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13 Nevember 1936
Minutes

of the .
Mceting in Berlin cn 13 Nevember 1936
Prcsant:
Berlin agency - Vaillant )
Kaun ) at times
Rittinger.)
Artillery De- - Tubbesing,)

velepment

Ree: Secretariat fer the Artillery Develcpment and War

Material Agency Berlin,

Reascn: The extensien of the Wor laterial business,
espeeially in view of the expanding fereign business
requires the presence of executives of Artillery Develop—
nent and War Material in Berlin constantly or temporarily
te o mueh greater extent than fermerly,. These gentlemen
nced a secretariat in Berlin the personnel of which is
constantly at their dispesal, keeps the parallel files

te the Essen files, takes care of their cerrespondence
and dees all bther necessary werk, in the same way as the
Essen Artillery Development secretariat, The perscnnel of
this secretariat must be thercughly acquainted with the
division of werk and business procedurc in Bssen so thot
business between twe secrctariats is cocrdinated and can
be adapted te the praectical needs with the aim to avoid
deing deuble work teo speed up business procedure and to
rcnder it elastic,

Fundamental 2grecments fer the future crganization
cf business precedures

1,) The sphere cof work cf the cfficc of the present
R-represcntation is te be divided into two
separate fieclds:

a) R-agency (R-Ruestung or Armanents)
execlusively fer all matters that are handled
in thg Artillery Develepment and War Material
Departments,
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b) Agency for all other business matters
Work of Herr v. Buclom )

Fereign Matters ) in as much
as Artillery

Cerrespeondence with Germania-Werft ) Design and

Friedrich-Alfred-Roundry and . ) War Material
Gruscn Werks ) 2ginggf con=

Building Administraticn
Family mattcrs of the ven Behlen Tamily

Business matters cf the R-secretari-t tc 1 a) will
be handled by

Herr Kaun,

Business mattcrs of the secretariat te 1 b) will be
handled by

Herr Rittinger,

E gentleman (2t first Herr Spahn) whoe is well
acquainted with cernditions at Bssen will be assigned
te  the R-secretariate. . :
The R-agency tc 1 a) will meve inte the 3 reoems Neo,207,
208 a and 208 b frecd fer that purpose, In crder to
impreve the lighting and space ceonditions the
dividing wall between 208z and 208b will be remcved.
The R-secretariat will then mo¥e inte the new reccm
208a /208b while Reem 207 will be at the disposal
cf Herr Hayn end Herr Winter,

The ageney te 1b) will remain in Reem G 9.

Lacking cffice equipment, acecrding tc enclosurs
l, will be brought frcm Essen.

Fer the busincse prececdure and the tasks cof the R-
secretariat the dircetives acecerding te which werk
is to ® dene are cstoblished as jiven inenclesure 2.
The above newly agrecd upcn regulations will became
cffective as of Mendoy, 23 October 1936,

(signature): signed Tubbesing.
Enclesures,
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Encleosure 1,
Office cquipment for the R-represcntation which
is tc be sent there frem Essens: =
1 Three-lcvel basket
2 simple file baskets
10 mechanical pencils (ineluding color pencils)
2 Penhonlders
China ink
2 packs of gummed stamps without printing
50 simple file covers
20 paper gtawlors
2 date folders
1 wall calendar
Artillery Develepment and War Moterial staticnery
Artillery Development and War Material stamps
Stamp "Secret"
Ormig sheets of paper
blank typing paper
waste paper basket
lamp feor sealing
hole-pierecer

H oM OH

pailr of suisgors

little white labels gummed
mail helding folders
stapler

stamp pad

bletter

copy ferms

letter drafti bloecks
ruler

typewriter

writing tables

file casec

chairs

chair cushion
number contrel

date filer "Progressh
Date folcdlers with date 51gnL1.
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Enclosure 2.
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_I: Dealings with the Berlin agency have taken place
until new semewhat in the ferm cof dealings with a
fereign firm,

In future dealings with the R-agency are to
take place in the same way ag.nith an Artillery
Development cr War Material department within the

. Same company.

