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Make exoosure Make exDosure ' ' . De"Yelop Re~Ye roll 

' ' Shortstop Develop roll 
I in Stine~ 

Fix I 

1 Harden 
Wash, Fix 

I I 
Dry Wash 

I I 
Snrt Wipe 
t I 

Dry 
I 

Edit 

REF ID:A70867 
il.OW SHEET OF OPERATIONS SPS. 
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REF ID:A70867 I OF..-1.___ 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE • --tClnll!ll!alediHf(l1~$billlllllo.~Qt~a.k~;a-...aca~Qru.rt.p416'1~iiiQil/i;§-fu:l)ai*J ... agl._--~---..__-------

FORM TITLE: SC$ 9•1 • 0Utl 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 0 INTRA-OFF ICE ~ 

R£MAR-KS 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
COPY ORGANIZATION OR 

NO. INDIVIDUAL HANDLING PROCESS lNG OPERATION 

' 

FORM NO.~ Do
VOLUME ~SETS PER_jl 



• 

SIS..OO Form llo. ~ 
2 Jo.uuary 1945 

REF ID:A70867-
! k 1{ l llumber Cheets 

OPR 
Tir1F 
R~'D 
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w.D., A.t.o. Form No. 070' 
(15 september 19U) 

tjEF IP:A70867 1 OF 1 

PROCEDURE ANALYSIS (WORK SHEET) 
PlrOC E"DU RE: Aolmowledgemat ot Receipt of Outgo!ng l'Sesaage b,y Addresaee ________________ _ 

f: 0 R r.f T I T LE : ARS lesaage Center • OU.tgoing Jlessage Receipt 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I NTRA..SERV ICE ;[] INTRA-OFF ICE 0 

REMARK~:-----------------------------------

DETAILS OF PREPARATION, PROCESS lNG AND DISPOSITION 

FORM N 0 S:rs-st IO 

VOLUME lfll..sETS PE 

C 0 PY 

NO. 

ORGANIZATION OR 

INDIVIDUAL HANDLING PROCESS lNG OPERATIO~ 

[_~~_D_IS POSIT I 0 

---- _t O_RWA RDSI DEs TR OYSI· 

1. Reoeiv!DI otf'iee 

1. Receiving Office 

Prepare a 

Signs Dame aTKl t1me ot receipt; ot 
message 

Placed 1n peruu.ent flle 

fhis ton is needed to pJ:'oteot the 
Message Center. When the addressee 
claims DOt receipt ot the mea._ 
the signed receipt 1s pulled trom the 
tUe to pl'Oft del:lve17. 

1 

1 



-· AH~i!s~MI. 
OUTGOING MESSME RECEIPT 

AS OUT No·-----ORIGINATOR-------

RETURNED TO------------------

DATE TIME RETURNED·------·--------

RECEIVED BY-----------------

RETURN IMMEDIATELY TO MESSAGE CENTER, A BLDG. 

SIS-SC Form No. 647 

ZO July 1943 



W.O., A.G.O. Form No. 0703 
(15 september 191PI) 

.. 
e --REF ID:A70867 e ___ OF __ _ 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: ______________________________________________________________________ _ 

FORM TITLE: ___________________________________________________ FORM NO. _________ __ 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 0 INTRA-OFF ICE 0 VOLUME _SETS PER_ 

REMARK~: ----------------------------------------------------------·--------------

COPY 

NO. 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

ORGANIZATION OR 

INDIVIDUAL HANDLI~G 

• 

PROCESS lNG OPERATIOtl 

DISPOSITION 



--
W.D., A.&.O. Form No. 070' 
(15 Septenper 19"") • REF ID:A70867 tf ___ OF __ _ 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: __ ~S~Ps~·I~D~--4~-------------------------------------------------------
FORM TITLE:~Rwt~c~eui~p~t~-------------------------------------------FORM No. __________ _ 

TYPE OF FOR"': STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 1]1 INTRA-OFF ICE 0 VOLUME :_SETS PER_ 

REMARKS: The receipts show the division of work between Branches. the material used 

••thin thA Branch fer ~reduction and wasta~e. an~ ~r;_e!idenge of the return of origipalte 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
- - -- -

C 0 PY ORGANIZATION OR D IS POS IT I 0 N 

NO, INDIVIDUAL HANDLING PROCESS lNG OPERATION ~ORWAPDS DESTROYS F llES 

1 Recording personnel Prepare recej pt X 

1 Delivery personnel Deliver completed work & receipt X 

1 Originator of Requisition Sign Rece~pt X 

1 Deliver/ personnel Return race 1 pt to Branch X 

- -- - - - -- - - - -- - -- --- - - - - --
Peri pdically 

1 Photogranhie Officer Assign neoordaking job X 

1 :)perator (Enlisted) V~kes Ro~ordak film X 

GENERAL 

311-IIIHll-3011 



V.D., A.G.O. Form No. 070, 
(15 septeneer 191lll) 

REF ID:A70867 e 
PROCEDURE ANALYSIS (WORK SHEET) 

___ OF __ _ 

PROCEDURE: __ ~S~P~S~lD~-~4--------------------------------------------------------
FORM TITLE: Photocraphic Rea1.dsition FORM 110. _________ __ 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I IITRA~ERV ICE 1XJ I IITRA-OFF ICE 0 VOLUME :_SETS PER_ 

REMARKS: Requisition comes in from I & L by messenger from mail room, or bv 

_ ~o~rier from D Branch. E-llt. and BII aa main spurges. Others by mails 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
-- --------------------~--------~~--~---==========~~-----r---------------

