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REF ID:A70867

. FLOW SHEET OF OPERATIONS spsu‘

Requisition from all
other Post components

By mail or courier

|
[T Brench Cnief |
Ex. Off
[T Photographic |
Officer
{ 1 L
Fictat]  [Photoroserd  [Elue Pt (W1 Exlargiag
Detm camera Load camera Make Exposure Load holders Determine camsra Load camera Detm enlarg
setting I l l estting l or redn
Place doc. Foous Develop Arranpe lights Place doc. Feed camera Make expos.
in copyboard I l I in copyboard I |
I
Make exoosure Make exposure Fix Determine exposure Make exposure Remove roll Develop
| | | by' meter ) ,
Derlop Reinovu roll lhlsh Folous camera De'velop Deggiop in  Shortstop
stlneman
Shortstop Develop roll Dry Make exposure ! ;
| in Stineman ? Shortstop Harden Fix
[] L)
HT Harden Trin Relmmro film Filx Plix Wash
{
m:h Fix Sort Develop Wash Wash Dry
Dry W ! h Harden ' ' I
I ala . I Dr'y Dr'y Sort
s {
r:'t v,u'p, Filx Sort Edit Trim
Dr'y Wash £
{
Edit Wipe ‘[
| ]
Dry
|
Reltouch
Opague
|
Sort
|
Make receipt File requisition
Peliver

File receint

+ Photocopyist prcoedure is the same ae photostat

* Brown line prints raquire the making of a negative by the above procedurs and thea
the ecme procedure again in making the brown lims print

»+ Halftons negatives require four (4) different exposures for each negutive
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W.D., A.8.0. Form Yo, 0703 (@Y REF ID:A70867 ® 3 ol

(15 September 193u)

PROCEDURE ANALYSIS (VIORK SHEET)

PROCEDURE* __g3 . 0O ey ,
FORM TITLE: _ammm FORM N0.CYEC0 o 666,
TYPE OF FORM: STANDARD {3 wD [ wD-AGO 3 INTRA-SERYICE [TJ INTRA-OFF ICE 0 voLumMeE _j§ SETS PeER_4
REMARKS -
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION '
COPY ORGANIZATION OR DISPOSITION J
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS[DESTROYS|FILES
3 | Delotype iwiinit Progares = Filoo o ponoat 43 3
for fotuve velaimiis.




. REF ID:A’?DBS?.
SLE NI Number Cheets

CHAMEL FILING TLE REC'D TluiSICSION GL.P T TI'E
TULBTR T 41 LI TYPT ROOGiI TIiT cnT OFR ROD BQ'D
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S5IS-0C Form llo. 666
2 Jamuary 1945
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H.D..rA.G.O. Form No. 0703 éEF ID:A70867 . 1 oF 1

(15 September 1941)
PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE: __Acknowledgement of Receipt of Outgoing lessage by Addressee o

FormM N0 SIS-SC No

FORM TITLE:

TYPE OF FORM: STANDARD [CJ wp [J wD-AGO [T INTRA-SERV ICE KJ INTRA~OFF ICE [ VOLUME JOT SETS PE

REMARKS:

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

et e

copry ORGANIZATION OR | DISPOSITIO
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION _____fD_RWARDS DESTROYS],
1. Receiving Office ) Prepares 1l
1. Addresses Signs name and time of receipt of 1

nessage
1. Receiving Office Placed in permanent file

This form is needed to protect the
Hessage Center, When the addressee
claims not receipt of the message

the esigned receipt is pulled fyom the
file to prove delivery.

25-%



) AHRBESSHCIRGIOBER
OUTGOING MESSAGE RECEIPT

AS OUT No ORIGINATOR

RETURNED TO

DATE TIME RETURNED

RECEIVED BY

RETURN IMMEDIATELY TO MESSAGE CENTER, A BLDG.
S81S-SC Form No. 647
20 July 1943



W.D., A.3.0. Form No. 0703 ‘
(15 September 1944)

REF ID:A?DBB?. oF

PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE:

FORM TITLE:
TYPE OF FORM: STANDARD CJ wD T wD-AGO CJ INTRA-SERVICE CJ INTRA=OFF IcE (T

FORM NO.

VOLUME SETS PER

REMARKS:

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION
COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYSIF I LES

25-5512-30
BN
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¥.0., A.6.0. Form No. 0703 Q REF ID:A70867 @@ oF

(15 September 19u4)

PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE: SPSID - 4

FORM TITLE: _Receipt FORM NO.

