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GENERAL INFORMATION

THE FEDERAL WORKS AGENCY AND DEFENSE HOUSING
As a Housing Manager you are identified with one of our largest Governmental organizatioms,

" the Federal Works Agency. We naturally want you to know something about it at the begin-

ning of your training. Especially do we want you to become aware of the single, dynam1c
purpose about which the Agency is integrated.

That purpose, in the words of President Roosevelt, is "To carry out the people s will,
promptly, effectively, without waste or lost motion."

The keynote of urgency inthis statement is lost upon none of us today. Speed, efficiency,
coordination—these objectives are imperative in our emergency Federal works programs,
The FWA has driven hard toward tliem in its brief existence. Hazardous delay and duplica-
tion of effort have been eliminated, and projected work has gone more and more swiftly

‘from drawing board into actual comstruction. As your acquaintance with the organization

broadens, you will sense among the personnel the will and determination that the tragic
mistakes of 1918 in defemnse preparat1on will not recur. '

But to think of the Agency in terms of emergency only is wrong., There are other great
objectives 1mp11c1t in the Executive Order of July 1, 1939, bringing the FWA into being.

For almost a generation before that, engineering societies in the United States had advo-
cated a department of public works for the Govermment. Their recommendation called. for the
centralization of planning andadministration in related Governmental constructionactivities.

The reason, of course, was that through centralization the ends of ecomomy and increased
social usefulness would be best served. .

The experience of the last decade in our national life demonstrated in another way the
soundness of this proposal. Increasingly it was recognized that Federal works provided a
method of stabilizing economic activity and employment, and one which, in varying degrees,
would be utilized for years to come.

The need for public buildings, roads, schools, houses, waterworks, playgrounds, airports,
parks—neighborhood and country-wide improvements of many kinds—will not be dissipated
with a receding threat to the Nation from without. It is rather a need that will be felt
more strongly than ever before when the th.ight and energies of the people can be turmed

" fully again to internal welfare,

So with abundant justification the Federal Works Agency was created. By terms of the
President's Reorganization Plan five constituent agencies were consolidated uander it. All
these are well known to the public at large, and all have closely related purposes and
functions.

The Public Roads Administration, responsible forthe creation of a unified highway system, -
is one of the oldest of the Federal services extended to the Nation. Ranking with it in
age is the Public Buildings Administration, charged with housing the work and workers of
the Federal Government throughout the States and Territories.

A.001



Fd 8

A.002 & FWA DEFENSE HOUSING MANAGERS' MANUAL

‘With briefer, but mo less commendable records, are the three other great agencies which
in the span of 10 years have proved their value in almost every town and city: The Work

Projects Administration, operating a work program for able~bodied men and women who cannot

tind employment in private industry; the Public Works Administration, concerned with major
public comstruction; and the United States Housing Authority, dedicated to.the clearancev
of slums and the bu11d1ng of decent, low-rent homes for American citizems. '

BEach of these agencies has contributed steadily to the morale and health of our people.
everywhere, and has helped todeepen our loyalty and pride and faith in owr own Government.

The Federal Works Agency was not created because any one of them failed, nor because it

was felt that a new organization should engage in public comstructions and services. FWA -

is purely an administrative agency through which the five existing programs are integrated
and through which they can most efficiently plam and schedule their various works.

The small staff organizations assisting the Administrator in correlating comstituent mait
functions show the range of expert attention given to each Agency problem. Included in
the formulation of every policy and procedure are the Geperal Counsel, the Executive As-
sistant and Budget Officer, the Director 'of Research amd Statistics, the Director of In-
formation, the Management Engineer, and the Director of Investigation, the Consultant on
Public Works and Coordinator of the Public Work Reserve, the Director of the Division of
Mutual Ownership, the Special Assistant to the Administrator on Labor Relations, and the
Director of Personnel.

The Gemeral Counsel, by way of explanation, directs and coordinates the work of the legal
staffs of the constituent administrations, and maintains the necessary relat1onsh1ps with
the offices of the Attorney Genmeral and the Comptroller Genmeral.

The Executive Assistant and Budget Officer carries supervisory responsibility for the
budgetary activities of the five units, and prepares the consolidated works budget. Another
impoftant duty is the planning of improvements in procedure throughout the Agency, an es-
sential activity relating to budgeting functionms. Itis through this office that all com-
stituent units deal with the Bureau of the Budget,

The Director. of Research and Statistics. provides the Adm1n1stra.tor with facts and analyses,
derived from the research and statistical data of the five units. Program plafning and
general direction and supervision of operating programs are baseéd upon his findings. All
constituent units clear through this office with other research and statistical agenc1es
of the Government.

The Diréctor of Informationm is respomsible for giving public information on the upified
progran, stress1ng the social value and economy inherent inm it. It is through this olt1ce'-
that all constituent units clear with the Office of Government Reports.

The Nanagement Engineer devises methods of scheduling and controlling construction opera-
tions of theunits, so that program bemefits are brought as quickly and cheaply as possible
to the public. Centralization of management authority alome has already resulted in large
administrative savings and better schedule control inthe progress of the works undertakem. -

The Director of Investigations conducts such investigations as are required by law to -
protect the Goverament in its. business operat1ons. Hhcnever-necessary, he cleaxns with. the

" Federal Bureau of Investigation.

The Conssitant on Public Works.and Coordinator of the Public Work Resorye is respons1ble
for developing a shelf of public works projects to facilitate the transition from an éemer-
gency economy to a peacetime economy.  This work is coordinated by the FWA in. cooperation
with the National Resources Planning Board, and will later be more spec1t1ca11y related to»‘
the programs of municipalities, cities, and states. :

The Dirgctor of the Division of Nutual Ownership is concemed with the develop-ent of
defense housing under a mutunal-ownership plan that gives tenants increasing equity.
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The Special Assistant tothe Administrator on Labor Relations handles all labor standards,
programs, and problems connected with the construction activities of the FWA, and clears
routinely with the Labor Department as well as with other labor agencies.

The last of these specialized assistants, the Director of Persomnel, is charged with the
duty of establishing uniform personnel procedures throughout the units, and with bringing
them into harmony with those of other executive establishments through the Council of Per-
sonnel Administration, of which he is a member.

This then, is the composition of the Office of the Administrator, and the great engineer-
ing responsibility it discharges.

When the Lanham Act was approved on October 14, 1940, a new job naturally came to the
- Agency. By the Act, Congress specifically authorized the Administrator to acquire or con-
struct and manage Defense Housing projects wherever the President found that anacute short-
age of housing threatened to hold up defense activities, and wherever private construction
interests-were unable to meet the immediate needs.

To accomplish the purposes of the Lanham Act, and to make effective use of all exlst1ng
public construction agencies, within the Federal Works Agency and without, the Adm1n1straf
tor established a Division of Defense Housing and appointed, as its Director, Mr Clark
Foreman, The two appropriations from Congress and the $45,000,000 turned over to us by the
Army have been allocated for the construction of the houses which the President has autho- .
rized us to build.

Standards for construction and livability have been adopted to govern all construction in
this program. At the same time, we have worked with full recognition of the emergency which
confronts the country, taking advantage of the production system that is used in the most
advanced business enterprises. We schedule every single project authorized by the President
and follow it through preliminary planning stages, construction, and up to the moving in of
the tenants., . Every step in this 'schedule is followed closely at production meetings held
‘once a week in the Administrator's office. Already we are starting construction 59 days
after the project is authorized. The schedule is constantly examined in an effort to‘short-

en the time. Except where unusual conditions necessitate a longer time, we ask for bids .

from the contractors on the basis of 90 days for comstruction. We expect the managers to
have completed allpreliminary temant selection before the houses are available for occupancy
so that tenants can be moved in immediately, when the houses are ready.

Less than a year has elapsed since defense housing was declared vital and essential to
our emergency preparation. Yet, as you already know, thousands of families of men engaged
directly in defense activities have moved into these new homes.

The Federal Works Agency is justly proud of its achievement. Behind every development—
behind the one to which you go as manager and representative of the Federal Government—
there is a story of teamwork in planning and action. There is a story, too, of our keen

“sense of responsibility tothe people of this Nation who pay the bill and pay our salaries.
Let's not forget it. Let's do a bang-up job every day.

~ In a recent radio address the Administrator said: "From this moment on, when we thinkof

defense homes we will think of ships and airplanes and tanks; and when we think of ships

and airplanes and tanks we will think of the freedomof the sea and the freedom of the air
and of the land; and when we think of the freedom of the sea and the freedom of the air and .
the freedom of the land we will think of the security of the United States of Americaas

"a free nation holding its historic place in the world of nations."

We welcome you into a loyal organization that has this vision of our job—-toshareand to
accomplish a great undertaking.

"The people’s will * * * without waste or lost motion.”

‘ John Carmody,
Administrator, Federal Works Agency.
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LANHAM ACT

(Public—~No. 849—76th Congress)
{Chapter 862—3d Session)
(H.R. 10412)
AN ACT
To expedite the provision of housing in connection withnational defense, and for other purposes.

Be it enacted by the Senate and House of Representatives of the United States of America
in Congress assembled

Section 1. In order toprovide housing for persons engaged in national-defense activities,
and their families, in those areas or localities in which the President shall find that an
acute shortage of housing exists or impends which. would impede national-defense activities
and that such housing would not; be provided by private capital when needed, the Federal
Works Administrator {hereinafter referred to as the "Administrator") is authorized:

{a) To acquire prior to the approval of title by the Attorney Gemeral (without regard to
sections 1136, as aﬁended, and 3709 of the Revised Statutes) improved or unimproved lands
or interests in lands by purchase, donation, exchange, lease (without regard to section 322
of the Act of Jume 30, 1932, (47 Stat. 412), as amended, the Act of March 3, 1877 (19
Stat. 370),or any time limit on the availability of funds for the payment of remt), or
condemnation [including proceedings under the Acts of August ‘1, 1888 (25 Stat. 257), March 1,
1929 (45 Stat. 1415), and February 26, 1951 (46 Stat. 1421).

(b) By contract or otherwise (without regard to sections 1136, as amended, and 3709 of
the Revised Statntes, section 322 of the Act of June 30, 1932,(47 Stat. 412), or any Federal,
State, or municipal laws, ordinances, rules, or regulations relating toplans and specifica-
tions or forms of contract, the approval thereof or the submission of estimates therefor)
prior to the approval of title by the Attorney -General to make surveys and invpgstigations,
plan, design, comstruct, remodel, extend, repair, or demolish structures, buildinpgs, im~
provements, and community facilities, on lands or interests in lands acquired under the
provisions of subsection (a} hereof or on other lands of the United States which may be
available (transfers of which for this purpose by the Federal agency havimg jurisdiction
thereof are hereby authorized notwithstanding any other provisions of law), provide proper
approaches thereto, utilities, and tramsportation facilities, and procure necessary mate-
rials, supplies, articles, equipment, machinery, and do all things necessary in connection
therewith to carry out the purposes of this Act: Provided, That the cost-plus-a-percentage-
‘of-cost system of contracting shall not be used, but this proviso shall not be construed
to prevent the use of the cost-plus-a-fixed-fee form of contract: Provided, That the cost
per family dwelling unit shall not exceed anaverage of $3,000 for those units located with-
in the continental United States nor an average of $4,000 for those located elsewhere, and
the cost of no family dwelling unit shall exceed $3,950 within the continenta: United States
or $4,750 elsewhere, exclusive of expenses of administration, land acquisition. public
utilities, and community facilities, and the aggregate cost of community facilities shall
not exceed 3 per centum of the total cost of all projects.

Section 2. As used inthis Act (a) theterm "persons engaged innational-defense activities"
shall include (1) enlisted men in the naval or military services of the United States; (2)
employees of the United States in the Navy and War Departments assigned to duty at naval
or military reservations, posts, or bases; (3) workers engaged or to be engaged in indus-
tries connected with and essential to the national defense; (b} the term "Federal agency"
means any executive department or office (including the President), independent establish-
ment, commission, board, bureau, division, or office in the executive branch of the United
States Goverament, Or other agency of the United States, including corporations in which
the United States owns all or a majority of the stock, directly or indirectly.
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Section 3. The sum of $150,000,000 toremain available until expended, is hereby authorized
to be appropriated to carry out the purposes of this Act in accordance with the authority
therein contained and for administrative expenses in connection therewith: Provided, however, .
Tha; the Administrator is awthorized to reimburse, from funds which may be appropriated
pursuant to the authority of this Act, the sum of $3,300,000 to the emergency funds made
available to the President under the Act of Jane 11, 1940, entitled "An Act making appropria-
tions for the Navy Department and the naval service for the fiscal year ending June 30, 1941,
and for other purposes"” (Public, Numbered 588), and the sum of $6,700,000 to the emergency
funds made available to the President under the Military Appropr1at1on Act, 1941 approved
June 13, 1940 (Public, Numbered 611). .

