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DUE, HOUR AND DATE |

Sow revorse side for indtructions in tha use of (his furey

)




L el A i A INSPROCTIONSIE it a0

1. This'is the only transmittal form authorited for use among the ssveral elements of the Offics of Iha'Qt;aﬂarﬁgitné. '
‘General.  As of 1 September 1940 all similar forms, i. e.. slips of various sizes, colors, and shapes, were discontinued |
/ wmlni'ng supplies of old forma will be turned in to the Chief, Ganeral Administrative Sarvices Divisian, for disposal.

ST Cop;ei will NOT acoomplny ariginal,

3. Mnugu addrassed to The Quartarmaster General will be signed by tha BWISION Chief IN PERSOI'{ unleas 'ho il.'

e ubunz. in whm.h case the signature of his executive l.u-l.unt will bea:copmi e ] « ':; e

—

IO b ol 4 Dua hoilrs tnd datﬂ as ontered by the Chinf, Ganeral Administrative Services Division, covering utmrf on Ineummg:
ot i ccnupondam or as used by TQMG or ﬂnminn Chlefs for dead line purpases, will be met in all cases :

5. Un_ of columns o! fdrrn: Column 1, *"No.,”" eriginator cnun the numbar 1" a8 his entry ; subsesuent massages are

numbersd sarially in column 1. . Colymn 2, “From," entar Division identification (abbreviated) or, witfain Divigion’

P enter Division identification PLUS branch or section, Column 3, 'To,”" same instruction as far column 2—~name of

Y officer or civilian may be added whare desirable, Column 4, "“Dats," spell out manth, e, g. 6 Sept. 46. .Calumn 5,

_ “'Mescage,'' present succintly and acaurately whatevar you wish to say. Use full width of sheet whan message goes far

Vet | enough down sheet to clear antries in columng 1, 2, 3, and 4. Use one sido of shaet only, Sign surname at end of
A “message,” enter phone extensions undar name, theo, immediately below, draw line completely across sheet. i

L : / it 457k

&Uncoftymﬂturil'NOTcoquiud, : 4 . . | i 4

R 7. Division chisf iomlrdmn lvlnw!y pnwrl to TQMG wil,l hrinf ba.ckgrnund sction In concies manner in his "mmpp"'
AR 20 that TQMG m.t not be forced ’Iu mm time mdinq nonuunthl information.

(]

8. Qumlonl n to use nf this form and ralated matters will be dlrncted 1o the E:acutwa Olflcer. Office of TQMG.

0N COVERNBTNT PRINTING OFOIGE L= dunsPe |




