'IeOper ... 

TOTfiL 

Bdc HQ . BST O 
Dvr b ntrnan . 

Hav clcrlrn RI tiSC _. 
I r~cc . 

TOTM, 

1 Pers L_ 1 ..,,.T i 1 ·~ 1 i 

1 
1 j , n~rs " : ~ 1 
1 1 i ¡- ,--¡- --· 1 --·i-------·- . 

49 1-
1 
1 
1 

1 

1 1 1 1 
1 

1 

1 91 9 1 1 4 1 al 2 

1 1 i 1 1 1 

l ,,· 11 1 1 1 
1 1 1 

1 1 1 

1 1 1 

i 1 1 1 

1 1
1 1· 1 1 __ I 1

1 l L-- ¡ . . T -, 
1 254 11 3 l 14 14 - 1 8 1 24 7 1 2 

~-,-r-- 1 1 1 1 1 i 

1 
11111 _ 1 - 1 - 1 -1-1 1, 1 -1 - 1-1 - - -1 

1 ~ ~t-_+-_ -+- 1 1 .,.___ ____ , - · - - --r- --1--~ 
4 1 ¡ - . - -

1 
-¡ - 1 _1__,_I ___ _L 

2 
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~ j l ·--- j =-=-Tp¡---;;---;~~ l'JE~----- -·-1---,---- ----
serial I .Respcnsible l Composn of Gp , 1 Total ----.----.- ~-T---.--~t-/,T __ 

1
_ 

1
1 Remarksc • 

. Of'fr.., f j Pers rICs I Jeeps I Trailers I 3 Hules I I 
1 l , 1 1 f +- 1 ;~~; I uni7! ,1ttl H~rls. 1 

---t--------t-1 ---- 1-¡-¡-- --1- -·-r+ ,----+------
t.U~ 

1
1 Bde I'O.. j'I Tde ¡!t!~ and EME offr s . ~ : 1 : : I : : J : :

1 

1

1 =, 1, 
ARE!... DVr Ba tman.. l I I - - 1 

B01.Fl0 l - 1 - 1 1 - - - 1 
H2v Clork , Dvr r.Iech. 2 I 1 - 1 - · ¡ - 1 j 

• 

1 
1 
1 
1 

1 

1 

J 
J 

1 

1 
1 
1 

i 
j 

1 
1 

, 

Bde L!ill c omplete . 

i 
TOTAL 

1 
TOTUS /¡ 1 gp 

J~ 2 gp 
1 
1 A 3 gp 

Dvr s two , MT N ai k . 3 1 1 - 1 - - 1 
Grooms tvro , storoman. 3 1 - 1 1 f - j - , 1 
Sep I tOC . 1 2 1 - 1 - 1 - 1 - 1 
Cook IT . 

1 

l I 

1 

1 - 1 
Bootnaker , Tailor . 2 1 - 1 - J 1 1 
Y.

1
a ter carri er , Swcoper . 1 2 · - 1 - 1 

1 
Barber., washerman . 1 2 1 - 1 - I 
Cook BT.. t 1 l - - 1 

j
i Ltt RHSC Hule ldrs . 1 5 1 - i - 1 2 - 1 6 2 

"Bdc Sig Seo. j 1 1 1 
l7J' det 3 ops , dvr, J"em , 1 1 1 

1 "ES.., FS, Farri er , j 1 

1 
~ Saddler , I.iT me, ll.T Nk , 24 1 - t 1 1 12 1 
J 6 NCEs, 6 RI!~SC dvrs , 1 1 
1 vco

1 
s batman. 1 1 j 1 , 1 · 1 

¡ rn 1-, 3 1 :_j_ _ ¡ _ -1 -1 r 73 1 _ 1 4 1 4 , ·~2 -t-¡ -_-_--t-¡ -18-¡i---2 -+-¡-1 --ti 
~,, 7 --, - _-,r--, ---+-,--_--+,-_ 2 

1 12 1 - ' 3 3 1 - 1 1 

1 B 1 gp 

J_ 1 B 2 gp 

1 
GR/J'JD TOT l'LS . 

i 73 1 4 4 1 2-1l-----lli---1s-+-I 
----+-------------_..1_373J_~.1--2_s _ _, __ 2_s ___ l _ _ 2--111--_s 4tl 10 I ;;- 1-

P.rO FOR NOTES . 
' 

' 
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Notes t~ppx,J2. (SD/11/M) . 

1. Layout party and tac HQ nonnally form part of main HQ , 
but have been grouped separately as a guide to their 
oomposn should they be rcquired! 

2 . Gp Bl will NOT exist alone . If possible it will be with 
main HQ, in which cnse NO rear HQ will exist . If a rear 
HQ is formed Bl will usually be with B2 . 

3 . 1.'lhen Tac HQ or Layout party are going fwd into a bn a.rea 
it would be practicable for the EH to r.re- arrange es cort 
fer either with fwd b~s • 

.t.l terna ti vely to fcrl"'Y an escort fwd using all the 
available jeeps . 

Whichever is done ~dll depend entirely on the situation 
at the time . 

4 . .lJ.l,Qtment of n:r.. 
(a) l2g§__H0. 

(b) Bdg_sig SQ.Q. . 

Jeeps . Nust be treated as a pool 
and might be all0tted as 
shown. Occasions will 
arise when Jeeps and 
trailers will be used to 
ferry essential rersonnel 
fwd . 

3 Tonners .. Will be wi th B2 gp and 
will be used to ferry 
B2 gp fwd . 

The three dets w:i th bns 
are NOT incl . The composn 
bf one det will be 3 ops , 
3 SAAT, 3 mules . 

5 . ,Allotment of AT . - Bu t se e para 13, sub paras ( b) and (e) . 

(a) Bd.§....HQ.. 

(b) Bde S~.§.Q . 

(e) Re.f:....QQll , 

H0rses . Seven at main HQ for 
allotment on an ~s 
required basis . One 
in Bl gp for ESTO . 

Two a t alm ar ea f or bde 
TO and horseholder 4 

ttt mulos . Twelve at nain HQ for : -

Cisterns , water 
Res amn. 
Res tools. 
Six a.t rear HQ 
Office . 
(1[ Sto ros • 

2 
3 
7 

for :-
1 
1 

Offrs mess . 
Cisterns , water . 
Res tools . 

1 
1 
2 

Unit mulcs . F~ur at main HQ for s¡gs 
office, Ninc with wrls 
dets with bns . 

Att mulcs . Twelve at adrn arca fo r 
charging ehgines , stores , 
cooking pots, water etc. 

Att nules . For :-
Cisterns , water l 
Tools , entrenching 1 
Res amn 1 
Cooking utensils 1 
r~ens' Ki ts . 8 

__ , 
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fil2Ll.2LM... RESTR ICT:fil¿. 

12th_§:t.a.!f Oou~g . 

1 . 

• 

( a) 

S.T AFF CQLLEG E, C1Uffl A. 

194.5.a_ 

STAFF -2ll'r IES.!. 

MILrr ARY_WRrr ING . 

Befare the TD on this subject on 6 Jul you must 
sturty the att prscis j:n_your own time and be 
prepar~d both to answer questions and to ~sk 
quest ions about ~ny pt s which are NOT clear 
to you . 

(b) You rnust also have a working knowledge of 
abbreviations and the various rules for th0 use of 
abbreviations~ drafting o~<lers, instrs, reports 
and ms~s ( see procis SD/15/}f . ) 

•• l 

BW• 

In addition to this precis, bring the following to the 
TD :-

( a) 

( b) 

Prec is SD/15/M . 

FSPB(I) Part Ij Pamphlet :f\To 3 (1943) qnd 
Supolement issujd by staff College or Pamphlet 
No 3 (1944) if available . 

(e) A ITM No 20 . 

PES . 
Jun 45 . 
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SD/12/M. 

, · STAFF COLLEGE, QUETTA. 
1945. 

STAFF DUTIES 

. MILITARY WRITING. 

RESTRICTED 

12th Staff Course. 

OBJECT 

l. Thc object of this paper is to explain the main requirementc; of mil 
writing. It also contains sorne simple rules which you must follow to 
ensure that your writing meets thesc rcquirementa . 

2. The writing of orders, appreciaticns, re¡::orts and mFgs. requires a 
special technique which is considered in separa.te 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 a n original corr.posn and may ocr:tain 
your personal view~. 

(b) A precis is NOT original but is a summary of sorne ..document 
or documents. • 

(e) A brief is a summary of a situation, written to provide a su¡:erior 
wi,.th inf m likely to be required by him at a conference. / t;' 

REQUIREMEN f ~ 

4. \Vhatever form mil writin6 may take, it must be:-

I 

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

(b) Apvropriate. ie, it must be suit 1b·e for the person for whom it 
is written. 

(e) CJear. To be clear, a composn must:-

(j) con ta in oüly matter which is wholly relevan t. 

(ii) contain a Jogical arrangemcnt of ide:i.s: 

(iii) be brief. 

-
5. The methods you must employ to ensure that your writing meets 

these requirements are discussed in the remainíng paras of this paper. 

- ..-

1 ... 
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APPROACH 

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

7. 

• (a) Make quite sure that you are clear :ibGut thc object of the .paper, 
precis or brief which you are going to write. 

(b} Think of the person or people for whom you are wntmg. 'Ibis 
will affect the type of infm and the amount of detail which you 
must incl. 

(c) Do all necessary preliminary readin~, thinking, or discussing. 
While yoa do this, jot down, in any arder, ali your thoughts on 
the subject or, if writing a precis or brief make notes of the 
main pts to be incl, with ref s to the pages, paras, Jetters 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 whicb 
deal with one main aspect of the subject. Give each gp a 
suitable heading and arrange them in a logical ordn. 

(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 rcady to start writing your first draft. Do NOT try 
to do this untd you ha\e gane through the process described above. 
From this pt. your method of dealing with the subject must depend 
on whether you are writing a paper, a precis ora brief. 

ESSAY (OR PAPER) 
• 

J .;\yout. , 

8. You must make a paperas attrdctive to look at and as easy to rea<l 
as you can. Tht layout of a paper is, theref ore, very important . 
The following are the main pts to remember:-

... 

{a) T he title. 

Set this out clearly at the head of the paper. lt should be a 
very brief but comprehensive explanation of the subJect of the 
paper eg "Reorganization of the Inlantry IJivision". 

(b) The opening para or introduction. I 

[n lhis you must explain the scope and p..1rp.>s~ of the p1per. 
Its object 1s NOT only to tell your readers what to expect but 
also to ensure that } ou ,ue guste ele u 111 your mind :i.bout your 
intention in writing the paper. lt 1s like the "ÜbJect'' of an 
apprec1ation. Glance back at it frequcntly while you are writing 
the rest uf the paper, to m 1ke certatn thac you are NO f digress-
rng The two most u,ual types of opemng para are:-

(i) A statement of the -:: bject of the paper; eg "The obiect of 
this paper is to examine the ditTerences m org between the 
new inf div and the old, and to consider how these differences 
will affect the tactical handling of the new div'\ 

• 

• 

• 

• 

" 



• 

• 

• 

, 

•' 

Or:­

"OBJECT 
. l. To examine . ... . . etc', etc." 

., 

(ii) Af exrlanation of the considerations that the subject entails, 
eg "This reorg is designed to increase the mobility of the 
div while malntainin~ its striking power.'' In your 
subsequent argument, you must show whetber 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 c(.ntains .•..•......•.... etc." 

(e) 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 
heaclings. These headings now become the main headings 
of your paper. 

(ii) U 11der each m:1in heading, there will be one or more paras, 
the number depend1ng on the number of pts with which 
you deal under that heading. 

{iii) In addítion to main hea<lings , it is osua] to give minor 
headings, either to each para or to a gp of paras deakng with 
pls wh1ch are cloi:.ely re]ated. ' 

\iv) If you think it wiJl ma ke your pts more clear, divide a 
i:,ara into sub-paras and sub-sub·paras. 

(v) The effect of your · argument must be cumuJative. Make 
sure that yo u arra nge paras. and main divs of your 
paper so that the arguments which they contain lead 
logically to your conclusicn. 

(d) Appendices 

In arder N )T to overload and confuse the main text, put 
details and statistics in aprces, but you must sun rnarife the 
content:s of sur.:h appces in the mc1.in text. 

(e) C o:1clusio F1. 

(f J 

~O paper is complete wit hout a summary or conclusion. .This 
must NOT introduce new matter but must be drawn logically 
from the arguments which you have put fwd in the maín text 
of the paper. A busy man shou d be able to gather the gist of 
your argume nt by reading mereJy ycur mtroduction and 
conclusion. lf the µaper calls tor ít, give a defin1te recom­
meodation. 

Technical rules. 

The heading, paragraphing aqd numbering of paras .in this paper 
may be taken as normal and you will use this. method whíle at 
thc Staff College. The pts to note are:-

•· 
(i) \Vrite main headings, incl "OBJECT" or "íNTROlJUC­

Tlüt\" and "CONCLURION'' in capital letters and set 
them slightly out to the LE FT of the rest of the text 
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(ii) Write minor beadings in small letters but underline them. 

(iii) Number paras consecutively throughout the r aper. 

(iv) Set sub-pt1 ras slightly in towards the centre of the page and 
give them small Jeaers. Set sub-sub-paras s!ightly in again 
and numbe;- them with small Roman numerals. 

(v) Leave fpaces between paras and ~uh-paras. 

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

PRECIS 
, / 2--'{) 

• 

9. 

... 

Requirement:. 

The object of a precis is to enable the reader to grasp the essence of 
the subject matter of a document or document:; without having 
to read them in fuH . 

10. A precis must, therefore, be a precise rnmmary of the ~ssence of the 
original and must NOT consist merely of extracts írom it. It must 
NO T contain any personal views or comments. 

Layout. 

-
11. The layout cf a rrecis is e:xactly fhe same as that of a paper, as 

described in para 8 above, exctpt that, in a precis, there is NO 
''Introduction'' or "Conclusion", unless the~e appear in the ori~maJ. 

12. If you wish to make any comments or recommendations, write these 
in a S<p,irate memo to be att to the precisas a covering note. lt is 
often helpf ul to the recipiP.nt cf a prec1s if, in this covering memo, 
you incl a very brief stalement of the main pts which the precis 
contains. 

13 
\ 

Method. 

Approach the task of writing a prec1s in the way descríbed in para 6 
above, since this approach is common to ali forms of mil w:11mg. 
This will bring you to a stage where, bearing in mind the obj..:ct of 
the prec1s 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. 

J4. There a re a number of ways of cd.rrying on f rom this pt but the 
follow1cg is one good method:-

' 

(a) M ake a rough precis of each put of the origin -11 which contains 
one of the ft!- you ha ve noted. Amn1ge these rough precis 
under }our headin~:; rn that they follcw, lcgically upon one 
anoth ' r. 

(b J,e 1d 1he c ngina l ;1gain lo make certéiin that you J1ave \"OT 
nverlook d any re!evant pts and add to the rough precis where 
nece:esary. 

(e l Draft these rough preeis into a clear, continuous narrative. You 
may tind it necessary to al rer the posn of sorne of them in order 
to produce the clearest and most logical account. 

(d) Go through this draft and shorten it where poss1ble, reconc1hng 
brevity with clarity and the inclusion of all perunent matter. 

,.L. 

' 
·~ 

' 

• 

• 
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BR[EF 

Object. 

15. The object of a brief is to provide :\ comd or senior SO with a clear 
summary of a situ~tion, or of the avantages and disadvantages cf 
certain courses of action, from which he can sp..!ak at a conference, 
v. ithout h:mse·lf h"lving. to reo.d all the relevant de.curo :.nts. 

Layout. 

16. The layout of brief is the same ·~ th ·lt of a paper, as described in 
Para 8 above, but you must b~ as brief as posüble. Do ali you can 
to help your comd or senior SO by making the main pts stand cut 
clearly, 

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

• 

18. lf you are writing a brief with the object of summarising the advan­
tages and c:iisadvantages of certain counes of action, you will incl 
epinionc:, your own and those of other people. Do NOT forget 
that you must finish by giving definite conclusions or recommend-

1
/' t.:"' 

ations. -:; 

. ~ ' 
C'OMPOSI TION 

19. In all mil writing, obey the following rules cf ccmposn:-

(a) Sentences. 
' 

(i} Keep your sc::ntences shurt; do NOT try to <lea l with more 
than ·one idea in each; be prepared to su siitute a fuJl stop 
for "and" Do NOT, however, overdu this, or the result 
will be jer-l<y and irritating 

(ii) Do } OT qualif y the main idea of a [en ten ce bv a host of 
depc1.dent or relevant clauses. 

(iii) M:ake sure that the phrasing and constr of each semence 
is such that it runs smoothly to its end Nt ver sta.rt to 
write down a sentence until you can "hear ' the end of 1t in 
your mind. 

(b) Paras. 

ti) A pr perly constr pua has unity. lt must contain one 
idea or set o kindred ideas Each of the ~ente1 ces 1n i't 
must play its part in developing }OUr argument on t.h1s one 
particular ospP.ct of 1:he subject, and yoa 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 p:tper. Long rambling paras tend. to 

obscure the ma1n ideas in them. You must, therefori::, 
. strike a balance between the two. 

' 
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STYLE. 

20. Style in writing is the individual method of expre!sing thoughts on 
paper. Aim at expressrng yourself simply, clearJy an<l briefly. 
Remember the main rules of composn given in para 19 above and, in 
addition, remember the following pts:-

(a) Words. 

(i) Use short, simple, En~fish words; they are better than long 
ones. ''Offrs who wish to go and see .... . ... ."' is better than 
"Off d . f d' t 't '' rs es1rous o procee rng o w1 ness ................. . 

(ii) Avoid Latin tag-s, such as "pari passu" and "mutatis 
mutandis", and French phrases such as. "fait acccmpJí". 
Do N OT nse foreign words, except those for which there 
are NO English equivalents, such as "camoutlage" and 
"chassis'' which are now incorporated in the English language. 

(iii) Common usage makes certain terms, such as "blatk-out't, 
permissibJe but you must avoid sJang. 

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

(b) RhetoricaJ questions. 

Do NOT write "Does it NO T seem strange ..... .. .... ",but simply 
"I ,, t seems strange ... ··- ........... .. 

(e' Cliches. 

A void haclrneyed, stale phrases such as; "The best form cf def 
is offence"; "Time spent in recce 1s se1dom wasted ' '; or ''The 
Army marches on its stomach". 

(d ) Jargon. 

''To write jargon is to be pe rpe tt..ally shuffiing are und in the fog 
and cottt n "ooJ of abstract terms " 

(iJ U se concrete words instead of vague , wcolly, abstract .ones 
and sa y exactly what you mean. \Vrite: "To be, or NOT 
to be? Tha t is the ques tion". and NOT:- "To be, or the 
contruy? \Yhethe r the former or the latter be preferable 
would see m to a dmit d sorne d,ffare nce of opinion". That 
is '' )a rgon" and the re is NO place far it in any g0od writrng. 

(ii) "Jargon'' is often used to expre'>s a vague icie:-i, o r NO ide l 
at ali , in a kno,, ledgea b.1e way¡ eg; '' fhe conc of ali arms at 
tht right time and place on a narrow { ront can, when 
practised with the mixed div, achieve results compat1ble with 
the demands fequired of this typc of fmn in the attack 
ba ttlc." f t sc unds very impressive but it means a]most 
noth ing. Avoid th1s form of writing; be detinite and precise . 

\ 

..... -'---- ~· _ ___,;;..llllliiiiiiiiiiiiii¡¡¡¡¡¡:::,:....::..:..:.:::___-=--:..:...::_~ __ __:_ _ _ ___ _ .........., __ 
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(e) Mood, v .)ice, r e:son. 

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

(0 rJ se the imPerativz moo J. 

(ii) Use the active voice. 

(iii) Make your writing perso,ial. 

If you remember tbese rules and obey them, you will avoid 
"Jargon" and your writing will be brief, direct and straight-f wd • 

CONCLUSION 

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

(a , Accurate. 

(b) Appropriate. 

(c) Clear. 

(d) Relevant. 

• 
(e) Logical. 

(f) Brief. 

22. To ensure that your writing rneets these requiremenLs, you must:-

.. 
' 

(a) Approach your tai;k in a methodicaJ way. Be clear about your 
object and think of the person for whom you are writing. Collect 
your máterial and arr;inge it in a logical order. You will then be 
ready to sta rt writing. 

(b) Make your compaso attractive and e tsy to read by laying it out 
clearJy under suitable headings. Make sure that the effect of 
your argument is cumulative. Wben writing a paper or brief, 
begin by stlting its purpose and remember lo give conclusions or 
re~ommendations 

(c) Obey certain simple rules of compaso and express yourself simply, 
ckarly and briefly. Note, particuJarly, tbe word briefly; ''Th~ 
writer does best who give3 the reader the most knowledge and 
takes trom him the least time•'. 

P. B. S. 
Jun 45. 

./ ' 

· I 
1 
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1945. --
.§T AFF DUTIE~, 

~PREpl ~lQli§ • 

RGSTRICTED . - - . 
12th.:.fila.ff Cour~ . 

l . The tine officially allotted for the srecial study 
of th:l.s subject is :-

1 

PS••••••••• ••••••••••• ••••• 1 hr 
TD • ~ • • • • • • • • • • • •• • •• • •••••• J}, hr s 
TE • • • • • • • • • • • • ,; • • • • , ••• • ••• ~ hr s 
OE and IE •.,.. , •• ,, .. º • • , • '• •• 7 hr s ( exetci se in verbal apprecia tion 

and written orders) . 
I :g • • • , • • • • , • º ............ • • • 4 hr s 
Conference on IE ••••••• , "•• ;3 hrs . 

}Z:,Qllil!.,.~i on...fQLJ.1 D • 

2~ Before the TD, you must study the att precis carofully 
and be prepared both to n.nswGl' questions and to ask 
questions about any !)tS which aro NOT clear to you , 

flefel.fil}QQ§. • 

3
1 

(a) FSPB (I) Part I, Patnphlet Ho 4, 1944, sec 2 contains 
·the most recent rulings on thic; subject . The 

.. 

~- . 

s·Jbj ect is also deal t v1i th in UTP rJo 23 , 1-'art III ~ 
Ch I and in Trg Regs , sec 22 , 

(b) You ner:d NOT novr read any of these réfs, since 
their main contents are incl in this paper . You 
must, however , remember them for use after you 
leave the Staff Collego • 

'~ueci~~n~:ru2reciati_~§.• 

( a) In each syndica. te li hrary, ther\e1~/a:t2e six copies 
of a Gpecimen n.r,rrE:Jcic.tion . You are advj_ sed to 
study ene of these before the TD , particul~rly 
if you are unfarniliar ·with this subject . 

(b) Syndicate ldrs will ensure that all six copies 
are readily available fer study duririg the TD . 

. . 

P.B.S. 
Jun 45 • 

______ ...._ ______ -.'...,__ __ ._ 
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STAFF DUTIES. ·., 

APPRECIATIONS. 

/ 

RESTRICTED 
12th Staff Course. 

INTRODUCTION 

Object. · 

l. The object of this pa.per ii: to exp1airr the r orpose of mil ni preciations 
a.nd to describe their gen ( 01 m a.ad I l: lsta.ut e . 

2. The two types of mil appreoia.tions wbicb S0s are most likely meet 
a.re :-

(a) Tactica.l a.pprecia.tions. 

(b) Adm apprecia.tions. 
\ . 

'J lis papar des.Is only wíth tactica.l a.pprecia.tionE'. Adm ~ ppreciations 
a I e discussed in a. separa.te preci3. 

Definition. 

3. A ppreciatiog tÍie situa.tion is a. procesa common to everyday life. ,It . 
is notbiug more than a. sequeoce of reasoniag, tbe object of wbiu11 e 
to determine the best course of action in a given situation. ,., 

4. Tbe pnrpose of a mil a.ppreciation is exa.ct]y tbe same; in tbe words of 
MTP ~8, "An appreciation is a review of a mil problew or situation 
ha.sed on ali ava.ilable infm and culmina.ting in a. plan of the action to 
be take11 to meet the eituation." 

