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INSTRUCTIONS
(MACV Form 135 and 135-4)

A, INITIAL PREPARATION. (Upon receipt of name assigmment information)

-1, Use one copy of Form 135 and two coples of Form 135-A,
2, Align them carerlly and staple at the top.. .
3, Items 1 thru 7 will be typewritten.
" 'NOTE: Form 135 will be original; Form 135-A will be carbon dupl:Lcate
and triplicate. Use good carbon to insure legible copies, ‘
L, Remove Form 135, camplete items 8-10 in ink and place in incaming folder.
. 5. Lleave Forms 135-A4 stapled together, complete item 10 and place in
incoming folder,

B. gOTH QOF THIRD MONTH PRICH TO MONTH OF ARRIVAL.

-1ls Remove Form 135 from file.
2, Review replacement (assigmment) data.
3, Obtain assigrment approval from J1, if required.

" 4. Prepare and dispatch DF to staff division/unit of ass:Lgrment (Dir 600-2)
5. Return to incoming folder.

a

C. ON DAY OF ARRIVAL.

1. Remove Form:135 and Form 135-A from flle.
2, Confirm assigrment on Form 135.
3., Complete Item 12, Form 135-A. .
L, Deliver Forms 135-A to In-Processing (with carbon in~tact)..
5, Inprocessing has individual complete Item 8 (and 11 for EM) and confirm
. Items 1-7 and 10, Form is returned to Officer/Enl Unit. -
6, Officer or Enl Unit completes Item 9 and signs.
7. Detach original with signature and send to Ad Sve for orders,
. 8, Attach remaining copy to thennofax quallfication record and give to
StB.tp Unit.
B 9., Suspend Form 135 pending recelpt of orders., When ordera are recelived,
destroy Form 135.°
'10. - Stat Unit prepares status cards, complstss Item 13 and passes to
- Morning Report Clerk, '
11. M/R Clerk holds for orders, upon receipt makes appropriate M/R entry,
canpletes Item 14 and returns to Officer/Inl Unit.
12, Officer/Enl Unit verifies Item 13 and 14, removes Form 135-A and files.
' 13, Officer/Enl Unit attaches copy of appropriate SO to thermofax quali-
fication record and sends to appropriate Corps Advisor or Staff Division Chief
WFor info and destruction when of no further value to your activity".
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