Section 4. When the President shall have declared that the émergenéy declared by him. on -
September 8, 1939, to exist, -has ceased to exist (a) the authotity contained in:section 1.
hereof shall terminate except with respect to contracts on projects previously entered into-
or undertaken and court proceed1ngs then pending, and (b) property acquired or constructed
vnder this Act shall be dlsposed of as ptomptly as may be advantageous under ﬂmecarcunstances
and in the public interest.

Section 5. Where any Federal agency has funds tor the provision of hou51ng in connection
with national-defense activities it may, - 1n its discretion, make transfers ‘of t%ose funds,
‘in whole or in part, to the Adm1n1strator, and the funds so transferred shall be ‘available
for, but only for, any or all of the objects and purposes of and in accordance with all
the authority and limitations contained in this Act, and for adm1nlstrat1ve .expenses in
connection therewith.

- Section 6. Moneys derived from rental or operation of property acdu1red or constructed
_under the provisions of this Act shall be returned to the appropriation authorized by
- this Act. and shall, be available for expenses of operation and mainterance including ad-
ministrative experses in comnection therewith, and the unobligated balance of the moneys
so deposited shall be covered into the Treasury at the end of each fiscal year as miscel-
laneous receipts. ' ‘

Section 7. Notwithstanding any other provisions of law, whether relating to the acquisi-
tion, handling, or disposal of real orother property by the United States or to other mat-
. ters, the Administrator, with respect to any property acquired or constructed under the
provisions of this Act, is authorized by means of Goverament personnel, selected qualified
pr1vate agencjes, or public agencies (a) to deal with, maintain, operate, admirister, and
insure; (b) to pursue to final collection by way of compromise or otherwise, all claims
arising therefrom; (c) to rent, lease; exchange, sell for cash or credit, and convey the
whole or any part of such property amd to convey without cost portions thereof to local’
mun1c1pal1t1esforstreetorcnher public use: Provided, That any such transaction shall be
‘upon such terms, including the period of any lease, as may be deemed by the Admimistrator
to be in the public interest: Provided further That the Administrator shall fix fair
rentals, on projects developed pursuant to this Act, which shall be within the financial
reach of persons engaged in national defemse: Prpvided further, That any lease authorized
hereunder shall not be subject tothe provisions of sect1on 321 of the Act of Jume 30, 1932
(47 Stat. 412).

Section 8. In carrying out the provisions of this Act the Administrator is authorized
to utilize and act through the Federal Works Agency and other Federal agencies and any
local public agency, with the comsent of such agency, and any funds appropriated pursuant
to this Act shall be available for transfer to any such agency in re1mbursement therefor.
Nothing in this Act shall be construed to prevent the Administrator from employing or ut1-
‘lizing the professional services of private persons, firms, or corporations.

Section 9. The Administrator may enter into any agreements to pay annual sums in lieu of
taxes to any State or political subdivision thereof, with respect to any real property
. acquired and held by him under this.Act, including improvements thereon. The amount so
paid for any year upon any such property shall not exceed the taxes that would be paid to
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the State or subdivision, as the case may be, upon such property if it were not exempt from
taxation.

Section 10. Notwithstanding any other provision of law, the acquisition by the Adminis-
trator of any real property pursuant to this Act shall not deprive any State or political
subdivision thereof of its civil and criminal jurisdiction in and over such property, or
impair the civil rights under the State or local law of the inhabitants of such property.

Section 11. The Administrator is authorized to make such rules and ‘regulations as may
be necessary to carry out the provisions of this Act, and shall establish reasonable stand--
ards of safety, convenience, and health.

Section 12. Notwithstanding any other provision of law, the wages of every laborer and
mechanic employed on any comstruction, repair, or demolition work authorized by this Act
"shall be computed on a basic day rate of eight hours per day and work in excess of eight
hours per day shall be permitted upon compensation for all hours worked in excess of eight
hours per day at not less than one and one-half times the basic rate of pay. Not less than
the prevailing wages shall bepaid in the construction of defense housing authorized herein.

Section 13. If any provisien of this Act, or the application thereof to any personms or
circumstances, is held invalid, the remainder of this Act, orapplication of such provision
to other persons or circumstances shall not be affected thereby. :

Section 14. At the begimning of each session of Congress, the Administrator shall make to
‘Congress a full and detailed report covering all of the transactions authorized hereunder.

Approved, October 14, 1940
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THE DEFENSE HOUSING DIVISION

Adequate housing is necessary to build morale for a successful defemnse program. Uir de-
fense workers and their families must be adeguately housed at rents they can afford to pay,
for only healthy and happy workers can produce at the high rate of efficiency required in
these times. To assure this, the Division of Defense Housing of Federal Works Agency has
been established to plan, develop, and administer defense-housing activities and ultimately
to dispose of the properties in the public interest when the national emergency has ceased
to exist. Qur first job, then, is to construct the public defense housing authorized by
the President and to manage the houses so as to do the utmost toward building good morale.

Administrator John M. Carmody's first order tome was that we should ask for the coopera-
tion of, and work with all existing housing agencies. The Federal Works Agency has, there-
fore, not only built houses through this Division and the Division of Mutual Ownership but
also through the Public Buildings Administration, the United States Housing Authority—both
of which are in the Federal Works Agency—and through the Navy, the Army, Tennessee Valley
. Authority, Farm Security Admimistration, The Alley Dwelling Authority of the District of
Columbia, and some local housing authorities. As new projects are being built we are try-
ing to take advantage of the experience of these various agencies in the projects already
built. We are striving for a type of construction that will be ecomomical, both initially
and for maintenance over a long period. We want every dollar spent to prov1de the utmost
. in livability for the defense workers.

By reviewing all plans, specifications, and site layouts for defense-housing projects we
endeavor to see that the projects are planned so as to provide the most satisfactory liv-
" ing guarters and to see that the construction is such-as to permit efficient and economical
-operation and maintenance. Mr. 0. Kline Fulmer, an architect who has also had considerable
management. experience, is in charge of the Construction Review Section. It is his job to
protect us; it ishis job to see toit that we do not comstruct projects that will be inade-
quate for living, or costly to manage and maintain. Comments and suggestions from our
operating personnel in the field, made in the light of their experiences in management, will
be welcomed. We want your constructive criticism not only of the houses but of the site
plan and other facilities as well. You are the men to whom we must look for constaat help
in improving our program,

You managers will be the personal representatives of the Administrator on the project,
and the whole Federal Works Agency will, to a large extent, be judged by your actioms in
this job. The PFederal Government will be personalized in you, according to the thinking
of most of the tenants. This is no small responsibility and one which should always be .
present in your mind. Careless actions on your part will be blamed not only on you but
on the whole Federal Government.

In many respects the job of managing these defense houses differs considerably from any
other management experience which youmay have had. We are working on a specialized problem
to meet an emergency need. In order to do that most effectively, and in line with the
intent of Congress, Administrator Carmody has established certain policies which are to
govern the management of these houses. It is to familiarize you with these new policies
and to clarify the procedures in your mind so far as possible that we undertake this short
_training course. I hope that you w111 make the most of it and br1ng out all the problems
that occur to you. This is the best way for you to start your job adequately prepared.
Once you are in the field, however, you should not hesitate to continue to raise questions
and make suggestions as they occur. If we work closely together on these problems and keep
everything out in the open, all of us undoubtedly will do a much better job.

Management activities are under the immediate direction of Mr. Reeder and Mr. Bradner,
whose responsibility it is to recommend management policies and to direct and supervise
your activities as managers. Most of your contacts, theréfore, will be with and throudgh
them and members of their staffs. '
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By accepting appointment as a housing manager you have assumed a respomsibility of real
importance. A successful defense effort is directly dependent upon the morale of those who
are playing an active part either on the first line of defense or in producing materials
for defense. We hope that you will realize that you have a vital part in the defensg pro-
gram and that you, perhaps more than any bf us if the Washington office, can change the
thinking and planning that have gone on befoPe yon into 1iving reality for the defense workers
and their families. :

CLARK FOREMAN,
Director. of Defense Housing.
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GENERAL STATEMENT OF THE RESPONSIBILITIES OF A HOUSING MANAGER

Housing for defemse workers is a new venture in the public housing field. We are not
attempting to do slum clearance or rural rehabilitation, nor to finance private house
building. While we are taking advantage of the accumulated experience in these other housing
endeavors, our job is not a relief job. It is to provide housing for defense workers where
that housing is needed and not now available. Before we start to build, a study has been
made as to the availability of houses in each locality as compared to the need; andthe
authorization to build is our certificate that the only way adequate housing can be furn-
ished to defense workers is by Government housing.

Defense housing is being intelligently planned and well built within the time and cost
limitations of the program. In the management phase of the program we face the responsi-
bility for the general administration, operation, and maintenance of these housing develop-
ments after they have been constructed. This is a task which calls for a high degree of
administrative ability, a knowledge of good business practices, a devotion to public service,
an understanding of public relations, considerable energy, unquestioned integrity, and a
generous quantity of common sense. Management of these developments is a great deal more
than collecting rents and repairing clogged plumbing or a leaky roof. In the last reckon-
ing the defense housing program will be judged largely by the quality of the management.
Only a well-managed development will fulfill the purposes it is intended to serve.

In any undertaking it is pecessary toestablish the rules of the game. We call these rules
by the more stilted term—policies. The establishment of policies for a far-fluag program
such as this is not easy. In management our basic policy is to decentralize authority and
responsibility to the field as much as it is possible to do so. Insistence on compliance
with certain standards and procedures will of course be necessary but we recognize that
every Manager will be faced with different problems and we intend to give him sufficient
latitude to deal with these problems. The function of the central office staff is to help
you to do a better job and not to police you to see that you are operating according to a
predetermined pattern.

The Congress, inpassing the Lanham Act and subsquent amendments, has laid down certain prin-
ciples which we must closely observe. It has said that defense housing should be rented to
enlisted and civilian personnel in the naval or military service and workers in industries
connected with and essential to the national defense at fair rentals "within the financial
reach of persons engaged in national defense." A great deal of thought was given to in-
terpreting this broad principle into a workable policy. OQOur present rent policy is the
result. This policy which attaches the ren: to the family on the basis of their income,
rather than the orthodox custom of attaching the rent to the dwelling, has appeared to be
the most effective way of carrying out the intent of Congress when it is considered that
defense housing is being called on to serve families within a wide range of incomes.

The question of tenant eligibility is another matter which has had to be interpreted in
the light of the Lanham Act. Keeping in mind that the purpose of defense housing is to
help to reduce labor turnover in defense industries and to aid in maintaining the morale
of the armed forces by enabling the families of enlisted and civilian personnel to secure
adequate housing near military posts and knowing that more families would apply for defense
homes than could be accommodated, certain priorities of tenant eligibility had to be estab-
lished. These priorities are of more importance to Managers of developments serving in-
dustrial workers since in the case of enlisted and civilian personnel of the Army and the
Navy the matter of eligibility rests with the local commanding officer.

Recognition has been given to the fact that the increase in population in a particular
community, inevitably will increase the costs of local government services in that com-
munity. Since federally owned property is not taxable by local goveranments and at the
same time costs of local government are met chiefly by revenues derived from property tax
levies, the Congress authorized payments in lieu of taxes. In an effort todeal equitably with
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all local political subdivisions, the Administrator has established the policy of paying
the same percentage of rental income to all local governments furnishing full services to
housing developments. The maximum payment is 15 percent of the rental income with a les-
ser perceatage being paid if a municipality fails or is unable to furnish a particular
service or services.

Some developments, because of size or location, will need and can support commercial
facilities beyond those presently available. A Manager cannot escape the responsibility
for helping to work out this problem for his tenants. Where private capital is willing to
furnish adequate facilities and services theGovernment will give every reasonable encourge-
ment ta the solving of the problems in this manner. If such is not possible the Government
itself may have to step in and supply essential services and facilities.

In the matter of schools and public recreation we plan to work entirely with the local
public agencies normally furnishing these services. BEach locality will have a different
problem which must be solved for the individual situation. I am sure you will find that
most communties recognize that the natiomal defemse programcalls for the utmost contribution
on the part of everyone and that they will extend you their cooperation on that basis.

Acquaint yourselves early with all local and Federal Government agencies in the community
in which you may be stationed. You will be amazed at the organized resources of your com-
mudity both public and private. Know these agencie$ and make use of them. WPA and NYA
are very likely to be able to give you a great deal of assistance in a number of different
fields. Also, you will want to work closely with the local Homes Registration Office and
the local Defense Committee where they exist. If there is a local housing authority or
citizens housing committee youshould establish contact with them within the first few days
after your arrival.

