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OIRCULARBR.

HEAD-QUARTERS DISTRICT OF COLUMBUS.
6tH DivisioN, 16TH ArRMY CoRPS,
s Coruxsus, Ky., Juno 28, 1863.

The attention of Company Officers is called to a lately pub-
lished work, by J. B. Lippincott & Co., of Philadelphia,
entitled

“Tae CompaNy CLERK: showing how and when to make out
all the Returns, Reports, Rolls, and other Papers, and what to do
with them. How to keep all the Books, Records, and Accounts
requiréd in the Administration of a Company, Troop, or Battery
in the Army of the United States. By Captain August V.
Kautz, 6th U. S. Cavalry ; Colonel 2d Ohkio Vol. Cavalry.”

This work can be purchased at the bookstores in Columbus
and Cairo, at St. Louis, &c.; and all officers in the volunteer
service are recommended to acquaint themselves with its very
valuable and necessary information.

By order of BrIGADIER-GENERAL ASBOTH.

T. H. Harris,
Assistant Adjutant-General.
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PREFACE.

WE have numerous handbooks for military service
that tell us what to do, but few, if any, that tell us How
TO DO IT; and although there is certainly none better
than the Regulations itself upon the subject of ad-
ministration, yet that it essentially fails to accomplish
the object, is apparent in the want of care of public
property, the informality and want of method in the
keeping of the records, and the total neglect, in most
of the regiments, to render the prescribed returns.
This neglect is believed to be caused more by the
difficulty of finding out Aow to do what is required,
than from any innate carelessness or intent to neglect
their duty on the part of officers.

The want of a book to explain these administrative
matters more in detail has induced the author to
undertake the task so far as relates to the Company.
While he has tried to lay down the practice in the
Regular service, he does not presume to teach the
older officers of the army their duty; but he trusts they
will not be too critical on what is very plain to them,
but what is certainly very obscure to the young officer
when he first enters service. What has here been
prescribed for the Regular service is equally appli-
cable for the Volunteer service; and it is mostly for
their benefit that the following pages have been

undertaken.
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AND IN OTHER MILITARY WORKS, AND IN
MAKING OUT OFFIOIAL PAPERS,.

A. A. A. G.—Acting Assistant Ad-
jutant-General.

A. A. G.—Assistant Adjutant-Ge-
neral.

A. A. Q. M.—Acting Assistant
Quartermaster.

A. C. S.—Acting Commissary of
Subsistence.

A.D. C.—Aid-de-camp.

A. @. O.— Adjutant-General’s
Office. .

Act March 3, 1863.—Act of Con-
gress approved March 3, 1863.

Adjt.—Adjutant.

Art.—Artillery.

Art. 35.—Thirty-Fifth Article of
War.

Aest.—Assistant.

Bat.—Battalion.
Batry.—Battery.
Brig.—Brigadier, Brigade.
Bug.—Bugler.
Bvt.—Brevet.

O. 8.—Commissary of Subsistence.
Capt.—Captain.

Cav.—Cavalry.

Cdt.—Cadet.

Chap.—Chaplain.

Co.—Company.

Col.—Coloxel.
Comdg.—Commanding.
Comdt.—Commandant.
Corp.—Corporal.

Dept.—Department.
Det.—Detachment.
Div.—Division.
Drag.—Dragoon.

Eng.—Engineer.
Ene.—Ensign.

Far.—Farrier.
Ft.—Fort.

G. 0.—General Order.
Gen.—General.

Hd.-Qrs.—Head-Quarters.
Hosp.—Hospital.
Hosp. Stwd.—Hospital Steward.

Inf.—Infantry.
Inspr.—Inspector.

J. Advt.—Judge-Advooate.

L. Art.—Light Artillery.
Lieut. and Lt.—Lieutenant.

M. R.—Mounted. Rifles.

M. S.—Medical Staff.

M. 8. K.—Military Storekeeper.
Maj.—Major.

Med. Cdt.—Medical Cadet.

Med. Dept.—Medical Department.

N. C. 0.—Non-Commissioned Of-
floer.
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0. B.—Official Business.
Ord.—Ordnance.
Ord. Sergt.—Ordnance Sergeant.

P. D.—Pay Department.
P. M.—Paymaster.
Par.—Paragraph.
Pot.—Private.

Q. M.—Quartermaster.
Qrs.—Quarters.

R. C. S.—Regimental Commissary
of Subsistence.

R. Q. M.—Regimental Quarter-
master.

Rct.—Recruit.

Reg.—In this book, Revised Regu-
lations of 1861.

Regt.—Regiment.

Reytl.—Regimental.

8. 0.—Special Order, Signal Of-
ficer.

Sdir.—Saddler.

Sec.—Section.

Sergt.—Sergeant.

Sergt. Maj.—Sergeant-Major.

Servt.—Servant.

Sub. Dept.—Subsistence Depart-
ment.

Supt.—Superintendent.

Surg.—Surgeon.

Surg. M.—Surgeon’s Mate.

Top. Eng.—Topographical Engi-
neer.
Trptr.—Trumpeter.

U. 8. A.—United States Army.

U. S.Art.—United States Artillery.

U. 8.Cav.—United States Cavalry.

U. 8. Eng.—United States Engi-
neers.

U. §. I.—United States Infantry.

U. 8. M. D.—United States Medi-
cal Department.

U. 8. T. Eng.—United States To-
pographical Engineers.

Vol.—Volunteers.
Vouch.—Voucher.

W. D.—War Department.



THE

COMPANY CLERK.

1. THE company clerk is a non-commissioned officer or
soldier, selected on account of his penmanship and capacity
for keeping the records and making the reports and returns
required from the company. He is directed and instructed
by the commanding officer of the company and the first
sergeant. He is reported on daily duty, and does not re-
ceive any additional pay, but, whilst employed, is excused
from all other duties possible with the company. In times
of active service, however, he should always be prepared
for service in the field.

The following are the books and records he is required
to keep, viz.: ~

Books.
2, MorNiNg REPorT BooOK,
Sick Book,
RosTERS,

DEscrIPTIVE Book,

CrorHING BOOK,

OrpER BoOOK, .

Account Book or CompaNYy Funp,
REGISTER OF ARTICLES ISSUED TO SOLDIERS,

RECORD Book oF TARGET PRACTICE.
9



10 THE COMPANY CLERK.

Reports, Returns, Rolls, and Papers.

8. The following reports, returns, rolls, and other papers
are required to be made out by him, viz. :
DaiLy.—List of Sick, in the Sick Book.
Morning Report, in the Morning Report Book
Details of men for guards, detachments, and
fatigue. -
MontHLY.—Monthly Return.
BI-MONTHLY,—viz. : at the end of February, April, June,
August, October, and December, viz. :
Muster Rolls.

Report of Damaged Arms.
QUARTERLY,—viz. : at the end of March, June, Sep-
tember, and December :—

Return of Clothing, Camp and Gurrison
Equipage.
Return of Ordnance and Ordnance Stores.
Return of Quartermaster’s Property.
Return of Deceased Soldiers.
Descriptive list of men joined.
Return of Blanks.
QUARTO-MONTHLY,—viz.: at the end of April, August,
and December :—
Return of Company Fund.
ANNUALLY.—Annual Return of Casualties.

Papers,
4, In addition to the foregoing papers, the following are
also required when circumstances render them necessary.
Certificates of Disability.
Final Statements.
Discharges.
Descriptive Rolls.
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Furloughs, Passes, Sick Furloughs, &e.

Affidavits, Certificates, &ec.

Inventories of Deceased Soldiers.

Proceedings of Company Council of Administration.

Provision Returns.

Requisitions for Forage, Fuel, Stationery, Straw, and for
every kind of Property, as Arms, Accoutrements, Ammuni-
tion, Clothing, Camp and Garrison Equipage, Quartermaster’s
Property, and, in fact, every thing required by a company.

Inventories for Inspection Reports of Property to be
inspected and condemned.

Inventories of Damaged Property for Boards of Survey.

Letters of Transmittal, Complaints of Soldiers, Applica-
tions for Transfer, &e.

Returns of Killed, Wounded, and Missing in Action.

Reports of Target Practice.

Charges and Specifications. )

The foregoing will be treated of in the order in which
they are likely to come to the attention of an inexperienced
person.

General Observations,

5. It will be remarked that the foregoing books and
papers relate to two objects, viz.: the men and the property.

What relates to the men is a record of their accounts
and services ; that these should be correct and perfect, is a
matter of justice to the men and to the Government.

6, What relates to property is a matter of account
between the officer and the Government. The property is
intrusted to his charge, he is paid for taking care of it,
and required to show how he has done so. To do this, he
must remember the following general principles, viz.:

7, To get invoices of all the property he receives.

8, To take receipts for all the property he transfers.
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9. To get certificates for property lost or destroyed or
expended, from other officers, if possible, or affidavits from
soldiers or citizens, or, finally, his own certificate.

10, To bear in mind not to get the property of different
departments, as Ordnance, Quartermaster’s Property, or
Clothing, Camp and Garrison Equipage, mixed on the same
paper.

11, Not to allow unserviceable property to accumulate,
except to save it, and at the earliest opportunity bring it
before an inspecting officer and have it disposed of.

12, If these facts are borne in mind, an officer can
always account for the property with which he has been
intrusted, even though he is not able to make the returns
at the prescribed time, as frequently happens in active
service. .
Morning Report.

13, The Morning Report of each company should be
geut into the adjutant’s office every morning after sick call,
and before eight o’clock, and should be signed by the first
sergeant, or, in his absence, by the acting first sergeant,
and by the officer in command of the company, and should
be an accurate report of the company for the day.

14, On the page for Remarks should be entered, by
name, the changes in the figures from the previous report.
To facilitate this, each month should be commenced by
" entering the name of every officer and soldier “not for
duty,” whether present or absent.

Thus, beginning with the heading ¢Special duty,”
Present, and bearing in mind that officers only are detailed
on such duty: Second Lieutenant B, on special duty,
Special Orders No. 5, dated Head-Quarters 2d U.S. Cav-
alry, Nov. 10, 1862 ; Sergeant C, and private D, an extra
duty ; Corporal L, and private M, on daily duty; Captain
G, Sergeant N, Bugler F, Saddler K, and private L, sick ;
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First Lieutenant M, and Corporal L, in arrest ; blacksmith
P, and private 8, in confinement. Absent.—Captain A,
Sergeant L, and privates M and W, on detached service,
per Order No. 10, dated Head-Quarters, Department of
Kansas, Nov. 5, 1862 ; private O, with leave; private F,
without leave ; private R, sick; private L, in confinement.
Gain.—Captain A, by promotion ; private M, recruit from
depot; private L, enlisted; private N, from desertion.
Loss.—First Lieutenant M, resigned; private F, died;
Corporal L, killed in action ; private Z, deserted.

On the second and every day for the balance of the
month, it is only necessary to mention by name the changes
since the last report, thus: Second Lieutenant B, from
special duty to duty; private L, from sick to duty ; private
K, duty to sick; private S, from confinement to sick, &e.
Thus the condition and whereabouts of the men of the
company may be learned without referring back; and the
remarks might be made still more explicit by stating
“where’”” and “since when” they have been absent, and by
what authority; also the number and date of order should
be given, when there is any that has caused the change, as
when men are detached or detailed on extra duty.

15 Every man is for duty unless excused by the sur-
geon, or on some other duty which relieves them from duty
with the company by competent authority. Captains or
officers commanding companies have no authority to excuse
men from duty except for some legitimate purpose, as the
company clerk, or tailor, or blacksmith.

Sick Book.

16, In order that the report of sick may be correct,
each company should have a “Sick Book,” for which a
small blank-book the size of note paper may be used, and

each page ruled out, (see Form 1).
2
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Par. 16. Form 1,
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17, The Sick Book should contain all the names of the
sick, or who represent themselves as such, and the surgeon
decides whether they are to be excused or not, and no other
person has the authority to decide so, with regard to the
sick. A non-commissioned officer should always take the
Sick Book and march the sick to the surgeon’s quarters or
office immediately at sick call.

18+ The Surgeon enters upon the Sick Book his deCISIOD,
and the non-commissioned officer takes the book back
immediately to the first sergeant, that he may complete
his morning report. ¢ For duty’”’ means all those who are

it for the legitimate duties of the soldier, as guard duty,
drills, and parades, or detached service.

19, The remarks should specify from what duty the
soldier is excused, where he is only partially incapacitated
for duty, and they may also contain the surgeon’s injunc-
tions with regard to care in quarters, which the first ser-
geant should have complied with.

Roster.

20. The Roster is a blank-book ruled after the manner
of a time book, with the numbers of the month running
across the top of the pages, and a column on the left for
the names, on which a record of the various details of the
company is kept. (See Form 2.) The Rosters are kept
for three classes of duty, viz.: 1st. Guard; 2d. Detach-
ments ; 3d. Fatigue.

21, The rule which governs in making details is that
the longest off are the first for duty. The Regulations say
(Par. 566) that when a soldier is sick his tour passes.
This, however, cannot mean that it passes as if he had gone
on the tour. When he is for duty again, he is manifestly
the next for detail. If the detail for the thiee clasres
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THE COMPANY CLERK. 17

should happen on the same day, that for guard takes pre-
cedence, for detachments next, and fatigue last. If the
detail parades and marches on duty, it receives credit for a
tour, although dismissed immediately after. If a detail is
dismissed on parade, it does not receive credit for a tour.
If a detail for detachment marches out of camp or gar-
rison, it receives credit for a tour. The details are made
usually in the evening, to march on in the morning, or in
the morning to march on in the evening. It is recom-
mended not to credit the tour until the detail has marched on,
checking them only when they are entitled to the tour.
The credit is-given by entering a figure opposite, the name,
under the date of the month at the top of the page. (See
Reg. 562 to 572.)

22, A separate Roster should be kept for each class.
The details are made on small slips of paper, and published
to the company usually at Retreat or Reveille. In cavalry
and artillery, stable guards form a separate roster, and gene-
rally do duty without arms : they are not regarded as sen-
tinels, and do not challenge. ~ On this roster the duty ser-
‘geants and corporals also serve, for whom a separate roster
is also kept in the company. They are held responsible
that the sentinels are properly posted and relieved at the
proper time.

23, A roster of passes and furloughs should be kept, in
order that these indulgences be equally distributed through-
out the company.

Company Clothing Book.

24, The Company Clothing Book is a blank-book fur-
nished by the quartermaster’s department, for the purpose
of keeping a record of the issues of clothing to the non-

commissioned officers and privates of the company. Va.
2%
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Camp and Garrison Equipage.

Knapsacks and straps....
Haversacks, unpainted...
“ enamelled & pa.lnted
Cnnteen, oomplete........‘ .
straps, leather..
Bedatcks, BiNgle.rrersrnnnne

ceessnensenes $0 30
16

Drum cord.....cccaueuee
“  gnares, sets ...
“  case

‘Wall tent....
“ 4 fly....
“ ¢ poles, sets..

double... “ ¢« ping “
Mosquito bars
Axe Slbley tont ....ceeeerenenennnnne . 60 00
“ helve, “ pole and tripod. 8 40
“ sling. % ¢ pins, BetS.....eeee 81
Hatchet — 6371
“ helVe..ierssssrnsaresesasanesens Lo 71 £ s . 263
“ gling Hospital tent 86 00
Spade “ 4L cooeeesreron 29 50
8hovel “ “ poles, sets.... 2 60
Pickaxe. “ “ pins, we 100
“  helVe..ceereccessececcssisicens —119 10
Camp kettle C tent. 50
Mess pan “ “ poles, sets.... 71
Iron pot . “ ¢ pins, 25

Bn
G838 88322ReE3IRR.EBE83885E

2

Storm flag. 15

Recmmng ﬂag e b
hall

Gid 7

Camp color.. 1

Standard, for .18

regim.
National color, artillery and in-
fantry
Beglmental color, artillery and in-
517

Color belt and slin
Trumpet, with extra mouth-pxece 2 22
Bugle, 2 50
Cords and tauels, for trumpets or

bugles

.....................

Shelter tent, complete............
Tent plm, hos;lntal hfge

“ common, small...........
Reglmental book order..... 192
lotter...... 102
“ ¢ index 104
“ “ desc’ptive 2 85
7173
Post book, morning report. 60
guard report. 86
“ order ........ cevaane 50
“ letter...coceeuerenee 50
2 36
2 04

Company book, clothing...
% descriptive 1 10
93

]F;lrf:, UBY OF “C%.vesmrnsrencnesnrenens 5 32 “ : order.....

m, 1 10 “ morn. rep’t 12

“ " head, batter. ........... rreseisies 80 532
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TABLE specifying the money value of Clothing allowed to the Army
i " of the United States.

ﬁ CORPORAL. MUSICIANS. ARTIFICER AND PRIVATE.
k]
- IEAEN INERE 1]
- u .
sl 8| BEloE| 8 | EE|oE| 8|5 | 25| 8
E os 1% oi 3 o
E % RIEH B YEIEIRRR B 24
||| 8|87 || 8|53
18t year...|$54 33 (854 17| $55 38| $52 93! /853 87 $55 38($52 63]|$53 27| $53 27| $54 48($52 03
2d year....| 3137|| 3191 3107| 8067|| 3166 3097| 3042|| 3136/ 3136 3052| 3013
3d year....| 4526/| 4510| 4491 4386|| 4480| 4491| 4356|| 4420 4420| 4401 4296
4th year...| 3137|| 3191| 3107| 3067(| 3166 3097| 3042/ 3136 3136/ 3052| 3013
5th year...| 4192(| 4176 4027| 40 41 46| 4027| 4022|( 4086| 4086/ 3937| 3962
204 25!/ 204 85| 202 70 14866[20345 202 50| 197 25(( 201 05/ 201 05( 198 90|194 85

The allowanoce to Volunteer troops is at the rate of $42 per annum.
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rious methods of keeping this account are practised. That
shown below is regarded as the best.

25, The names of the non-commissioned officers and
privates are entered in the book in alphabetical order, a
number of blank leaves being left after each letter ac-
cording to the probability of acquisition to the company.
A page is devoted to each soldier. The issues are made
periodically, by first ascertaining the wants of each soldier,
and then making a requisition for the clothing, which is
approved by the commanding officer, and the articles are
then issued by the quartermaster to the company com-
mander, who issues them to the men, upon a Receipt Roll.
(See par. 105.) -

26, The articles are enbered opposite to the soldier’s
name, on the receipt-roll. He receipts the same, and the
issue and signature are witnessed by some officer of the
company, not responsible for the issue: if there is no
officer, then a non-commissioned officer. (Reg. 1159.) The
total money value of each issue is then computed for each
soldier, and entered on his page in the Clothing Book, with
the date of the issue. (Reg. 1160.)

27, Care must be taken not to over-issue the yearly
allowance, for the reason that “extra issues” should be
made on separate receipt-rolls (see note to Receipt Roll),
and the amounts are charged on the next subsequent
muster-roll, and deducted from his pay, on the Pay Rell,
by the paymaster. (Reg. 1155.) These issues are entered
on the Clothing Book as ¢ Extra,”” with a memorandum
of the muster-roll on which they have been paid. In com-
puting the soldier’s clothing for his descriptive roll, the
extra issues which have been paid for are omitted; those
which have not been paid for alone are entered.

28, To compute a soldier’s clothing, you take the sum
of the regular issues and the extra issues which have not
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been pald for, and the total is the amount to be com-
pared with his allowance, which is obtained by computing
the time the soldier has been in service and the allowance
per month. In the regular service this is obtained from
the last list of prices, published periodically in General
Orders from the War Department. (Reg. 1157.) 1In the
volunteer service it is fixed by law at $3.50 per month.
(See statement of the cost of clothing, camp, and garrison
equipage, General Order, No. 364, Nov. 12,1863, appended.)

29, If the soldier has drawn more than his allowance,
the difference is entered on his final statement, “due the
U.S. for clothing overdrawn:” if less, it is entered, “due
the soldier for clothing not drawn.”

30. A question arises where a soldier incurs a disability
very shortly after his enlistment. On his first entrance
into service he draws nearly a year’s allowance of olothing;
if at the end of a month he incurs a disability and is dis-
charged, his allowance of clothing and pay for that period
would still leave him in debt to the Government. If the
man is unfortunate and the disability the result of no
indiscretion on his part, or if he should be entitled to a
pension under the law, it would be but just to allow lus
clothing account to balance, and give him his pay for the
period he has been in service. If, on the contrary, tho
man is of unworthy character, and his discharge the result
of his own misconduct, or the result of a fraud, as in the
case of a minor, or where the man has brought the dis-
ability with him into service, he should be charged the full
amount of clothing drawn.

31, Clothing is not charged as “extra” until the soldier
bas exceeded his yearly allowance, although some officers
have followed the practice of settling the clothing account
quarterly.

32, Careless and improvident soldiers frequently resort
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to selling their clothing for the purpose of obtaining
money; and in some localities, where clothing is in demand,
they can sometimes obtain a decided advance upon Govern-
ment prices: under such circumstances great care and
frequent inspections must be resorted to to prevent it, ana
the soldiers be required to produce their clothing and
account for its absence.

