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T H E W H ITE HOUSE 

WASHt NGTON 

February 19, 1942. 

1"1RITE HOUSE CRART ROOII STAJIDTI1G ORDER NO. 1 

-

1. The Presi dent has directed that messnges passing between 
the Prime rHnister and tbe President be fllad in t he White House Chart 
Room. 

2 . llessnges originatad ~ the President have consecutive sorial 
numbers beginning with no . 101. Those or igine.t ad by t he Prime IJ.l.nister 
have consecutive serial mlJllbers beginnixrg witb llo . 25 • 

.3 . The following proeadure has been agreoo upon and ill hor oby 
establishad: 

Messnges from the President t o t he Prime llin.l.ster 'llill be 
typewri tten in duplica te (an original ..00 one copy), both co:oi es to be 
signed or initialad by tbe r eleasor, and then sent to t he Chart Room 
for assi gnment of serial number and trans!lll.ssi on . No nw:rber should be 
assiened by the person pr eparing the messnge, as this will alw~s be 
done by t he Chart Room l'latch Officer . \"/hen t he message in duplie11t e 
r eaches the Watch Officer , he will l og i t in accordance witb spec.ial 
ins truct i ons appearin8 l ater in this or<ler, aesign the proper serial 
number to it, and immediately send the ai gnad or initialad carbon copy 
t o the Naval Code Room or War Department I.lessage Cente r, whichever i s 
t o send it. The original copy will be pl..eced in the spec18l tile folder 
r eserved for that purpose . If no offi cer is available who can l eave tbe 
Chart Room to carry the message , call t he Code Boom or ~ssage Center 
for an offi cer messenger. 

It is believed that for the most part, outgoing messages 
will be r eceivad as " smooth" typewritten copies, and, with tbe exception 
that ser1al number i s to be assigned, in all respects ready for delivery 
t o t he tranamitter. Rowever, a message ~ be received which has been 
altered or edded t o by the President in his handwri t ing , but nevertheless 
r el ae.sed for t ransmission. In such a case, tho carbon copy should be 
brought into &gr6cment with tho al tared orJ.&inal before bein8 sent to the 
Navy or A:nny for transmission, and the original filed in tbe manner pre
scri bad in t he foregoing . At the first suitsble opportunity, tbe attention 
of the Naval Aide should be drawn to the message thus handlad, ond bo will 
arranga for a "alllootb" copy to be made to become the f ile copy, whereupon 
t he nltored copy will bo delivered to Miss TUlly for inclusion in " soecial 
file reserved f or mes~es that lulve been t hus .Utared ~ ths Presidsnt . 
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INCOIIING llESSAGF:S 

It is expected tbet only one copy of incoai:n& messages will be 
received. Immedie. tely upon the receipt of an incolling 100ssago it should be 
logged in accordance with special instructions appearing lnter in this 
order , and delivered to the President , directly or via the !lava.l or 11111-
tai-t Aides , as appropriate , considering the tiDe of day and the urcency of 
the .. alla8e. 11han a •ssage i a receiTed outside of office hours , call tho 
NaTal Aide 1! doubt exists as t o the necessity for ~te delivery . 

While no difficulty i s antioipo.tod in =int41.ning nn unbroken 
record of oer1a1 numbers for OU'rGOI!iG ... uages , it """ occur tbet an DICOIIING 
11essage will be received bearing a serial nu::ber •hicb is not the next number following t he last one of record . This 111Kf indicate tbet an intervening 
message bee been received throUih a receiving agency othor than the Navy, 
6Dd wbich was delivered to the addressee without being cleared through the 
Chart Room. Should an instance of this kind occur , a corresponding spo.ce should be left blank in the incolling log, and the oatter brought to the 
attention or t he Naval Aide , who will then tal:e steps to trace the aessage(a) 
which are not a cattu 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 other a 
that he designates to see it. If an incocing .... ssage requires a reply, it 
-y be that it will bava to be retained telroorarily by the person who is to 
draft the reply . To the end thllt all messages received will eventually be 

/

lodged in the spec14l file , the incoming log will be checked daily with the 
file of inooming r.~easages to determine those that ere not on file . If a 
111essage bas been hold for what appears to be o.n undue length of time , tbe 
aatter will be drawn to tbe attention of the Naval Aide , who will -.lee 
appropriate inquiries looJdn& to ita r eturn to file . 

The instructions embraced by this order are for the exoreas 
purpose of insuring thllt the fila dealt w1.th shall be the IIASTER FILE of 
all messages excbenged betwaen the President and the Pri.llle llinister, the 
only dupUcatioo of which will be those files !Oaintainod by the coaunica
tion agencies in•obed, or by those persona aubaittin& proposed messages to t be President for release . Chart Roooo personnel are rasponai ble only 
for the copies r eceived, and they are enjoined to exercise particular care 
to insure that an unbroken serieo of inc0111~ and outgoing messagu is l:laintained. 
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4 . All aeaaases will be el.aadfied ea SECRET. 

5. A upere te in cOllin& end ou tgoinC J.oi will be -int&ined, uaine 
the follOW'i:n& entries: 

OU'I'OOING 

Date and t.lae received in Chart Roooo. 
~\Iaber or copies recehed end their disposition: 

!lwr,>le: ( 2) Or~ inal - File. 
l - Navy (or) 

Serial No . oas.Lgned. 
Originator. 
Addreosee(G) . 

l - Army 

Tiae despatched to co....unie&tion agency. 
Nase of officer »essen&er· 
TUe group assigned by colll:lllnication qeney (This rlll have to 

be obtelned a.fter moa.age baa been eent) . 
Initials of Watch Officer comnletins action on tbe message . 

INCOliTh'C 

Date and tille received in Chart Room. 
Communication agency froo which received . 
No . of copien received and their diopoo1t1on: 

E:iaur,lle : (l) 

Serial No . of .. ssage . 
Originator. 
Addreaseo( s ) . 

- •Shown to President by !laval Aide . • 
• Shown to Preaident aM/or llr. Ho?]d.na 

by ~atch Officer.• 

Date and time voup, or other identifying data shown on •usage. 
Data to file . (This will not be entered until lil8ssage baa been returned 

and placed 1n the rUe) . 

Copy to: 
W.so Tull7 
lira . Br~ 
W.u Berney 

.:;-. t. . h., ~ ... C:~·-
JORN L. llcCREA, 

Captain, U. s. Navy, 
llaval Aide to the President . 

-
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