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. THSTRUCTIONS
(MACV Form 135 and 135-A)

.INITIAL PREPARATICN . (Upon receipt of name assignment information)

-1, Use one copy of Form: 135 and two copies of Form 135~A.
2, Align them carefully: ‘and staple at the top. _

3, Items 1 thru 7 will be typewritten.

‘ NOTE: Form 135 will:be criginal; Form 135-4 will be carbon dupllcate
and trlpllcate. Use good carbon to insure leglble copiee.

4. Remove Form 135, complete items 8«10 in ink and place in incoming folder,

5, Ieave Forms 135-A stcpled together, complete item lO and place in

1ncoming folder.

B.

20TH _OF THIRD MONTH PﬂIOR TO MONT H UF ARRIVAL

‘1, Remove Form 135 fromifile,
2, Review replacement (Assigrment) data.
3. Obtain assigmment approval from J1, if re3uired.

" 4. Prepare and alspatch DF to staff division/unit of a331gnment (Dir 600-2)

5e -Return to incoming folder.

&

Oli DAY OF ARRIVAL.

1, Remove Form 135 and Form 135-A from file.

2, Confirm assigmment ofi Form 135.

3, Canplete Ttem 12, Form 135-A. .

. Deliver Forms 135-A& to In-Processing (with carbon in"tact)..

5. Inprocessing has 1rd1v1dual complete Item 8 (and 11 for HM) and confirm

" Ttems 1-7 and 10, Form is returned to Officer/Enl Unit.

6, Officer or Enl Unit completee Ttem G and signs.
7. Detach original with| signature and send to Ad Svc for orders.
8, Attach remaining copw to thermofax qualiflcation record and give to’

stat Unit.

9, Suspend Form 135 pendlng receipt of orders. Vvhen orders are received,

destroy Form 135.

10. - stat Unit prepares status cards, completes Ttem 13 and passes to

- Morning Report Cleric,

11. M/R Clerk holds for orders, upon recelpt makes appropriate /R entry, '

completes Item Ly and returns to officer/Enl Unit,

12. Officer/tnl Unit verifies Item 13 and 14, removes Form 135-A and files.
13, Officer/Enl Unit attlaches copy of appropriate 50 to thermofax quali-

fication record and sends tg appropriate Corps Advisor or Staff Divisioen Chief
"For info and destructlon when of no further value to yaur activity",