33s The act of Jan. 11, 1812, prohibits the purchase of
soldier’s clothing by any person not subject to the Rules
and Articles of War, under a penalty of three hundred
dollars fine and one year’s imprisonment. The act of March
8, 1863, (sec 23,) authorizes any officer, civil or military,
to seize and take the ¢ clothes, arms, military outfits, and
accoutrements,” furnished to soldiers by the United States,
in the possession of persons not soldiers, who have obtained
them contrary to law or regulation.

84, Soldiers, under the 38th Article, of War, are liable
to stoppage of pay, and punishment, for selling clothing or
neglecting to take care of it.

Order Book.

35+ In this book are entered all general orders from the
regimental head-quarters, and also all special orders that
affect the company or any member of the company. At
orderly call the company clerk repairs, with the orderly
sergeant and the Order Book, to the regimental head-
quarters, and enters all orders that are to be copied into
the Order Book. (Reg. 448.) This book may be divided
into parts for each kind of orders, or they may be kept
continuously according to date. The verbal orders should
also be entered as memoranda, to render their remembrance
more certain.
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Company-Fund Account Book.

36, This book is kept according to Form 8. The receipts
are entered on the left-hand page and the expenditures are
entered on the right. Every two months, or oftener, the
company commander shall convene the officers of the com-
pany, forming a company council for the purpose of appro-
priating the money. In case of a tie vote, the post com-
mander decides. (Par.18. Reg. 205.)

37, The money is disbursed by the company commander
according to the resolves of the council. The proceedings
are entered in the book and signed by all the members of
the council. This book is always open to the inspection
of the post commander, or, in the field, to the regimental
commander. (Reg. 206.)

38s The money should be appropriated only for the
benefit of the enlisted men, and is usually expended in
procuring such necessaries as are not furnished by any of
the departments of the army—such as condiments and
vegetables for the messes, stencil-plates for marking clothes
and accoutrements, tools for the mechanies in the company
for the manufacture of company property, books for a
company library, and, in fact, any thing for the benefit of
the company that will conduce to the comfort, health, and
convenience of the enlisted men of the company.

89, The Company Fund accrues from the sale of the
savings of the company rations, and from the distribution
pro rata of the post or regimental funds, and also, when
located at a post or garrison where the company can cultivate
a garden, from such sales of surplus produce as they may have.
The orderly or commissary sergeant keeps an account with
the regimental or post commissary of all the rations or parts of -
rations that he does not draw, and at the end of the month

the amourt is computed at the cost value and the amount
3
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in money is paid by the commissary. If there is no money
to pay the account, the commissary gives a certified account

of the stores, which may be paid by any commissary. (Par.
186.)

Return of Company Fund.

40, The account is made up whenever a new officer
takes command, whenever the company is detached from
the post or regiment for any permanent period, and every
four months, viz.: at the end of April, August, and De-
cember (Reg. 206). It is made out according to Form 3,
except that a certificate of its correctness is appended. It
is made in duplicate, one in the book, and the other on a
sheet of letter paper, which are handed in to the command-
ing officer of the regiment or post for his approval; the
latter is retained by him to be forwarded to the department
or brigade commander. The expenditures should be sup-
ported by receipts, though they go no further than the post
or regimental commander, and are returned with the book
to the company commander.

Register of Public Property issued to Soldiers.

41, This Register is kept according to Forms 4 and 5, for
the purpose of keeping an account of the arms and accou-
trements issued to soldiers. This is to keep a check upon
the losses, and to enable the captain to know to whom and
for what he shall make the charges on the Muster Roll
The names of the soldiers are entered on the left, and the
articles are charged under their respective headings. When
the articles are numbered or lettered, the number or letter
ghould be under the heading, to prevent exchanges or pil-
fering of accoutrements or arms.
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Form 4.

Pag. 41.

y A, 1st U. S. Infantry.
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Dar. 41. Form 3.

Register of Camp and Garrison Equipage issued to Company A, 1st U.S. Infantry.

!

£ il f
- . = -
Dat N . ER R
e. ames. Ll m 1Ele e ElEE,
iz 2|18 B1l5 (21812124
2 25 1s|E| 81151518 8|%
ElR|lw|ad ||| BE1S|S|s @ |<
1863.
Jun. 1.t Sergeant Allison..... |1 {1 |1 1(1]1{1}1f11}2]2
Corporal Milton...... {1 |1 |1 1|1 1]1f1]1}1
Private Arnold....... | 1 |1 |1 |1 |11 |11 (11

I Hatchets.
l Camp-kettles.

212

Mess-pans.

NoTe.—Sergeants or corporals in charge of tents or messes are charged with the spades, axes, hatchets,
camp-kettles, and mess-pans issued to their squads or messes. A separate register should be kept for those

articles not issued to the soldiers, as for sashes, fifes, drums, bugles, &c. &e.

3%



30 THE COMPANY CLERK.

42, To prevent mistakes, whenever the soldier turns in
any of the articles charged against him, they should be
cancelled on the Register. When he loses any article, if
the officer thinks the circumstances are such as to exoner-
ate him from the payment, he should require the soldier te
subscribe to an affidavit (Form Par.172), which becomes the
officer’s voucher for dropping the articles from his return.
Great care should be taken by company commanders in this
matter, as the certainty of having to pay for them renders
the soldier more careful of his accoutrements, and leads
comrades to refrain from pilfering and to look well after
each other’s property. A stolen article should, as a rule,
be charged against the soldier, unless he can show that the
article was taken from him at a time when he was not able
to take care of it, in consequence of having duties to per-
form that required his attention elsewhere. An article lost
witnout being able to tell where, or how, or when, should
be paid for also. “ Whenever a soldier, by reason of severe
illness or wounds, is obliged to be sent to a regimental or
general hospital, it is the duty of the commanding officer,
he being responsible for the arms of the man, to see that
all arms and accoutrements he has in his possession are re-
turned to the company armory. After an engagement, such
officers should make it one of their first duties to see that
all Ordnance Property in the hands of such of the men as
have been killed or wounded has been gathered up and
properly secured.”  (Par. 69. Instructions for making
Ordnance Returns.) ’

Descriptive Book,

43, The Company Descriptive Book is a blank-book fur-
nished by the Quartermaster’s Department, in which are
entered, in alphabetical order, the names of every ron-
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commissioned officer and enlisted man belonging to, or who
may subsequently join, the company. Opposite each name
areentered theage, height, complexion, color of eyes and hair,
where born, occupation, when, where, by whom, and for what
period enlisted. In the column headed ¢ Remarks” are en-
tered such remarks as have a bearing on the soldier’s merits,
character, and services, such as promotions and appoint-
ments, reductions, compliments or medals for distinguished
services, punishments inflicted by court-martials, actions
in which engaged, and wounds received, and, in fact, every
important item to the credit or discredit of a soldier, to
enable officers succeeding to the company to have a correct
history of the men.

44, The names should be entered on the line next below
the red line, devoting each space between the red lines to
a name. After each letter one or more blank pages should
be left for acquisitions to the company, according to the
prevalence of names beginning with the letter: the pro-
portion may generally be obtained from the company itself,
as the acquisitions are likely to continue in the same pro-
portion.

45, The page for, commissioned officers should be divided
up proportionately for the captaing, first lieutenants, and
second lieutenants separately, devoting about eight lines to
vhe captains, about twelve to the first lieutenants, and the
balance to the second lieutenants, as there are likely to be
more alterations in the licutenants than in the captains.
Tader the heading of “ Remarks’ should be entered number
and date of order of assignment, date of joining, number
and date of order relieving the officer from duty with the
eompany, and date of departure.

46, One of the pages for non-commxssmned officers
should be devoted to sergeants and the other to corporals,
with remarks similar to those of the officers,
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47, Onc page of the register of men transferred should
be devoted to those who join the company, and the other
to those who are transferred from the company.

48, The register of discharges, deaths, and desertions is
kept in the order in which they occur. The Remarks
against the deserters should state charges for public pro-
perty which they carry off with them, or for which they
are indebted to the Government.

The Descriptive Book should be overhauled monthly, or
oftener, and kept corrected to date, and especially after
each muster.

Record Book of Target Practice,

49, This book, furnished by the quartermaster (see Tar-
get Practice, p. 43), is for the purpose of keeping a record
of the target practice of the company. After the 1st of
January each year, the exercises, as laid down by the
system of target practice prescribed by the Secretary of
War, commence, and continue, when the weather permits,
until the course is completed. A record of the firing is
kept according to the forms laid down in the Target
Tactics. The company is divided into three classes,
according to the relative merits of firings. After having
fired four rounds each,at the respective distances between
150 and 400 yards, the company is reformed according to
the number of hits, and again after firing the whole num-
ber of prescribed distances. This enables the officer to
know the good from the bad marksmen. The number of
hits are recorded opposite each man’s name at each firing,
and summed up, and the soldier who has the greatest aum-
ber of hits is entitled to wear the company prize, viz., a
brass “stadia,” and also becomes a competitor for the regi-
mental prize, a silver “stadia,” which is worn by tho
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soldier who makes the shortest string, who in turn becomes
a competitor for the army prize, a silver medal, on which
are inscribed the name, company, and regiment of the soldier
who has made the shortest string. Theése prizes are given
once each year. These prizes, except the army prize, are
ordnance property, and are worn by the successful marks-
man until he is excelled by some other marksman at the
annual exercises. The Record Book is sent in to the office
of the commanding cfficer of the post or regiment, for his
inspection, at the end of each week, or oftener, as he may
direct.

Descriptive Roll,

50, When a soldier is detached from his proper com-
pany, he is accompanied by his descriptive-roll, which con-
tains a copy of the company records concerning him, and
an account of his clothing. If a number are detached at
the same time to the same destination, they can all be
entered on one roll or on several. The descriptive-roll
should not be given into the hands of the soldier, but to
an officer or non-commissioned officer, if there is one; if
not, it can be sent by mail, which is generally the case,
éspecially when soldiers are ordered away suddenly before
their papers can be made out.

51, Blank descriptive-rolls are furnished by the Adju-
tant-General’s Department, and have printed notes on them
giving full directions how to fill them out. The following
are the notes, viz.:—

Note 1.—The amount of additional pay, if -any, under the act of
August 4, 1854, must be carefully noted in the exact words used on the
Muster Roll.

No’e 2.—Likewise, the amount due the soldier for a certificate of
merit, or in lieu of a commission, under sec. 4, act of August 4, 1854,
fn the exact words used on the Muster Roll.
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Note 3.—S0, also, of any other extra pay for which he may be mus-

tered, ex. gr. as acting hospital steward, as saddler, &c., and which may
be still due him.

Note 4.—1In the column headed “ Bounty paid,” must be entered the
whole amount hitherto paid him; in that of “Bounty due,” the whole

amount yet due, on account of the bounty provided by sec. 3, act of
June 17, 1850.

Note 5—The amount of retained pay due, at date, will be carefully
stated.

Note 6.—Stoppages for loss or damage done to arms, or other publio

property, must be noted, and the articles, and particular damage to
each, specified.

Note 7.—When stoppages are due, under sentence of a court-martial,
a transcript of the same must be entered here; and the amount already
stopped must be carefully stated.

Note 8.—In every case of desertion, the date, and that of delivery,

or apprehension, must be given, together with a correct transeript of
the order of sentence, or pardon.

Note 9.—A correct transcript of the man’s clothing account must be
made to date, and the amount due to or from him must be precisely
stated.

Note 10.—Should the man have been engaged in any action, or
skirmish, it must be mentioned, together with time and place.

Note 11.—A full and particular mention will be made of any wounds
he may have received in action, or other injury, whilst in the line of
his duty.

For further explanation of the notes, see paragraphs 75
to 79 inclusive.

52+ All the issues, charges, and incidents that occur to
the soldier during his absence are successively entered on
the roll by the officers over him, and signed by them.
Should he be further detached, the roll accompanies him
until he returns to his company, when the items that have
been entered during his absence are added to the company
records as a part of the soldier’s history.

53+ “First. Deseriptive lists and accounts of the pay,
clothing, &e. of soldiers will never, where it can be avoided,
be given into their own hands. Such papers should bhe
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intrusted only to the officer or non-commissioned officer
in charge of the party with which they are.”

% Second. Except in such cases as that of an ordnance-
sergeant, specially assigned to duty at a post where there
are no troops, and where he cannot be regularly mustered,
no soldier must be paid on a mere descriptive list and
account of pay and clothing, but only on the muster and
pay roll of his company, detachment, or party, or on that
of a general hospital, if he be there sick or on duty.
No payments will, therefore, be paid to enlisted men on
Surlough.” (General Order No. 86, 1862.)

Monthly Return.

54, The company monthly return is made out on
printed blanks furnished by the Adjutant-General’s Depart-
ment, and is forwarded on the first day of the month to
regimental head-quarters. A copy is retained in the
company, in case of the miscarriage of that for the regi-
ment, and to enable the subsequent return to be made
out correctly. Great care and uniformity should be ob-
served in order that the return may be copied verbatim
on the regimental return. The printed notes on the
return, which are very concise, must be studied in order
to understand them fully.

56+ In order to make out the monthly return correctly,
it is necessary to have the last return, the morning report-
book, and all the orders that have produced changes affect-
ing the officers or men in the company.

56, The following notes are printed on each return:—

Note 1.—Actions in which the company, or any portion of it, has
been engaged; scouts, marches, changes of stations, &c.; every thing of
interest relating to the discipline, efficiency, or service of the company,
will be minutely and carefully noted, with date, place, distance
marched, &ec. &e. -



86 THE COMPANY CLERK.

Note 2.—The name and rank of the officers and soldiers killed or
wounded in action, with date and place, will be accurately noted.

Note 3.—One copy of this return will be transmitted, on the first of
each month, to the adjutant at regimental head-quarters. Blanks will
be supplied to companies from the Adjutant-General’s office, and their
receipt must be promptly acknowledged.

Note 4.—The date (with No., date, &c. of order) at which an officer
I8 assigned or transferred to, joins or rejoins the company, assumes or is
relieved from the command of it, or from any special duty, will be
stated against his name; against that of absent officers, the No. and

date of order, the reasons for and ¢t of ab , and
period assigned for same (to be repeated on every return while it
lasts).

Note 5.—After the list of absent officers will follow the record of those
resigncd, died, &c. or transferred from the company, with No., date, &c.
of order, date, place, and, in case of death, its cause.

Note 6.—The date, dc. of all transfers to or from the company (with
No. and date of order), of all apprehensions, discharges, furloughs,
deaths, desertions, &c. will be accurately noted; also the places of dis-
charge, death, desertion, &o. .

57. Note 1.—This note requires a history of the opera-
tions of the company in the mouth. There is no pre-
seribed place or form for doing this. It should be entered
last, and in some place left blank on the return after every
other part of the return is completed: the space under
ABSENT, on the back of the return, is the most likely to
give room for what is required by this note. A clear and
concise statement is all that is required.

58+ Note 2.—The list of killed and wounded, required
by this note, would follow immediately after the record
required by Note 1, as there is no place indicated for it
on the return. The best place for it is after what is re-
quired by Note 6, if there is room, as the spaces corre-
spond to what is required. This list should be entered
separately under the respective headings KiILLED and
WounpED. (See par. 251, 252.)

59, Note 8.—1Is sufficiently manifest. The envelop con-
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taining the return should always be addressed to the adju-
tant of the regiment, when sent by mail, accompanied with
a letter of transmittal signed by the company commander
and similarly addressed.

60, Note 4—No remarks are necessary opposite the
name of an officer present, unless he has joined within the
month, and then it is not reported in the next; but if he
is on some duty besides his company duty, as acting assist-
ant quartermaster, or acting commissary of subsistence, or
acting adjutant, then it is reported every month while it lasts.
The remark against an absent officer is reported every
month while the absence lasts, or until the character of the
absence changes: thus, ¢ With leave per special order, (No.
200,) dated War Department, Nov. 10, 1862, for the benefit
of his health, since Nov. 15, 1862, for two months.”” When
the two months have elapsed, thus, at the end of Jan. 1863,
if no other order is received, he is reported ¢ Absent with-
out leave since Jan. 15, 1863,” which is thus reported
while such absence continues.

Note 5—After the list of ABSENT, and in the same
column, under the proper headings, REsiaNED, D1ED, and
TRANSFERRED, the names of such officers are entered.
Under the heading “transferred”” are entered only those
who are transferred from the company. If they are trans-
ferred ¢o the company, they are entered under the appro-
priate heading according as they are PRESENT or ABSENT,
with the proper remark when and by what order. In case
of death, the cause is stated in addition to the date and
place.

61. Note 6.—This note refers only to the non-commis-
rioned officersand privates. They should be entered, by name,
In the order in which they occur on the face of the return:
thus, first under the heading GAIN should be entered RE-

CRUITS FROM DEPOT, next ENLISTED IN THE REGIMENT,
4
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and so on, from left to right, to Loss, under which come,
first, DISCHARGED, with the remark by what authority, as
¢ Expiration of service,” ¢ Certificate of Disability,” &e.,
then TRANSFERRED, D1ED, MIssiNG, DESERTED. It will
be observed that there are some blank spaces. These are
intended for unusual cases, that cannot be placed under
any of the headings given. These should also be entered
by name on the back of the return, the same as above,
under appropriate headings.

62, ExTrRA AND DArLy Dury MEN are also entered
under the separate headings ExTrA Dury, DaILY DuTy,
bearing in mind that extra duty means those men who are
employed in the quartermaster, commissary, or hospital
department, and receive additional pay, whilst daily duty
means those men who are excused from the common duties
of the soldier, as guard, police, fatigue, &ec. : such are cooks,
clerks, tailors, standing orderlies,—remembering that where
quartermaster and commissary sergeants, musicians, arti-
ficers, farriers, blacksmiths, saddlers, and wagoners, are a
part of the organization, though they are not doing the
duties of the soldier as above, neither are they on daily
duty, and they are not to be reported as such in this column.

63+ The ABSENT enlisted men are reported by name in the
column under the heading, with the nature, commencement,
period, and place of absence: as, ¢ Sergt. A. B. Jones, on
furlough since Jan. 15, 1863, for twenty days, in Cincin-
nati, Ohio.” ¢ Private J. Smith, sick in General Hospital,
since Jan. 20, 1863, at St. Louis, Mo.”” The columns for
both the extra and daily duty men and the absent are in-
tended to give the rank, in order that the number of ser-
geants, corporals, musicians, artificers, and privates may be
summed up in figures.

64, As there are no ruled lines, for the sake of neatness
and in order that the space may be economized, both on
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the face and back of the return, when the names ta be
entered are numerous, lines in pencil should be drawn,
sufficiently apart to be distinct, whilst a greater number
of names can be given by entering the number of each rank
and their names continuously on the same line for each
of the headings Extra and Daily Duty and Absent.

65, The same contractions that are used in the Muster
Roll in case of necessity are allowable here. (Par. 85.)

66, When a company is detached, and so remote from
the head-quarters of the regiment that this return cannot
reach them in less than ten days, a copy is sent (to the
head-quarters of the army in time of peace, and) to the
Adjutant-General, in order that they may be entered on
the regimental return, which must be sent on in blank.

67, The heading of the company returns should always
be made out in the name of the captain, whether present
or absent.

Muster Rolls.

68, The MusTER RoLLS are much the most important
papers to make out, as well as the most difficult to execute.
Companies are frequently kept without their pay for
months, owing to the inability of the officers to make out
the Muster and Pay Rolls.

69, On the last day of February, April, June, August,
October, and December, these rolls should be prepared.
One Muster Roll for the Adjutant-General and three
Muster and Pay Rolls are required: two of the latter are
for the paymaster, and one for the company, to be retained
as a record.

70, To insure despatch and save time, the rolls may be
commenced several days before muster, and completed to
the column of Present, also all the Remarks that ¢ s
Jenorwn must go on the roll, whether the man to whom they
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relate is present or absent. On the day of muster, the
names of those who will be paraded and inspected by the
mustering officer may be entered before the muster, and the
lines for those who it is known will be absent are filled
up with a black horizontal line where the name should be.
The doubtful must be left until the muster, when, or im-
mediately after, the roll must be entirely completed, with
all the remarks, in order that the mustering officer may
send them at once to the Adjutant-General. In case the
commanding officer is the mustering officer, he may, if he
sees fit, have the rolls completed after muster; but it is
just as easy to do it before, and far more satisfactory to
all parties.

71+ The heading of the Muster Roll is made out in the
names of the captain and colonel of the regiment, whether
they are present or absent. The names of all the officers
and men of the company, present or absent, that belonged
to it at the last muster, are entered in the first column ; the
officers and non-commissioned officers, artificers, &e., ac-
cording to rank, and the privates in alphabetical order.
It adds neatness to the roll if each grade is headed, as
Officers, Sergeants, Corporals, Privates, dc.

72, Those who have ceased to belong to the company
since the last muster are entered at the foot of the roll,
under the headings D1scHARGED, TRANSFERRED, DIED,
and DESERTED, respectively, the headings succeeding each
other in the foregoing order.

73, The rank, enlistment, and last payment are entered
in the succeeding columns, copied from the last Muster
Roll and accurately compared.