TYPE OF FORM: STANDARD [CJ wb ] wD-AGO [ INTRA-SERVICE KX INTRA-OFF ICE (3 VOLUME:____SETS PER____

REMARKS: _The receipts show the division of work between Branches, the material used

within the Branch fer oroduction and westapge. and 2 X r
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

copy ORGANIZATION OR | D ) DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYSIFILES

1 Recording persorinel Prepare receipt X

1 Delivery personnel Deliver completed work & receipt X

1 Originator of Requisition Sign Receipt X

1 Delivery personnel Return receipt to Branch X

Peripdically
1 Fhotogranhic Officer Assign Recordeking Job X
1 Operator (Enlisted) Makes Rozordak film X

GENERAL

35-5812-30M



¥.0., A.G.0. Form No. 0703 2 REF ID:A70B67 OF
{15 September 19u4) . .
PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE: SPSID - 4

FORM TITLE: __ Photographic Requisition FORM NO.

TYPE OF FORM: STANDARD [ wb [ wp-aGO [ INTRA-SERVICE [XJ I1NTRA-OFF ICE [ VOLUME:___SETS PER___
REMARKS: _Requisition comes in from I & L by messenger from mail room, or bv

. eourier from G Branch., E-II1, apd BIJ as main scurcese Others by malle

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

copy| = T orGANIZATION OR - B DISPOSITION
NO. INDIVIDUAL HANDLING PRCCESS ING OPERATION FORWARDS|DESTROYS[FILES
1 Branch Chiet or Ex. Off. Approval or disaporoval X

1 Photographic Ufficer Assign job X

b Operetor (Fnlisted) ¢* Perform necessary operaticns X

1 Recording Persorrel Make receipt X

Periqdically
1 Photogrephic Officer Assign Recordaking Jjob X
1 Operator (Enlistu:) wakes Recordnk film X

** Covered in Appendiﬂ 1

GENERAL

26-5512-30M
SE—




REF ID:A70867
o o

RESPONSIBILITIES AND FUNCTIONS OF THE TRAFFIC SECTION

1. Arrenges for and operates such communicetions channels as may be
required or directed between the Signel Security Agency and other
points.

2. Operates and maintains e message center for the receipt, trans-
mission, and cryptogrevhing of the Signal Security Agency and special
G~2 communications.

3. Operetes and maintzins an exchange service for recording incoming and
outgoing intercept traffic received from United Kingdom sources and is
responsible for certifying communications costs incident thereto.

4. Recelves and records all incoming and outgoing mail, except erypto-
graphic meterisl, and provides mail service to, from and between the
offices of the Commanding Officer, Assistent Commandant, Director of
Communications Research, Control Officer, Arlington Hall Station, Second
Signsl Service Battalion, Chiefs of Divisions and Branches.

5. Maintains a messenger service and an officer courier service and
prescribes mail messenger and courier procedure for the Signsl Security
Agency and Arlington Hall Station,

6. Procures, stores, and issues certain routine War Department publica~
tions dealing with technical operations of the Signal Security Agency.



T @ EEF ID:A70867 . 14 1

w.D., A.5.0. Form No. 0703

(15 September 19u4)

PROCEDURE AN LYSIS WORK SHEET
Circuit Number Check on Inc gaga )

PROCEDURE:
FORM TiTLE: _ Neceived Number Sheets ForM no.SIS«SC NO.659
TYPE OF FORM: STANDARD [J wp [ WD-AGO [J INTRA=SERYV ICE [J INTRA—OFF ICE [0 VOLUME -_"_SETS PER.E_
REMARKS:
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION  [FORWARDS|DESTROYS|FILES

1. | Teletype Sub-Unit Prepares = Files in permanent file

for future reference.

Thic foru is needed in order to keep a
station to station check of messages
passing over a particular eircuit during
a 24 hour period. It is also needed
for the purpose of keeping a constant
check on unanswered RQ's.

25-3512-30¥



‘ REF ID:A70867 Q

RECE Z B Number Sheevs

IDENTIFYING NBR. GRP. CRT.

¢IS-3C Torm No., 659
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W7D A.8.0. Form Wo. 0703 @ EEF ID:A70867 e 1 oF .3

{15 September 194u4)
PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE: _ Hester Logging of Incoming fLecsages

FORM TITLE: _Arlington flall Station Liessege Center = Inesning

FORM NO.SISeCC flo (2

TYPE OF FORM:  STANDARD [] wp [C] wD-AGO [ INTRA-SERVICE ) INTRA-OFF ICE TR VOLUME :_DASETS PER 4
REMARKS: ——— e

DETAILS OF PREPARATION PROCESS ING AND DISPOSITION
COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYS|F1LE

b | Receivin; Office Jrepares « Files 4 wermanent £ile for 3

foture pefererce.

