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1. The enclosed manual- of instructions is circulated for 
I 

~ 

information and guidance. :t. 

2. Adherence to the pro~dures and forms set forth herein 
... 

will expedite the publiaati~n of and facilitate staff action on 

reports, memoranda, and staff studies issued through this 
" Secretariat. With tbia .in ;View, Section::J I, II, and III of .. 

tb:1f.l manual (vEditoriaJ. Ins}ructions, "'' 11Form for Preparation of 
~ -

J.c.s. Papel'"s~ 11 and 0Incide~tal") al'e·e~pec1ally rec~ended for 
'· . • s~ 

use by secret.ar;L.es of c~itees and agencies of the· Joint 
., 
~, 

Chiefs of Sta.f"f and by all personnel, military and civilian 
!:. 

engaged in the preparation ~r J.c.s. papers. 
-, 

' 

3. Previous secretarial ;nstl'Uctions in conflict with the 
} 

contents .of this memorandum~will be disregarded~ 

4. Suggestions for revision should be addressed to· the 
' 

Se-ei-etary, Joint Chiefs of Ste.ff. 

Joint Sect. Memo 96 - i -

W. G. LALOR~ 

E. Ha J, CARNS, 

Joil;lt Secretariat. 
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SECTION ' 

' 

EDlTORIAL INSWBuoTIONS 
' 

1. General. The Editorial Section of the Secretariat, Joint 

Chiefs o~ Staff, was established during World War II for the 

~ purpose of screening reports submitted to the Joint Chiefs of 

Staff in order to ensure--without altering the substance of the 

• 

reports--that they contain no repetitious or superfluous state-

ments, that the content is confined to material which the Joint 

Chiefs of Staff require in rendering their decision, and that 

the reports are presented in proper f~rm. 

2. Editorial Responsibilities. The existence of the Editorial 

Section does not, however /1 relj_eve members of the Secretariat 

who are serving the supporting agencies of the Joint Chiefs of 

Staff of their primary editorial responsibilities: to screen 

carefully each report produced by their respective committee or 

agency before the report is submitted for publication, and to 

suggest to the individual(s) preparing reports such changes as 

will insure conformity with the form, style, and practices set 

forth herein. In this connection it is of interest that papers 

received from the respective Chiefs of the Ja.omy, Navy, and Air 

Force are subjected to the same editorial scrutiny as a.re those 

papers received from the supporting agencies. Editorial changes 

should not be construed as an unf'avorable reflection upon the 

author(s) of staff papers, since these changes are motivated 

by the high editorial standapqe established through several 

years' experience, and are effected for the purpose of improving 

the readability by means of clarification end condensation, 

thereby expediting action by th~ Joint Chiefs of Staff. 

3. Structure of Papers. It is manifestly impracticable for 

the Joint Chiefs of Staff to read all the papers requiring their 

action unless these papers a.re clear, concise, and restricted in 

Joint Sect. Memo 96 - 1 -
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l • . 

volum~ ·to ma.tte-l'S. ese-ent1al · 1;.Q -~ unde:r-sta.nd.Ulg of the prob1em. 

All reports· aubm1tted by eupport1il1lg ~ene1es of the Joint Chiefs 
·' 

ot :f!taff should be prepared, if po.e.eible, on net to e.xoeed two 

pages to sP,ow 'blr.Lefly the pirobleJU ~sented, the t.acts bearing 

on the pr-oblem and the conclusions and ~ecommendations of the 

·• .ftgency submitting_ the pa.per. The fact&! ~ring on the pl"oblem 

s:n~uld be stated si,mply and tersely. It the facts al"e neces-sBl'ily 

ot such length as to cause the basic pape:ca to exceed two· pages, 

the.y w111 · preferabl-y be '3,ttached as e.n enclosure. If discuesion 

is riecessal'y,it will preferably be att~ehed as an enclosu:cae. 

All suppo:rting i:lata s~ould be attached to the pape:ca as enclosures, 

appendices, annexes, tabs, and exhibits. (See seznple fo:cam for 

p:caeparation of J.C.8. pe.~~~s, Section II.) 

.4. Le.bel1!JS of _Att~cbments. The folloWi.ng system of label:!,.ng 

att~chments to all J .C,.S. papers Vi.11 be used: 

.!· The main attaehments will be labeled Enclosures. If 

ther.e· is to be only ol_le Encloeure to a paper, it will be 

~beled E NC L o S U R E. If the pape.r ie to contain more 

than one Enclosure, the .fi:cast will be labeled _ENCLOSURE "A"; 

the second, ENCLOSURE 1'B"; etc .. 

b. Material to be enclosed in an ENCLOSURE Will be labeled 

A P P E N D I X o:t> APPENDIX "A 11
1 APFEND1X 11B 11

, e.tc. 

c·. MateI':i,-al ·to be enciosed in .an APPE.NDIX will be labeled 

A N N E X or ANl\lEX 11 A", ANNEX 1'B", etc. 

d. Material to be e~closed in an ANNEX will be labeled 

T A B o:ca TAB uA 11 
, '?Al3 ·~ 1', etc. 

\ 

~· Materiai to be enclosed in a TAB will be labeled 

_E X H I B I T o:ca EXHIBIT uA", EXHIBIT 11B 11
, etc. 

f. In the e.ve:nt a. paper contain$ an ENCLOSURE "A", an 

ENCLOSURE ·uB-q, and an appendix to one of these enclosures, 

the neading. ~~ed at. the top of the first page of the appendix 

would be .A.~~1.X To EMOLOSURE "A11 or A;pP.ENDIX TO ENCLOSURE 11Btt 

depending up.9n the enclo~uPe to Which it is appended. Such 

will be tJ;le ca:se vi th ANNEX TO A:PPE!JDIX 11B " 1 TAB TO ANNEX 8 A", 

EXHIBIT TO TS 't!°A •• , etc.. 

Joint Sect. Memo 96 - 2 -
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5. Repetition. Normally, a statement sho~ld be set forth 

only one~ in.a paper, and long quotations from,' or briefs of 

othe~ J.C.S. papers should be avoided. For example: 

!!.• Statements in the form· of CONCLUSIONS, but which 

obv:t.ously imply implernentat"ion measures, should be con

tained in the RECOMMENDA.~IOMS only.* 

b. Under the he-ading f AOTS !EARING ON THE PROBLEM or ...,. 

DISCUSSION, there should be rio long quotations from or 

briefs of other J.c.s. papers. In lieu thereof, a state

ment should be made such az, "Other facts pertinent to this 

study are set forth in parasraphs 11 and 12 (page 10) of the 

Enclosure to J,c.s. OQOO/l. 11 

6. Qapital!zation, Punotuationi and Expression of Numerals. 
I ' 

~· Capitalization, p~nctuation, and expression of 

n·umel;"als "Will be in conformity with t.he standards set fo1"th 

in the current edition of the ''United States Government· 

Printing Office Sty:j.e Manual." • 

b. A capital "S" is used in the word "Service" when 

referri~g to one or all of the military Services; a small 
11 s 11 is used when referring to a component within a mi_litary 

Service, ~uch as "service group. 11 

7. Spelling. The standard spelling :ror all words shall be 

the preferred 'spelling given in Webster's New International 

Diction~ry. 

8. Abbreviations** 

General. Abbreviations will be used only to save.time and 

space. Except .in charts and tabies, the ter·m to be abbreviated 

will be spelled out when it first appears and _the abbreviation, 

in parentheses, placed immediately after it. For instance: 

Commander ~n Chier, Far East· (CINCFE). Thereafter, only the 
I 

abbreviation will be used. In charts and tables, authorized 

technical abbreviations will be used without spelling t_hem out. 

* See paragraph 4 on page 12 
*~ See li~t of abbreviations on page 33 

Joint Sect. Memo 96 - 3 -
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9. use of Expression ,;i.o.int Chiefs of Staff ~1 
I 

~·'!'he expression hJo:tnt Chiefs of Starr" will be.used 

whenever reference is made to the Chief of Staff', U,S. A:i:-my; 

Chief of Naval Operations; Chief of Staff, U.S. Air Force; · 

and the Chairman,. Joipt Chief's of Staff, _collectively in 

their capacity as memb·e:rs of the Joint Chiefs of Staff. 

b. In all communicat~ons to persons of a foreign govern

ment, or to international a~enc1es, the expression ''United 
•: 

States Joint Chiefs of Starr" will be used. 
I• 

£• Wh~n reference is made to the Chief of Starr; U.S. 