The Division of Defense Housing Coordination, in the Office for Emergency Management, has
been set up to recommend to the President the need for public housing. That Division bases
its recommendations on surveys made by the WPA and other agencies. You will probably be
cédlled upon by a representative of the Coordinator's office in connection with a meeting
which is held to recheck the need after the housing has been constructed. At these meet-
ings there are usually represented, in addition to the Housing Manager and the representa-
tive'of the Coordinator's office, the representatives of the local defense industries, or
of the Army or the Navy, as well as representatives of the Federal Housing Administration,
and of other Govermment agencies interested in this general problem. That meeting is purely
advisory and all recommendations from it should be referred to this office before any
action on them is taken by you. We are glad at all times to get the advice of the Coordi-
nator's office, but the respons1b111ty for determning rentals and all policies rests with
Administrator Carmody.

Acceptance and support of the defense housing program in your community will depend to
a large extent on how you and your staff handle the matter of public relations. You
must. remember that almost everything you do and say will reflect either favorably or un-
favorably on the program. As a private citizen you can do and say many things which go
by unnoticed but when you become a public official and a representative of the Federal
Works Agency your words and deeds take on a greater significance. The responsibility of
a public servant is a serious responsibility and it must be discharged accordingly. In
selecting your staff keep this in mind. It is important that every member of your staff
approach his job with this same sense of responsibility as a public servant.

Every defense housing development should become an integral part of the community in which
it is located. Avail yourself of every opportunity to make this a reality. One of the
most unfortunate things thatcould happen would be to have a community, or the tenants of 2
development itself, consider for a moment that the families of those directly identified
with the defense program were in any way different from the rest of the people of the com-
munity. As Americans we are all striving to protect the freedom and independence of our
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land whether we live in defemse housing, in a shack by the tracks, or in the mansion on
the hill.

Great care has been excerised in the selection of you Housing Managers. A great deal is
expected of you. At the same time a wonderful opportunity lies before you to do a good job
and to make your contribution to the national defense effort worthwhile. We are faced with
a bigger job of housing management than anyone has ever faced before. We want to do that
job efficiently and economically. Not one of us claims to know all the answers and we do
not expect you to, but we will expect you to give the best you have to make a success of
your part of this important task we are undertaking together.

SHERWOOD REEDER,
Assistant Director of Defemse Housing.
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PLANNING AND CONSTRUCTION

PROJECT PLANS AND CONSTRUCTION

To assure adequate and well-planned housing under the defense housing pro-
gram, certain standards were adopted by the Administrator. It is suggested
that a copy of these standards be reviewed in detail, asonly the main points
will be discussed here. It was believed that the standards would provide
appropriate amenities toprotect the interests of families who occupied defense
homes, and would also allow the houses tobe constructed within the cost limi-
tations of the defense housing legislation.

In general the types of projects fall into three categories: Permanent,
Demountable or High Salvage Value, and Portable. The Federal Works Agency is
concerned primarily with the first two of these types. Adetailed definition
of these two types is as follows:

Permanent.—In localities where a permanent increase in population was con-
templated or where the need was of uncertain duration but where any housing
which was built could, at the end of the emergency, become a permanment part
of the locality's low-rent housing and slum-clearance program, the defense
housing was designed for permanent use.

Demountable or High Salvage Value.—In localities where activity in connec-
tion with the defense program was of uncertain duration, and where there was
no chance of integrating the new housing with the normal housing needs of the
locality, construction is of a demountable character and has a high salvage
value. . For instance, the introduction of a large industrial plant in a small
city may double or triple the population of that city in the course of a few
months. Termination of use of the plant for defense purposes might mean an
immediate exodus of population. The proper disposition of the housing built
for workers in such a situation was of extreme importance in order to prevent
the creation of "ghost towns," and the depreciation of the property values of
privately owned houses. The construction of this type of demountable house
for an uncertain period of use does not mean, however, that the standards of
livability, safety, convenience, and health are lower than those established
for permanent housing.

In the selection of sites every effort was made to satisfy the requirements
not only of emergency needs but also of a sound, long-term plan for the com-
munity as a whole.

Wherever possible local housing authorities and other local officials and
planning agencies were consulted to insure proper support of the project and
avoid delay.

In an attempt to protect the project from detrimental surrounding land use
and toallow for future expansion it was recommended that some land in addition
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SITE
PLANNING

to that actually needed for the project should be optioned or purchased when
the original site was selected. The following check list of important factors
was considered in the selection of sites. Naturally few sites would be ideal
from all points listed, but it was our desire to check as many items as pos-
sible prior to selection.

1. The site should be free from adverse influences such as swamps, marshes,
industrial plants, and railroads producing chronic nuisances such as smoke,
noise, fumes, odors, etc.

2. The site should not be located in proximity to bodies of water subject
to periodic flooding.

3, Subsoil conditions, drainage, topography, and other physical factors are
to be considered in order to keep engineering costs at a minimum,

4. The availability of utility services, the cost of extending existing
lines, and the rates at which various services are available are carefully
considered before selecting a site.

5. Relationship to employment in defense activities and relationship to
places of employment after the emergency are considered.

6. Adequate free-school facilities should be available if possible.

7. If adequate muaicipal services are available, agreements are worked out
with local governmental units for these services. Such services include police
and fire protection, health and welfare services, refuse removal, storm and
sanitary sewers, etc.

8. Provisions are made toassure an adequate supply of good water for drink-
ing, household use, and fire protectioa.

9. Investigation is made of existing recreation facilities and the adequacy
of such facilities.

10. Studies are made of the availability of adequate inexpensive transporta-
tion facilities toplace of employment and provision for extension if necessary.

11. Consideration is given to the relationship to adequate shopping facilities.

12. The site should not be located where occupants of the project will be
exposed to traffic hazards.

13. Reference is made to existing city or county plans in selecting sites.
14. The location of the site with reference tomilitary objectives is studied.
An attempt was made to plan all projects on the basis of future disposal of

each project as a whole or in parts of adequate sizes for large-scale operation
rather than as individual home properties. The purpose of this.was to:

1. Make most efficient use of land.

2. Minimize capital, operating, and maintenance costs by grouping houses
and space for parking or future garages, and by using paths, roads, public"
utilities and common community facilities,and by minimizing paved areas.

3. Facilitate group planning, with protection of pedestrians from motor
traffic.

4. Improve appearance by lessening manotony.
An attempt was made to design for definite use all land in the built-up area

of the project site. With the exception of specific community and commercial
areas all land except streets and paths was planned for tenant maintenance.
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Areas adjacent to dwelling units were limited to the amount each tenant could
reasonably be expected tomaintain. Streets and drives within the project were
laid out to secure a maximum of privacy for families occupying the development
and safety from traffic hazards. Attempts were made todesign streets, service
drives, and parking areas so that they might be dedicated to the city for
future maintenance. In the planning of the sites it was not considered nec-
essary to have direct vehicular access to the entrance of each house or building
for ordinary traffic, visitors, deliveries, etc. However, vehicular ways are
normally not more than 200 feet from the entrance of any dwelling unit.

Requirements for fuel delivery, refuse removal, and fire protection fre-
quently determine this item of plamning. Where coal or o0il was used for in-
dividual unit heating it was usually considered necessary to have some direct
access to each dwelling unit. In many projects this access was designed as
a service drive which was expected to be used only for fuel delivery, garbage
colletction, moving, or fire protection. When the managers find these ]10-foot
service drives on their projects, it is hoped they understand that they are
only for these few services and are not to be used by private cars or open to
traffic other than the veryminimum. In some cases this control maybe acheived
by signs and in many cases the entrance to the service drives is sloped sharply
upward so that any vehicle must almost come toa complete stop before entering.
It is extremely important that the Manager exercise control on the use of
these service drives in order to eliminate traffic hazards and danger to the
children and pedestrians.

Parking areas were planned for a large percentage of car ownership and
wherever possible the areas were designed to be separate, at least in part,
from direct traffic. This was achieved by the use of off-street parking butts
or parking compounds. In some cases the parking areas were designed so that
future garages could be erected if necessary. Street parking was not recom-
mended except in rare cases because of traffic obstruction and pedestrian
hazards.

Where existing facilities in the neighborhood were inadequate, space was
alloted on the site plan for neighborhood shopping centers convenient and if
possible within walking distance from all homes. In all cases the design of
commercial facilities should be controlled and the number and type of stores
limited to the probable future need of the community. If private capital
cannot be induced to supply the required facilities it may be necessary for
the stores to be constructed as part of the project. Haphazard speculative
marginal development immediately adjacent to the communrity is usually found
to be contrary to the best community interests and should be discouraged.

For the purpose of economy in house construction as well as land use and UNIT HOUSE
site~-development costs, the houses in many cases are planned in groups of two PLANS
to six. By careful study and design a community character is achieved by
group design instead of the usual suburban practice of designing each house
as an individual unit. The houses are planned and designed to include as many
amenities as are possible within the limits of housing legislation. However,
since these limits are rather low it is necessary to eliminate many nonfunda-
mental items of design which are commonly found in more expensive houses.

Doors on bedroom closets have usually been omitted with the idea that protec-
tion could be provided with a curtain furnished by the tenant. Curtain poles
are provided for this purpose in most cases.

Individual heating has been designed instead of group or central heating
because of the required economies. The housing legislation also required that
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the utilities selected -for cooking, house heating, refrigeration, and domestic
water heating should be as economical as possible. Careful analyses were made
in every case and selections were based on these anralyses. Scarcity of oil
and other fuel in many regions also influenced this decision. Planning stand-
ards stated the minimum areas of various rooms and most architects had to
confine themselves to these areas in order to build the houses within cost
limitations. It is believed these areas are adequate but there will naturally
be some tenants who feel the room sizes are too small. Every home is provided
with private toilets and bathing facilities, bedroom closets, coat closets,
linen closets, kitchen laundry tray and sink, kitchen cabinets, domestic water
heaters, and in most cases some type of refrigeration and cooking facilities
are also included with the houses.

Practically all projects were designed with 25 percent three-bedroom units,
60 percent two-bedroom units, }and 15 percent one-bedroom. Limitation of funds
did not permit the use of basements except in very rare cases. This meant
that storage space and heating arrangements must be provided at the first
floor level. Where coal is used as fuel, coal bins are in most cases immedi-
ately adjacent to the house at the kitchen door.

Cross circulation and orientation were carefully considered and incorporated
in the plans wherever possible.

Various methods of refuse disposal and collection will be found in the dif-
ferent projects. In some cases there have been provided sunken garbage cans
at each house, while in other projects common collection stations have been
arranged. In still other projects there will be found wooden garbage and
trash screens which are cConstructed near the kitchen door and will serve to
screen the garbage can, trash can, or ash receptacle.

Attempts were made to consider management problems as thoroughly as pos-
sible when the projects were being planneéd but it is hoped that the Construc-
tion Review Section will have the advantage of comments or suggestions from
all Managers relative to improvements in the planning and construction de-
tails of their own projects. The Manager has the advantage of direct con-
tact with the residents and his comments are not only welcome but also ex-
tremely important.if we expect to improve the design and construction of future
projects. -
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NEGOTIATIONS FOR UTILITIES

The policy with respect toutilities for defense-housing projects under the
‘jurisdiction of the Federal Works Agency may be stated very simply: that
‘combination of utility services should be employed which, after consideration
of capital cost and operation expenses, will be most economical.

This policy was aanounced in a statement by Administrator Carmody on Febr-
wary 17, 1941, It was implemented by a memorandum to all agencies to which
. Lanham-Act projects are assigned, dated March 4, 1041, signed by Mr. Foreman.
This latter memorandum set forth the procedures to be followed in the nego-
tiations, analyses, and selectioms.

The su_bject matter of these negotiations, analyses, and selections relates
to lighting, refrigeration, cooking, water heating, space heating, and water.

Since the USHA has a Rate Nego_tia;tions Section in its Legal Division which
worked closely with the Utilities Section of the USHA's Technical Division in
the negotiations, analysis and selection of utilities in connection with all
the USHA-aided low-rent and slum-clearance projects, the USHA was given the
staff assignment to handle similar functions forall defense-housing projects
under the Federal Works Agency.