T ACTIC AL APPRECIATIONS 
I 

Types. " 

5 . 'l'acticn.1 appreciations roay be:-

(a) Maoe mentally. Ali comds and SOs are continua.lly making 
mental appreciations of problema and situn.tions, 

(b) Given verba.lly. A comd or SO often has to give bis :ipprecin.tion 
· of B sitaation verba.1ly eitber to a superior cowd or SO ur to his 
subordina.te comds or staff. 

(c) Writtea. A comd or SO o{ten has to snbmit a. written 
nppreciation to bis superior comd or SO. A part from tbis, 
however, if tbe prob1eru is A.t ali cowplica.ted 1tnd if time is 
a.vaila.ble, it is a.lwa.ys better to write a.o apprecia.tion. Even if 
you can ooly write brief notes, you are Jikely to rnake a. more 
ba.ld.nced review than is possible from a mental summary. 

I 
I 

\ 
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Sequen ce. 

6. Tbe speed of modero war makes it extremAly important to be able to 
ma.ke rapid a.nd sound deoisions, basad on clear and Jogical reason­
ing. In the midst of the mauy disturbing influences of war, tbis 

, is only possible if your mind has been trained to work to an 
aooepted seguence of tbought. 

7. For this reason , ali tactical appreciatioos, wbetber ma.de mentally, 
given verbally or writteo, must be in tbe following sequence. 

(a) A definition of the OBJEOT to be atta.ined. 

(b) Tbe weigbing up of tbe FACTORS whicb affect tbe attainmen• 
of t~ objec,. , 

(o) The COURSES OPEN to your owo force aod to tbe enemy. 

(d) Tbe P í.JAN, wbich must be tbe logical outcome of tbe previous 
a.rgumeos. 

'l'be layout of a ~ritfen apprecia.tion is gi ven in deta.il a. t Appx "A". 

THE OBJECT 

8. Tbe first tbiog to do wbeo appreciatiog a. sitaatiou is to decide ~vhat 
your object is. You must define tbis very clearly and aocurately &rnoe, 
if yoar definition is inaccuratA or ambiguous, your whole apprecia.tion 
will be foundt>d on a wrong basis and will almost inevitably lead to a 
fa.ulty platJ. 

9. To be a.ble to define your object correotly, you must :-

(a) Be olear of the dtfferenoe betweeu your objeot a.od objeotive. 

(b) Give your3elf only one objeot. 

(e) 1'a.ke a..ny qua.lifyiug oonditioas ioto aocoun,. 

Objeot and Obj~ctive. ,. 

10. Your object is yom purpose or a.im. You mnst NO'r oonfuse it with 
your objectjve whicb may be a lomtlity whicb you must capture in 
order to 11.ttaiu your object. You will geoerally NOT be a.ble to decide 
w hat your objecti ve or object1ves sbould be uotil after you ha.ve 
reviPwed n.ll tbe factorR affecting tbP A.ttainment of your object, eg: 
Your obfect might be:- "To pravent thP euemy attacking QUET'rA". 
After consicleriog the releva.nt factors, you migbt come to tbe ~oa­
olnsion that tbe best way of acbieving tbis object is.to capture :tbe 
KHO.JAK PASS. ' J1he KFTO.JAK PASS is, therefore, ~'oar ohject, 1•P. 

11. 

Single obj<'ct. 

• 1 
E:rcept in Vf'l'.Y 1rntHa111l cirrm11sta11ce!<. you must ha.ve only a Ringlfl 
objel!t as a, b¡is1~ for your rnai11 argurneni. Befare you give yourse!f 
a double objeot, think very carefnlly. You will nearly alwa.ys find:-

(a.) 'l'ha.t 011e of yonr "ob.ject~·· i~ either tbe sarna as, or a part of, your 
real objec·t. 

eg. rrbe word11 ,:To ca.pture'' imply a.lso the inten,ion "~o bold ' '. 
Do NOT, therefore, expresa your objact as ''To .capture a.nd hold1 '. 

• 

' 

• 

/ 
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(b) Tbat one of your '·objects'' 1s really a. factor a.ffecting tbe 
attainment of your objeot. 

(e) 

eg. Do NOT expresa your object th us:- "To capture A a.nd 
protect my L of C to it". Your object is "'fo capture A". 
Sinoe "to capture" implies also "to hold", oue of the factora which 
you will bave to consider is the protection of your L of C, bnt 
thia is essentia.lly a factor and NO'!' a.JJ objeot. 

That one is your ultimatt and the otber your imnzediate objecli. 
You must, of course, base your appreciA.tion on your immediate 
object; a.t the sarue time, you must NOT forget your ultimate 
objP.ct: you must, tberefore, Jink the two togetber with the 
pbrase "with a. view to" . · 

eg. Your ultima te object if; te cono your force in area. X but to 
do tbis you m nst firat cross river Y. Your immediate object, 
tberefore, is to est; a brhead. The correct way to define your 
object wonld b~: -

c:To est A. brhead in area. Z, with a view to concentrating my force 
in area x•:. 

Qualifying Conditions. 

12. You ma.y often bave to complet·e a. task by a. certain time or to 
continue to carry out a task for a certa.in length of 1.ime. Io defining 
your object, you mu~t always iur,l qualifying cooditions of this sort. 
For example your object migbt be:-

"'J'o capture biJJ A by ... . . ..... . .... hrs" 

"To d.a.iy the river crossin 6 at B until .. ..• ... brs oo .... ... .. .. . '/. 

,e,, · ' 1· u ' 
lo cover tbe npproacbes to C unt1l re,ieved by ... . .. ..... ... /¡~,,.,.-

FACTORS . 

13. When you ·tre quite clea.r a.bout your object, thP next tbing to do is to 
cousider tbe factors which affect tbe atta.iornent of tha.t object. The 
purpose of dorng th1s is to disoover tbe main ,·oarses of a.ction open to 
yon and 60 tbe enen1y, witb tbe a.dvantages and diRadvaotages of 
eacb. Th1s ca.u only be a.cbieved by rnakiog sorne olear deduction 
about wlrn.t .vou rnnst <loor wbat is hest for you to do, from the pt of 
view of eacb particuln.r factor. 

H. In coasidering fo.ct0rn tbere a.re four main pts to remeUJber:-

(a) 'rhey must be releva.nt to tbe object. 

(b) They must be gi veo tbeir oorrect relative value. 

(e The.v tnust be cap'l.b!e of haviog usefol deductions made froru 
\hf'l1l. 

(d) They rnúst be dealt witb 10 a logical order. 

Releva.ner.:_ 

16. (a.) Your appreoiation will NOT be complete unless you bave given 
full weight to every factor whicb may ha.ve iufluence on tbe 
a.tta.inment of your object. 

., 

,· 
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• 
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(b) On tbe ofüer hand, you must NOT incl anytbing in a. written or 
verbal appreciation thatjs NOT helpful to tbe solution of the 
particular problem you are oonsidedng and that has NOT a 
defioite bearing oo it. 

16. Mentally, therefore, if yon have time, you must consider every factor 
which you thiak ruay have an effect on the a.tta.inment of your object. 
If, aftel' you ha.ve considered a factor, you fiad tba\ ít has NO auch 
effect ar tbat its effect is negligible a.nd tbat you can make NO useful 
deductioo from it, do NOT incl it in your written or verbal 
ap¡>feciation. 

Relativa valoe. 

17. You must a.ssess correctly the relativa value or impJrtance of those 
factora wbicb you decide do have an eftt et oo tbe attainment of 
your object. 

(a) You ruust NOT give too mucb weight to minar factora. 

{h) You must No·r allow any factor to influeoce yon towa.rds a. 
definite course of action until you have ... considerad ali tbe 
reievant factora and can weigh up tbeir combinad effect. 

(e) You must distinguisb bet\', ecn est facts and a.ssumptio_ps. 

Deductiona. . ' \ 

18. A factor froro whic.b you can rnake NO useful deduction 1s useless. Iu 
considering faotors a.nd the deductione from thew, your procesfl of 
rea.somng ahould be on the followrng linea :-

(a.) "Wbat is my object ?" Yoa will bave decidtid this by now bnt you 
ruust keep it iu your 11Jiud the whole tiuJe. 

(b) "Wbat iuf111 do I w:1ot frorn this factor that has a bea.ring ou the 
a.ttainmeut of wy object?''. 

(e) ''What ded ucticu ca a I get out of tbis iofm that will help me . to 
make roy plan?". There is -~O need to try to make a deduct100 
from eu.cb sepa1ate ítem of infm; in fa.ot, tt j¡¡ often better_ to 
consider ali tbe rte~ailR of a factor a.ad then make deduct1oos 
from tbe faotor ai, a whole. 

19. Do N O'l' confll~e tbe proces-, oí consideriog a. éactor in all 1ts iropli-
- ca.tions witb tbat of making :i <leductioo. F1tctors shonlrl iocl itll ~he 

F ACTS wl.iicb emerge f, om tbe iofw in your po~sessíon. A Jeduct10n 
is a deciaioo as to wbat; yon runst rio or ,wbnt your he"t :tnil secood 
best coarse of :iction ís, whícb you shoalcl a.rrive at a.fte(' wAighing up 
:.i l I r.be facts con ta.med 1n tbe factor. eg :-

\ 

WRONG. 

Fact01· :­

Deduction: 

RlGHT. 

Factol' :-

Deduction: 

'l'be jungle. is very th1ck 

My wovemeut will be slow. 

'rbe juogle is very thick, anci I sb::i.lJ NO'r be able 
to move at more than 1 mil1. 

T mui,t start a.t.. ...... .. hrs to :urive at . . ....... (place) 
at ......... (time). 

' 

t ) 

' 
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, Logica.1 Order. 

' 

• 

20. You rnust deal with factors in a correct aad logica.1 order. 

(a) You múRt fir~t deril with tbose factori:i wbich have the greatest 
1ufluence oo tl.ie atta.iomeuL of your object. 

(b) Yonr discnsRion of ooe foct(')r, pn.rticul:irly the re-lnctiC'n you 
nrnke, mnst Jead logica.Jly tf) the next, so tbat tbe PffP<'t of your 
a.rgumeat is ~umu]ative a.nd the "conri:tes open" a.ad fioa.Jly the ,, 1 ,, ' 

p au emerge natura.lly f~om that argumeot. 

Precoaceived iden.s. 

21. It is often 1difficuH • to approach 1t problem witbout ha.ving sorne 
preconceived idea in your m ,ud about tbe best oourRe of a.ctioo to 
adopt. Wbeo you are coasidel'iug fo.ctors, you ruust be oa.reful NO'I' 
to Jet SU<lb ideas make you twist your whole argument. You must 
weigb up tbe various a.&peots of e11cb factor quite impartially and tben 
ruake a. true deductioa, 

Factors common in ts.ctical apprecifttions. 

22. Tbe lactors which yo11 will most often ha.ve to oonsider when making 
a. ta~tical :1.ppreciatíoo a.re :-

Ground. 

Relativa strs. 

Time and space. 

Surprise a.nd decaption. 

Air situation, 

Maint . 

Sorne otber factors which may be important are:­

Weatber. 

Hrs of daylight a.nd darkaa.3s, 

Pbasea of the moon. 

23. It is clear from preceding paras tba.t you will NOT necessarily bave to 
deal with idl tbese me.in Leadings in every appreciation. ~or need 
you al wayR deal wi tb each one separa.tely. It wiJJ often be better to 
consider two or more focto1s togetber, smce they may react upon one 
a.notber in flacb a way as to ruake separa.te consideration of each 
impossible. Coaversely, , ou may break dowo an 1mportaat factor and 
consider it under a number of small headiogs. 'l'ry to fiod tbe key to 
tbe problem set by your object, give it a. suita.ble heading a.od ooni-1der 
it eitber as a 1111un factor or as a. sub-factor under one of tha main 
factor headiogs. lf it is tbe kay to the prolem, it is best to oons1der 
tbis factor first as\it will help to clea.r your thoughts. 

24. Soma notes oa how to oonsider the factora given in para. 2~ a.bove a.ad 
on the type of deduction you should try to make ara given a.t 
Appx 'B'. 
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Summ•n.v of deductions. 

25. If your appreciation is long and complic)tted a.nd you have ha.d to 
consider a Jarge number of factors, .finish the section on "Factora" 
with a sbort "Summal'y of Deductions". Tbis nrnkes the gen conclusion 
olear and Jea.ds logically to "Courses open" a.ad "Plan". Do NOT 
introduce new deduction'I into yout· "Summary of Deductions'~. 

COURSES OPEN 

26. Wben you bave considered all the relevant factors and bave dra.wn 
deductioas frorn them, you will be able to see cleR.rly wb!l.t courses of 
action are open to yo urself and Lo tbe eoemy. You must uow examine 
these, notiag the advantages and disadvantages of eacb, and tben 
decide wbicb conrse you are going to a.dopt. 

A voidance of impossible conrees. 

27. Do NOT snggest that eitber side might a.dopt a. oourse whiob yoo 
ha.ve already sbown to be irnposr.ible or very irnprob:tbla, eg: If 
consideration of ground has shcwn you that a certain area is quite 
impassable to armd tps, it is a wa~te of time to suggest tqut e1tber 
side might adopt a oourse of action im·olving tbe use of armd tps in · 
that area. 

28. After oonsidering tbe various factorF, J'OU P1ny hHve cerne to tbe 
oonclusion tb·tt there is only oue sens:;ible C'Jnrsa for either yourself 
or tbe enemy to ~riopt If you think thís, s~y so n.11d do N O'r waste 
time puttiog up otber courses for either side, ILe1 e·1y for Lue sake of 
i:howing U.1em to be absurd. 

Order in wbich to consider. 

29. When you have the iuitia.tive (e~, when apprjciating :or :to attack), 
oonsider first the courses open to you ,·sr.lf. D0 NO'I', bowever, try 
to decide whicb of the8e courses you a.re going to adopt untd you 
bave also considerad tl.te.coursps opeo to the euewy, pb.rticularly bis 
probable reactions to what you may do. 

30. On the otber band, wbPo tbe enemy ole1.rly baa the in1tiative (eg, 
when yon are ap¡,l'eciat,tng bow to take ap a posn to defea.d sorne 
a rea) you rnnst consider füst ~ hat he rna.y do before yon can , oRefully 
ooosider tbe courses opeu to yourseif. 

31. In arder to make a written or verba,! a.ppre~in..tioa more convincíng, 
it is oftoo best to d1scuss last the course wbich yon decide to adopt, 
so that the pino follows logically from it. 

, Courr-P.R opPo to tbe enemy 

32. Wben cousidoring oou rses open to tbe enemy, alw,iy's J1.ssume that 
he wi!I mn.ke a, souod plflin, nsing tLe tfwticn.l metbods wh1oh experi­
eoce has shown that be usually employs. Do NOT bay "What 
would T. R Brit bu cornd, do in these circum,,t:iot:e~?·' say ratber, 
"What would l, lit Col YAMADA, do ia this sitnat100 in arder to 
defeat my hated aod despised enemy ?" 

33. Whenever possible, have an iodependeot appreciation mH.de from 
tbe enc•my pt of view. 'fh1s task is normalty canied out by "l'' 
branch. 

' 
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CourPe adop~ed. 

3-1. As yon coosi,for tbe various courses open, you must state briefiy 
the i1dvn,ntages and disadvantages 0f ea.ch. When you bave comidered 
nll the conr~eR open to thE:i eoemy, you must rnmmltrise the argurnents 
a.od say wbich course you think be is ,most likely to ndqpt. 

35. End tbís r:ec of the n.ppreciation hv saying which c .rnrse 
to a.dopt yonrstilf, witb a. brief statement of your rea. ;ous. 
choic~ by tbiukiug: -

you decide 
Test your 

(a) "Does tbis course provide tbe bei;t mean:: of a.ttaiuing roy object ?" 

(b) "Does this course plnce tue in a sound poso to counter any 
prol:able eoerny :ictiou?'' 

PLAN 

3íl. Yon will now be rertdy tn gin• ~ ~,nr pln.n wbich is n.n integrn.l part 
of yo11r arpreciatio11. 'l'bis must be the logical outcome of u.ll your 
previous argu1ueut. 

37. Stru-t by ftntirg yonr "Intention" nud then, beíote yon do aoytbing 
rno1e, turn bac.:k nud reA.d ngain the "'ObjecL" uf ycur npprecia.tiou • 
l\lake quite sure tlrnt your ' ·Iute11tion" 11poo wuic.:h you are going to 
b:.i.se Lue wl.10le of yo ur pla,t:!, does íulfil your "Object". 

38. Theu sta.tc tha mnrn pts of yom plan in tbe g'enern.l seqnence io wbich 
tb1 y w1ll e\'e11t11ally Hpptmr iu t.lie Mntbod, Adm n.ud lutercomn pan.a 
dí au üü. 'l'lie amouut oí detail yc11 sboulcl iucl in your plan depeods 
oa t:ire11111stiu1ces. Give yo11r reader or listener as wuch as he 
waut:, to kuow or ~" wuch :Ls he must know. -'- or ..:>.,.lDJle:: -

(n.) A higher cornd wauts to know the outlioe plan of n, subordiante 
to r,atisf,v bimself tlin.t the plan is souncl It is ustrnlly easier for 
him to uuderstirnd if fwns and sorne of the wajor units are rueoti­
oned by n"me', pa.rticularly io Rituatiuns wbere certain tasks sbould 
clea.rly be giveu to certain fmns or units, becnm,e of tbeir present 
Je ration or some otber re~.soo. He doe$ NOT wa.o; ~o k, ow 
deUtilR of bdyq, location of 8 Q, med arrangE>meots etc. 

(h) Oo lbe other bnpd, if a comd is giving a phm to a 1mbordiun.te SO, 
be must give bim enough detail to eoable hirn to drn.ít tbe orders 
reguired to put tlie plan into effect. Tbe, SO will wn.nt to know, 
iu mucb great.er deta.il tban a superior comd wcnld, wbich uoits 
a.re to carry out va.rions ta.sks. In the 00, be will bitve t0 incl 
orde, s a.bout bdyR, 11oca tion of B Q, mfd arra.11gement1,1 et,i ancl 
the comu mnst, therefore, g ive biw enough infm to enable bim to 
write tbese paras. · 

(e) If a. cornd í:1 giving a.n a.pprecia.tioo to bis subordinates rn~rely in 
order to let them qndln;t,md bis viewR on a situ~ti,rn, it ¡., cle·nly 
NOT necessn.ry for liin1 to g<> into gre;Lt <letail. H, bowever, he is 
giving a pla.11 on wbich his s,1bordiua.tes h:tve got to take n.ction, 
tbey will waut npprox tbe samtt :11u0uut of detail as tue SO iu (b) 
nbove. 

GE'NERAL POINTS e/ 
Verbnl A pprPci1tion!'l, 

39. {a) Yon innst never rf!a.él out nn npprech.t,on whicb you are giving 
verba.lly, eitlier to a superior orto subordiuates. 
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(b) Face your audience and §!pe1.k diroctly to it, referl'Íng to note3 
wuen uecess:i.ry. You C/l.n use 111ore ioforma.l lang1rn.ge tban you 
would iu a writteu a.pprcciatioo. llllpress your personality oo 
your a.udieuce. 

Written A pprPciations. 

40. (a) A sketch or bolo dingram m:iy often belp to explaio ao a.pprecin.­
tion, lrnt you rnnst oaly iucl ooe if it is of real use. Simihirly, a 
grapb 100.y rrrnke a situaticn clearer tu:111 puttíng tba infru in 
writiog. If you incl oue, it must be simple, bold anJ easily 
intelligible. 

(b} A ppces ron.y be needed on occasions, eg to show detailed time 
aad e.pace calculatioos You rnl1Rt remernber to sumu1arise the 
contente of an appx in the body of the appreciation. 

Wroog: "Time and Rpace, see Appx. "A". 

Right: "I can reacb river P before the enemy, but be can 
forestall me oo the higb ground at Q. See Appx A". 

Deduction "I must ..................... . " 

(e) Map~, sketches, diagrn.mR, gra¡;bs and nppces must open olear of 
the apprecia.tion so tl.iat tbey can be referred to easily. 

41. (a) '\Yhetber written or verbal, appreciations must be clen.r, d1:.cisive 
a.nd to tbe pt. You must a.void any paddrng, irrelevao.::y or 
vag ueness. 

Wrong: "In my opinion it would scem that my beat c)ursc of 
a.ction might be ......... " 

Right: "My best course is ... . ...... " 

(b) A comd usnally uses the -fir3t person singular, a. SO tha first 
person plural. 

Exercises. 

42. When maldng an npprcciation in an exercise, you must forget your 
owu i11divi<lualiLy and live the pa1 t of the individual whom you 
repreocat. 

CONCLUSION 

43. The ma.io pts to remember about an app1·eciation a.re:-

(a) That, whether menta.!, verbal or written, it must follow the 
sequence. "Objecf', n.Fa.ctors", "Oourses Open'', "Plan". 

(b) Tha.t the "Object" must:-

(i) NOT be coofused with the "objective" 

(ii) Be a single object. 

· (iii) Incl e.ay qualifying oonditions. 

' 

... 
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{e) Tbat tbe "Factora" must:-

(i) Be relevan t. 

(ii) Be given their correct value 

(íii) Have useful deductions made from tbem. 

(iv) Be dealt with in logical order. 

(d) 'fhat tbe "Courses Open'' rnust:­

(i) N011 iocl aDy "Ninepins". 

(ii) De considrred in Lhe co Ted ord':lr, ie, the side which has tbe 
in i tia ti ve first. 

(iii) Credit tbe enemy with sound plans. 

(e) That the "Plau" must:-
, 

(i) Be the best way of attaioing you,r "Object' 1
• 

(ii) Ca.ter for a.ny probable enemy action or reaction. 

(iii) Give your reader or listener suo':l delails as he should or 
wust kuow. 

• . 
' 

il 

P.B.S. 
Jun 45. 
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RESTRICTED. 
Appx A. 

SD/20/M. 
LAYOUT OF A WRIT1EN APPRECIATION. 

(Refers to precis SD/20/M, para 7). 

LAYOUT. PTS TO NOTE. 

SEC RE T {a) (a) Security el tsdfication in blocks. 

Copy No............ (b) (b) Copy No, if a,)¡ licable. 

Apprecia~ion of the Situa.ion 

by 

(Name and/or appointment of ,, ff. 
from whose pt of view the ªf p: ,;1 
.1 tion is written). 

at ... .........•... (place) _1t.. ... . ....... h,:.. 

Je .......... {.late). 

Ref map/maps ... ... : .... . ...•. ••..... . . 

(e) (e) "by'' the on!y word in tbat lin ~. 

(d) 

(e) 

(d) ie, either "Brig E.V. SMITH, 
Ccmd IOl Ind Inf Bde'' or 
"Comd 101 lnd Inf Bde'' . 
(Latter is more usual). 

( ) ! lace f ollowed by map ref. 

(f) M ain heading. 
ti) In blocks: 

(1i) NOT numbered. 
OBJECT (f) (iii) Overlapping margin. 

l. ~tatement oí the object. 

FAC TORS ' 

Ground. 

!. 

3. 
. 

4. . 
5. ·Deductions. 

(a) . 

(b) 

Time and space. 
6. 

7. 

8. 1 

9. Deductions. 

(a> 

(b) 

Surprise and deception. 

10. 

11. 

12. Deductions. 

\ 

(gl 

{h) 

(i) 

( " J) 

' 

Other main headings (ie F ACT­
QJ:{S, COURSES OPEN, 
P l A N) follow fame rules. 
Each overlaps margin by same 
amount. 

(g) Para No in mar~in. All para 
nos are same distance LEFT 
of marginal line . 

(h) S ,b heading . 