Army; the Chief of Naval Operations; and the Chief of Staff, 

U.S. Air Force individually, as the Chiefs of_ their respec

. tive military Serv-ices, their .individual titles should be 

used and not collective titles such as HChiefs of Ser~ices 11 , 

etc. 

d. The expressions 11 Chiefs of Staff11 a?)d "U.S. Chiefs of 

Staff 11 should not be used to denote the Jo;tnt Chiefs of 

Staff. 

~· The expression ''Jo1nt Chiefs of Staff" will normally 

be written out. The abbreviation "J.c.s. 11 is authorized 

for use in the number or title of a serial publication· of· 

the Joint Chiefs of Starr, as "J .c .s . 000/1, 11 11 J .c ,S-. Info 

Memo oo," etc. , 

r. The expression 11 c]"oint Chiefs of S1'B:f'i' 11 should not be 

used as an adjective. For exam~le: ' "The Joint Chief's of 

Staff di.rec ti ve contained· in • • • '' should be written 11'1'he 

directive by the Joint Chiefs of Staff' contained in • 

"Joint Chiefs of' Staff memorandum" should be written . . 
"memorandum by the Joint Chiefs of Staff' •1

' 

, ... . . , 

10~ Code Names. Papers conta:tning code names will not be 

~lassified low~r than the classification of' the code name. Code 

9 names appearing ~n J .c .s. papers w:l,11 be writ.ten in ALL CAPS 

.. 

,":. ... ~ ~-::..·~~ .. 
,,' .. y 

in the body of the text. Where a cod~ name is used in an ALL

CAP .heading, the.code na~e wfll be written :tn ALL CAPS and will 

also be enclosed in quotation makrs. 

Joint Sect. Memo 96 - 4 -. 
(Page revised by Corrigendum - 28 February 1952) 
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For security reason&; code names 'Ufled in the text of a 
. t . . , .. 

paper will not be ident:u·i-eij directly with the nu.'Ilbers of the 

J,c.s. p~pers they rep~es~rtt. For example: 

Wrong Right 

This program is based on 

operation plan CROSSWIND 

This p~ogram is based on 

the plan in J.c.s. 0000/6. 

(J .c .s. 6000/6). or 

This program is based on 

ope:ration plan CROSSWIND. 

11. Und~rlining ~d Deleting. The p~imary purpose of under-
, 

11neation~ and deletions within the text of J.c.s. papers is to 

sh,ow proposed amendments. H~ever, e~press.ions of manifestly · 

foreign origin,,_ such ~s 11 ipso f'acto, 11 11de Jure,," and the like, 

which," normally' are itali,cized,, will be underlined in J .c .s. 
papers. (Whenever :J.t is necessary, within the text of. a paper, 

to place emphasis upon a w.ord or group of words, such word ur 

grou~ of· words should be typed in ALL C~PS. This practice 

should, however, be avoide~ and emph~sis used only in case of 

absolute necessity.) 

12. Indicating References 

a. As per J.C,~. Info Memo 602, reference to J.c.s. papers 

by short title may be made only in communications between 

agencies of the Joint Chiefs of Starr ·and/or the military 

Services and then only wnen they possess the referenced 

paper. 

)2.. Sources of statements in support of facts presented 

in a paper should, whenever possible, be indicated either by 

a.reference in the text, enclosed in parentheses, or by a 

footnote. For example: 
. 

"The Joint Chiefs of" Staff in a memorandum tor the 

Munitions Board,, dated 31 January 1950 (Enclosure to 

J.c.s. 0000/6, recommended ti 
• • • 

or 
11 The Joint Chiefs of Staff, in a memorandum for the 

Munitions Board, dated 31 ~anuary 1950,* recommended • • • 

*Enclosure to J.c.s. 0000/6 (to be placed at bottom ot page) 

NOTE: The footnote system of indicating references will be·used 
in all portions of papers which are to be fu:rn:J.shed to 
an agency outside the Joint Chiefs of Staff in order to 
racil.1ta.te the. "sanitizing". process. -

·Joint Sect. Me~o 96 - S -
(Page ri::vtsed by Note to Holders - 6 October 1952) ' 
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£.• Brac~e~s will· be used to. denote insertions in letters. 
: 

and memoranda which have.been received from an agency outside 
. , . . . 

the Joint Chiefs of Starr and reproduced in J.c.s. papers~ 
For· 'example: 

'.,, 

"You will I'ecall that the State Department,, in its 

letter informally transmitting this measure to the House 

Fo~eign Affairs Committee ,LAppend1x to J.c.a. 0000/~,, 

stated that the measure had 'no~ at tllB.t time been cooPdinated 

with the Bu~eau bf the Budget and the Department of 

Defense." 

~. Memoranda and l..etters •. In accordance with ~~cretarial . . 
I 

I. I I 

practice _of the Joint Chiefs of_ Staff,, a ~emorandum is a corpmuni-

cation in.official form, without opening arid closing salutation 

phrases. ·A ·memorandum. is always described as "Memorandum by ·• • • 
-11 • for • • • • . A letter is a communication in semi-offic~al form,, 

containing opening arid closing salutation phrases. A letter is 

always described as "Letter from • ·· • to • • • • " 

. '*'· . . . 
· la'. Memoranda to be forwarded by the Joint·Chiefs of Starr. 

t I 

Draft memoranda in J . C •. s. papers will be inci uded as the 

enclosures closest·in.proxiinity to "the basic report (Enclosure "A",, 

11B",, etc) • A draft of a memorandum to be rorw~ded. by the· Joint · · 

Chiefs of Staff to' ~ny other agency should be all-inclusive;· i.e.,, 

the memorandum should contain all the inf'ormatipn Which it is 
. -. 

~esired to have conveyed. Enc~osures and other attachments (such 

as ·studies) to a memorandum by :the Joint Chief's of Staff should 

be resorted to only in. exceptional cases. Samples of· introductory 

.Paragraphs in draft.memoranda follow: 

Join~ Sect. Memo 96 .. 6 -
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a. Dl"a!t l!lemor~ prepared in I"esponse to earlier 

me~o~and~ by the SetiSatary o£ Def'e.nae, Munitions Boo:t>d, etc.: 
1'W1th re:re~hce t~ your ~emorariduni~ dated ~o July 

1950, subject: 'Redeplo~nt at u.s. Ground Forces,t the 

Joint Chief's of Staff' • • • • " 

b. Draft memoranc;la which a.re not in response to earlier 

communications: 

"The Joint C.hiefs of Staff have considered the 

matter of f oPce requil'ements and • • II 
• • ,, 

~- Dre.ft Mei;qo;randa for the ~c,r.etsr1 of ~fense 

!.· T~e Secretary of Defense has expressed the desire 

that, when viewsof the Joint Chiefs of Staff are transmitted 

to him for forwarding to other agencies, these views be 

incorporated in a memorandum by the Joint Chiefs of Staff 

for the Secretal:'y ot De~ense, rather than in an enclosed 

letter or memorandum fo~ t~ansmittal by him to another 

cabinet officer or government agency. This may be accomplished 

by incorporating in the draft memorandum for the Secretary 

of Defense some such statement as, ''The Joint Chiefs of 

Staff recommend that you advise the Secretary of State 

that • • • •II 

b. This procedure does not apply in the case of memoranda 

prepared f'or forwarding to the Secretary of Defense in the 

event of imminency or outbreak of hostilities. Under such 

circumstances* the time factor would extremely limit the 

secretarial nfinisbing processff in the Office of the 
. 

~cretary of Defense. This specific type of memoranda 

will be prepared f'o.r the signature of the Secretary of 

Defense, and any other measures whicn can be devised to 

insure rapid implementation will be utilized. 

'" . ~ Ret'erencea to Agenci~e of t~ Jo:tnt Cp.ief's of Staff'.· 

No agency or the Joint Chief.a of Staff below committee level 

should be mentionec;l :tn··.J • .a .. s. papers. 