In the negotiations, every effort ismade to obtain the lowest possible rate
for the particular fuel, emergy, or product imvolved. Insome cases a whole-
sale rate through a master meter will accomplish considerable savings, even
after the project assumes all or a portion of the cost of the distribution
system; in some cases it is possible to obtain the benefit of special rates
previously offered other housing projects in that locality; in some cases it
"is possible to enlist the support of the State Public Utilities Commission in
obtaining special rates; in some ca.ses considerable savings are effected
through connection with the master meter of the adjacent Army post. There is
no single, simple way of effecting these savings, it being necessary in each
" case to direct the approach in the light of the particular circumstances.

So far as the analysis is concerned, this is a step which calls for the
application of the best “rates ‘available to a study of various combinations.
For example, here are a few possible combinations which could be considered
in an analysis for a particular project: :

’ y i ¥ S
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So far as selection is concerned, as-has already been indicated, the gemeral
pelicy is to take the one combination whose cost, after reflecting initial
cost and operating expenses, is the lowest. The policy does, however, permit

a construction -agency to request a deviation from such a selection in any case

if this request is accompanied by a detailed justification of the deviation
requested. BEach individual request for such deviation-is considered on its
own merits.-

POLICY

ANALYSIS

SELECTION

%
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PAYMENTS IN LIEU OF TAXES

Any discussion of the subject of payments in lieu of taxes mast begin with
a recognition of the fact that the Federal Goverament's property is exempt
from local taxation. Furthermore, no payments in lieu of taxes can be made
unless there is specific statutory authorization to make such payments.

This principle was made clear early in the days of the PWA Housing Division
program. In connection with the first project constructed under that program,
an offer to make payments in lieu of taxes was made but payments under that
offer were disallowed by the Comptroller General in an opinion which made it
clear that in the absence of statutory awnthority, such payments could not be
made. Incidentally, shortly after this opinion, Congress did pass a law
authorizing payments in lieu of taxes on PWA Bousing Division projects and
another law authorizing payments in lieu of taxes on FSA projects.

In approaching the question of payments in lieu of taxes in connection with
defense-housing projects, therefore, the first point toobserve is the specific
power granted the Administrator in section 9 of the Lanham Act to enter into
agreements to pay annual sums.in lieu of taxes. The only limitation is that
the amount paid for any one year may not exceed the taxes that would be paid
if the property were not exempt from.taxationm.

It will be noted that although section 9 authorizes payments in lieu of
taxes, that section does not provide a formula for determining ‘how much to
pay. Obviously, there are many ways of computing what ought to be paid. Many
of these alternative methods were considered by the Administrator before the
final policy was -announced. Alternatives were eliminated for several reasons:
difficulty of administration, lack of uniformity, complexities in application,
paper work in follow-up, etc.

What was finally agreed uponwas a policy which calls for a maximum payment,
with respect to any one project, of 15 percent of the shelter rentals charged
for occupied dwellings. The Administrator's statement of policy on payment
in lien of taxes appears irm a mimeographed release dated February 12, There
are several points in this statement which require special comment.

In the first.place, it is to be noted that the mirimum payment offered in
any case must be at least equal tothe taxes last levied on the property before
it was acquired for a defense-housing project.

In the second place, it is tobe noted that the 15 percent figure is arrived
at by totalling the individual pertentages allocated to individual types of

services, as follows:

Percent
Service of rent

1. General services (government, corrections,
charity, pensions, etc.) shall be assumed
to be provided and evaluated at: - - 4,3

2. Particular services needed by the project
a. Education 5
b. Police protection 1
c. Fire protection 1
d. Street maintenance, repair, and lighting 1
e. Sanitation and promotion of cleanliness
(garbage and trash removal, sewage dis-
posal) _ 1.0

Total 15.0

AUTHORIZATION

POLICY
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In the third pla.cé it is tobe noted that the pé.yme_nts in lieu of taxes are
in lieu of all taxes.

Following the announcement of this policy, the U. S, Housing Authority was -
given the staff assignment of executing this policy not only on behalf.of the
defense housing projects assigned to the USHA but also on behalf of all de-
fenge housing projects undertaken through the Federal Works. Administration.
This assignment was made in view of the fact that the USHA personmel had over

-a period of years developed considerable experience in these payments in lieu

of tax negotiations and could swing into this new program without the neces+

-sity of training, with the advantage of familiarity with many localities, and

with this new assignment being considered merely as part of its normal work
load.
An office form of contract has been prepared. The basic principles. of this

model office form appear in every contract. The specific provisions of the
model form must, however, be modified in many cases to fit -the facts of the

particular case. To ascertain just what payments are ‘being made (and what-

the taxing body is obligated to do) in any particular case, the particular

‘agreement must be examined. Attention may be directed to a few of the basic

provisions which appear in each contract.

In the first place, there are general provisions prescribing the percentage
that will be paid for the services furnished, fixing the time of -pa.yment as
the same time that ad valorem taxes on taxable property are due the city,

containing an undertaking on the part of the locality to furnish the Government ‘

and tenants the usual services which are furnished other dwellings and ifhab-
itants in the locality, and a provision that the agreement will remain in
effect as long as title to the project is held by the Government and as long

-as the emergency declared by~ the President on September 8, 1939, to exist,

continues.

Needless to say, nomore is a.greed to by way of payments than is absolntely
necessary. If any of the services are not furnished to the development, the

'percentage allocable ta such services is deducted from the 15 percent., If
any particular service is not furnished by one taxing body but is furnished

by some other taxing body, the percentage to be paid to the first taxing body
is proportionately reduced and a separate contract entered intowith the other
taxing body which does furnish the' service or services mot furnished by the
first. Where no- taxing body furnishes a particular service, no payment in,
lieu of taxes is made for that service and,; of course; the furnishing of such

- services is.not obtained in agreements for payments in lieu of taxes. This

is parncula.rly true in cases where the project is located outside tﬂe ci;y
boundaries. Inthese cases every effort is made by the negotiators to induce.

the city to annex the site.- However, if the city refuses to doso, no payments v

in lieun of taxes can be made to the city and the only services which can be

.. obtained for the project in agreements for payments in lieu of taxes are those

services which may be furnished by the county or other ta.xing body in which
the site of the project is located.- :

The individuals: responsible for negotiations have received instructions 1o
the effect that if there isa local housing authority where a project is being
built, negotiations should be conducted in close cooperation with the local
authority. Furthermore, if the Housing Manager has ‘slready been appointed,

“the negotiators are instructed to'work closely with the. Housing Manager.  In
addition, as to projects which are located near n,ilitary regervations, the .
‘ negotiators have been instructed to work olosely with the post commandant to .
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the end that, to the exteat possible, facilities from the post may. be made
,avaihble to 'the project.

After a contract with a particular locality has been executed by tha.t 1o-
cality, it is sent to Washington for execution by the Mministrator. With
the contract there is prepared a form which contains specxnc information with
respect to the services covered by the contract, this additional form being
prepared primarily for the information of the Housing Manager.. Confirmed -
" copies of the fully executed contract and of the form just referred t0 afe
immediately made available to the Housing Manager.

In the event the Housing Managér finds that the ceunty or municipality with
-which negotiations have been made for payments in lieu of taxeés is failing to
provide service for which the project is paying, or if it is found that he is
not getting service comparable in guality or cost to that being provided in
a similar nearby project, the Manager should first discuss the matter with
the local official to obtain all available facts and then report the defi-
ciencies in services to the central office.
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Section C

MANAGEMENT POLICIES AND PROCEDURES

ORGANIZATION OF THE MANAGEMENT SECTI!ON

The Management Section is responsible for management and operation of all.

defense housing built with funds expended under the provisions of the Lanham
Act, excepting housing built under the mutual ownership plan. It is the
function of the Management Section so tomanage and operate this housing that
it will best serve the defense program at the lowest cost. Due to the size
of the operation it isessential that there be a smoothly operating organiza-
tion with clearly defined functions. The organization described below has
taken into account the various functional parts of the management operation
and will allow for program expansion without radical changes. The job at
present consists of operating approximately 300 developments. As result of
further need, it appears possible that final operation may embrace between
500 and 600 projects. '

Annual income derived from rentals and utilities may approach $75,000,000
per year, with corresponding expenditures of perhaps $50,000,000 per year.

In developing the form of organization, the cne fact that has been kept
uppermost is that theactual operation isdone.at the site of the development.
Accordingly, the form of organization described proposes as much local auto-
nomy as a uniform application of policy will allow. In addition, policy will
flow from local operations as a result of experience. The organization, in
essence, consists of local managers or management agencies directly super-
vised by a central office supervisory staff. Staff technicians are provided
in the central office, to make recommendations on policies and standards,
appraise operations, and provide techmical aid, advice, and assistance where
they are needed.

These staff technicians aregrouped infour functional units. The functions
of the units do not include any direct supervision of local operations. The
four units are: ’

Maintenance and Safety

Consumer Service

Rental and Community Relations
Utility and Public Bodies Negotiatioms
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This unit includes on its staff electrical, mechanical, civil, and general
maintenance and safety engineers, as well as a landscape architect. Through
inspections and contacts with localdevelopments, the unit will develop main-
tenance and safety standards and policies. In those developments where fire
protection is not furnished by a city or an Army post, this umit will advise
and aid in establishing an adequate fire-protection system. The unit will
also check on adequacy and cost of maintenance and safety on the individual
jobs. Over a period of time it will aid in the development of cost accounts,
reflecting unit costs for various kinds of maintenance, and costs of main-
taining housing constructed of various kinds of structural materials.

This unit is concerned with the provision of adequate commercial facilities
to serve occupants of defense housing. The unitwill work through local man-
agement for development of services for individual localities. Surveys of
need, development of methods of providing services, and establishment of
standards are three of the main functions of this unit.

This unit is concerned with rental policies, rental delinguencies, tenant
selection, occupancy and occupancy standards, and with the need for and pro-
vision of school, recreation, and miscellaneous community facilities. Here
again, each local situationr will have its peculiar problems and much of the

© effectiveness of the work of this uwait will depend upon local management.

" UTILITY AND
PUBLIC BODIES
NEGOTIATIONS

OPERATING
STAFF

DIRECT
OPERATIONS

At the present time all utilities and"in lieu of tax payment" negotiationms
are being carried on by the Assistant General Counsel of the USHA. A close
contact is maintained not only with the central office of the Management
Section but with local management, and with the agency doing the actual con-
struction of the development.

There are two main operating divisions, One division is concerned with
those operations staffed byour own employees, and the other division is con-
cerned with those operations managed by other agencies under some form of
management agreement. At the present time, management agencies include the
Army, the Navy, FSA, ADA, TVA, and local housing authorities. Those develop-
ments operated by our own employees are called "direct operations,” while
those operated by other agencies are called "indirect opcrations."

Direct operations are headed by an Assistant Chief, who reports directly
to the management chief. Under the assistant c hief are four Area Managers.
Bach Area Manager has a staff of Management Supervisors who aid him in the
management of developments in his area. Each area contains approximately 30
developments at this time, and the Managers for each development report di-
rectly to the responsible Area Manager. TheArea Managers' staffs review all
budgets and operating statements, respond to all field requests, periodically
visit all developments, and in general, coordinate all activities of Managers
where central office advice and approval are indicated.

The various central office staff units of maintenance and safety, tenant
and community relations, etc.,work with local Managers through the office of
the Area Managers. ' ’

Local Managers in direct operations are the last and perhaps the most im~
portant links in the entire direct management organization chain. Under the
type of organization set up, a great deal of responsibility is delegated to
the local Managers. Within the broad limits of policy and budgets, local
Managers have considerable latitude for independent action. The number of
actions requiring central office approval have been kept to the lowest prac-
tical minimum.
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The form of organization to supervise indirect operations is much the same ggg;ﬁgggﬂs
as the form described above. For the present, however, only two area staffs
have been set up, penrding more information on the amount and type of super-
vision needed in this kind of operation.

The above is a thumbnail sketch of a form of organization under which the
Management Section operates. Asmentioned above, it is designed to allow the
job to bedone on the individual developments., It isa simple form of organi-
zation and if properly staffed, should produce good results.
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RELATIONSHIP OF MANAGEMENT TO CONSTRUCTION

There is considerabte difference between the relationship existing whem an
operation is managed directly by the 'staff of the Division of Defense Housing,
and when a development is managed by a management agency. Therefore, the two
different types of management relatioms with construction will be discussed
separately.