74, Before entering the remarks, the NoTES on the
Muster Roll should be attentively read and studied, as they
are very concise, and intended to give all the instructions
necessary ; but there are so many rolls spoiled by new
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beginners, as to prove them to be quite incomprehensible
to inexperienced persons.

Note 1.—All officers and soldiers are to be taken up on the rolls so
soon as assigned to the company by competent authority, whether they
have yet joined or not, and to be dropped when similarly transferred
from it.

Note 2.—Under the head of REMARKS, the date when any assignment
takes effect, the No., date, &c. of order therefor; the date of any officer
or soldier’s joining, whether originally or from any absence; the date
of an officer’s assuming or being relieved from any command, or special
duty ; the description of any special, extra, or daily duty, on which
officers or soldiers may be; all changes of rank, by promotion, appoint-
ment, or reduction, with date of same, and No., date, &c. of order; all
authorized stoppages, fines, sentences, with No., date, &o. of order, &c. ;
in case of ABSENCE, the nature and commencement of, No., date, &o. of
order, and period assigned for same (to be repeated on every roll while
it lasts) ; if wounded in battle, or injured on duty,—if sick or confined, a
remark to that effect; &c. &c.—must be carefully stated, opposite to
the name of the person concerned, with every thing else necessary, either
to account fully for every individual of the company,—to guide the pay-
master,—or insure justice to the soldier, and to the United States.

Note 3.—In noting STOPPAGES to be made for loss or damage to
- publie property, the gross amount due for Ordnunce, for Horse equip-
ments, for Clothing, &c., will be separately stated, in the order enume-
rated in par. 1332, G. R.

Note 4.—Additional pay, due under Sec. 2, Act of Aug. 4, 1854, will
be thus noted, viz.:  For 1st re-enlist. $2 pr. mo. ;” or, “ For 2d re-enlist,
$3 pr. mo.;” or, “ For 3d re-enlist. $4 pr.mo.,” &c. &o. That due under
Sec. 3 of the same act, thus: “ For cert. of merit, $2 pr. mo.” That
due under Sec. 4 of the same act, thus: “In liew of comm., $2 pr. mo.”

Note 5,—The instalments of Bounty due under Sec. 3, Act of June
17, 1850, are paid as follows: %, }, %) 1, at the end of the Ist,
2d, 3d, and 4th years respectively, the remainder at the expiration of
enlistment: and will, under the head of BEMARKS, be noted thus:
“Ret’d Bounty due lst (or 2d, 3d, &c.) inst. $——" See G. 0. 20 of 1850,
Besides which, in the columns headed “Bounty Parp” and “Bouxty
Dug” must be entered, in figures, the whole amount hitherto paid, and
the whole amount yet due on account of said bounty.

Note 6.—The “three months’ extra pay’” for re-emlistment under
Sec. 29, Act of July 5, 1838, being paid by the recruiting officer, should
vot be noted on the Muster Rolls.

4"
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Nute ¥.—The roll of those belonging to the company will be imme-
diately followed by that of the officers and soldiers who since last
muster have ceased to belong to it. These will be classed in the fol-
lowing order, viz.: DiscHARGED, TRANSFERRED, DIED, DESERTED ; and
the #tmost particularity will be observed in the remarks, concerning
them ; DATE and PLACE will in every case be given, and No., date, &e.
of orders, or description of authority, be always carefully specified.
Soldiers discharged and re-enlisted, or who have deserted and been re-
taken, since last muster, have their place in both of the above rolls.

Note 8.—The remark “ discharge and final statements given” will be
made opposite to the name of every discharged soldier to whom such
papers have actually been given. But the blank spaces under the head
of Last PaIp, are to be filled as usual.

Note 9.—In all cases of “re-enlistment”’ prior to the expiration of the
term of service, the discharge on the old enlistment will be given at
the time the soldier “re-enlists”—from and on which day his pay on
the new enlistment will commence.

Note 10.—Within three days after each regular muster, the mustering
officer, or commandant of the post, will transmit to the Adjutant-General
a copy of the Muster Roll of each company. Blanks will be supplied
from the Adjutant-General’s Office, and will be acknowledged on the
first Muster Roll forwarded after their receipt.

Note 11.—Actions in which the company, or any portion of it, has
been engaged, scouts, marches, changes of station, every thing of interest,
relating to tho discipline, efficiency, or service of the company, will be
minutely and carefully noted, with DATE, PLACE, DISTANCES MARCHED,
&e. &eo.

75+ Note 1.—When the order is received promoting or
appointing an officer, or transferring him to the company,
he is taken up with the remark, ¢ Promoted, or appointed, or
transferred to company per Special Order No. —, dated War
Department, Dec 15, 1862, vice Lieut. A. B., promoted,
transferred, died, dismissed, or deserted,” as the case may
be. At the foot of the roll the officer’s name will be
entered under the proper heading, before the name of
similar cases of soldiers who have ceased to belong to the
company. Soldiers are taken up and dropped in a similar
way, always stating the number of order, whence issued, and
date.
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76, Note 2.—There is a uniform way of making the re-
marks indicated in this note. The following will cover the
majority of cases, viz.:—

Asgigned to company, Jan. 1, 1863, per Special Order
No. 1, dated War Department, Jan. 1, 1862.

Joined, Jan. 1, 1863, from leave of absence.

Assumed command of post, Jan. 16, 1862.

Relieved from command of post, Jan. 20, 1863, per
General Order No 10, dated Head-Quarters Department of
the West, Jan. 18, 1863.

On special duty as topographical engineer since Jan.
15, per Order No. 3, dated Fort Scott, Kansas, Jan. 6,
1863.

On extra duty as teamster in Quartermaster’s Depart-
ment since Jan. 15, 1863.

On daily duty as clerk in adjutant’s office since Jan. 1,
1863, per Special Order No. 9, dated Head-Quarters, Fort
Scott, Kansas, Jan. 1, 1863.

On daily duty as company cook since Jan. 15, 1863.

Promoted captain, per Special Order No. 10, dated War
Department, Jan. 15, 1863.

Appointed corporal Jan. 1, 1863, per Regimental Order
No. 15, dated Head-Quarters 2d U. S. Infantry, Fort Smith,
Jan. 8, 1863.

Promoted sergeant, per Regimental Order No. 5, dated
' Head-Quarters 5th U. 8. Infantry, Fort Smith, Arkansas,
Jan. 10, 1863.

Reduced from sergeant, Jan. 7, 1863, per Regimental
Order, dated Head-Quarters 4th U. S. Infantry, Fort Van-
couver, W. T., Jan. 9, 1863.

Reduced from corporal, Jan. 10, 1863, per Order No. 5,
dated Head-Quarters 5th U. S. Infantry, Jan. 15, 1863.

Due United States for ordnance, 25¢.; for horse equip-
ments, $25 00 ; for extra clothing, $2 90.
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Paid fo1 apprehension from desertion, $30.

Due paymaster, 25¢., amount overpaid on Muster Roll for
November and December, 1862.

Due laundress, $1 75.

Forfeited all pay due, by desertion, to Jan. 10, 1863,
date of apprehension.

Due United States, $3, per sentence of regimental court-
martial, per Order No. 5, dated Head-Quarters 2d U. S.
Infantry, camp on Platte River, N. T., Jan. 7, 1863.

The stoppages are made in the order here given.

On sick leave since Jan. 8, 1863, for two months, per
Special Order, dated War Department, Dec. 20, 1862.

Sick in general hospital, St. Louis, since Dec. 10, 1862.

On detached service since Jan. 10, 1862, per order No.
1, dated Head-Quarters Department Missouri, St. Louis,
Dec. 10. 1862.

Wounded in battle, Antietam, Md., Sept. 14, 1862.

Sick in hospital.

Confined.

In confinement undergoing sentence.

77s Note 3.—The order in which stoppages shall be made
is given above. No stoppages can be “made against a
soldier’s pay unless authorized by law or regulations.

78, Note 4 —Section 2, Act of Aug. 4, 1854, gives to
a soldier who re-enlists within one month after having been
honorably discharged from the service, $2 per month, in addi-
tion to the ordinary pay of his grade, for five years after
such re-enlistment, and $1 per month additional for each
successive period of five years’ service, so long as he remains
continually in service. Section 3 gives $2 per month to those
private soldiers who have received certificates of merit for
gervices in the Mexican war, under act of March 3,
1847, section 17.

Section 4 gives to non-commissioned officers who were



THE COMPANY OCLERK. 45

recommended for promotion under the act of March 3,
1847, section 17, but did not receive the appointment, $2
per month in lieu of commission. The notes show the man-
ner of making the remarks.

79. Note 5—The bounty allowed by the act June 17,
1850, only applies to those soldiers who enlisted previous to
July 1, 1861, in the regular army. Those who have
"enlisted since, if they serve two years or more, are entitled
to $100. If any portion of the $100 has been advanced,
it must be entered in the column headed BouNTY PAID,
and deducted in their final settlement. The regulations
(Reg. 1857, Par. 1192 and 1193) are sufficiently clear and
explicit on the bounty allowed previous to July 1, 1861,
under the act June 17, 1850.

80, Note 6.—This note is sufficiently explicit.

81, Note 7.—To comply with this note, it is necessary to
have the previous Muster Roll, and all those who have
ceased to belong to the company within the period of mus-
ter must be accounted for as required by this note. A
soldier who is reported on the last roll as DESERTED, if
retaken or he has surrendered himself, is taken up in
proper place alphabetically, with the remark “Joined from
desertion,” after which succeed the remarks according to the
nature of the case.

82, Notes 8, 9.—Note 8 is sufficiently clear, except that
the date must not be omitted. Note 9 relates to act of July
5, 1838, section 29, which allows the three months’ extra
pay alluded to in note 6, and allows the soldier to enlist
within one month after, or two months before the expira-
tion of his enlistment.

83, ' Note 10.—Gives three days to perfect the rolls; yet
mustering officers who do not belong to the post or com-
mand, and have many troops to muster, could hardly allow
#o much time.
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84. Note 11.—The record required in this note should
not be omitted, as a matter of justice to the company.
There is no specified form for it. It should be simply a plain
statement of what the company has been doing in the two
months, in which the dates, places, and distances marched
are important.

85, Where the space is limited, the remarks given in
Par. 76 may be abbreviated, for which purpose the list of
abbreviations in this book should be used.

86, The Recapitulation should correspond with the face
of the return. Itrepresentsin numbers what is specified in
detail on the roll. The receipt of blanks should be regu-
larly accounted for in the proper columns.

87 The roll which is retained, is produced when the
paymaster arrives, and the pay and stoppages as computed
by the paymaster are copied on it. The three rolls are then
signed by the men before payment. When a name is not
signed by the soldier himself, it must be witnessed by the
officer who witnesses the payment. An officer of the com-
pany must always be present when the men are paid. They
are usually paraded with their side-arms on : the officer calls
the names in the order on the roll, and the first sergeant
sees that the right men come forward to get their pay.
The sutler is authorized to be present at the pay-table, and
each soldier as he receives his pay steps around to the
sutler’s table and pays his account. The sutler’s account -
should be completed and acknowledged beforehand, and
only for the months for which the men are paid : this will
prevent any dispute of the acoounts at the pay-table.

88, In order to make out the Muster Roll correctly, it is
necessary to have, first, the retained roll of the previous
muster ; the orders causing all important changes in the
company in the two months; the amount of clothing made
- up of each soldier who has overdrawn his account; a record



THE COMPANY CLERK. 47

of all fines imposed by court-martials on the men of the
company, and also of all charges to be made against the
men for public property that they are to be charged
with.

89, The remarks with regard to discipline, instruction,
arms, &c., are made by the inspecting and mustering officer.

90, On the day of muster a check roll must be pre-
pared of all the men who are present with the command
but absent from parade, for the convenience of the muster-
ing officer. It will include, ordinarily, those on guard, in
confinement, sick in hospital, and those necessarily absent
on extra duty ; although these last should, if possible, be
present to answer to their names.

Report of Damaged Arms,

91, This report is made after each muster, and is intended
tor the commanding officer of the regiment, corps, post,
or garrison, to enable him to make the return required of
him by the regulations of the Ordnance Department. (Reg.
1395.)

92, It is made out according to Form 6, and should state
the nature of the damage to all arms, accoutrements, and
implements, noting those occasioned by negligence or abuse,
and naming the officer by whose negligence or abuse the
damages were occasioned.

93. This return is intended to show the character of the
damages to which arms, accoutrements, and implements are
liable in the hands of troops, in order that the Ordnance
Department may correct the defects in the manufacture. It
is really an important report, although much neglected.
‘Where a great variety are in use throughout the army, it
gives authentic statistics, showing the defects of the various
arms in use.
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Return of Olotﬁing, Oamp and Garrison Equipage.

94, The blanks for this return are furnished by the
Quartermaster’s Department the same as the Receipt Rolls.
(See Form 51, Q. M. Reg., Gen. Reg.) They are made
out quarterly in quadruplicate, one to be retained, one to
be sent to department head-quarters (department head-
quarters may not always require this), and the other two to
the Quartermaster-General, one for an office copy, and the
other for the third auditor, supported by the invoices of all
the articles received, and the receipts for all issues and
transfers.

95, Each supply of clothing, camp and garrison equip-
age, should be accompanied by triplicate invoices, for which
corresponding receipts should be given. If the packages,
when received, look as if they had been damaged, inter-
fered with, or deficient in any respect, a board of survey
should be applied for to the commanding officer. The
board ascertains what is wissing or damaged, and fixes the
responsibility of the loss or damage. A copy is furnished
to the officer, sending the stores and the officer receiving
them, and a copy is retained at head-quarters of the com-
manding officer. The packages will, if they look perfect,
be receipted for for what they are said to contain, without
breaking them, and they will not usually be broken except
for issue, and then if found deficient the board is called
for as above. When the invoices are not numerous, they
can be entered separately on the return, otherwise they
should be consolidated; and the same with the receipts
upon abstracts. The abstracts are similar to E and M,
Forms 26 and 45, Q. M. Reg., Gen. Reg., by changing the
headings.

96, Clothing cannot be dropped from the return in any

other way than as issued or transferred, and must be sup-
5



50 THE COMPANY CLERK.

ported by receipt rolls for the issues, and receipts from
officers for the transfers. Damaged clothing may be issued
at reduced rates, assessed by a board of survey, Reg. 1019.
Clothing lost, deficient, or destroyed beyond the investiga-
tion of a board of survey, can only be accounted for by
affidavit. *

97, Thelaw requires the officer  to show by one or more
depositions, setting forth the circumstances of the case,
that the deficiency was from unavoidable accident, or loss
in active service, without any fault on his part, and, in case
of damage, that due care and attention were exerted on his
part, and that the damage did not result from neglect.”
These depositions accompany the return as vouchers.

98, Camp and garrison equipage is accounted for on the
same return with the clothing, but in a different manner. It
is permanent property for the use of the company, and is
borne on hand as long as it is serviceable. When it becomes
unserviceable, it is reported to the commanding officer,
who applies for an inspector to examine it, and he makes
an inspection report and recommends what shall be done
with it. It is" not dropped from the return until it has
been inspected and ordered to be dropped. See Inventories
and Inspection Reports, Par. 235.

99, Inventories are made of the property to be con-
demned, and handed in to the adjutant’s office. These
inventories state the articles, their number, from whom
received, and how long they have been in service. They
are then turned over to the inspector when he arrives, who
makes his remark under the heading ¢ Condition, &e.,”
and ¢ Disposition.” The inspector forwards the reports to
the approving officer, who gives the orders in the case.

100, Articles which are issued to the soldiers for their
constant use are charged to them on a list kept by the
orderly sergeant, and, when lost or deatroyed by their neg-
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lect, are entered against their pay on the Muster Roll, and
deducted from it by the paymaster. (See register of arti-
cles issued, Par. 41.) Such are haversacks, canteens, talmas,
bed-sacks, letters, numbers, cross-sabres, bugles, &e. &e.
If the company—as it should be—is divided into squads
under the sergeants, the tents, axes, spades, shovels, cook-
ing-utensils, &ec. are proportionately distributed to them, and
they will be held responsible for them. If the articles are
lost or injured by the neglect of any one, they (the ser-
geants) must report to whom they are to be charged, or else
they will be charged to themselves.

101, It is advisable not to keep on hand any more pro-
perty than is necessary for the immediate wants of the
company.

102, The following are forms of invoices and receipts
of clothing, camp, and garrison equipage.

Invoice of clothing, camp and garrison equipage, this day
turned over to Captain y 2d Ohio Vol. Cavalry,
by Lieutenant , First Lieutenant and Regi-
mental Quartermaster, viz.:

NUMBER. ARTICLES.

40 | Forty Great-Coats.
50 | Fifty Trowsers.
10 | Ten Forage Caps.
5 | Five Blankets.
7 | Seven Tents.

H— A—,
1st Lt. and Reg. Q. M.
2d Ohio Vol. Cav.

Forr Scorr, Kaxsas, Nov. 10, 1862,
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Received this day, of First Lieutenant H- A )
Regimental Quartermaster 2d Ohio Vol. Cavalry, the fol-
lowing articles of clothing, camp and garrison equipage,

dec., viz. :—

NUMBER. ARTICLES.

40 | Forty Great-Coats.
60 | Fifty Trowsers.
10 | Ten Forage Caps.
5 | Five Blankets.
7 | Seven Tents:

A L—.
Capt. 2d Ohio Vol. Cav.

Forr Scorr, Kaxsas, Nov. 10, 1862.

103, These forms may be drawn up also the same as
Form 27, Q. M. Reg., Gen. Reg., with the necessary altera-
tion in the headings.

104, Where no invoices have been sent or received with
the property, certified invoices must be made out, stating
from what source they have been received. The certificate
must state that it is a correct list of the property received.
and that no invoices were received with it.

Olothing, Receipt Rolls,

105, These are made out in duplicate on printed blanks
obtained by requisition on the Quartermaster-Geeneral, or the
chief quartermaster of the department. If no printed
blanks are on hand, they must be made in manuseript ac-
cording to Form 52, Q. M. Reg., Gen. Reg. The number
of articles drawn under each heading are entered opposite
the soldier’s name, and the blank spaces filled with parailel



THE COMPANY CLERK. 53

lines. These rolls are then signed by the soldier, and his
signature, as well as the issues, are witnessed by an officer:
if no officer be present, then a non-commissioned officer
must witness them.

106, These receipt-rolls are the officer’s vouchers, and
one copy is retained by him, and the other accompanies his
return of clothing, camp and garrison equipage. These
receipt-rolls should be completed at the time of issue, and
signed and witnessed, as the soldier may be ordered away
the next moment, and the issuing officer never see him

again.
Return of Ordnance.

107, Printed blanks are furnished on application to the
Ordnance Department. Requisitions should be made by
commanding officers of posts and regiments for their com-
mands, stating the number of companies and the arm.
When no blanks are furnished, they are usually, for a com-
pany, ruled out on a sheet of ordinary foolscap, which is
generally large enough for the amount and kind of ord-
nance in the hands of a company commander. It is made
out quarterly, viz.: at the end of March, June, September,
and December, in triplicate, and should the department
commander require it, a copy is made for his head-quarters.
Two copies are sent to the chief of ordnance: one is in-
tended for his office, and the other, with the vouchers, is
sent by him to the second auditor, who audits the return.
One copy of the return and of each of the vouchers is
retained by the officer making it, in case the originals are
lost, and for future reference.

108, A letter of transmittal should accompany the re-
turns according to the following form : —

5*
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'

bz ansesnes 186.
SIr: : '
I have the honor to transmit herewith the original and
duplicate copies of the Return of the Ordnance and Ord-
nance Stores appertaining to

*
for which I am accountable for the ..., quarter
of 186 .

Respectfully,
Your obedient servant,

Commanding ..., .

To the Chief of Ordnance,
‘Washington, D.C.

Company and designation of Regiment.

If transmitting a Company or Regimental Return, give letter of
.
If a Fort or Battery Return, give the official designation of the Post.

109, On the lines “received from,” are entered the
names of the officers from whom the property was received,
and the number of articles on the invoices are entered
opposite on the same line, under the respective headings.
Should the invoices be numerous, they may be consolidated
on an abstract, Form 7.

110, On the lines “issued to’’ are entered the names of
the officers to whom ordnance has been transferred; also
the abstract of losses, expenditures, and charges. If the
issues, &c. are numerous, they are also consolidated on
abstracts similar to Form 7. :
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Muskets, cal. .58.

Bayonet-scabbards.

Cap-pouches and picks.

Cartridge-boxes, cal. .58,

‘ Cartridge-box plates.

I Cartridge-box belts,

' Cartridge-box belt-plates.

| Gun-slings.

| Waist-belts, private.

l ‘Waist-belt plates.

| Screw-drivers and
wrenches.

‘Wipers.

|
{
| Tompions.
|

Blank-cartridges.

Ball-cartridges.