Joint Sect, Memo 96 - 7 - . 
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,,. 
~- Collaboration and...CD~rdination 

~· The fact that a d!rective by the Joint Chiefs of Staff 

on the prepa~ation of a.repo~t is usually add:r>essed to only 

one'committee or a~ ~ld-11Gt be 1.ntel",Pte~d to mean 

that the subject matter.Qi' the directive is within the 

exclusive purview of that particular committee or agency • 

Information as to directives issued by the Joint Chiefs of 

Staff is published in the "green" and circulated for the 

specific purpose of evok~ng action by committees o~ agencies 

other than the one receiving the directive, whenever it is 

found that the study in question has, or may possibly have, 

wider aspects than appea~ on the surface. Thus, for 

instance, if 11A11 committee feels that a study assigned to 

11B11 com1ittee has implications of interest to "A", the Joint 

Chiefs of Staff expect t:Q.at 11A11
, without further directive 

or procpting, will, without delay, offer its advice and 

appropriate assistance to 11B11
• Such a system is inherent in 

the 11 joint 11 nature of the Joint Chiefs of Staff, and the 
. . 

consistent application of this system is the logical 

extension of the principles approved by the Joint Chiefs 

of Staf;f' in "General Policies Governing Joint Staff and Joint 

Chiefs of Staff Committees and Agencies." 

b. Some reports are assigned for action (including 

preparation of comment and recommendation on various raatters 

referred to the Joint Chiefs of Staff) to 11A11 committee 

11 in collaboration" with "B" committee. Any directive by 

the Joint Chiefs of Staff assigning a report in this manner 

has the intent that the report be prepared by both "A" and 

"B" committees concurrentl~, not that 11A11 actually prepare 

the report and merely clear it with "B" for concurrence or 

non-concurrence. The responsibility for the pr•eparation of 

"in collaboration" repo:rts rests equally with both 11A11 and 

"B", and the admi~istrative details as to which co~ittee 

"carries the ball" should be decided by the committees 

concerned. 

Joint Sect. Memo 96 - 8 -



. ·-

' I 

·9 

• 

: _' ...... .. 

REF ID:A44776 

. ' 

' 

.£.• Still ·other instances occur wherein a report assig~ed

to "A 11 comm:l:ttee posses.ses ·1~plicat1ons which obv.iously are 

within the purview of 11B11 committee, although not to the . •. 

extent of re.quiring as~ignment "in· collaporation". ·In such . 

instances the Joint Chiefs· of s_taff expect that "An will 

readily recognize the unwritten intent of their policy that 
. . 
"A 11 seek the advice of "B~'. When.ever this takes place·, it 

will be helpful to tpe·Jo1nt Chiefs of Staff if ~ere be· 

1nclud,ed in "A II rs re_pol't,, under "Facts Bearing o·n the Prob

lem,~ a·statement reading generally as f,ollows:· 

"The ·. . Committee has been consuJ.ted in ------
the preparation of this repo:c-t,," 

or 
, 

"This report has been coordinated with (concurred 

in by) the Comm1ttee.u --....----

Joint Sect. Memo 9~ - 9 -
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§ECTJ;QN I! 
r 

. F9RM FOR fR§fJifiATlON .OF J_,C,~§.• fAPERS 

CLASSl.FICATION 
I I I 

COPY NO. __ 

J.c.s. 0000/6 
5 I I - -

00 Oc~obe:r 19 .. -
. I . . tt . 

?ages 0 ·-,Q01 incl. 

¥J?OR
1
T ,BY THE,. ('1'.ITLE OF COMMITTEE) 

to the 

JOINT CHIEFS CJ! STAFF 

on· 

TITLE O!t1 REPORT . 
References: a. (Insert here, in numerical· 

§:. sequence, J.CoS. references 
c. contained in the body of this 
d. r~port. No referenc€S other -e. than J.c.s. ~aper .numbers will r. be included.) 

I 
\ 
I 

Whenever a committee or agency report to~ches upon matters 

which transc~nd purely military cons_ide:rations· (s~ch _as matters 

of international 1mpl_1cat1ons), and it is desired to point up 

the fact th.B.t an outside Government agency or official on a 

hi~ level wa·s ·consulted 1J:l the course of preparation of the 
I 

report, an unnumbered ~aragraph to tha~ effect may be inse~ted 

immediately preceding the caption "THE PROBLEM". In such case 

this additional paragraph may be phrased along the following· 

lines: 

·
11 1\'Ir. John ,Doe of the Department of State was consulted 

in the preparation pf this re~ort." 

THE PROB!:!fili 

1. Indicate ·clearly and concis,ely what the report ·seeks to 

accomplish. For example: 

· a. When reporting oh a problem referred to a' committee, 
, 

a typical statement of the' problem-might be as followa: . 
(1) 11 In light of the memorandum by the Secreta;ry of 

. . 

Defense,, datea·:i,o August 1950.(Enclosure to J.c.s, 0000'=< 

Joint Sect. Memo 96 - 10 -

(Page revised by Note to Holders ·- 6 October 1952) 
(Page fw:'the:r revised by Note to Holders - 9 Marett 1953) 

., 



REF ID:A44776 
-----""!"'---------~----

... .. Cl 

• 

' 

I • . . 
to draft for approval of the ~o1nt Chiefs of Staff a 

policy tor :utilization of iimited service personnel in 

the aztmed Services·,.u 

or 
f ' ' 
(2) 11 To draft for approval of the Joint Chief's of Staf.r 

a reply to ·the memorB;ndum by the, SecI'etary of Defepse; 

dated 10 August 1950 (.Enclosure ·to J ,c .s, 0000) • " · 
I 

b. When making a repo.rt on onets own initiative, ~ - . . 
• I 

typical statement of the prob.lem. might be ae follows.: 

"In view ot the .situation reported below . iry the 

facts bearing on the prq~lem,. to ·subm1t,for approval of 

the Jolnt Chiefs of Staff a·revision of the mission 

assigned to.the Commander in-Chief, Caribbean," 
. 

£.· In those inf'l:'equent instances when a report i_s sub-

mitted ~n a b
1

ackground paper which has not appeared_ ear lie~ 

in the g~een, the background paper ~ust be incorporated 1n 
' . 

the report as a separate. enclosure·. The statement of the. 

problem, in"such an instance, ~ight be phrased as follows: 

"As a matter of prio!'ity, to au.bmit comment and 

.recommendation on a report by the Weapons Systems Evalua

.tion Group,_ dated 15 September ;i.950 ~Enclosure 1F 1 ) ." 

d. If the repo~t 1s submitted as a matter of prioI'ity or ·-
urgency, mention ther~of should always o~en the first 

sentence in the statement of the PJ'.'Oble~ (see sample state~ 

ment in paragraph .Q.. above') • 

FACT§ BE.ARING -ON THE PROBH§M* 
t I • 

2. Enumerate succinctly and in logical order th~ pertinent 

facts· adduced by the committee or o~h~r· o_riginator·. Th~se facts 

should be s~ated 1.n their simplest and briefest form. If the 

facts are necessarily of such lengtp as to cause the basic paper 
\ 

to exceed two pages, they will ~~eterably be attached as ap 

'tlf' encl~sure and ref~rred to parenthetically as, for example 
11 (See Enclosure · 1 A'.) •11 'Data suppol:iting the· f'acts should be 

attached in the form or enclosures, appendicea, annexes, tabs 

and exh-i'bi~s. 

* See footnote on p~ge 13 

Joint Sect. Memo 96 - 11 -
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3. Set out in clear, conci~e statements the logical evolution 

or thought process converting the FACTS BEARING ON THE PROBLEM 

into CONClllSIONS. If the DISCUSSION is necessarily extensive, 

it will preferably be attached in the form of an enclosure 

and referred to parenthetically as, for example "(See· Enclosure 
. 

1A 1 ) •
11 The DISCUSSION ?:lay be incorpol'ated with the FACTS 

BEARI?n ON TF.i.E PROBLEM and developed simultaneously fol' purposes 

of clarity and to avoid a tendency toward repetition. 

CONCLUSION§* 

4. EnWilerate any conclusions reached or resolved in 

consonance with the facts and discussion. If there is more 

than one conclusion, the l'epetition of' the term 11Tha.t" bef'ol'e 

each conclusion.should be avoi~cd. Statements in the form 

of' CONCLUSIONS, but which obviously imply implementation 

measures, should be contained in the RECOMMENDATIONS only. 

For example: 

POOR 

CONCLUSION 

Ti"l.e.t Enclosure 11A11 is an 

appropriate reply to the memo-

randum by the Secretary of' 

Defense, dated 10 August 1950. 

