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DEP AF(fMElH OF mE APJW MAJ Bel1 inger/ ewp/3426 
HEAD~iU:\RTERS, 68TH ;\;EDICAL GRaJP 

APO 96491 

AVBJ G!)..PO 19 October 1970 

SUBJECT: Letter of Instruction - 12th Evacuation Hospital (U) 

Commarrling Officer 
12th Evacuation Hospital 
f;J!O 96353 

1. (U) Reference, 44th Med Bde oPLAN 183-69 (U) 

2. (C) The 12th Evacuation Hospital will stand down on 25 November 1970, 
and be inactivated on 15 December 1970. This LOI establ ishes the time 
frame and procedures governing termination of hospital operations of the 
12th EV2cu2tion Hospital and related matters. 

a. 8-1: Instructions are contained in inclosures 1, Personnel and 
Administration. 

(1) Classified Documents: The 5-2 officer or his representative, this 
headqu2rters, wil1 ronduct an inventory of the c1as~dfied documents main­
tained by the 12th Evacuation Hospital NLT 15 November 1970 to determine 
disposition of classified documents on hand. On the basis of this inven­
tory, this headquarters Vlill. provide guidance on the destruction or transfer 
of all documents. 

(2) r,\ovement Orders. ,\11 individual reassignment orders will be issued 
by Headquarters, 68th Hedical Group. 

(3) Civil Military Operations. Unit will necessitate tennination of 
internal development assistance prograras. Termination may have significant 
adverse impact on the comnunities supported by the unit. Civil military 
programs "Jill be reviev.!ed to determine means to compl ete existing programs, 
turn over to other agencies those which cannot be completed, or if necessary, 
terminate programs with as 1 i ttl e adverse impac'C as possibl e. 

3. (C) Comr!lander of the 12th Evacuation Hospital will: 
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AVBJ GD-PO 19 October 1970 
SUBJECT: Letter 0f Instruction - 12th Evacuation Hospital (U) 

(1) Due in six copies. 

(2) The period oovered will include the date of notification through 
the d~te of inactivation. 

(3) The format will be as follows: 

(a) Concise narrative description of unit's activities. 

(b) Problems. Identify each problem area concerned. 

(1) Concise discussion of how problems were solved, or why it could 
net be sol vcd. 

(2) Rccommend:t.tion on improving futur8 stand dov.n procedures in each 
prob1era area. 

(::;) other consj.der2tions whi ch ma': or subordinate corrrnanders deem 
wor·i.:!Y;i of dis:ussion. 

(c) DOGuTi"~entaU.on \vilJ. include copies of !11Rjor subordinate unit di­
rc;(;t~.\'es~ LC';I' s~ OPORDS~ important m3SSiJ.gcs~ and etc. 

5" (lJ) Regi str2r :;ctiv:i~ies" Instructicf;s ::,~e contained In inclosure 2. 

6. (cj S~·4w Instructi ons are cont.'1ined in inclosure 3. 

7. (:'1) Notify ~:hc S-3, t!lis hc:adqu:Jrtr;Ts) of any probleras encountered 
OJ:- c'.JTticipated (TEL~ LorJ(j Bii1h 926 3426/'3779) ... 
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.Inclosure 1 (Personnel :.mr1 Ap:Ilinistration) to 68th Med Gp LOI - 12th :Svacuatid 
Hospit8~ (u) 

1. General: The personnel objectives for the ph~se-down are: 

(1) Maintain unit strengths at ~ppropriate levels 1uring phase-down. 

(2) Insure that a1equate personnel services are provided 1urin~ all 
segments of the phase-down. 

2. Maintenance of unit Strength: Personnel needed to accomplish the 
phase-down operation should be reported tQ this headquarters with re­
commended dates for reassi~ent. Personnel in excess to unit needs 
during this period should be reported to this hea1qu t1 rters for immedi~te 
reassignment. 

