
, 
\ 
I 

From: 
':'0: 

S'-1bj: 

Ref: 

Encl: 

-------,,-------------

DEPAHTMENT OF THE NAVY 
MILITARY SEA TRANSPORTATION SERVICE 

WASHINGTON, D. C. 20390 

Corr~nier) Military Sea Transporta~ion Se~Fice 
Distr~bution List 

COMSTS General RPS in~ormation Letter 1-68 

(a) COlfSTSINST c2650.lA 

1 Novem"ter 1963 

(1) Interim instructions ~or the utilization o~ RPS 101/SF 153 

1. The Naval Security Station (NAVSECSTA), Washing-o'lll, D. C. promulgates 
RPS in~ormation to RPS holders except USNS RPS hold.ers. It is the respon­
sibiEty o~ COMSTS to prom'-11gate RPS Information to all USNS shipShold~, 
lng RPS material. Beginning with this in~ormation letter, COMSTS will 
forward RPS information letters numbered consecutively (i.e. 1-68, 2-68, 
etc.) to USNS RPS holders. Masters shall insure that all letters received 
are retained and ~iled with re~erence Ca) until cancelled or superceded. 

2. T:> ensu:,e ::oapid clearance o~ HPS rec2::,ds, Maste::'s IIIIlst.prepare'reports 
co:-re.c",:;ly ae,'. s",:,mi t them pro:np'tly. Incorre2t and/or :;'ncomplete reports 
w::"l~ ")e se't as::",ie u:"1til the !'ecords of all other commands having the same 
l;uen"occ:ry mC)::tt':1 have been a',,-Cli ted by NAVSECSTA. 'bde:- normal operati:Jg 
~ond:!;~~ons, and with mail service pe~tting, Transfer Reports received 
with cIDterial shipments should be completed an~ returned by mail no later 
than the next workir>.g day a~ter receipt. Destruction and Inventory Re­
ports ".hol~11d be completed, che'~ked, signed and mailed immed:!.ately '~pon 
eO!l\pl~t:!.o"~ of the destruction or inventory. 

3. Because o~ new computer requirements, le.st all short titles on RPS 
:-cports exactiy as shown on machine-prepared RPS l6A/RPS 16B forms re­
ceived from NAVSECSTA. Additiona!.ly, me,cnbe-prepsrad RPSl6A/RPS 16B's ' 
mustreIilllin inta<:t as received from i'iAVSECSTA. Only the original of 
both the RPS 16A/RPS l6B is returned to NAVSECSTA without any separation. 
All LlveE·~Ol.'Y Reports shall be stamped CONFI::lEN'l'IAL either above or be­
low t)e small typed 'confidential' on the top a::ld b:ottom o~ the ~orm. 
F~rthermore, corrections to RPS reports no longer require red markings 
and ffif.y be made in any color so lor..g as ll'srkj.r.gs are legible. 

4. Maste::'8 a:-e ~'emlnded that RPS Destructi?!! e.nd IrN"entory Reports are 
now c:Cassifieo. Cm'W'IDE~:rJ,.L and """,st be do·,.(jle-w::-spp"d and ~orwarded 
via U.S. Registe!.'ed Mai.l or.!.ly. Pe.re.grap1: 9 of enclos~.t!"e (4) to refe:':­
e!lce (a) refers. 

5. Tr,e Naval Sec~ity Station req~:'res th,e ~:'.le "-1.1mbe:- o~ all RPS 
C'-1stocie.ns .. nil. Alternate Custodians. T'ne Socia::' Se~=ity Nwnber is "seC. 
by civ?l::'an personnel in lieu o~ the file n:.unber. Hence~orth the Soei81 
Security Num~er shall be used, by all Masters and Chief Mates rather than 
liZ" numbers in all RPS transs(!tions. ----



6. As ClU'rent stocks of RPS 1, RPS 2, anrc RPS 16 become depleted, ¥.ast,,,rs 
shall begin usa~e of RPS 101 or SF 153. ~ne latter two forms will replace 
the older (RPS liRPS 2/RPS 16) forms and :;'n time SF 153 will replace RPS 
101. RPS lel and SF 153 have the same format and may be used as either a 
Transfer Report, a Destrmti.on Report or a:::. I:(;ventozoy Report. In no case 
however', :;'5 a single RPS 101 or SF 153 to ·oe 1J.'le.i silIQltaneously for more 
t~an one type of repo:-t. 