COPY ORGANIZATION OR D IS POS IT I 0 N 

NO. INDIVIDUAL HANDLING PROCESS lNG OPERATION IFORIARDS DESTROY'S F llES 

1 Branch Chiel' or Ex. orr. Approval or disaporoval X 

1 Photographi~ Urfic~r Assign job X 

l Opera. tor ( Fnli s tt_ d ) •• Perform necessary operaticns X 

1 Recording Persor~el l!ake receipt X 

----------· ------------------
Pericdically 

1 Photofrsphic Officer Assig~ Recordaking job X 

1 Operator (Enlis~o~) :takes Recordo.k film X 

•• Covered in AppendiJ 1 

GENE!?.AL 

- - - -------'------------ - - -- - --------------L -- -



e REF ID:A70867 

RESPOllSIBILITIES AND FUNCTIONS OF THE TRAFFIC SEC'l'ION 

1. Arranges for end operates such communications channels as may be 
required or directed between the Signal Security Agency and other 
points. 

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

3. Operates and maintains 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. Receives and records all incoming and outgoing mail, except crypto
graphic material, and provides mail service to, from and between the 
offices of the Commanding Officer, Assistant Commandant, Director of 
Communications Research, Control Officer, Arlington HaJl Station, Second 
Signal 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 Signal Security 
Agency and Arlington Hall Station. 

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



r -.. • REF ID:A70867 e 
W.D., A.I.O. Form No. 070, ~ 

__ l_oF_l __ 

(15 September 191U~) 
PROCEDURE ~LYSIS (WORK SHEET) 

PROCEDURE: Circuit Number Check OD IDe ng f4es8ages 
Received Number Sheets s~-~,. ,.,Q 6 . .c:n 

FORM TITLE:------------------------- FORM NO • ....,_ '~v• '77 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I NTRA...SERV ICE 0 INTRA-OFF ICE ~ V 0 LU ME ._!_sETS PER_!_ 

REMARK~: -----------------------------------------------------------------

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
C 0 PY ORGANIZATION OR DISPOSITION 

NO. INDIVIDUAL HANDLING PROCESS I NG OPERATION FORWARDS DESTROYS FILES 
---------- - - - - - - - --

' 

1. Teletype SUb-unit Prepares • Files 1n p8l'llla!Jent tile 
for future :reference. 

-
0 

J -- -

'lhic foro ia needed in order to keep .a 
station to statioD check of messages 
po.ssing over a particular circuit duriJll 
a 24 hour period. It 1s also needed 
tor the purpose ot keeping a conotant 
check OD UJUUlswered RQ' s • 

. 

0 

- -
-

. - 211-111512-30¥ 
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'io.:.=.A.G.o. Form No. 070' • REF ID:A70867 f! 
(15 September 191111) 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: meaw foOOiDa of IDaCII!DJ tleBS&geD 

FORM TITLE: .a,s.lSA,~ Dull Staticm tlea~Jeg! Cater • 1~3 

=f'YP' OF FOKM: STANDARD 0 WD 0 WD-AGO 0 I NTRA-6ERV ICE 0 INTRA-OFF ICE CX 

REMARKS:----------------------------- __________ _ 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

__ l_OF ._~1....__ 

FORM N.O .SI3.00 flo 0~ 

VOLUME :_24SETS PER d 

COPY ORGANIZATION OR 

NO. INDIVIDUAL HANDLING 

DISPOSITION 

PROCESS lNG OPERATIO'l t-FO_R'W_A_R-~s'J-~~~~~OYS,FILE 

~a • Fll.e3 !.~ ~t ts1e t• 1 
~tu:o :ecfe.ttct!CO• 
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w.D., A.G.o. Form No. 070' 
(15 September 19~ij) 

. 

• REF ID:A70867 ' -...I:J,.-OF ...al.---

PROCEDURE ANALYSIS (WORK SHEET) 

FORM T IT LE: Iooordc;,; CQCle ~~am lo; Sheets F 0 R M N 0 .~~- p..., (...,_ _,....... _...,.. ............ 
TYPE OF FORM: STANDARD 0 WD CJ WD-AGO 0 I NTRA...SERV ICE 0 INTRA-OFF ICE Cj: VOLUME .-3-SETS PER d 

REMARK~:------------------------------------~ 

COPY 

NO. 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

ORGANIZATION OR 

INDIVIDUAL HANDLING 

-~ ~~ ~ -D IS P OS IT I 0 N 

PROCESS I NG 0 PE RAT I ON _______ jF_o_~~R_o_slDESTROYSI FILE 
----~----------------------~------------------------

1 

• 

Uale form le raded to keep a eoMtant 
eoatnl fd 1acaaablg meseageo fa the 
cecte roo!J. I\ laUeatea to t.!:le otftc• 
the location of each meaege GDd 1lho 
~o !t. It aioo inlicatos to t'ilo 
o..4'f1eel! :wt1 ~ the mocCJaCe ~ beaa 
ill t!w C!)4e ~a~~. Its ~llteo~ 'J8lue 
!a tbat U; O'fX\~" :.-o4ucea tbe daaneo 
at a oeao.oge b8co1DiDtz atopleoed 1D the 
eode I'Oema. 