BETTER 

(Omit CONCLUSION) 

RECO:MMENDATION RECOMME11DATION 

That the Joint Chiefs of That the memorandum in 

Staff dispatch tht) memorandum Enclosure 11A 11 be f'orwa1 .. ded to 

contained in Enclosure "A" to the Secretary of Defense. 

the Secretary of Defense in 

reply to his memorandum, dated 

10 August 1950. · 

NOTE: When there is only one conclusion, the title should be 
"CONCUJSION, 11 not "CONCWSIONS. 11 

* See footnote on :page 13 

Joint Sect. Memo 96 - 12 -



• 

• 

REF ID:A44776 

RECQMMENpATIONS* 
• I 

5. State in brief but exhaustive, clear, and positive state

ments the e.ction recormnemecl. '!'his should include, step-by-step, 

specific means for implementation of the recommendations. For 

example: 

POOR -
RECOMMENDATIONS 

It is recommended that 

the Joint Chiefs of Staff: 

~· Notify the SecretRry 

of Defense of their views 

on this subject. 

.£. Dispatch appropriate 

directives to all unified 

cormnanders at the appropri-

ate time. 

BETTER 

RECOMMENDATIONS 

It is recommended that: 

~· The memorandum in 

Enclosure "A" be·fo!'Warded to 

the Secretary'of Defense. 

]2,. Upon receipt or the 

concurrence of the Secretary 

of Defense, the directive in 

Enclosure "B" be issued to 
. 

the addressees indicated 

therein. 

NOTE: 'When there is only one recommendation, the title should be 
11RECOMMENDATION, 11 not "EECOMMENDATIONS. 11 

* It is emphasized that in acting on papers submitted to them, 
the Joint Chiefs of Staff approve only the recommendations 
therein. In some instances the reconunendations may call for 
the approval of the conclusions set forth in the paper, or the 
approval of attached memoranda to be dispatched when the 
a.pp:c•oved· recommendations are implemented. ThE:: decision sheet 
on a J.c.s. paper indicates specifically that the recommenda
tions therein have been approved, and may, on occasion, also 
indicate othez• portions of the pape:t> included within the 
recommendations. Those portions of papers submitted to the 
Jo:tnt Chiefs of Staff not specifically acted upon by them in 
approving the recommendations represent only the origina.tor 1s 
thought processes leading toward these recommendations. 
Therefore, the discussion, facts bearing on the problem, etc., 
should not be subject to a detailed analysis by the Services 
with a view toward recommending amendments to those portions 
of J.C.s. papers which, in effect, have only an indirect 
bearing on action to be taken by the Joint Chiefs of Staff, nor 
should extracts from the discussion, facts bearing on the 
problem, etc., be used as an authoritative source of a position 
or doctrine of the Joint Chiefs of Staff in support of views 
expressed in a subsequent paper. 

Joint Sect. Memo 96 - 13 -
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6. Spl.it Reports. In the event a repor·t contains divergent 

views,. they.will be arranged in parallel, opposite columns. 

The recommendations, in such a case, must specifically point 

out those portions* of the report containing divergent, views 

which .require resolution by the Joint .Chiefs of Staff. For 
I 

example: 

"It is recommended that, afte:i:' resolution of the 

divergent views set forth in the.Enclosl;ll"e, the memorandum 

the;aein be forwarded to •••• " 

, NOTE: Split views should not -appear in "THE PROBLEM" or "FACTS 
BEARING ON THE PROBLEM. 11 $plit views may be set forth, 
;tn "DISCUSSION 11 "CONCLUSIONS '' "RJ;i:COMMENDATIONS " and 
attached draft 

1
memorandum(s),

1 
message ( s·), etc. 

1 

. ' 

*see footnote on page is. 
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SECTIQN III 

INq~DE~AL 

1. Precedences. The following precedences are established 

for business of ~he Joint.Chiefs of Staff on which action should 

be e:xpedi ted: 

Urgent. Matters ot urgency take precedence over all 

other business. Action thereon will _be initiated immediately. 

and pressed to conclusion as ~apidly as possible without 

regard for business hours. 

Priority. Matters of priority take precedence over all 

other business except matters of urgency. Action thereon will 

be initiated immediately and pressed to the earliest conclusion 

practicable Within the usual business hours. 

2. Papers submitted for publicat1~n must reach the Secretary, 

Joint Chiefs of Staff, in sufficient time to permit editing and 

pub.11ca.tion within the precedence origi.nally assigned to the 

problem. If a paper requiring immediate publication cannqt be 

delivered to the Secretary, Joint Ohiefs of Staff, in sufficient 

time for it to be published during normal business hours, the 

Secretar~ must be notified prior to 1600 (1100 on Saturdays) in 

order that a.J:>rangethents may be made for ne:.:cAssa.ry p1..:rs:mnel to 

work overtime. 

3. Distribution of J.c.s. Papers 

~· J.C.S. papers are distributed on a 11noed-to-know" basis. 

Within the J.C.S. area·papers are delivered to committee secre-

taries, or their equivalent in agencies not having a ~ecretary • ... 
Distribution is divided into two general categories; i.e., 

"standard" and 11 lim1ted. 11 11Standard 11 distribution papers are 

delivered to all activities authorized to receive J.C.S. papers 

on initial distI'ibution. Where ."limited" distI'ibution is 

decided upon, the extent of distribution is detel'lllined by the 

Secretary, Joint Chiefs-of Staff in each case. If otheI' than 

normaX.distribution is des3.:red by the originating agency, the 

requirements should be made known when study is submitted. 

Joint Sect. Kemo 96 - 15 -
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b. The Joint Chie.f·s of ate.ft de·sire th.at the distribut~on 

of their papers oe ~ept as limited as possible, but it is 
., • recognized that ~ot in:frequ~ntly an outside agen~y, partiqularly 

.·one within .the. Departtnen"t; of Defense, has just1f.iable' need :r~:r 
' 

a study* contained in a J.c.a. pa.per. TheFefore~ in order to 

obviate the delay inherent in obtaining the nece~sary clearance 

• for :rieleas~ of approved·studiee, it is suggested that in sub

mitting ;reports to the Joj.nt Chiefs of Staff the domrnittees 

incorporate within their RECOMMENDATIONS a statement, when 

~approp~iate 1 to the effect that a cqpy of the study* be 

furnished to the respective agency or agencies. 

• 

t
. ,· .. :.· .. . ' .... . ' 

: .... 
ft-o1 .. -. -

.j.K•":- .-

!..i~- --~:-

4.·E:xtra Copies of J.C~S. Papers 

a. Extra cop~es of J.C.'s. papers will be released to com~ 
\ mittees or agencies whose members are located WITHIN the J.C.S . 

• restricted· area upon request, ?ROVIDED·THAT: 

(1) The committee secretary (o~ equivalent) was on the 

·original distribution of the ·paper requested; 
. 

(2) The paper is for the use of a member of the committee, 

agency,, group~ or wo;rking s'ta:f'f; and, 

(3) A properly p;repared distribution sheet, typed and 

s'igned by the committee secretary (or ·equivalent), 113 

f'llI'nished the J. 0 .s. Re sear.ch and Records Analysis (R&RA) 

.Sect;l.on. 

b. Extra copi~s of J.C.s. papers will be released to J.C.s. 
. , 

·committees or agencies .located OUTSIDE the J.c.s. restricted 

area by t~e Secretary, Joi~t ~hiefs of Staff, or his authprized 

representative, upon receipt of appropriate request by the 

individual Service J.C.s. Documents Control Office. 
. . 

.£• In all ca.sea not cove.red in !_·above, written authority 

for the release of extra copies of J.c.s. papers will be 

o~tained from the Secretary, Joint Chiefs of Staff, or his 

au~horized representative. 

*·The.study_ to be forwarded should not conta~n references to 
- J .c;.3• papers. 

Joint Sect. Memo 96 - 16 -
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d• Extra copies of: pommittee papers are retained for a 

limited per1od,of titti.~ !n the R&RA_ Section as a convenience 

to the committees and their working staf'ts. They will be 
, . 

releasedAonly upon p~e~entation of a distribution sheet signed 

_by the secreta~y or assistant secretar~ of the. committee or 
. 

its working staff which originated the paper. 

~· The B&RA Section is authorize~ to accep~ distribution 
·- . 

. sheets for the release of J .·c.s. or committee papers only . - .. . 
when they are typewritten and signed, by pr~per authority. 

5. Implementation .. The implementation of decisions reached 

b~ the Joint Chiefs of Staff is accomplished by ~he Secretary · 

immediatelr, after the a~proval of the respective recommendations. 

