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Gentlemen: |

Refersnce iz made to ouwr letter No. 17674 dated 25 July
1957 oontaining the necessary information to ensble the returning
peraannsl to submit their travel claims in the proper form.

Attached are forms No. 1012 which should be used by the in-
dividuals sz requested in the letter. One origimal end two car-
bons should be made, The originel snd ove cmrbon should be
forusrded to this office and ths second copy sbould be retained
in your files.

25X1A The following 1s listed for psrsommel who have olaims pending:

Attached is the completed form !W 25X1A
It is forwarded to you in crder that may sign the
claim, It should be returned for processing and payment. The

\
amownt of) returned in the form of a check for de- 25X1A
1livery The information wes available to permit
computation o ) im. :

The normel slaim forwarded by you will show only the tra-
veler's itinsrary and the expenses imowrred by him in travel and
the advence, if any, that he received prior io travel performed.
The computation snd procesaing will be effected in this office
and you will receive the check to be delivered to the traveler

25X1A or the notice of the amount to be repaid by him, whichever the
aase may be.

Subject individuel's aivfars ticket stud for travel from
Waahington, D.C. to Loz ingeles was attached to your letter of
Januery 6, 1958. 7The ticket stub will be retained in this office
and attached to the olaim when it is received from you. NN 25X1A

/m 2 outstanding sdvance in the smount of $150.00.

25X1A
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25X1A

Subject individual's travel clsim should be submitted on :
Form Ko. 1012. The times should be showm on a 24 hour basis and
the local sree time snd date should be shown for all departures
and arrivals. The ticket stub evidencing alr travel from
Sen Frencisco to Los Angeles was pot sttachad to your letter of
January 2lst. An explanation should be showm for the absence of
25X1A this tioket stub., I Gdces not have an outstanding advance.

Subjest individusl wss sdvanced $200.00 when he was in Wash-
ingteon, J.C. on 20 November 1957. He was instructed to forverd
expesnses incurred by him for faxis and air fare and also the time
and date of departure from Washington, D.C. end the time and date of

25X1A srrival in Los Angsles. He has sutmitied his travel claim from
B to Weshington, D.C., however the final clsim cannot be
processed wntil this information is received. The ¢lain 1s
sttached for yowr completion and retwrn to thls office.

25X1A

For yowr informstion the following is listed as stendard
procedure to be followed in submitting all travel claima:

1, Aany advences received from the Base for the travel per-
formed should be shown on the clalm,

2. 7The local area time and date should be shown for all
arrivels and departures.

3. Time should be shown on a 24 houwr basis, i.e. 3 p.m.
should be shown as 15003 5 s.m, should be shown ss 0500; forty-
five minutes sfter mldnight should be shown ans 0045,

L. uhen orossing the international date line the dates and
times in the locsl ares of arrival and departure should be shoun.

5. Recaipts svidencing payments of claims shown should be
sttached or a reagsonsble explsnstion should be shown for the
absence of receipts.

6, The traveler should sign the travel eolaim.

Very truly yours,

727
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