Thio forn 45 nceded in oxder to koep 4n
ons place all pertinent facts about all
inconing mecgaged. This file is yefc
to conotantly ond 19 of tho utmost
importance in cupplying prompt answers i«
questions conceraing incoming messeges.

e e e - 25-5512~
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. @ EEF ID:A70867 @ a3

¥W.D., A.G.0. Form No. 0703

(15 September 1914)
PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE: ; *3 _An e File Rpevesem
"""VW"H ey WP WAFERRY RS

FORM TITLE: _Xnconins Code Hoom o Sheeta FORM NO.23CafB Ta 4%

TYPE OF FORM: sSTANDARD [0 wb 0 wD-AG0 T INTRA-SERVICE 1 INTRA-OFF ICE Cgf VOLUME. g SETS PER g4

REMARKS: e me— = - .
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION
cory ORGANIZATION OR | ) o ) :_-:-DIS-POSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATI!ON . F_(.\_Rl“iR_DS_DESTROYShFILE
b § Code Roon Prepoyes » desi".royed after comleted 1

Thie form 1 neceded to keep a conotant
control of incoming messages in the
code roon, It indleates to the officer
the location of cach mesnage and who
dag 2%, It aioo indicatos to the
offlcer 0w long the mocsage hcs bLeen
in tho exde moome 3Its Jreatest value
ig that 1% Crectly zeduses the chance
of o mosgage bacoming mioplaced in the
code roan,

25-5512.-3
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e, ® REF ID:A70867 .

vw.D., A.5.0 Form No. 0703
(15 September 19u4)

PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE* 4 2 Maggnee M8atnidating

FORM TITLE: _ 008
TYPE OF FORM* STANDARD CJ wp T wD-AGO [J INTRA-SERVICE [ INTRA~OFF ICE E

ForM No Dommeideoond

voLume & sets per_d

REMARKS

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

DISPOSITION
FORWARDSIDESTROYS|FILES

ORGANIZATION OR

INDIVIDUAL HANDLING PROCESS ING OPERATION

poeiving 0ffice Pregores «» Tilce in porssnent file
for future reforente.

his forn 17 noeded to yrooord the
couplete disteintion of all copleo
of such incoming aossages It i alco
ueed o wil 7 the peceipts have
teen returned, Thie io dome ty noking
5 cheelk mark deaide e copy meber
vhen tho reoeipt ks been yetummed.

25-6512~-30M
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?:B..J.E.O. form No. 0703 wEF ID:A70867 . 1 0F 3

(15 September 19ui)
PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE: __Cheekinz Lction taken on Incoming liessages. S S
FORM TITLE: _gotlen-S)M FORM NO&IQulr Hn
TYPE OF FORM: STANDARD [J WD CJ wD-AGO [J INTRA-SERVICE [3] INTRA-OFF iCE (3 VOLUME -BQ,SETS PE
REMARKS : — - -

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

corY ORGANIZATION OR | DISPOSITIO
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDSIDESTROYS|:
. Reeeiving Of9%c0 Jrepares b}
2 Receiving Office srepares » £iles in suspense
1a Addressee Signo axd isdicates cstisn 1
1. | Receiving 0ffice - ‘ Piles '
2e Recetving 0fficc Remyve from file 2

This form is needed to supnly necossary
information in following up unanswered

incoming nessagen.

25-6



——, AMTREPLEER A 70867

AS CK IN § ASSIGNED TO
DATE & TIME DELIVERLD

NO ACTION NECESSARY LIR. MSG., ETC.

FROM
ACTION COMPLETE slISWERTD BY
LCTION PARTIALLY COWPLETE

SIGNATUEE

THIS ACTION SLIP MUST BE RETURNED TO THE LESSAGEL CENTER
WITHIN 24 HOURS.

51S-SC Form No. 648 >ob OTHER SIDE
29 July 1944 ‘



REF ID:A70867
1. REMARKS SHOULD INCLUDE REASON FOR ONLY
PARTIAL ACTION AND ESTIMATED TIME OF COMPLETIOK.

2. THE SIGNATURE SHOULD BE THAT OF THE PERSON
IN EACH BRANCH CHARGED WITH THE RLSPONSIBILITY OF
KEEPING RECORDS ON ALL MESSAGES.

3. IF ACTION HAS BEEN IINCORRECTLY ASSIGNED,
NOTIFY THE MESSAGE CENTER IMMEDIATELY OF THIS ERROR.

SIS-SC Form No. 648
29 July 1944

-
.-
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W.D., A.6.0. Form No. 0703 . REF ID:ATDBB?' 1 oF_}

{15 September 19u4)

PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE: _Atknowle y Addressve

FORM TITLE: _{HS «_Incoming Le ﬁeceipi’- FORM NOSISeSE fin (41
TYPE OF FORM: STANDARD [CJ wDp 1 wD-AGO CJ INTRA-SERVICE INTRA-OFF ICE [ voLuME 6B SETS PER@
REMARKS:

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDSIDESTROYS|F1LES
1. Receiving Gffice Prepares 1

b ¥ {ddrecsee Si/ns none and time of receipt of 3

neashce
1. Hecolving Office Placed in pernanent file 1

This form is necded to protect the
Uessage Center, U(hen the addressee
clains no receipt of the message
the signed receipt is pulled fyonm
the f£ile to grove delivery.