1 



·· AS NR PREC 1'"£ '~ OIC.C.A TYPE 
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. ' -
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.. 
5,5 -SC ~M No- G,~q 
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W.O., A:G.O Form No, 070, • REF ID:A70867 tt _ _.1K....OF 1 
(15 septerroer 19~~) 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE·~~~~--tn~J~~~~~Ay3~r.~~~mM~~~.~~~!~~~~~~-~~~~~~---------------------------------
F ORH TITLE • _!'Jme;,;,,;;,;;;,;.; _____________________________________________ FORM N 0 ..!J£li1113ba~L 

TYPE OF FORM' STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 0 INTRA-OFF ICE ltJ 

REMARK:, 

COPY 

NO 

1 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

ORGANIZATION OR 

IN D IV I D UA l HANDLING 

0 

PROCESS lNG OPERATION 

~ • VUh in ~t. tUe 
to. ~o ftlfcreaee. 

VOLUt.IE ....i_sETS 

1 
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W.D.,~.I.O. Form No. 070, 
(15 septentler 19~~) 

rF ID:A70867 

PROCEDURE ANALYSIS (WORK SHEET) 

1 OF...,.l~o---

PROCEDURE : Ct.eldrJg t.cti.oD takeD OD Ineombtg ~Jessagcs 

FORM TITLE: Ae\!e& Slip 

TYPE OF FOKM: STANDARD 0 WD 0 WD-AGO 0 I NTRA...SERV ICE 'iJ INTRA-OFF ICE 0 VOLU!<IE .laO-SETS PE 

REMARK~:---------------------------------------------------------------

C 0 PY 

NO. 

l. 
2. 

1 .. 

1 •. 
2. 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
ORGANIZATION OR 

INDIVIDUAL HANDLING 

Ucce1'rin.:; otfico 
Becei~ otfictJ 

Aadn .. 

f.ece1'VS.Dg Oftlce . 
Beeetv1Eig Office 

-------- --

PROCESS lNG OPERATION 

A?l't\1U'eO 
~e • fUee lri suo;enoe 

Sigeo Gal belcatea onion 

, 
Files 
Remove from fllc 

\'bSa ton Ia 1181Cled to eupplf' Deeo8881'7 
J.DicmaatloD 1D folbll:tg up UD911.....U 
\neaaSnt] me81BPI• 

L---~-' ~_POSIT I 0 I 

FOR'WARDS DESTROYS!• 

1 

1 

2 



AS CM IN ~, _, __ _ 

FROM -------
ASSIGNED TO =---=~~---
DATE & TIME DELIVEHLD ----

--- ACTION COMP:t4 TE ai!SVJ!E:.D BY 
--- NO ACTION NECESSARY LlR. MSG. 1 ETC. 
~----- J..CTIO:l\T PARTIALLY COMPLETE 

RE~~KS ------------------~---------------
SIGNATUF'.E 

THIS ACTIO!~ SLIP r-!tJST BE F..ETURNED TO THE liiESSAGt CENTER 
~~IThJ:1'l 24 HOURS. 
SIS-SC Form No. 648 SEE OTHER SIDE 
29 July 1944 



REF ID:A70867 
1. REMARKS SHOULD INCLUDE REASoti FOR ONLY 

PARTIAL ACTION AND ESTIMATED TIIJiE OF COMPLETION. 

2. THE SIGNATURE SHOULD BE THAT OF THE PERSON 
IN EACH BRANCH CHARGED WITH THE RLSPOHSIBILITY OF 
KEE?ING RECORDS ON ALL MESSAGES. 

3. IF ACTION HAS BEEN nrCORRECTLY ASSIGNED, 
NOTIFY THE MESSAGE CENTER !!.'!MEDIATELY OF THIS ERROR. 

515-SC Form No. 648 
29 July 1944 



• REF ID:A70867 • w.D., A.G.p. Form No. 070' 
(15 september 19~~) 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: M~\ of Reoelpt of 'lJicolli!UJ !JeHaeee by .addressee 

1 OF_l_ 

FORM TITLE: lE Dilsaage CUW .. JDaomiM Llaeeage neceipt. FORM NOSJS-$C iio l4\ 

TYPE OF FOKM: STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 1ZJ INTRA-OFF ICE 0 VOLUME ;{6,sETS PER.i_ 

REMARK~: ------~------------------------------------~-------------------------

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
C 0 PY ORGANIZATION OR DISPOSITION 

NO. I N D IV I DUAL HAND L I NG PROCESSING OPERATION FOR'WARDS DESTROYS FILES 

1. Bece1V1De otttee ~s 1 

1. Jlddloeuee s~ mae BIKl U5> of reeeJpt ot 1 
...age 

1. lleeelvt.ac Ofttee i?kcea 1n perat.maat. tile 1 

. 'ibie f'GIIPII 18 ueeded to IJI'Otect the 
ceaaage canter. ttben \be 811dreaeee 
claSme ao recelp\ of tile meoaane 
the algnai receipt Is pallel tnm 
the tile to prove clellwr?. 

p 

' 

-

. 
25-IUIU-30.11 



.. 

