Reporis snd Veporsada

All "reports® snd “"mesoranda * prepared by the Pund staff shall have
apyended a printed or mimeographed cover sheet which shall eall for the
following inforsation!

1, HNuaber of the report. (¥sch report or memorandus shall have a
sorial numbar, sccording %o an arranged asystem which shall make
1t sany to idensify and obtain frow the files,

2, Title, plus & subtitle of one or two sentences indicsting the
subject of the repert.

3. Questions which the regert or memcrundum purports to help ansver,
or throw light en, (Rarely is this not feasible.)

4., Dietribution intended, i.e., whether for publie, gensral, or
restricted, or other ela=ges of distridution.

5. FPerson requesting the mesorandum,

6. Section, and Division in vhich memorandum wae prepared,

7. "Profescional" person or persons contributing substantially to the
proparation of the memorandum,

8. Name of section chief., or of DNivielon hend, approving the rerort.
(A, roval should be on the originel.)

9. Brief comsant Uy seetion or divielon head iniicating appraisal
or agresuent with eonclusien and anelynls, or dissgresment, If
latter, refersnce by number to another or fortheoming mesorandum
indicating reasons for disagreemsnt,

10, Refer-nce by numders mnd titles to any other memoranda prepmred in
the staff dealing with siallar sudject.

11, Erief mesoranda sup;lying some sisple data, or tables, or factual
information unsecompanied by analysis or cosment of fairly
important or substantial vo'ume shall not be regarded ss a report

menorandus i ions, and shall de
or mesorandus {oF, VUFIAg® v A AVLAFOvisions