25-5612-30N



AHS MESSAGERGENTHB

Xl

INCOMING MESSmTGE RECGEIFT

AS CM-IN No._ COPY No

,FOR _____BRANCH

DATE TIME SENT

RECEIVED BY

RETURN IMMEDIATELY TO MESSAGE CENTER, A BLDG
SIS-SC Form No. 641
12 July 1944




.. " . REF ID:A708B67 , . 1 oF 3

M. )
w.D., A.5.0. Form No. 0703

{15 September 1944)
PROCEDURE ANALYSIS (WORK SHEET)

prOCEDURE: __ Mmster logging of Outgolng lessages

FORM TITLE:
TYPE OF FORM: STANDARD (1 wp T wp-AGO T3 INTRA-SERVICE [ INTRA-OFF ICE (3@

ForM NoSISSC No. 627
VOLUME Y&/ SETS PER_G

REMARKS:
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION
corPYy ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORﬂARDﬂ%ESTROY#FILES
1. | Recelvihig 0ffice Prepares « Fllen in permanent file for } 8

future reference,

This foon is noeded in arder to keep

in coe plece all pertinent faots sbout
all outroin: nesseres, This file is

referred to constantly and 4e of the '
ttmet irportande in supplyins Sropt
ansvers to gueations concerain? outgoing
DESBAT0D e

25-8512-30N
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u.0.%a.6.0. Formno. 0703~ @)  REF ID:a70867 @ L 0F
(15 September 19u4) -
PROCEDURE ANALYSIS (WORK SHEET)

3 ~,
v paegmiry Som ©wwd gun B

PROCEDURE: B ’ s & Ny ] i L3210 )

FORM TITLE: __{lome FORM 0. Crpmcbeped—
: - - P

TYPE OF FORM STANDARD 3 wp [ wD-AGO ] INTRA-SERV ICE [CJ INTRA-OFF ICE q VOLUME _$SETS ER_-_

REMARKS :

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

DISPOSITION

corPyY ORGANIZATION OR

NO. INDIVIDUAL HANDLING PROCESS ING QOPERATION FORWARDS{DESTROYSIFILES
¥ 3

b § woceiving Gffice Treparee o Llics {2 covoanent £1lo 3

i S 40 noeded Sn aeaignivg
conseaitive noosa 0 Mo o negongen
ocareyin, soolad noerin. eerico.

25-5512-30M
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V?D’.e;:i'.ﬁ.o. Form No. 0703 .R“EF ID:A70867 . 1 oF )

{15 September 1944)

PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE: _ Assigmment of Cryptogranhic Cyotem end Proper Addvess to Outeoins glaaniﬁsd

FORM TITLE: Nomo FORM NO. Upeumberes
TYPE OF FORM: STANDARD [CJ wD ”J wD-AGO 3 INTRA-SERVICE [ INTRA-OFF ICE [T voLuMme 10 seTs PeERt
REMARKS: e

e

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS DEEI’}‘_’VS’_F”
i G0 Branch Frepares « Addrescorrephed p
b § Crypto Pile Sub=tnit Yrepares « Places on forn gyocten muber
Uessege Center of ¢rypto cyetenm held by unit indicated
on the forn, "iles in soymanent Lile,

This form s needed %o check the addresd
on oulgoling classified messcpoo. Since
thio forn chous all crypto gystons haid
by the addresses, 1t 1o veed In celectin:
the mroper cryplogiashic aysten for
cncipherin: the nessage.

OR.RKK19



8

REF ID:A70867

SYS

SYS

SYS

SYS

SYS

SYS

SYS
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U.D.,_T.B.O. Form No. 0703 . REF ID:A70867 ‘ 1l OF 1l

(15 september 1944)

PROCEDURE ANALYSIS (WORK SHEET)
PROCEDURE: __Control of Outgoing Messages in the Code Room

FORM TITLE: _Outgoing Code Room Log Sheets ForM NoSIS-SC No 631
TYPE OF FORM: STANDARD [J wb [ wo-AGO [ INTRA-SERVICE [) INTRA—OFF ICE VOLUME . "7 SETS PERA
REMARKS:

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COoPY ORGANIZATION OR __ DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYS|FILE
1 Code Room Prepares - destroyed after completed l

This form is needed to keep a constant
control of outgoing messages in the
code room. It indicates tbethe officer
the location of each message and who has
it. It also indicates to the officer
how long the message has been in the
code room. Its greatest value 1is that
it greatly reduces the chance of a
message becoming misplaced in the code
room,

SSRafirR1I0._qar
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k_ :.l/ ll
V.0 %.8.0. Form No. 0703 .
(15 September 1944}

REF ID:A70867 .

PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE" __Longin: of Cerelens
FORM TITLE' _Seppice o2

TYPE OF FORM: STANDARD [ wD [ZJ wo~AGO [ INTRA-SERVICE CJ INTRA-OFF ICE B8]

REMARKS :

VOLUME s SETS PER_{§

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

ORGANIZATION OR
INDIVIDUAL HANDLING

DISPOSITION
PROCESS ING OPERATION FORWARDS| DESTROYS|F1LES

Qedatype Cubelalt

Jrexren « Pi2oo 4 gevoonert Sk for

Sporiay
DeoRssy> ‘afotmation far the Swonpd
bandiline of defoctive oooRagcy voguieing
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JAP MIC.ITARY RECEIVFD
IN POINT TV POINT

Traffic and tape remains on respective
equipmnt until string of 10 to 30
messages has been completed, During
this pariod the material is inspected
and notation of bad messages is made
on slip heading which preceeds and
identifies the material included. Also
during this process the traffic string
is stapled and identifying remarks are
placed on the back of the copy at the
head of the string. Vhen tape is of
sufficient length, the end is inserted
in a rewind reel core and it is wound
on the reel sutomstically. Fhen string
is finished, tape is removed from reel
and traffic is taken from machine.

The material is taken to a work table,
a distance of 6 feet, where each
message on the string is time stamped,
the tape is sacured and marked with the

game identification as is put on the
copy, and slip heading handed to
Service Operator.

It is now ready to be placed in a
hamper on the same tahle to await
scheduled delivery to Records and
Distribution Unit,

All material is delivered to Records
and Distribution Unit., 75 feet.

Operations-=--2
Inspections-=1
Deliveries«=-=2
Storagee=====l1

b 8
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PROCEDURE CHART
OTHFR TYPFS OF INTFRCEPT TRAFFIC
RECEIVFD IN PUINT TO POINT

Material remains on equipment until
string of messages is completed. During
this period it is inspected end notation
of bad messages made on slip heading
wh'ch preceeds and identifies traffic
included.

Traffic is taken to work table. 6
feet.

Traffic is placed in hamper.

Traffic is delivered to Records and
Distribution, 75 feet.

Operationge==l
Inspections==1
Deliveriege~=-2
Storagee-==«-1
Distance----81 feet
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JaP:2ESE JILITARY TRaSFIC E=CTIVFT FROM E.S.C.

Ikis treffic is nrocessed in the ss=e¢ mruner es Jecpenese Militery
traffic received in tne Point to Point Sub-Unit except th:t eny necessery
services rre nzde by the B.S.C. operstor immedistely ofter the trausmission
of a traffic string.

OTH:& TYPES OF I.TERCEXT TRLSFIC FZ SFIVEL FrOk B.S.C.

171e wreffic is uvrocessed in tae sexe miuner =s other tyves of
treffic received ir the Point to Point Sub-Unit except thiet any necessery
cservices ere aece by the B.S.C. operstor immedittely after the trens-
zission of = treffic string.
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JAPANESF. MILITARY RFCFIVFD
FROM RADIO CIRCUITS

String of enciphered tape remains on
reperforator until completed,

Completed tape 1s torn from reperforator
and placed in local circult transmitter
distributor where s clear text heading
giving necessary information results,

At this point, trensmitter is stopped
and deciphering equipment is set up,
Transmitter is again started and material
is run off. This is a step by step
operation and must be followed in order.
Inspection takes place during this oper-
ation, and necessary notations made on
heading.

When completed, traffic is removed from
machine and taken to work table where
necessary information is logped, messages
time stamped. 6 feet.

Traffic 1s placed in hamper to awsit
delivery.

Traffie is delivered to Records and
Distribution. 5C feet.

Operations-=-1
Inspections=-1
Deliveries==-2
Storagaec=ee=2
Distance«---50 feet

NO™: Other traffic received by this means is handled in the same
manner except that it is not time stamped.
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INTEFCFPT TFAFFIC RECEIVED FROMN

NAVY
L alaty )
4
| Traffic remains on machine until run is
! | completed. Usually 2 to five messages.
\1 Inspection end logging takes place.
/
/
Traffic is removed from machine and
:7’ placed in out box for delivery to
Records eand Distribution. 65 feet.
(t) Traffic delivered to Records snd
Distribution,
Operations===l1
Inspections=-1
Deliverieg==el
Storagge-ece=-l

Distances~=-=65 feet
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33 WMV VI

- 3 JAPANESE AFMY TRANSMITTED TO B. S. C.

for transmission and held until eircuit

\ / Tape is received from Machine Fcom ready
time available.

| PEEERE Necessary heading information given and

4 i contents of tape transmitted. Necessary
logging is done during this veriod.
Material checked during transmission,

N Tepe destroyed after transmission.
|
aD Three copies of finished product teken

to out box and file., 6 feet.
One copy in out box for Traffic Fxchange
Unit. One copy in out box for Machine
Room. One copy filed for 24 hour
reference,
Operationge--l
Ingpections==-1
Deliverieg~-~1
Storageeee-=-2

Digtancee===-6 feeot




REF ID:A70867 .
PROCEDURE CHART
: OTHER TYPES TRANSMITTFD TO BSC

Copy of traffic to be sent is received
from Treffic Exchange Unit, pre-sorted
by type and precedence, and placed on
table.

f/:ijtfi:) Material assigned message numbers.
Material placed in redtal distridbutor
for pick-up by operators for perfora-
tion,
Material picked up. 8 feet.
Material placed on machine,

!
{ ) Material perforated.
-j§§%i\ Tape held until eircuit time available.
P4

,i
) Tape trensmitted to BSC with necessary
[ heeding information. Logged during

E this process and inspected.
-4

' Three coples taken to out box and file.
6 feet.
One copy placed in out box for Traffie
Exchange. One copy filed for 24 hour
reference. One copy destroyed.