(il NO T in blocks. 
(ii) NOT numberéd 

(iii) U nderlined. 
(iv) Immediately on RIGHT 

of margin. 

Remaining sub-headings (ie, 
Description cf faccors - Sum• 
mary of Deductions - Own 
Force · Enemy - C .. >Urse ado­
pted - lntention a.1d certain 
other sub-headings under 
PLAN) ali fqllow. same rules. 

(i) Paras numbered consccutively 
throughout appreciation. 

(j) S1tb Para. 
-rr¡-Lettered. 
(ii) Letter im.nediately on 

HIGHT of margin. May 
be slightly "set in" if 
desired. All sub paras 
through:JUt appreciation 
must follow same ruling. 

(t 
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LAYOUT. 

Summary of Deductions. 

13. 

14. 

COU RSES OPE.N 

Own Force. 

11 

PTS TO ~OTE . 

(k) (k) \,Vhere necessary for clarity in 
a complicated appreciation only. 

(1) 

15. There are two course; open tJ me.- (m) 

(1) This assumes that you have 
the initiative. If the enerny 
has tbe intiative, consider 
courses open to him first. . 

:a) To ...••......... 

Advantage/s 
(i) 

(ii) 

D;:;:idvani.ag ~/s. 
( i 11) 
(ivJ 

(b) To ................... .... ., ......... . 
, 1 clvantage/s 
(í) 

\ l l) 

, Disadvantage/s 
(iii) 
(iv) 

Enerny. 

16. The JAPl. ~ESE can:­

.a) ... • • • • • • • • • • .. • ' •••• 1 . ..... .... . 

Advantage/s 

(Continue as in para 15 above) 

17. Summary of arguments showing 
which course he is rnost likely to 
adopt. 

18. 

Course adopted 

I decide to ......... . .. . 

My reasons are:-

(a) 
(b) 

. . .. ... "' ...... . 

PLAN. 

I ntention. 

19. 101 Ind Inf Bde will ................. . 

Phase J. 
20. 

, 

(n) 

(m) This assumes that you are 
appreciating as a com<l I f you 
are appreciating as a SO, use 
the firat person p .ur...1, 1e ''w-'· 

(n) Su.b-s11,!J.p. i·a. 

(i) Numbered with Roman 
numerals. 

(ii) " . .,et-in". 

,, 

(o; (o) Intention a]w;ys expressed as 
an arder in the future impera­
tive tense. 

(p) (p) The amount of detail to be 
incl m plan depends en 



I !11. 

22. 

23. 

24. 

, 25. 

~6. 
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LAYOUT. 

' 

or other suitable paras. 

Pha.se 2. 

Adm 

Intercowo. 

' 

Signa.tare (q) 
Ra.ok 

Appointmenl 

1 
Distrihution :­
(if a.pplioa.ble) 

PTS TO NOTE. 

tbe pnrposA for wbich the a.ppreoia­
tiou is beiug ma.de. See precia 
para 37. 

(q) eg E. V. Smith, 
Brig 
Comd 

It ís NOT necessary to ata.te the 
fmn as this has alrea.dy been 
mentioned in the beading of tbe 
appreoiation. 

' 

• 
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RESTRICTED. 
Appx B. 

SD/20/M. 

NOTES ON OONSIDERA'l'IONS OF FACTORS. 

(Refers to precia SD/20/M, para 24) . 

Ground. 

l. (n) You will ha.ve to consider s:>rne aspecls of tbis factor m every 
tactical appreciatioo. 

2. 

(b) So..n1i of the more usual beadioga, a.re :-

(i) Gen description-eg, open; flat; billy; jungle; swamp; pacldy. 

(ii) Coma~-rds; trs; rivera. 

(iii) A pproacbes. 

(iv) Obstacles to mov. 

(v) Dominatiog featnres - Jbservotion. 

(e) 8ometimes it is best to coosider as a whole tbe ares. witb wbicb 
yuu are concerned. On otbet· occaf ioas it is better to divide tbe 
grouqd iota sectors and tben iconsider each sector in turn. 

' (d) Your dedactioos from tbis factor sbould· be of the type :­

"I 11mst first captu1e the dominating featore A. 

'rbereafter, ILJ best course of action is to attack on tbe RIG HT. 

My next best course is to attack on tbe LEFT". 

Alw~LYS note your secoud as well as your firsli choice; the first ma.y be 
ruled out as a result of your deductions from another factor. 

Relativa str~. 

(a) Tbi::: a,J,,) is a Í,Lc tor of whioh you will ha.ve to coneider sorne 
n.spr <.:ts in e, éry tact1cal appr.Jcia.tion. 

{b) PreEen t disposas l 
Str (iut:1 probable rfts} 
Armt 
Moral e 
Mob1J1ty 

, . 
of tbe en ?niy in relation to your 
own forJd, 

a.re the .nain pts you will ha.ve to coosider. 

(e) It is sornetimes convenient to coosider sorne of thr pts in {b) 
abo ve eitber by tbernselves (aod N O'l' uoder tbe maio beading 
1

' Rel;1.tive strs ') or togetber witb some other factor with wbich 
they are clea.rly Jiu ked. 

I 

eg. It is sometirnes convenieot to consiuer "enemy disposos" as 
a separa te factor. A t other times "enemy disposus'' must 
be coo~idered together with "grouad''. 

"Strs'' will often be very closely linked with "Tíwe e.nd 
space", when rfts a.re being considerad. 
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!d) A statement tha.t you &re stronger 01 weaker tban tbe enemy 1n 
oertBin respeots doea NOT oonatitute a. useful deduotion. Soma 
examples of the type of deduotion you should dcaw frorn tbis 
factor are :--

"I ca.o best ase my superiority in inf by ... s• 

"I must oompe
1

nsa.te for my ioferiority in a.rty by ........•• " 

"I ha.ve NOT got eoough a.rty to deal with more thain one of 
~be enemy's posas at a time". 

"My min requirements for a oerta.in ta.sk a.re .•...... " 

. Time a.nd Space . 

3. (a} You will ha.ve to consider tbis factor in uea.rly every taotical 
appreciation that you do. It will cfteo be closely linked witb 
"Relative e1trs", wbeu you are coosidering rfts. 

(b) Consideration of this factor will show you tbe time by wbicb 
you and tba enemy can do certa.in tbiags. You must, of oonrse, 
ooasider N OT only t.be time reguired for mov bnt a.lso the time 
required for recce, preparation etc. B'or example, you will WR.nt 
to know, NOT tbe time a.t whi,·b tps can reach a. certaio pt., but 
tbe time by which they can be ready to attack, or to ooc11py 
a def poso. 

(o) Frorn your conside1:ation of this factor yon should be a.ble to make 
rna.ke sucb ieductions as:-

"I 111ust a.t.ta.ck before ..... !'-(ii.t wbícb tirnP tbe enemv will pro­
bably ha.ve been reioforct·d). 

"I mu~t occnpy hhA poso by ..... ''·(a.t wbich tíme your cor1.:;ider­
a.tion ha.s :-hown that the enemy can attack). 

"I must do Pverything poS'stble to delay tbe eriem_y adv l\n<l 
prevent him attacking beíore ...... "-(before wbicb time your rlefs 
ca.noot be ready). 

4. (a.) 'fbere are few tnctic:al ~itua.tions io whicb tbere Je NO'f sorne · 
opportuoity 0t deceiving or surprising t,be eoemy. Tbi!l factor, 
tberefore, is oearly nlwa.rs one tba.t you w1ll ha.ve to <' (H114idf'r. 

1 • 

(b) Sometimes. bowever, you can consider (1ertn.1n a.Rpects of it 
more cooveniently uoder otber hea.diugs eg, wheu a.ppreci1tlii og 
for au attack aud ooos1deriog "ground,, you will be lookiog for 
covered approaches wLioh a.uwug other tbing~, will belp you to 
gain surpnse. 811ndarly, wbotb,er or NOT you e;an rnov by 
day witbout betng seeo by libe eueruy will ofteu depend ch 1etl y 
ou tbe " ,i11 t1l,l,U:tt1ou''. 

(e) From tltis f,Letor, you sboul<1 dednce bow you <'3.11 surpnse tbe 
eneruy or wbat steps you lihould takA to deceive bim. 

Air R1t1rn.tion. 

5. (a) ln VP-ry Rrnall tacticA.1 appreeiations tbis rnay NOT ba a relevaot 
faot:,r, but it is so in ..oearly ali other apprecia.Lions. 

. ' 
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{b) Frbm it, you should deduce either wha.t action you must t&.ke to 
avoid beiug detected or interfered with by the enemy a.ir force 
or how you can best use your own air force to help you atta.in 
your object. 

Maint. 

6. ~uch pts as the availability of sups and tpt, ata.te of comos, ability to 
replenish (incl, perhaps, the use of a.ir tpt,) evac of cas, water sup etc 
must ha.ve a grea.t influence on what you can and oannot do. This is 
therefore anotber factor wbich you wíll ha.ve to consider in nea.rly ali 
except the very smatlest appreciations. · 

We!tther . 

7. Yon roa.y know that tbere is a heavy ~round mist until a. certain time 
of ~he day or that a breeze from a certain direction nearly alwa~s 
sprmgs up at tbe same time every day. Such factora as these roa.y 
clearly ba,;-e a. great effect on your plan. 

8. 

Daylight1- Da.rkness - Moon. 

1t is obvious tbat tbese factora may in oertain situa.tions be ver, 
unportaut. 'rhey will ofteo be olosely linked with ''surprise". Tbey 
with "weather't, are particula.rly important in a.irbome or a.wphibious 
ops. 

.. 

' , 
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STAFF IUTIES 

~2D ~ 1._Q.ºNF':g;RID:· CEE'_ 11.ND _}&IN fil~§.- OF [b_MEE'[I}_lQ 

INTRCLUCTICN 

l. 1..11 sos are liable to be involved 'io conference work . 

2 . 

3. 

4 . 

This may ent~il any or all of the following :-

(a) Pre:p::iririg end circul::.ting .qgend~ . -

(b) Arr~nging domestic det:üls .of the conferencE . 

(e) .c~cting l'.'s secret.qry, prepRring ::3.nd circul::>ting 
mins . 

(a) To @~qble those ~ttending ~- conference to collsct 
infm ~1d qssemble their thoughts . 

(b) To rE.g procE:Edings qt ~ confercnce . 

n:m2ar q:timl. . 

ThE comd or s8Ilior so ordering th6 conf8rence will 
usu:üly l!iy down certain pts f'or discussion . Th~ se 
organising the cconference should thG:1n c,311 f'or :=my 
oth6r pts th::it offrs ::ittending the conference wmt to 
b& diSCUSSEd. HG must giVE s dEfinitE. dqte for th ' fG 
pts to rs::ich hün, which will 3llow the offr ordGrin§: 
the conference tim0 te consid6r them bef0r6 thG 
conferenc& . 

Once ~11 pts for discussinn h~vs b~'2!1 rr-ceived, tt€y 
must be ~rrJ?nged in ~ logic~l crder f0r discusei"'n. 
Vlhen prep~ring th2· ~gend::i sh6¿t , hs:::idings :::ind sub­
hc~din?s :::ir ::. eilf'Ugh te tell people in gen terms wr "'t 
is te be discuss8d. A sp~ce shruld bE left ;:iftGr 
e~ch h~qdin~ P.Ild sub- he~ning tn ~ll(W offrs rccm te 
filP.ln: notE:s b,.::fcre:, Pttending th¿ conferencr ~nd t0 
rE::c0rd d.ecisi rns during tho ccnferencG . 

Circ):!J.,3.ti5::Q. 

5 . .Lgendq must b.s circulqtea. in su.fficiEmt tim6 befrr¡:. tt"? 
crnrerencE t:i Pll0W ~11 ~t.tencling to bri~f th.:msc lv s. 
l or more cr!'1.p lic::.ted subj ~cts i t m~y be necese::iry t ".' 
circul;:itt=:, v.• ith th6 i::t§:6nd::r, pP:pers de~ling wjth th-:~c 
subj6cts. 

LOMESTIC mT lTL 

6 . Th1:.> so srg~nising the crnferGr. ce is rsspmsible f--r :-

(~) C::ir :park :::ind guid.es t ·J ccnference rccm . 

(b) SeBtin~ ~.ccn; qllcw SP?rE s . 

(c) Tsmr,Gr'1.turo of rcrm (if p0ssibl2), 

,. 
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(d ) 

(e) 

(f) 

( g) 

(h) 

( i) 

- 2 -

Seqting d.i::i.gr"'Ii1 . 

St 0 ti~nery (incl sp~r o ccpies of the ~rena 0 ) end 
Il;.::ps . 

SE:-curi ty l:!.rn'.lngements inc l check of Pl:lssss .. na 
pcs t ing of sentries 0r pre . 

Circul::-.tir·n of ::i.ttcnd-:>JJce l ist . 

.tiTT'U'lP'f.:':-:ents f cr tE. le c<;:llls in the .s:i.bscnc~ rf 
ccad ;nd 80s ~t th~, confer ence . 

1~rrPn[;'in~· f'"'r r.'!eq l s !~nd !:lCC11 frr visi t rr~ :;,he 
11!:lve cnms ~ lcng 'Nr:iy . 

MINUTES 

7 • Yins are ~. su:'!I'.'l~ry rf the prrccedin¡:s cf' q r1ei::tirr- , 
conferencr ~te . Thc.:.y J1;Ust crnt)'.>in ~ r, CC'rd. rf ::ill 
decisi -ns t ':)kcn , u_:pcn which e :mds ~na e Os wi 11 act. . 

R&sucnsibili tv _______ ....._.__ 

8 . Al l sos cust bG c;=tp~ble 0f -:,cti ng qs secretAry ~t ~ 
crnferenc6 qnd -:í' _:prepa ring r.i.ins . J'.T0rrr::llly thG PO 
crf!'.>ni sü-:f the cc-nference wi ll '='Ct ~s s8cret..,ry . 

9 . b. specir1cn l~y(',Ut is gi VGn it Appx A -:itt . 

10. Neta thc f~llrwin g pts: -

(a) The; ::.-fírs ~tt6nd.ing m1y be sh-::wn by n8me and 
~~_:pcintnent or by app~int ment ~nly . 

(b) 

(e) 

( d) 

(e) 

( f) 

Th·: :rj_ttGn rcccrd v,, i l l hqve he::,dings; pqr~~ 
;,,11d sub- par~s ~s expl qi ned in Mi 1 Wri tin¡;: 
(SD/:.8;1:) md as s hown in Ap:px A. 

Mins ,i·ill be signcd wi th r.mk ·md ~.pp 0 intr.~.-:-·r.t 
Githsr by the chqir~9I'- rr t hs secr~tqry . If 
t he secrst~ry si~~s ther.i , t hG ch~irman must 
ssE. ~nd !3.:pprove then bef0re they ~re circu ­
l atf.d . 

W.d.ns ::irc USIJ::t lly distri bUtGd t" 1Jnj t S if tnr~ 
cffr qttcnds ~s u:r.i t r:::p . If , h0w~ver , an 
"·f'1r ie c3.lled in ~s a tech rep cr in srr:ie 
otr.0r indi vidu~l c~pP.ci ty , he v:i 11 b.: s 0 nt 
.q Cí·_:py by nqr.i,a . 

Ensur¿ th!:!t :::. 11 rther uni ts/br-:.inchE: s r whr c1 tc1 

YC~ qtt€nd the ccnference but ~re inte~estr-d 
in thB decisirns, receive ~ crpy . 

Sc;e thqt ~11 crncerned fE-t sufficient C"'·pirs . 
A unit cr br:mch P1-1Y w~11t to circul.:::.te ~E 
cc:py wd cut up ?..ncther tr. placo extr!icts "1• 
their subject fi l es~ 
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EQ:!!.~~ c:n ths-12re:n3.r~t~n-ºLmin2 . . 

I 
¡ 

P!3.ss rr:::und the ::i.ttE-ndl)ncG slip ~s srcn 3.S C'f'frs bq::in 
te arri ve. Ycu riay NCT know ::ill those ~ttendin¡: , 
t herefor e ~~ke sure ycu have indentified the nain 
spoakers bef~r€ the cr.nfer6nce .begins • 

12 . Ge te the conference wi th p~per ::i lready n'"'rked u:p v,i th 
tho n::iin ::>nd sub-ha:=iaings . .1'lllow plenty rf rr'Tl 
bct·naEn ttcst:1 f~r nqking nctr.s ~ne} recrrding ~~ccisi"rs. 

13 . Listen C"r;:Jf1111y . 1X' Nar ::¡tte!:'lpt to take d0wn 1r.1r::>t 
· cvE.rymc S?t?S, 1TOR everythin~ the lcriding speqkers 
sA.y . Pict "Ut 111 the rel;:;v::int r.13.tter ,nfl see th::>t 
ycu~cora. all decisirns . Opini0ns cf individu~l 
!::enbers ?re 1TOT usu.qlly rec0rd,;d expept ~t ccnfs.:~"' cr s 
('Il 1 hifh' l;:;vc 1 , when therl., ~re etfn r?r~phers t e t"' 1re 
cic v.n & vE..ry ·.:c:,rd . 

14 . ro Nar ht sitqtb t0 r e~ind thG ch::>i!"iqn if pts h !'>V-7· 
b Een c!'li tt·:·t or left tmdecidFr , but be tRctful • 

15 . After thi:. ccnfcrEnce Nri to or dictqte the ~ins wr,ilf 
they ~r6 still fresh in ycur mind . ,1.s for OOs , r j ns 
rr.ust b e clt:-~r end C('nciss . • 

16 . If ~ins :¡r5 t::, be tre:1ted qs executi ve c:rders tre 
ch~irc:.-i.n sh:uld st::i.t e this 1t the conference and ':l 

ncte to tr.is \jfíect shcu ld. be inc 1 1fter the he::>rl ­
ing e,f the v1ri t t e,n n in s , 

Jf :>11 CJW U.IJ •.. 

17 . sos nust fc-llf·ii up the issue of r:ins by visitinf f-:.:ns/ 
units t e sE-e if they h1v0 ?11Y probleEs ~nd t r finr 
cut what prcgress h,::\s b een l:lqde in implericnting t~G 
dcci si r·ns • 

I13S . 
i...ug 45. 
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SPECil=:EN FROFOfil!L FOR C 0]."J'. IL:W.-G MINUTES OF --- - ----
l1. M::SETING 

- - - - - - - - - - - - - - - - - - - - - - - - - - - -

l. 

2 , 

3. 

SECRET 

Copy N0 

( d::i.te) 

•• •• • 

Kir..utss of a conference held ~t .(.pl~ce) on ( e: ~to) . 

There ·;:Gr s r,resrnt: -

(Iforc five a list of th0se presEnt by qp:pcint:-:f.nt . 
_¡1f'tcr the chqirn::rrr put "in the ch,qir", after 
th.... secret3.ry put "s ecret.gry" • Offrs pr 3SE.nt 
rLqy sonetir:,es be shown by nr,nG ~.nd -1.pp0int-
nc:nt,) • 

Ob.iect. 
r 

- - - - - - - - - - - - - - - - - - - - - - - -

• ••••• • • • t • • • • • • • • • • • • • • • • ••••• • • ' •••••• 

Use :p~r3 te~.iin€;s , :p~r~s i:tnd sub-pqrg.s ?.S for .::>ny 
ty:pe of r.:il wri ting . Tho s econd :p1r.::> shculd. be uc-f=.f 
for 8. st~ts: .ent of the cbje et of the r:eeting or 0n 
the gGn pclicy covering the n~tters under discussirn • 

Sign8ture 
Rank md a:p:pcint:--. -:nt. 

Mathod cf Issue l 
TiBe of sifil~ture (sqr.ie qs for oos) 
Tine ÍEEUtd to Sigs 
DistTibuticn . 

,, 
\ 
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MANUALS AND REGULATIONS IN OONMON USE . 

Serial 
No . 

1 

Tit l e and 
Short Title 

( if 1.ny) 

Barrack Synops i s 
( I n.d i 8) • 

Brief Not0 of Contc.nts . 

--------
Full details of se ".)les of 1.cc n r!.Ut ho:-is · id 
on 1.n indiv i du.-:11 '.lnd 'l unit b1.sis .. 
Classific1.tion of stqs . To be reqd with 
Serial 19 ScplAs of Hutted Accomnod~tion. 

·--+---- ·---------·- ------- -- ---------· 

3 . 

"' anotnrnent s Ac t. 

Clot hins Regs 1939 
( reprint ed 1~ 1) . 

~---- -----------~-··~~---'-
4 . 

• 
5 . 

., 

Financ i ~l RJg s 
Part I (Army nnd 
Air For ces) Rep r i~t 
194 0 . . 
Part II ( Army a.nd _ 
Air For ces) 1942 . 

Compendiums : .... 

( a) IAO s . 
(b) AI I)s . 
(e ) Policy lPtt~r s 

of various 
br r.i.nches of 
the st eff (GS 
QMG , AG , MS et e) . 

A compreh').nsive volume of e 1.notnm"'nt 1~,·13 
and -rules for th{3 1.dm of contonment s. All 
infm "hout e .qnt onm0nt Bo 1.rd s. 

Issued in two loosA- lenf volum 0 s. The 
nppces form th 0 sec volu~e . All ordr r s 
reP1.rding the sup of clothin~ qnd 
necess~r i es 1.nd the issuP or clothi,P nnd 
kit allowances . The ~ppces cont1.in d-:.t..,.i.Js 
of wh~t is public clothinr. , ~3cPss"ri es 
etc, nnn n.any other ~et~ils . 
NB , Clothing 1.llow~nc~ m1spn11d0d for 
duration of war. 

Part I cont~ins thP .zen princi.nles oí 
financ0 , the powers to s1.110tion exp ""'rdit,­
ure of various authorities ~nd thc rul• ~ 
for incurring expenditurn. It cov ~rs 
generRlly p~y and allow1.nc 0 s, audit, 
contr~cts 2nd security deposits "nd 
r,..r1itt:-inces ;:,nd ~11ot111.ents . This P1.rt. 
may be t1.k ::,n ns the 11 rul8s" . . 
Pnrt II r·oes into d0t·üls of' th8 1"1Pthods 
of ffi':lint:i.ining .qccounts 'lDd cl"liming 
allowance . This part is th~ units r 0 f 
bonk . It mny be t"lken qs the 11rnstrs'1. 
Any rn:itt er on which a rul i '1r is r .:.quir, •d 
must be lookPd up in BOTH pnrts . 

The subject matter of th0s r compcndiums 
is self ... evidr. nt. 'T'hey ..,,:-r. most use ful 
and must be k0pt up to d 'tb:,. Al wqys 
refer to th0 m for the l~test policy. 

----~--- -------~----·~---~-----
6 . I nstit ute Rules 

( Ind i a) 1938 . 
Gi ves thP rules for all types of Institut8 
an~ the princ i ples of institute ~nmac 0 m~nt . 
Rules for contr'tctors, forms of contr'1ct . 
Det~ils regqrding qccn for instltut 0 s ~nd 
cont:Frictors shops . Rulos- on. riccounti ng 
'1nd rebate . An importqnt boo~ for all SOs 
who 1.re resoonsible in 1.ny W"Y far th~ 
él.P18nities and COnseqUently thP ffi0I'11P Of tps 
in any sta . 

·----- --------- ---



Ti tlc 'lnd 
Sho~t Titl9 

____ . ___ ____(jf-3.ny"'--) ~· -

1 
Mech Voh Re~s , 

1 
India ( 1940) 

~VRI) 

-~-.1~ob1.liz~t~=~----
R crul '1t irns 
( IndL'"t) 1:-140 
(it 0 b "9. ~ r s ) • 

---,---------
9 • 1 V ov ern . nt 

Inst ruct inns 
1 ( In1h) 1940 , 

1 

10, TtTot Ps '"1.nr1 inst ruct ­
; ions for rriov ..,'Tl~"'nt s 
1by R'1il in Iniia, 
· 1940. 
1 ( N & I R::i i 1) • 

1 

- 29-

Bri2f Note of Cont~nts . 