IT. The R-secretariat will se werk hand in hand with the
Artillery Develepment secretarizt that the
greatest economy will be achieved in the handling
of written material and the present state ceases
whereby everything vhiech, fer example, is written
in Berlin, must agein be written in Essen,

1,) The Artillery Develcpment secretariat will send twe
ccpies of 211 ineecming mail which according te their
contents might at seme time in some way be needed in
Berlin, cr are cf importance te the zentlemen in Berlin,
with the earliest perssible mail to the R-scereteoriat,
Fer guidence regarding the velume of the decumentary
naterial te be submitted reference is made te the
index of files in Berlin as menticned under C 1).
Exenpted frem this arrangement arc decuments in
respect of

all hene navy affairs;

all ballistic and range table problems concerning
the heme armys :

all matters ccncerning fereign sub=centracters.
2.) These two ccpies are tnb%arked direetly in cnnfnrmify
viith Berlin conditions by the Artillery Develrpment
Secretariat. Herete the fellewing principle appliess
a) One cepy of the entries is teo be marked "Vk" for
the commercial members cof the ageney, except for
purely technical dorunents,
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b) The meecnd copy of the inecpming noil is te be nmarked
nyt" for the technieal members cf the agency, except
fer purely ccmnmercial dccunents such as financing
plans, ccnditicne of payment, currcney questicns,
price affair represcntaticn preblens.

Generolly speaking, care sheuld be taken that
the ccrnmereial members prescnt in Berlin are infermed
rnere eccnprehensively en technierl notters and the
teehnical nembers nere ccenprchensively on ccnonereial
natters, than it is, fer instancc, the praectice
regording ccrresprnding pecple in the Essen hruse,
becouse the Berlin peeple freguently attend ecnferen-—
nes tegether, in vhiech the nest diversc subjects arc
dealt with cn whiech they have, thorcfere, tc be
infrrred, .

¢) Sinee in ecech easc twe ecpies have te be ferwarded
tc Berlin, in cascs requiring cnly cnc copy the second
copy will be marked "Vr" fer nydrtrctungsreserve"
(i.,e, ageney reservc). _
Thus the narkings pessible leck like this:

nyk", "Vg"; er
nyk", "Vr'; ex
nygn, "Vr"’

3,) Pregress cf the twe ineening ccpics in Berlin.
a) Received at R-ogcney.
b) Checking cf incening mail egainst number ceatrol
(Nunmernkentrelle).

The nunber eerntrel is crranged in twe becks,
orny end abread, corrcspending te the sanmple under
appendix 3, The beeks are classified acecrding to
subject matter, with pretruding index tabs. The
letter beek numbers ore printed.

a) Mail distributicn inte the cxisting nail elanp
frlders "Vk" and "Vt"; sub-distributicrn within the
nail felders by ncans of file ecvers, as te "hene®
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The cource of the folders is given cn a glip on the

front on which the men responsible meke their marke.
Letters which have been forwarded to the agency

for szction will be specially merked in coloured pencil.

d) Submission of meil folder "vVk" (Commércial Administra-
tion) fcr commercizl end meil folder "Vt" (Technicel Ad-
ministration) for technical depertments.

It should be noted thot the meil is to be  submitted
to 2ll leading Essen men in Berlin on 2 vieit.

e) If o person should require 2 copy for his own uee
he will merk the cntry in question with o cross cnd hie
initiels in the top right corner of the dccument.

(Pix elips with this regulation intc foldere).

) Copiee which cre not used fer meil folder circula-

tion, cen be filed cr put into the time check.

4.) Meil directly received by the R-agency, i.e. nct
from Essen, will be copied cccording to Escen business
procedure and the Essen pattern e.g. with one Oormig
and one carbon copy. The Ormig copy cnd the original
of the letter received will be meiled’ to Essen as soon
os possible while the carbon copy will be circuleted
immcdiately among the permenently present cgente; af-
terwords it will be kept in o collective folder marked
Worigincls forwarded to Essen'.

These letters, like 211 othere, will be dealt with
in Tesen; they will be marked fcr the rgeney in the pre-
scribed monner ond scnt there in duplicate.,

on the arrival of theee two copice in Berlin the
carbon copy will be teken out of the folder, it will
be merked with the Tesen mark ond entry number and
used.,
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If, in isoleted cescs, the sgency shounld deal
with such a lettcr immedictely, the original ﬁ; the
letter which normelly should be sent to Essen ,vening,
ie to be merked cccordingly.

In exceptional cases, if required, cven more
then cne copy may be held in Berlin.