]
[y

e tm— e .

Operationse«=3
Inspectiong-<l
Deliverieg=-«2
Storeges==c==5
Distence---=14 feet

.
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PTOCEDURF CHART
INTSPCFPT TEAFFIC TPANSYITTED TO
NAVY (JAP MILITARY)

Material is Received from B-14 unit and
placed on machine to awvait transmission,.

Materisl is transmitted and necessary
logeing and inspection takes place,
Ackment received.

Material is delivered to tube terminal
for return to B-IV, 65 feet.

Operationge--1
Inspections--l
Deliveriege--l
Storagemcea--]
Distancee««-65 feet

Dinlomatic traffic for transmission to Navy is handled in the
same manner eveept thet it ie received from Records and
Distribution and returned upon completion. Distance is the
same,
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PRONBRME “Awanm
FWWEII UG WAL

OUTGOING ADMINISTRATIVE TRAFFIC
T0 BSC

-1
Material recelved from Message Center
Clerk whe delivers into hands of Trick
Chief.
f"\\
{ Trick Chief assigns message number
K from log.
\‘/
Material is placed on machine to await
‘;E77 transmission,
4 \ Material is transmitted, inspected.

Corrections ere made if necessary.
Ackment received,

Original and three copies held for return
to Message Center,

Material delivered to Message Center.

Operationge--2
Ingpections--1
Deliveries--=1
Storeges-e===2

NOTF: Outgoing operaticnal traffic for NAVY 1g handled in the same
manner.



C PROCEDURE CHART '

ADMINISTRATIVE AND OPERATIONAL TRAFFIC
RECFIVED FROM POINT™ TO POINT STATIONS

Message remains on machine until com-

: pleted, It is inspected during this
\ process,

N
J_\ Completed message 1s placed on Service
\ Desk where necessary logging 1s done
-

' and it is time stamped,

Message is delivered to Message Center.
150 feet.

Operationse==--1
. Inspections--1
Storageacce==
Deliveriese.=l
. Distance=e-<<150 feet ‘

NOTEs Urgency and condition of memssage dictates whether it is stored
after the logging and time stampling phase. If a correction is
needed, thc message 1s held at the Service Desk until it is
complete, If more urgent traffic must be handled before delivery
cen be made, it is also stored at this point,

The above process chart demonsitrates the procedure on the
messages received on the contril eircuit adjacent to the
Service Desk. Those messages received on other circuits
require a transportation to the:8ervice Desk up to 14 feet.

|

?
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VT Uune VARG
JAPANFSF WEATHFR RECEIVED
FROM STATIUN TVO FOR RELAY

TO NAVY
S 7
N Traffic and tape remsins on respective
. i equipment until string of 10 messages is
complete. During this period the material
. - is inspected and notation of bed messages
made on slip heading which preceeds and
J l1dentifies the material included.
¥hen string is finished copy is tsken to
( work table to be placed in hamper for

delivery, and slip heading ir handed to
service operator., This is a distance of
6 feet.

Copy in hemper until delivered.

Delivered to Records and Distribution
. along with other material.

:) Tape is delivered to relaying point, e

S distance of 30 feet.

Y;;? Tape is held at designeted point awsiting
trensmission,

Transmission takes place. During this
_QN\\\ process, proper logring is done., F¥hen

completed and receipted for, tape and

. copy are destroyed. Corrections are

mede as necessary on this traffic.

Operationg=--2

Inspectiona=--1

Deliveries-~-3

Distence===121 feet
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UNRG VIOAT)

MAIL TRAFFIC RECEIVED FOR DUPLICATION

THIS FUNCTION IS PERFORMED BY ALL OPFFATORS HAVING OTHER PERMANENT DUTIES, THE WORK
IS DONE DURING LULLS IN TRAFFIC HANDLING OPERATIONS,

Traffic is delivered in bulk by Records and
Distribution unit and placed on table,

Materiel is counted by station and type and
recorded.

Material is placed on distribution table to
be worked on by operators as time allows,

Material is taken to perforetor by operator,
(Distance variable)

Material is prepared on tape.

Tape and copy carried to table, (Distance
variable)

Tape and copy pleced on table to await next
action,

Tape and topy taken to available locel circuit.

(Distance variable)

Tape run through loecal circuit and extras copy
made,

(cont,)
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-

Bulk original and teletype copy taken tc table.
(Distance verisble)

Material placed on table to await next action,

Continuous string of teletypd copy i1s cut into
individual messages and each messsge is stapled
to original. mail copy.