Cont8ins ~~n instrs far the use of mil 
VL.·hs , dvrs nrn.,-:.rs, di3.ries, dut:,r slips , 
1.ct ion in '""Vr·nt of 1cc idPnt . Rules for 
th~ issu~ ~nd ~ccounttn~ of P0L . Rules 
for P1-:iint, inspection "no r,.?pair , 
.~ce ount inrr of v 0 h ,=•qpt .:1nd sparc?s . Dvrs 
qualif ic '1t iorrs. ·rnst rs nhout books and 
docUTT18nts conc -:.rninrr M'l' , Us~ful instrs 
for d~cp~tch of v·h~ by trpin ~n1 by 
s r-, 1. . 

~11' ctinly lgys dovm r- -:in princ ipl<? s of mo b 
nnd instrs to ~nsur· that ~11 details 
')r thour;ht of hy , uni t before it 
rcceives ordors to mobilizs . DeJls 
in det.-,il w1th all ~snects of mob1 schAmes , 
or? or ~epots ~nrl rr-,cord offic~s , 

P"rsJ·· ""'<- 1 {'lnii+i1ls? "qnt , docUP1Pnts , un1.t 
proT'nrt:r ~ .~te , 1vi'1ny of th 0 instrs 
cnnt..,insd in this '"tr~ superc~ded by 
d.:~t ... dlRrl 'iI'd••:'s "i_vcn wht?n units -:¡re 
nrd:rea to ~cbtliz~ , th~ bnok is ncvgr­
th~- l~ss '1 W 3 ry ~ood rui~P to mob 
proculur(), 

Divid~d into thr n n~~ts of which th0 l~st 
two ~r,'.'I 1\TQ'T' now e,~n-·,r-:illy é'ltrnlic'"'blr; . 
pqrt I Instrs for Mov bv rqil in Iniin, 
tht~ 1Js 0 of w:irrn.rits , comnlcte instrs for 
tu tr-iins antl n_rsonn~l travP11ing in 
trv.::m in "11 isv, ntu'1liti..,s . Sup 1.rr,,,ngr>­
m0nts for tp trnins . Similar instrs ~or 
p~rti - s tra~tlltn~ in ordinary rly 
tT''1iris . 
P~~t II derls wtth Troonina . 
Pnrt III -CTE. i;"ls wi.th Tnv'"lliC1ing of 

British pnrsnnnel . 
cs~e Also ~ ~na I ~ail serial 10) . 

---·-------·· .. -----------------------
Provjdr>s i.n cnnc i.se form such nnt 0 s and 
instrs ~s ~r~ required to be known 
conc~rnina ~ journ~v hy rail of tps '1nd 
f~mili~s in In~t~ . It is 1. renrorlu~tion 
of ~xistln1 0Td •rs ~n~ re~s . (soe ~lso 
Mov0rr -:1nt Tnst·rs, s•n-i.Al 9) . 

-----+------------·----· --------. ------ ---
llo 1 P., s s ".1 g R .,.,.. s, 

, Ind i '"1. . 

i 
1 

(r rri.nt 1940). 
(PRI). 

This bo0k stnrt!=! wi.th somr-> UsPfUl d0finit ... 
ions. It ~~Als with th~ provision by sP1. , 
rlyi rd or riv"'r n1 convey~nce to p0~sonn0l 
pqi~ by n~r snrvic's. It cont'lins Rll 
th~ rul~s fnr tr1vnlling ~llow~ncPs, rl~ily 
-:i.llrw~nc o I Jllil '"'1.,..e ~ llow.-=inc0, conv 0 y1nr'"" 
~llnw1.nc~. It ~iv3s the rc?s rovcrning 
th -~ ~drnis si. b11 j t:r of COTIV•""Y'lDC e to ::tll 
cl1ss 'S of pC?T'sonn".>l 'l"'nlt with und,,.,r all 
CiT'OUMst~nc ~s. 1n th~ qnpcns ar~ lists 
of off'rs 1.llnwc.rl to holr'l -:-ind to is sue rly 
~~rr~nts 0tc, 11st nf offrs ewpow~r.:,d to 
nrr! ~r ri0v-.:.s :-ind v·nious othJr rulPs 1.nd 
1 i st. s . 
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12 . 

(if any) . 

Pay and Allowance 
Regulat ions for 
the Army in India 
Vol I ) Revised 
Vol II) ~~ i tion 

) 1 Jr1n 38 . 
(P & A Reas I 
P & A Regs II) . 

..... -...---· ... - ·-------.._. ___ _ 

Brief Note of Contents. 

-------
Volume I contains ~11 the rules rPeRrding 

I the baste pay pnd allowances and other 
J monthly pay and allowances fo~ ~11 ranks 
¡ s erving with the Army in India , It 

l incls ~ay of appointments, charge'·pay 1 
. trades pay profic18ncy p~y, etc, 1 ·•• 

Marria~e aÍlnwance• , lodein~ allowance, 
Il\ allowr1nce, personel al¡owan~e etct 

I ' I • ¡ l t 1"' • 

Volume II contains th~ rule s r eParding 
all other allow~nces~ inittal, r ecurrtn~ 
or occasionnl, those affecting the wivAs 
an1 children of BORs, thos 8 9PPlic ~ble 
t o units , fmns and off ic e s . Rules r 2-
1rnding r e~ards , ccmpcnsetinn , ~dv ~nc 0s, 
rGc0v•~ri ·J s nnd stovparzes . 

A good knowl~ dP e of these ~egs will s~ve 
y ou rnany worri.cs an1 will most liki:;ly 
prove of financiql benefit to you • 

13. Pension Regulations 
f or the } rmy in Indi~ 
P'1rts r, JI, III 1940 

Par.t I contains rul es maa~ with the 
~pprov,l of the Secretary of Stat e for 
India . These rules ~overn the pensions 
of King 1 s Commissioned Officers nuTs ~s 
qnd c 0rt:9.in British rqnks , mainÍy of 
the IUL. 

------------
ouarters A.n1 
Rent s ( 1941) , 

15 . Reg i ment al 4,ccounts 
Indiqn Uni ts. 

16 . Regulations for the 
A:rmy in rn~ i ~ Rul e s 
and Instructions . 
(RA T Rul es) . 
(RAI In~trs) . 
1937 
Rcprint ed 1942 . 

P 1:rt II c0nt 'lins rules m;:ia e by the 
Gov e~nor General . The se rules e0v~rn 
thc n ensions of 8.11 r-3.nks of the Inrlian 
tirrny with the cxcention of thos e who -=tre 
de,ü t with in Part I . 

Part III 3lso c ont qins rules ~a~e by th~ 
Gov2rnor General . These rul ";S é'OV·:;r n 
the procedure tn be ~dopt~d in submitt -
ing pension clairns nn1 the actu~l m3chin2ry 
involv Gd in payment . 

As its narne iP1plie s this contains rul e s 
r egardin~ the provision nf quart~rs ~ni 
the r ent t o be pqid f o r r.ovt buildinrs, 
rt also contains rules f Ór the sup 7 fr0e 
o·r other w.ise, of wat er and electric i ty . 
sup ersed 3d FtS r egnrds . ;- e~ wat er Ar:.d 
elect r icity by t\l: .·$05¡44 .fot' ~he clvr. tion 
ef th~ w;; r• 

This book gives the gen rule s for ke:'3ping 
of all the acc ount s which must be maint 
in any Indian Unit. rt define s Public , 

1 Reg irn ental ~nd pte funds ~nd ~ives 0rn ,rs 
f or the r ec e ipt :-\Dd distribution of n1,y. 

· ¡ The3e r-.il es "nrJ instrs cover so wi,i-e _9._f_rJ_ 
that it is inposc;i ble t o give any brti=:f 
not e of' th2 contents . Tho rules are 
fundam 2ntRl nnd the Instrs Rre tho or~ ers 
of the e in C eov0rni ng the 3pplication 
cf thr-i rule s . 
'J'hese rules are c0mplim ent9.ry to King' s 
Begs ~nd nv er -riie all othPr r egs eontain°d 
in othAr publ icRt 1.ons 1.ppl icablc tn the 
P. rrny 1.n Thri ia • 

... - -· ··-- - ...... -.. - ..... -- - - -- _,. ... - -- - .. .. .. ... 



17 . 

Titl~ 1.n~ 
sr,.,.r' m it.le 

( if qny) • 

R~gulat ions fo r 
Incli 1n rr r1 iesMen 
1942 . 
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Brief Not P of Cont Pnts . 

A c0mprPhensiv0 voluma ~iving the 
i~t~ils 0f '111 classes o f trnde s 
n,y fo r th0 Ar~y in In1ig, classificat­
i f"'n 0f t r:3.1 ° s, rir->t ail s ,qnd cf1ndi t i ons of 

·-~- -~~.~_:est~-·~---~-~----------~----
R"?qul~tinns f o r I This is l'lr!;?c.iy g t ech publicat i on but 

------+---
18 . 

th·~ T~11 i t .qry ¡ '" s 1. o offr :vru sho11.ld know y our w-=iy 
~n5inE,~r 8".,.,vices . nbout 'it i.n so fo.r .qs it rz ivt> s det~ ils 0f 
(HES R- r-s) . fin;:¡nci:11 contr0l of wcrk, rliv of .qll works 

into m1.j , Min0r works ~ni r ~p'lirs ~nd 

19 . 

20 . 

Sc~l~s of Butt2i 
ACCf"'!IDT0d:1t i on . 

Sc,les of q1,tinns an. 
sunplies issued by 
th,.,. RIASC • 
(SRS) 1940. 
R-':p r int 0 r':l 19,, l. 

21 . SpeciRl p~,ceJure 
P 'WlD hl r->t • 
( SPP ) • 19 33 • 
Reprint ed 1 ::140 . 

th rn-1.chin=!ry 0f how ,.,.o rks ;-i.re S')nction·::'.'d , 
by whnm pn 1 hrqn th.:iy :::ir;:, put into r:ict f r'ln . 
tn un~ erstr:in1inr of th l s wil l heln you to 
r •t 1ES w~rk done . 

-----------------·-----
To b e r e~d in conjunc with B8rrack 
svn,ypsis (T.nr'li'l) , It incls oll the o r d,.,r s 
issued 1urine the war conc erning the 
prnvis i on of hutte1 ~ccn . 

GiV3s the sc::.le of r :,ti~ns ·=md sups 
f"'f "11 kin'1 s f'nr i.s sue to 'lll r Hnks , 
nnr1 ~ni ~"ls in po.ac •? 1.nrl w:1r . Gives also 
miscellanecus s~r:iles o~ is~1es. 

This is n c 0mplicri.ter'l book int e r p r ~ted 
di~ferently nn each ncc1.sion . !t is 
used to cover ops 0n N"VF (chiefly) 
where full mob is "VOT req1., trerl. rt 
follows v e ry APnrnxi~~tJly the he1.din2s 
of Hob Regs . · 

----- - -~-------------·-------------·-------------
22 . Tcntnpe Resulations 

InJia . 
Reprint l "39 . 

Instrs for the c~rs nf tent1ge , fo r 
its use . "lnr4. sc..,l'?. o.,.. t,:.nt~re fer v.,ric11s 

I 

purnoses . Also hqs t~bles s~owing 
Jet;iled compnn?nts 0~ t~nts 1nd w0 i qhts 
,')Ild MP1.SUr.:>s . 

------ ---------------~~ 
23. Cl1.ssific~t i on "n~ 

H1.ndlinP of Protected 
Docu~ents (INDIL) 
1944 . -----~------------

21 . 

25. 

R, ~s for the V1e icnl 
s~rvic~s of the Arny 
in INDIA . 

Fielrl SPrvice 
HYP' i em=• , 
TJot es 1945 . 

Rules for thP s1.f e e a storl.y h 'lndli n~ 'ln4. 
trPnsmission nf pr0t ~ct P.d ~ncµm ents . 

f.l thou "'h th8sP TPP' s cr.ncern only the ~1:-0r1 

S 2r,rices , th' y incl infm of v qlue to 1 !, 1 
sos . 

Notes ~nn instrs on thP preservation o f 
( ª"lth. \nti mnlarh moa sur es . First UO . 

"--------------~---~----~~- ~ -- ~ - ~ 
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1. 

2 . 

3 . 

4 . 

5 . 

6. 

7 . 

8 . 

9 . 

10 . 
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SD/34LÑJ... 

ARM"Y FO-=tl\,l[S Am2 I NDit ;mry FORl\lTS Il\T cmrrri 10N USE. 

IAF D-908 

AF B- 151 . 

IAF T-1708. 

IAF Z~2225 . 

I-AF /,-492 . 

IAF X-1840 B. 

IAF U-1744 . 

AF B l~M-D . 
/\.F B 1Cl4~~ . 
AF B 194-F . 
AF B 194-G . 

IAF L- 1170. 

IAF /_-205 . 

Instrs to offrs ,ctin~ in aid of the 
civil power. 

Printc~ in En~lish ~nd Rnman Urdu ~nd 
issued ' as r 0qu1red 1 • ~0st units 
keep one per BO tnd veo qnd 100~ spare , 
al so spA.rP.s 8.t st 'l HQ . 

tpplicable b0th to Brit Army ,nd I~ . 
submitted dir~ct to GHQ (MSJ ~n~ cnpies 
to qll higher frnns for 1ny offr mov . 
¡, ' (.., 'l s 1 

( NOT in t h P n-¡ ,':,d s .en se) , e í! , 
an offr ~nin~ nn ~ cnurs 0 n~ tr'lnsf~r . 

For rA~ortin~ m0vcs nf ~11 units qn~ 
dets , fnr p~rinns nf mor~ than 7 days . 
rr ov 0 s of sub--uni t s ~nrl o:i bovr.:, rnust be 
rApnrted with suffici8nt conies for ,11 
hlghr>r f'rnns . 

D,ily rPP-isto·r of in,v1.r1 lP.ttPrs, exc ept 
SECRBT ~n~ CONFIDENTI~L . 
Used in nll nffi~ns . 

D~structinn nf nld files ~nd r~cords , 
P.XC 0 pt SECRET ~ni CONFID~NTIAL . 

'..iePist<>r of SECRST n.nd CO\'FIDEJ\1'11I!L 
document s. ('f:lec .:>ipt :=inri is -:;ue) • 

UsPd only for TOP SECR~T, SECRT:IT ~nd 
CONFIDEJ\TTIAL documents , whicD hqve 
s 0 ri1.l numb=-rs :inr'l arº to b'3 a.ccounted 
far in the Annu~l r 0 turn (AF A- ?4) . 
NO'T' us 3d for ()th 01r CONFlffENT L'L 
COT'rc spnnd ;:,ne 2 . 

All issues 0n 101.n) ,2v:in within own HQ , 
shoulr't b. r.?nt rrE'r'l up in IAF X~ 1840 B. 
Ii.F X-lf40 B is brmnrl. in ? lo0se- lPaf 
f0lio ccv~r (IAF X-ls~n) ~nrl IAF X-1840 A 
is th,~ Ind 0 x to th0 c0nt::,nts . 

U S·"?·i. fnr L\CC "'n"l oth <>r non-rrot pPr':lonnel . 
Ths 1~h.,r ... ~tpr S'hc'"'t m1.y Nar bP usen. fnr 
r:innu ·ü conf id 0 nt i 1.l r., port s . 
Confi~ential renorts on offrs . 
Full instrs .11· E> Njven i.11 IAO ~3/ti/4.5 . 

Offrs Le~v~ ~PDlic~tion f0rm (except 
c~su ... 1 l0nve). · 

'T'his fo::cm fr,r l'dv st-, Orrl""T'S is NOT 
now llSPO . In3 t:; rs for th ~ prr s 0 nt 
pr0cl:l iurP ·u· ., cent ,ün,.,rl in I/10 1592/43 . 
Indent0r fills 11p Li.:FT p')rt ion of h81.rlin~ 
~ni first s 0 v~n colnmns . 
FRI P1.rt I pRrq 47 rPf~rs . 

IAF Z-2098 is st ilJ in use in sorne st :i.s 
wh~r~ stncks nf th0 forM 1.re b~inP use<l 
up. 

r 

• ¡ 



1 

11. IAF Z- 2150 . 

12 . IAF Z- 2096 . 

13 . IAF 8-1524 . 

14 . IAF S-1519. 

• 
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Tpt Inrl8nt. 

Only used fo~ tpt unier control of sta 
tpt offr. l'JQT requ-i r':lñ for uni t tpt. 

, neceipt issue , qn1 Pxp~nse voucher . 

Useri. for trqnsfer o~ all forms • f stores 
ani sups . Uusually sent in duplicatr.::. by 
the issuer to the r"'lc~iver who ret:tlns 
on3 cnpy anrl rPc 0 ipts nn~ returns the 
dunlic1.t 0 cony to the issuer . Vouch~rs 
are require~ in sp of ALL entr1es in 
st')ck lo1i;,0 rs 1.n<l of sorne fl.Ccounts . 
Vnuch(:?rs 1.lso requirPd for loan issues 
r~quir in? NO ledqpr transa~tions , in 
which c::ise they .1.re usu'-l.lly rrarkPd 
1 n·orrn '11 1 • 

Th8 forM is usen ~s 3n ~xpense Vouch0r 
in cas~s of writing- off expend~ble st0r0s, 
or in c~ses of wr it 0 -off or1ererl \ y ~he 
competent finr.mci.al 1.uthority . 

In n r inciple NO article o~n be trqnsf~rred , 
NOR any ~ntry M:lde in ledgers or stock 
sheets without a su~porting voucher . 

Sep1rate sh0 ·:;ts are !'equir ed for each sec 
of VOS or PVS . 

Fnr voucher:'.'1..ng trr,i. 1 c:; .. ~·cio:1s \,:ith IAOC $Ge 

ERI Vol I , n'3.r ticuli:i.rly p::.iras 140 , 141 , 
286 . FR Par t II parA. 52 . 

1.1st 11é:1.tion CertificB.te. 

/
1n inrl i viri.u::i.l or party, when transf erreri 
or ett !:J.W"'IV f:roin their 0wn u:rii t e "'nn("\t 
dr1.w r~t ions wi thout nroñu~ inrr ,".> 1--,c . 

l 
' 

LRCs also r 0 ~uirgd in sp of nation r 0 turns . 

~ITonthly 1.:-i.tion 3.n<'l Forage 11·eturns , 

Is r0...,lly 3 ·ié\V to 1·1v ,ccount of' issur.,s 
balancr.irl 3 17 '1.inst thc numb'?rs of m8n 1.nd 
~nim1.ls nn th~ str of the unit ( 1~cl 3tt) 
!:In~ aP'~inst thP r'?)c~ipts from sup depot . 
Ther ~ wLd alw,ys bq .1 cert::.iin nuMber nf 
unnvoj/lctble ov,3rr'!r~w-~ls which are an justed 
in subsequ~nt r'!nys . 
IAF S- 1518 Pives 1et1il~d instrs for 
cnmpiling th0 r~turn . ~vAry 1t~rn required 
to be sr by porsonn0l det1ils from P&M 
Bonk , RIASC vm1chers , contr~ctors i ssue 
Vf"\Ucher (IAF S-1520) , LilCs , ~ny loss 
st '1 t ..:ment s . 

The m...,in 4ifficulty is accountine for Ptt 
pcrsonnel, p1.rticul1.rly. i.f the1 r numb.ars 
fluctu;:i.te . 

Srnnll uni t s cinr1 fmns HQ nft nn ::i.tt to 
lqrPe units fnr r1tions . 
Sr.,9 Fn P art II rinr::i 128 . 

l. 



15 . 

17 . 

ILF T - 1724 . 
It,F T-1727 . 

I!.F T-1709 . 
IPF T- 1709A . 
IJ1F T- 1707 . 
IP.F T-1707- A. 

If1F T-1714 . 

I.PF T- 1711 . 

18 . I/F 0 - 2263- E . 

19 . 

20 . 

22 . 

IJ F 0-2263- F . 
I!F 0-2263- G. · 

IAF 0 - 2458 . 

I!F K-1162 . 
ItF K-1165 . 

ILF K-1162- .A . 
If.F K-1165-A . 

IAF A- 376 . 

IJ\F A- 115 • 

• o,;; 
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These for ros , which are r equisiti~ns for 
entitled se~ passa~es are in abeyanée 
during the war . Instrs pre given in 
Tt.o 1 343/43 . 

Form B (Duty) . 
Forro D (Leave) . 
Warrant for sroall parties and individuals .. 
marr 9.nt for complete compartmen ts , vehs, 
trains . 
All rly moves debit a ble to T rg Grant . 

All above must be ~ept undeT lock . 
Not tr~nsfer~ble. 
No alterRtions on forro ~llowe~ except on 
ItF T- 1707- A. Therefore comnlete forros 
at l~st moment 0n sta before h~n~in~ 
over tickets to comds of pqrties . 

Void f orrns to be c~ncelled by burning~ 
anr! counter-foils cP..ncelled by RED ínk •. 

Instrs on reverse of forms . 

~ilitBrv Credit Note for the dispatch of 
stores . 

nepnrt s by ccr.r A on SM'.:l.11 8rMS ' ])11MGs anrl 
bicycles. 

AftPr cornJüetion by CCML submitterl to 
HQ Dist ~na thence to Bde HQ and units , 
'ExtrHcts should be retained at Bde HQ as 
unit 1 s efficiencv effected . 
ERI P art I , 1939 , i\ppx XXVI. 

Inspectin~ Ordnance Officer ' s annual report 
on amn and explosives . 
subroission procedure as for CCMA 1 s reports, 
and extr1.ct s sh0uld be ret~in-~d at fmn 
HQ . 

Enrolment Forros - Combat~nts IA . 
11 11 - Non-C ombqt qnt s I/1. . 

Kept with men 1 s Sheet lOll (~ecnri of 
servi.c e) . 

Documents ar~ kept with ".lctivP units until 
mob or on ?oini:; o'versP~s , whPn they are 
kept by offr IC ~~cords ~t Trg c 0 ntre . 

~sin p8.r a 19 qbov~, but these forros ~re 
enr olmPnt fer sPrvice in INDI1 only . 

P ens ion C ert if ic at e . 
Prep;;ired by CMA on det..,ils sup by Ui'TTI 
one month bcfore individu,l riue to g0 
on pPnsion . · 

Contingent Rill. 

Very wid~ly usen in all types of transactions 
involving sums clAimed from Govt . t few 
examples given 0n r fW3rse of the f(')rM . ERI 
Vol I gives detnils of cnntin~Pnt bills 
r equ ired in tr..,ns~ctions with IAOC Ests • 
FRI and othPr re11,s l "l.Y "l0wn in gen the 
contin?ent bills which reguire counter­
sicning by A bde cornn . t SO hQs 



23 . I!F J\- 498 . 

24 . I f,F A- 497 . 

25 . AF B - 281 . 

26 . AF B - 117. 

27 . IJF Z- 2081 . 
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consir'i3r1Jüe wnrk i.n ch ,,c}.(ina e nnt iri~Pn.L 
• bill .s b fnr submi s si "n tl"'I f'111n cm11 'l 0r 

sr,nil"'IJ' SO fr·r e, nnt,. r-sürn"'turc . 
ILF l-115 0lso vs,~ :nr kr~pin~ iMnr8st 
1rc0unts . ~ lot n~ us~ful infrn 1bnut 
C('Dt in,.,.-,nt bills ~nrl s 1mp0rt j nv vruch""!·:J 
in FE P"'rt II \nncns XVI 1ni-1 XVTI, 

Los::; st qt Pm,·nt • 

For lnss3s r~ qll 1Pscrirtil"'lns. 
Gbl1 i.nstrs .in EilT I ;-:,nli FlI I, ,rnri II. 
L~ss st1t~P1 nts usuqlly hPv~ tn b~ nr iced 
by_ CI ii. b'"'f~r SUb1"1i<::~i n, 1.lthnurrh ln 
s0me c1.s~s +he ~nit 1ccnunt~nt c1.n 
nric 0 th 0 m., 

In rn.qny C"'SºS lose:: st·1t..-.l""Pnts h.,v~ t/"'I be 
sp bv th0 nrnc 0 e~tnrs nf 1 ~0urt of 
Inauiry. ~ lnss st1t-.,mr.nt h1s tn bP 
subrrit+cii t 0 th0 c0m.r, .... -r,ont f'i l1-,nc i · l 
r.iuthcrity,. '?Vt::>n if' thP inr1iyi..1u1l or unit 
h~s tn n1y fl"'lr ths lnss. Th8 St1tompn+ 
th.-::.n r 'turns 'i':0 t.h.::> iriltt1t-i:1~ 0ff1· tr 
sri th.:1 t r'1ns:1ct; ·)n i.n hi..s 1 Jrkc rs nr 
'-'tCC C'Unts . 