5.) If the letters mentioned under 4) arc urgent end
important +twc carbon copice will be mode, one of
which will bec sent immedietely to the Wer Meterial

~Deportment. It moy also be necessary, in preceeing
circumstancces, to furnish the Gruson works with a
COopY »

6.) The rgenecy should whercever poseible, aveid,
writing lcttere tc Esscn; they should make reports
or notes for the filecs of 211 comnunications and
poarticularly cf rccorded tclephone ccnversctions,
in the somc way ce the Esscn offices do ond they should
trecat them like the letters mentioned ‘under 4,) i.e.
they should eend such leotters, the originel ond one
ormig copy, to Essen, whcre they can then imnecdiatcly
be nimcogrephed when the distributcr and clerk hove
node their cntrics.

Te) Memorande ond reports of respeneible men in
Berlin on o visit will be teken down in the pre-
sribed monncr by the office cmployces who will, cf
coursc, clso be oveilable for dictation., One copy
only will be mciled to Essen the scome day fer these
pcople. If requirced, herc too, cnother copy may be
ncde for the cgency who will keep it.

on no cccount will notce and reports of visitore
be hended to then with o1l the ccpics. This is to
cneure their proccessing through ch~nnels.
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B. Outgoing mail.

— o - e e e — —— —

In the eame wey in which incoming mail is tc be
sent to Barlin es dcfincd under A, outgoing meil ie
algo to be forwerded from Eescn to Berlin. One copy
will suffice, hcwever, which upon arrivel in Berlin
will trceted in the same wey ~s inconing medil, di.e.
it will be merked cn the numer contrcl, thon it will
bc put into o moil folder ond will then be submitted
to the Commercicl cnd Technicnl depertment-. Aftor
being circulcoted it will he filed.

Fer outgoing mcil dircetly issucd by the Berlin
cgeney certoin "AR" (ertillery dcevelopment) nunbers
will be rececrved by the Esscen number control which
ney be used fer such outgoilng mril if requircd.Cepics
¢f outgeing mcil with on Ormiz copy ~rc to be scnt
out in the scne wey ce deseribed under A. 6 cnd 7).

Out-going meoil will. be treoted in the scme way
ce by the Essen pleont, i.c. it will be written on
cgency stationsry, stemped ond signed by perscns
authoriscd to do =o.

C. Keeping of filcs.

Sinilor to the Bsecn Herd Office the R.Office
will rceceive rocords which will furnieh roprescen-—
tatives working in Berlin cr reeponeiblc Esscon nmen
tenporarily in Berlin with abesolutely 211 the do-
cuncnts thoy moy require in desling with bueincess
trensceticne,

For this purposc rccocrds concerning all offrire
which might pcesibly be discusscd in Berlin will be
gent to Ferlin.There rre ot proscent 314 eingle filcs
cccording to thce cnelcs.d IList of filce,cnelcsurce
4 cnd 5.

The filce will be crronged in cxoctly the scme nrn-
nar s thé Esescen filces, thcuzh with lees sub divi-
sions. Generelly speoking therce will be onc compmer-—
cial ond onc techniccl file on ~ll subjecte.
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For additioncl later businces denle the Artil-
lery Development Depertment will eend o file pre-
pered feor this mett.r to Berlin, tcgether with the
first copy.

In keeping the filcs the fellewing principles
will bc obscrved:
¢) In ocrder not tc mcke the filce unncecesorily

bulky cnly onc ccpy ¢f the cxisting incrming lot-

tecrs will be filed.

b) The number centrol in which the file number ¢f the
filced dccument ie cntered will show where ony
given communicetion is filed.

¢) The sceond copy of inccming m~il will be -t the
digpeecl cf the nmen reepeneible os o porescnel
cepy or of the cffiec fer dclivery schedules.
Duplicatce which zre nct used or nc lenger uscd
ore te be filed in fcldors cg "sgupcrfluous" cc-
ccrding to nunbezrs,

d) All originole go to IZescn; the Berlin filce will
centrin copice only. If in ieclrted crece cri-
gincle src te be usecd in B.rlin for ccrtcin pur-
poecs they will be borrcwed fr.n Esscn.