Finished product is placed in hamper to await
deliver to Records and Distribution,

Material is delivered to Records and Distri-
bution, 50 ft,
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44.D., A.8.0. Form No. 0703 ‘ REF ID:ATDB{S?' 3 o 8

- (15 September 1944) } .
" PROCEDURE ANALYSIS (VIORI( SHEET)
PROCEDURE: __IOGGING TRAVFIC
FORM TITLE® JPERATORS HUHER SHER
TYPE OF FORM* STANDARD [ wp (&) wD-AGO0 [ INTRA-SERVICE [ INTRA-OFF ICE (O

FORM NO.

voLuMe _@0seTs PER_@

REMARKS
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION
COPY ORGANIZATION OR DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYS|FILES
1 Teletype Su-unit Prepares
1 Reocords Sob-mmit Extraots data b §
1 Records Sub-unit Destroyes after 3 months, )

This form is used for logging ineoming
-| where necessary and to supply informa
given by the source,
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RECEIVED NUMBER

Tiuz OPERATOR SIGNED

52
58
54

55
56__
5T
58.
59
L T
61
62
63

60.

45

46, .. - ..
LY (R
48

49

50,

U 8. GOVERNNENT PRINTING OFFICK 1 1843 10—37045~1
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“w.p.7 A.8.0. Form No. 0703 .
(15 September 1944)
PROCEDURE: __ROGGING TRAFFIC

FORM TITLE: __OPERATORS NIMBER SHERD (SENT)

TYPE OF FORM: STANDARD (T wo,ﬁl WD-AGO [ INTRA-SERV ICE [ INTRA-OFF ICE (3

REF ID:A70867 ‘ 3 or__ 2

PROCEDURE ANALYSIS (WORK SHEET)

Foru no. WDSIG 138
voLuME _§& SETS PERQ_

REMARKS
DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COPY ORGANIZATION OR DISPOSITION _
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS|DESTROYS|FILE:
p | Teletype Subeunit Prepares 3
) | Records Sub~unit Extracts data 1
3 Records Subeunit Destroys after 3 months 1

) This form is used to log outgoing intereppt tr: OOIJL.
administrative and operatiomal notes, anfl to s ne

esgary information regarding the traffic
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@ o

OPERATOR SENT NUMBER SHEET

Cireust

NUMBERS

FroM—

V. 5. GOVEANEENT PRINTING OYFICE




wj).-.-a.:.o. Form No. 0703 . REF ID:A708B67 ‘ 1 or 3

(15 September 193%)
PROCEDURE ANALYSIS (WORK SHEET)
TRAFFIC

PROCEDURE* ___CHECKING WD RELAY POINTS HANDLING INTERCEPT

FORM TITLE: 'ATION CHECK SHEET FORM nO._ NONE
TYPE OF FORM®  STANDARD [ WD [ wD-AGO [J INTRA-SERVICE [ INTRA-0OFF IcE (KD voLuMeE _8 SETS PER_
REMARKS - _

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

COPY ORGANIZAT 10N OR : DISPOSITION
NO. INDIVIDUAL HANDLING PROCESS ING OPERATION FORWARDS DESTROYS|F11
1 Teletype Sub=unit Prepares h §
p | Records Submunit Files #ith comparative 138 )
1 Records Sub-mmit Destroys aftex 3 months 1
o These forms are necessary to cheek relsy| pointg invol
in trensmission of enciphered intercept fraffic in T
to insure its receipt and to get repeats| when neces
without going back to the originator, ed
used by the relay point is governed by Se




1 * o - N
. REF ID: ATDBE@ y
JOX0 CHLUA Sppbd '
L da bl BELATES QP! G LULREE

.-.': -

"

o n ol

rl,nl

Ca N o~ - -

- o B TR L g Y

o W

R X ~ EEe e e I

' .
-

— - "

el "m. - mger LA T o r-a---- L

LTS

- e -

), L ¢ s QL e Teiah el v Al Tt W - [

MLttt | WP e e

f

Sl AT B are Sl Gkl W~ nAe W ~ T R~ et o e A e o e e AT n !
§

!
'

POIRANSSI W W R sk Sy SRR SR IPAes  Ssaprglie gy L Tl amrglam N1 4 EE O g O el = Y - .n\-nA i ahARN . 1. =k
H

.
L]
L DO - g - iy oy 1 g o} -

i ] )

a -

=

e Dl L
- %

nashimne mfch o pedie. B

Ly I Mgt I st guiea Pl Y, Bl Ll bl 1
» r
t §
g
- - - b - L LY T e g Pe g
b
~ - l’ 7 1
N £
- x Lans ‘!‘ !_— FL
[
. } -.l.
e e s g B sorroulh Sweny grvan e U e - Rl L A L ) o e =
o v “e
-
1 { .
rortn maeetm § T RS T e -A’- - --\.-M1L-..-a.
- 1
b
E
PR LU TN TP DA LS " -.--»«..1 - -y e M M W ey bt LU G e
14
t )
A -
-F-pn-u-‘ e -n--l‘.-u - » 1 - - 'i.
~ 4
. el 4
e -