SO r "'SU·"TIS:i.hlP t~1;:it lns.s St,t 0 in'-'nt is 
ler::-ally ~n, f in,,nc i · lly cor,... et bef0rP 
subr,it+-inr- to ('0rr.1, wnr fi..n"'nci~,1 
T'cwers s .:~ Fil P"rt I r1r~c::; 1 - 28. 

~.xtr:i exn2n1.itu r "'.) snnctiC'n . 

USPd whnn PXDPnrlfturc. in ·'"'XCºSS 0f' th."t 
'"'..llower'l by r.=.r·s is un,,v0ir! '"l bly incurr r~r'l 
ef! stcr-.,s nrcc-r.c>ntly .,... ;)qu ir ,..,11 . s,mt by 
r1ss"'.)nrer inst~~1 ~f ~~,js t,...~~n. 

Fer Rrit hr~y nnly . 

Tnjury r C?p0rt. see KH 19·1-0 n,, ,... 'l 773 . 

U sen by bnth Bri t '1n,;¡ I nd unl t s. NTany 
r eceiver'l r.it h~8 H0 for ~~e comd ' s 
12c is ion. SO t s r.u ty tn chr::::k e ol"lnil qt inn 
of th ~ f0rm , qn~ in nnrticultr th~t 
signeii st1t~m0 nts nf witn°ss~q qr0 A.t+ 
in cqsps wh<?r "" ""1 c()urt ('lf ,~mqu iry ;s N·•T 
hPld . l\ cnurt nf c11q1.üry i.s no,.,m::illy 
held whPr ~ny ~isconiuct is inv0lved , or 
if th8 !'18.n 1 s futur: ~ff i ci.,~ncy i!: l tkely 
to b r- tff r.,cted . 

BrlP corrci I s dec i.sinn is wheth '"'1' th 0 il1 jury 
wn.s "l.ttribut1bl-., tri Yl1i.l rl1.Jty ('I r NOT , 

Tr~nsfer of Gnvt prooerty certificate. 

Shnulcf be u SPrl ,..,n '"V~ry hrinrl inr- nv":! r of 
G,1vt -rrnpi:>rty in p--rs11r..,.,1 ch'1rc-e , but nften 
IlPP1Pct e1 ~sneci~lly in Stqff OfficP3 . 
J\Te,.,l ect vill result in 1-)1,...,m; for l"S33S 
subsequPnt:ly found h;,,viní! t0 bP rnrne bv 
thP wr0ng i nrl i. vi0u 11 . 
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Used in the c~se of 0ffrs mcvin~ on 
p 0 rm1.n<:>nt tr:111.~fer qnri can bi=: used. 
fnr ~ny t 8m~or1 ry h~n~-0ver if the 
pr>rrn1.nPnt incur1bnnt is not nl'Pfl8.T'8d 
t0 nCCP~t full rqsnnnsihility f0r 
his 1·ocum tenens. Once th<:: carti­
fic1.te is si~ned, thP m-1tP0ir''J" l"lf'fr 
is l3g1.lly r 0 liev ed of responsibilityº 

11Rn0ks 11 is usu 'llly t::i.k 0 n to rie.:in 
cnlv b00ks, rl0clP'1•"'nt-s~ 'lD'.l s~h0mes 
which h"ve tn be accountorl fnr in 
qnm1.1.l r eturn, NOT 1.ll offici.1.l 
boo~s "nl p:1pers in 1.n nffic~ or 
1. ibr arY. 

11pers0wü chargell, rr,e--ins pr"'lT' 0 rty fer 
which 0ffr h1.s sü:rned r Pc .::i·rd-s 0n 
takirn;r cwer d.ocumC>nt s T'c:·rs.,n~lly. 
e~, r, bd(' coP1 1 i.s nnt r espr'nsihl0 for 
ciphPrs, socrot bnnks, c1.sh, nPrson­
ally tnken over by tho BM, 

J\lways insist 0n 'l c0rrect h"ndover of 
Govt pr0rPrty. 



• 
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SD/34¿]~ - ilEST GCT:cI) . 

A.u..n1LE • 
LAYOUT OF 11 FQffi.¡&_OFFICLL 11 LETTER . 

Fr om : .... The Gener~l Officer CoM~~n~in?,, 
Sofqr District. 

~ To:-

sub j ect :-

Sir , 

The Commissioner
1 ShAfiabad Divi si0n. 

No 107/4/n. 
S0Fk1 , 

J\pril lq45. 

I h!lve the honour to requ est 
•••••• '- • " ••••••, .,-.., , • ro n 

.·.\························· ······~ ··· •• •t oo,,, ..... .. ,, .... " 
et e ••• .. •• . ••• 

2 . ····•········ ······· ··•••····· . ..•........ . . •.• , ... 

I :im, Sir, 

Your obedient Serv~nt, 

Ma jor- Gener::i.l. 
Gener~l Officer Co~~nndinR. 

Sofi:tr District . 
WMC 

P t s to note : -

l . Quarter m1r pin . 

2 . The place, date an~ numb er of lette~ so~eti~es ~iven 
at the ton RIGHT - hand corner of the pa~e . • 

3 . Subject s0metirnes written in the M~r gin. 

4 . NO ~bbreviations . 

5 . Sine e the w~r began this typ P, of letter h~ s been 
113.re-ely d iscont i nued . In UK i t is u sed chiefl y 
b etween W::i.r Office anñ cor•Hls , in INDI.i\ to 3nrl froTn 
Civ Authorities . 

6 , Note that the day o.,.. dPte is NOT typ8d. rt i s· 
inserted by the offr si~nin~ the letter • 



l . 

2 . 

• 
3 . 

Su b j ect : -

... 38-
s....n.L:34/xlf..!. 

4 Inf Bde, 

2 Div. 

SECRET . 
27ís°3I/T~ · 

nef ynur • •• ..•• ·-~ •• • d1.tPd 3 ftpr 45 . 

1 . 
2 . 
3 . 
4. 

Hore For C'3So 

f;pr 45 º 
vrc1r.ljPBE 

·,, 

Lt Col GS , 
2 Div . 
• 

copy te ; ·- 5 Inf Bric ! - Frir. n0c 0ssqry 0ctirm if anv 
2 p :Í' ~. tk P'UDS "l.rG recPi Verl 
by 1 !,lf~y 45 . 

-·---- ----· - ---···-· 
fJY 3JT'n l L-2.__=_JiE , 

SubjGct : - - ------ · ----

3 Inf Frl~ 
4 ir• f Brl0) 
5 In f Bde) 

f0r infm . 

TlBSTlICTED . 

1 Di v 
1234/G 
~nr 45 . 

~cf your • .• º • • • ••• •• • ;, •• d8.t e rl 1 1\rr 45. 
•-.•••• ~ • c • o!30. •c:• o • "' ••••• o , • •••"••11,•, ,. ••• 

• • • • • • ~ > e • ~ • ~ e ~ 1 

wcw 

Te~ -

sub j ect i --

l. 
2. 
3~ 

1 g,r,13, 
1 11/~JD. IF. 

C0py to~ ·- 3/14 PUNJ!i.B - -ror 1nfm 

SRB. 

Lt C'"ll , 
'}S . 

JEST iUCTED . 

No 37 /70/G . 
H!J 10 Inr1 Tnf Bde . 
QTT ~TT A A.p r 4.5 • 

w1 l"l_j . 
BTt . 

' 



. , 
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Points to note: -

l . T h i::- l ::.) v0ut T"l !l.Y va ry sli 7 htly in rliff e -r~nt ÍT'ns, 

2 . l'.)u 2rt 8r "!1 "l r rr in 1e sirnhlA but 1ro pp e 0. rturinl! V1Rr ror econot1ty, 

3. SECUnITY c et e~ory in blocks at the t 0p nIGHT h~n1 c or.il,9r 
o f the l ett P. r '-'ln1 nnrrn1.lly underline d . It can e ::tsily b e 
s eE n h') r e -:,n<i wil l NOT b e 0bscurPil when fi l ei~ 

4 . Unr'l e r S ".?curity Cat ei;rnry :-

s. 

6. 

7 . 

( i) Lett 9r :flTo _ 

( ii) Thr d0t n. rr'n Y b ., rut .:; t th·~ t op }aGHT or bott0,.,, 
LEFI' h·.,nd c o rnr: r . Th e f orrn nr is pref e r~bl e -ó',S 

both r ?f 1nrl ñ..-:i.t r; a r F t f"'P.e th0r , ,uhich f-:i.cilitat e s 
l 00kinr-: throu Rh :.:i. fil s . 

( b ) ~ 

(1) Offic e ~f ori~in ( ~er 2ly i e siqnqti0 n - no HQ 
etc) . 

( ii) LGtter Ne . 

( iii) D'1te . 

(e) I NDI .t . 

( i) 

( ii) 

( iíi) 

( iv) 

L ett .-~ r t o 

O ffic G o f~ n ..... i ain . ( Fr,ns :in :-1 s t ·1tic HQs will us "? the 
t ,- rm " HQ" º" HQ 101 L 0f e Are, , 

Hq 10 In~ Inf B~~) . 
st n. . ( }A'-:i y b~ or:1.tt P"l f o r s 0 cu ..... ity r e ri.s r ns , ) 

Dat e . 

I n t he lis t 0 f '1'1.-:i r e:ss,:,es i-t- i. s '·:OT n ec ::-> s sarv t o rut CoJT1rl , 
oc, etc, but "'1 "'r ely th ·, <'lc.J sj t'n .:1.ti 0n nf th") f l") rmn.tion 0 r 
unit e~ Hr 10 Inc1 I nf B,1e , 1 8'"7:Q, & c . 

Fr:ms 1nr'l s t 1.tic Hf2 will .1111::.J~ juni 0r fMns un:ler coMd and 
s eni c0pi ~? s t o att HC' ':Inri. 0ther br"nche s o f the ir HQ. 

I n ME 11C0py t o n or 11 llptr'l 11 ~,_np c::r b :ünw th~ 1. ... 1.o r 8 SS ·3e s 1n".l 
l\TOT ht:?l cnv th ":? sign8tur ' • This 1.s s nrrntirri e s ,] om ~ tn th~ UK . 
ThE.. N''1s0n f o r is suin': .., c 0ny t e ., unit :"lust bo st'Jt "."d , i e , 
f 0 r i nf m nr fsr srmG nt h~,r r ee sr n. 

8 . S,gb j r>ct, 

I n t h ., UK ..,n d F 'S thi s i s i ns e rt 04 b ' f o r ,;, 1ni in I NDIA 
1.ft ::ir ,,..-Jd r •-s s t o . 

10 . The cJ.erk wh "' tyncs th ~ l 0 tt (fr mu st typ ""' in hi s initials at 
the h/")t t ~~ LEFI' h~~<l c 0 rne r . I n the UK initi..,ls nf the offr 
1r .., ft ina thP 1 ~tt 0~ nr ~ ~ls0 ins ~rt Dri . 

11. T h e rby 0f thn rn°nth T"'Ust b e 1 .-, -rt pl 'lnk by th0 typist 1.nri 
fill e~ i n ~v th9 nffr signin~ the l .,tt ?r . 

12. In th~ J~E , 1.11 1 ~tt crs eJT1 1.nntinr frnn GHn h av e the t e l cnhone 
cxt en s i on Il1JJT1b ."l r i:psPrt 0d 3.b0v. , thP l ,:,tt r- r J\Tn ( e ~ °Sxt PnSil"'n 
N0 214 ). J n GH1(IJ . this 1.nn s ~rs bPlnw th0 slPn1.ture . 

I 

• 
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LAYOUT OF DO LETTt.;J..:. 

~1F1 j L . :l. N.JrGlIS , (BM) . 

-------------------------

Lt Ccl LOFI'US, Dso, 
1/4 GR . 
e H.Af\.; I r ( 

fiBSTrtICTED . 

Anpx li • 

D0/37/ 10 . 
HQ 10 Ind Inf Bde . 
QUErT A J an 45 , 

WMC_ ___ _ _ _ --- ·----------------

P t s to n0 t ¡:) • - • ---------.&... 
lo The r'1nk, initi.-:ils , n~me , "'l.nd Rpprintment of t h e 

('ri¡!inqtor sh0uld be typed either -:ib0ve the 
a11r~ss 0~ h~low the sp~ce f~r siPn~ture . 

2º 7he salutatinn ~nd conclusion is written in ink 
by t~e nffr siPnin~ t he lett0 r , 18 Dear •••••••..• 

You r s •••••••• , 

3. The rank, initi:"ils , Il'lme , tlecor ati0ns and addr1:;ss 
of the ~ddrassee in the bott0m LEFT h~n1 corner. 

l 
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SD/34/M , RBST ~ICTED . 

Appx I. 

SPECIMEN OFFICE NOTES_QR OFFICE MINUTSS . 

l. Office notes or mins nre sent ~ut 0n thc ori~in~tor1 s 
fil e in manuscript 0r typed· on a sheet att t o the ins11e 
of the fil e covero 

This me ::i.ns tha t the whnl e fil e moves frori the orifdnator' s 
branch t o the addr essees branch A.nrt is r eturned with the 
enswer . 

2. All offic e not es or mins sent as above must be number ed 
consecutivel y in chrnnol o~ic3l order of r ec e ipt or 
ac±ion, as shown below :-

10 . 

To: - SD. 

Ref p 2.Q (= p~ge 20 , fl a~ B, or r ef p 20) . 
B 

PUC (~ p~per un0er cnns~i er ation) . 
Pleas~ ét at e rriority of is sue . 

11, 

DADOS. 

Prinri ty is t -

( a ) 4 In0 Div. 

(b) 9 Chinese Div . 

(e) 5 Ih1 Divv 

4 J an 45. 

tl.s._ t o not e ~ .. 

L . S. Plu i::: . 
Waj. 

Dí.DOS . 

J. B. Trench . 
Ma j. 

SD . 

l. This is f ar quicker th~n s onrt in~ out l e tt ers between 
br ~nches of the staff. 

2 . The disadve n ~3~e is thet the fil e l e ~ve s the 
criginat ort s brnnch, ,"" nd ther ef or e NO further 
corresponden~ e nn this fil e c~n be ~ealt with 
until the fiYe is s ent back o 

3. The d9 sp~tch nf q fil e t n ~noth0r brqnch must be 
n0t ed . -

• 

• 



Covnr ~JotA 

·, ... ST'~F C10LLJGZ JUJ:TT~ . --~ ------"'-----.!...61 

1. 1:.r.rnr..r:'.1mm e 

TD 1 "Offi ce routine and mil ·~orrespondence ". 211- S0p . 

25 S0p . TE 2 EIL Co rrespond1Jnco_. 

I E 2 L:IL Co rrespondcnce . 

• 
2. !:Q 

Issuei to studrnts 25 Sep 
Solutions in DS Boxes 
1800 hrs 29 s .. p. 
Correctad Solutions 
returned 2 OcL --

NO PS period 1s allotted . 1ppces B D and E íre for future ref 2nl i . 

DRR., 
Sep 45º 

• 1 



I ss11n DS 18 Snn 
(' 1 - 1--+--·-?2 s-·­·~fic dl1 ,S _ _ ,~~- ~~ . 
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.SDL341lL .. 

ST;iFJ_COLL~GE~-~U~T!J. 

RES TRI .Q.T~ld.:. 

12th St~ff_.QourBB· 

Offis:;8 Rou. tinq_2nd fhl _ Co rr.Qspond.en.c.a . 

.Q.12.n.t~n t.2 .. 

In trod11cti on 

P-:rt I 

P·1rt I I 

• .,b.p;p rmd i. en s • 

! ( 

~ --- -

.Off i e e Ro u ti ne . 

Offico procodure. 
Rr·)gistratior and filing. 
Securi ty . -

Sec L 
2~ 
3, 
1 . 
5. 

Cl orles., 
Al.Lotmont of cl erico,l dutios 1n vn r ious 
stntic 1-TQ • 

6,. . I.fanuals> Rogs s FonllS 1n common use .. 

I.:Ii 1 Co rrespondAnce ~ 

A - The "C;, rd- index " Sy:J t.:1n fo r psn1.inF co rrespondenc ,. 
B - The 11 ·:rni tc1hnll " Sy"stem of filinc. , 
C - Rules for t.he s·}f'e custody of protected documcmts, 
D ~r 1 d · . - ~ ... 1nua :1 :J.n rer~s 1n con1mon uoo . 
E - .Arrny Fo mis ~1.11d Ino.i a Ar11.y For, ~ in rorrr1on use. 
F - Layout of ::i "Forrn:ü offici'll " letter. 
G L1yout of ~ routine memo. 
1I L·1yout 0f '1 DO letl:ier . 
I - Form o'!' "Officu not,e " or "Offic··) rr1inuto ". 

DRR. 
3 .'lp 45. 
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. 1. Q]Jj_e_cl. 

The object of this prec1s 1s to ;-

(~) outline +,he principles of office adm. 

(b) describ~ th0 fon~s of mil correspondGnco 1n use 1n 
the INDIA Comd . 

(c) defin,- th1 important requisi tes of mil lettAr 
v.rri ting .. 

2. P~rt I deals r-i ~h rt 0 tic and se. ,i -static HQ Í!l the INDIA 
Corid . ;. s n r.., t\.. 11r .. ci s ( SD/16~·0 dec.l ing wi th o ffi ce 
work in fd frms , h:i.s beun issuod. 

3 .. S3vi: ral studonts will ha.ve E.J~ericnc.., of oº"'fic) '"'drn 0i ther 
in civ lifi or in +\~ir nrsvious ·.1ppoinb1:,ntf' in the Army . 
For a SO , ' ~onnd Jrro 1vl "'~P- J of off1ce routil1f is essanti al 
so i:.112 t hi s offi co may b•::; run m8thodi cal ly , th :. r 0by t;ffecting 
a 8:-!vi ng in tir13 and producing an officL:mt of!)ce. 

I 1'l ,... t.., t. H() . II1DI . .í'f' . d . 1 th n n ...... ny . .:, . 1c "'1r ... , 0J.1c .... procc .. ure , 1nc e 
syst 11 of J."iling, registr..,tion etc 1 is antiFiuated , dopending 
m1.inl v on t h3 m'l.rnory of .., cl..:irk \Vho has bÍ. 1n in thc offi ce for 
many }'C'3.rs ~ This is i"OT sui t~blc as t.hop r o3s~n t stand:-i r d 
of clJrks 1r lo·a '1.nrl S0.1 chango l"'lore oftcn. 1'!!3 system 
must . be m3-l:,hodic:il , ~asy to fo'llo, .. and ~s fool - proof 1.s· 
poss1bl-:;. 
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Qbj Q.Q.t . 

I:J..BT I . __ OFFICE ROUTI~ . 

fuz_c_1 .. 

Qffi..Q.Q_~I:Q..Q.2d!J.D2~ 

1. Tho objoct of a d ofinito syRtem in the runn1nc of 0vert¡ 
office is to ensuro that :-

2, 

( ..,,) 211 incomin[ corr ipondcmce is qui ckly dGal t '.''i th o.nd 
correctly f1lcd. 

(b) out€oing mail is co rr3ctly :md quickly dosp'.ltched .. 

(e) ru1 cven distrihut.ion of '7..'o r k Ís r'1'1do to all clcrks . 

(d) junior SOs 1,nd clJrks " r ,~ progrJ::isively tro.inod in 
officJ routin J and adu. 

(a) 

(b) 

(e) 

Ordinnry and uncl 1-ssifi ed m'lil is opened :::.nd sorted by 
the duty el e rk ~ ]ead Cl s rk (Bdo/Sub-c.r3a) , Est Offr . 
(Div/Dist/AreaJ or , in the c.?.s , ... of l rt rge Stnti c HQ , t¡ 
thc contrülbranch r egistry. It is th~n sent to branches/ 
secs in loose COV6rs or }Jor~folios . .Aft,s r pr·, rus:i.l by 

S0s 1nd branch/sec Supd ts 1t 1s r .. turned to th~ Head Clerk 
otc for r ogi s lira tion n.nd filing ( see Scc 2) . 

RESTRICT~D o.nd cmrFIDEHTL'lL rrnil is norm':.lly op':;ned by 
the Est Offr or Ho1d Clerk , shovm to S0s , .'lnd T1led by 
the Es t Offr/Ht;'ld el erk .. 

SECRET 9.nd TOP SECRET m:ül is dGal t wi th entirely by SOs . 

3. The system ndop t cd to :hr.l "'i th incor"ling m.1.il m1.y vary but 
f'lUS t f ul fi l tlw follu,,,in.~ condi ti ons : -

(a) SOs must sec th3 m~i l bcfor0 it 13 rcgistered 1nd put 
up ~7i th r ef s . 

• , (b) 8,;curi ty r ogs must be compli ed ~Ji th. 

5. 

6. 

( e) Let~r::rs must NOT go :1stroy or be filed ·:,ri thout bei ng 
reg1 st'3rid. 

(d) Therc must b9 .i;O 1.voidé1.blo dol 1.y in doaling '.:i th any 
l '3tt0r. 

QJJ..tr:-o i ;ng:___r1:1il. 

Letters r-oinG by post must bo cnterod in thn 1 D1.k Register 1 ,. · 

Hail for local uni ts etc is :mt:ff-Jd in t.h0 1 desp'ltch book' 
!:nd pl 1co~ in unit/fmn box::,s far cl"1.r.,nce by unit ord· rli .Js . 

All cl.::i.ssi fi0d m1.il is rep-istcrr;d in ~ spocüü r0~ist.sr 
btifo.;e being passed to th~ desp1.tch el _.rk . S~CRI:;.l and TOP 
SECRsT l etters must be nenl 0d óy Süs. 

n~.í3;DL1T~ , TJR'}~NT ·1nd clc.ssifi od r1".il for loc.,l desp'"'.tch 
~nuf3 t bo scr: t by spJci"l IlEH3s :m$ r ···1.o r1ust obtrjn o. r cct.ipt ­
in hi s r Ec:-1pt book , SOs shou1rl p,:,riodic·-lly chock th1; t1ric; 
l:i.g b~ t..--,~cn ,;·hen 1. l ; tter is s i [11cd :--nd i ts ·1.ctu'll dospc.tch ruia: r ece1pt . 
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~.±,iQn_on incQ.!]ing._Mail ~ 

_.\ftAr rogistr1.tion nnd filing , tnconine; m1.~l should be _put up wi t~1 
nll '1,v1.ir'abl e refs flag..,,ed. 1.nd 1ndexed. Tt1e 1 et ter be1ng de".l t r;r1 th 
is f!ivon i ts page number , previous pri.ges on the filo dG'lling wi th 
the swn.G subj ect ':. r e no ted on the nargin "J'ld fl qgged , all 1 etters 
.on th::i.t subj Gct boine cross- reforoncecI . };ny refs in Regs or 
Tfomuals or oth.;r files 1.re fl'=,&-ed and subm1 ttfil ..,t the srune timth 
Dcponding on th:-' caso md th.:J ozj)erioncs of the cl'3rk/soc supdt , o. 
not,~. may _,bv put un suggosting the n.ction r3qui r :;d ?.nd , in 1ny C?.s .. , 
3:xpl ain1ng tñe c~se br1efly. 