Packing boxes.
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- 111, ABSTRACT OF ORDNANCE EXPENDED (see forms
in instructions) Form 8.—On this is entered the ammuni-
tion, fuses, caps, port-fires, &c. used in service. Arms,
horse-equipments, &c. cannot be entered on this abstract as
expended. When arms, accoutrements, &c. become worn
out and unserviceable, they must be inspected and ordered
to be dropped, and the Inventory and Inspection Reports
beeome the vouchers for dropping them from the Return.
(See par. 235.) Ordnance is seldom ordered to be dropped,
but most generally to be turned into the Ord. Department.

112, When ordnance is lost in battle, or from other
unavoidable cause, the following certified statement is the
manner of accounting for the loss. (See instructions for
making ordnance returns.)

CaMP NEAR MURFREESBORO’, TENN.,
December 31, 1862.

I certify, on honor, that on the 30th day of December, 1862, at
Murfreesboro’, Tenn., the Stores enumerated below were lost
under the following circumstances :—

The Regiment to which my company belongs was directed to
advance under the fire of the enemy to take a certain position; in
8o doing, ten privates and two non-commissioned officers were
killed, and ten privates and one non-commissioned officer were
severely wounded.

The arms carried by all these men were left on the field, as we
were repulsed, and they could not be recovered. The following is
the list of Stores so abandoned:—

23 Springfield rifled muskets, calibre .58.
12 Infantry cartridge boxes and plates.
12 Infantry cartridge-box belts and plates.
12 Infantry waist belts and plates.
12 cap pouches and picks.
12 gun slings.
10 ball screws.

1 spring vise.

JAMES G. BROWN,
IN DUPLICATE. Captain 250tk Del. Vols.,
Commanding Company C.
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Endorsement to be as follows:—

List of Stores lost in action
at
Murfreesboro’, Tenn.,
December 30, 1862.

When any enlisted man or citizen is cognizant of the facts con-
nected with any loss of the above nature, the officer should obtain
from him an affidavit to that effect as follows:— )

The undersigned, being duly sworn, deposes and says that he is
sognizant of the above facts as above set forth, and that they are
correct to the best of his knowledge and belief.

HENRY F. WILSON,
Private, Co. C, 250th Del. Vols.

*Sworn to and subscribed before me, at Murfreesboro’, Tennes

see, this 31st day qf December, 1862,
P.C. COWEN, J. P. [r.s.]

113, ABsTRACT OF CHARGES.—On this abstract are
entered the charges made against the enlisted men for the
loss of arms, accoutrements, &c. Opposite the names,
under the respective headings, are entered the articles, and
then the muster-roll on which the articles were paid for;
or, if not paid for, the muster-rolls on which they are
charged, Form 9. (See statement of the prices of horse-
equipments and small arms, appended, General Order No.
202, Dec. 9, 1862.) Reg. 1393. (See par. 57 to 59 in-
structions for making ordnance returns, also, page 114 for
a form which may be used instead of Form 9.)

114, The invoices are made out agreeably to Form 2,
Gen. Reg. Ord. Dep’t. In turning over ordnance from one
company to another which is in the hands of the soldier,
this form requires some little modification. Under any
circumstances Form 10 is preferable, as it will answer
whether the ordnance is packed or not.

#* See paragraph 1031, Revised Regulations of the Army.
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Par. 113. Form 9.
Abstract of Ordnance charged to Soldiers of Company A, 1st U. 8. Infantry, in the Quarter ending March 31, 1863.

5
] 2
E R AR ,
sz R E21S z
To WaoM CHARGED. ..m g % w | s - = % ON WHAT MUSTER RoLLs.
= S . . 4
cl2 2|2 2i81gl2|2]8 .
s|E|S e % 818 |S|3 & g
szl g |zlsig isls = 3|88
218 (2212215 % |z2|32|e|l&|%
EoElEIEIEIE IR 2 2|2 8¢
Fl81S8 |85 S |8 S &5 |B|la B &
Private John Brown......! 1 {1 {11 ]1!/1]1;1]1|1|1!1/1 'Jan. andFeb 1863, deserted.
¢« John Smith...eeeiiersesfeennlienfonl sl feeee| 1 | 1 | 1 |March and April.
«  James Johnson...|.erlwenn| 1

woreloensfonesfne| 1 feeenaeiee i lesenl v January and February.

I certify that the above Abstract is correct ; that the articles were charged on the Muster Rolls as stated
A—— B——, Capt. Co. 4, 1st U. 8. Infantry.
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Statement of the Cost of Horse Equipments, pattern 1859,

* Note.—No. 1 is Spanish, Nos. 2, 3, and 4 are American.
+ Note.—For officers’ scutcheons, gilt, $9 15 each.
6

61
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Table ahowmy the Prices of Malleable Iron Parts, Buckles, D's,

Rings, &c.

Tabular No.
of piece

©oo3 O O OO LD =

Place where used, and kind of

Number re-
quired in
each set

buckle. _S .g

7] =]
Inch. Cts.

Girth, with roller, round... 1 2 2
Stirrup, bar, flattened. ..... 2 1.876 2
Halter, bar, flattened.......coccueu. ... 1 1.125 2
Girth and surcingle, roller, round 2 1.5 2
Bridle, crupper, bar.........c.uuueeens 4 75 1
Throat lash, saddle bags, cloak

straps, and carbine socket, bar. | 12 .626 1
Halter, square.......cccues . 2 |1.6X1.2 2
Halter ring....c..cccvuniennnnenes . 2 17 2
Ring for crupper and saddle tree.. 5 1.26 1
Halter bolt...ccocererenreennncieiraneiens 1 1.10 1
Foot staples......c.cceeraununnane 6 .9 1
D’s, back straps, and girths. 8 1.85 4
Saddle bags’ stud....cccceeerrrnrennes 1 [1Xx0.4 2
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Prices of Small Arms.
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Prices of Small Arms.—Continued.

Appendages for all Arms.

8pring vice, 30 cents each; 1 to 10 arms
Ball screw

Wiper
gcrcvv;driver

Tumbler and band spring punch, 20 cents each; 1 to 10 arms.....
Spare cone.
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Prices of Sharp’s Rifle and Carbine.

65

RIFLE.
NAMES OF PARTS.

Price
Barrel . $6 00
“  Bpline..iccieeeeiiiiinieiiieeen e [ 5
«  Stud . 25
¢  Bouching. 50
Pronl:m "t 11T PN 08
nin 02
¢ « "« gilver. 05
Rear sight spring 33
“« “ © ger 05
“ € PN, 02
« «  Jeaf, 40
« “  base 25
“ ¢« slide...... - 15
“ « ¢ BCIeW..eeeeessneneens RN 05
Receiver..oveeenenes 300
Slide 17
“ BCreW....... 05
Gas plate 75
Two cones, 10 cents each 20
Shde vent tube... 10
05
25
100
05
15
05
05
05
06
05
05
40
“ K BETOW .uvivuerrneirensessssunnassrsnnssnsesssionssnsneonsnnes 05
@ “  gpring....... 10
G 6 K BCICWariiesssresssenneernrnnes 05
“ “« © pin 05
Guard plate 100
Two g\mrd-plate screws, 5 cents each 10
frlgger 30
8c 05
Lock plate ........ 175
Hammer 100
Tumbler, 60
‘i screw.. gg

« H
« stl:rup ceenne 05
Main spring 66
“ gerew 05
Sear.. 30
« g 05
Bridle 30
10

Two bridle scre“s, cents each

Amount carried forward

CARBINE.

Price.

$4 00
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Prices of Sharp’s Rifle and Carbine.—Continued.

RIPLE. | CARBINE.
NAMES OP PARTS.

Price. Price.

Amount brought forward $23 55 $21 20
Primer sprmg cenereeane 08 08
screw 05 05
“ follower.. 05 05
“ “ pin...... oo 02 02
¢ driver [EPRR 25 25
“  glide 15 15
“  cover...... 10
“ ¢ scrow 05 05
“ “ pin 02
“  ghut-off ceeveennerens . 25 25
“ BCrew...... 05 05
Two side screws, 5 cents each......ciceiuvireeieeniiniiiceniiciiiene 10 10
Two tang screws, 5 cents each 10 10
8tock butt.....coooivvnnnineriiiininenns 225 225
Butt plate........oovnneneariniieniiinneieeenen 100 100
Two butt-plate screws, 5 cents each
Patch-box ﬂg&d ........ e .
“*

“ Jomtpm .

Three patch-box
Patch-box hook..........
Two patch-box pins, 2 cents each..
Stock tip

“ screw

A)er band....... ..
dle band and swivel screw.......cceeeeues .
Lower band ...ereeeneiinen.
Band springs, 10 cents each ..
Swivel on stock butt......
8wivel bar.........

“ nng

8835

e
Bullet mould, $l 50 cach; 1 to five arms.

Bullet mould........ renennasasiransaniasansnees 30 [ .
Cone wrench and scrow-driver . 37 87
Brush thong and rod................. 48
Brush 25
Thong... 15
Rod .. 15
Cartri 05

Cost of arm 36 08
Sabre and scabbard [N 5 00
Guard plate, with double trigger, plote...ccccieeriuiiiinane 2175

Angular bayonet. . 2 50




THE COMPANY CLERK.

Prices of Merrill's Rifle and Carbine.

67

RIFLE. CARBINE
NAMES OF PARTS.
Price, Price.
Barrel 38 $6
Breech ...... . 5 4
Lever 3 3
“ catch..

«  « gpring and screws

Q@uard, trigger, and screws.
Side plates
Patch box

“ spring and screw.

Bands, 25 cents each
Two nipples and wrench

Lock plate......... rerereererteeeeettrestathrathrtrretetareesarnan
Hamm

MAin BPTINE.ceeeieireninrerien e
Sear spring....... sarsenessansrisens RSN
Tumbler
Sear

NOBO CAD...eeveenreraeesrensesnnns
Two bsrrel catchers and scrows, 37 14 cents each. .
“Bteel wash rod

OV

SRBERBREERZLETBRIINEB58858888

oM
P BREBSEVSTER

Prices of Carbines.

NAMES OF PARTS. Smith’s.

Burn-
side’s.

Barrel

Frame.

Barrel receiver.

cham“ ber_‘
“«.  screws, 10 cents each

Breech piece.

Amount carried forward...
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Prices of Carbines.—Continued.




Whitney’s....

$25 00

15 00

THE COMPANY CLERK.

Prices of Revolver Pistols.

Revolver pistols, complete.

Joslyn’s....ec... $22 50
Lefauncheux.... 14 00

Savage’s

69
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Prices of Sabres and Swords.
SABRES. SWORDS.
; Al & .
NAMES OF PARTS. ;;g oy Pllds | 8 5
Ef | E® | o2 || 88 | B 3
5252|8558 | & |3E
g8 leg |2<ll28 ) 7 | &<
— l —
Blade $3 00 1$2 25 1$2 25 ' $2 20 [$1 92 (2 13
mie, JPommel ... o 5 54 54 50 !
© L Gripe...cceeaniens 22 15 15 24
Guard 20 87 871112
Body ...yveeres 28 93 93
Mouth-piece . 20 14 U] O
Scabbard. { Bands and rings. 60 44 4 e
Ferrule and stud...........|.....cce. cereere|esesasene 35 25
TiPererercnernsesnaressisnenes| 25 18 18 35 25 25
Cost of arm complete................|$7 50 |$5 50 $5 50 ||$5 50 |$L 00 |$L 00

Nore—Extra parts are aceounted for in the same way as the complete arm,
and must be entered on the Return as invoiced. Any parts lost by soldiers are
charged to them under the same circumstances as when they lose the complete
arm.
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Prices of Accoutrements.

Supplement to Prices of Small Arms.

71

8888383833 23833333888 8888888
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115, When damaged arms begin to accumulate, an in-
voice of them is made and the nature of the repairs re-
quired stated. They are then packed and turned over to
the Quartermaster’s Department for transportation to the
nearest arsenal. This is done under the direction of the
commanding officer. When the arms are repaired, they
are returned to the company. The packages are marked
with the letter and regiment of the company, in addition
to the address. The invoice accompanies the packages to
the ordnance officer.

116, The Ordnance Department is very particular on
the subject of endorsements, and the following circular is
inserted for the instruction of officers making returns to

this department, viz. :—
(CIRCULAR.)
ORDNANCE OFFICE,
WasHINGTON, May 6, 1862.

Hereafter, all letters or papers to be transmitted to this
Office must be folded three and a half inches wide, agree-
ably to the requirement of Article 150, Ordnance Regula-
tions, edition of 1852, except where otherwise specially
directed, or in cases of voluminous papers not susceptible
of being so folded.

The endorsement, required by the same article, will be
omitted from the back of letters.

The attention of all officers corresponding with this
office is particularly called to this subject.

JAMES W. RIPLEY,
Brigadier- General.

For more complete information on the subject of Ordnance Re-
turns see Instructions for making Ordnance Returns, issued by
the Ordnance Department.

Return of Quartermaster's Property.

117, Officers of artillery and cavalry commanding com-

panies are generally responsible for a small amount of
7
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quartermaster’s property, and sometimes infantry officers
also, which must be accounted for on a separate return, and
they must be careful not to include it with clothing, camp
and garrison equipage, or ordnance. It must be made out
on the general principles of Form 23, Reg. Q. M. Dep’t, the
property being generally of the same character and amount.
Form 11 is given for their guidance.

118, The same general principles must be observed as
have been explained for the returns of clothing, camp and
garrison equipage, and ordnance, viz. :—

Invoices must always accompany the property received.
They may be consolidated on an abstract (“ E’’), Form 26,
Reg. Q. M. Dep't, or, if not numerous, may be entered on
the Return separately. If no invoices are to be had, then
certified invoices, signed by the officer who has received
the property, must be made.

119, Receipts must be taken and invoices given to all
property transferred, which may be entered separately, or,
if numerous, consolidated on an abstract. (M, Form 45,
Reg. Q. M. Dep’t.)

120, Where the amount of property expended, or lost
and destroyed, is small, and the number of certificates not
numerous, they may be inserted on the property return, as
in Form 11. Where the amount of property is great, Ab-
stract “ L,” Form 41, and Vouchers 42 and 43, Q. M. Reg,,
must be complied with.

121, With regard to property worn out in public service,
the inventory and inspection reports must be resorted to
before the property can be dropped from the return.

122, The Quartermaster’s Department supplies quarter-
masters with printed blanks for quartermaster’s property ;
but it has not been the custom to supply them to company
commanders, and heretofore they have always heen made
out in manuseript.
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Quarterly Return of Deceased Soldiers.

123, This return is made out at the end of each quarter,
in duplicate; one copy is retained, and the other is sent to
regimental head-quarters, to enable the commanding officer
of the regiment to make out a return for the regiment.
Blanks for the purpose are furnished from the Adjutant-
General’s office.

124, The deceased soldier’s name is entered in the first
column, and opposite the name his rank and company, when
and where he died, and the cause of his death. Under the
heading “Due the Soldier” are entered the various
amounts of pay due. First, his pay proper is expressed in
months and days from the date of last payment.

125, Next, the retained pay, remembering that previous
to the act of Aug. 3, 1861, the amount of pay retained was
$1 per month, and subsequently $2 ; and by the act of July
17, 1862, it was again made $1, which law is still in force.

126, The extra pay due is entered as follows: First, what
may be due him as hospital steward, remembering that at
posts of four companies and more it is $22, and at other
posts $20, per month. It is only the difference between his
pay proper and what is allowed as hospital steward, that is
entered in this column (Act July 5, 1838, sec. 12); Second,
what is due him as nurse or cook in hospital (Act Aug.
16, 1856, sec. 3); Third, what is due him for extra duty
in any of the other departments, as when employed by the
quartermaster, commissary, or other officer, when extra
‘pay is allowed. (Act Aug. 4, 1854, sec. 6.)

127, The additional pay is entered as follows: First,
what is due him for re-enlisting (Act Aug. 4, 1854, see.
2); Second, what is due him for certificate of merit (Ib.
sec. 3); Third, what is due him in lieu of a commission
recommended for services in Mexico (Ib. sec. 4). In the
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columns for Bounty due, are entered: First, the three
months’ extra pay allowed for re-enlisting two months before
or within one month after expiration of service (Act July
5, 1838); Second, the instalments of bounty due for re-
enlisting at remote stations, together with those that have
" been paid.

128, Under the head of Clothing is entered all the
clothing-money his length of service allows him.

129, “Due the United States” is filled up first, with the
stoppages for arms and accoutrements lost or destroyed;
Second, the total value of the clothing drawn by the sol-
dier ; Third, all other stoppages, as for sentence of court-
martial, for damage to public property, for apprehension
from desertion, &e. &e.

130, Under “Due the Soldier’s Home” is entered the
amount of stoppage for the Military Asylum.

131, Opposite the laundress’s name is entered the amount
due for washing at the time of the soldier’s death. Oppo-
gite the sutler’s name is entered the amount due to him.

132, The dates when the inventories and final state-
ments were forwarded, in obedience to Reg. 152, are entered
under the proper headings.

BReturn of Men Joined.

133, This return is made out for each company, on
blanks furnished by the Adjutant-General’s Department,
and is sent to regimental head-quarters quarterly, in order
to furnish a record of all the soldiers in the regiment for
regimental head-quarters.

134, The names are entered under the various headings
required in the note on the blank, viz.: 1st. Recruits from
Depots ; 2d. Enlisted in the Regiment; 3d. Re-enlisted ;
4th. By Transfer ; 5th. From Missing in Action ; 6th.
From Desertion.
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135, Recruits from depots are usually those sent from the
general recruiting service to fill up the regiment. Enlisted
in the regiment are those who have been recruited by the
recruiting officer at the post or station where the company
is, or in the vicinity, in contradistinction to those who have
- been sent from the general recruiting service. Re-enlisted
are those whose terms have expired in the regiment and
have entered on a new enlistment. By transfer are those
who have been transferred by proper authority from some
other company or regiment. Missing in action are those
who have been dropped from the muster-roll as missing in
action, and have subsequently joined again. From deser-
tion are those who have been dropped from the muster-
roll as deserters, and have subsequently been apprehended,
or have given themselves up. Itis not necessary that those
men should be present if the officers have been notified offi-
cially that the men have been assigned, enlisted, transferred,
or have reported themselves at any other post or station, as
belonging to the company, they must be taken up. If the
missing in action, or desertion, and the return to the com-
pany, both occur in the quarter, it is not necessary to note
them ; in other words, it is not necessary that the soldiers
should be dropped and taken up again on the same return.

136, The usual description is entered opposite the name
of the soldier; under the heading ¢‘Re-enlistment,” it is
only necessary to state the number of enlistments, and
when last discharged. Under the head of Remarks it is
usual to state when and how the soldier joined, and, if he
is absent from the company, to state where he is.

Quarterly Return of Blanks.

137, This return is required by Par. 2, Order 13, War
Department, Feb. 11, 1861, viz. :—

¢ Every commanding officer of a company will henceforth
%



Form 12.
ived and expended in Company “A,” 1st U. S. Infaniry, in the Quarter ending

Par. 138.

March 31, 1863.

Quarterly Return of Blanks rece

THE COMPANY CLERK.

Remarks.
Used in making returns.
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Date, 1863.
Jan. 1.
March 10,

certificate o.oovvvuinninninne

Total expended.. couveveeeeeniennens

Total on hand to be accounted for..

A—— B—, Cupt. 1t U. 8. Infantry, comd’g Co. A.

1863.
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keep a regular account of all books and blanks received
and expended by him for the use of his company, and
make a quarterly return of the same to the adjutant of his
regiment. These returns will be consolidated with those
of the regimental head-quarters, and forwarded in this
shape by the adjutant, through brigade head-quarters, to
those of the division. The assistant adjutant-general at
division head-quarters will make similar returns to this
office of the books and blanks received by him for distri-
bution to his division.” i

138, Form 12 is furnished to aid officers in ruling out
this return, as no blanks are furnished for the purpose. It
shows what blanks compames are likely to receive, and
how they are used, and in what propormons The amount
expended is what it is-calculated will probably be destroyed
in making out and filling up the blanks. (See Requisitions
for Blanks, par. 214.)

Annusl Return of Casualties.

139, This return is sometimes called for from the com-
panies by the regimental commander, for the reason that
the company commanders neglect to make the necessary
papers to enable the adjutant to make this return for the
regiment. If company commanders have forwarded their
monthly company returns, return of deceased soldiers, and
men joined, regularly and correctly, the adjutant can make
out the annual return without calling upon the company
commanders for a return from the companies.

140, No printed forms for company returns are furnished.
Blanks are furnished for regimental returns. Form 13 is
appended to enable company commanders to make out this
return in manuscript on a sheet of letter paper if required.

141, The return is made out at the end of the calendar
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year; and to do this it is necessary to have all the records
of the company for the year. The company return does uot
correspond in every particular with the regimental return.
The space headed ¢ Designation of Companies, &c.” in
which the casualties have occurred, is not needed on this
return ; simply a statement of the number of deaths, deser-
tions, apprehensions, and surrenders from desertion that
have occurred ; under ¢ Designation of Posts,” a list of the
posts and stations at which the deaths, desertions, &e. took
place, and the number of each. . ,

142, On the back of the return, the officers’ names cor-
responding with the face of the return are entered under
each heading, as Appointed, Promoted, Transferred, and
Missing tn Action, under the general heading GAIN. Under
the general heading Loss are entered, under the respective
headings, Resigned, Transferred, Dismissed, Cashiered,
Dropped, and Died, with explanatory remarks, as to where
from, to what regiment transferred, appointed, promoted,
&e., for what dismissed, &c., and place and cause of death.
Under the head of Remarks are entered such facts regard-
ing the movements, service, and discipline of the company
as are worthy of record. The names of all officers and en-
listed men killed or wounded in action, with the time and
place, should also be entered in the column of Remarks,
under an appropriate heading.