The pub?-ication of~ 11Decisic;>n On~ a· J.c.s. paper is indicative 
. 

of the accomplishment of the implementation required therein. 

'6.·~tatus of J.C,S.'I>irectives Referred to Departments and 
I 

Committees. One purpose served by the· "status of J .c.s .. Direct.ives 

Referred to Departments ·and Conun:i.ttees,'':published wcelc1.y, is to 
. . . 

afford the commi·ttees and agencies of the Joint Chiefs of Staff 

the opportunity to review their directives as against actions .. .. . - \ 

which have been taken ·by the Joint Chie.fs of Staff, with a view 

toward ~cc.onunending, wh,ere appropriate, ca~cellation of directives 
. . . 

which have· been overtaken by events. In some cases the desir

ability ·of revision of outstanding directives" may be indicated •. 
' . 

It is. reque.sted that there be no hesita~ion in .recommending to 

the ·Sec1•etary of the Joint· Chief~ of 'Staff such· cancellation or 

revision of directives if such colll'se of action seems desirable. 

7. Corre~ndence with the North Atlantic Treaty Or~anization. 

All correspondence with the .Military Committee and Standing Group 
' ' 

of the North Atlantic Treaty Organization Will be addres'sed only 

. ~ tG the u.~. Represen~ati~e on the Military. Committee or the U.S. 
-

Representative on the Standi~g Group, respectively. 
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SECTION-IV 

l. Scheduled deliveries from the Joint Chiefs of Sta.ff 

Message Center are as follows: 

.!!· Mondays through Fridays: 0800, 1100, 1300, and 1550 • 

11· Saturdays: 0800 and 1100. -

..Q.. There are no scheduled deliveries on Saturday after

noons, Sundays, or holidays. 

2. Urgent items take precedence over all other items and are 
-

dispatched as soon as possible. (Note: Notify the Message 

Center as far in advance as possible of any item requiring 

urgent delivery.) 

-
3. All items,- other than items to be mimeographed, not marked 

urgent are considered routine and will be delivered in accordance 

with the schedule set forth in l § above, if presented to the 

Message Center at least 30 minutes prior to the scheduled 

deliveries. Items requiring mimeographing will be completed . 
and dispatched expeditiously. 

4. When items are to be delivered during other than regular 
-

business hours, the agency requesting the delivery will insure 

that an euthori~ed person will be available to receive,each item 

at the point of delivery, and will so inform the Message Center. 

5-. Classi1'ied material must be properly prepared and addressed 

before it can be accepted in the Meesage Center. 

6. Message Center courier service is maintained for the sole 

purpose of providing prompt exchange of items relating to the 

transaction of official business between the Joint Chiefs of 

~ Staff and other government agencies. 

Joint Sect. Memo 96 ... 18 -
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1. General 

r1.. General form 

(1) Cov~r.sheets* 

(a) The text or the cover sheet shall begin three 

spaces below the last heading and shall follow the rorm 

in Section VI. 

(b) The nemes or the Secreter1es shall be capitalized 

and centered in the lower right-hand halt or the paper, 

six spaces below the last line of writing, as follows: 

· ( 2) Body of_ ea per 

W. G. LALOR,. 

E. H.- J. 0.ABNS, 

Joint Secretariat.· 

(a) Except_ where otherwise specifically stated, all 

papers other than minutes ot meetings and agenda·shall 

be double-spaced. There shall be three spaces between 

principal paragraphs and a double space between para

graphs within p~incipal paragraphs and subparagraphs. 

(b) When cutting stencils, set marginal stops so 

that the lett-~and mar.gin shall commence ct 3g on th~ 

stencil •• The right-hand margin of" each line shall 

terminate at leest two spaces from the right-hand 

vertical dash line on the stencil~ Except in certain 

cases enumerated below, writing shall not go below 

line 72. Where a paragraph or subparagraph will be 

completed a few lines below llne 72, typing may be 

continued down to line 78 in o~der to allow the follow~ 

ing page to sta~t with a new paragraph or subparagraph. 

•see ·model torms in Section V!. 
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b. Paper to be uaeii 

(1) Stock of uniform size, Bi x 14 inches, will be used 

for all p~pers unless instructed otheiwise. 

(2) In order to facilitate identification, each type 

of report listed below will be mimeographed on the 

distinctive color paper indicated: 

J.c.s. 
J.S.P.C. 
J.L.P.C. 
All others -

Green 
Buff 
Buff 
White 

£• Drafts. Draft papers will conform to the models shown 

in this manual except that they all will be double-spaced. 

The lines will be no longer than those shown in the models 

in Section VI. The maximum length of lines is as follows: 

Lines in body of main paragraph - 65 spaces 

Lines in body of subparagraph - 62 spaces 

d. Classifications. Classifications shall be set up as 

follows on all papers, agenda, memorandums, minutes, corri

gendums, decisions, etc.: 

TOP SECRET 

SECRET 

CONFIJ)MIAL 

R.ESTRICITlED 

·' 

The classification or the pap~ shall appear in the upper 

left-hand corner ot each stendil and against the margin on 

line five of the stencil. The classification will also be 

indicated at the bottom ot the page as shown on the sample 

cover pages in Section VI. If the paper is unclassified, the 

space usually reserved for the classification will be left 

blank. The text ot each page shall begin three spaces 

below the classification. 

2. All titles of papers, Enclosures, Appendices, Annexes, 

Tabs, and Exhibits shall be written in ALL_CAPS and shall be 

centered and underlined. 
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' 
·~. Subtitles tor lll£11n sect!Ohs of an Enclosure, Appendix, 

Annex, or Tab shall be writteri·1n ALL CAPS, underlined, and cen

tered (see (*) in ~ample belo~). 

4. In the event n subtitle for several main paragraphs is 

used, it shall be written in ~LL CAPS, underlined, and written 

~ flush with the left-hand margin (see (**) below). 

• 

5. All m~in and subordinate paragraph heads shall be written 

in lower case, underlined, and written after the number of the 

paragraph (see (***) below). No period will be used arter any 

heading unless the text begins on the same line as the heading. 

6. Examples of the foregoing headings are as follows: 

ENCLOSURE 

THE TITLE OF THE ENCLOSURE 

THE PROBLEM* 

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxo~oxoxoxoxoxoxoxoxoxoxox. 

FriCTS BEARING ON THE PROBLEM* 

SUBTITLE FOR SEVERAL PARflGRAPHS** 

2. Parog,rnph heading.*** Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
• 

xoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

3. Pnragrcph heading 

~· SubparngrQph heading. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxoxo. 

b. Subpnrsg.raph heading, Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxoxo. 

(l) Sub-subparagraph he~ding. Xoxoxoxoxoxoxoxoxoxoxoxo 
I 

xoxoxoxoxoxoxoxoxoxoxox. 

(2) ~uh-subparagraph bending. Xoxoxo~oxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxox. 
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7. Page ~nd paragraph .nµm.be~lng 

~· ~ag~ numbering. Pages of formal J.c.s •. pa~ers only.will 

be numbered consecutively for all papers curryihg the same 

J.c.s. series number regardless of the sl~nt number and with-

out regard to the breakdown by Enclosure, Appendix, Annex, Tab, 

or Exhibit. 

b. All papers other than formal J.c.s. papers shall be 

page-numbered consecutively without regard to the breakdown 

by Enclosure, Appendix, Annex, Tab, or Exhibit and shall 

start with poge 1. T'.ne page numbers of these papers will not be 

indicated on the cover sheet as ~n the case of J.c.s. papers. 

Q..• Paragr:::ph numbering. Pt:':rngraphs shall be numbered as 

shown- in the following exampleJ and each Enclosure, Appendix, 

Annex, T~b and Exhibit shall start with paragraph 1: 

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo~ 

xoxoxoxoxo~oxoxoxoxo. 

£• Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxox. 

(1) Xox~xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxoxox. 

(a) Xoxcxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxpxoxoxoxoxoxoxoxoxoxoxox. 

(1) Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox • 

Joint Sect. Memo 96 - 22 -
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MODEL FORMS 
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REF ID:A44776 

MODEL COVER PAGE FOR A J.c.s. PAPER 
(submitted .bY a committee) 

CLASS IF !CATION 

J.c.s. ooooLo 
00 .October 19--

rasef:) 0 - 00.! incl. 

COPY NO. 

REPORT BY THE JOINT STRATEGIC SURVEY COMMITTEE 

to the 

JOINT CH;IEFS OF STAFF 

on 
2 

Roll 
Roll. 