;E 1nding__J3~.11.:.t .. mn. 
8. To ensure th:1 t c'3.ses r equi ring 9.ction 1, t .., future da te -:>.re not 

0V 1ff- loolc..d , '.J. pGnding syst~r1 is osse:nti~l in all offices . It ni.y 
t.-J<e tho form of :-

(a) C.'1rd Indox. L zood syst1Jrn for l..,xge officPs . =:xpl·ünerl 
fully in _¡_ppx !i. 

(b) Diory . Keut by ef!.ch el ~rk who Jnters up on the due d~te the 
file 'U1d páge nur1ber to be broucht fwd . 

Tho systE{'l of en t e rinr: tho d<:i.tE.: on tho inside of the fil e covcr 1 s 
t;OT foolproof 1s i t .i3p0nds on ~.h1:; fil 3 b._.ing in const:nt use. 

11Priorit~ 11 :pr"\fixQ.S. 

íJ. !11he fol1owinc: priori ty crtt...:cnries c,ro us::.d in nil corrospondonce 
in most officos :-

:1.0. 

(!'.'.) r:.rr,.:3DI:~T~ . ~·='l rkad 1.A"ith d".rk or lie:ht BLUE l..,b ol. Requir3s 
n.tt.entirm im:n.e:di2.t.cli v{hethr:1 r in office or qt rosid,.3ncg . 
Duty clJrks will t1.kc such correspondence to SOs im.rriediatoly . 
Cl0rks will NOT b'.J ~llow·:·d to initi'1te t.his c8.tegory . 

(b) URG:'...i1NT . M"rked wi th YZLL01N 1:-,,b ;;l . Usu<:l.lly ritt. to 1)".p~,rs f()r 
sigrrnturo , circul"..ting i tens in 19.rf?Gr offici:,s 2nd-n~.k for 
E-rus--:1 only . R.?quir~·s Í'"'lP13QÍ'1ttJ r~tGJntion '"lurin· offi,g52 
DQJJX.§. • 

(e) PRIORITY. H2rkol wi th r1~.'i.ROON l'.J.bol . Roquir:rn prior 
3.tt;ntion to routins papors , 

The use of priority prsfixas must be kapt to~ b~re nin in 
ordcr ~-·oT ~o de'fo'1.t th~ object . SOs shoulrl h,.,ve sp:.ci.,l IN 
tr2ys for priori ty papPrs • 

.T.el!J~.,P1.§.-3Dª-8 i~. 

(2) ;._ SCh0d.Ulli of tolet:;rS."'lS r._nd SÍ[;S rvevi V'3J. 1:mst be kcpt LJ1') . 
This is norrw·llv m:ünt by est offr/ho1.d clsrk ..,n~l shows ~11 
telegr1.r:1s '.".nd s~g~ rocci v2d froP;1 0990 hrs on .... o~y to 0900 11rs 
the ncxt day, g1v1nr th:. follo'::1nc 1nfr.1 : -

(b) 

(e) 

(i) Origin".tor '1.nrl !1Llrnb".\r. 

(ii) T0xt or :)urrort. 

( i ii) ;;.ction t-..k en or to 1.vhor1 p~sAed. 

:~ copy of ~his zchedule is nlnced on the t~.bl e O f C".Ch S0 ~~ t 
0900 hr~ 1;" ch :-:io rning. .. 

In very l .,,rg0 HQ such ..,_s GHQ(I) or HQ of 2n 
schedule is Mqint by brtnches/dtos/sacs . 

~rmy comd , the 
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Tu~. 

t 

A registcr of tele convorsations should b3 m~int with each 
tele to r3cord ~ny decisions made which are NOT being 
confimied in wri t1ng. 

12. Is ~s important in static HQ RS in the fd . Visit S0s of 
other branches in preference to 1vri t.ing notes . J;. circulation 
file on which copies of all outgoing letters from R HQ/branclv' 
dte should be placed and which all SOs should see daily, 
helps. Coord conferences should also be held . 

13 . 

L0ttA.rB frnm_Q:.en_Qff.r.s . 
Letters sim-_ie:l penmnally by -:l,n a:nny/ corps comd must be 
shovm to a -pso wi thin 48 hrs. The reply 1;vill be signed 
personqlly by a PSO • 

......... 11111 ........................................................ ________ _ _ ~_ -
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REGI STRJTI ON .ii.1\ID FILING. 

REGISTRATION 

1.. In large HQ there are t,.,,o methods of maintaining files . 

(a) 

(b) 

In a Central Regís try whi ch r1aints all fi l es fo r the 
Yvhol e HQ. 

In Brandv'Dte Regí stri es 1vhi ch maint files for each 
B ran cb/Dte. 

~~ntr~l__B~gi~t~. 
2. The Central Registry registers all incoming m~il other than 

TOP SECRET; it allots numbers and files to letters, and 
maints all files . In addi tion i t :-

(a) Distributes l etters with the relevant files to 
branches/dtes . 

(b) Keeps a record of all files which leci.ve the Central 
Reg1stry, so that they can be located and produced 
A,t any time. 

(c) Is responsible for bringing fwd files on any 
particular d~te they nny be required. 

3.. The Central Registry system is only suit1.ble for static 
HQ 311d suffers from certain weaknesses. Its efficiency 
depends on very competen t -:,.nd experi enced el erks , whi ch 
is a problem to fina in ~artime. 

Bran~bLDt§_B.egi,~.t.r¡. 
4. A brancb/dte Registry has the seme responsibilities as a 

central regi stry but is concemed rri th i ts orm brc:inch only . 

5. It is better than the centr~l registry system as it does 
NOT require such expert handling. On the other h~nd, in 
big cases, connectea files may comG from several branches 
Mil váll· take longer to collect. 

FILING 

There ara several good filing Systeras. -Vhatever system is 
use:l i t must fulfiI the follo-;v1ng candi tions : - · 

(a) 

(b) 

( c) 

{ (d) 

(e) 

I t must be cap9.ble of unlimi tecl expansion wi thout 
affecting the numbering system in use. 

Files must be given main headings , sub- headings , and 
minor headings. This is the oniy way to ensure easy 
ref -.rhen there is NO limi t to the number of subj ects 
you ma.y he.ve to deal wi th. 

The headings must give an accurate indication of the 
contents of the fiie i 

"r,1iscell3Jleous files " cannot be completely elimin& ted, 
but should be avoided .. · Their nunbar and size is a 
sure indication of the efficiency or otherwise of the 
system in use. 

Pages must be numbered , and all letter s must be 
cross- referenced to connected correspondence. 
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(f) The inside of each fil e cover should sho·.1 the numbers 
of ~11 connected files , ord9rs and regs . 

(g) One file must NOT contain correspondence on more than 
one subj ect. 

The "~Vhitehall " system of filing in use in GHQ (I ) i s expl ained 
1n Appx B .. 

L _______ ... _______ ....... ___ ·----~------ - --~----
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.fü~.Q_Q,1. 

S~Cllfil.TY. 

DOCUE?.}ITS 

1. 

2. 

3. 

4 , 

5. 

6. 

7J 

8. 
t 

1 

I 
( 

10. 

12. 

The infm in tlti~ Sec md in Appx C has been extracted f ror.i 
the priinphlsit "Cl~ssification and H:mdling of Protected 
Docurnents (INDIA) 1944" which must be studied by all SOs , 
est offrs and head clerks. Other clerks shovl d be lectured. 
on its contents, (Refs ~re to this pamphlet) . 

Appx C gives the rules for the·sufe custody , handling, 
registra tion and transrni ssion of pro tected documen ts . 

Initi~tion and_D~g,¡:Jding. 

BHs in bdes/sub o.reas and 1st Grade SOs in high(;ff fr.ms 
may gro.de docunents in the TOP SZCR2:T catogory t_para 10) . 

Documents bearing the 7/ar Office code letters A, :a and C, 
and the GHQ(I) code letters D, E and F may only be degraded 
'Ni th the authori ty of the issuers . Other urotected 
documents .may be degre,ded by BHs 'lnd 1st Gr::i.de SOs (p1.ra 15) . 

LiBt~~-ºh~~kin§ and_~.Q~Qgntin~ • 

Lists Must be kept of all TOP S~CR~T docuoents , and of all 
S3CRET and CONFI:J:g;NTL'J.i docurncnts bearing a code ref or 
seri~l nQmber. · 

The documents in p1:.r1. 5 above must be checked once a month . 

CONFI.J3fTiiiL and J.i:S~RICTED documents '"·re NOT accountable 
(p;1,ri 14L 

LoJm, 

li Q TOP S1CRET , SsCRJT or CONFID:I!NTI~J, document 1s lost , 
three reports must be CTade :-

(1) One to the CGS, GSI (x) (iv) (a) direct. 

(b) One direct by the quickest me"..ns to 11ruy/Cor.1d HQ . 

(e) One through usual channels giving full details to 
J...my / Comd HQ .. 

The report-s in :para B(a) -and (b) '1.bove must be sent within 
24 hrs (para 21) . . 

r =i.¡;¡-º~ll:moo1113 • 

.i'1ll TOP S:::JCRJ;T and S~CR=-::T docmnents will be g1 ven code refs 
and/or seri~l numbers (}ara 12) . 

Corrospondénce- cont?.ininé; refs to TOP SECR3T oir s:;;CR:2:T 
docu~entswill be. classified in accordance with its own 
contents, md NOT in accordance \vi th the contents of the 
docQ~ent to ,~rhich it rsfers. (p'lra 16). 

The exception to p~.ra 11 above is that refs to ciphor msgs 
viill !~OT be gr...,ded lower th'ln SECRJ;T. 

OFFIC~S 

D12rin~ Off i .. c .. e-1:k urs . 

13. ~.:easures to secure m offi ce against Ull".uthori sed persons 
must fulfil two conditions :- ~ 
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14. 

15. 

16. 

17 . 

18. 
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(a) Controlled entry into the office n.rea . 

(b) Controlled mov wi thin the office ar e a . 
" 

Entrances must be limited; 
suffici ent for most HQ. 

one entry for per sonnel lS 

Each entra~.ce must h'..l.ve at least two sentries Dnd suffici ent 
orderlies to compe-he wi th the number of visi tors . 

At ench entrance there should be a visi to r s ' book in which 
vi si to rs en ter the time of thei r arr i val and departure , and 
s i gn their nDmes . 

Visitors must fill in q visitors 1 slip,.e.nd r:1us t be accompani ed 
by an orderly when moving within the 01fice ar ea until they 
are approved by a SO . 

S0s 1.11d personnel emp 1n the office must be provided wi th 
perianent pq sses . . 

Out of Offi.ce Hou~. 

19. Al l offices ·.vhich ar e ~füT occupied by duty cl erks must be 
securely locked. 

• 20. One entranc3 only shoulcl be left open , r.1nd t.h'Ü must be 
provi ded wi th .:1. ·sen try . 

--- - -- ---- - -- ------- _ , ____ - .. ------------~-~---
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Tr~. 
1. IACC Clorks Pfté:r enro lm,3nt ar0 sent to th,:i L·~cc Trg School, 

D1~GSHAI , fo r tr¿;. 

2. 1~t thi s school thcy lo a courso ·.:hich incl s :-

3. 

(.,J L~i l trg , incl r1ri ll. 

(b) Cle.rici:tl trg, incl trg in a ll bro.nchos of the st3,ff , 
office proccdure , 1-n:l typing. 

( e) Prr).cti c::..l s t.,, ff i.JX .• rc1 se. 

¡7hr:::n nost .1 fron thc schcol, clerks are; ,-OT caJYtble of 
c".rry1n'"". out th,ür iuti8s un1ssisto:l , ·:-ts thJy lack pr:1ctical 
cxpori enco. SC's I'1US t rihorefo rn J.ppr ::-ci ,.to 

( a ) '2:1h'.;. t now el Jrks mus t b J nursL,1 . 

(b) Tho diffj;cultie.sof th.Jir He1.J Ql0rk8 nr Br'lnch Supdts , 
:á1n cannct ·1n:i shoul.l not. -nt1r0ly r::ly on tl10 c:~sc 
el crks. 

(e) Th,,.t t.h,.,_ ulti""l~tJ ,Jffici.::~ncy cf thoir el ~rks -·ill depGn.i 
on thc triJ0.fr1:;nt :ln1·l tr; tlny r_;cjive, cm first b.ünG 
po8t-:;d .. 

1 - . 
~~.Q.Q.§,Ultr • 

4 . This is r:O problsl7l in a i~~t H~c,or ~;n." b~f_}t~, ,,bu~ tt ~s 
!TOT , .. · sy in -:-,n isol ·tc·cl b ... ur ..... ub- ... rua , .. ibr· . .:.: tiLrv 1s }JO 
:Sri t bn . Runnin6 a b.iu H: Orts ' :"1:Jr.:: rr.::G-nts t.:12 f~)J lo·:~:ing 
~li ffi cul ti es : -

(b) 

TlrJ ~Ieo.J Cl•Jrk ·,n-1 othc:ff r-;os --~re .1ccust 'r1 j ! t o p.::i.yin,c­
p, V - '.: chy -:-, r no ro in ::-, 1.70 s ' n0s s tr_, su'~ ,l 0qc,n t thc1 r 
fr2~ rntions . . 

Thr:, rts clr>rks c ..... nnrt ".ffor1 ths st-inr1.--.r-l of fe,0dint~ t.o 
·.~·hicn t.l1í.: T:!Os 1.rc .:_~ ccu'3t• P1'1.1 , ,.:,v,.:m on thcir clerks ' -p:1y. 

(e) 3cinc; '1 srn.11 :1cf's it. is lmT ·s 01.sy t': i~1provo t.hc 
:·1css 1nc by sup ,;:ü ·I1cn tc .. r-¡ nubscri p t.ions ::s in ,'":. larce mes s . 

5 . A ~00J :iíe"'.1 Cl 1"rk :--il 1 sol v~ thoso ..-l i f fi cul t.i (.:S by cor:i.promi s0 , 
e.r,. by rw1nins t.he :1ess W3ll ri..nl ocononic1.lly; but S0s must 
t'""k:e -in 1.ctiv0 int·0rcst 1n th,. mess , rn ·1 lr, 111 they can t.o 
hclp by g ttin,c; <:J.ss i st1nc.-, frJm '1f'Dniti,3s , ';.l1:1 so on. 

6 . J. Cl:)rk.' s job is r'1onotonOU$ ~) it is Í::wortrint. thot h:~ t~kes 
··.1v11nt.::-tf>3 o f th·1 l r:'W8 ha i 0 1.llo,·.·cd. ~ .:-·ny Bri t e] t:;rl:s rcfuse 
to t'1.kJ l:i1v;; chi :fly bcc"us0 t,h::y lo !WT kno,·: ,.h(:r; to 50 , 
"n~1 h::c,:,_ur·o ~.h,:.,y b·üi·_ vc that ·lv~r JV .1r thJy ~:0 t:10y '.:ill spe11d 
i'lOPJ n-ion°y t.h'Vl t:1;y c:..:.n 1.ff('\r l , 'll11 ':il l NOT r .;:-• lly ,.njoy 
the!"'lscl v,Js . 

7 . Sp~ci:.l nrrn.ng0n,:,nts "'.. r ::: no\, 1·:1.,.clv in m,;st of the bi-· hill st·,.s 
, for BORs 0n 1 ~0 .ve~ Full 'det:-iils c1n b; obt'Ün,::d fr0'1 the 

~7.üf~;ro so of your frm , r1 r frn'"'1 tho ~:'olf"'.rc Dto 1.t GTn(I) . 
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8, 

9. 

... g ... 
Benreu.tiillJ. 
!n. tho intcrests of b9th physi cal ani nento.l fi tness cler~s 
should plny gnmes or t ,:1f · sor113 forr'1 of ·bily exorci se, PT 
at rhwn is NOT a subst.i 1,ute for retrJation. 

;,. 500:i el 3rk 1i-ill oftcn ,,;;ork fo:r 1 01'.lt; pJ:riods out of off1 ce 
hrs . SOs r.ms t thercfo r e enaure tho. t ther e R.re adequa:bo 
r ecreational fri.cilities far thoir cl Jrkst .m:l tho.t thqi clerk~ 
nclcc uso 9f ther'l . Yo u shoul .1 go roun.i your off.ice t:tf'ter of fi ti~ 
9rs o cca s1 onally, an1 be prepar8t:l to 'lccgpt pGrsonc.l respon~ü b11 .... 
1 ty f or ·t.:crk not f ini shrd , in o rier to 1 at your el &:rks g13t 
3.my, 

:diC(Il._~1Hr.kª_e.n1-.t~lli~.í&, 
10. In l ::. rgy sta.ti c HQ , ('1H1(I) tmd '"' p-Ü es/con.is ), ~','1.C(I) clsrk~ 

,,,.nd typ1sts e.re g r c.iu--.lly r éplac1ng n'1.la clcrks r:hE. r G poss1bl,e ; 
They ~r e usu~lly more CQrgful 1ni ~r e 3S 1 rul 0 bett~r typists. 
The1 r ·.dm is l oJke.:i r:i ft er by the l oco.l Pl Cor.il 1:7..".C (I). 

Civil Í.2:rL..ch.rks . 

J.1. GH~ (I) r,_n:l 80ffü:; ~.rny/ ca:'l'll H'¿ h:J.ve ci vil:i..1n el r;; rks. Thoy are 
ss a rule vcry c:-',p3.ble but P.re inclinel to b3 l azy, ..,h l r1ork 
t o fixerl hours .l".1ly. Securi ty riust be c 0 rafully w'l. tched in 
offices \;"hcr e ci v clerks' aro Cr'tp . 

12. In d.01-linn; Tith clrrks , be thry 1111.l•J •r f,;1·.1.:'le , rr1il or civ, 
you v1ill ftnd th,.,.t 1. p :rsonnl int,:i r o.s t in thoi r '"'el fo.re is 
1.nply r op11d. 
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M~_Q .. 

.JLLOTI.1~NT_OF DL~RIC~~-DUTIES 
Il':LH.QS DI STS7"'m~J§2~1ffi __ 1.BE;.J~ . 

ill STRI CT/ li.RIEJ'- HEi'JJ~f.LL"'iT"'I;RS 

1. 

2 .. 

3. 

fü~J is rospons ibl o for t he ~en'7nü org ".nd 1dm of t ho office 0s t~ 

He is r esponsibl o for -1:ihc proparntion of T_'1 in::l oth3r cl:üms of offrs on the str of the HQ. 

He person.'1lly opens :111 TOP S]OR ~T and s:cR:T m2il. 

4. He is r espons ibl o for the trg of clorks. 

B..rnn.ch~up.Qrint8nd~nts . 

5 . T
1
1ey r.ro ·~:os r-~j .~re r 0sponsiblo for t he runn1ng 1.nd org of the1 r branchos . 

6 . Thoy !:l. r o the ~dvis '3 rs to SOs on ,,11 routino tnri.tt=:rs . 

7.. They ?. r G r asponsi bl 3 fo r ,..,.11 rG[)J , nr..nuri.l s , fo rrris , stc, 1n thG1 r brn.nch, 

Cr¡.~_Ql!2rk.§. 

8 . They '>.re r esfonsi ble fo r '1.11 fil es de".ling 'l'i th the: subj 0cts o.llot.tei to _,hem. 

9. If the r e is NO centr".l rogistry thljy 1.rs rasponsible for 
bringing f ;.i:d fil es on ths d ·ltes 1,hoy 1.r.3 r :qui red . 

~ 

10. They fl'l.g :-i.nd cross - ref filos ~nd co rr0spondo!"lce '.7hon putting 
c~sos up f or considerQtion. 

11. 

12. 

Dy ti_ Cl n.r~. 

~l B.füüo.r_JJuti_.Q~.rk comes on duty for on:; hr only s.t 1. time, 
depen:iinG on ~,h,:; ti!l'lo of c1,.rr1 v1.l of ths m2i l . He op0ns ,:.11 
uncla.ssiried m2.il , st'lr.lps i t ::1.nd so rts i t . 

!1 J1t_ni.QI_DuJ.![_CJ.c:.rk is :.11.rr'lys on rluty d.uring non- offio,::: hrs .. 
H~ opens 'lni st~~ps :.ny uncl~ssified D'lil t,hat ~rrivos during 
bis tour on duty , but 1s lJOT responsibl,3 for sorting i t. He 
~o..kes . any pri<?rl ty "ll1il to the duty offr who dsci d,:;::i r1heth,:;r 
1me.::l1.:1.ta n.ct1on 1 s n0cessci.ry ~ 

SUB ~ D.,, ~ TjT'1 T, T'l()ij ',:)f""l-i-:,s 
.i.4,,1,.l,-J.4 J...-J_.l)..:, ·-l- -JJ.l. 

I:st.'.lbli.sho.eut. 

13. HQ of sub- a r 0"1s in non- or, roles in IN!)I!1 ofton he.ve en es t 
whi ch bears NO r el 2 tion to thei r ~Ys. 

14 t :i. comrrion est for· H1 of sub-ri.rcas in non-op rol 3s 1s : 

One he1d el ,:") rk (WO ) . 
Two s1-3t el e rk s . 
On.1 upper - iivisi on clerk (oiv) . 
T-vo pt0 cl erks ~ 

No t e : - NO cipher personnol . 
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15.. His functions ".r'"" siriil3.r to those of tl;o ozt offr in ,'l dist 
HQ , but he h1.s to t3X:>rc1so 'l clos:;r sup~;rvision of the ~;ork 
in th~, offi ce. 

16 . He c:,.nnot op;n TOP s:c:::r~T rnoil , n')r cm h8 kcep f i lus 
contC'..inin~ r.orr¿¡sponilonc1J of r,his c~t0,ory; h:, C['.n , ho,.r.-cver , 
typ-~ TOP 0·-.::cr1:::;T lettnr, ~~t th:::: liscr.:.tír.in uf tha B1f. 