3. Personnel Mana~ement: 

a. Personnel actions. Personnel actions of nll types will continue 
to bo processed without interruption due to unit phase-down. All per­
sonnel will remain resources of the Medical Comman1 2nd thus all requests 
for ~~, ordinary leave, and other personnel actions should continue to 
be sub~ittod within appropriate time frames. 

b. Missing rersons. ~ll files pertaining to persons missins as a 
result ot hostile action will be transferred by the unit to their next 
higher headquarters. 

c. forsonnol ~enjing Elimin~tion Action: 

(1) l~mediate and positive action will be taken to ensure that all 
elimination cases are closed prior to unit's phnse-down. 

(2) Personnel for Whom elimination cases cannot be closed prior to 
unit phase-dOwn will be reassigned (with flaggin~ action msintaincd) 
by this hoadquarters. 

4. Development and Maintenance of Morale: 

a. Decorations and Awards. 

(1) Recommendations for service awards will be submitted on all 
doserving personnel who are within four months of their DEnOS. }~tion 
requirod on personnel not in the above cate~ory will be as follows: 

(n) For personnel who would be recommended for a service award if 
1uty performance continued as to date, a letter statin; tho type of 
award and summary of duty performance should be com~loted and forwarded 
to this hendquarters to be sent to new unit of assignment. 

(b) A list of all personnol ~9t rQco~mended for a service award 
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~1 635-206 Misconduct 

J:..R 635-212 Dische.rge. Uni tnc S~. an;i Unsuitability 

USARPAC Rag 600-10 The ": .. rmy Cllsualty System 

USARPAC Reg 621-5 General Educational Devalopment 

USARPAC Reg 672-5-1 Award of Military ~~~rations 

MACV Reg 37..6 

MACV Dir 55-1 

USAnv Reg 37-1 

USARV Reg 37-8 

USi.RV Reg 37-13 

UMRV Reg 37-35 

USA-:tV Reg 40-4 

USMlV Reg 40-13 

USAaV Reg 190-2 

USi.RV Reg 190-20 

USARV aeg 190-47 

US1~av itog 210-5 

US~V Reg 230-2 

USAi1V ~-(eg 230-6 

USARV Reg 381-24 

USlt.RV Reg 600-7 

USARV Reg 600-200 

TJSARV Rag 616-3 

USAl1V Reg 643-20 

Regulation of Currency 

Processing and Shipment of Household Goods and 
Baggage 

Payment of Daily Hire Local National Employees 

Control of Personal Currency Tr~nsactions 

Salary Payments to Direct Hire local Nationals 

Administration of Assistance-in-Kin1 Funds 

Pl'c7ontion of Malaria 

Medical Clearance 

Evacuating, Processing, Bnd tccounttns for 
Detained Personnel 

Identification and Control of Personnel 

Serious Incident Reports 

Custody and Control of Firearms and D~ngerous 
Weapons 

Policies and Procedures for the Administration 
of Viatn~~ese Labor Funds 

Operation and l~ministration of Officers. Non­
commissionod Officers. and Enlisted Mens Open 
lIJ.8sses 

Exploitation and Disposition of Captured 9nd 
Recovere.1 11atarial 

Inspection of Personnel Traveling by J:..ircr~£t 

Enlisted Personnel Mane.gc!I1ent System 

Authorization for E~plo~ent of Daily Hire Labor 

War Trophies 
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USJlJ:1V Heg 690-12 

USJ~V Reg 73,5..1 

USARV ?sm 1-1 

USARV Admin Plan 0; 
Return, dtd 27 May 69 

U~~V Message 47996, 
dtd 24 Feb 69 

U~V Message 57301, 
dtd 18 Apr 69 

ME Reg 1-55 

ME Reg 230-5 

ME Reg 616-3 

ME Reg 870-4 

Person~l Hire E~ployees (Local National 
Domestics) 

rersonal and Organizational Clothing and 
Equipment for Male Personnel 

A~inistrative Procedures (Personnel) 