¢) In crder to cnesurc thot the filce fulfill their
purpcec, i.c. crc clweys ccmplete, it is feor-
bidden to take dccuments out. In cnec of en ur-
gent  cxeception, only the office is contitlcd
tc trke cut the dccuncnt upcn request, tc re-
placc it with o notc cnd to nork the dete by
which tho dccuncnt will bc rcturncd. ]

f) Pogos of filce will be numbered ond conteoin
rcferencces to previous ccrrcspondence
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D. Delivery Schedule Centrol

— e ewm e mis e B e e e mes et e ey

Conccrning offcires to be dealt with cr tc be
pursucd in Berlin the R-Cffice will kcer r delivery
schedule record. Fer this the sccond copy of inccning
meil will be used cnd will be filed in delivery
gchedule fclders. In cascs in which no documcnt hre
been merked for delivery echedule centrel,prsticulor-
1y in the ecasc of outgoing mneil, the file copy will
be used. In crder to cneure the completencss of the
filc the dccument held beek by the delivery schcdule
contrcl plus nunber, dote ond o shert descripticn
of contente will be listcd cn the inside cf the fclder
cover.

E. Moiling
1.) The R-Cffice wzll ncke surc thet the noil
for Essen rooches the Peet Office by 7 c’cleck in
the cvening becousc this is the cnly gurre nty ,thot
the neil will be in Essen ot the plent by 8 o’clcek
he next merning.

2.) Addrcseing of letteres to pereencl od-
drcesee which hoe lcd tc mony unplersont inter-
ruptions c¢f businces routine will ccasce. Berlin
will eend ©11 ncil to the ~ddresss Artillery Devel-
cpacnt Depcrtnent. Esescn will scnd the Mcoil tc
"R Agcncy" Berlin,

F.Prcecrvotion of Secrcey.

The obecrveonce cf ecercey reguleoticns will be
cnsurcd ¢t the Agceney in the senc wey og in Essen.

Though we moy be o little generous with ocur
copice of fcoreign m~il overy ccpy of doncstic meoil
will hove to be shewn in the bocks. The Ageney will
be debited in the Esscen booke with twe i.c. cne
copy of ocutgolng meil ond the cgency will hove to
ghow bcth thosc ccpice in their number ceontrcl.It is
poseible, in

s b =



DOCUMENT BOOX I - MUELLER No. 8
EXHIBIT No. ..

proctice, thrt the existence of copice in Berlin will
bc checked by cuthoriscd cfficirls,

Supcrfluous copice of domeestic neil will be morked
"ue® in the nunber contrcl. When they heve becn relecsed
fcr destructicn this "uc" will be croescd out (in the
Eecscn beckes thesc copice ore not book.d out cgoin be-
cause of the extrr werk cntoilcd). Copics to be
destroyed will occosicnnlly be scent te Essen by courier
- wherce they will be burnt rccrrding tc regulnticne.

G. Iist of R~nks

The R-ngoney will kcep ¢ list. 7c nmust be kept
informed cbecut cffice cppointencnts nnd perscnnel
chonges. The dnte for thie will be cbtrined froem the
representotives whe will sceurc them in the cfficoe
if ncccescry.

Prcmoticne ond cther importont pcrscnnel chan-
gee of which the firm shculd toke nctice (ecngro-
tulaticns) ore tc be f-rworded t- the Artill%ry
Developnent Deportment, Tessen, ~s quickly re pre-
eible.

H.Fincl rulcs

e e = e————

The rbove dircctivees will probably prove
incomplete in prectice. A1l cdditicns ond chonges
which mcy be coneidercd neccssary will be ccllec-
ted. Practicel cxpericncces will later be node the
beeig for the finecl rules.

Signoturcs: signed Tubbesing.
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I hercby oonfirm thet the cbove document
ie o liternl copy of document No. NIK 7351 contoinced
in Prosecuticn-Dccuncnt Bock 9 A poge 11-26.

Nurcnberg, -11 Mrrch 1948
gignod H.Iink,Attorncy-ct-Low
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I hereby certify that all the documents con-
talned in this document book are literal copies of the

original documents before me.

Nuremberg, 30 March 1948

Signed H. Link
Attorney~-at-Law
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CERTIFIEATE OF TRANSLATION

® am w ww ws w w e es e m e= — —- -

5 April 1948

We, John FOSBERRY, No., 20179, George GOODMAN,
No. 34789 and Gerta KANNOVA, No. 20151, hereby
certify that we are thoroughly conversant with
the English and German languages and that the
above i1s a true and correct translation of
DOCUMENT BOCK I - MUELLER No. 8

John FOSBERRY GEORGE GOODMAN GERTA KANNOVA
No. 20179 No. 34789 No. 20161
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