Certificates of Disability.

143, When a soldier becomes disabled from any cause,
as wounds, disease, or infirmity, and is unable to perforn
his duty, the surgeon notifies his company commander that
he considers him a fit subject for discharge, and duplicate
Certificates of Disability are made out. The printed blanks
for this purpose are furnished by the Adjutant-Geperal’s
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Department. (Form 13, G. R., Med. Dep’t.) The first part
of the certificate is signed by the company commander, who
will add a statement of the facts known to him concerning
the disease, or wounds, or cause of disability of the soldier ;
the time, place, manner of its occurrence, and all the circum-
stances under which the injury occurred or the disease .
originated or appeared; the duty, or service, or situation
of the soldier at the time the injury was received, or the
disease contracted or supposed to be contracted, and what-
ever facts may aid a judgment as to the cause, immediate
or remote, of the disability. “When the facts are not known
to the company commander, the certificate of any officer, or
affidavit of other persons, having such knowledge, will be
appended.”

144, There is also a blank certificate for the surgeon to
sign, who fills it out by describing “ particularly the dis-
ability, wound, or disease ; the extent to which it deprives
him of the use of any limb or faculty, or affects his health,
strength, activity, constitution, or capacity to labor or earn
his subsistence. The surgeon will add, from his knowledge
of the facts and circumstances, and from the evidence in
the case, his professional opinion of the cause or origin of
the disability.” ¢ When the soldier is a probable case for
pension, special care must be taken to state the degree of
disability.”

145, The certificates, after being signed in duplicate by
the captain and surgeon, are sent to department or army
head-quarters, where they are submitted to the Medical
Director, who signs his approval or disapproval upon them.
If disapproved by him, they are returned; if - approved,
they are submitted to the commanding general, who must
endorse on them his order to that effect before the soldier
can be discharged. (Reg. 172.)

146, When the certificates are returned with the order
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to discharge, the soldier’s final statements are made out,
and he is discharged. The date of the discharge as given
is entered on the certificates, and both are sent to the
Adjutant-General at Washington.

147, Regulation 1260 cautions surgeons in giving cer-
tificates of disability.

Final Statements.

148, Blanks for Final Statements, according to Form 4,
Gen. Reg., Pay Dep’t, are also furnished to companies by the
Adjutant-General’s Department. When a soldier is dis-
charged under any circumstances, except when he forfeits
all pay and allowances, he receives, in addition to his Dis-
charge, duplicate statements of his pay, clothing account,
&ec., called FINAL STATEMENTS. They are for the pur-
pose of enabling him to obtain his pay and whatever is due
him, from the paymaster, who takes the papers to accom-
pany his accounts when the soldier is paid.

149, The following notes arc copied from Form 4, to
guide the company commander in these papers, viz.:

Note 1.—The amount of additional pay per month, if any, for former
services, under the act of August 4, 1854, must be carefully noted in the
exact words used.

Note 2.—Likewise, the amount due the soldier for a certificate of merit,
or in lieu of a commission, under sec. 4, act of August 4, 1854.

Note 3.—So, also, of any other extra pay for which he may be mus-
tered ; er. gr. as acting Hospital Steward, as Saddler, &e., and which
may be still due him.

Note 4.—Stoppages for loss or damage done to arms, or other public
property, must be noted, and the articles, and particular damage to
each, specified.

Note 5.—Stoppages due under the sentence of a court-martial must be
earcfully stated, with number and date of order.

Note 6.—1In cases of desertion, the date, and that of delivery or appre-
hension, must be given, together with a correct transeript of the order
of sentence or pardon, if the man’s accounts may be affected by either.
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130, The amount of money which the soldier has de-
posited with the paymaster should also be entered on the
final statement. (Reg. 1354, Par. 6.)

For explanation of notes 1 and 2, see Par. 78.

151, Note 3 relates to such extra pay as the paymaster
is authorized to pay: the extra pay due from the quarter-
master or commissary is not entered on these statements.
If those officers have no money to settle with the soldier
on his discharge, they must give him a certified account
(Form 22, Reg. Q. M. Dep’t), adding to the certificate that
it had not been paid for want of funds.

Notes 4, 5, and 6.—For explanation of these notes, see
Par. 76.

152, In case the soldier loses these statements, officers

" are prohibited from giving others (G. O. No. 86, 1862).
The same order specifies the mode of procedure in such
case, viz. :

“Application for payment in these cases must be made
through the Paymaster-General of the Army to the Second
Comptroller of the Treasury. The application must be
accompanied by the soldier’s statement, under oath, that
his final statements and certificates of discharge are lost,
destroyed, or have never been received by him; that he
has made diligent search or application for them; that
they cannot be recovered or obtained, and that he has not
received pay on them, nor assigned them to any other per-
son. All the circumstances of the case must be fiilly set
forth in the affidavit, and this again must be accompanied
by all the evidence in corroboration of his statement which
the soldier can produce. On receipt of this, the Second
Comptroller will audit the accounts, and, if satisfied with
the evidence, will order payment to the soldier of the
amount found justly due to him.

¢ The attention of all officers of the army, and particularly



84 THE COMPANY CLERK.

of all company, regimental, and post commanders, surgeons
in charge of general hospitals, and of paymasters, and of
all soldiers discharged from the service, who, from the want
of their final statements and certificates of discharge, are
unable to procure a settlement of their account with the
government, is specially directed to this order.” (Reg.165.)

153, When a soldier dies, his final statements are made out
discharged by death, the same as in any other case, and they
sccompany in duplicate the inventory required to be sent
to the Adjutant-General at Washington. If he dies pos-
gessed of no effects, that fact is mentioned on the final
statements, and accounts for the inventory not being sent
with them,

154+ In computing the retained: pay, it must be borne in
mind that the Act of Aug. 3, 1861, sec. 10, made the
amount per month $2, instead of $§1 as before; and that
the Act of July 17, 1862, again made it $1.

Discharges,

155. No soldier shall be dismissed from service without
a written discharge, forms for which are supplied by the
Adjutant-General’s Department. No discharge is sufficient
unless signed by a field officer of the regiment to which the
soldier belongs, or the commanding officer of the camp or
garrison, when no field officer is present; and no discharge
shall be given before the expiration of the soldier’s enlist-
ment, except by order of the President, the Secretary of
War, the commanding officer of a department, or the sen-
tence of a general court-martial. (Art. 11.)

156, Commanding officers of departments have power to
give discharges to soldiers only on a certificate of disability.
This authority is also extended to officers commanding an
army in the field or a corps d’armée. After twenty years’
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gervice » soldier may be discharged on his own application.
(Reg. 163.)

157, When a soldier’s term of enlistment is about to
expire, he may be discharged any time within two months
before, provided he re-enlists. (Reg. 164.)

158, When a soldier is to be discharged, from any cause
whatever, the company or detachment commander fills out
the discharge, and, accompanied by the final statements,
it is submitted to the officer who is authorized to sign it.
The first paragraph of the discharge states where he belongs,
and the date and period of his enlistment, to which the
cause of his discharge is added, as, “ In consequence of the
expiration of his enlistment,” “On a certificate of dis-
ability,” or “By sentence of a general court-martial, Orders
No. —, dated Head-Quarters Department of the West, St.
Louis, Jan. 1, 1863,” or “ on his application, having served
years, or —— months,” or “ By Orders No. —, dated
War Dep’t, Jan. 1, 1863.”

159, The second paragraph of the discharge is a descrip-
tion of the soldier. The part for the character is cut off, un-
less a recommendation is given ; this recommendation may
be signed by any officer who knows the soldier. (Reg. 166.)

160. But one discharge is given,and it is in no instance
renewed should the soldier lose it. He must in such case
resort to some other evidence of service. A certificate of
service, or the fact of a discharge having been given, or an
affidavit of some one cognizant of the facts, is the only
kind of evidence that should be given after a soldier has
once lost his discharge. (Reg. 165, Par. 152.)

161, “The giving in duplicate, by any officer of the
army, of' certificates of discharge or final statements, is per-
emptorily forbidden (Reg.165). Noteven if such papers are
lost or destroyed, is any officer of the army authorized to
replace them.” (G. O. No. 86, 1862.)

8
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Furloughs, Passes, &o.

162, No soldier can in any case be absent from his
proper company without some authority, as an Order, a Fur-
Jough, Pass, Permit, or something to show that he is cither
on duty or has permission to be absent.

163, The common evidence is a furlough, or pass: the
former is given for long periods, and the latter for periods
of one or two days, or a certain number of hours.

The form for a furlough is given in Regulations, page 34.
The form for a pass is as follows :—

164, Forr Scorr, KaNsas, Jan. 1, 1862.

Private John Smith, Company “A,” 1st U. 8. Infantry,
has permission to be absent for the purpose of (here state
the object of the absencé) until Retreat.

JouN Brown,
1st Sergt. Co. “A,” 1st U. S. Inft’y.
B—oy,
Capt. Co. “A,” 1st U.S. Inft’y.
Approved, J D—j,
Col. 1st U. 8. Inft'y, Com’dy.

A

165, The commanding officer of the company or detach-
ment should require the first sergeant to sign the pass first,
for the reason that the man may be liable to be detailed
for some duty of which the captain is not aware. The pass
should be approved by the colonel or commanding officer of
the regiment, or by the commanding officer of the post, camp,
or garrison. .

166, A record should be kept on the Roster of furloughs
and passes given, in order that these indulgences may be
distributed equally among the soldiers.

167, In time of peace, the 12th Article of War author-
izes commanding officers of regiments, posts, or garrisims
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to give furloughs for such periods as they may think con-
sistent with the good of the service. Captains, or other
inferior officers (in the absence of a field officer), may
give furloughs for twenty days to two soldiers at a time;
but this privilege can only be granted to the same soldiers
once in six months. This Article is rather obscure; but
the foregoing is believed to be the correct interpretation.

168, In time of war, and when the commanding officer
shall deem it necessary, these privileges may be denied.
On such occasions, the granting of furloughs, passes, and
sick-leaves is regulated by orders published to the troops
by commanding officers.

The Act of March 3, 1863, contains the following :—See.
82. And be it further enacted, That the commanders of
regiments and of batteries in the field are hereby autho-
rized and empowered to grant furloughs, for a period not
exceeding thirty days at any one time, to five per centum
of the non-commissioned officers and privates for good
conduct in the line of duty.

Affidavits and Certificates, &c.

169, It frequently becomes necessary to account on the
property return for property lost or destroyed, or abandoned,
or captured by the enemy. The best evidence that can be
obtained should be furnished. This is usually done, First,
by obtaining the certificate of some disinterested officer to
the facts in the case; Second, the officer’s own certificate
to the facts, where he is cognizant of them; and, finally,
the affidavits of soldiers or citizens. The order to abandon
proverty is sufficient evidence, and throws the responsibility
on the officer who issued the order.

170, The usual form of a certificate is as follows :—

I certify, on honor, that a horse, the property of the
United States, for which Capt. A-—- B , 1st U. S,
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Cavalry, is responsible, died of disease (state the disease if
known), at Camp Chase, Ohio, on the 25th of December,
1862.
Caup CHASE, OHIO, Dec. 25th, 1862.
(Signed duplicates) C D—oror
1st Lieut. 1st U. 8. Cav.

171, The same form is used for any other fact con
cerning property lost, or destroyed, or abandoned.

172, The form of an affidavit is that usually used in
civil courts, as follows :—

Personally appeared before me, Private A. B—oy
Company A, First U. S. Cavalry, who, being duly sworn,
says, that whilst on the march in pursuit of the enemy, on
the Rappahannock River, on the 15th of December, his
horse, the property of the United States, for which Captain
A B , First U. 8. Cavalry, is responsible, became
8o worn out and exhausted that he was compelled to aban-
don him.

Sworn to and subscribed }

- B—,

before me, this 20th Private Co. A, First Cavalry.

day of Dec’r, 1862.
J

C—)
First Lieut. and Adjutant First Cavalry.
(Signed duplicates.)

173, Affidavits are usually taken before the following
officers, in the order given:—1st. By a civil magistrate,
competent to administer oaths; 2d. A judge-advocate;
3d. Recorder of a garrison or regimental court-martial;
4th. Adjutant of the regiment; 5th. A commissioned
officer. (Reg. 1031.)

174. An officer may make his own certificate, as above,
or he may consolidate the articles on an abstract, Form
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8, and certify at the bottom to the correctness of the
remarks, opposite.

The Act of Feb. 7, 1863, sce. 2, authorizes that a com
pany commander may account for the loss of clothing or
military supplies, or any apparent deficiency thereof, by his
own affidavit, setting forth the loss of vouchers or company
books, or any matter or circumstance tending to show that
the loss or apparent deficiency was the result of unavoid-
able accident or acturl service, without any fault on his
part; and that the ariicles were properly and legally used
and appropriated.

Inventcries of Deceased Soldiers.

175, The regulaticus with regard to the effects of de-
ceased soldiers are derived from the 95th Article of War,
Reg. 152 to 154. When a soldier dies, the commanding
officer of the company or detachment is required to take
an account of the effects of which the soldier died possessed.
This account, called the inventory, is made out according
to Form 14, in triplicate ; one copy is sent to the Adjutant-
General of the army, oue to the regimental head-quarters,
and one is retained by the officer. Duplicate Final State-
ments accompany this inventory. '

176, When a soldier dies away from his company, these
papers are made out, if he dies in a general hospital, by
the surgeon, otherwise, by the commanding officer of the
detachment, and forwarded as above. He also forwards to
the commanding officar of the company to which he belongs
a report of the soldier’s death, specifying the date, place,
and cause, to what time he was last paid, and the money
or other effects of which he died possessed. The com-
pany commander is ihus enabled to account properly for
the soldier on the next Muster Roll. Should the soldier

kave no effects, it will be so stated on his Final Statement.
8
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Par. 175. Form 14.

Inventory of the effects of late a of Captai Company,( ) of
the Regiment of United States was enlisted by of the
Regiment of at on the day of 186 , to serve
years; he was born in in the State of is years of age,

feet inches high, plexion, eyes, hair, and
by occupation when enlisted a ; he died in at on the
day of 186 , by reason of 3
INVENTORY.
ARTICLES. No. ARTICLES. No.
Hats Cotton shirts.
Caps Pairs boots..

Pairs shoes..
Pairs socks..
Blankets..........
Haversacks ......
K

Forage caps.....cceuuunenn

Flannel sack coats..
Blouses........
Stable frocks..
Fatiguo overalls.
Pairs trowsers...
Pairs flannel drawers..
Pairs cotton drawer:
Flannel shirts...

Spocie...coeeeee| $

MoNEY.

I certify, on honor, that the above inventory comprises all the effects of

deceased, and that tho effects are in the hands of at to be disposed
of by a Council of Administration.
(Duplicates.) —_—
_——
Station: Co ding the Company
Date:

Note 1.—The effects in all cases, when called for, should be turned over to the
legal representative, without further authority from the Adjutant-General. When
the cffects are turned over to the relatives of the deceased before these invento-
ries arc sent to the Adjutant-General, their receipts therefor should be attached
to the inventories. In all other cases, one copy will be sent with a letter of
transmittal direct to the Adjutant-General, and a duplicate retained by the
officer.

Note 2—Particular care should be taken to take receipts in duplicate from
the Paymaster for any funds turned over to him; one copy should be sent direct
to the Adjutant-General, and one retained by the officer.
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These Final Statements will materially facilitate the settle-
ment of the soldier's account on the application of heirs
for any thing that may be due the deceased from the Govern-
ment. If the heirs have received the soldiers’s effects, it
will be stated on the inventory.

177, Should no heirs or administrators appear to take
charge of the soldier’s effects within a short period of his
decease, a council of administration is required to dispose
of them, under the direction of the commanding officer.
This is usually done by the officer in charge of the effects
on the order of the council, approved by the commanding
officer. Public notice is given throughout the camp or
garrison of the articles to be sold, and of the day and
hour of sale: they are then sold at auction to the highest
bidder. The proceeds are turned over to the nearest pay-
master, and kept to the credit of the United States until
claimed by the heirs or legal representatives. An
account of the proceeds is certified to by the council and
commanding officer, and, accompanied by the paymaster’s
receipt, it is sent by the commanding officer to the Adjutant-
General.

178. The Inventory will be endorsed, “Inventory of
the effects of , late of Company — Regi-
ment of ————, who died at —— the — day of
186—.

179, The Report will be endorsed, “Report of the pro-
ceeds of the effects of — , late of Company —
Regiment of ————, who died at the — day
of ——, 186—.”

180, The Inventory is made out immediately after the
soldier’s death, and should be forwarded as soon as possible.
The Report is sent as soon after the sale as possible. A
record of the dates when they are sent should be kept, as
it must be given on the Return of Deceased Soldiers.




92 THE COMPANY CLERK.

Company Council of Administration.

181, Every two months at least, and whenever it is
necessary, the company commander convenes all the officers
for the purpose of making appropriations from the com-
pany fund for the benefit of the company. The company
council is also convened every four months, also whenever
another officer takes command of the company, and when
the company leaves the post, for the purpose of auditing
the company fund.

182, The council is usually convened by an order issued
by the company commander. The company fund is
audited only at the times above specified : at the other
meetings, the council only meet for the purpose of making
appropriations. The company commander has possession
of the fund, and generally disburses the money when
necessary, and presents the bills to the council to obtain
its approval and the necessary appropriations. The pro-
ceedings are entered in the account-book of the company
fund in the following form, and signed by all the officers
of the council, viz. :—

183: Proceedings of a Company Council of Administra-

+ tion, convened pursuant to the following Order, viz. :—

Caup CHASE, O=HIO, April 29, 1863.
OrpErs No. 4.

A Company Council of Administration will convene to-
morrow, at 10 o’clock A. M., (at the company orderly room),
or as soon thereafter as practicable, for the purpose of
auditing the Company Fund. '

A

B—,
Capt. First U. 8. Infantry,
Commanding Company A.
Caup CuASE, On1o, April 30, 1863.
Council met, pursuant to the above order. Present,
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Capt. A—— B——, First Lieut. D—— C——, and 8econd
Lieut. J— D , Company A, First U. S. Infantry.
The Council then proceeded to audit the Company
Fund.
Balance on hand, last Return................. .. $ 50 00
Received from Post (or Regimental Fund)........ oore 170 00

-Received from sales Company Savings, January, Feb-
ruary, March, and April ....ceeeeieieennnieiioniececcinnees 327 00

cereeees svennanes $547 00

Totalieeeeesceeeessss sereessannans

Appropriated by order of the Council, January, Feb-
ruary, and March...cccesviieiirueneeniennennnenenneecenennees $225 00

Balance on hand, April 1. $322 00

The Council then made the following appropriations for
the month of April, viz. :—

For four Brooms, 25 cents €ach....cccceees servercecsrsnnnes $ 1 00
Two barrels Onions, $5 per bbl....ccosseercssrcssenseerensse 10 00
Twenty bushels of Potatoes, 40 cents per bu............ 8 00
Ten 1bs. Pepper, @ 20 cts. per 1b...ccucervuruereensersacns 2 00
One sett of Carpenter’s Tools...cceeuereserereecssseeeecennes 15 00

One Cooking Range....... 40 00
Books for Company Library. 25 00
$101 00

Balance to be carried to next account....ceeecees ecesesse $221 00

There being no further business before it, the Council
adjourned.

A— B—

Capt. Comd’g Cox A, 1st U. 8. Inf’ty, President.
D——mC—y

First Lieut. 1s¢t U. S. Inf’ty.

J—D—ry

Second Lieut. 1st U. S. Infantry, Recorder.

184, The book containing the record of these pro-
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ceedings is sent in to the head-quarters of the post or regi-
ment, and the approval of the commanding officer obtained.

Provision Returns,

185, Subsistence for enlisted men is obtained upon Pro-
vision Returns, according to Form 15 (see Form 14, Subsist-
ence Reg.), which is here inserted for convenience, as it
is a form constantly required, and printed blanks are not
always to be had. Form 16 is inserted to aid in ascertaining .
the bulk of any number of rations. This return should
be made by the commanding officer of the company or
detachment. In a regiment all the company returns are
consolidated in the adjutant’s office, and at a post all the
returns for the different companies and detachments are
also thus consolidated, and the provisions drawn upon the
consolidated return by each company and detachment sepa-
" rately. The order for the issue is signed by the com-
manding officer of the regiment or post.

186, When all the provisions are not desired by the com-
pany, those not wanted are left at the commissary store, and
a memorandum receipt taken for them from the commissary.
At the end of the month these receipts are consolidated on
one account, Form 17, and the commissary buys them.
This account is made out in triplicate : one is retained by
the commissary, and the other two by the company, until it
can be paid. The money thus obtained goes to the com-
pany fund. (Par. 39.)