SUspected Criminal Conduct, wrongdoin~, or 
Mismanagement in the Army 

Nor.appropriated Funds and Related !~ctivities 

illlthorization for Employment of Ddly Hire 
Lo;:;a.1 Nationals 

l~~y Medical Services tctiVities Report 

6. Preparation and disposition of morning reports will be accomplished 
by Team At 222nd Personnel Services Company. 

7. Outprocessing: all personnel will complete normal outprocessing of 
unit prior to leaving. Clearance papers will be forwarded to this head­
quarters on all personnel reassigned in-country so th~t the Military ?er­
sonnal Records Jacket may be properly closed-out. Insure that conduct 
and efficiency ratings are completed on all enlisted personnel. 

8. Officer Efficiency Reports: All necessary 0&1s as the result of 
either change of rater or pes of rated officer Will be carefully con­
trolled to insure proper completion prior to departure of rating per­
sonnel. All OERs should be consolidated and submitted to this head­
quarters at one time unless this will result in lnte submission. 

9. To the extent permitted by security requirements, civili~n employees 
will be provided suffioient information regarding phese-down actions 
which ~ffoct the status and tenure of their employment. 

(1) Local ru!.tional employees paid from the following funds will not 
be terminated without issuance of a Standard Form 52 (Report of Personnel 
Action) authenticated by the servicing area civilian personnel officer. 

(n) ~ppropriated Funds (OMA) 

(b) Appropriated Funds (MctL) 

(c) 4ssist~nce-in-Kind Funds (except daily hire employees utilized 
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• 
in accordance wi th US~(.II kg 37-1) 

(d) Nonap?ropriated Funds 

(2) upon receipt of initial phase-down instructions, commanders utilizing local national civilian employees will: 

(a) Submit a i~quest for ?ersonnel Action (Standard Form 52) requesting separation of all employees paid from funds enumerated above, to the appropriate servicing area civilian personnel officer. If the unit is phasing-down to another location in Vietnam, the Request for Personnel Action should state ~1i1eassignment" for those employees a.ssigned positions which will be a continuing need in the new location. 

(b) In coordination with the sorvicing area civilian personnel officer, program release of employees to prevent required payment of compensation in lieu of advance notice of reduction in force. 

(c) Prepare to reloase employees for interview ~.nd reassi~ment to ~cant positions in organi7~tions remaining in the immediate vicinity. 
(d) '/'Jithdre.w passes author~.zin~ entry to e. US faci.lity upon termination of emr_~·].oy:ncnt or reassignmGr~t of employees in accordance with ?a.ra 5. DSA1V Regulation 190-20. 

(0) Close imprest fund accounts made available for payment of daily hire lo~al nationals in accordance with Para 5, US1'.:1V 1egulation :37-1. Insure that present funds and vouchers are returnod to Fund Custodian to close out fund. 

• 10. S~ecial Services. 

• 

a, S?ccial Service supplies and equipment, unserviceable property, and P~()i?0}·t.Y on loan from other units and e,c tivi ties "rill be disposed of prior to the phase-down U.w currant directiVes. 

b. Motion rictura Service: 

(1) Manager of ~y and ~ir Force }~tion Picture - Pacific RegionAl Offioe will be advised by letter (~~O 96309) or by telephone (MACV 448:3/ 4328) tho date the 16mm film account is to be closed. 

(2) Motion picture projection equipment will be disposed of in 
accord~ce with applicable supply procedures. 

c. nest and rtccuperation: The ~l program for personnel assigned to phase-down units will be continued Without oh~ge. Orders will be honored by all MEDCOM units. 

d. Instructions for the dis?osition of Speoinl Services facilities, whon applicable, will be issued by separate communications. 