THE TITLE OF THE PAPER, WHEN TOO LONG FOR ONE LINE 1 IS 
DIVIDED APPROXIMATELY IN HALF AND WRlTTEN ON TWO LINES 

· References: a. J.c.s·. ooo · 

3 

2 

2 

3 

2 

2 

3 

2 

2 

3 

2 

3 

2 

2 

3 

~. J.c.s. 001 

THE PROBLEM 

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxpxoxoxoxoxoxoxoxoxoxoxoxoxox. 

FACTS BEARING ON THE PROBLEM 

2. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xo~oxoxoxox~xoxoxoxoxoxoxoxoxox. 

CONCLUSIONS 

3. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

4. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 
I 

xoxoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

RECOMMENDATIONS 

5. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

6. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox .2 xoxoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

CLASSIFICATION 
JCS 0000/0 

Joint Sect. Memo 96 

- 0 -

- 24 -
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REF ID:A44776 

MODEL COVER PAGE FOR 1\ J.c.s~ PAPER 
(Submitt·ea by' the Secretnr1es) 

CLASSJFICATIOM 

J .. c.s. 0001/1 
' 
00 October 19--

Psges 0 - 00, incl. 

NOTE BY THE SECRETARIES 

JOINT CHIEFS OF ST.AFP 

on 

COPY NO. ---

2 

Roll 
Roll 

THE TITLE OF THE PAPER, llHEN TOO LONG FOR ONE LINE,, IS 
DIVIDED P.PPROXIfo/IA TELY IM Hl1LF AND WRITTEN ON TWO LINES 

Reference: J.c.s. 0001 

3 ' 

2 

3 

2 

6 

2 

2 

1. XOXOXQXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXUXOXOXOXOXOX 

xoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

2. XoxoxoxoxoxoxoxoxoJ~oxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

CLASSIFICATION 
JCS 0001/1 

Joint Sect. Memo 96 

- 0 -

- 25 -

\•' i. G. I..u".LOR, 

E. H. J. CARNS, 

Joint Secretvril3t. 

'•. 
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2 

3 

2 
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MODEL FOR MEMORi\NJJ(Jfit ~OR DlFORMATION 

CLASSIFICATION COPY N01t ---
J.c.s. Into Memo 001 

00 October 19--

JOINT CHIEFS OF STAFF 

MEMORANDUM FOR INFORr~1TION NO. 001 

TITLE OF THE PriPER 

Note by the Secretaries 

l. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 
I 

xoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

2. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxoxoxox. 

CLASSIFICATION 
JCS In£o Memo 001 

Joint Sect. Memo 96 - 26 -

E. H. J. Ci.RNS,, 

Joint Secretari~t • 
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2 

2 

4 

3 

2 

2 

2 

3 

3 

2 

3 

2 

3 

2 

6 

2 

2 

MODEt FOMM F~ DECISION ON 

CLASSIFICl\!rIQN 

J.c.s. QOOl/J. 

00 October 19--

JOIIlfT CHmFS OF ·STAFF 

DECISION ON J.c.s. 0001/l*• 

COPY NO. 

A Report by the Joint Strategic Survey Committee 

on 

TITI.E OF THE Pi' .. PER 

Note by the Secretaries 
c 

----

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxox. 

2.· Xoxoxoxoxoxoxoxoxoxoxoxoxo~oxoxoxoxoxoxoxoxoxoxoxoxo 

xoxoxoxoxoxoxoxoxoxoxoxoxo. 

3. This decision now becomes a part of and shall be 

attached as the top sheet of J .·c. S. 0001/1. 

w. G. LALOR, 

E. H. J. C!~NS, 

Joint Secretariat. 

*A Decision On is always mimeographed on "Red Band" paper. 

CLASSIFICATION 
Dec. On JCS "0001/l 

Joint Sect. Memo g6 - 27 -
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2 
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3 

2 

2 
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2 

2 

REF ID:A44776 

MODEL·~ ~it CORRIGENDUM 

CLASSIFICAT!OM 

00 October 12'- -

. . 
I 

NOTE BY THE SECRETARIES 

to the 

HOLDERS OF J.c.s. 0001/ll 

COPY IiO .. 

(Title or the Paper to be inserted here) 

CORRIGENDUM 

---

Holders of J •. c. S. 0001/11 are reque-sted to change 

n II to II . . . •••• 
11 in the last line of paragraph 1 • • 

and the second line or paragraph 2 on page 16. 

... 

CLASSIFICATION 
Corrig. to JCS 0001/11 

W. G. LALOR, 

E. H. J. C!iRNS, 

Joint Secretariat • 

NOTE: This form with the heading "CORRIGENDUMn deleted,, 
will also be used for Notes to Holders of J.c.s. 
Papers. 

Joint Sect. Memo 96 - 28 -
.. 
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·i· . . .. 

MODEL FORM FOR Jd~'t iiORltTAHL\'l' MEMORAMDuM 
11 • . . t 

CLASSIFICATION 

oo October 19--

JOINT CHIEFS OF STAFF 

COPY NO. 

JOINT SECRETARIAT ME.MORANDUM HO. 001 

TITLE OF PAPER 

Note by the Secretaries 

-----

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxo.xoxoxoxoxoxoxox. , 

2. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

xoxoxoxoxoxoxoxoxoxoxoxox. 

W. G. LALOR, 

E. H. J. C.ARNS, 

Joint Secretariat. 

CLASSIFICATION 
Joint Sect. Memo 001 

. Joint Sect. Memo g6 - 29 -
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MODE~ FORM ro~ abwrbfiADIW MF>IO 

00 October 19--

Joim' o:R:t~:s b:F STAFF 

, Note by the Secretaries 

The following J.C~S. papers ha.ve been downgraded as 

indicated: 

TO SECRET 

J.c.s. 0001/1, 0001/2, and 0001/3 

TO CONFIDENTIAL 

J .c.s. 0002/3 

W. G. LALOR, 

E. H. J. C~NS, .. 
Joint Secretariat • 

Joint Sect. Memo 96 - 30 -
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MODEL.FORM FOR M:rf10RA.NllJM OF POLICY 

CLASSIFICATION 
2 

COPY NO. ___ _ 

2 

4 

3 

3 

3 

3 

2 

3 

2 

6 

2 

2 

J.c,s. Po61cy Memo 01 

00 October 19--

JOINT CKIEFS OF STAFF 

MEMORANDUM OF POLICY NO, 01 

TITLE OF PAPER 

Note b~ the Secretaries 

1. Xox ox ox ox ox oxoxoxoxox wcox ox ox oxoxoxoxoxoxoxoxoxox ox·oxoxo 

xoxoxo.xoxoxoxoxoxoxo.xoxox. 

2 • Xox OX O:X OX OX OX OX OX OX OX OX OX OX OX OXOX OX O.X OX OX OX OX OX OX O.X OX OX 0 

XOXOX OX OX OX OX OXOX OX OX OXOX • 

CLASSIFlCATION 
JCS Policy Memo 01 

Joint Sect. Memo 96 - 31 -

W. G. LALOR, 
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Joint Secretariat • 
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1. Inforr.iatidh:'pertainillg to the prepa:ration of a Secretariat 
;' : 

Memorandum (SM) ina.y be C:>'btained from the Secretary to ~e 
I 

Secretary; Joint Chiefs of Staff, Room 2E-928, Ext. 72700. 

2. Information pertaining to the preparation of a D:l.reotor*s 

Memorandum (1!4) may be obtained from the Secreta.?'y to the 

Director, The Joint Staff, Room 2E-928, Ext. 56275. 

I 

Joint Sect. Memo 96· - 32 -
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~FOE 

ACP 

ABI 

ADC 

AEC 

AEW 

AFAT 

AFCIAC 

AFHQ. 