In projects tobe directly operated, the construction agencies are PBA, USHA,
local housing authorities, and the Division of Defense Housing. The construc-
tion agency involved makes plans and specifications for developments, awards
the contracts for comstruction, and supervises comstruction, while plans,
specifications, and costs are reviewed by the Division of Defense Housing be-
fore contracts are awarded. The conmstruction agency is respomsible for con-
struction until the work is completed. Management, however, finally accepts
the development and assumes custody of the property. Accordingly, Management
is very much interested in the comstruction from the point of view of liva-
bility, especially as this will affect relations with tenants, safety, and
cost of maintenance. For this reason the Housing Manager 'should become fa-
miliar with all details of construction as the development is being built.
He should be alert to notice any details of designor constructioa thatwould
make the house hazardous or that would umnecessarily increase the cost of
maintenance. In this connection the Manager must realize, however, that the
construction agency is the responsible agency. In many cases, if design and
construction faults are discovered, it will be possible to correct them
through discussion with the local representative of the construction agency.
In those cases where agreement is not possible the matter 'should be referred
to the Area Manager who will act through the proper channels in Washington.

A procedure has been developed for accepting developments for management
and operations. A copy is included at the end of this 'section. Housing is
not to be accepted if the state of comstruction is such that tenants cannot
enjoy reasonably satisfactory occupancy. Housing 'should not be accepted if
an essential utility or essential pieces of household equipment are missing.
Furthermore, housing should not be accepted if the housing is not reasonably
accessible, or if major finishing work is required on house interiors or ex-
teriors. On the other hand, acceptance is possible if minor items are not
completed, assuming that these do not affect safety of temants or do not
create serious tenant problems. The chances are good that if the local
Manager has kept himself thoroughly familiar with the progress of the con-
‘struction and has kept his Area Manager fully informed, there will be little
disagreement as to whether the development is, in fact, ready for occupancy,

Where developments are operated through a management agency, the construc-
tion and management agencies are identical. This is true in the case of TVA,
FSA, ADA, and many local housing authorities. In these cases the relation-
ship of management to comstruction is considerably simplified and does not
need discussion here.

In cases where one agency does not represent both management and construc-
tion, a relationship similar to that described under "Direct Operations"
above ‘should be maintained. In all cases representatives of the management
central offices are available for comsultation and advice, and their advice
should be requested wherever special problems arise.

A procedure for acceptance of developments managed by another agency has
been developed, and a copy follows this discussion. This procedure, in
general, provides that a central office representativewill accept the devel-
opment and will then tramsfer custody to the management agency. The 'same
standards of acceptance will apply as in the case of direct operatioms.
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Projects managed

TO: Housing Manager ‘

directly by FWA
FROM: Division of De-
SUBJECT: Acceptance of . fense Housing

You will serve as the authorized representative of the Defense Housing Division of the
Federal Works Agency in accepting the above-named housing development. The procedure that

will
1.

2.

be followed in accepting'the development is as follows:

Notify tlHe central office, as far in advance as possible of the date on which you
anticipate initial occupancy of each part of the above development. Any change in
date of initial occupancy should be forwarded to the central office.

The central office will arrange for a representative tobe on the development approxi-
mately two weeks prior to the occupancy of the first section.of the development, or
the entire development in case the entire development will be ready for occupancy at
one time. This representative will be competent to advise you on technical construc-
tion matters.

. You, in company with the representative from the central office, will with a repre-

'sentative of the comstructing agency and a representative of the contractor, make a
thorough and comprehensive inspection of the above-mentioned section orentire develop-
ment. During the inmspection, you will make a record of defects or omissions you
observe. You and the representative of the central office will attempt to secure an
agreement with the representative of the constructing agency to the end that these
defects or omissions will be corrected. In cases where the representative of the
constructing agency does not agree to correct defects or omissions, the representa-
tive of the central office will notify the central office. In making the inspection,
you must appreciate that where omissions or defects result from design rather than
workmanship, the representative from the constructing agency cannot agree without
prior authority from his superior.

When any section or all of the development is to be delivered for management, you
will again make a through and comprehensive inspection of such development with a
representative of the constructing agency and a representative of the coatractor.
On this inspection there will be no representative of the central office accompany-
ing you. You will check against the list of defects or omissions that you observed
on your prior imspection to see that these defects and omissions have been remedied.
This inspection will be made in company with the representative of the comstructing
agency and a representative of the contractor. On this inspection, you must assure
yourself that the section or development is in fact ready for acceptance and that
dwellings are usable and livable. In this connection, you must be certain that all
appliances have been tested prior to your final acceptance.

In cases where omissions or defects are observed on this final inspection, you will
make a careful record of these omissions or defects.,

On submission to you of FWA Form DHM-23 by the coastructing agency, you will sign
this form as the authorized representative of the Defense Housing Division. You will
append to this form as a reservation, a statement of any defects and omissions noted
on your final inspection as referred to in paragraph 5 above. You will note on the
form that such reservation is appended.

In case the defects or omissions noted are of such a nature that acceptance of the
development or-the portion of the development under consideration is not feasible
from a management standpoint, you will wire the central office to that effect giving
details. Tn this case you will not sign FWA Form DHM-23.

Six copies of FWA Form DHM-23 should be filled in and three copies should be signed
by all parties. Two signed copies and one unsigned copy will be retained by the con-
structing agency for distribution; one signed and one unsigned copy will be forwarded
to this office; and one unsigned copy will be retained in your files.
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TO:

FROM:

Projects managed
through manage-
ment agreements

SUBJECT: Acceptance of

You will serve as the authorized representative of the Defense Housing Division of the
Office of the Administrator, Federal Works Agency, in accepting the above-maned defense
housing development. The following procedure in accepting this development will apply:

1.

Two weeks in advance of the occupancy of the first section of the development or of
the entire development if it is to be delivered for occupancy at one time, you will
inspect the section or the entire development in company with the authorized repre-
sentative of (constructing agency) and a representative of
the contractor, as well as a representative of the management agency. This should be
a thorough and comprehensive inspection during which you will make a record of defects
or omissions you observe. You will attempt to secure an agreement with the authorized
representative of the (constructing agency) to the
end that these defects or omissions will be corrected. In cases where such an agree-
ment cannot be obtained, you will notify this office. You must appreciate that where
omissions or defects result from design rather than workmanship, the constructing
agency must authorize such agreements.

At the time the development is declared complete by the comstructing agency, youwill
make a thorough and comprehensive inspection of the entire development. This inspec-
tion should be made in company with the authorized representative of

(constructing agencyl), a representative of the contractor, and a
representative of the management agency. You will check against the list of defects
or omissions that you observed on your prior inspection to see that these defects or
omissions have been remedied. On this inspection you must assure yourself that the
section or development is in fact ready for acceptance and that dwellings are usable
and livable., In this connection, you must be certain that all appliances have been
tested prior to your final acceptance.

When omissions or defects are observed on this final inspection, you will make a
careful record of these omissions or defects.

On submission to you of FWA Form DHM 23 by the constructing agency, you will sign
this form as the authorized representative of Defense Housing Division. You will
append to this form as a reservation, a statement of any defects and omissions noted
on your final inspection as referred to in paragraph 3 above. You will note on the
form that such reservation is appended. In case the defects or omissions noted are
of such a nature that acceptance of the development or the portion of the develop-
ment under consideration is not feasible from a management standpoint, you will wire
the central office to that effect, giving details. In this case you will not sign
FWA Form DHM 23.

Six copies of FWA Form DHM 23 should be filled in and three copies should be signed
by all parties. Two signed copies and one unsigned copy will be retained by the
constructing agency for distribution. One signed and one unsigned copy will be for-
warded to the central office, and one unsigned copy will be retained in your files.
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PHM 23423

FEDERAL WORKS AGENCY

WASHINGTON

O0ffice of the Administrator Date

Dear Mr.

On date above noted we have accepted that section of
the defense housing development described on FWA Form DHM 23a
attached. ’

Appended is a list of defects and omissions that are to
be corrected before final acceptance of this section (develop-
ment).

Please have the responsible representative of your
agency acknowledge below that as the agent of the FWA Adminis-
trator he has had delivered to him for management the above
described property with the above described reservations.

Clark Foreman
Director of Defense Housing

BY

(Authorized Representative)

I, (Name and title),
received in behalf of the the property
described above with the reservations noted above.

Signed:
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FWA Form DHM 23 FEDERAL WORKS AGENCY
(Revised 6-13-41) OFFICE OF THE ADMINISTRATOR
DEFENSE HOUSING DIVISION
WASHINGTON, D. C.

Location
DELIVERY AND ACCEPTANCE OF A PORTION QF A DEFENSE HOUSING PROJECT

AN MM S MYD M D nmem sl Sl o ALl T

FOR USE AND OCCUPANCY

DEVELOPMENT CONSTRUCTED BY

(Place)

(Date)

WHEREAS, the contractor has advised the
(constructing agency) that the portions of the above-mentioned defense housing project,
as hereinafter specified, are ready for use and occupancy by persons engaged in National
Defense activities, and their families; and

WHEREAS, the ] (constructing agency) has satisfied
itself that the portions of the above-mentioned defense housing project, as hereinafter
specified are ready for such use and occupancy; and

WHEREAS, the Division of Defense Housing of the Federal Works Agency is prepared
to accept for management the portions of the project so described;

_ NOW, THEREFORE, the {constructing agency)
tl. eugh its undersigned authorized representative, hereby accepts from the contractor
said portions of the project, and the Division of Defense Housing, through its under-
signed authorized representative, hereby accepts from the
(constructing agency) the transfer of such portions of the project, all subject to
the conditions of acceptance and transfer hereinafter set forth; it being agreed that
such acceptance from the contractor and transfer to the Division of Defense Housing
shall be effective on the day of 1941.

DIVISION OF DEFENSE HOUSING

By By

(Title of Authorized Representative) (Title of Authorized Representative)
It is agreed that the foregoing shall constitute notice to the contractor of the

acceptance by the (constructing agency);

(pursuant to the Supplemental Agreement heretofore entered into between the contractor

and the (constructing agency))* of those portions

of the defense housing project as above referred to and as hereinafter specified; such

acceptance to be effective on the _ day of 1941. Nothing

herein contained shall relieve the contractor of liability in respect to any express
warranties or guaranties, if any.

(Contractor)

By

*To be stricken out when inapplicable.

(Title of Authorized Representative.)
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Page 2.

CONDITIONS

The (constructing agency) and the
Division of Defense Housing have agreed to the following conditions with respect to
acoeptance and transfer of portions of defense housing projects:

1. The (constructing agency) will determine
when portions of projects are ready for use and occupancy by persons engaged in National
Defense activities, and their families,

2. When a portion of a project is ready for use and occupancy by persons engaged ‘
in National Defense activities and their families, the '

{(constructing agency) through its representatives, will notify the Division of Defense

Housing or its authorized representative. If, after such investigation as the Division

of Defense Housing deems necessary, it or its authorized representative finds that such

portion of the project is suitable for such use and occupancy, the Division of Defense

Housing, or its authorized representative, will sign an acceptance for such portion of

the projeot.

3. The (constructing agency) will thereupon
give notice of such acceptance to the Contractor, and thereafter the Contractor and
the (constructing agency) will be relieved

of any further responsibility of any kind, except as noted in reservations included
herewith, with respect to the portion of the project so accepted, including respon-
+ibility for performing any further work or supplying further materials, equipment,
.¢ other items, except such work as may be found to be necessary to correct defects
or to supply omissions subsequently discovered and, in the opinion of the
(constructing agency) attributable to the fault or
negiigence of the Contractor, its subcontractors, materialmen, agents, servants, or
employees.

4. The (constructing agency) shall retain full
control over the remainder of the project not so accepted, and its authorized
representative may prescribe such rules and regulations as are reasonably necessary
for the proper completion of the entire project; and the Division of Defense Housing
shall take appropriate steps within the scope of its authority to give effect to
such rules and regulations insofar as its tenants, licensees, or employees are
affected thereby.

5. Occupants'of accepted dwelling units and their guests, servants, agents,.and
licensees, will be permitted to use at their own risk, roadways, walks, utilities,
or other services necessary for the occupancy of the dwelling units whether such
roadways, etc., are incompleted and accepted portions of the project or in uncompleted
and unaccepted portions of the project. -However, uninterrupted use cannot be assured
where such use will affect completion of the remainder of the project.

6. When a portion of a project is accepted for use and occupanoy, the Division
of Defense Housing will be liable for charges for heat, light, and water used in the
portion accepted.
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FWA Form DHM 23a Page 3

The Portion of the Defense Housing Development Referred to Herein
Embraces:

Project Name
Project No. Location Date
Construction Agency__
Dwelling Units (Designation)

Number of heating plants Type
Number of ranges Type
Number of refrigerators Type
Number of hot water heaters Type

Garages (Designation)

Community Facilities (Designation)

h@ter Pumping and Treatment Plant

Water Distribution System

Gas Distribution Systenm

Sewage Collection System

Sewage Treatment Plant

Other Improvements (List)

Recommended by

Date Signed

Recommendation Accepted by FWA
Date Signed
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FOREWORD

These manuals are designed to inform all housing managers of Defense Housing FOREWORD
developments being constructed under provisions of the Lanham Act of the
procedures to be followed in tenant selection and renting of dwellings. They
were planned to serve twopurposes. First, they offer concrete and practical
suggestions for dealing with thevarious phases of tenant selection and rent-
ing. Second, they may be used as an effective instrument for training’statf
members who are to assume major respomsibility for local temant selection
activities.