AS CM-IN No. --COPY No ----------

,I<'OR -- BRANCH 

DATE TIME SENT---------

RECEIVED BY ____ -------

RETLRN IMMEDIATELY TO MESSAGE CENTER, A BLDG 

SlS-SC Form No. 641 

U July 19U 



. - ...... 
W.D., A.G.O. Form No. 070, • REF ID:A70867 
(15 September 19~~) 

PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: lliuWr Loggiag of OUtgoJDg Meaeagea 

FOR H T IT LE: Ar1'-ndm He)] stA!;ton U.••p Centar ., OUtt;oiOO 

• 
TYPE OF FORM: STANDARD 0 WD D'wD-AGO 0 INTRA-sERVICE 0 INTRA-OFFICE~ 

1 OF_1_ 

FORM NoSJS.SC !JOe Gfj 

VOLUME ~SETS PER_4_ 

REMARK~=-----------------------------------------------------------------------

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

COPY ORGANIZATION OR DISPOSITION 

NO. IN D IV I DUAL HAND L I NG PROCESS lNG OPERATION FOR'WARDS DESTROYS FilES 

1. Rece1VUJa Office Plepuee • PUea ln penanent. file fo-r 1 
tutwe nterenc:e. 

~ 

tbl1l , .. !8 D*1ld Sn orde to ~ 
Ill cne plaoe aU. pert!amti faot8 about 
d1 outeolne ~e. ~ tU.e Ia 

referred to COUta'O\lu a.'Jl le oe tbe I 

U\~Det ~ ln ~!a3 ~Jtt.JP\ 
ammen ta <;uesUoao eoacernlna outeolna 
..... ""08. 

' 

25-111112-3011 



~· 

"\ 

'::"-• • -· ;..,...... r u-?, ~. (,] ,. 
t/ .q IJ(;; ~· "f 

AttLIN01\JN l!AL1. S'l'Ai'I\J-3 
~ ... G~T&t 

---------------------·--------~------~------~--·----~------------~-----~-------· 

• .O~h ------- l!..a"t -----



.. _ -
W.D.,-A.G.O. Form No. 070, 
(15 Septerroer 19~~) • REF ID:A70867 • I OF 1 

PROCEDURE ANALYSIS (WORK SHEET) 
PR OC E DU RE: -.....IIMMII-.algi~ti--TW3t..-Ri-Jof ..... .;.r,CjQO~~Sal..._.wt.M-.-a~p:.....,..;;;ur;uaiirt:x.~Q~tQ~~;-....fo:C~utRilrf!QR91IIIIREJP.-+.l:i8SiC83Q6iiiiRS98BB----------

FORM TITLE:--~~kme-.~---------------------------------------------FORM NO.~a.mtlfll 

TYPE OF FORM: STANDARD 0 WD 0 WD-AGO 0 I NTRA-5ERV ICE 0 INTRA-OFF ICE Cj VOLUME ... SETS PER .. 

REMARK~:-------------------------------------------------------------------------

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
COPY ORGANIZATION OR 

NO. INDIVIDUAL HANDLING PROCESS lNG OPERATION 

~ foF.J lo U!G1Ia Ill .ateoSqJ 
CODICC..t.1'9e r.JOOM.':o ~8 to OOdDQf!aO 
ea...~J.c.: t~ UGIIbttt'~ _.too. 

DISPOSITION 
FOR'WARDS DESTROYS FILES 

1 

25-51112-3011 



NuMBER I DATEl~s NR IINuMaE.A&Elis ~11m~.Pj7oATE Ill NRIINuMaER 1 DATE_ lAs -NR 

__ _l -_ 1 - II I I II l_ _ I __ -_II I l _ 

-1 j ~ t -t -1- -1---4 ~-~-~~---~~-:1-~-
1 _ I ~-----1-t--+ -_ 1 -I- -II- -+ -I 
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PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: Control of Outgoing Messages in the Code ~o~ 
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FORM TITLE: Outgoing Code Room Log Sheets FORM NoS~~ N9 6,31 

TYPE OF FOHM: STANDARD 0 WD 0 WD-AGO 0 INTRA-5ERVICE 0 INTRA-OFFICE !iJ VOLUME._l_SETS PERd 

REMARK~:--------------------·--------

-----------~-- - - - - - - - --- --- - - -- - - - - - --- - - - - - ---- - ---

COPY 

NO. 

l 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

ORGAN I Z AT I 0 N OR 

INDIVIDUAL HANDLING 

Code Room 

PROCESS lNG OPE RAT I ON 

Prepares - destroyed after completed 

This form is needed to keep a constant 
control of outgoing messages in the 
code room. It indicates tbPthe officer 

1he 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 is that 
it greatlY reduces the chance of a 
message becoming misplaced in the code 
room. 

-L ~ ~D_J 5 ;;-OS_ I-T I 0 N 

IFOR"WAROSI DESTROYSIF ILE 
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TYPE OF FONM: STANDARD 0 WD 0 WD-AGO 0 INTRA-sERVICE 0 INTRA-OFFICE~ VOLUME ~SETS 

REMARKS=---------------------------------------------------------------------------------------------------

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
COPY ORGANIZATION OR 

NO. INDIVIDUAL HANDLING PROCESS lNG OPERATION 
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ARL V ARI SVC NR 3 9~ 

NOTE TO IEt1 ••••• 

~RL V ARI SVC NR 389 

NOTE, TO UH·1 
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MiD~ ti£i4J 8 67 
JAP III:.ITAP! RF.Cf.IVFD 

II 'POIN't" TO POIIr.r 

Traffic and tape remains on respective 
equi.-·nt. unt.ll atrinr or 10 to 30 
•aaaps has bePn complf"ted. Durlnc 
this period thP Mwrtal !a inspected 
and notation or bad m•aaarea Sa made 
on al1p hPading •!d ch praceeda and 
id•nttr1aa the material included. Also 
during th,a proceaa the tr•fflc atrlnc 
is stapled Rnd identJ ryfng ftmarka aN 
placed on the 'back or the copy at the 
head or thfl strinl• 'hen tape !a or 
aurrtclent length, thR end Ia 1naerted 
in a Nwind raPl core and 1 t ia •ound 
on the reel aut011111 tJ callJ. "'hen striq 
ia finished 1 tape Ia removed from reel 
and traffic is taken from •chine. 