187, When rations are received by the company which
are unfit for issue, from any cause, the company commander
applies to the commanding officer for a Board of Survey.
Should the board condemn the provisions, a special return
is made of the provisions condemned, and they are replaced.
The proceedings of the board accompany the return, to be
filed with the commissary’s vouchers.
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Par. 185. Form 15. .
day of —, 186 ,

Provision Return of —— Company, —— Regiment of —, for days, commencing the
and ending the day of ——, 186 .

RATIONS OF REMARKS.
g z 4
SIED |14]2 =
gzl 28 R
STATION. ERES S | & ..lwm
P : =
s8] (8] |3 REI A
£ls £|s HE zio1g
ERE- RN IR E- S R B g P S MEIEEIR
HEIFIEHE IR R I IR I
AERE IR I R I L
P A AT IS A A P

The A. C. 8. will issue on the above return,
5 (X ding Officer.

)

—_ ding Comg

¢4

Nores.—This return mnst embrace only the actual strength of the company present, including the authorized company women present.
The sick in hospital, hospital attendants, &c., will he returned for, by the medical officer in charge, on a separafe return.
Subsistence stores for the use of officers, their families, and authorized servants, may be purchased from iic couunissariat.
Provisions should ordinarily be 8rawn for a period of from five to ten days at a time.
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" 188, Should the company lose their rations, or any por-
tion of them, from any unavoidable cause or accident, a
special return is made for the provisions lost, which is
accompanied by the certificate of the officer cognizant of
the facts, stating the cause, and whether through fault of
any one in the military service. In the absence of a com-
missioned officer, the affidavit of an enlisted man or citizen
accompanies the return and becomes a voucher for the
commissary. Should the provisions be lost or destroyed
through the fault of any one in the military service, they
may be charged against him on his pay-roll or account.
189, Only the soldiers actually present are drawn for on
the provision returns. Soldiers absent with authority, sick
in hospital, or on furlough, are not drawn for.

190, The ration during the present insurrection is as
follows, viz. :

2 Ib. of Pork or Bacon, or
MEAT- e 3 12 Ib. of Frosh or Salt Beef.
(22 oz. Soft Bread or Flour, or
BrEAD...... { 11b. Hard Bread, or
1% 1b. of Corn Meal.
BEANS...... 8 qts. to 100 rations of Beans or Peas.
RICE........ 10 lbs. to 100 rations of Rice or Hominy.
8 lbs. to 100 rations of Roasted or Ground Coffee, or
CorrEe..... { 10 1bs. to 100 rations of Green Coffee, or
1} 1b. to 100 rations of Tea.
Sv@AR...... 15 lbs. to 100 rations of Sugar.
VINEGAR... 4 qts. to 100 rations of Vinegar.
1 1b. to 100 rations of Sperm Candles.
CAn»us...{ 1} 1b. to 100 rations of Adamantine Candles.
1% 1b. to 100 rations of Tallow Candles.
S04AP........ 4 1bs. to 100 rations of Soap.
BALT.c.ceeee 2 qts. to 100 rations of Salt.
Movasses. 1 gal, to 100 rations, or v}y gal. to each man, twice in
seven days.
Porarors.. 1 1b. to each soldier, three times in seven days.
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191, When peans, peas, rice, hominy, or potatoes cannot
be issued in the proportions above given, an equivalent in
value shall be issued in some other proper kind of food.

192, Desiccated potatoes, or mixed desiccated vegetables,
may be substituted, at the rate of an ounce and a half of
potatoes or one ounce of mixed vegetables to the ration, for
beans, rice, or fresh potatoes, or their equivalent of peas,
hominy, &ec., when these articles cannot be had, and when
the supply on hand will admit of it, twice per week, on the
approval of the commanding officer.

193, Fresh beef may be issued as often as the com-
manding officer of any detachment or regiment may require,
if practicable, instead of salt meats.

194, Extrq issues are allowed only as follows, viz.:—ten
pounds of sperm, or twelve pounds of adamantine, or
fifteen pounds of tallow candles to the principal guard of
each camp or garrison, on the order of the commanding
officer, for which a return is made as for other issues of
provisions, signed by the commanding officer. This return
is made by the adjutant, and the candles are issued daily in
proportion to the allowance. ~ Salt, not exceeding two gills
a month to each public animal, the return to be made by
the officer accountable for the animals, and the order for
the issue signed by the commanding officer. ~ Whiskey, one
gill daily to each man, in case of ““excessive fatigue or ex-
posure.”’

195, Without further legislation by Congress, at the
close of the present insurrection the ration will be as fol
lows, viz. :—

2 1b. of Pork or Bacon per ration, or
1} Ib. of Fresh Beef per ration.

18 oz. of Bread or Flour, or

12 oz. of Hard Bread
BREAD...... )y
RE 1 1b. of Hard Bread, in the field or on per ration.

transports,

MEAT. .....
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8 gts. of Beans or Peas, or .
10 Ibs. of Rice, }per 100 rations.

. COFFEE.... 10 1lbs. of Coffee per 100 rations.
SUGAR..eeee 15 1bs. of Sugar per 100 rations.
VINEGAR... 4 qte. of Vinegar per 100 rations.

1 1b. of Sperm, or
. CAnDLES.. { 1} 1b. of Adamantine, or }per 100 rations.
1% 1b. of Tallow Candles,
SoAr....... 4 1bs. of Soap per 100 rations.
SALT.cceuen 2 qts. of Salt per 100 rations,

196, Laundresses are returned for with the companies
to which they belong, but are often permitted to accumulate
their rations in the commissary store to the end of the
month. Laundresses who are absent from the companies
to which they belong temporarily, should have a certificate
from the company commander that they are the laundresses
of his company. A laundress can only draw rations in
kind, and only when she is at a post or camp where they
can be issued.

197, Soldiers on furlough by proper authority can have
their rations commuted at the cost of the ration at the
post where they belong : they are therefore not returned for
with the company during their furlough.

Requisitions.

198. Requisitions are forms used for specifying the
requirements of troops for certain authorized allowances
for their support and service, to which the order for the
issue is obtained from the proper authority. They are
necessary for placing before the proper officer, in an official
manner, the articles wanted and the necessity for their
issue. Requisitions are of two kinds, reqular and special.
A regular requisition is for such articles where the allow-
ance is regulated and fixed by law or regulation. A special
requisition is where the articles required are rendered

167949
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necessary from some cause, and for articles for which there
is no regulated allowance, for the benefit of the public ser-
vice. Printed blanks are generally furnished by the
department from which the property is obtained.

199, The following requisitions are the most used, viz. :—

RequisiTioN roR FUEL.—Fuel is furnished by the
quartermaster, upon the requisition of the officer requiring
it, either for himself, or for the company or detachment he
commands, and only for the month in which it is due. The
allowance of fuel for companies is as follows, viz. :—

Cords of wood rer month,
B :
53 &=
g g3
=8 &2
Captail.eicireerienineenisnncoenenne snenenee 3 3
Lieutenant ....couoceeneeveeneecrnniiennieniennns 3 2
Each enlisted man, officer’s servant, or
laundrese ......... Arrcirenrenesnensnnnee 3 3
Wagon and Forage Master, Sergeant-
. Major, Quartermaster-Sergeant, and
Ordnance-Sergeant....c.ceveeeresiernnnnne 3 1
Each guard-fire regulated by the com-
manding officer....cccciiiiiiciinicininnee | cennes 3

200, Merchantable hard wood is the standard. The
cord is 128 cubic feet. Coal may be substituted for wood
at the rate of 1500 pounds of anthracite or 30 bushels of
bituminous to the cord. Two cords of soft wood, such as
pine, in lieu of one of hard, may be issued at the diseretion
of the department commander.

201. Fuel is Government property, and when the allow-
ance is not used by officers or troops the surplus is
returned to the quartermaster, who is required to take it
up on his return as surplus. The fuel for baking bread
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may be taken from the surplus, if there is any, but the
balance, if any, must be turned in.

202, In November, December, January, and February,
the foregoing allowance is increased one-fourth north of
the 39th degree of latitude, and one-third north of the 43d
degree of latitude. ‘

203, RequisiTioNn ForR Forage.—Forage is also fur-
nished by the quartermaster, and only in the month for
which it is due. Fourteen pounds of hay, and twelve
pounds of oats, corn, or barley, is the allowance for horses;
fourteen pounds of hay, and nine pounds of oats, corn, or
barley, for mules.

204, Forage, like fuel, is not to be drawn and sold: it
must be used, or turned in as Government property, and
accounted for. Commutation for forage is only allowed to
officers, and only when it cannot be furnished in kind,
under which circumstances a certificate is necessary from
the quartermaster whose duty it was to furnish it, to the
effect that it could not be furnished, and the reason there-
for. When officers are detached, and there is no quarter-
master, the officer desiring commutation must have the
certificate of some other officer cognizant to the facts;
and, if there is no other officer, the officer must make his
own certificate, and state in addition that he was detached,
that there was no quartermaster or other officer, and that
he has not drawn any forage for the period stated.

205, When the exigencies of the service make it neces-
sary, the forage-ration may be reduced by the commanding
officer, who will prescribe the allowance of forage under
such circumstances.

206, STRAW.—Requisitions for straw are also filled by
the quartermaster. The allowance for each enlisted man,
officer’s servant, and laundress is twelve pounds per month,
allowed in barracks only. One hundred pounds per month

is allowed for cach horse in public service. Where posts
*
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are near public lands where hay can be cut by the troops,
it will be so provided in lieu of straw. Straw not used is
to be accounted for as other surplus property.

207, In barracks, company commanders should draw
bed-sacks for the use of the soldiers, and the allowance
above will keep the men amply supplied.

208, STATIONERY.—Requisitions for stationery are made
quarterly, and are filled by the quartermaster. The allow-
ance for a company and its officers is as follows, viz.:—

Quires of writing-paper.
| Number of quills.
e~ | Qunces of wsfers.

— ©o | Ounces of sealing-wax.

Commanding officer of & company..............
Lieutenant not commanding company........

= O

B
[\
» O

o | Quires of envelope-paper.

o — | Papers of ink-powder.
s = | Plecos of office tape.

209, Steel pens, in the proportion of one holder to twelve
pens, may be issued in lieu of quills; and one hundred
envelopes to one quire of envelope-paper.

210. When an officer is relieved from the company, he
should not take any of the stationery with him which he
drew as commanding company.

211, Blanks and blank-books furnished by the Quarter-
master’s Department are classed under the head of station-
ery. For the company the following are obtained on
special requisition, when needed for the use of the com
pany, viz.:—

Morning Report Book.

Descriptive Book.

Clothing Book.
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Order Book.

Record Book for Target Practice.

212, Other blank-books required are either purchased
with the company fund or made out of the stationery fur-
nished.

The blanks furnished by the Quartermaster’s Depart-
ment are,—

Returns of Clothing, Camp and Garrison Equipage.

Receipt Rolls of Clothing.

Invoices and Receipts of Clothing.

Returns of Quartermaster’s Property.

Invoices and Receipts of Quartermaster’s Stores.

213, Small deficiencies of the foregoing books and
blanks may be obtained by requisitions upon the nearest
quartermaster.

214. Ordinarily, however, blank-books and blanks of
all descriptions are obtained through regimental head-
quarters. The commanding officer of the regiment makes
a requisition upon the adjutant-general of the division or
department for a six months’ supply, upon the receipt of
which they are distributed pro rata to the companies. The
following is regarded as a six months’ supply for a regi-
ment of ten companies, viz. :—

1 Guard Report Book.
1 Consolidated Morning Report Book.
10 Company Morning Report Books.

100 Consolidated Morning Reports.

2 Lists of Rolls and Returns for Companies.
6 Field and Staff Muster Rolls.

60 Monthly Returns.
6 Quarterly Returns of Deceased Soldiers.
2 Annual Returns of Casualties.

100 Non-Commissioned Officers’ Warrants:

6 Hospital Muster Rolls.

18 Field and Staff Muster and Pav Rolls.
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18 Hospital Muster and Pay Rolls.
60 Company Muster Rolls.
180 Company Muster and Pay Rolls.
12 Regimental Returns.
20 Returns of Men Joined.
30 Quarterly Company Returns of Deceased Soldiers.
40 Descriptive Lists. :
Certificates of Disability.
Blank Discharges.
——— Final Statements.

These blanks are
furnished or re- -
quired for in

Furloughs. )

Enlistments. proportion  to

Re-enlistments. tbe‘WﬂntS of the
regiment.

Regimental Recruiting Returns.

215, Where the troops are brigaded, all requisitions for
duoks and blanks furnished by the Adjutant-Genéral’s De-
paciment must be made through regimental and brigade
hewd-quarters, in each division, to the assistant adjutant-
geweial at division head-quarters, who will himself, from
time ¢o time, make general requisitions on the Adjutant-
General at Washington for the supply of his division.

2xvs Wheretroopsare not brigaded, as sometimes happens
with artiliery, requisitions for books and blanks will be made
upon the chiefs of their respective arms in the army in which
they are astached, and returns will be made to these officers
as though to division head-quarters; and the chiefs of artil-
lery and cavalry will make requisitions for the books and
blanks needed for their commands, and make returns of the
same, to the Adjutant-General’s office, as prescribed in Par.
IL., General Orders No. 13,1862. (See Par. 137 and 138.)

217, A regiment newly organizing will be allowed the
following books, viz. :—

" 35 Regulations, 30 Target Practice,
35 Tactics, 85 Outpost Duty

30 Bayonet Exercise.
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218, This is for a regiment of ten companies. For a
regiment of twelve or twenty-four companies the allowance
is in proportion,—the principle being to furnish each
officer with a copy of each of the foregoing books. When
an officer is .newly appointed, and his regiment has been
supplied, he may get the foregoing by letter to the adjutant-
general of division, or, if there isnone, to the Adjutant-Gene-
ral of the army direct, at Washington.

Requisitions for Arms, &e.

219+ Requisitions for arms, accoutrements, horse-equip-
ments, ammunition, &e. are usually made by commanders
of posts and regiments for their entire commands, and dis-
tributed to the companies. To ascertain the amount
required, the regimental or post commander calls for requi-
sitions from the various companies and detachments, which
are then consolidated, and the consolidated requisition is
sent up through the intermediate commanders to the Ord-
nance Department, if they cannot be obtained before.
Department, division, or corps commanders frequently have
the means of supplying limited deficiencies.

220, A regiment or company once completely armed and
equipped cannot be re-supplied until the arms and equip-
ments already issued to them have been inspected and con-
demned or ordered to be turned in. The requisition must
pass through the Ordnance Department, except in cases of
necessity and when the department or corps commanders
have the means of supplying them. Ammunition can
ordinarily be supplied without the approval of the Chief
of Ordnance, as ordnance officers are generally located
convenient for the supply of troops. Arms, however, are
not so readily obtained, except where they have accumulated
from troops in the command that have ceased to require
them and have turned them in to the nearest ordnance office.
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221, Printed blanks for requisitions for ordnance may be
obtained from any ordnance officer, according to Form 18.
(See Form 22, Reg., Ord. Dept.)

Requisitions for Clothing, Oamp and Garrison Equipage.

222, Regimental or post quartermasters draw the sup-
plies from depots, and company commanders make their
requisitions upon them through the regimental or post
commanders who order the issues.

223: For a regiment in the field, it is usual to make
periodical issues, and for the commander of the regiment
to call for requisitions from the various company com-
manders, who should ascertain, by actual inspection, what is
required. These requisitions are then consolidated, and the
regimental quartermaster draws from the depot for the
entire regiment.

224, Company commanders should keep no clothing on
hand, for their own security, as well as because it is pro-
hibited.

225, Clothing may be obtained according to the wants of
the troops ; but the amount of camp and garrison equipage
is limited. The following is the allowance for a company,
viz. :—



Par. 221.
Speciul Reguisition for

No. oF 7
PANY O}
#
g
Where stationed. 0
&
— ] —
—
EEE 54
SED 28
325 =
<SR )
‘g - g 53
SB on g w
EY Eg & 2%
= !
I5is | &8 e
-
!
7
I certify that the above

1

Examined and found cory

The above requisition is 4

(To face page 106.) I
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226, In addition to the foregoing, when in garrison,
bed-sacks are allowed, and iron pots instead of camp-kettles.
One guidon and two trumpets or bugles are allowed to each
mounted company.

227, Camp and garrison equipage includes the cap and
hat ornaments, musical instruments, and haversacks, can-
teens,and talmas, &c. (See note to the Price List of Clothing,
Camp and Garrison Equipage.) They are borne upon the
property return, and are only charged to the soldier when
lost or destroyed by him.

228, Other articles of camp and garrison equipage
allowed to the various arms of service are stated on the List
of Camp and Garrison Equipage. The allowance, however,
is not fixed by anyexisting. orders or regulations.

229, The officer. who receiptsfor the clothing, camp and
garrison equipage, must account for it, and is held respon-
sible for it until he turnsit over tosome other officer. (See Re-
turn of Clothing, Camp and Garrison Equipage, Par. 94.)

230+ During active campaign the allowances above men-
tioned are materially reduced. No surplus clothing and
no tents are allowed, except shelter-tents. The latter are
allowed at the rate of one shelter-tent to each commissioned
officer, and one to every two non-commissioned officers, sol-
diers, officers’ servants, and authorized camp-followers.

Requisitions for Quartermaster's Property,

231, Company commanders of infantry are rarely respon-
sible for quartermaster’s property. The regimental quar-
termaster usually is responsible for the authorized teams and
wagons for the regiment.

232, Artillery and mounted companies have usually the
following quartermaster’s property to acecount for, viz. :
Lorses, mules, wagons, harnesses, picket-lines, &c.
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Par. 286, Form 20.

Inventory and Inspection Report of Jor which ————— Regiment ———— i3 responsible, and which has
been inspected and reported on by

INVENTORY. INSPECTION REPORT.
Quantity and | How long | How long in | From whom s .

Articles. | No. Quality. in use. possession. received. Condition. Disposition.
=
The above is & correct inventory of Quartermaster's property for T certify that T have examined each article set forth in
which I am responsible, and which, in my opinion, requires the action tho Inventory hereto attached, and its coundition is asstated
of an Inspector. in the remarks opposite toit in the above Inspection Report.

(To be made in triplicate.)

Darte:




110 THE COMPANY CLERK.

233, These are obtained through the regimental and post
quartermasters on requisitions, as any of the foregoing. A
form is inserted for making requisitions, which is ueed in
all cases where there is no other prescribed form. (Form 19,)

234, It must be bornein mind that all property receipted
for, except fuel, forage, straw, stationery, and rations,
which are regular and daily allowances, must be taken up on
a property return and accounted for at the end of the
quarter in which it is received. Invoices corresponding
to the receipts should be taken: they are necessary as a
memorandum and official statement of what has been received.

Tuventories and Inspection Reports,

2385, Officers are prohibited from dropping from their
returns any property as worn out, or unserviceable, until it
has been properly inspected and ordered to be dropped.
Therefore, when public property in the hands of an officer
becomes worn out or unserviceable, he applies for an
inspector through his immediate commander. This is
usually done by a letter addressed to the authority that has
power to order the inspection, which is sent up through the
intermediate commanders. Atseparate poststhe commanding
officer is authorized to be the inspector. In armies in the
field, the commanding officer, or a corps or division com-
mander, orders the inspection.

236, The inventories are made out according to Form
20. The inspection report is left blank for the inspector
to fill up. They are made out in triplicate, and the differ-
ent kinds of property, as ordnance, clothing, camp and
garrison equipage, and quartermaster’s property, should be
kept separate on different inventories. It is also best to
separate the property according to its probable disposition :
thus, what is to be dropped as entirely worthless, and what
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is to be turned in as unserviceable, but repairable or to be
used for some other purpose. These papers are filled up
by the inspector and sent by him to the authority ordering
the inspection, for his orders in the case. If the inspection
is made by the commanding officer of the post, the reports
are sent to the department commander for his orders. Two
of the reports are sent back to the officer accountable for
the property, and become his vouchers for the disposition
of the property; the other is sent by the corps or depart-
ment commander to the Bureau to which the property
belongs. Of the two sent to the officer, one is sent with
the returns of the property for which the officer is account-
able, and the other is retained.

237, These inspections must not be confounded with the
action of Boards of Survey. The former is only intended
for the condemnation of public property, and the latter is
for assessing the damage to public property and fixing the
responsibility, and also for fixing the reduced rates at
which damaged clothing, from any cause, may be issued to
soldiers.

: Board of Survey.

238, Boards of Survey are called in the following cases,
viz.: To ascertain and to assess the damage to public pro-
perty from any extraordinary cause, other than fair wear
and tear, and to determine who is responsible, whether the
carrier, or the person immediately in charge of the property,
or the officer who has the property on his returns.

239, To examine and report upon the loss or deficiency
of public property, and to fix the responsibility of such loss
or deficiency.

240, To make inventories of property ordered to be aban-
doned or broken up, when the articles are not enumerated
in the order. :

241, To assess the price at which damaged olothing may
be issued to troops, and to fix the proportion in which
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damaged supplies may be issued to make them equal to the
full allowance.