7. E::l"losare (1) contains specific informati0" fix:, filling in either RPS 
101 0:- SF :'.53. General instructions are: 

6.. Blo(!k 8 gives the breakdown for Blc,~:;: 12. These are t:'e 'Acco'-'"'lt­
ab:l.l1ty; 'Legend codes' wh1ch,JBIlljt"beentered on the RPS 101 or SF 153. 

b. Acccl1F.1:tab111ty,;J,egelid'aodes ,preprinted on machine-prepared RPS 
rePO~~~S should not be changed when completing t~::,e re?oZ't. 

c. Acccfcl.':ltability Legend codes are re"u:trild. 0:1 all locally prepared 
BPS forms and will be labeled HAL" immec.iately following the accountil'.g 
(registez') number column. 

d. The following statement will be entered on all RPS 101 or SF 153 
transactions: "TarAL LINES TOTAL QUANTITY " • This information 
will follow t"lI:lediately below the "NOTHIN:!' FOLLOWS" entry. The "TOTAL 
LINES" :::cl.1Jl.ber is the t,Ttal number of SHOR:' T:::~I;'l:S c.J:::cly and. coes not i:C',cluC'.e 
t~e "NOT:-lI:,!} ]ULL::MS" entry. The "TOTAL QUANT!'::'Y" n'.l!!!.ber will be t::J.e total 
ll'J.riber of copies 11st,ed on the forrr.. 

e. A "tj::-a.nsBct;i:~:2 number is requ:t:..~:eci ·:;n ::",)t,!all:~" p:.--epared outgoing Trans­
":~r Rep:>::-·~s. Masters shall assign conset!utive s:;.x d.1.git number.; between 1 
January and 31 December for each report. The first oigit Will be t~e same 
as the last digit c,')ntained 5.n the clL':'rertt caloe:ry,Qar year. The remair,iTIg 
five dig:':cs will in0.icetoe the cur:rent co::".;seGu·t.:t:1!9 n:wnber and shall COInlIltS:rj.ce 
wi t:~), 00001 e6.Clh calenc.e.r year. (Example: :::~,'~ f~.::-s·t (Yi!·i;go:;'ng Tra,;:tsfe:" R.e­
port in 1969 wO·elld be 900001, the second 0'1.~g0ing in 1969 would be 900002 
ane. the eleventh outgoing in 1969 would be 5'00011.) 

f. SF 153 form c::>pies are not usage IF.;,Jelee. "rSS':ll.ng Activity" copy, 
"Receivj.ng Activity" copy, etc., as the RPS 101's axe but are markeo. 
c:>pies "21t th:ro~!gh "6". Copy "2" :ts t:.le !:ISS11i~ Ac~~vit;y" copy while 
C,)py "3" is t:-.. e ttReceJ~vL:Jg Ar.:tivity" f'!Upy. C-~1?~~S rr4~t through "6" Bre 
u3ed. as nec;;ssa:"y. 

(note: T1:e macb.tn.e ... pr·~J?8Y:'e:i I:r:ve:'1t-:>ry Re:pr-.r';. BP:S lSA/RPS 16B will :lR<j; the 
Accoux.t3bility Lege:ry,d codes =der "WR"'.) 

8. A2.l RPS :!.":1f'o:""mStio::1 pertinent ~r) -;JSNS RPS ~c;,~lc..e:."'s wj~ll be i:lcorpoxet.:~(-: 
iI.i."G0 :ref·erenc·a (a) :!."'J. t:'-.:.e near fut'xre. 
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Distribution: 
SNDL 4lB (MSTS Area Conunanders) (2) 

41C (MSTS Sub-Area Conunanders) (1) 
4lD (MSTS Offices) (1) 
~-lOO (MSTS nuc1ues ships) (Less USNS BONDIA, SHORT SPLICE, BARRETT, 

GEIGER, UPSHUR, RICHFIELD, CHEYENNE, MUl.L'm, PHOENIX, VALDEZ, 
BOODITCH, D'JTTON, MICHELSON, ELTANIN, PROVO) (1) 

'I'-lOlA (MSTS contract operated ships) (1) 

Copy t): 
Master, USNS KELLAR (T-AGS 25) (1) 
Master, SS SHENAND()\H (1) 
NAVSECSTA WASHDC (N-62) (2) 

3 



INTERIM INSTRUCTIONS FOR UTILIZATION CF RPS 101/SF 153 

RPS 101 and SF 153 forms will replace RPS l/RPS 2/RPS 16 forms when current 
stocks become depleted. Therefore, Masters shall commence the usage of RPS 
101 and/or SF 153 forms when their present RPS l/RPS 2/RPS 16 supply is ex­
hausted. 