'l'he •terlal ia taken to a •ork table, 
a distance or 6 teet, wbere each 
•aaap on the atrift@ ia time ata~~~p~~d, 
tbe tape is secured and marked w1 th the 
aRm& identification aa Ia put oa the 
COPJ1 and slip head1DI handed to 
Service Operator. 

It Ia DGir readJ to be placed in a 
hamper on the aa• table to Dait 
acheduled deliwJ")" to RPconla and. 
Diatribution Unit. 

All Mterial is delivered to Recorda 
and Dis tri button Unit. 75 teet. 

Operationa---2 
Inapectiona--1 
Del1veriP8•••2 
Storare------1 
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• REF ID:A70867 • PROCEDURE CHART 
OTHRR TYPFS OF INTFRCEPT TRAFFIC 
RECEIVF.D IN PUIN'r TO POINT 

Material remains on equipment until 
string of messages is completed. During 
this pertod it is lnapPCtPd Rnd notation 
or bftd messa!e& made on slip headln£ 
wh4 ch preceeds and identifies traffic 
included. 

Traffic is talatn to work table. 6 
teet. 

Traffic is placed in hamper. 

Traffic is delivered to Recorda and 
Distribution. 75 feet. 

Operationa---l 
Inspections--1 
Deliwries---2 
Storare------1 
Distance----81 feet 



... . • 

T.::is t.rr.f'tic is ~roceano ill the E&:iE mt:.l.lller as Jc.~ese I'Ulitt17 
tratf1c recPived ir. tne ~otnt to Point Sub-unit ezce~t tb5t ~ Decessar,r 
sanices fore l"'.t.de 'b7 tbe B.s.c. Oi'efttor J.mmeciilitel.y pfter tbe trP:ca1as1on 
ot a traffic striai. 

O'Dl:!i :"!PES 0!' I ."i'I'r.CE?T ':'Rf..:FIC F: CFIV!I FF.ot B.&.C. 

i" 1f t.re.f'fic is t~raceseed in Ult:~ se:::.e muaner '!IS other types of 
tr~tric received 1r. the ?oint to Point Sub-Unit excei't tbLt ~ necessar,r 
se::"\"ices are .:i1&Cie by the a.s.c. operEtor hmecUu.eq attar ~'I.e trens
~1&&10D of ~ t~tt1c str1n1. 
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JAPANF.SF. MILITARY RFCFIVrD 

FROM RADIO CIRCUITS 

Strine of enciphered tape remains on 
reperforator until completed. 

Completed tape is torn from reparforator 
and placed in local circuit transmitter 
distributor where a clear text h~ading 
giving nPcessar,y informat,on results. 
At this point, transmitt~r is stopped 
and deciphering equipment is set up. 
Transmitter is again started and material 
is run of'f. This is a step by step 
operation and must be followed in or~er. 
InspPction takes place durint this oper
ation, and nPcessary not~tiona made on 
bf'ad1ng. 

WbPn comPleted, traftic is removed from 
machine and taken to work table where 
necessary information is lofged, messages 
time stamped. 6 fePt. 

~raffle is placed in hamper to a~ait 
delivery. 

Traffic is delivered to Records and 
Distribution. 50 feet. 

Operations---1 
Inspect1ons--l 
DP11ver1~s---2 
Storare------2 
Distance----50 feet 

No~·: OthPr trarric re~eiv~d by t~is m~ons fs handled in thP samP 
manner except that it is not time stomped. 



• ~~~0867 • 
IN'!'EFCFP'f IJ'F .AFFIC PECEIVED FROM 

RAVY 

Traffic rPmaina on machine until run is 
completed. Usually 2 to five mPssagea. 
Inspection end lorging takes place. 

Trarric is removed trom machine and 
placed in out box ror delivery to 
'Rftcords and Distribution. 65 fNt. 

Traffic del1ve~d to Rerorda and 
Distribution. 

OpPrationa--·1 
Inspectiona--1 
Drl i vtarie s---1 
StorRfe------1 
DistAnC~----65 reet 
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l 

JAPANESE AP!'Y IJ'RANSrt'ITTED ro B. 5. C. 

Tape is receiYed f'l"an lachine Pcom ready 
tor transmission and held until circuit 
time avaUable. 

HecessaJ')' head1nr infonaat!on given and 
contents or tapA transmitted. !fpcessar,y 
logging is done during this oer1od. 
Material checked during transmission. 
Tape dPstroyed arter transmission. 

ThrPe COpies Of finished product taken 
to out box and tile. 6 teet. 

One cop,y in out box tor ~ratr1c Fxchange 
Unit. One conY in out box tor Machine 
Room. Onl" copy tiled tor 24 hour 
reference. 

OpPrations---1 
Ins pee tlons--1 
De1iYeries---1 
Storar.e------2 
DtstAnce-----6 teAt 



• 
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f"JtOCEDURE CHART 

OTHER TYPES TRANSf1ITTFD TO BSC 

Copy or traffic to be sent is received 
from Traffic Exchanee Unit, pre-sorted 
by type and preced~nce, and placed on 
table. 