[ ] i \
1Y L]
.
«~e \ , REF ID:A’?DBE?
! -
LUs st LT L . TRy LU..Lult . ils. a4 HKS oP3
L) -
"
1 |
> — e mu e Ll ey e S B - - - [ ———
*y
5 !.‘ A}
¢
1
i : 1 X Y
- -—— - A RN L ---1.-‘ Ll L v
\ . i ¢
|E !
o — s e W S - - = el o ———— - 1 -
]
I,
e e - -
1 [
)
. 1
- o e - e e e L - Beaey v, g SR -y - —— W -
\
\ e \ -
' .!. ;
\ 1 s ate
. {
[ ~
i )
-dan - a ¥
r ' i
i 1 \ :
1 4
[§ T
: b
i .
-——— e i - . —
— - S W W -\l—! e Sl . o = ﬂ L] - — L e el - i
1
3
e S i -
H LY / .
)— — e~ w - - < - m e - [ T S - -
\\
a—— ‘\ -
! {
SRS R UUR USRI S L e ]
3
r
- - [ N U S ——
. " f
S S R , v — o
) r v
A s 4 j_ ~ -




—-‘"—

e REF ID:A70847 '
@ v
31ATION 30 CHECK SALET

XNE : XKP
. UL.BER RELARKS OPR. NUGEER RELARES

.‘//\




D > @

_.5B, KRe

ll
-

REF -ID:A70867 C

%

JGTA (HECK SEEET
, W4, NR. , AEMARKS

NR. M8GS

P

|
‘

N\ _M\Jg




)

V.D., A.8.0. Form Ho. 0703 . REF ID:A70867 ‘
{15 september 19a%)
PROCEDURE ANALYSIS (WORK SHEET)

PROCEDURE ;.__Becording of Elapsed Time
FORM TITLE® &< B, Flapsed Time Log FORM NO.___None
VOLUME __ B SETS PERG:

TYPE OF FORM® STANDARD T wo ] wo-AGO [TJ INTRA-SERVICE [ INTRA-OFF ICE [

REMARKS

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION

DISPOSITION
FORWARDS|DESTROYSIFILES

ORGANIZATION OR
INDIVIDUAL HANDLING PROCESS ING OPERATION

Sud Unit 2/ Prepared b §
Records Unit extracts
necessary information
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J¥ ELAPSED TIME LOG
DATE
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1. Point to point servieing is done under the direct supervision
of the Chief Operator and invalves the central control of all eircuits
pessing treffic from the Pacific Area. The servioing is accomplished
over a single conference cirouit on a scheduled basis following a set

procedures

a., Slip heading for a string of traffic is handed to service
operator by teletype operator. Notations have Leen made on the slip
heading by the teletyps operstor indicating that all msssages in the
string are satisfactory or that certain message requires correction or
repetition, (Semple heading attached, Exhibit A).

b. All #lip headings on traffic from a single sourcs are held
at service desk until the scheduled service time, A service message is
then prepared from dats appearing on slip headings., This date includes
asasages catisfactorily veceived and messsges requiring corrections or
repests, and is prepsred on a service slip, (Exhibit B).

c. Ssrvice is treansmitted to souroce concerned and page copy of
transaitted service is attached to service alip and all slip hesdings
from which date was obtained, (Fxhibit C), This materisl is filed in
live file until service is answered,

d. Then answering service is received, reference is made by the
source to original service mmber and the traffic requiring correction is
retransmitted.

e. Slip heading is handed to ssrvios operator and retreansmitted
traffio is passed on in normal manner.

f. If answering service is complete, original service is placed
in dead file and held for 24 hours after which it is destroyed.

ge If enawering service is incomplete, the slip heading is held
for next scheduled gervice,




1, Radio relsy servicing is accomplished by the Triek Chief of
the Radio Relsy Sub-Unit. Only two intercept sources are involved,
¥S~4 Asmara snd WS-8 New Delhi. Both of these sources share the same
channels to WAR and SSA, Servicing i1s sccomplished on a two-line
schedule depending upon redio circuit condition,

2, Servicing is done as follows:

e, Trick Chief periocdically inspecte log sheets (VD SC-138)
and the acoompenying check sheet for messages or tepes requiring service,

b. Service is prepared in rough drsft and gervice is trans-
mitted. Page copy of service remains on machine,

¢. Serviced traffic 1s retransmitted by source and hendled as
original traffic, Entries on log (¥D SC-138) and check sheets are
completed by teletype operator.

d, Logs and cheok sheets again periodically checked by Trieck
Chief and service procedure is repeated.

&. Page copy of services checked by duty officer and destroyed,