AFMPC 

AFPC 

AF.SA 

AFSAC 

AFSWP 

AFWE 

AIOC 

ALF CE 

AMAG 

AMAT 

AMP 

ANZAM 

ANZIM 

ANZUS 

ARM I SH 

ARS 

ASA 

ASDIC 

ASPIC 

ASPPA 

ASW 

AWS 

REF ID:A44776 

LIST OF A1*M\'U.TION8 
I 

Allied Air Fo~ces, Central EurQpe 

Allied Communication Publication 

Ame~ican-British Intelligence 

Air Defense Command 

Atomic Energy Commission 

Airborne Early Warning 

Allied Forces in Austr+a and Trieste 

Armed Forces Communications Intelligence Advisory 
Committee 

Allied Field Headquarte~s) 
Allied Force Headquarters) 

Armed Forces' Medical Policy Cou~cil 

Armed Forces Policy Council 

Armed Forces Security Agency 

Armed Forces Security Agency Council 

Armed Forces Special Weapons Project 

Air Forces, Western Europe 

Anglo-Iranian Oil Company 

Allied Land Forces, Central Europe 

American Mission for Aid to Greece 

American Mission for Aid to Turkey 

Additional Military Production 

Australia, New Zealand, and Mala-ya 

Australia, New Zealand, Indonesia, and Malaya 

Aust~alia, New Zealand, United States 

U.~. Military M~ssion with the Iranian Army 

Air Rescue Service 

Army Security Agency 

A;rmed Services DocUJDents Intelligence Center 

·Armed Services Personnel Inter~ogation Center 

Armed ~ervices Petroleum Purchasing Agency 

Antisubmarine Warfare 

Ai~ Weather Service ) 
Aircraft Warning Service) 

Joint Sect. Memo 96 - 33 -
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BAO 

BAOR 

001 

BETFOR 

;BJSM 

BMA 

BW 

C&D 

CAA 

CAB 

• cAmc 

ccs 

CEBAR 

CECS 

CFM 

CFP 

CGSAC 

CG~UST 

CGUSFA 

CHAN COM 

CIA 

J3udget Advisory Committee 
I 

British Ar~y of Ooptlpation, Rhine 

&ttal;ton Combat Team 

Headquarters, British Bl•~ent Trieste Forces 

British Joint Services Mission 

British Military Authority 

Biological Warfare 

c 
Cover and Deception 

Civil Aeronautics Administratiqn 

Civil Aeronautics Board 

Caribbean Air Command 

Combined Chiefs of Staff 

Chemical, Biological, and Radiological 

Communications-Electronics Coordinating Section 

Council o~ Foreign Ministers 

Combined Forces Planning 

Commanding General, Strategic Air Command 

Commanding General, ~1este United States Troops 

Commanding Gene~al, u.s. Forces in Austria 

Channel Committee 

Central Intelligence Agency 

CINCAIRCENT Camna.nder in Chief, Allied Air Forces, Central Europe 

CINCAL Commander in Chief, Alaska . . 
CINCARIB Commander in Chief, Caribbean 

CINCOHANNEL Allied Commander in Chief, Cha.nn~l 

CINCEUR Commander in Chief, European Command 

CINCFE Commande"r in Chief, Fa~ .Ea.st 

CINCLA.NDCENT Commander :ln Chief, Allied land Forces, Central 
Europe 

CINCLA.NT Commander in Chief, Atlantic 

CINCMED ·commander in Chief, British Na.val Forces in the 
Mediterranean 

CINCNElM Commander in Chief, u.s. Naval Forces, Ea.stern Atlantic 
and Mediterranean 

Joint Seot. Memo 96 - 34 -
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CINCNE 

CINCNORTH 

CINCPAC 

CIHC50UTH 

CINCUNC 

CIMCUSAFE 

C/JCS 
; 

CJPP 

OJ~ 

CMC 

ONO 

COMAmNORTH 

COMAffiSOUTH 

COMCARIBA 

REF ID:A44776 

Q, (Co.pt' d) 
, '• 

Commander,in Chier, u.s. Northeast Command 

Commander in Chief, Allied Forces, Northern 
'Euraope 

Commander in Chief, Pacif'ic. 

Commander in,c.p.1er, Allied Forces, Southern 
Europe 

Commander in Chief, United Nations Command 

Commander in Chief, u.s. Air Forces in Europe 

Chairman, Joint Chiefs of Staff 

Committee for Joint rolicies and Procedures 

Canadian Joint Staff 

Ca.nma.ndant of the Marine Corps' 
Collective Measures Committee (UN) 

Chief of Na.va.l Operations 

Commander, Allied Air Forces, Northern Europe 

Col:llr.a.r.c!er, Allied Air Forces, Southern Europe 

Commander, Caribbean Area 

QOMLAND DENMARK C0t1manqer, Allied I.and Forces, Dernnark 

COMLAND ;NORWAY Conunander, Allied land Forces, Norway 

Cm~NDSOUTH Corrrr:.a,"'l'l£,!', Allied Ie.!ld Forces, Southern Europe 

CO~\lMATB C0t.:na,;1der, Military Air ~ransport Service 

COMNAVECJ Canma.nder, U.S. Naval Forces in .Eul:>ope 

COMNAVNORTH Cornr..c.i.nci:: :-:·, 1\ ~lied ~,~.val Forces, Northern Europe 

0<b1i"lAVSOUTH Cotri.~.nd6r, Allic:l Na;ral Forces, Southern Europe 

CO~INAVWESFAC Commander, Na.val Forces, Western Pacific 

COBSAC Chief of Staff, Supreme Allied Command 

OPC Combined Policy Comr:iittee 

CSA Chief' of Star f, u. s.. Army 

CBAF Cr.&ief of Staff, U. S, Air F'orce 

OSG Chairman's Staff Group 

CUSDPG Continental u.a. Defense Planning Group 

OUSRPG Canada-United States Regional Planning Group 

CW Chemical Warfare 

Joint Sect. Memo 96 - 35 -
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DC 

DD! 

DDLP 

DDSP 

DELWU 

DEPTAR 

DEPTO 

DFEC 

D/JS 

DMS 

DOD 

DP 1s 

DPB 

F/.cE 

ECA 

ECO 

EDC 

EDF 

ELLA 

mm 
EMMO 

ERFA 

ERP 

EU COM 

EU SAK 

FCDA 

FEAF 

FECOM 

:9'T J\GCENT 
lor Ii1 0CE) 

REF ID:A44776 

D 

Defense Committee 

Deputy Director, Intelligence 

Deputy Director, Logistics Plans 

Deputy Director, Strategic Plans 

u.s. Delegation to the Five-Power Permanent 
Military Committee, Western Union of Mations 

Department of AI'my 

Department of State Dispatch 

Defense Financial and Economic Committee 

Director, The Joint Staff 

Director for Mutual Security 

Department of Defense 

Displaced .Persons 

Defense Production Board 

E 

Evasion and Escape 

Economic Cooperation Administration 

European Coordinating Comm~ttee 

European Pefense Community 

European Defense Force . 
European Long Lines Agency 

Emba.ssy 

Southern European-Western Mediterranean Regional 
Planning G.roup 

Eu~opean Radio Frequ~ncies Agency 

European R~covery Program 

European Command 

Eighth u.s. Army, Korea 

F 

Federal Civil Defense Administration 

Far Fast Air Forces 

Far Fast Cornmand 

Flag Officer, Central EU.rope 

Joint Sect. Memo 96 - 36 -
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FMACC 

FSA 

FY 

GAO 

GARIOA 

GATT 

GOA 

GOI 

GMIORG 

GOO 

HI COG 

IAC 

IADB 

ICAF 

ICAO 

ICIS 

!DC 

IFF 

IFI 

IPT 

ISAC 

JAAF 

JADB 

JAEIC 

JAMAG 

JAMMAT 

JANAP 

JASO 

REF ID:A44776 

F (Ooht 1dl 
I • 

Foreign Military Aid Coordinating Committee 

Federal Security Administration 

Fiscal Year 

G 

General Alert Order 

Government and Relief in Occupied Areas 

General Agreement on Tariff and Trade 

Ground Controlled Approach 

Ground Controlled Intercept 

Guided Missiles Interdepartmental Operational 
Requirements Group 

General Officer Commanding 

H 

High Commissioner in Germany 

I 

Intelligence Advisory Committee 

Inter-American D9fense Board 

Industrial College of the Armed Forces 

International Civil Aviation Organization 

Interdepartmental Canmittee on Internal 8ecurit~ 

Imperial Defense College 

Identification Friend or Foe 

In-flight Insertion 

International Plalll1ing Team 

International Security Affai1•s Committee 

J 

Joint Action Armed Forces 

Joint Air Defense Board 

Joint Atomic Energy Intelligence Committee 

Joint American Military Advisory Group 

Joint Military Mission for Aid to Turkey 

"Joint Army-Navy-Air Force Publication 

Joint AdvaRced Study Committee 

Joint Sec~Memo 96 - 37 -
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JBUSMO 