Material assigned mess~te numbers. 

MatPrial placed in radtal distributor 
for pick-up b,y operators for perfora
tion. 

llaterial picked up. 8 feet. 

Material Placed on machjne. 

Material perforated. 

Tape held until circuit time available. 

Tape transmitted to BSC with necessar,r 
heading information. Logged during 
this process and inspected. 

Three copies taken to out box and tile. 
6 teet. 

One coP,Y placed in out box for Traffic 
Exchange. One copy filed for 24 hour 
:refeJ"ence. One copy desttoyed. 

Opt>rations---3 
Inspections--1 
Deliveries---2 
Storage------5 
Distsnce----14 feet 

.. 



, 

ptOCEbt'P.F CHART 
I~PCFPT TF.A~IC TP.ANSt'ITTED TO 

NAVY (JAP MILITARY) 

,,aterial is Received trom 'B-14 unit and 
placed on machinP to await transmission. 

Material is transmitted and necessar,r 
l0£flne and inspection takes plaCP. 
Ackment rPc•ived. 

Material 1a deUwred to tube terminal 
for return to B-IV. 65 teet. 

OpP ra tiona---1 
Inaprctions--1 
Deli wries--·1 
r.turure------1 
Distance----65 feet 

NOTJ: D~rilomatic traffic for transmission to Nevy is handled in th~ 
sumP manner PYCPpt thPt tt ie received rrom RPccrdr end 
Distribution and rPturned upon completion. I'listanN .. is thf
samP. 
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REF ID:A70867 
PRCCEDL~r. C3AR"'' 

OUTGC\ING ADr.UN ISTRATIVE TRAFFIC 
ro BSC 

' I 

, 

Material rpce1ved trom Messag~ Center 
Clerk who delivers into hands of Trick 
Chief. 

Trick Chief aRsirns message number 
hom log. 

Material is placed on machine to await 
transmission. 

Material is transmitted, inspected. 
Corrections er~ made if necessar.y. 
Ackaent received. 

Original and three copies held for return 
to Message C•nter. 

Material delivered to ~Pssage Center. 

Opera ttons---2 
Inspections--1 
Deliveries---1 
Storage------2 

NOTF.1 Outroin,; operational traftic for HA''' is handled in the same 
manner. 
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PP.OCF.DURE CHART 
ADi'INISTRATIVE AND OPERATIONAL TRAFFIC 
W.CFIVED FROJ.t POIN'~' '00 POINT STATIONS 

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

__ .., 
\ , 

I 

\ 

\ 

M~asare remains on machin~ until com
pl~ted. It is 1nspectPd durinr this 
proceaa. 

Completed IIH!'ssaee is pleced on Service 
DPsk whore necessary lorring is done 
and it is time stamped. 

Message is delivered to Message c~nter. 
150 teet. 

Operationa---l 
Inspections--1 
Storare·----
Deliveriea---1 
Dtstance---·-150 feet 

ROT£1 u~rency and condition or me~sare dictates whether it is stored 
artPr the logging and t~me •tamping phase. If a correction is 
needed, the messap.e 1s held at the Service DPsk until it ts 
complrte. Ir mol"f" urgent tra~rtc must be handled bPtoreo del1wry 
can be made, tt is also stored at this point. 

The above process chart demons~ratea the procedure on the 
mesaages received on thr contrc,l c:lrcult adjacent to th~ 
Service Desk. Those ~ssagea received on other circuits 
require a transportation to the(lervice Desk Up to 14 fe~t. 

"-· 
\ 
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REF ID:A70867 
Pl'OC~DU'i\i CHART 

.lAPANFS' WEATHJo~R RECEIV!~D 
FROM STATI\lN '1'1:0 roR RELAY 

'l'O NAVY 

C) 

Trarrlc and tApA rPmalns on respPctlve 
equipment until string of 10 messagPs is 
complete. Durine this period the matel'ial 
is 1nspPcted and notation of bad messages 
made on slip head1ne which precPeds and 
1dentifiPs th~ material included. 

T.hen string is finished copy is taken to 
work table to be placed in hamper for 
deliver,v, and slip heading 1~ handed to 
service operator. This is a distance or 
6 fert. 

Copy in hamper until delivered. 

Delivered to Records and Distribution 
' along with other material. 

TapP is delivered to relaying point, a 
distance or 30 reet. 

Tape is held at designated point awaiting 
transmission. 

Trans"ission take! Placr. Durinf this 
procrss, proper logrlnr is done. V~en 
complPted and receipted for, tape and 
copy- are destroyed. Corrections are 
made as nPcessary on this trarrtc. 

Opera tlol\a---2 
Inspections--1 
Deliveries---3 
Storare------2 
Distance---121 fePt 
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ftftft~ft .... ft ,.,. •• .,. 
.1"11U\IJ:IIIUI\I:I ~Ar .L 

MAn. TRAFFIC RECEIVED FOR DUPLICATION 

'l'HIS PUt\CTION IS PERFORBD BY ALL OPFP..A'J'ORS HAVING OTHER PERMANENT DUTIES. 'l'IIE lORI 
IS DONE DURING LULLS IN TRAFFIC HANDLING OPERATIONS. 

I 
• ' 

'"r 

'l'rartic ia t1eli'f8red in bulk b)' Recorda aDd 
Distribution ua!t and placed on tab!e. 

Material ia counted bT station and type and 
recorded. 

Material ia placed on distribution table to 
be worked on by operators as time allows. 