242, To ascertain the discrepancy between invoices and
the property actually received, and to fix the responsibility
of the discrepancy, whether with the officer who sent them,
the carrier, or the contractor.

243, To make inventories and report the condition of
the property for which an officer who has died is respon-
sible at the time of his death.

244, When any officer or soldier shall lose or damage by
neglect or fault any article of public property, the Board
of Survey shall assess the value, damage, or cost of repair
of such articles, which the officer or soldier shall pay for
the same.

245, Boards of Survey are ordered by commanding
officers by their direction, or on application of an officer,
and consist usually of three officers, from which the com-
manding officer and the officer responsible for the property
are excluded, except when these two only are present, and
then the one not accountable for the property will act; and
the responsible officer will constitute the Board only when
there is no other resource.

246, The proceedings of the Board are sent in to the
commanding officer, and are complete on his approval.
They are signed by each member, and a copy is forwarded
to department head-quarters or the head-quarters of the
corps commander, by the approving officer, and two copies
to the officer accountable for the property.

247, The necessity for Boards of Survey on company
property usually arise when clothing is received; the ori-
ginal packages may be deficient, or the clothing may be
damaged. It is then customary to address a letter to the
adjutant, asking for a Board of Survey, and stating the pro-
perty for which the Board is called to investigate.
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Inventories for Boards of Survey.

248, When the Board meets, the officer responsible pre
sents the property, with an inventory, stating the condition
of the articles. This inventory is nothing more than a lis
of the articles, with remarks opposite, setting forth their
condition and cause of damage or deficiency. This list is
embodied in the proceedings of the Board.

FORM FOR A BOARD OF SURVEY.

249, Proceedings of a Board of Survey, convened at
Camp Chase, in obedience to the following order, viz. :—

HEeap-QuarTERS 20 U. 8. CAVALBY,}
CauMp CHASE, OHIO, Jan. 10, 1863.
OrpERs No. 6.

A Board of Survey, to consist of Capt. A—— B——
1st Lieut. D—— C , and 2d Lieut. A J—,2d
U. 8. Cavalry, will convene to-day at 11 o’clock A.M., or as
soon thereafter as practicable, for the purpose of investi-
gating and reporting upon the deficiency of certain articles
of clothing for which Capt. L—— M , 2d U. 8. Cavalry,
is responsible.

By command of Col. K——.
(Signed) J—1J
1st Licut. and Adjt. 2d U. S. Cavalry.

Caxp CHASE, OHI10, Jan. 10, 1863.
The Board met pursuant to the above order. Present,
Capt. A—B , 1st Lieut. D—— C , and 2d Lieut.
J——, 2d U. 8. Cavalry.
The Board then proceeded to inquire into the deficiency
of the following articles of clothmg, viz. :—
Five Blankets,
Three Great-Coats,
Five pairs Bootees,
Ten pairs of Stockings.
10*
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First Sergt. J— C , Company A, 2d U. 8. Ca-
valry, being duly sworn, says, that he opened the original
packages of clothing, and that in two packages of blankets,
marked , there were three blankets missing in No.
and two in No. In one package of great-coats, marked
and numbered , there were three great-coats miss-
ing. In onebox of bootees, marked and numbered —,
there were five pairs deficient. In one box of stockings,
marked and numbered , there were ten pairs
missing. The packages did not seem to have been opened
before, and were in good order and condition when received.

Quartermaster-Sergeant B—— C , 2d U. 8. Cavalry,
being duly sworn, says:—I was present when Sergeant C
opened the packages, and know that the facts to
which he has testified concerning the foregoing deficiencies
are correct.

The Board verified the marks and numbers of the packages,
and are of the opinion that the deficiency was in the original
packages, and that they were not correctly marked at the
time they were packed, and that Capt. L , 2d
U. 8. Cavalry, is in no way responsible for the deficiency. -

There being no further business before the Board, it
adjourned sine die.

A B ,
Capt. 2d U. 8. Cavalry, President.
D C—,
Approved, 1st Leeut. 2d U. S. Cavalry.
J— K—oj A—1J
Col. 2d U. S. Cavalry, 2d Lieut.2d U. S. Cavalry.
Commanding. Recorder.

250+ Boards of Survey should not omit to take the depo-
sitions required by law in the case of clothing. (See Par.
1168, Reg., and Par. 97.) Also with regard to other pro-
perty, where the evidence is derived from a soldier or citizen
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Par, 251. Form 21,
- Return of Killed, Wounded, and Missing in Company A, 1st U. 8. Infantry, at Bull Run, Va., July 21, 1861.

‘WoOUNDED.
[ ]
NAMES. i ..m. .M. 5 © REMARKS.
] g £ 5 = £
E = ] 5 2 2
_ ~ ] - w2 171 =
Captain. 1 Shot through the head.
241 Lieut. - eonceanne Flesh-wound in the left arm.
Sergeant. 1 Shot through the lungs.
Corporal, Shot through the heart.
Private. Both legs carried away by a cannon-ball.
“ Shot through the abdomen.
“ Leg fractured by a shell
« .| Grazed by a fragment of a shell.
“ Supposed to be wounded and a prisoner.
“ PRUIR PR Supposed to be captured.
“ “ “ ““
3 2 1 2 3
T certify that the above is a correct return of the killed, ded, and missing in Company A, 1st U. 8. Infantry, at tho engagement at
Bull Run, Va., July 21, 1861. .
C—— F——,

1st Lieutenant 1st U. S. Infantry,
Commanding Company.
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In other cases the Board may render their opinion upon
their own knowledge.

Return of Killed, Wounded, and Missing,

251, After an engagement, the company commander
should make out as soon as possible a report according to
Form 21. This report should be sent in to the adjutant at
once by each company commander, in order that the result
may be ascertained as soon as possible throughout the entire
command. -

252, The report should give the name, rank, and cha-
racter of the wounds of the killed and wounded, and the
circumstances of the missing as far as known.

Report of Target Practice.

253, When a company is detached from the regiment, it
is necessary for the company commander to make reports
of the firings to regimental head-quarters, for the information
of the regimental commander, at such times and as often as
the commanding officer may require. When the commanding
officer fails to call for these reports, the company commander
should, at least, at the termination of the annual exercises,
send a consolidated report, showing the result of the exer-
cises, and who the successful marksman is for the company
prize, according to Form 1, Target Tactics.

254, A report is also necessary from the commanding
officer of the post of the best shot in all the companies of
the same regiment at the post, according to Form 22. (See
Target Practioe, page 39.)

Charges and Specifications,

255, Itisrecommended to company commanders to resort,
in all cases where it is practicable, to legal punishments in
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the government of soldiers. To this end it is necessary,
when offences are committed, to make out charges and
specifications against the offenders, and send them in to the
commanding officer of the regiment or post, who will either
detail a field-officer, or, if necessary, make application for a
general court-martial for their trial and punishment.

256, The following circular, from General McClellan’s
head-quarters whilst in command of the Army of the Poto-
mag, gives nearly all the information necessary for drawing
up charges and specifications :—

HEAD-QUARTERS, ARMY OF THE Po'ronuc,}
‘WASHINGTON, Aug. 28, 1861.

In order that a well-established and generally under-
stood method should obtain in the framing of charges ex-
hibited against all persons amenable to military law, and
those irregularities obviated which have heretofore retarded
trial and impeded the administration of justice, the fol-
lowing form for the drawing up of charges and the accom-
panying instructions will be strictly adhered to throughout
this army. .

1. All charges preferred against an officer or soldier, and
the circumstances upon which the charges are founded, must
be previously examined by the officer immediately com-
manding the force wherein theyoriginate. Commanders will
be guided, as to the necessity of bringing an accused person
to trial, by the character of the individual, his conduct, the
nature and degree of the offence, its prevalence at the time
in the regiment, and also by the probabilities of conviction.

2. Instead of embodying the crime to be tried in asingle
statement or indictment, called the charge, it is usual to
try it in the form of a charge and specification.

8. Of the Charge.—Two methods are recognized in the
drawing up of the charge,—the one by expressing the crime,
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as the ¢ violation of such or such an article of war ;” the
other by couching it in terms, either expressed or implied,
of that article which contains the “corpus delicti,” ex. gr.,
¢ Disobedience of orders,” ¢ Desertion,” ¢ Mutiny,” ¢ Ab-
sence without leave,” “Sleeping on post,” “ Drunkenness
on duty,” &e. &e. &e. Of these two modes the latter is
deemed preferable, and will, as far as practicable, be
strictly jfollowed.

Apart from the vagueness which may attend the other,
from the number of distimet crimes sometimes contained in
the same “ Article of War,” it places the' crime more
closely before the accused, and, where enlisted men are
concerned, their comprehension more easily discerns and
more clearly understands the matter upon which they are
arraigned. :

4. Of the Specification—The specification should be a -
simple statement of the particular facts and circumstances
which make up the crime, with the adjuncts of person, time,
and place. Where language or gesture are elements of the
crime, they should both be stated with as much accuracy
as possible. Besides the natural relation which should exist
between a charge and its specification, the latter should be,
as far as practicable, certain as to time and place, and a
concise, clear, and unequivocal statement of the facts,
devoid of all irrelevant matter ; and under no circumstances
should two or more separate and distinct crimes be contained
in the same specification.

5. When it is desirable to induce the highest degree
of punishment contemplated by any particular Article of
War, it is indispensably necessary that the crime should be
couched in the express terms of that Article. Thus, any
prisoner accused of a violation of the “ 9th Article of War”
(disobedience of orders), &ec. &e., in order to convict him and
award the punishment of death it would become necessary
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to specify that he struck, lifted up, &c. &ec. or disobeyed
the lawful command of, his superior officer whilst in the exe
cution of his office : were these terms omitted, and though
it appeared in evidence that the prisoner’s offence was
clearly the one contemplated by the 9th Article, he could
not be visited by the severest punishment it may award.

6. The Christian and surname of the accused and wit-
nesses, with their companies and regiments, must be stated ;
and the same care should be followed regarding all persons
connected with the offence to be tried and named in the
specification.

7. The charges and specifications having been drawn in
accordance with the above instructions, they will be signed
by the officer preferring them, or by the judge-advocate
of the court before which they are presented for trial.

8. All charges of a minor character, referring to cases
not capital, and which may be tried under the 99th Article
of War, as “conduct prejudicial to good order and military
discipline,” will be brought before a regimental or garrison
court-martial.

9. Regimental commanders will give the strictest atten-
tion to all charges submitted to them for their approval ;
and it is particularly enjoined upon the commanders of divi-
gions and brigades to cause all charges to undergo a careful
examination as regards their form, legality, and neatness,
before being forwarded to these head-quarters.

By command of Major-General McCLELLAN.

SETH WILLIAMS, Assistant Adjutant-General.

FORM OF STATING THE CHARGE.

1. Conduct prejudicial to good order and military dis-
cipline.

-2. “Contempt and disrespect towards his commanding
officer.”
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8. Mutiny.
4. “Striking, drawing, or lifting up a weapon upon his
superior officer.”
5. “Disobedience of orders.”
6 ¢Signing a false certificate.”
7. Desertion.
8. Absence without leave.
9. Drunkenness on duty.
10. Sleeping upon post.
11. Misbehavior or cowardice before the enemy.
12. “Disclosing the countersign.”
13. “Forcing a safeguard.”
14. Giving aid and comfort to the enemy.
15. Holding corespondence with, and giving intelligence
to, the enemy.
16. “Breach of arrest.”
17. Conduct unbecoming an officer and a gentleman.

ForM 1.—Charge and Specification preferred against
Private John A. Smith, Company A, 1lst Regiment
U. 8. Infantry.

CHARGE—“ Absence without leave.”
Specification—That Private John A. Smith, Company
“A,” 1st Regiment U. S. Infantry, was absent from his
company, without permission from proper authority, between
the hours of 12 and reveill, on the night of the 15th and
16th of August, 1861.
This at Camp Scott, N. Y.
[Signed]
Officer preferring charge, or Judge-Advooatc
Witnesses,
Private James Murray, Company “A,” 1st Infantry
« T. (’Brien, “« «
11
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ForM 2.—Charge and Specification preferred against
Private John A. Smith, Company “A,” 1st Reqiment
U. 8. Infantry.

CHARGE—* Desertion.”

Specification—That Private John A. Smith, Company
“A,” 1st Regiment Infantry, having been duly enlisted
into the service of the United States, did desert the same
on or about the 16th of August, 1861.

[Signed] ,
Officer preferring charge, or Judge-Advocate.
Witnesses,
Private J. Murray, Company “A,” 1st Infantry.
«  Pat Riley, « « «
«  Jas. G. Brien, ¢ « «

ForM 3.—Charge and Specification preferred against
Private John A. Smith, Company «“ A,” 1st Regiment
U. 8. Infantry.

CrARGE— Sleeping on Post.”’

Specification—That Private John A. Smith, Company
“A,” 1st Regiment Infantry, having been duly posted as
a sentinel, was found asleep on his post, between the hours
of 12 M. and 1 A.M., when visited by the corporal of the
guard.

This at Camp Scott, N. Y., on or about the 15th August,
1861.

[Signed]
Officer preferring charge, or Judge-Advocatc
‘Witnesses,
Corporal John Jones, Company “ A, 1st Infantry
- Private S. Murphy, “ “«
&e. &o. &e. &e.
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Form 4.—Charge and Specification preferred against
Private John A. Smith, Company “A,” 1s¢t Regiment
U. 8. Infantry.

CHARGE—“Drunkenness on Duty.”
Specification—That Private John A. Smith, Company
“A,” 1st Regiment Infantry, was drunk at evening parade
on the evening of the 15th of August, 1861.
This at Camp Scott, on or about the 15th of August,

1861. .
[Signed] X
Officer preferring charge, or Judge-Advocate.
Witnesses,
Corporal John Jones, 1st Regiment Infantry.
Private S. Murphy, « “ “

ForM 5.—Charges and Specifications preferred against
Private John A. Smith, Company “ A,” 1st Regiment
U. 8. Infantry.

CHARGE 1— Disobedience of Orders.”

Specification—That Private John A. Smith, Company
“A,” 1st Regiment Infantry, having been ordered by his
superior officer, Capt. A. Brown, 1st Regiment Infantry,
to fall into the ranks of his company (the said Capt. Brown
being in the execution of his office), did wilfully refuse to
obey said order, and did reply in words or figures to wit:
“T’'1l be d d if I will fall in,” or words to that effect.

This at Camp Scott, N. Y., on or about the 15th of
August, 1861.

CHARGE 2—Disrespect to his Superior Officer.”
Specification—That the aforesaid private John A. Smith,
Company “ A,” 1st Regiment Infantry, having been ordered
by his superior officer, Capt. A. Brown, 1st Infantry, to fall
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into the ranks of his company, did reply to the said Capt.
Brown in a disrespectful manner, in words and figures to
wit: “I’ll be d——d if I fall in,” or words to that effect.
This at Camp Scott, N. Y., on or about the 15th of
August, 1861.
Capt. —— ——, 1st Regiment Infaniry,
or Judge-Advocate of the Court.

Witnesses,
Private John Murray, Company “A,” 1st Reg‘t Infantry.
«  DPatrick Riley, « “ “
« James O’Bnen, « « « «

(Note to Par. 8 in the circular.) By sec. 7 of the Act
of July 17, 1862, a field-officer is authorized to act in the
cases alluded to in this paragraph. In the absence of a
field-officer the commanding officer cannot do otherwise
than detail a regimental or garrison court-martial.

“SEo0. 7. And be it further enacted, That hereafter all of-
fenders in the army, charged with offences now punishable
by a regimental or garrison court-martial, shall be brought
before a field-officer of his regiment, who shall be detailed
for that purpose, and who shall hear and determine the
offence, and order the punishment that shall be inflicted ;
and shall also make a record of his proceedings, and submit
the same to the brigade commander, who upon the approval
of the proceedings of such field-officer shall order the same
to be execyted : Provided, That the punishment in such
case be limited to that authorized to be inflicted by a regi-
mental or garrison court-martial; and provided, farther,
That in the event of there being no brigade commander,
the proceedings as aforesaid shall be submitted for approval
to the commanding officer of the post.”

The following section of the Act of March 3, 1863,
creates additional offences, over which military courts have
jurisdiction in time of war:—
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“8xc. 830 And be it further enacted, That in time of war
insurrection or rebellion, murder, assault and battery, with
an intent to kill, manslaughter, mayhem, wounding by
shooting or stabbing, with an intent to commit murder,
robbery, arson, burglary, rape, assault and battery, with an
intent to commit rape and larceny, shall be punishable by
the sentence of a general court-martial or military commis-
sion when committed by persons who are in the military
service of the United States and subject to the Articles of
War; and the punishment for such offences shall never be
less than those inflicted by the laws of the State, Territory,
or District in which they may have been committed.”

Letters of Transmittal,

257, All returns, reports, and other papers to higher
authority should be accompanied by a letter of transmittal,
stating the character of the papers transmitted, and giving
any explanations that may be necessary.

258, A letter to higher authority should be signed by
the officer himself who sends it, and not by some other of-
ficer under his direction, and should be directed to the adju-
tant, if intended for the colonel or post commander, and to
the Assistant Adjutant-General, if intended for brigade
or division head-quarters or the head-quarters of the army.
Superiors address their communications through their staff
officers to the commanders direct that are subordinate to
them, and not to their adjutants or staff officers.

259, When possible, all letters of transmittal and other
papers should be folded the size of ordinary letter-paper
folded in three folds. The dimensions are three and a half
inches wide and eight inches long. Letters of trans-
mittal and other official letters, when endorsed, should give,

first the place and date, then the name and rank of the
: 11*
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writer and his regiment, and, finally, a brief summary of
the contents, as follows, viz. :—

CaMp CHAsg, OmH1o, January 8, 1863.

Capt. A—— B y
2d U. 8. Cavalry,
Commanding Company A.

Letter transmitting Quarterly Return of Clothing,
Camp and Garrison Equipage, for the fourth quarter,
1862.

260, Some departments do not require endorsements,
preferring to do it themselves in their own offices, to insure
their correctness. The above, however, is the correct en-
dorsement. It should be made on the first or top fold.

261, The following is the usual form of all letters. The
address may be either at the top or bottom of the letter,
viz. :—

Caup CHASE, OH10, January 5, 1863.
SIR :—

I have the honor to enclose herewith Quarterly Returns
of Clothing, Camp and Garrison Equipage, in duplicate
for the 4th quarter of 1862, with one complete set of
vouchers.

Very respectfully, your ob’t serv’t,
A— B—,
Capt. 2d U. 8. Cavalry, Comm’dg Co. A.
GeN. M. C. Mz1cs, ’
Quartermaster-General U. S. A.,
Washington, D. C.
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262. All official letters should be dated, signed, and ad-
dressed in the foregoing form. Each letter should, as far
as possible, relate to one subject, and matters relating to
and affecting different departments of the army should in
no case be put in the same letter, but each should be made
the subject of a separate communication.

263, Reports of service performed, or transactions of
the company, are also made the subject of a letter-in the
foregoing form, as the report of a skirmish or reconnoissance.

Oomplaints and Applications of Soldiers.

264, Soldiers are frequently totally incapable of putting
their complaints or applications in writing, for the want of
education; and, as it is often necessary that they should be
a matter of record, especially where they are to be referred
to higher authority, the company clerk should be required
to put them in proper form. An example is given below

Caup CHASE, OHI10, January 21, 1863.
SiR :(—

I have the honor to call the attention of the commanding
officer of the regiment to certain acts of ill treatment that
I have received at the hands of Lieut. J. C—-,2d
Lieut. 1st U. S. Infantry. (Here give the circumstances
of the ill treatment in detail.)

Respectfully submitted for the action of the commanding
officer of the regiment.

Very respectfully, your ob’t serv’t,

C D—,

Private Co. A. 1st U. 8. Infantry.
Lieut. Le— M—,
1st Lieutenant and Adjutant.
1st U. 8. Infantry.
Approved and forwarded,
A B—
Capt. Company A, 1st U. S.Infantry.
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265, The 35th Artiele of War requires the commanding
officer of the regiment to order a regimental court-martial
in cases like the foregoing, from whose action either party
may appeal to a general court-martial, whose action will be
final.

266, The following is the form of an application to be
transferred from one company to another in the same
regiment, viz. :—

Caxp CHASE, OHI10, January 20, 1863.
SIR :—

I have the honor to apply to be transferred from Com-
pany “A” to Company B, for the following reasons. (Here
state the reasons for making the application.)

Very respectfully, your obedient servant,
A— G—j
Private Co. 4,1st U. 8. Infantry.

Lieut. L—— M—,
1st Lieut. and Adjutant,
1st U. S. Infantry.

Approved,
J P—,
Capt. Co. A,1st U. S. Infantry.
J J—

Capt. Co. B, 1st U. S. Infantry.