JB'WIC 
-JOO 

JCEC 

JCS 

JCSRE 

JCWIC 

JIC 

JIG 

JIOA 

JLAMAAG 

JLPC 

JLPG 

JMAC 

JMACS 

JMC 

JMIA 

JMTC 

JOEWP 

JS 

JSPC 

JSPG 

JSPD 

J88C 

JUSMAAGLA 

JUSVJ.AG 

J11BMAGPHIL 

LOO 

LOBAN 

REF ID:A44776 

J (Oont 1d) 

Joint Bra~11-Un1ted States Military Commission . 
Joint Biological Warfare Intelligence Committee 

Joint Communication Center . 
Joint Comm.uni ca ti ons·-E1ectronics Committee 

Joint Chiefs of Staff 

Joint Chiefs of Start Representatives, Europe 

Joint Chemical Wal'fare Intelligence Committee 

Jpint Intelligence Committee 

Joint Intelligence Group 

Joint Intelligencu Objectives Agency 

Joint Latin Americnn Military Assistance 
Advisory Group 

Joint Logistics Plans Cmrunittce 

Joint Logistics Plans Group 

Joint Munitions Allocation Comz:iittec 

Joint Munitions Allocation Cornriiittce Staff 

Joint Meteorolog~cal Committee 

Joint Materiel Intelligence Agency 

Joint Military Transportation Cor:mtlttee 

J·oint Outline E.'nergency W~r Plan 

Joint Staff 

Joint Strategic Plans Committee 

Joint Strategic Plans Group 

Joint Subsidiary Plans Division. 

Joint Strategic Survey Committee . 
Joint U.~. Military Assistance Advisory Group 
. ~or Latin America 

Joint u.s. Military Advisory Group 

Joint u.s. Military Advisory Group to the 
Republic of the Philippines 

L 

Line of Co~nications 

Long Range Aids to Navigation 

Joint Sect. Memo 96 - 38 -
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MAAC 

MAAG 

MAPAG 

MAS 

MATS 

MB 

MC 

MDAP 

MED NA 

MICC 

MILREP 

MLC 

MOD 

)1PAB 

'MPSB 

MRC 

MSA 

MSC 

MSF 

MSTS 

MTDP 

NAO 

NACA 

NACD 

NAMC 

NAOR 

NAORPG 

NAT 

NATO 

.NAVFE 

NEPA 

REF ID:A44776 

M 

Mutual A~sistanae Advisory Committee 

Military Assistance Adviso~y GToup 

Military.Assistance Program Advisorr Group 

Military Agency for Standardization 

Military Air Transport Service 

Munitions Boa1•d 

Military Committee 

Mutual Ihfcnse Assistance Program 

Mediterranean-Northwest Africa 

Military Inforznation Control Cor.unittee 

u.s. Military Representativ& for Military 
Assistance in Europe 

Military Liaison Committee 

Ministry of Defenee 

Military Petrolewn Advisory Board 

Military Production and Supply Board 

Military ReJ>l"esentatives Committee 

Mutual Security Act 
Mutual Security Agency 

Military Sta.ff Committee 

Mutual SecUJ:"ity Program 

Military Sea ~Tansportation Service 

Metl1mn Terc Defense Plan 

N 

North Atlantic Connell 

National Advisory Cqmmittee for Aeronautics 

North .Atlantic Council Deputles 

North Atlantic ~ilitary Committee 

North Atlantic Ocean Region 

North Atlantic Ocean Regional Planning Group 

North Atlantic Treaty 

North Atlantic Treaty Organization 

u.s. Na.val Forces, Far Ea.st 

Nuclear Energy For Propulsion of Aircraft 

Joint Sect. Memo 96 - 39 -
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I 
~ 

~· 

NEPS 

NGRC 

NME 

NMR 

NOFORN 

NPA 

NBC 

NS CID 

NSRB 

NTS 

NWC 

NPRJ 

OAS 

om 
OEEO 

OFMA 

OMA 

OPC 

OPI 

OBD 

P&BA 

PBEIST 

PBOS 

PJBD 

PLANAT 

PLRO 

POE 

POL 

REF ID:A44776 

~ (Cont 1d) 
:,t · . ..,: 

Nuclear :&nergy for Propulsion of Submarines 

National Gove~nment of the Republic of China· 

~ationa.l .Military Establishment 

National Military Representative 

Special Handling Required--Not Releasable to 
Foreign ?Ja.tionals 

National Production Authority 

National Security Council 

National Security Council Intelligence Directive 

National 8ecUI'ity Resources Board 

Naval Transportat~on Service 

National War College 

National Police Reserve of Japan 

0 

Organization of.America~ States 

Office of Defense Mobilization 

Organization for European Economic Cooperation 

Office of Foreign Military Affairs 

Office of Mi~itary Assistance 

Office of Po~icy Coordination 

Off ice of Public Information 

Office of the Secretary of Defense 

.p 

Program and Budget Advisors 

Planning Board for European Inland Surface 
Transport 

Planning Boa.rd for Ocean Shipping 

Permanent Joint Board on Defense 

Planners/Planning for North Atlantic Treaty 

Permqnent Logistics Reviewing Committee 

Port of Embarkation 

Petrol, Oil, and Lubricants 

Joint Sect. Memo 96 - 40 -
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PO LAD 

POW's 

PSB 

PSO 

PVO 

ROT 

RDB 

ROK 

RW 

SAC 

SACEUR 

SACLANT 

SOAP 

sos 

SECDEF 

SG 

SGLO 

SW'.PE 

a..'FIAPTO 

SH ORAN 

SPCC 

SR& 

SUSREP 

TAO 

TAF · 

TOO 

REF ID:A44776 

P. 'yont 1d) 

Political Advisor 

Prisoners oi' War 

Psychological Strategy Board 

Principal Staff Officers Committee 

Soviet Air Defense Organization 

R 

Regime~tal Combat Team 

Research and Development Board 

Rep'l.:blic of Korea 

Radiological Warfare 

s 
Strategic Air Canmand 

Supreme Allied Commander, Europe 

Supreme Allied Co~nder, Atlantic 

Supreme Commander for Allied Powers 

Screening and Costing Staff 

Secretary of Iefense 

Standing Group 

Standi::ig Group Liaison Officer 

Supreme Readquart~rs, Allied Powers, Europe 

Message from SACEUR to Standing Group 

Short Range Aids to Navigation 

Standardization Policy and Coordination 
C c1'!11'D. i tt. e e 

Special Representative in E\ll'ope 

Senior U.S. Representative, Military Production 
and Supply Board 

T - . 
Tactical Air Command 

Tactical Air Force 

Temporary Council Committee 
Telecommunications Coordina.ting Committee 
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a...! 

TFT 

T/O&E 

TOLA.NT 

TOSHAP 

TRUST 

UC 

UHF 

UMT 

UN 

UNCACK 

UNC!P 

UNCOK 

UNCORK 

UNKRA 

UNSCOB 

USAFE 

USARAL 

USARCARIB 

USARPAC 

USOIB 

USOINCEUR 

USIS 

USJSPGE 

USLO 

USM CC 

VHF 

VOA 

WERPG 

WSEG 

WU 

WUDO 

T (Cont'd) 

Trie~te Free Territory 

Table of Organization and Equipment 

Message from Standing Group to SACLANT 

Message from Standing GI-cup to SACEUR 

Trleste United States Troops 

.u _._ 

Unified COIDL11..nd 

Ultra High Frequency 

U~versal Milj.tary Training 

United Nations 

United Nations Civil Assistance Command, Korea 

United Nations Conmission on India and Pakistan 

United Nations Commiss.ion on Korea 

United Nations Committee on Unification and 
Rehabilitation of Korea 

United Nations Korean Reconstruction Agency 

United Nations Special Committee on the Balkans 

United States Air Forces, Europe 

U.S. Army, Alaska 

u.s. Army, Caribbean 

u.s. Army, Pacific 

U.S. Comruunj. -:i:a ti ans Intelligence Boa.rd 

O~nder in Chief, u.s. European Command. 

u.s. Information Service 

U .s. Joint Support Planning Group, Europe 

u.s. Liaison Officer 

United States Military Cooperation Committee 

Very High Frequency 

Voice of Ame1•ica 

w 
Western European Regional P1anning"Group 

Weapon~ Systems Evaluation Group 

Western Union 

Western~Union Defense Organization 
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