11. unit Funds. Unit funds will be dissoived when strensth is reduced to zero. On dissolution, cash, securities, and proceeds from fund owned proporty remaining after the liquidation of nIl outstanding obl~ations 
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will be forwarded thru commr:nd channels to US1.:lV. ATTN: t.VH3A_SF, for 
deposit in'the USi.:..1V C'~ntral iJelfare Fun). I. terminal lludit will be 
conducted by Headquarters. 68th Y~dicnl Group and will include a st~te­
ment of financial condition of the fund at dissolution verifying that 
all obligations have been liquidated. 

a • Commanders should ins ure tha t : 

(1) J~equate supplies of DD Form 1175 are on hand; th~t they are 
distributed to all personnel; and thllt all personnel notify correspon­
dents and publishers of change of address. Controlled processing is 
recommended. 

(2) unit fund custodians cancel or furnish change of address for, 
fund supplies, publications and pocketbooks. 

(3) Security of mllil is maintained during ph~,se-down stt".ses and 
that all mail is properly dis?osed of. to include a clean sweep of all 
mail from unit mailroom to sorvicin~ APO. B?O or APD, as appropriate. 

(4) Expodite completion of pending congrcssional inquiries and 
mail service complaints Dnd insure they remain undor control during 
pha.se-do~""n. if applicable. 

(5) All Post Office Department mail hf.1gs in use by unit m~il 
clerks r..nd/or couriers are returned to the servicing postal facility. 
Contact tho ?ostal officer of the servicing .\PO to maintain a1equate 
supply of mail sacks to provide tor increased mailings. Su~lus empty 
equipmont is to be returned to mail bag depositories promptly. 

(6) Increased emphasis and publicity is siven to the prohibitions 
against the mailin~ of explosives, narcotics, ~overnment equipment, 
inflammable materials, etc. 

(7) ll.Ction taken to ex;?cdite completion of bo~rd reports in lieu 
of reports of survey for pending post,g.l incidents. Insure flnggins 
action is t~kon against personnel involved in postal inciQents subject 
to investigation by boards of officers. 

(8) Strict compliance With Para 3-7, 3-8, 3-10, 3-11e, and 3-13, 
1~1 65-1, as appropriate, is enforced. Reports required by by Para 3-7, 
3-8, or 3-10c, 1~1 65-1, when s?plicnble, will be forwarded to HQ, ustLRV. 
aTI'N: k.VHAG-M, as far in advancG as possible. 

(9) Accountable mail records are forwarded to the next higher head­
quarto!'s. Records will be maintained until date designated for dis­
position. 

13. Personnel and ~ministrativo iaction kl)orts: 

a. Personnel Status Ue?ort. Reports will be prepared by the 222nd 
Personnel Services Company. 
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b. Army Medic~l il.c·:"':':J'itlos Report: All Medical units will submit a Army Medical 1a.ctivities .l1e~)Ort (~CS MZD 41 (i14» covering the period 1 January 1970 to date of phase-down. Reports will be submitted in accor~nce with 1~~ 40-225, through co~~and channels, in sufficient cooies to furnish a copy for each comm~nd level lUld to reaoh this headquArters in 15 copies. In addition, run information copy should be sent to m~jor oommand receivin~ medioal support from the reporting unit. 

14. Ad~inistration, Transfer and ~spositign of Rgcords Pttrini Inaptiy!­,;U.gn: All files will be transferred to the next higher he~dqu"rters • 
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INCLOSURE 2 (Regi strar f,cti vi ties) to 68th Medi cal Group L('1 
12th Evacuation Hospital (U) 

1. (U) Clinical Records: Clinical records of completed cases 
in the hospital that pertain to patients dispositioned prior to 
the da.te of standdown t-vill be retained by a designated hospital 
for a period of 90 days after the hospital st<lnddown date. They 
will then be retired to the appropriate record center. 

2. (U) Recurring Reports: 

a. Final recurring reports will be prepared as of 2400 hours 
prior to the standdown date of the hospit8l. 

b. Final reports are required for the following reports and 
tvill be labeled IJFIN,\L REPORT". 

(1) Fleekly or Post-Weekly Morbidity Telegragpic Report. 