In cases of applications for a transfer in the same regi-
ment, it is necessary to have the approval of the com-
manding officers of the companies to which the soldier
belongs and to which he desires to transfer, before submit-
ting to the regimental commander. Where the application
is to be transferred from one regiment to another, in addi-
tion, it is necessary to have the approval of the command-
ing officers of both regiments, before it is sent up to the
commanding general. In the same regiment, but to differ-
ent posts, it is necessary to have the order of the depart-
ment commander.
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Leave of Absence.

267, Applications for leave of absence must be made in
writing, when desired by officers, and must be endorsed
either Approved or Disapproved by the intermediate com-
manders, a8 in the case of a lieutenant by his captain, the
commanding officer of the regiment, brigade, and division,
and corps or army commander, until it arrives at the
authority competent to grant the desired leave. It may be
addressed to the first or last commander, always remember-
ing that the adjutant and adjutant-generals are the repre-
sentatives of the commanders in.such cases.

268, The length of, and authority to grant, leaves of
absence are regulated in Orders, in time of war. In time
of peace thg commander of a post may grant leaves of
absence not to exceed seven days at one time in the same
month; the commander of a department, not to exceed
sixty days; the commanding general of the army, not to
exceed four months; and for any longer period the applica-
tion must be submitted to the Secretary of War.

269, An application including in it permission to apply
for an extension, the term of the extension should be
stated. Applications for a leave of absence on account of
sickness should be accompanied by a surgeon’s certificate.
(See Form, par. 185, Reg.)

270, The form of an application is that of an ordinary
official letter, viz. :—

. Camp CHASE, OHIO, January 15, 1863.
SR :—

I have the honor to request a leave of absence for sixty
days, for the purpose (here state the locality he desires to
visit, and the reasons therefor), with permission to apply
for an extension of two months.

I have not received a leave of absence longer thun seven
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days since (here state the time the officer has been without a
leave of absence).

Captain J—— L—— and Lieutenant C—— D—— are
both serving with the company to which I am attached, and
my services can readily be spared for the period desired.

Very respectfully, your obedient servant,

L—M—r7y
Major J- C—, 1st Lieut. 2d U. 8. Cavalry.
Assistant Adjutant-General,
Department of P- .

271, Leaves of absence are rarely refused where there
are two other officers serving with the company to which
the officer belongs, in time of peace. It is, therefore, com-
mendable in officers to serve with their proper companies
as much as possible, in order that the indulgence of leaves
of absence be shared alike.

The following law has recently been passed (Act March
3, 1863):—

“8kc. 31. And be it further enacted, That any officer
absent from duty with leave, except for sickness or wounds,
shall, during his absence, receive half of the pay and
allowances prescribed by law, and no more; and any offi-
cer absent without leave shall, in addition to the penal-
ties prescribed by law or a court-martial, forfeit all pay or
allowances during such absence.”

Resignations,

272, The same rules apply for forwarding resignations
as for applications for leaves of absence. The resignation
38 not final until it has been accepted.

273+ Resignations are usually sent to the Adjutant-
General of the army, except in case where an officer
recigns on account of ill health, and the resignation is
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accompanied by a surgeon’s certificate to the effect that the
officer is rendered unfit for duty.

274, Resignations tendered under charges should be
accompanied by a copy of the charges, or a statement of
the case in the absence of written charges.

275+ An officer is not permitted to resign until he has
rendered all his accounts, and has turned over or is pre-
pared to turn over all the Government property for which
he is accountable.” When the date at which the resignation
is to take effect is not stated, it is limited to thirty days
from the date of the order.

276, To enable an officer to leave hls command at once
on leave,of absence, the resignation must be unconditional
and immediate, and the officer’s address should be given,
where the acceptance may be sent to him.

The following form is customary, viz. :—

Caup CHASE, O=HIo, Jan. 17, 1863.

S1r :—I have the honor herewith to tender my resigna-
tion as 2d lieutenant in the 1st Regiment U. S. Infantry, on
account of (here the officer will state any reason which he
may think proper).

I certify, on honor, that I am not mdebted to the United
States on any account whatever, and that I am not respon-
sible for any Government property, except what I am pre-
pared to turn over to the proper officer on the acceptance
of my resignation,and that I was last paid by Major D——
C— to include the 31st day of December, 1862

Very respectfully, your obedient servant,
- C M—
Gen. L—T—, 2d Lieut. 1st U. S. Infantry.
Adj’t-Gen. U. 8. A., Washington, D.C.

Enlistments and Re-enlistments.
277, The company may be kept up to the maximum
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strength by enlistments and re-enlistments in the company;
but the maximum cannot be exceeded. In infantry the
maximum is 98 enlisted men, in cavalry 100, and in a
battery of artillery 147. The following are the organi-
zations as allowed by existing laws (see Gen.Orders No
126, 1862, and Act March 3, 1868, sec. 37) :—

Company of Infantry.

1 Captain, 4 Sergeants,
1 First Lieutenant, 8 Corporals,
1 Second Lieutenant, 2 Musicians,
1 First Sergeant, 1 Wagoner,
And { 64 Privates—minimum. .
82 Privates—maximum.
Company or Troop of Cavalry.
1 Captain, 1 First Sergeant,
1 First Lieutenant, 1 Quartermaster Sergeant,
1 Second Lieutenant, 1 Commissary Sergeant,
5 Sergeants, 2 Farriers or Blacksmiths,
8 Corporals, 1 Saddler,
2 Trumpeters, 1 Wagoner, and
78 Privates.

Battery of Artillery.
1 Captain, 4 Sergeants,
1 First Lieutenant, 8 Corporals,
1 Second Lieutenant, 2 Musicians,
1 First Sergeant, 2 Artificers,

1 Quartermaster Sergeant, 1 Wagoner, and
122 Privates.

To the above organization of a battery one first and one
second lieutenant, two sergeants, and four corporals may be
added, at the President’s discretion. The authority for
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this addition is generally given for a full battery of six
pieces.

278, The commanding officer of each regiment generally
details an officer—usually a lieutenant—to attend to the
recruiting in the regiment. He can be supplied with funds
for the payment of bounty through the commanding officer
of the regiment. All soldiers enlisting or re-enlisting in
the regiment should be referred to him.

279, One hundred dollars bounty is now allowed to each
soldier who serves two years or more. A soldier who enlists
for this or a longer period is entitled to an advance of $25
of this bounty (Act July 22, 1861, sec. 5), and a premium
of $2. (Act June 21,1862.)

280, Volunteers, not to exceed ten from any one com-
pany, have been permitted to enlist in the regular service to
serve out the unexpired portion of their enlistments, or for
afull term. (See Gten. Orders Nos. 1564 and 162 ; the Act of
March 3, 1863, sec. 36, rescinds these orders; but those
who enlisted prior to Feb. 10, 1863, are entitled to the
benefits of them. If they have received the above advance
and premium, they are not entitled to it again, but receive
the balance at the expiration of their term of service.

281, In the absence of a recruiting officer, company
commanders may enlist soldiers in their own companies, or
re-enlist men whose terms of service have expired; and in
the absence of funds to pay the bounty and premium, it
may be paid by the paymaster on the first pay-roll.

282, Triplicate enlistment papers are made out by the
officer enlisting the soldier. One is sent to the Adjutant-
General at Washington, the other to the adjutant of the
regiment, and the last is retained by the officer. Blanks
for the purpose are obtained like any other blanks furnished
by the Adjutant-General’s Department.

283, The re-enlistment of a soldier is precisely similax
12
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to an enlistment, except that re-enlistment blanks are used,
which show the length and nature of former services.

Volunteers and Militia.

284, Volunteers and militia are generally called out
under some law authorizing the call, or in a great emer-
gency by the Governor of a State or Territory, trusting to
the approval of Congress and a reimbursement of the ex-
penses incurred.

285, When volunteers are mustered into the service of
the United States they are subject to the same laws and
regulations as the troops of the Regular Army, except so
far as the special law under which they are called out may
modify them.

286, “No officer or enlisted man of volunteers is pro-
perly in the service of the United States, or authorized to
receive pay, until mustered in by the proper officer; and
no officer is properly out of service until discharged in
orders, or mustered out by the proper officer.” (G. O. No.
48, W. D. 1863.)

287, Mustering officers are generally appointed from the
Regular Army to muster volunteers into service; they re-
ceive their instructions from the War Department. They
are stationed at convenient points, or appointed for specifi
commands, and to these officers volunteers must apply to be
mustered in or out of service,

288, Volunteer officers must produce a commission or
appointment from the Governor of the State before they
can be mustered in, and for every new grade to which they
nttain they must be mustered out of the old and mustered
mto the new. Enlisted men must be discharged before
they can be mustered in as commissioned officers. Musters
cannot be dated back, except by authority from the Ad-
jutant-General, and payment commences on the date of
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nuster. No officer can be mustered into service unless a
vacancy exists. Officers organizing troops must have men
enough to correspond to their rank; thus, when one-half
the company has been mustered into service, the first lieu-
tenant can be mustered in, and when the company is com-
plete, the captain and second lieutenant can be mustered in.

Field and staff officers of regiments can be mustered into
gervice upon the completion of the organization of regi-
ment or companies, as follows :—

INFANTRY.
Colonel and chaplain—entire regiment.
Lieutenant-colonel—four companies.
Major—six companies.

OAVALRY.
Colonel and chaplain—entire regiment.
Lieutenant-colonel—six companies.
Majors—one for every four companies.

ARTILLERY.
Colonel and chaplain—entire regiment.
Lieutenant-colonel—six companies.
Majors—one for every four batteries.

289, In organizing a volunteer company the enlisted
men can be mustered in from date of enrollment. The
captain causes a complete roll to be made; blanks for the
purpose can be obtained from the mustering officer. The
names are entered on the roll in the order of rank in every
grade, and the privates alphabetically. It is the mustering
officer’s duty to reject all officers or soldiers physically dis-
qualified. (For more complete information on the subject
of mustering in and out of service, see Instructions for
making Muster Rolls, dc., and Gen. Order No. 48, 1863,
issued by the War Department.)
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TABULAR LIST OF ROLLS, RETURNS, AND REPORTS

DESIGNATION. ‘WHEN TO BE MADE.

To Adjutant-General.

Muster Roll of Company* Every two months............
Tuventory of Effects of D d Soldi 1 diately.
Final St ts of D d Soldiers DO. srcvrrssennnnesennes

To the Quartermaster-General.

Duplicate Returns of Clothing, Camp and Garrison
Equipage, and Quartermaster’s Property—one
with and one without vouchers...........cccuuneneee, End of every quarter.......

To the Chief of Ordnance.

Returns of Ord and Ord Stores. End of every quarter.......
Certificate of Inventory on Return of Ordnance and

Ordnance Stores Yearly—in June..............
Report of Damaged Arms, End of every two months.

To Regimental Head- Quarters.

Descriptive List of Men Joining End of every quarter.......
Return of D d Soldiers, Do. crerens
Return of the Comy End of every month.........

Yy
Transcript of Orders making temporary appoint-
ments of Noncommissioned Officers, or reducing
Non-commissioned Officers, at Posts not Regi-

mental Head-Quarters................. veeeen I diatel
Inventory of Effects of D 1 Soldi Do. ..
Final Statements of D d Soldi Do.
Return of Blaunks. [ End of every qua.rter.. .

To Post Adjutant.

Moruing Report of C: y. Each morning........cormavene
Monthly Return of Compuny (to be returned to
Company Commander for file)......cccccerverecrernrennnen End of every month.........

Return of Company Fund with Compuny Council
Book ccovrerenninininniniia End of every four months.

The same Returns as above are to be made by Officers commanding Bands or
Company Officers, when on Regimental Recruiting Service, make to the
TENDENT (Regimental Commander), the same Reports and Returns as rendered by
When soldiers die possessed of no effects, the fact will be so stated both upon
Returns of Deceased Soldiers will be forwarded even in cases where no deaths
properly headed and signed, with a black or red ink line drawn obliquely across

* Three MUSTER AND PAY ROLLS are made out at the same timew={wo for the Pay-
same time forwarded to the Adjutant-General.
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REQUIRED FROM COMPANY COMMANDERS.

PARAGRAPH OF

WHEN TO BE SENT. BY WHOM. RmUlLATION 8,
861.

Within three days thereafter..... | Mustering Officer....... 333 and 334.
Immediately Company C der. | 152.

DO, e, 152,
‘Within twenty days thereafter... | ............D0..cceureuneenn. | 1169, 1171, and 1173.
‘Within twenty days thereafter... | .....c.c.ee.DOecnrrerennns 1421,

Do. do. v | erevvnnnennaDOcnniniicene.. | 1425,

First day of subsequent month... 1395.

First day of subsequent month...
0. do. .

88 (4th claunse).
463,

D
Do. do. 458.
I diatel 3 1 1. SRR 74 and T9.
Do. o Do 152.
Do. ves | vennneeenns 3 174 ST 152.
As soon a8 completed.....occoeieenns | eeeeecenee DO iiiieiinan ... | Gen. 0., No. 13, 1842,
Before eight 0'clock AM....ccceeeer | weverneereDOeccnininneens | 236,
First of subsequent month......... | cceeueeee 3 1 1. .| 458.
Do. do. cessnee | ervennenerss DO ereenenenes | 206,

small detachments of troops.

ADJUTANT-GENERAL, QUARTERMASTER-GENERAL, CHIEF OF ORDNANCE, and SUPERIN-
Officers on the General Recruiting Service.  (Par. 985, Regulations of 1861.)

the Inventory and the Final Statement. (Par. 152, Regulations, 1861.)

have occurred during the quarter. In such cases, blank forms will be forwarded,
the body of the Return from left to right.

master and one to be retained with the Company, One MUSTER RoLL is at the

12»






INDEX.

THE NUMBERS REFER TO THE PARAGRAPHS.

A.

Abstraocts of charges, 113.
of Ordnance, 111, 112.
Administration, council of, 181.
Affidavits, 169.
form of, 172.
how taken, before whom, 173.
officer’s own, 174.
Annual return of casualties, 139.
Applioations for transfer, 266.
Arms and accoutrements of sick, 42.
requisitions for, 219, 220,

B.

Battery of Artillery, 277.
Blanks, allowance of, 214.
and blank books, 211, 212.
eompany, how obtained, 214.
for Q. M. Returns, 122, 212,213.
requisitions for, 215, 216.
requisitions for ordnance, 221.
Board of survey, 238.
by whom ordered, 245.
inventories for, 248.
in what cases, 239-244.
necessity of, 247.
proceedings of, 246, 249.
should not omit, 250.
Books for a regiment, 217, 218.
kept in a company, 2.
Bounty, 279.

C.

Camp and garrison equipage, 98.
allowance of, 225, 226, 230.
charged to soldier, 100.
includes, 227.
inventories of, 99.
other articles of, 228.
requisitions for, 225-229.

Captains cannot excuse soldiers

Casualties, annual return of, 139.
Certificates of disability, 143, 144.
approved by, 145.
caution in making, 147,
discharges on, 156.
to whom sent, 146.
officers own, 174.
of property lost, 170, 171.
Charges to be made against sol-
diers, 42.
and specifications, 255,
how made, 256.
Clerk, books, papers, &e. kept by, 2.
duties of, 1.
Clothing book, how made out, 25.
what for, 24.
account, how computed, 28.
allowance of, 230.
damaged, 95, 96, 97.
extra, how issued, 27.
when charged, 27, 31.
how kept on hand, 101, 224,
how obtained, 225.
invoices of, 102, 103, 104.
over-issue of, how charged, 29,

pu;;imse of, from soldiers, 32,

receipt-roll, 105, 106,
how made, 26.

receipts of, 102, 229,

return, 94.

Company of infantry, artillery, and
cavalry, 277.

Clerk, 1.

fund, by whom disbursed, 37.
how acquired, 39.
how appropriated, 38.
how kept, 36.
return, how made, 40, 182,

139
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Complaints of soldiers, 264.

Counoil of Administration, 181.
Book, 184.
proceedings of, 183.
when convened, 182.

D.

Damaged arms, report of, 91.

Deceased soldiers, inventories of,
retun; of, 123.

Desoriptive Book, 43, 44.
discharges, deaths, &c.,in,

men transferred in, 47.
non-commissioned officers
in, 46.
officers in, 45.
Itoll, 50.
notes on, 51.
remarks on, 52.
soldiers not paid on, 53.
Details, how made, 21.
Discharges, 155.
but one given, 160.
dnp;iloa.tes of, prohibited,

how made out, 158, 159.
two months before, 157.

E.
Effects of deceased soldiers, 175,

177.
report of, 177, 179.
Enﬁ(&mment of ordnanoce papers,
Enlistment and re-enlistments, 277.
of volunteers in regular ser-
vioe, 280.
papers, how made, 282.
where sent, 282, 283.

F.

Final statements, 148.
if lost, 152.
in oase of death, 153, 176.
notes on, 149.

Forage, allowance of, 203.
commutation of, 204.
reduction of, 205.
surplus, 204.

INDEX,

Form of Proceedings of a Board
of Survey, 249.
of Council of Administration,
183.

Fuel, allowance of, 199, 202.
requisition for, 199, 200,
surplus, 201.

Furloughs, 162, 163, 168.
in time of peace, 167.

war, 168.
rules for, 166.

Q.

Garrison equipage, return of, 94.
requisitions for, 225.

I
Inspection reports, inventories, &e.,
235,

how made, 236, 237.
Inventories of effects of deceased
soldiers, 175, 176, 180.
Inventories, how endorsed, 178.
to whom sent, 175.
when a soldier dies away from
his company, 176.

K.

Killed and wounded, return of, 251,
252.

L.

Laundress, rations of, 196.
Leave of absence, 267.
applications for extension
of, 269.
authority to grant, 268.
form of application for,
270.
half-pay on, 271.
Letter of transmittal, 108, 257.
form of, 261.
how endorsed, 259, 260.
should relate to one subject,
261.
to higher authority, 258.

M.

Monthly return, 54.
Morning report, remarks on, 14
when made, 13.



INDEX.

Muster Rolls, abbreviations on, 85.
additional pay on, 78, 80.
bounty on, 79.
how and when made, 68,

89, 70, 71.
how paid on, 87.
notes on, 72, 73, 74.
on muster day, 90.
recapitulation, 86.
record on, 84.
remarks on, 75, 76.
soldiers dropped on, 81,82.
stoppages on, 77.
<ime given to make, 83.
to make what is neces-
sary on, 88.

0.

Officers must get certificates and
affidavits, 9.
must get invoices, 7.
must not mix property, 10.
must take care of property, 6.
must take receipts, 8.
not to accumulate unservice-
able property, 11.
with certain papers can make
returns, 12.
Order Book, how kept, 35.
Ordnance, damaged, 111, 115.
expended, abstract of, 111, 112.
invoices of, 114.
return, 107.
how made, 100, 107.

- P,
Papers, 4.
Passes, how signed, 164, 165.
rates for, 166.

Pay of soldiers, extra, 151.

how deposited, 150.
Premium for enlisting, 279.
Property, Quartermuwr’a, 232,

how wcounted for, 234.
Provision Returns, 185.

Q.
Quartermaster’s property, return
of, 117.

how obtained, 234.

141

Quartormas{;x‘;s property, lost, &e.

requisition for, 231, 233.
worn out, 121,

R.

Rations, 190, 195.
equivalent, 191,
extra, 194,
laundress’s, 196.
lost, 188.
of desiccated vegetables, 192,
of fresh beef, 193.
soldiers’, on furlough, 189, 197,
unfit for issue, 187.
Reocord book of target practice, 49.
Recruiting for a regiment and com-
pany, 278, 281.
Register of issues to soldiers, 41.
Report of damaged arms, 91.
Form, 92.
of service, 264.
of target practice, 253, 254.
Requisitions, 198.
for arms, 219, 220,
blanks, 211.
books, 217.
clothing, 222, 223.
forage, 203.
fuel, 199, 200.
Ql;t;’rtermuber’s property,
1.
stationery, 208.
straw, 200.
Resignations, 272-276.
Retained pay, 125, 164,
Return, monthly, 54.
abbreviations on, 65.
absent on, 63.
died, transferred, resign-
ed, on, 60.
extra and daily duty on,

62.
gain on, 61,
in whose name made, 67.
of killed & wounded, 251.
letter transmitting, 59.
notes on, 56.
remarks on, 57, 60.
ruling on, 64.
what is necessary to make,

55.
when delayed, 66.
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Return of Quartermaster’s pro-
perty, 117.
blanks for, 122.
invoices for, 118.
receipts for, 119.
of blanks, 137.
form, 138.
of casualties, 139.
how made, 141, 142.
of deceased soldiers, 123,
how made, 124-132.
of men joined, 133.
how made, 134-136.
of ordnance, 107.
of provisions, 185.
Roster, for stable guard, 22.
how kept, 20. .
passes and furloughs, 23

8.

Bavings of the company, 186.
Biok book, how kept, 16.

INDEX.

Soldiers for duty, unless excused,
15.
penalty for selling clothing,
34,

Stationery, allowance of, 208, 209.
should not be taken away, 210.

Straw, allowance of, 206, 207,

Surgeon excuses the sick, 17.

T.

Target practice, 49.
report of, 253.
Transfer, application for, 366.

V.

Volunteers and militia, 284,
Volunteers enlisted in the regular
army, 280.
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