17 . In ~t1ny H'1 hJ is himsolf í'-?sp0nnibl.-1 f 1)r '111 f} filos . 

~~~ini ng_~l..n.rk~. 
18. I f tlw hen.d el erk is run;:inf +,;L~ r .. fi 1,)3 , th.J two se;t el orks 

·.-:i l l be r :spnnsi bl j fo r 1i. nn,i '¿ r'jsp cti vcly . I f NOT t ho 
+,hre,1 bnm ch·~s r·ny b0 dc1l t ~·:i th o-..ch by -:-. st;t el crk ::i.n-j 
tho uppGr .li v ( ci v) • 

Os -. 
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Q.e.Q_Q .. 

H.:Jm#SJ~GUL _~TIONS .;.UD FO:RHS_Iw_em.'l~ON us;;. 
? '._tr-.rp, _n '::? fH'"' "J-,GUL 'TIOJJS _ .J.\l •• 1..1o..., • .J.', J.J n _.J .i l'~ 

1. Thore ~r e three m~in classes of mil liter~tur0 :-

(cJ f}S publ i c1.t i ons , T.·.rlüch d.e-;. l f-1¡linly '7i th trg Rnl ops ~ 

(b) Public.,.tions cnntroll t'.~d by th3 St2tionery office at LONDON 
or t.he Din-:;cto.r of l.:il R':),gs ?.ni ]\1 r -1s , Jof 3nc,::: Dept 
(.DER & F) ! Cr=.mtr:.l Ticvision Sec ( CRS) , INDfL. 

(e) Toch public1.tions . 

2. Public?.tions n.r.s issui::d · ·i t110ut inient , but o-.¡ri 11c.; to th0 
con t,inu'11 "'.'!OV of uni ts , publi c·--tions '.:-tÜ ch uni ts should r ecei ve 
0ften 10 POT arri ve. SOs L1ust th-.refor8 knor.r r'her e scal>:-s 

3. 

-:i.n-1. is"luos of publications 1.r o 1-·,j i rlo';;n so th~t they can 
help uni ts to i:-:b ta.in the bocks ::ind m2nu:,.i s th0y shoul.:i hn.ve . 

The public...,,t i on of ·...,ny bonk , p"!:1phl ,::-t o r 2men~lrnent. i~_notifie:1 
in I!.i.Os . If -1:.ha p'1rt1cul'J.r book ic,Js not ...,_ r r1vc '.?1fa--:1n on 8 
rricnth i t sbouL1 ba in.lant~.l for . 

(}8 Publ i e: ticns . 

4 . GS nublic".ti')ns '1.r~ control ii by GS Rru1c~1 0:T2P) . GHQ (I) . 
In ::i. l ~i ti.,n t.0 t.!1Jir ?.ill1'J!.J.11r:x1r-:nt in r_·los , :::. st1-:llnry of 
tiublic·-:.tions is ,-;ivcm in 11.n-0c•:,s to li.ITVs ; JJT.1 1'5 f]J.V'3 ~ com;pl E:.te 
list 0f p"..r.-i:phl _: ts in use in· IfJI;~ in l1pr 42 . 

5 . Th. ~rr)f 1 Dl"'. on ·,j1ic'1 in:l:mt.s iust bo sub:·ü tt;.l 1s c1vcm 1n 
l.'D 098/407 

6. 

•• 

Dir.::,..Q.tQr_of Hil 1~,cs ".n1_F,)ff1R . _ I'.':DL:i. 

Public...,i.ions contrcll,:/~ by the Dir ctJr ,,f ~.:il J..:{f;:J '}.ni. Foms 
'1.r- list,"°l in '1, b()ok C"'.113.-1 "Sc"'1os 0f -(il Public;,,ti ons in 
G·:n:: r':..l U 3 s ( o tJ1e r t. "i~n :.!.s t rg :.n.J. o t,; 1nr :··1,.,nn" 1 s -:>.nd se cu ri ty 
nuplic,,tions) for Unit.s , :;te , in IPDIL , 1942 ". Instrs for 
lndJ)':tin;-. "'r,j r-'iv1;:;n Gr: t:1 .. : inn.r cGV·~r 0f t:üs biY,k. Tech 
pu~lir,.,tí-ns ,:;.~.~ ".l:0 cc)ntr~--ll _l by th. J irecto r 1f r'.i l Regs 
'ln L Forms, 

Liªt of P~bli~J..tinns . 

7. L list 1;f f-,h,= rinst Í'TD0rt;:,.11i:, '..'l'l.nU".ls ·:.·i ~h " s:1o r t state1:-10nt 
r,f t.hei·A c-:-ntents is 13iv~n in .\r·1x D. 'ibis li~t io•;s P0T incl 
~2nuals ~nl r E.:g:::; lc...,,lín~ ·:·'ith r.ül 1'1vr . Tho lú,t h,,,s b0en 
1n:=rnrts.:l for your futurs 1nf!'1 • 

.:..,_-;¿ ry FO~C S 

8 . Ml • b k 1 t 1 • t f 1 r11 s o r _ g1 ves :J.. cnrip. a --~ 1 s , o .':.FJ .-,_n.1 L:.Fs , 1.nd 1s i ivided 
in +.o f our p".rts 

( ,,J Regt Sec .. 

(b ) Sk.ff Sec. 

( e) !i.uxilir.iry F·-irce Sec> · 

(:1) Dcp':..rt'."1t:nt. 3.:c. 

1 1 

, 

.,,..~ , ... ,_. 
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The }y.-)k (~ives th2 scales authoris-::rl for tl1':) ·v"rious frms , 
uni ts 2-ni:,:iepartin.:mts . Uni ts NOT sho 1.:n indtm t for the fonns 
t.hey req u1 re . 

I!i.Fs 111.ve 1. .listinguishing 18tter denoting the subject with 
which the fo m is concPmcct , 

A -
B ·­
C -
D -
G -
H -
I -
K -
L -
j_. -

I:T-
1·: -
o -
p -
R -
s -
T 
u -
V -
'V -
7 
.i).. -

y -
z -

Accounts . 
J.rty 
cic t~inc. 
J1 S Clpl ln 3. 
1,7r .. 
Hnrsos . 
Insn,.ction rsn)rts . 
R: crui tint. j_ 

18-:vo .".n'"l Furl011r~h. 
l'1(3, l . 
Eoch Tpt . 
R:il,"'t Iris tr~P. . ) 

Jq_pt ')n_l str·r )S . 
Pr1 son-e ':.n:l De t,:,n tion 3::.rrci.cks . 
fü.J!10W1 ts . 
Sun . 
Tpt, .-.nJ P '1.ss~,"" Js ~ 
Uñe. t t 0.c:1eJ Lis t . 
Vot. 

T ~'S 
4- -.;.:,J • 

::Jx·i::Ün"ticns "n-1 Instr. 
.~1scoll?.nocuv . 
G-.n . 

11. J.. 1 ir-; t 0 f t.h.J ; 10 re i~1pc• r ~~a: t .i'u7s -:n l LJs · i :.h ,:,_ bri Jf 
f.,Xj_'.ll'1n'.:'.t1on rf ori.ch 1s ,:;1v:m in .~ppx J; f r yc;ur futur . .; infm-: 

I:'DL:..1~ !:_tT{ C~J~]S 
' 

It. is nvst i"·11nort"nt tr..·ll:, you r;·rv..r:b .... r ,-,b,.:,n úsin¿; r:unu'.1.ls 
9n l ":rr'lY f0J?!I1s th..,t l on·; ;n~l let".ilcl instrs ".r n:F.: publishei 
1n IiDs rr J.lis (I) '"illl 1~0.i., 111 th·::; fcr01 1f ,.,--:~~n:r:-:nts t,o 
m:-i.nu'.11:s . M,'.:nu.1.ls n.nr1 r ;[:S h~V· th~~r,_f0r::; lcst l~uch rf t.hcir 
v··,lw3 , .. ,.s .!'l."n3nlrYt n-':.s c')nnnt ku .. :m_p.,.co i t}-1 +i11 11>TJ rulinrs 
publish,":.l in IAOs :1.n:l ./i.Is (I) . . , Th: fclln·--int conmsn liums -
... r,3 i ss Uf. l fn r'l tir1:..: to t,i,~1...: .: - _. ... 

(n) ConpJndiurn of L~O . 

( b) Comp \1n-h JJ."1 o f 11 r::i (I ) • 

( e) Corip 8nii U."'l n f inpo rt':'.n t pr l i ~y 1 ., ttcrs ::lc:-i.l in¡_:: ·.á th +,h; 
v.1.r1r.:iu8 br.,nclies· . .1f tlL s 3rv1co. 

.. 

- a ar a D s ns e -; pg s na en , 
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PART_ll. 

lYLJt CORRESPONDENCE . 

TYPES AND CLASSIFICATION 

IY~..!. 

l . There are four types normally used in mil correspondenc e :-

2 . 

e a) 

e b) 

form31 officigl letter ~ used when writing to 
provincial governments; commissionPrs, stat e 
officials , etc, and also when making a personal 
application. 

Routine memQ ~ used for almost all correspondence 
within the army. 

(e) D.gmi.:..:.off1Qial 1ett.§1'....Ll2Q..l - used when a comd or 
SO wants to address a particular offr . They are 
written in the form of a prívat e letter, but copies 
are kept for filing and they are numbPr ed . 

e d) Thc routine or inter- office not e (batwoen branches and 
secs of the same HQ) • 

Examples of the four typ es are shown in Appces F, G, H 
and r . 

DRAFTING LETTERS 

RQfilillnsibilitx. 

3 . As a SO you qre personally r esponsible for the contents 
of all letters you sign or put up for signature . 

4 .. 

t 
The ext ent to which you can allow clerks to dra~t letters 
for your approval depends on their ability . As a gen rule 
it saves time to drqft ~11 l ett ers , which a~e NOT purely 
rout ine, yourself, or to u se a stenograph<:?r . 

_segu~. 

5 . When r eplying to letters incl ~ny r efs you make to pre­
vious correspondence in the first para • 

6 . 

7,, 

9. 

10 . 

11. 

When initiating correspondence give the object of the 
l et t er , or the reason why it is being written, in the 
opening sentence . 

To simplify raf in subsequent corr espondence paras must 
be numbered .. 

A l ett~r containing more than one subj ect is difficult 
to r egister , ~nd CRUses inconvenience when different 
branches of the staff are conc erned, 

Incl any action r equired in the l ast para . · _ 

rt usually makes a l ett er clear er if vou show detailed 
statements in the form of appcPs. Appces must bear a 
r ef to the leirter to which they are att , so that they 
e an bP ident ified if for any r e-'3.son thPY are detached . 
_s:t.Yl.g . 

Use the first person whPn drafting l ett ers ~or signature 
by the comd . When signing a l et. t er as a so , or when 
signing a l~tter 1 for 1 another offr , us e the personal 
form of the third per son, i e "The Bpe etc C omd direct s 
of thinks 11 • 
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For the stv1e you sheul1 a~opt S ~.-:-, ' -J • 

Procis No SD/12/Ní - 1'
11 'il writing11. 

AITM ~o 20 1 Par t I, p9ra 1. 

A bb_r~viat1.Qfil.!. 

13. p r º r:: is SD/15/~~ exrla in s tl."" princ J.n1 8s voü. s~,~nJ.d 
fcllow . 'T'her~ a...,P 1...h,..oe pts ~-~ 

(a) Ab1,r--v·1 ->ti::ns sl c"Uld ¡,To'f make yo1Jr Qtyle 0f w-riting 
dlffir~lt t~ Tend: 

14. ~bbreviat1ons 2chievn tr.r- '' · J'º!'.:l~""s-: 1.-=tlue wh<=•-;· ti'"'P:f 
bec0mE" a habit; • vm: JTil] t!1f>1"P.rnro 0P;.1ef lt t:'t'.Y~h vo1 ~rs~lf 
and your staff i f yo11 in~ rcrluc e t~v" 1,1 s~ of recopnj SPG. 

abbreviat ior~ ; nto officP corres·;·orv'l 0 rc ~ • 

~5. The comd ~h~111 sign all lettors tn ~igh~r ~~ns ccntqining 
~pinions on nolicy, reco~mAnd~ttons, requests~ etc. 

16. All li:>tt ers to hirher "",nn e; W(\fT'I a".!tua:l:ir s iP-r,ei hy" th O cl-,md 
must he signe1 '~or1 ~i~. 

17. Letters tf' l0wer .... mns arp ,Js11.<.ly s.._gned 'cv thP Sf>i1l0r so~ 
rer in- the cas"' of' rn2.nor rnu+-ine i:r3.ttr:irs by :3. j11nior SO 
Certain lett-.,rc must •>1h"l·;ously bi:; sil?'nior:l by thr, se-lio:- SC 
l'\f tne br8.nc''1 coDC"Pl'ned, and on l'.'Ct;pc:ion-:- by th"' C')rrd. 

Fox instance 1 a lc,t.¡..l'."·r of' 2--epr0~,f -f'rom a di-.r tn ~ ·on~ wi.11 
psl12lly bP si~ned by r-h"' coma ',lmsPlf~ 11nless lt ü:: :-i. v 0 -:y 
mi_nor repr0of in v1hich c;::i_se -:11.;.:, G ::i.: ci.r A(: c::in sign ~-':;. 
re7""rthel8SS th8. 11=-+--t~r wruln. br;; vffivt8n as 8man.ac~nr, f,.,_m 
tti 0 div coind himself', ~g "'T'rr Div Corni1 d.irr-~r;cs me to . ., • 

1 

l8e '1'he daV Of th0 rrtonth P'USt F(irf' tJ' tvr,..,,d -:i,t t}1c- h::,-=.d Of a 
l etter ; i-t is enter-d ln inl: by t 11.~ cffr sii:·n-Lng ,,11, 1°tt0r, 

]2ist r i hut ion. 

l'?o Most 1{0 publish distr:.b1:t;0!1 l:i.sts to S8.V" ti.r,¡ WJ1Pl1 
arldressin(7 l~tt :,re:; t,o .ri r1mr.-;:-er of f'·m:1s 11nr' uriL.1vS. ¡-" this 
hg_s b80n don': !'í ·lst t" '.,.. "Li~t 3·. 1'" ,~h'} :ast1 1n>'~.r be. 
i_s typ,~d at th2 he.-.d of th'.C) -1 +t-yr-, All ur"lt-11111,st h-­
issu:d vri"th a:• up to r'latP n-r,is4:; A.ri 0:r •1:,tst p,11 so ~hl3.t thAJ 
ca:::1 kn,,w to 1·,,::i.orn tJ.1 1, "'Ct":r' r ,-1;; C"'<c:n ,t'>rl,rl,... 0 <':rnd. Frnns/ 
uni is undr:>r ~o':nd ar'"' a4/l. ~d, att H't an"i oth8!' uranch~s of 
the st'-lff ar':) s"'nt copies. 

20.
1

.You m1.1st ~ons id r thc r,ur1b 1 r of conl'}S vou sPnct tr erm fnn, 

l 
For inst. ancP·, wh-n .1.'idres sing 'l lr:ftt"'r to :, rde wPir.h v .1 
knrw e·"!"' bi=> for11•1.rd,:,d as it stands tn ,¡rnt~, vo¡_1 n:Jst send 

1 
r,ne copy per uni-: in trie b,•0, i11 ad.c~ition t-:, the. co1Jv ""'or 
bde H;. 
when you hav3 address0c a l Ptt.:-... to c2r·~'li.n r,.,ns fer . ._.~·..0:1..­

and vou wi:;h to c;i::,n,j copif'.')S to o-1:he-r frrn ~ "'or ir fm ~ 1/'il'' i \P. • 
11 Covy ton at the r.,n'i of' the lstter :-ind th:) ":..l!'lit:s •:wÚo are 
t~ Tf;C3iv0 copic•s . 

REPORTS AND R~TUR.NS 

1ist.§. 

A list of T"'norts and re":;urns du:-i fr'orn s0 :1.:·,01·din;:itr-, fmns AIVl 
a list o:' tries·:: dun from y•::rnr own H( t0 l"Í?hPr fMn nust ~,t> 

publish~d in fMn ~rd,rs . You will fini th~t it nceds 
constant reyision. ------------~~~----~-----~~ 
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Ob1?ct . --~-
T he obj O et of' r, r,orts and r,::,turns is to reduce 
corr~sDon~3ncc . They will r 0 duce it ONLY if :-

( a) Th0y ar.,, constantly revis'3d o 

( b) Th0y ars accuratPly su bm i t t 0 d • 

(e) They aro us ?d by the fmn for whorrl they are prepared ~ 
and tifOT rel ,...,gated to thP oblivion of the routine fil,:, ' 

Be careful NOT to se:>nd out lntters calling fo r i ni'm 
you haVE' alr,::,ady got . When in.L'm of any kÍnd is r,::,quired 
~roma unit) your clerks will usually put upa letter 
asking for it; thny will never chc-ck up that they have 
NO'T' alrr")ad·r got thr-i i nfm in oni? of thP returns submi tt ed 
by the unit. 

25 • . The ~ollcwing is an ~xtract ~roro a rPport bv SBAC :-

r 
1 

l 

1 
26 •· 

"A pl ::·1, which apr0ars !?'.'-"IlUÍilf> ahd hearfnlt , is mride 
by a unit CO for mor - consiri¡:,rat{on by major fmns , 
and particulatly by c~ntre s an~ RPcord offic~s, in 
t2gá.rd to rnnorts ~ r,.,turns an1 the likP . He says , 
"One is worrí t 'CÍ. n~ ght 3.nd riay w:lth th{ngs th1t are 
s~con~ary. rarticularly bv unnedessat~ doirespond l")nce 
and qu r.. ri r:> s, wnén onl") should b;, dPvot ing- one I s t Ítne 
to th i:= r 0 al thing1•• He then f:XDress e s thE' hope that 
his assails.nts will t1.k2 to h0art three of G1ncr~l 

TuíOl'TTGóiviBRY7 s nrinciples in his recip e:, for l::,ad ..,rship , 
n::i.m .,..ly :-

( a) '}o f-:)r simplicity . 

( b) cut out r1ll pA.p~r.~ 

(e) K "'ep a firm ¡;rr:i_p on t"'lings trRt TJ1at t i:>r 11 • 

While ~ plea such .qs th¡:: one abov is oft 0n justif'irc,d, 
th~r 0 arr occ~sions whan a C0 ' s comrlaint is , in fact , 
NOT arRinst r . uorts and r t turns, but against r , min0~rs 
asking f0r important r,..,ports which l:t:::. has_ failed to submit , 
01ving to the ineffici '"l ncv of his own offici:> . You should 
tr~at a comnlaint lik? this with svmpathqtic suspicion . 

• 

27 . 1 'l'ry to insi.st on th'"' punctu!:il suhmission of' r 0 turns by 
subordlnat " fmns 1.nn un:its; you will fino it v,:,ry di fficult . 

Do ·,"QT r , sort to 1 WT'i. tt en r ,.,rnind ,.., r unt i 1 vou hav0 done it 
at 1 ?e st or:~ " by t Pl e· . 

28 . If ar turn to hieher fmns caPn0t for sorne r ~ason b~ s ,::,nt 
in on th"' 4at it i. c:; duc , alWRYS writ P E'.'Xplaininf! thP caus,-., 

\ . ,:,f th rhl1.v, J:.Jnrl sayin~ wh ~n t,}p r "'t11rn will be sent . rrhis 
\ s~ve s hi~h ~r f mn~ s ~ndin f! you a r 'minder . 

Int rirn li ,::,nlv . 

29 . 1 Tn a l~rge HQ, whPn d anling with '1 l "'tt Pr from a subordinat0 

' 

fmn , whi ch hP s to b- p 1.s s e d rounrl s 0 vr:ral branche s be f ore 
b ning [.lns·i\T Jr e ri, s ,..,nd an int "rim r ~ply sn.ying that the 
1 ~tt ¡.. r in 1ue stion has b8en r ¡:' cniv,::,d, 1.nd that an answer will 
b s ""nt in so many rays or WE'GY s , 8.S thP e a se may be . 

NOTE . rr IS L1·-PORT Al'JT THAT A SO CHSCKS TH13 C.ONTBNT S OF ~V~RY 
L~TT BR B~FORS :rr I S SIGNED . 

DRR . 
S0p 45 . 
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RESTRICT~D . 

CARD INDEX . Apux A· 
1. The object of ~ c~rd index is to en~ble clerks to find 

correspondenc P on RilY subj Pct quickly~ ~md to ensure 
th:ü NO letter de'lling with a subjr->ct is ov~:rlooked when 
th1.t particular subject is undP.r consider.,,t:ton . Cards 
are 1.rranged in t:·1> ··;...,Li GJ o : -

Prim::rrv e ,rrds . 
SUP'J)J. ,rr,ent 1.r.v e ards • 

. 
2. Primnry C-'lt'ds dr.,.~.1 with subjocts only, such ;,s 'Tre; 1 , 

1 Postings 1 etc . 

3. If you use mtin h~"dings only on ~ c1rd, you will find 
th"t the c2rd will quickly b~com2 so convest3d thRt it 
CP...,sr-· s to b,~ "n r-,ffici "nt form of rn,f . All Prim::i.rv 
c-:irds rnust thPrPfore h'1VG 1 sub- h'"'~'ling -is well as 1. mi:i.in 
he~dinp, for instL~ce - 1Tr~ - Inf 1 • 

4 . Both he,dings nnd sub-h:..,dinRs must be kept in ex1ct 
alnh~beticql ot'd0r , . 

5 . 

------------------·--------·----------
subj~ct - POSTINGS, OFFRS BRTI INF BNS. 
-------------·---·---·-... ·· -~-~--~----~-~--

6. 

7 . 

8. 

Precis File Wo Qp,..,ned Closod 
' ----------------------------·----··-·-------

e "nt H f..DD TI' ' E . 
1 BLACK WATCH 3456 

M a j CLUELESS, O. 
3 GLOST:SR RSGT 6543 

etc ~te --------· _______________ __.._ 

Sunplrm~nt.:u:y e :ir1_s. 

supplementary c:irris will be Jssenti.11 in 1-=irge offices . The~" 
1-r(> .,rrangod j n ., numbrr of gps according to the -resnons ... 
ibilitiPS of t~e oPfic~ conc:rner, for inst~nc~ :-

N.1.me e 'lrds. 
un i t e '1 T'd s • 
Stn C':;lrds. 

Th•.;Y [lT'e intEndt;rl to providr. q cross-ref to primr-iry 
Célrds, 3nd to rrfc1 to F" mi.nor h 0 .'::iding l\TOT rn ..,ntioned among 
the hP...,dings on urimary c-:irds. For PXR.mpl,~ : - if you 
W"nt0d to find out wheth r nri oí'f'r c:ül~d HADDIT hnri tak0n 
privili:;ge L~é'V'"" in 1943, you woulr usr:! the supnlflrientary 
n::im1;;;- cerd s; "'eut if you· want 0 ri informat j on on l '1n.VG ge n~rnlly 
you v.1ould Ttéf r to +h~ priri.,ry C''1rds, 1•1h'"'r.., vou wi.11 
uro b!"l hly f ind 1. e ·ud hc•qned 11FURLOTTG H (~'D L EAVE - 30 s t1. 

Subject P.ADDTI , E . , CAPT, 1 BLACK W/~TCH 
I • 

Precis Rem·rr.ks 
. 1 

- ----------------------·-·----·-.. ·-·-----------------
Posttng 

Privilege LC'?V", 1943 

etc etc 

Post ings - Bri t Jnf Rns, Ne 3456. 

F & L - BOs, No 78q0 

--------------·--· ------·----------·--- ---
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Anpx B . 

'fh::. Whit oh nll .sY.§t~rr of fil i n g . 

1. Thi s system o f filing is in use 1.t D."'fencr-- HQ PTDIA. 

2. On the filn cov~r r T P nnt2red th0 following d 0 trils :-

3 . 

4 . 

( :. ) Fil ? no • 
( b) ~ 'r· in H , .., c.Ung • 
(e) sub- h~1.ding . 
(d) subjGct . 
(~) ry¿t.-,ils of conn?ct~d fil~s . 
( f) D t ·üls of th ,~ rrov of th,.) filo . 

Th~ 1~ttJr or docum0nt opnning th0 f i le will be placed 
on thc RIGET h:ind s id'-' 1.nd r,r,:rk0d " 1 - A". Th 3 next 
1,-..tt,,r or docunicnt will bE' M·:irked tt 2- A11 1.nri ~o on . 
Jl.nnx or nnpc ""S to !"\ 1~ t t · -r or docum -mt wi.11 be, riven 
th(:\ s.;itr,~ 11.urnb,-:-T• is the cov rin(7 1 ")tt rr , but P."0rk0d 
with th, nnxt 1-tt:r of th~ "l ph~bJt , e~ :- ~n 
rinnx to 11 1 - A' ' wi.11 1") ·,.'l .... k'"'d n1- B11 "'nd so on . This 
nurnb::ir "nd l·~tt0r wi.11 br- mCJrkPd on th"' f'1.rst lJ':lgc, 
only of rnch --?nclosure qnt:l ,. "Ch "lnnx . 

/1. :rnin shP0t ,vi.11 h,, Pl'.'lc ~r1. on the LEFr h')n0 s1de 
of th~ fil~ 1.nd qll ~ins r~fErrin~ to 1~tt~-rs in 
th3 fil or '-}T!'l-in"'lt inf" frorn t h•J br ,ncr will b·"" ?.nti::rrd 
th0r'?on s8ri 1lly rn1T11b r ~a (- see Annexure 1) • 

5 . A -in ~~1.n3ttn~ fro~ A brinch sh~1li r-:ipr,s~nt the 
vi~,s of th-:, h~,.,d of th' Br ~nch; ~in 1,~dina upto 
such "'l view \•r i ll be connuct )íl. ori lowClr lr.,v:·l 1.n t.he 
Br a nch n· ernoT'1.ndri. por t ion of the f il,-:i in 1. sep::i.rnt o 
cov er. T hi s portian V'ill not be• sani out of the branch 
of orir.rin . 

6 , .A spr-cirnon fi.lE? on this syst:~M 1s 'ltt.qch"'d A.t Annx l. 
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WAR DEP AR'lMENT. 

A G's BR.ANCH. Pay & Pensions Dte . 

SECTION PP-1. 

SUBJECT. 

.&m exul'. e_ .l_ .to.. 
tPpx B • 
J AGKET of file). 

Ca.~e Na 0.3~21/PP. 

·Main Head .AIMINISTRATION. 

sub H13ad MARRIAGE _l)LLCE. 

Marriage allowance for Adoptad Children. 

To whom sen t. 

DF '~ ( AG) 

PP-1. 

Date. 

19.8.44. 

00.8.44. 

To whom sent. Date. To whom sen t. Date~ 

• 

_,_,, C01'NF,CTED FIL_js, ______ _ 
No r,:,- Subfisil. -------·--

0'.3101 PP M):1rrir1ff e Allowmice 
130R. "o 

0312/PP ?orfei tures of 
Marri age al l 0 1NeJ1c e 
on di vorce • 

.. 
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I'{inu~e Sheet • 
No 1037?/29/ A. 
Dated 1st 4ug 44 . 

No 0328/21/J?li-1 •. 
Dated 8th ~ug 44. 

No 10377 /30/ A. 
Dat ecl 17 Aug 44. 

.Letter .from HQ Southem .Arny . 

'Requést sanotion for gr.sint of 
·. marriage allowance to I/G:Pl 

A~ Vf ashington. 

Letter to HQ; Southem J.rrzy . 
-------------~---------·--~ Rel evant ~apcrs asked for. 

Q 

Letter from HQ S0uth0m lu.'my. ~-~--~~---~----~---~------~~-
~elevant papers forwarded. 

1-A, 

2-A. 
• 

3-.A. 

The g_uestion for consi derB tion relates to the grant of 
CTarriage allowance to the child t aken over in adoption by I/G:Pl 
~ashington from the Revd Mother Su:perior, St Thome.s' Convent, 
Kylapore , Mad.ras . 

There is no l aw ext ant in India which :pen'li ts Europenn 
British subjects to take or give a child in ado~tion and there 
is no way of thus legally effecting an adoption in Indi a. . . 

The Governmen t oí' Ind.ia have, howevcr 
1 

beGn H1power e,1 
by the Secrt:tary of State to sanction ne.cri2gc allowancc at the 
Gxpense ot I.nQ.ian revenues in cases where a Jiriti~Qld.ier in 
In~ takes a child in ado:ption from a r.e11ow~ier in L~ 
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 J¡gree~ent of Jiioption(4-A). 
that the child is being brought u:p in the household of the soldier 
at his exj)ense since 20th May 19~~. As such, m&rri age allowance 
in respect of the child would a:p:pear to be admissible under the 
:provision of ilI No 366 of 1940. On 20th November 1944 the 
child will have been maintained by him for a :period of six months. 

IlFL (AG) should see f or concurrence or r emark. If thc 
above viéw is accepted, wi¡l he :please i ssue necessaBY instructions 
to the CM~ and Place a co:py thereof on tho file far com:pletion 
of our r ecords • 

DF Íl C-.G). 

Ref min No 3 above. 

B.J.MERRY, 
Majór, 

1, l: .. ug 44 . 
PP-1. 

Ue are in complete agreement with the views eJq>r essed in 
para~ of t he LG•s branch note. 

It is considered that HQ Southern .Army should be in.formed 
accordingly by means of' a l etter issued by LG' s branch - it being 
made olear that t hE communication issues with the concurrance of 
the f'inancial 9ut.hori ties at GHQ. A co:py of the let-ter may please 
b·: endorsed to this branch for communication to the CllL i n the 
usual way. 

PP-1. 
MF No 1345/IlF!(l..G). 

A.O.GRO~, 
IlF J... ( Ji.G) ' 

20 .AUg 1944. 

No 0328/21/ AG !O(b). 
Date~ 22 Aug 1944 . 

Q 

Letter to HQ Southern .Army 
--~---------------~-~-----
Informed marriage_qllowance 
is admissible to Iy'Cpl 
Washington . 

5-A. · 
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- 21- 1-A. 

,, 
To 

Th'e .f..dj utant Geheral in India., 
New Delhi .• 

Mo 10377/29/ .A.. 
H~ scurIERN }.R'.1Y~ 
POONJ. , the 1st Augus t 1944 . 

1. Lance Corporal 'i'iASHINGTON, A,, The Cameronians ( Seo t t i sh 
Rifles) , with the permission of hi s Oomrna!lding Officer ado:pted. 
a I!lale child frorn St ~ornas° Convent, · ~fadras , on the 20th May 
1944. 

-)f 

2 . Kay sanction please be accor ded to the grant p:f marriage 
allowance for the chi ld, in accordance wi th rule 278( i J P & Ji. 
Regulations , Vol II , 1938 , 

GOC in 

E. O. JONES , 
Maj or-Gener al , 

for Gener al , 
e, Southern J.rmy . 

----------------------------~ ,. 
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* Suc 
'J- .k. . 

• 

From:-

To:-

The LG in India , 

5 Q Sou t hern Arr:ny , 
Poona. 

- 22-

2-.A. 

iifo O 328/ 21/PP-1. · 
GE,JER.1 L HElillC¿U.1ffiTIIBS, INDIA. 
P.djutant General's Branch, 
N ew Delhi, the 8 th 1~ugus t 1944 . 

Subject :- M.arriªgB_.allo~~DQ§_for..._~ont~g._QhilQ.rgn . 

Reference your No 10377/2,/A, dated 1st August 1944. 
* Plense f0rward r clev ant documents . 

., 

B. J . ln:IIBRY , 
Major, 

for Adj utant General 1n India • 
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p2-A 

* See 
5-J. .• 
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No 10377/30/ A. 
~{ q_ SCUTHERN .Affi...'Y 

To 
Poona , dated 17 Aug 44. 

The .Adj u tan t General in India. 

Subject :- Marriagª-.allowance for ad~"tiQd children . 

Refer ence your No 0328/21/PP-1, datad 8 Aug 44. · 

Relovant PaP.ers in connection with the ad.option of 
child. by I/G:Pl lu lJASHilTGTON are attached. 

* E. O. JONES , 
Majar-General, 

for GonGr al , 
GOC in e , Southern .Army • 
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No 0328/21/PP-1 • 
GENERAL .IIEJ~QU.ARTIIBS, INDIA, 
.Adjutant General • s Branch, 
New Delhi, the 22nd August 1944. 

From 

To 

!he Ad,jutant Gener al in India. 

HeadQuarters, Southern .Army, 
Poona . 

Subj ec~ :- M.arr~agsLl)J_lo~.aooe f'or ado ptSild...Qhj.ldr.en. 

Ref'erence your No 10377/30/A, dBt ed thG 17th August 1! 44, 
regarding the admissibili ty oí' marriago allowance in respect ·· 
oí' the child taken over in adoption by Lance Corporal 
L .• ';~t~HiliíGTON, 1st Battalion, The Cameronians . 

2. The docU'nents recei ved wi th your above quo ted 
memorandum are returned here~1th . 

3 , 1.s ex_pl~ined in this Br anch clrcular memorandum 
.L;o B/63555/3/ li.GlI) , dated thc 1st Hay 193J , there is no 
l nw zt :prcscnt extant in India which :perrni ts Euro:pean British 
subjects to take~ or give , a child in adoption 1nd hence there 
is ~10 v7B.Y of' thus 1 _gél lly ef'fec ting an ad.option ir:i India. The 
hgreemcnt oí' Adoption drnwn up i n this narticul:ir case cannot , 
thl:ref'oro , v2lidate on adoption , since the :rrovisions of' the 
Ld.o:ption oí' Children Act , 19.26 , do not 21rnly in India . 

4 , T.he CE.se ~&s, ho,.rnvbr , bE.cn reviewed wi th r ef'erence 
to tho instructions is-sued in Army Instruction ( L'YJ.dia) No 366 
oí' 19t!O. Since tht.J chilcl in question is being brought up in 
the hcusehold. of the soldier a t his expense wi th effec t f'rom 
20th lfo.y , 1944, marriage allo\-:é'nce i s admissible in this 
instqnce Ui.'1.der the provisions oí' th€ .Army Lit;truction ( India) 
r ef'err et to. The m3tter should accordingly be rcf'€rred to thc 
Controller oí' Military Accounts , Southern Army . 

5 . This i ssues wi th the concurrence oí' the finEJncial 
~uthorities a t General He~dquarters . 

Copy forwar ded to :­

B.J .M:ERRY, 
Major, 

f'or .Adj utcnt General in India . 

The nFA (ÁG) f'or corrununication to the Controll er 
oí' Mili ·tr ry Accounts, Southern Á!'my t with 
r efer ence to bis uo No. 1345/DFA ( .AG; • 

• 
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.§D/3WM, Appx C • 

TABLE SííOWI.i'iG RULES FDR PROTECTED DOCill.!ENTS. 

===-==== ========-=====~========r=============-==================,======= 
Classi- . Rcf and . . fOp ened 

~:~ation :::::~::::::~:~===~=t~~c::~~;:== -~:a::::~::~-==i::~::== 
SECRET. infm and material 1 for dccurJent. Outer one address naned 

lthe seeurity aspect of Serial No on only, inner one or 

~ 
1 

-vvhich is paramount , eac.h copy. will be a new holding 
a.nd whose una.uthorised ¡ Receipt one and will be appt 
disclosure ~vould eause 

I 
re ·=1ni red. sealed and mark- design-

exceptionally grave ed TOP SECRET . n ted. 
damage to the na tion. 11 To be opened 

parsonally by ••• n 
usually added 
or addres sed to 
ar. of f r by narns. 
Rcgistered and 
insured. Wi thin 
of fices , i n a 
spe~ial file by 
offr only (I~GO 
file is Form 
M-26) . 

1 

1 

1 

1 

1 

------------ ------ ====-=========-====----=-====-=---
1 Custody. 1 Recarks. 

------------------ 1 ====-=========r==============-==== 
Offr , or E~r offr . 
Chief Locked up in 
Clerk steel safe or 
provided stGcl 
latter ¡ 11cupboard" 
is given 1securGd t o 
only ref ¡rab ric of 
ddtails ,building 
raouired !being kept 
f o r '1U..'1der watch. 
r e cord. 
Regis t e r-
ed in 
IAF X 
1840. 

1 To be seen eNLY 
by offrs . 
Destroyed by fire., 
an d certifica te 
rend e:red on 
orders from issuing 
HQ . Accounted for 
annually (para 14). 

-----.---l _ _l _____ .......__ 
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- ~~~~.....,--v-·-.::;;::::::-...r:_' ;;:z.~_;;;r~~(·----·r,.yJ~..:.:.::i;'..-=-..:.....;..;._~:.,:--...ar:....:::;.:.-~----·---~-r------.--·-
CJ ~ ssi- 1· Ref & ¡ . . l Opened by, J Recordrng , 
~ ,~!~9.R==~==~~."1ll"=--====rfül.L'.~1.)l.t_,._]~~,sggn_: ~===-, ., . - ~ , 

J ~:t:;,;. _, __ T __ Remarks , 

SECHET. Documents, infm or 

1

, As above .. 1 Two envelopes . j 0:ffr,, , or;r or 
materi al, the un- / Outer ?ne address 

1 
1 Cru~f C~e~k . 

2uthorised desclo- I 1 only) inner one I j ~egis!eleú 

1 ~=---¡ ~-~ --

1

, By offr . • Locked IDestructio~ ~s 
up in a ste1=1l a.bo,,e . Accoun ted 

! safe or stael l for a..11nu-J.ly 
sure of which would I 

1
, ne;,1, sealed, and j in I Af X 

endé:r.ger national. m2rked SECRET. j 1840 .. 
~ecuri ty, C'1l1 s ing f / /· ¡ 

j 
~njury to the inter- ! 

1 1 ests or prestige of l ! 'J 1 
~he n atio:-- or any. 1 i 1 

f Government ucti vi ty 1 ! . j 

1 
thereof, 01· v10uld be 1 1 ¡ · ¡ 

¡ ncupboard 11 1 ( para 14)., 
¡ secu!ed ~e j · 
1 f-:itri e or 
I building . 
1 

1 

of gr eat ~dvanta~e 1 1 ¡ r 
f to a foreJ -=;;1 na.ti en . l 1 , I __ __,.

1 
__ _ 

co:
1

FI~--- - -r Doc~-en ts-,~~f)n -r--·--·-·-r As r.bove , inner I Off'r ,: Chief Cli=-rk Chiel' Clerk of ! NO destruction 
D.EI(TI 111 . or material , the I JI envelope marked I or or selectcd Branch or l certifice.te normclly 

Ur."1authorisec1 ¡ I confidential . i equi- 1 confidsr,t5 :.1, loc1ced· up i:::i 
I 

r eq_uired . NOT 
di sel o sur e o f ¡ 1 valen t · clerk. ! mili t 9.ry- ref i accounted fo r 
v

1

hich , whilst not ¡ f offi- J Registerea ! library v.d. th I annw:illy unless 
endangerin6 natio::- - 1 , cial . í i.1 L.'.l_F X ! permission t' specially order2d . 
al security , i,'Toula I j j ¡' IB40. 1 of issuing I 
be pre ju di ci _., 1 to 1 

1 
I H "' .. 

t.l'-1e interests o r l 1 1 
prestige of ths 1 1 1 J ! 
natio:1 , any govern- 1 1 1 1 1 

m en tal a e ti vi ty o r 1 1 r ¡,' '¡ 
individual , or l 1 

would cause adm 1 1 I· 1 J 
embarrassm @ t o r I 

1

, I f 1 1 
difficulties , or ¡' 1 I 1 
be of adv2.11tage I f 1 1 
to a foreign 1 1 j 
nation. _J_ J___ 1 1 J 

Infm of general· 1 General Securi ty necessary but othqrv.d. se J\:O spccial precaution s . 

• 

RES-
?RICTED. interest ~ü thin j 

the service . 
~~·~...._~~---~~~----~~~---JI----~~~~~~~~~. 

l. Secrct do cument s may J\TOT bi:, copied J:ITOR ext r acts t aken without permissio:."J o:' origina.ter . 

• 
2 .. 
3 . , Protected documents are r 0 gar ded as on charge to t he offr t o whom issu.J is record\,;d , anc by whom receipt i s g· v-:. ·I 

Seer et ir fm fv1d to subordina t e frnn s or uni ts must b e limi ted to what they actually require to know. 