(2) '[lorbidity Report and Civilian War Casui11ty Report. 

(3) Beets and Patients Report (Battle Casualty and III Pa­
tients Reports) • 

(4) Cutpatient Report. 

3. (U) Nominal, Death, tnd Re~;ister Ember Indexes: Nomicnl, 
de2th, and regist'2r number indexes of the hospital that pertain 
to ],)2tients di sposi ti oned prior to the st-nddo\\fl dClte v,rill be 
transferred tc the assuming hos],)i tal. The indexes will be main­
tained for a period of 90 daY'S Jfter the di'lte of standdown. 
They w5.11 be disposed of Il.V/ /.R 340-18-9. 

4.. CU) /.dmissinn· and Disposition Sheets: Hospital record copies 
of i.dli1i ssion ClnG uisposi tion Sheets of the hospital will be 
rebincd by the ~ssuming hospital. Period of retention will be 
90 :hys. 

5. ',U) Patients' Trust Fund: 

a. Di spcsi tion of rerr.ainin9 funds and valuClbles of US 
T,1ili tary p:-.tients, if forward ng a'.'.dress is unkno1AO, will be lAW 
par" 42 (a), C-2, :.R 40-2. 

b. Disposition of remaining funds and valuables of US military 
patients, if no forwarding address is knovcn, will be IIJJ para 42 (b), 
C-2, !.R 40-2. 
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• '. Inclosure 3 (LOGISTICS) to 68th Medical Group LOI-... 12th Evac Hosp 

1. " GENERAL 

_ ,a. Purpose. This inclosur:~' '~r~vides logistic guidance for phase dCX1Vn of units and the disposition of a~"ociated materiel/supplies withinRVN as outlined in the basic plan. ' 

- "-:' ( . (1) Materiels/ supplies' r-eeetved', by units will be li~ited to those 
necessary to.~omplete the phase down (e.·g •• ,:rations and'packing materiels). 

(2) Units will zero out- their _prope'rty bq,oks lAW AR 735-11 and AR 735-~5. Upou. completion of the zer,O out-proceaf!, the property books and -as­. sociated files wi~l be d.~livered to this headq,ua~ters ATTN: AVB.T GD.SO, }:where they will be· audited 'and~e~a~ned for two (2) years. ~ 
.: " ~ ,t,. 

(3) Asset~ Generated by the phase down wilt'be redistributed within ; the Medical Group -Olf as'directedby higher headquart ers. '~." .'. '. ,; .. 
RESPON~IBILITIES 

'. ) 

.:. ·i a. 5-4. 68th M~~Ca1 Group Will provide disposition instructions' for ': -,,_. supplies and equipme:,;'t not otherwise directed by higher headquarters. 

• 

.. • • '~"''''''''.: ! :", . , ,', h. 32d Medical.llepot will 
" 

~ !'" .. , : ~1:, . .. 
(1) Provid.e con~k:fiu6u;g m~dica1 supply and maintenance support during all phases of the phase'down. ,,' 

(2) Provide 'techni~al ~ss.istance· in classification, identification and disposition' of medica!,ma*eriel r to units phasing down. 
, ' 

CO' USARV wU1 pr-oV\de cpmmon logistical support (less medical) to units phasing do~ri~'" i,: : 
d. Insure that an ammunition'is removed from vehicles, weapons, and other major items of equip~ent (AR 740-20) • .. ... ;\ 

3. M..4.TERIEL'AND SERVICES 

(l) To ttle .e:rient possible, 'normal supply procedures will be appUed to the phase down., , 

lJ/v C. LASSI 1--; W 
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(2) Commanders will insure that Log Books will accompany all 
equipment upon transfer or turn-in. 

(3) Prior to standdown, units will maximize effort, as allowed by continuing operational requirem.ents, to bring equipment to the highest state of maintenance readiness. 

(4) Subsequent to standdown, maximum emphasi'S must be placed on performance of organizational maintenance and technical inspections. 

