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THE WHITE HOUSE
WASHINGTON

February 19, 1942.

1. The President has directed that messages passing between
the Prime Minister and the President be filed in the White House Chart
Room.

2. Messages originated by the President have consecutive serial
nmumbars beginning with No. 101. Those originated by the Prime Minister
have consecutive serial numbers beginning with No. 25.

3. The following procedure has been agreed upon and is hereby
established:

OUTGOING MESSAGES

Messages from the President to the Prime Minister will he
typewritten in duplieate (an original and one copy), both copies to be
gigned or initialed by the releasor, and then sent to the Chart Room
for assignment of serial numbar and transmission. No number should be
agsigned by the person preparing the message, as this will always be
done by the Chart Room Watch Officer. When the message in duplicate
reachea the Watch Officer, he will log it in accordance with special
instructions appearing later in this order, assign the proper serial
number to it, and immediately send the signed or initialed carbom copy
to the Naval Code Room or War Department Message Center, whichever is
to send it. The original copy will be placed in the special file folder
regarved for that purpose. If no officer is avallable who can leave the
Chart Hoom to carry the message, call the Code Room or Message Center
for an officer messenger.

It 1s believed that for the most part, outgoing messages
will be received as "smooth" typewritten copies, and, with the exception
that serial number is to be assigned, in all respects ready for delivery
to the transmitter. However, a message may be received which has been
altered or added to by the President in his handwriting, but nevertheless
released for transmission. In such a case, the carbon copy should be
brought into agreement with the altered original before being sent to the
Navy or Army for transmission, and the original filed in the manner pre-
gscribed in the foregolng. At the first suitable opportunity, the attention
of the Naval Aide should be drawn to the message thus handled, and he will
arrange for a "smooth" copy to be made to become the file copy, whersupon
the altered copy will be delivered to Misms Tully for inclusion in a special
file reserved for messages that have been thus altered by the President.
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INCOMING MESSAGES

It is expected that only ome copy of incoming messages will be
recelved, TImmediately upon the receipt of en incomins message it should be
logged in accordance with special instructions appearing later in this
order, and delivered to the President, directly or via the Naval or Mili-
tary Addes, as appropriate, considering the time of day and the urgency of
the message. When a message 13 received outside of office hours, call the
Naval Aide if doubt exists as to the necessity for immediate delivery.

lr While no difficulty is anticipated in maintaining an unbroken

' record of serial mumbers for OUTGOING messages, it may occur that an INCOMING

’ message will be received bearing a serial number which is not the next number
following the last one of record. This may indicate that an intervening
message has been received through a receiving agency other than the Navy,
end which was delivered to the addressee without being cleared through the

| Chart Room. Should an instance of this kind occur, a corresponding space

&, should be left blank in the incoming log, and the matter brought to the

attention of the Naval Aide, who will then take steps to trace the message(s)
which are not a matter of record.

It is intended that the single copy of an incoming message shall
become the file copy after it has been shown to the President or any others
that he designates to see it. If an incoming message requires a reply, it
may be that it will have to be retained temporarily by the person who is to
draft the reply. To the end that all messages received will eventually be
lodged in the special file, the incoming log will be checked daily with the
file of incoming messages to determine those that are not on file. If a
message has been held for what appears to be an undue length of time, the
matter will be drawn to the attention of the Naval Adde, who will make
appropriate inguiries locking to its return to file.

The instructions embraced by this order are for the express
purpose of insuring that the file dealt with shall be the MASTER FILE of
all messages exchanged betwsen the President and the Prime Minister, the
only duplication of which will be those files maintained by the communiea-
tion agencies involved, or by those persons submitting proposed messages
to the Preaident for release. Chart Room personnel are responsible only
for the coples received, and they are enjoined to exercise pearticular care

to insure that an unbroken series of incoming and outgoing messages is
maintained.
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4.,  All messages will be classified as SECRET.

5. A separate incoming and outgoing log will be maintained, using
the following entries:

OUTGOING
Date and time raceived in Chart Room.

l Number of copies received and their disposition:
[ Example: (2) Original - File.
' 1 - Navy (or)
f 1 - Army
Serial No. mssigned.
mmo
Addressea(s).

Time despatched to commnication agency.
! Name of officer messenger.
} Time group assigned by commnication agency (This will have to
- be obtained after message has been sent),
Initials of Watech Officer completing action on the message,

INCOMING

il Date and time received in Chart Room.
| Communication agency from which received.

No. of coples received and their d H

Example: (1) - "Shown to President by Naval Adde."
"Shown to President and/or Mr. Hopkins
by Watch Officer."

e e - R —
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Originator.

Addressee(s).

Date and time s or other identifying data shown on message.

Date to file. EThin will not be entersd until message has been returned

J
I
i Serial No. of message.
| and placed in the file).

;,L. "U\fc:.q..a—__

JOHN L. McCREA,

Captain, U. 2. Havy,
Naval Aide to the President.
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