~~~~------------------------------............. 
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The following are sorne exRmples of rnatt er which normally 
will b ::: grad "Jd 11rrrp S"SCR~T" • 

( a) 
( b) 

(e) 

( d) 

( e) 

( f) 

Plnns ar particulars of futur G majar special ops. 
Particulars of L~portant disposns or iMpending 
rnoves · of our forc .~ s or convoys in conn°ct ion with 
( a) above . 
Very import~nt political docurn ents dealing with 
such rnqtt ers as negotiations for alliances end · 
the like . -
Infm of the m0 thods used or success obtqined by our 
int s ervices .::i.nd count er int s ervice or which would 
iwperil s ecret e~ 0 nts . 
Cri tic !11 infri of new and importr-tnt rnuni t ions of war, 
incl approved se ient if ic e.nri t ech develonment s . 
I~portqnt perticulars of cryptography and cryptanalysis. 

The followin~ 1.re soP1 e exar,pl Ps of I11atters which normally 
will be grad=Jd 11 SECREI' 11 : -

( a ~ 
(b 

(e) 

(d) 

( e ) 

f f) 
g) 

~h) 
i) 

~ j) 

e r~ 

P~rticulars of ops in progrGs s . 
Plnns or particulars of ops NOT incl under "TOP 
SECREI' ''. 
Instrs 1S r egarns the emp of import~nt new munitions 
of war . 
OrdcT' of Battle infm and loc ~tion and r1oves affecting 
th0 arder of battle. 
Knowledge of enerny m~t eri~l end proceaurP-, the value 
of which ·n ~pE'nds u pon the ener,y IfüT knowing that we 
possess it. 
Vital m:11 infm on i Plportant defs . 
CE.. rt:"li.n r enorts of' ops cont aininp infm of vital 
int er e nt to the enemy . 
Adversg r eports on gen mor al e eff Acting mqj ops . 
I~port ~nt i mprovoment to existing ~unitions of war 
till accepted for service use . 
Phs of vulnerqble pts of vit ~l instAllations . 
Cert~in develonment~ projects. 
Iwportqnt cryptographic d0vic es unl ~s s assip.nP.d to 
a lower catefory , 

The following nre some P X'1Mn] P.S of Matter which nornally 
will be grEli r-.:rl "'.:1 ;-TFID~t1T It.L 11 : -

e a) 

(b) 

(e) 
(d) 
( e ) 

~ ~~ 
C~: ) 

( i~ 
(j 

... lf: 

Matters , investigations And docUMP.nts , of 2 personal 
.'.:l.nd disciplinnry nr.:tturG, knov.rl edge of which it is 
desirable to safeguard for ~d~ r easons . 
Routine op qnd battle T'Rports which do NOT contain 
infm of vitRl int er est to the enemy . 
Routine int r 9port . 
Gen mil r adio frAquency allocations. 
~~il c :111 signs unless so collect ed tof"ether that 
they reveal the arder of battl e . 
Met infm of designnt ed areas. 
Unit movs of non-op signific~ncg in areas within 
or adj~cent to op thoPt r e~. 
Certain t ech documJnts qnd mnnu~ls us P.d for trg, 
m~ int ~nd inspection of important new munitions of 
w~r. 
Gen tRcticql l essons l earnAd ns a r Psult of ops . 
AeriGl phs of t erritories under our control in or 
adj~c 0 nt to op th~~t~es . ' . 

r, 1· . , 

1 1 • 
• j • /j 

_____ ,.. __ _____ ..,. 

/ j 1 , 







.. 







OBITUAFHES 

Lt-Col A exander Houison Craufurd -¡¡,,.,~~~ 
LIWTEJ<ANT-COLONEL Alcxan- 1t;;;7·.;c--1 •-,-: • -,,; . - hood of Cumond Bridge. was sel ~ /"r"? :? 
iler Homi,on Craufurd, who has ~i«:d 1 ~t.~;--·--,-~~ · · t ~: upon by a gang of ruffians, but res- l :>. 
agt'd 86. was awarded an r-.tc m ' f, .s;, •.• · ,1 cued by Jock HoUJt.on, who took the 
France in 1940 and mentioned Ul des- · '!;:;, qtC'. · anonymous victim to "his humble 
patLhes in Burma in 1945. . " ' ,· i:::- ~ dwelling" for a w¡,sh-and-brush-up. 

"Sandy" Craufurd serrcd in Before taking his leave the stranger 
France ,, ith the 6th Battalion, Royal invited tbe worthy Houison to look 
Sc:otll Fusiliers, the first duplicate him up in Edinbw,gh Ca5tle - and 
battalion of the Territoiial Army to ask for "Ane Jamei, Stewart''. 
go on active service. The best-known version of tbis 

ln t\pril 1940 the 6th. comn1anded yarn was toJd (albeit featuring James 
b) Lord Rowallan (laterChiet Scout). V. rather tban the more likely James 
look up position in the Saar region. II) by Sir Walter Scott in his Tales of 
\\'hen the ~laginot forts werc aban- a Grandfather. T..'lis burnisher of 
doned by the French lhe}' quick!y Scottish romantic traditions duly 
tound themselves in ac:tion. ensured that, when George IV vis-

"- German breakthrough on the ited Holyrood in 1822, William Houi-
01ght of May IS/l6 was furestalled by son Craufurd (.~ock Houison's 
Craufurd's "B" company, sent to descendant) was in attendance with a 
restore the situation and cover the silver basin. 
general withdrawal. The Servi tium Lavacri ·has contin-

The commaoder of Lhe Seaforth ued as one of the 1uaintest ceremo-
Highlanders, to which "B" company nies connected wit1 the Crown. 
was temporarily attached, person- In return for bis continued tenure 
ally recommended Craufurd for an ofthe property, the laird of Braehead 
;\fC. But the recommendation was approacnes bis stivereigo at Holy-
lost in the en,,uing withrirawal to the rood carrying a sitver bowl, flanked 
River Bresle in .r,..ormandy, where by supporters bearing a silver jug 
tbe Royal Scots Fusihers had the anda napkin on a tray. 
onerous task of holding! he crossings Rosewater is then poured from the 
until rhe la:.t I rnops of il st Division jug into the bowl for the monarch to 
liad pJ\scd through. bathe his or her sy nbolic wounds 

The)' we1 c tbt•n to blJ\\ up ali lhe "Sandy" Houiscn Craufurd partic-
lmdi;cs Fornan! G.-rn,<111 units ~oon ipated in three acts of Servitium 
n ,Khed the Brc:.le wit 1 light tanhs Lavacri: supportir.g bis brother, J D 
aud anm,ured can, ,mJ allacked tl1e Houison Craufurd (25th laird of 
f usiliers, particularly on "B" com- Craufurdland and l 1th oí Braehead), 
pany's front at Ponts et Marais. Oust 'Sandy' Houison Craufurd (left), \\itl1 his nephew and brother, in 1935 fof King GPorge V, in 1937 for 
~laraís aud Bouvaincourt. The Sc:oti, ready forthe ~rvitiu_m Lavacri ior King George VI in 1987 King George VI and in 1952 for the 
su:.tained heavy casua1t1es but beat present Queen. 
off the Genn¡¡us. earned higb praise from friend and Crauford and Nellie Dalrymple-Hay, Young Sandy was educated at Eton 

During one attacl< Craufurd was foe alike for its gallant and skilful beadmistress of Westonbirt and and commissioned into the Scots 
visjting a section post, which he fighting. Downham. and the only woman to be Guards in 1932. He served in Hong 
withdrew to the cover of a building. After the Fall·of France, Craufurd president of the Ayrshire Herd Soci· Kong, but in 193'7 retired from the 
One man had peen wounded. Crau- was posted to India and attended the ety (her most celebrated bull was Army to take up mink farming. 
furd found a barrow, ~\heeled il out Staff College, Quetta . He was HotStuff). Afterhisservic(:duringtheSecond 
under enemy fire and br?ught him attached to tbe Gurkhas and then The Craufurds have been lairds of World War, he was. a ~one officer in 
back to the rest oft~e ;>t'ctlon. appointed Briltade Major to Brig Ber- Craufurdland since tbe 13th century. the Control Co~1ss1on, Germany, 

Although lhe butldmg was set on nard Fergusson in 16th Infantry Bri- 1 he 20th Jaird, Elizabetb Craufurd of . and then bred pig!. in Sutfolk. 
fire by ~erman heavy mortars, an? gade in the 2nd Cbindit expedition. Craufurdland, married J obn Hpuison He was a member of tbe Roy~J 
t\1e s~ction ~ad to find another post· This was the only brigade to march of Braehead in Midlotbian, a prop- Compaoy of Al'(:hers, the Queen s 
~ion, tt conJinue~ to h~ld the cross- into battle, whicb it did in appalling erty granted to the family by James Body Guard for Sc~tlao~. . _ 
ing. For his actions C.raufu~d yvas conditions: the otbers carne in by air. JI after an incident that is part ot ~raufurd marne~ firs t, m 19.>4 
awarded the MC - wh1ch th1s time Alexander James Houison Crau- Scottish folk lore. (d1ssolved 1939), Ohve Montgomery 
\\ ~~ galetted . ford was born on Sept 14 1906, the The story goes that James ll. trav- CuninghatJ?e; and secondly, in 1947, 

l he battahon was ~ubseque~tly younger son of Brig-Gen J A Houison elling incognito in the neighbour- Agatha, widow of J 1 S Thorpe and 
e, acuated from Le Havre. hav1ng only daughter of r:ev A C Lucey. 