(5) Tecbnical inspections will be perf'ormed by 32d Medical Depot and supporting non-divisional DS units, as appropriate. 

c. Tr ansportation. 

(1) Maximum use will be made of organic vehicles. 

(2) Contact USARV Command Movements Control Center (MeC) 
for movement of bulk cargo. 

d. Miscellaneous. 

(1) At unit sta!lddown all recurring logitJical reports will be 
terminated exc;~p·t Equipment Transfer Record (DA Form 2408-7) •. 

(2} Repo~:t 0: disposi.tion of non-medical PEM:A, Post, Camp and Station p!'ope::t'"!:y· .• and B?ccial d~rvice8 property will be forwarded to this head .. quarters, .A TTN~ .AVBJ GD-SO to arriv~ prior to unit close out. 

(3) Narco'~jcs and note "R" items will be withdrawn from all sets, kits, outfits and :returned to the supply system as individual items. 

(4) In the evellt cquipment is to be t.lftned over to ARVN unit, see 
Ap?endi'K 1" 



• 

• 

l\ppendix 1 (Logistics) to Inclosure 3 of Letter of Instruction, 12th Evacuation Hospital 

1. GENERAL: l\ctions on aJ.1 logistical matters will be initiClted upon direction from next higher headquarters. Supply/Property transactions will be accomlished upon receipt of applicable transfer directives and lAW the following: 

pJ? 711-16 
Nt 735-35 
MAC\! Dir 735-3 
US:.RV Reg 700-26 
USB" Supp 2 to i"iR 735-35 
1M 38-750 
Annex F (Logistics) to US,WED<Xl11V OPLI.N 183-70 

2. ,£qJqEj'T: To transfer suprlies/equipment of an inactivating/redeploying US ,,68th !.led Gp) unit to a designated tJt\IN unit. 

a. CO, 68th Medical Group 

(1) 135118 appropriate guid:J.nce upon receipt of directives from higher hec:dq1..;"rters. 

(2) COD:,:,c.in2t? \'.1. th higher hendqu2rters and unites) concerned to in SU:::-2 tiL'd"i re s;::>ons'2 on all 1 ogi sti cell tran sacti ons. 

(3) Provide technical assistance upon request from unites) concerned. 

(4) !.uc1J t proi'(;:C·':",y records after cl ese-out. 

(1) Ins.:.re compliance \.\!i. th all directives for transfer of unit proj.:'eTty. 

( 2) 
t1i1i ts .. 

Provide liaison with installation commander, US and :.RVN 

(3) Maint,:iin ~ chronology of events, from date of increment noti­fication, to insure effective data input for t.fter hction Reports. 

(4) !';il.l be r~sponsj,ve to installC1tion cor:lffiander's requirements ror in'mt d2ta Oi1 L,\CDC-13, 14, and 15 reports. 
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Appendix 1 (Logistics) to Inclosure 3 of Letter e,f Instructi,m, 12th 

Ev~cuation Hospital 

4. REEQR..1.mQ R.EmIRA\}~: 

a. RCS: IMCOC-13, ref M/.CV Dir 735-3 and US.\RV Reg 700-26 

b. RCS: r<:.COG..l4, references same as 4a. 

c. RCS: ~LCDC-15, references 5:->.me as 4a. 

d. Upon receipt of direction from higher headquarters, initial 

reports vall be in the forraat prescribed in paragraphs Ib (8) and 

3a (3), /,nnex F (Logistics) to US/1!;.EDCOW OPLN 183-70. 

e. A copy of all input data nOO reports will be furnished this 

hCC1dquarters, f.T1N: /,VBJ GD ... S). 

f. Guichnce for docUTllEmting turn-in/lateral tr2nsfer of mate-rial, 

not specifically f;1(mtioned in dorementioned directives, is rontained 

in /.nnex F (Logistics) to USTEDCCMV OPL:J:-l 183-70. 
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