Mat~rial is takPn to pertoretor bf operator. 
(Distance Yar1able) 

Material ia prepared on tape. 

Tape and copy carrJed to table. (Distance 
var1able) 

Ta~ and copy placed on table to await next 
at'tion. 

TRpe And topy taken to avR118bl~ local cir~uit. 
(DJetanc~ YariRbl~) 

TR.pe run throuf!h loeal t'h·cuit and ~xtr& copy 
made. 

(cont.) 
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Bulk oririnal and teletype copy taken to table. 
(Distance verisble) 

Material placed on table to await next action. 

Continuoua string or teletypi co~ is cut ~nto 
individual mPsaagea and each mesaege is stapled 
to original-•ail copy. 

Finish~d product is placed in hamper to await 
dPl1ver to Records and Distribution. 

MAterial is deliv~red to Recorda and Distri• 
bution. 50 rt. 
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PROCEDURE ANALYtiS (WORK SHEET)" 

__ ,_oF & "' ~ V.D., A.I.D. Form No. 070, 
-. (15 se ptei!Oer 191U~) 

• 
PROCEDURE: _JIIIIJIL.JIJBIIL ______________________ _ 

FORM TITLE" CWDliJOIS PM Mlft (JP'l) 

TYPE OF FORM' STANDARD Cl WD ciJ WD-AGO Cl I NTRA-8ERV ICE Cl INTRA-OFF ICE Cl 

REMARKS 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
COPY ORGANIZATION OR 

NO. 

1 
1 
1 

INDIVIDUAL HANDLING 

teletn- S...t.t 
........... ,t 
...... 811b-wdt 

PROCESS lNG OPERATION 

FORM No •• UI~L

voLUME -»ns 

1 

!Ida - b ..a lrl loai• Slae..s.!lll HlMI~A tni!'Aftlla 
- WN •••sal7 81111 to IIIPJ!Ir fJd~onDat:loia .... _ .. --· 
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PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE: IQr~ TRA!PIC 

FORM TITLE: OgDA'IJlBS 1IIIMJBB SBJiZD (SPI') 

TYPE OF FORM: STANDARD C1 WD,"' WD-AGO C1 I NTRA-5ERY ICE C1 INTRA-OFF ICE D 

FORM N 0. 11DSIG l,S 

voLUME -'..sETs PERL 

REMARKS 

DET~ILS OF PREPARATION, PROCESSING AND DISPOSITION 
COPY ORGANIZATION OR 

NO. 

1 
I 

' 

INDIVIDUAL HANDLING 

TeJ.et:n- Sub-md.t 
Recorda 811b4Dit 
Reoorde S~t 

PROCESS lNG OPERATION 

Prepares 
Extracts data 
Deatro,e attar 3 months 

!his tGftl :la 11884 to 101 outgoiq ill'tlll!"ft~nt. •-••·lrfl 
adld.D:lstratS:n and operational notes 1 
esa81"7 :lntOI'Ilat:lon :resardiq the tratt:lo 

1 
1 
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(Bmlldll&l,) 

OPERATOR SENT HUMBER SHE£'l 

Date----------- ClreUlt_ 

------------- ---------------------------
..NOliBERB 

./' 

On Bm• 

TIME NUMBERS 

01'& BIG• on 

- -------- ........... ------------ ------------- -------------- ----------- ---------------- ----------- ·----------- ------------ -------------
------------ --------- ---------- -------- .......... ------------ ------------------- -------------- ----------- ------------ -------------

/ 

------- -- ---------- ---------- ------------ -------------- ------------------ ------------- ------------- -------------- -----------
___ ,____ ---------- ---------- ----------- -------------- ------------ ------------- ------------- ------------ -----------
----------- ............................. --------- ------------- ------------ ......................................... ------------ --------------------------------------
------- ----------v""'·------- -----------~ ---
------- ----------- ................................................................ --------------- ------------------- -------------- ------------ ------------ ----------
---·----- ----------- ------------ ------------- --------------- ------------------- -------------- ------------- --------- -----------

-

----·----- ------------- ----------- -------------- ---------------- -------------- ------------

------------- ------------ ________ .. ____ -------------- .............................. --------------- ............................ ... 
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PROCEDURE ANALYSIS (WORK SHEET) 
PROCEDURE I CBiiCIDii 1IJ) BILl! POD!S BlRDLIIG DITIRCIPr !RIFI'IC 

FORM TITLE: S!.l'liOI CBICl SDI'l' 

TYPE OF FOHM' STANDARD 0 WD 0 WD-AGO 0 INTRA~ERVICE 0 INTRA-OFFICE IZ:J 

FORM NO. JCJII 

VOLUME _!_sETS PER_ 

REMARks·--------------------------------------------------------------------------------------------------------------

COPY 

NO. 