Although it is desirable that the tepant selection and renting procedures
be uniform inall developments, it isrecognized that varying local situatioans
and needs may necessitate modification of the procedures as outlined in these
manvals. Such modification, based on local factors, should be made by the
Bousing Manager or the person directly in charge 6f tenant selection and
renting activities. '

Any changes that are made should be reported to the office of the Director
of the Division of Defense Housing together with the reasons why such changes
were necessary. '
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TENANT SELECTION AND RENTING FOR ARMY OFF- POST
HOUSING DEVELOPMENTS

The Army shall.beresponsible for tenant selection on all off-post develop-
ments intended for occupancy by enlisted men and civilian employees of the
Army.

The Application fora Dwelling, Form FWA-DHM-7, (see page C.051) isthe stand-
ard form of application to be used on all such developments.

The Housing Manager shall keep the appropriate officials of the Army cur-

rently informed of thenumbers and sizes of vacant dwellings for whom families

are to be selected. The commanding officer or a designated assistant will

then determine in a preliminary fashion which families should be housed and.

request such families to fill out an application for a dwelling. The appli-
cation forms are then to be signed and recommended by the commanding officer
or designated assistant. Ihe forms should then be turned over to the Housing
Manager so that he may assign and. lease dwellings.

It is a basic policy in tenant selection to reflect the community patterns
in which the projects are located. In this respect, questions.of a racial
nature will drise.

In tenant selection, the Project Manager is required to see to it that his
selections reflect the policies of the Federal Works Agency.

The Racial Relations Office and the Tenant Selection Divisionof the D'rvi_s ion
of Defense Housing will cooperate inmatters affecting racialpolicy intenancy.

The bulletin issued bythe Adjutant General's office, dated April 21, 1941,
(see appendix I) onthe subject of "Management and Operation" of Army Off-Post
Defense Housing Projects states that the amount of monthly rent charged en-
listed men shall be the same as the allowance for quarters as prescribed by
existing regulationms. ‘

This rent isto be all-inclusive except in the event that separate payreats
are to be made by the tenant for utilities and other services. In these
instances the shelter rent shall not exceed the difference between the pre-
scribed allowance for yuarters and such separate payments unless such sepa-
rate payments are made for ihé purpose of defraying charges for utilities
consumed by the tenant in excess of the prescribed allowance.

The Housing Manager shall receive from the commanding officer or a desig-
nated assistant the application forms for the enlisted personnel who are to
be housed in the defense housing development. On this form will be given
the amount the prospective tenant receives Yor commutation of quarters. If
the development obtains utilities through a master meter the total amount
~ stated here will becounted as reat. If the development will have meters for
individual dwelllngs the amount for rent should not exceed the difference
between theprescribed allowance:forquarters and the amount paid forut111t1es,
provided the amount of utilities consumed is not inm excess of a prescr1bed
fair allowance.

The Sta.tement of Policy onRentals, FWA 4349, datedeay 2, 1941, states that
. shelter rents will be based on the income of the principal wage earner, re-
gardless of size of the dwelling unit assigned by the management. Except in
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extraordinary cases to be certified by the Federal Works Administrator, the
rentals on all projects will be as follows:

Income Annual Veekly Nonthly Shelter Rent

$700~ $800 $14-16 $13
801-1,000 16-20 14
1,001-1, 200 20-24 17
1,201-1, 500 24-30 20
1,501-1, 800 30-36 25
1, 801-2, 200 36-44 30
2,201-2, 800 44-52 26
2,601-3,000 52-60 43
3,001 or more 80 or more 60

In addition tothe shelter-rental charge, families shall be required to pay
an additional charge of $5.00 per month foreach lodger living with the family.

The income of the principal wage earner shall include the total earned in-
come of the principal wage earner, which shall be computed on the basis of a
50-week year and the normal hour-week of the local defense industry. Overtime
pay shall not be included as a part of income under this definition; but in
the event that a local defense industry increases the hour-week as a general
policy, such increases shall not beconsidered as overtime. Income shall not
include income from sources other thanemployment (that is, pensions, alimony,
etc.). The Housing Manager shall be responsible fordetermination and periodic
check on the income of the principal wage earmer.

Procedure The procedure below should be followed in applying the rental policy for
ig;éﬁ*gﬁfgy the purpose of determining shelter rent to be paid by theprospective tenant.

‘1. The application for a dwelling which has been prepared by the applicant
and signed by the commanding officer or a designated assistant shayld include
information which gives thehourly rate as well as the number of hours worked
in a normal-hour week., This application form when properly certified by the
commanding officer will serve as sufficient evidence for passing upon eligi-
bility and for determining shelter rent, It will not be necessary to use a
separate form to obtain certification of defense activity and income data.

2. Upon receipt of this information the annual income should be computed
as follows: Multiply the hourly rate by the number of hours worked in a
normal week to arrive at the weekly rate. Multiply the weekly rate by 50
weeks to arrive at annual income. In no instance should earnings for time
worked inexcess of the normal hour-week be included as a part of the income.
For example; in some industries the normal hour-week is 40 hours, but due to
the present emergency, employees are being asked to work 48 hours and are paid
straight time for the first 40 hours and time and one-half for the remaining
8 hours per week. Under the present policy all hours worked in excess of 40
-hoars-should be considered asovertime and not included as part of the income,

3. If there are two or more members of the family employed, the income of
the person employed in the defense industry should be used for the purpose
of determining shelter rent.

4. If there are to be individual meters for the various dwelling units in
the development there will be no occasion to establish a charge forutilities
in addition to the shelter remt. If, however, there isto be a master meter,
a rate for the various utilities will have to be established for each dwelling
and this amount should be added to the shelter rent.



MANAGEMENT POLICIES AND PROCEDURES e C.017

5. As stated in the policy, an additional charge of $5 per month should be
made for each lodger living with the family The total rent will then be the
amount for shelter rent plus the charge for lodgers plus the charge for utili-
ties if these are provided through the master meter in the development.

As applications are selected for leasing, they are to be recorded on the
Register of Applications Selected for Leasing (see page C.039)which is to be
made out in triplicate for each family selected for leasing. A form letter
is to be sent tosuch families, notifying the family of acceptance for leasing
.and requesting that both husband and wife come to the management office at
an appointed time to select a dwelling and sign a lease. One copy of the
Rental Certificate should be enclosed with this letter; the other copy is to
be retained in the rental office to be filed by date of appointment to select
a dwelling, and used asa tickler file. The third copy of the Rental Certifi-
cate is to be sent to the commanding officer of the Army for hisfiles after

the family moves in.

As families come in to select a dwelling, the duplicate Rental Certificate
is to be removed from the file, as indicated below, so that the certificates
remaining in the file at the end of each day will indicate which families
have failed to keep their appointments. Families who fail to keep their
appointments to select a dwelling and who fail to contact the office within
a reasonable length of time, or who do not respond to a second notice, should
be notified that their Rental Certificate has been canceled. This action
constitutes withdrawalof the application, and should be so recorded on Work
Sheet B, "Change in Status of Applicatioms," described on page C.041.

As families come to the office they should be shown two or three dwellings
of the appropriate size from which to make a selection. The unit size re-
quired by the family will have been recorded on the Rental Certificate and
assignments are to be made on the basis of the following occupancy standards:

1. A one-room unit shall be assigned to a family composed of not less
than two nor more than three psesons.

2. A two-bedroom unit shall be assigned to a family composed of not less
than three nor more than five persons provided that such unit may, in the

discretion of the Housing Manager, be assigned to a family composed of two.

persons if no one-bedroom unit is available, but only for the period of such
unavailability.

3. A three-bedroom unit shall be assigned to a family composed of not less
than four nor more than seven persons.

4. A four-bedroom unit shall be assigned to a family composed of not less
than five nor more than nine persoms.

For the purpose of this statement a family shall be deemed to mean and in-
clude all permanent mambers of the household and such lodgers as may be ap-
proved by the housing management.

In assigning dwellings to households which include lodgers, the Manager
should see that a separate bedroom is set aside for each lodger or for two
lodgers of the same sex.

After the dwelling unit has been selected, the next step is the signing of
the lease. It is essential that the Manager (or designated assistant) take
cufficient time to talk with the selected family to clarify the tenant's
understanding of the lease terms, the bases upon which residence in the de-
velopment and rental charge are determined, the necessity for periodic checking
on defense activity and household income, the limitatioms placed upon the
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taking in of lodgers and the additional rental charge for lodgers, and other
pertinent aspects of the rental policies. It is important also to emphasize
the necessity for prompt payment of rent and other charges, for keeping the
dwelling and the lawns in good conditiom, and for having comsideration for
neighbors. The manager may also wish to inform the family regarding the
availability of facilities for health, welfare, and recreation in the devel-
opment or in the community. Such an interview is a requisite for the estab-
lishment of a friendly and cooperative tenant-management relationship.

Four copies of the lease form are tobe prepared—the original and one copy
are to be sent tothe Division of Defense Housing, Office of the Administrator,
Federal Works Agency, whereonewill be sent tothe General Accounting Office.
The third copy is to be retained in the Manager's files and the fourth copy
is tobegiven to the temant. All four copies are to be signed by the tenant
as well as by the Manager. (As dwellings are leased, a notation should be
made on Work Sheet B as described on page -C.041.

Several days before the family is scheduled to move in, the Manager should
arrange for final inspection of the dwelling to make sure that it is clean
and that all of the eguipment is in good working order. Before the family
actually moves in, .rent for the remainder of the month is to be paid to the
cashier and receipted in the management office according to the established
accounting procedure, and the keys turned over to the tenant. As families
move in, one copy of the Rental Certificate is to be sent to the commanding
officer of the Army or Navy for his file.

Prior to leasing, an occupancy record card (see page C.06l) is tobe made out
for each dwelling unit. Cards for vacant dwellings should be filed in a
"vacancy" file according totype and size of unit. Cards for dwellings leased
but as yet unoccupied shouldbe filed ina pending-occupancy section or flagged
to indicate that the dwellings are leased but not yet occupied. (A dwelling
should be considered as "occupied" when it is under lease and when rent has
been paid for the period, even though the tenant may not actually be living
in the dwelling.) As each tepant takes possession, this should be recorded
on the Occupancy Record, and thecard for that dwelling should be transferred
to an occupancy file and filed by address. (Where a visible index is used
instead of the straight card file, indicators willbe used to show the status
of occupancy of each dwelling.)

In addition to the occupancy record file, additional controls are generally
necessary during the period of initial leasing and occupancy. One such rental
guide may be provided by the use of a site plan showing the location of indi-
vidual dwellings in each building by unit number or address. Units of dif-
ferent size should be indicated by different colors. By the use of colored
pins the site plan serves to indicate the number of dwelling units available
for leasing, those leased but as yet unoccupied, and the number of occupied
dwelling units.

In very large projects a master moving schedule should be prepared to serve
as a control of moving assigaoments (see page C.064).By reference to it the
number of families using the driveways, entrances, and stairways at any one
time may be regulated, thus avoiding confusion and congestion. Such a schedule
should be prepared weekly during the period of imitial occupancy. As assign-
ments are made, the dwelling unit numbers for which moving time is scheduled
should be entered in the squares provided. As dwellings are occupied a line
may be drawn through the assignment to indicate completion of the move.

The commanding officer should be requested to notify the Manager of any
tenants no longer employed in defense activities aswell as of any changes in
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MASTER MOVING SCHEDULE

Week beginning
Hour|| Monday Tuesday Wednesday | Thursday Friday Saturday Sunday

L khg2
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income which might affect the rental charge. The Manager should proceed im-
mediately to také such action as is indicated—that is, service of a notice
to vacate in the case of tenants ineligible for continued occupancy, or ad-
justment of the rental charge.

As provided in the lease, tenants are required topay rent and other charges
at the Management office no later than the first day of each month. A device
which has been used successfully as an added incentive to prompt payment is
that of stamping "Late" across the face of receipts of rent paid after the
5-day delinquency.

It must be remembered that thetenants living in Defense Housing Developments
are, by reason of their occupation or skill, essential to the national defense
program. Consequently eviction of a tenant for nonpayment of rent or for
other causes should be resorted to only after all reasonable attempts to
collect the rent have failed. Such attempts should include a conference with
the family heads, both husband and wife, and perhaps also a conference with
the employer. In some instances it may be desirable to refer the family to
an appropriate social agency for assistance in budgeting the family income
or in adjusting other family situwations which may be the cause of the failure
to pay rent.