GENERAL INSTRUCTIONS 

RPS 101/SF 153 as a Transfer Report. Originator completes blocks 1 through 
5, as appropriate, blocks 9 through 13 and block 20. A recipient completes 
the information required in blocks 6, 7 and 14 through 16, as appropriate. 

RPS 101 SF 1 as an Inventor or Destruction Re ort. Originator completes 
blocks 1 through and 9 through 20. Block 19 is for the sisnature and the 
typed name, rank/grade, and serial/file number of the Commanding Officer, 
Officer in Charge or responsible officer. Masters and Chief Mates shall 
use their Social Security Number rather than their "z .. Numbers in lieu of 
the military serial/file number. 

snCIFIC. rNSTIUJCTIONS FOB FILLING IN EACH BLOCK: 

Block 1. Indicate the type of report by placing "X" in the appropr1Bte box. 

Block 2. Name and holder number of command initiating the report. 

Blook 3. Transfer Report - complete name of command and hOlder number (if 
known) to whom material is being transferred. 

Inventory or Destruction Report - insert 'CO Naval Security 
Station, 3801 Nebraska Avenue NW., (STOP 172), Washington, D.C. 
20390' • 

Block 4. Date Transfer Report 1s prepared, or, in the case of an Inventory 
or Destruction Report, the date on which material was either 
sighted or destroyed. 

Block 5. Transaction .Number assigned by the transferring activity. Refer 
to paragraph 7 of General RPS Information Letter 1-68. 

Block 6. Transfer Report - the date the material was received. Custodians 
must insure that the date is placed in this block as this. is a 
mandatory requt~ement. If the date is omitted, the report will be 
returned. 

Inventory or Destruction Report - this block shall be left blank. 

Block 7. Transaction Number is assigned by a receiving activity. To be 
used only by a Registered Publications Issuing Office or Naval 
Security Station. 

Block 8. Indicates.AcoOUiltability LggeZiCLcodes for block 12. Use the 
Accountability Legend codes as they appear on machine-prepared 
RPS l6A/RPS l6B. 

Enclosure (1) 



Block 9. Short titles should be listed on reports in the same manner as 
they appear on Transfer Reports received from issuing offices or 
as on previously preprinted Inventory or Destruction Reports:re­
ceived from the Naval Security Station. 

Block 10. Indicate number of copies. If the material is accountable as a 
"Q" or "N"item, indicate this next to the number of copies. 
This info~tion is obtainable from a preprinted Transfer Report. 

Block ll. For mater,ials with numbers in sequence, list beginning and end­
ing numbers. When occurring, alphabetic prefixes must be in­
cl~d. For non-sequential number items, a separate line is re­
quired for each number. 

Block 12. Indicate Accountability Legend code as shown under the "LDR" 
column on RPS 16-lA/RPS 16-lB. Do not change these numbers. 

Block 13. 'Remarks as required. 

Block 14. Indicate by "X" in the appropriate box the type of action 
completed. 

Block 15. l!e~8 the Signature of the individual receipting for a ship­
ment of material or certifying an inventory or destruction. A 
signature is required on all reports. 

Block 16. Self explanatory. Required on all reports. 

Block 17. Self explanatory. Required for inventory and destruction re­
ports only. 

Block 18. Self explanatory. Required for imrentory and destruction re­
ports only. 

Block 19. The signatureaildcthe"typed nEIIDe,'ranNgrade aiid,"seria;t/fUe 
number of the Commanding Officer, Officer in Charge or res­
ponsible officer shall be inserted in this block when the form 
is used as an Inventory or Destruction Report. Masters and 
Chief Mates shall use their Social Security Number rather than 
their "z" number in lieu of the military serial/file number. 

Block 20. Insert "1" of "1". 
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