1 
1 
1 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 
ORGANIZATION OR 

INDIVIDUAL HANDLING 

'J.'eletJPe 8Ub-a21t 
1\ecorcla SUb-.S.t 
leeorda Sub-aait 

• 

PROCESSING OPE RAT I ON 

Prepare a 
F:llea '11th OCIDperatiw 138 
Deati'OJ8 aft .. 3 IIO!ltba 

1 

fteae f'oftlll aze •••181'7 to check ..,.._._._,.., '""''n-...
:lD traDDiaaion ot eDCipbere4 illte:rcept ltl"a~.al 
to 1Daure ita :receipt and to get 1'81l18&'tr&l 

1 

without saiD& back to the orq1Dator. .... ... !lrceed.urlt 
aaecl bJ' the ralq po!D't 1a £OY&1'D84 b7 

l 
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~MJ!olj 

.i ~ .11 '~'K'S mm 
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PROCEDURE ANALYSIS (WORK SHEET) 

1 OF 1 

PROCEDURE.. •CIOI'dS"' of 11 ..... Tl• 
FORM TITLE• ile U. Pil.r;.pnd U. W FORM NO. Nqne 

TYPE OF FORM• STANDARD 0 WD 0 WD-AGO 0 I NTRA-6ERY ICE 0 INTRA-OFF ICE CD VOLUME --'.,sETS PE 

REMARKS 

DETAILS OF PREPARATION, PROCESSING AND DISPOSITION 

COPY 

NO. 

1 
1 

ORGANIZATION OR 

INDIVIDUAL HANDLING 

SUit VOlt '1/G 
P..eoolde Vdt eztraeta 
ll80881a17' IBfolsUGD 

PROCESS lNG OPERATION 

!Ida toft1 la used. b7 SUb tral t Mak Cld.eJI 
to ..- a legible oow ot el.epaea u. 
oa tnttlo wldala Ia IIIIP' Sa I'OUf!la draft 
br oparaton. 

1 
1 
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JM ELAPSED TIME LOG 
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1. Po!Dt to po1Dt aemotDc 11 clone wader tile cUreot aupemalon 
ot tha Cld,et Operator aD4 mol. we the oeatNl aoat.rol of ell ot'NU! ta 
pueiDI tratt1c troll tile Pao1t1o Alea. !he •maiDa 1a aocompl1U.4 
onr a a1Dil• ocmtennae o:lroutt em a aolledule4 bu:la toll0111Da a set 
procedUI'el 

a. Slip headlq tor a atr1Ds or tratn.o ta lulllc!ed to aerrioe 
operator b7 teletype operator. Rotat:lou haw baeD II&C1e on the ellp 
beadlDC 'bJ tM teletJPe operator 1ad1oat1DI that all ••••P• 111 tbe 
atrt111 an aat1ataetol7 or tllat aertda •••• ~uifta ooneotion or 
npetS.ttoa. (Saaple bea41Da attached, lsblbit A). 

b. 1ll al.S.p heacU.DP 011 traffic tr• a aS.qle aource are held 
at aenlce cleat UDt!l the scheduled aerdoe t!ae. A aenlce ••I&P ta 
\Ilea preparecl he. data appearllll on eltp bea41Dga. !hie data 1Dolu4ea •••aae• eat!ataotorf.l.J nce:I:'Nd and •••••• nquiriDI oorreet.iou or 
:repeats 1 an4 1• pl"e,.N4 oa a •n1ae llllp. (!xh1b1 t B) • 

o. Sentce 1• tftll•ittecl to aouroe OODoel'D8d 8llcl peae oow ot 
tran..S. t.ted •ni• 1a attaohed to •n1ae llip aacl all al1p beadS.Daa 
tro• whiah c!ata ••• obtailled. (F.xhibl t C). ftla •ter!al ta t!led 1ll 
l:lw ftle atn aervice la afte:rect. 

4. 1'hen o-1'1111 ae"!ae te reee1'ftd, retereaoe !a made 'bJ' the 
aourae to or1a!Dal 111"rloe maber ancl \he trattlo :requ!rtna oornetioD 1a 
:retraaadttecl. 

e. S1S.p beacliDs S.a hanclecl to ae"loe opent..or an4 retreD•S. ttecl 
t:raftlo is palled OD 111 ncmul •11111er. 

t. It enner1q •mae te oraplete, OJ'18illal ~erri.ae 1a pl.aoe4 
111 dead rue aDd held tor 24 hour• after wld.oh it is 4eetroJed. 

I• If &118Wer1q eenioe 1• 1Baaapl.ete1 the alip bellliDS la he14 
tor ant aabedul.e4 •"lae. 
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1, Radio relq ae"io!D.I S.a aoooaplillhed bJ the '.l'rUk Chief of 
the Radio BelQ Sub-UII.1t. Onl7 two 1ateroept .ounea are 1DY01ftd, 
118-4 MMI'a ead 118-8 •• Delld. Botb ot tbe• eoareea •hare the ... 
ohaDDela to 1t'.IR ud SS&, S.rdc1DI ia aooompl1ehe4 Oil a two-liat 
aaheclule 4epelld11J1 upoa ra41o oirou1t colld1 t1011, 

2. 8erric1q 11 cJOJMt U follGWII 

•· Mok Chief per1o4loal17 !napeota los aheeta ('f'l) sc-138) 
all4 tbe RO~ cheek abaet tor •s•aae• or tapea requiriJic •mae. 

b. Sentce ia J'l'8paN4 1n I'OUih dreft aad •rnce 1• tl'llDa-
111 tted. Pqe eoP7 of aemae rema!ftl OD DOb!M. 

c. Senloe4 traftlO 1a retraalld.tte4 b.r aouree and hadled aa 
or!a1Dal tratftc. EDtr!ea on loa (WD sc-138) ua aback abaete an 
ooaplete4 by teletype operator. 

cl, Los• and ohaak aheeta ap.1D perloclloall.J' ahaake4 bJ 'l'rl.ot 
Ch!et ad •"toe pl"'OIIIbln S.a repeated. 

•· Pqe oow ot •n!cea oheoked b7 dut:r otftaer ancl deatro,.m. 