However, any rental account which is more than one full month in arrears
should be referred to the District Attormey for collection, and eviction
proceedings should be initiated in accordance with applicable local legal
requirements.

The following are required reports to be submitted to the Washington office
as indicated in the instructions following each report:

1. Report on Applications, Leasing, and Occupancy.

2. Tenant Record.

3. Notice of Premises Vacated.

4, Notice of Changes in Rental Charge.

Following are specimens of each of the report forms. A supply of these
forms may be obtained upon requisition fromthe Washington office. The Housing
Manager should anticipate his needs inthis connection, and order in sufficient
quantity for not less than a 3-month's period.

A supply of these application forms should be given the commanding officer
or designated assistant who will be responsible for distribution of these
forms to the enlisted personnel and civilian employees who are being recom-
mended for tenancy in the defense housing developments.

The applicant will then fill out the application form and return it to the
commanding officer who will sign it and send it to the Housing Manager.

When the form is received in the Management Office it should be checked to
see that all the information requested has been given. If the application
is incomplete it should be returned to the applicant with specific imstruc-
tions for supplying the required information.

If the application is complete the next consecutive application number
should be assigned and the application should be recorded on the register of
applications.

This application form, when properly certified, should serve also as the
necessary evidence for determining eligibility and for determining shelter rent.

Special attention should be given to seeing that items 2 and 3 which give
the amount allowed for quarters for enlisted personnel and hourly rate and
number of hours worked in a normal work-week are properly filled in.
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APPLICATION FOR A DWELLING

OFF-POST ARMY AND NAVY Appl. Fo.
DEFENSE EOUSING DEVELOPMENT
Fame of Development: Development No.:
Location:
Name? Present Address: —_—

How long have you lived in this locality?
Permanent Home Address:

l, Give information below for all members of your household who will live with yov
including yourself:

School Grade

Relationship e
Now Att ng

Hame to Family Hesd | S°X | 4&°

3. If enlisted, state Rank: Organization:
What amount do you now receive for commutation of quarterst §$

3. If civilien, state place of employment: Occupation:
Rate of pay: $ per__ NMumber hours in work weekr (not imcluding overtime) _
i‘ri;; information below for all other wage earners in your hcusehold, including
cdgers:

Person Employed Place of Employment Rate of Pay Normal Work Week

4. Describe your present housing conditions:

Signed: Date;
Thie applicant is recommended te lease a dwelling.
Date: Signed:
Commanding:
- (organization)
Unit Size Required bedrooms | Monthly rental charge -
Date Assigned Additional charge for lodgers $_
Total . « « « $___
Signed: Date:

(Housing Manager)
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WAR DEPARTMENT
THE ADJUTANT GENERAL'S OFFICE
WASHINGTON

AG 600.12 May 20, 1941

(5-14-41)MO-D-M

SUBJECT: Occupancy of defense housing projects by enlisted men below the
first three grades.

TO: Commanding General's of all Departments (except Philippine) and
Corps Areas; Commanding Officers of Exempted Stations, and Chiefs
of Arms, Services and Bureaus.

1. Reference is made to letter AG 600.12 (1-25-41)M-D-M, January 30, 1941
and letter AG 600,12 {(4-18-41)M-D-M, April 21, 1941, setting forth War Depart-
ment policies and instructions for the occupation of national defense housing
projects.,

2. It is the desire of the War Department that vacancies in such housing
projects be kept to a minimum,

3. If eligible occupants, as set forth in the above-specified letters of
instruction, arenot available in sufficient numbers to keep a housing project
filled, married enlisted men below the first three grades may be permitted
to occupy dwelling units in such projects on a temporary basis,

4. A married enlisted man below the first three grades, who has been author-
ized by his commanding officer to occupy a dwelling umnit in a War Department
defense-housing project and who is occupying that unit, will be required to
vacate upon 30 day's written .notice if an application for a dwelling unit in
the housing project ismadeby a married enlisted man of the first three grades
for whom no vacant unit is presently available.

5. Temporary occupants of defense housing projects will be subject to rental
scales prescribed in letter AG 600.12 (4-18-41)M-D-M, April 21. 1941, for
civilian employees of the War Department permanently employed at military
reservations, posts, or bases.

By order of the Secretary of War:
E. S. Apams

MAJOR GENERAL,
THE ADJUTANT GENERAL.
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SUBJECT: Management and Operation of Defense Housing Projects Constructed
under the Provisions of the Act approved October 14, 1940 (Pub. 849-
76th Congress, 3 Session).

TO: Commanding Generals of all Departments (except Philippine) and Corps
Areas; Commanding Officers of Exempted Stations, and Chiefs of Arms,
Services and Bureaus.

SECTION 1

Housing Projects located ON
Military.Reservations, Posts, or Bases,
And.operated under the Quartermaster General

1. General

a. Reference is made to earlier releases on this subject, Letter (AG
600.12) (7-25-40) M<D-M dated July 20, 1940; Bulletin No. 15W. D. 31 July 1940
pages 5, 8, 7; Letter (AG 600.12) (8-26-40) M-D-M dated August 28, 1940, and -
Letter (AG 600.12) (1-25-41) M-D-M dated January 30, 1941.

b. So much of Paragraph 3, letter (AG 600.12) (7-25-40) M-D-M dated
July 30, 1940, as pertains to housing projects near large population centers
is hereby rescinded.

c. Letter (AG 600.12) (1-25-41) M-D-M dated Jamuary 320, 1941, charges
station commanders with the responsibility for management, pursuant to in-
structions issued by the Adjutant General, of housing projects located within
the boundaries of a military reservation, post, or base. The Quartermaster
General in the same communication is charged with the operation, maintenance,
and administration of these housing projects. It will be noted that the
primary jurisdiction over buildings, appurtenant utilities, structural im-
provements, and additions rests with the Federal Works Agency and that the
War Department will function as the operating and management agent for the
Feéderal Works Agency. Instructions designed to meet the initial problems of
management and operation are contained herein.

d. The houses contained in National Defense Housing Frojects are not
"quarters in kind" as defined in Paragraph 3b, AR 35-4520. Monetary allowance
in lieu of quarters in kind may therefore be paid to occupants of houses in
the National Defense Housing Projects, provided noadequate Government quarters
in kind are available for assignment to such occupants.

2, Selection of Tenants

a. Tenawnts will be selected from:

(1) Enlisted men of - the first three grades who form a part of the
permanent garrison stationed at the military reservation, post,
or base.

(2) Civilian employees of the War Department permanently employed at
military reservations, posts, or bases.

b. The commanding officer will select on a fair and just ratio, from
applicants of groups (1) and (2) above, temants to the limit of the capacity
of the project. The housing units are designed as family dwellings, and will
not be lLeased for single occupancy.

c. The ‘method and rules for selection of temants are matters for local
determination. However, it is desired that the following requirements for
eligibility be given recognition in formulating local policy.

(1) As used in these instructions the term "family" shall be construed
to include the lessee, his wife, and dependents in fact, perma-
nently residing with him.
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{2) A family within the meaning of the foregoing paragraph is eligible
for tenancy regardless. of income. However, civilian families
within income groups which can be adequately housed at fair rentals
within their financial reach by private enterprise shall not be
accepted as tenants in areas or localities where private enter-
prise is presently meeting their needs. If private enterprise
is not meeting the needs of such families, they may be accepted
as tenants but only until such time as there is constructed by
private enterprise such adequate housing at fair rentals within
their financial reach. The provisions of this paragraph are not
intended to exclude any person or persons from occupancy in the
unit when occupancy is primarily desirable from a military or
station-administration standpoint; and the restrictions outlined
herein will not be applied to applicants whose duties place them
within that category.

{3) Lessees may be permitted to accept or take in lodgers in the dis-
cretion of the commanding officer, but no lodger will be approved
unless he is a member of the military service or is engaged or
about to be engaged in defense activities. For the purpose of
these instructions, a lodger is defined as any person, not a
member of the lessee's family, who is permitted by the lessee to
use part of the leased premises as his residence for the time
being, pursuant to an agreement for hire.- Such agreement need
not -be formal, but may consist of any understanding between the
parties.- '

3. Lease

Prior to occupation each tenant will be required toexecute a lease con~
taining the terms and conditions under which he may occupy a unit within the
project. The commanding officer, or his agent, will act as the agent of the
Government in the execution of the lease. All leases will be written to ex-
pire on June 30 of each year. For computauons involving fractlons of amonth,
the 30-day month will be used as a basis. The lease form to be used will be
as prescribed by the Quartermaster General.

4, Utility and Other Services

Rental rates quoted in paragraph five below include the cost of allow-
ances for utility and the other operating services. . The over-all estimated
cost of these services for the entire project will be set in the operating
budget. This estimate will be based, where applicable, on adequate allowances
as set forth in Table of Standard Fuel and Light Allowances as prescribed by
The Quartermaster General. The budget allowance for utility services plus
amount of collections for excess utility services, will represent the maximum
expenditure for this purpose, that may be paid from operating revenues. Any
excess over the budget allowance will be prorated among tenants. The basis -
for proration will be the monthly rental scale; that is, each tenmant's share
will bear the same ratio to the total community excess as his individual rent
payment bears to the total rent collection. Tenants will be notified quarterly
of the status of utility expenditures. Collection for excess will be made
twice yearly on June 30 and January 1, except that excess due from vacating
‘tenants will becollected at the time their lease is terminated. Post Quarter-
masters will conduct a continuval check on individual utility consumption.
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5. Collection and Scale of Rentals

a. The Post Quartermaster will be respomsible for the collection and
deposit with the Post Finance Officer of all rental moneys. Pending publi-
cation of regulationms by the Finance Department, all .moneys collected and
deposited by thePost Quartermaster willbe carried bythe Post Finance Officer
in his Special Deposit fund. Money collected as payment for excess utility
services as well as all other operating revenues willbe handled in a ‘similar
manner. The Post Finance Officer will make payment from such funds to cover
expenses of operation and maintenance, including administration expenses, on
vouchers properly certified by the Post Quartermaster.

b, Rents will be collected monthly, at the end of the month. The rent
month will be the calendar month, Rents are payable to the Post Quarter-
master on or before the 10th day of each month. A report of any rents due
and not paid by the 10th of the month willbe made to the commanding officer.
Delinquent tenants must settle in full within 30 days of the date they are
reported delinquent. Under no circumstanceswill a delinquent tenant be per-
mitted to occupy accommodation within the project for a longer period.

¢. Scale of Rents:

(1) Enlisted Men
Allowances for quarters as prescribed by existing regulations.

(2) Civilians

Salary Range Nonthly Rental
$760 or less $10.00
751-1, 095 16.00
1,096-1, 440 20.00
1,441-1,740 26.00
1,741-2, 040 30.00
2, 041-2,370 35,00
2,371-2,700 40.00
2,701-3, 000 45.00
3,000 or more 50.00

The salary range for employees on hourly or weekly basis will be
computed on the basis of a 50-week year and the normal hourweek
in the surrounding territory.

(3) Lodgers
Additional rent for’ the privilege of taking in lodgers will be
charged the tenant at the rate of $5 per month per lodger.

{4} The size of the dwelling occupiedby a tenant shall have no bear-
ing on monthly rental charge. -

6. Annual Budget

‘Each Post Quartermaster concerned will Prepare .and submit for approval
to the Quartermaster General, in quadruplicate, not later than 15 days after
occupation of the first unit within his project, am operating budget for the
project under his supervision; the budget for each fiscal year will be sub-
mitted annually thereafter to The Quartermaster General, to reach his office
not later than February 1. -This budget will be reviewedby the Post Quarter-
master on October 1, January 1, and April 1 of each year. If no revisions
appear desirable, a report to that effect will be made on the above dates.
The form for the required budget will be. prescribed by The Quartermaster
General. Monthly financial statements willbe submitted to The Quartermaster
General, :
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7. Operation and Naintenance of Projects

a. Within limits set up im the approved: budget, moneys derived from
rentals will be available for expenses of operation and maintenance, including
administrative expenses. At the close of each fiscal year the Post Quarter-
master will report to The Quartermaster General any outstanding obligatioms
against his project unpaid on June 20th. Tle Quartermaster Gemeral will in
turn make the same report to the Chief of Finance with request that he take
the necessary steps to transfer any unobligated balamce or balances to the
Federal Works Agency, for its disposition as required by the Act of October 14,
1940.

b. The operation and maintenance of projects is a fuaction of the Post
Quartermaster. Unless authorized by the Quartermaster General, operation
and maintenance expenditures will not exceed budget authorizationms.

- c. The established work-order system for control and accounting for
costs of maintenance work will be used.

8. Poét Exchange and Other Service Facilities

The commanding officer is authorized to establish for a housing project
such Post-Exchange or other service facilities as he may determine to be
necessary. In the event that such facilities occupy buildings belonging to -
the housing project, a rental comparable to that charged for such facilities
in the nearby community will be collected from the facility or facilities
and accounted for in the same manner as other revenues.

9. Purchasing

Post Quartermasters will follow established Army purchasing procedure
in all transactions involving the expenditure of the housing project revenues
available for expenditure within the limits of the approved budget.

10. Civilian Assistants and Employees

Post Quartermasters are authorized to employ such civilian assistants
as arerequired and authorized inthe project budget. In so far as applicable,
Post Quartermasters will follow the provisions of 0.Q.M.G. Cir. 1-I5.

11. Auditing and Inspection

The records and accounts of housing projects will be subject to inspec-
tion or audit by representatives of the Federal Works Agency when authorized
by The Quartermaster General.

12. Forms ‘
As prescribed by The Quartermaster General and Chief of Finance. TEach
form will be kept current and will be subject to authorized imspection or
audit at any time. '
13, Printing

Post Quartermasters may make local expenditures for printingtothe amount.
authorized in the budget.-

14. Reports

As directed in paragraphs 6 and 7 above, and in accordance Wwith instruc- -
tions issued by The Quartermaster General and Chief of Finance.

15. Accounting Instructions

Instructions covering procedure to be followed will be issued by The
Quartermaster General and the Chief of Finance.
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SECTION II

Housing Projects located OFF
Military Reservations, Posts, or Bases,
And operated under the Federal Works Administrator

1, General

a. Except as indicated in Section IIT below off reservation housing
projects will be operated by Housing Managers responsible either directly or
indirectly to the Federal Works Administrator.:

b. Attention is directed to letter (AG 600.12) (1-25-41) M-D-M dated
Janvary 30, 1941, which requires that The Quartermaster General and Post
Commanders will cooperatewith duly appointed operating agencies in the opera-
tion, administration, and management of housing projects located on lands
outside of the boundaries of military reservations, posts, or bases,

2. The Commanding Officer shall select tenants for off-post housing projects
in accordance with the provisions of paragraph 2, section I, and shall certify
such tenants to the local Housing Manager. The assignment of particular units
to the tenants selected and certified is the respomsibility of the Housing
Manager.-

3. Lease

The Housing Manager for the Federal Works Agency will act as the agent
of the Government in the execution of leases. The lease form to be used will
be as prescribed by the Management Agency.

4. Utility and other Services

a. Enlisted men
The average annual payment by the tenant for utility and other services
plus shelter rent shall not exceed the allowance for quarters paid by the
Government to the tenant, except when the consumption of utilities has been
in excess of allowances prescribed for that project; in which event an addi-
tional charge will be made as determined by the Management Agency.

b. Civilians
.Payment by the tenant for utilities and other services will be as
prescribed by the Federal Works Administrator or his agent.

c. Pursuant to the provisions of sections 601 ana 602 of the Act of
June 30, 1932 (47 Stat. 417; 31U.S.C. €86), Post Quartermasters are authorized
to sell coal, fuel oil, gas, electricity, water, and other supplies to the
Federal Works Agency for consumption at defense-housing projects. The fiscal
procedure prescribed in paragraph 2, AR 35-880, C-1 will be followed in cases
involving such sales.-

5. Collection and Scale of Rents

a. Collection
Collection of rents will be as prescribed by the Management Agency.

b. Scale of Rents

(1) Enlisted men
Allowances for quarters as prescribed by existing regulatioms.
This rent to be all-inclusive except as prescribed below. In the
event separate payments are made by the tenant for utilities or
other services, the shelter rent shall not exceed the difference
between the prescribed allowance for quarters and such separate
payment<. unless such separate payments are made for the purpose
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of defraying charges for utilities consumed by the tenant in ex-
cess of prescribed allowances.

{2) Civilians
Rent as prescribed by the Management Agency to include lodgers,
if any.

SECTION III

Housing Projects located off
Military Reservations, Posts, or Bases,
And operated under The Quartermaster General

1. The Quartermaster General is authorized to operate, maintain, and ad-
minister for the War Department housing projects located on land outside the
boundaries of military reservations, posts, or bases, when the War Department
has approved the request of the Federal Works Admimistrator that such manage-
ment functions be assumed.

2. The commanding officer of the Post served by such housing projects will
be responsible for the operation, maintenance, and administration of such
projects pursuant to the provisions of Sectiom I.

SECTION IV
General

1. The Management of War Department housing projects is in accord with the
coordination of 1local management programs for Government Defense Housing Proj-
ects as promulgated by the National Division of Defense Housing Coordination
and the Division of Defense Housing of the Federal Works Agency.

2. A copy of occupancy standards prescribed by the Division of Defense
Housing of the Federal Works Agency is attached for the information of all
concerned.

3. Additional inmstructions will be issued concerning housing projects:

a. Provided for the War Department by the United States Housing Authority,
or local Housing Authorities cooperating therewith, under the prov1s1ons of
Public Act No. 671-76th Congress.

b. Constructed by or for the War Department in the Panama Canal Depart-
ment and at Kodiak, Alaska, respectively, under the provisions of Public Act
No. 781-76th Congress.

4. Supplemental instructions will be issued from time to time as necessary. '

By order of the Secretary of War:
(Signed) E. S. ApaMs

Major General,
The Adjutant General.
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TENANT SELECTION AND RENTING FOR HOUSING DEVELOPMENTS
FOR INDUSTRIAL WORKERS

The Housing Manager first should familiarize himself with the Locality PREPARATION
Program Report prepared by the office of the Defense Housing Coordinator for gggEg%}iggT
the district in which his defense housing development is located. These re- 1y,
ports will be available and should be obtained fromthe office of the Director %?Znﬂgement

of the Division of Defense Housing, Federal Works Agency.

Next, he should meet with the Regional Defense Housing Coordinator and such
other persons as the latter designates, not later than 60 days prior to the
scheduled initial occupancy date, wherever possible, to arrive at tentative
decisions regarding the following:

1. Rent and income levels for the development in question.
2. Relation of the development to the gemeral local defense-housing program.

2. Determination of local defense industries with reference to tenant selec-
tion for the development.

4, Number of units to be rented to employees of eachof the various defense
industries.

5. Determination of the number of hours in the normal workweek of various
defense industries.

The understandings reached locally should be submitted to the Federal Works
Admirnistrator for his approval,

The Manager should assist in every way possible in the coordination of the Kelations
local defense-housing program. To this end he should familiarize himself with Zzgc?zger
the personnel and the programs of other agencies in the locality concerned
with housing, such as the local housing authority, if any, the Homes Regis-
tration Office, and the local Defense Council. Arrangements should be worked
out for referring ineligible applicants toother appropriate agencies, as well

as for having other agencies refer eligible families to the application office.

Where tenant selection is being done for developments other than the omne
under the Manager's jurisdiction, he should make every effort to avoid conflict
and duplication of work.

As soon as the defense industries and plants have been designated for tenant Relations
selection purposes, the Manager should confer with employers in such plants %?oye“
for the purpose of (a) explaining the tenant selection and rental policies,

{b) agreeing upon procedures for securing information required on the certifi-
cation forms, and (c) making arrangements for the employer to publicize the
development among his employees and to refer them to the application office.

Where a continuing relationship with a large industrial concern is antici-
pated, it is desirable to ask the concern to designate one person to act in
a liaisgn capacity between the concern and the Housing Manager. .

As soon as the foregoing steps have been accomplished, the Manager should f’szgablishing
open one or more application offices., One such office should be located on  4ppiication
the site, if possible, and another conveniently located in relation to the Of?ice
principal defense plants. The offices should be clearly marked with signms,
and should remain open for receiving applications and answering inquiries
on Saturdays and Sundays and during the late afternoon and early evening, as
well as during the regular daily office hours.

The application offices should not be elaborate, but must be clean and dig-
nified. They should provide sufficient space for interviewing applicants in
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reasonable privacy and should be equipped with telephones and essential sani-
tary facilities.

A1l essential forms and office supplies should be on hand in advance. Cer-
t.in of the forms are to be obtained by requisition, while others must be
prepared locally.

A rubber stamp covering the development number, the name of the State and
the name of the locality by which the development is designated should be
obtained and this stamp should be used to stamp each application, FWA Form
DHM 7, in the upper left corner. The same stamp should be used to stamp the
Tenant-Record card, FWA Form DHM 11, which is described in a later section
of this Manuval. The stamp to be ordered should be designed to fit the space
provided on the latter form. It will then be unnecessary to type im or write
out these items for each of the hundreds of applications and Tenant-Record
cards which will have to be prepared.

The Application for a Dwelling Form, FWA DHM 7, (see page C.051), is the
standard form of application to be used on all developments intended for
occupancy by industrial workers and their families. These forms should be
distributed to employers and employee organizations in the designated local
defense industries, to the Homes Registration Office in the locality, and to
other appropriate sources. Applicants are to be requested to fill inthe form
and to return it in person to the management (or application} office. As
applicants come to the office, the application blank is to be reviewed briefly
with them. At this time the application is to be classified as eligible or
ineligible, as the case may be. (Applications are to be classified as eli-
gible if the principal wage earner is employed or about to be employed in a
designated defemse industry; applications are ineligible if the principal
wage earner is not so employed or about to be employed.) At this time in-
eligible applicants should be advised of their ineligibility. Eligible ap-
plicants are to be advised that their employment and income is to be verified
and that they will be notified later whether or not they are accepted for
leasing. Eligible applicants should be requested to keep the office informed
of any changes of address or other circumstances.

As an application is received, it is to be recorded on the application reg-
ister (see page C.053) and assigned the next consecutive application number,
Make out a master file card showing the name, address, and application number.
Make a folder for the application, recording the name and application number
on the tab. Fill in the name of the development, name of the employee, and
the name of the plant, and record the application number on a "Certification
of Defense Activity and Income Data" form (see page C.054) for the pr1nc1pal
wage earner and lodgers listed on all eligible applicationms.

File the master-file card alphabetically. File application folders numeri-
cally by application number. Put Certification of Defense Activity and Income
Data forms aside for later verification.

It is a basic policy in tenant selection to reflect the patterns of the
community in which the projects are located. In this respect questions of a
racial nature will arise. In tenant selection, the project manager is required
to see to it that his selections reflect the policies of the Federal Works Agency.

The Racial Relations Office and the Tenant Selection Division of the Division
of Defense Housing will cooperate in matters affecting racial policy in
tenancy.
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This is required by the terms of the Lanham Act which restricts eligibility Verification
for admission to those families of which the head is engaged or about to be Defense
engaged in industries connected with and essential to the national defense. Activity
In clarification of this requirement, the Statement of Policy on Tenant Selec-
tion, FWA 3612, dated February 7, 1941, states:

1. A family is two or more persons accustomed to living together.

2. a. This definition shall not be constryed to exclude lodgers, but no
lodger shall be accepted as part of a household unless he is, or is about to
be, engaged in defense activities,

b. A lodger isdefined as any person, not a member of the tenant's family
who is permitted by the tenant to use part of the leased premises as his resi-
dence for the time being, pursuant to an agreement for hire., Such agreement
need not be formal but may consist of any understanding between the parties.

c. In extraordinary individual cases, the local manager may waive the
limiting of eligibility to families as defined above, if, in his considered
opinion, such waiver is essential to the local defense program.

This is required by the policy which bases shelter rents on the income of Income
the principal wage earner, regardless of size of dwelling unit assigned. The
statement of policy on Rentals, FWA 4349, dated May 2, 1941, defines this as
follows:

1. Income of principal wage earner:

a. The income of the principal wage earner shall include his total earned
income, which shall be computed on the basis of a 50-week year and the normal
hourweek of the local defense industry. Overtime pay shall not be included
as a part of income under this definition, but in the event that a local de-
fense industry increases the hourweek as a general policy such increases
shall not be considered as overtime.

b. Income shall not include income from sources other than employment
(that is, pensions, alimony, etc.).

Following is the suggested procedure for verifying these two factors:

At frequent periodic intervals sort the certification forms according to
the name of the plant or employer. According to arrangements previously made
with employers, mail or preferably take the certification forms to be filled
in by the employer.

In addition to the foregoing factors, the Statement of Policy on Tenant
Selection. FWA 3612, stipulates that priority in selection from among the
group of eligible applicants shall be established on the following basis:

1. Priority shallbe given to applicants who have come fromother localities
and who are now living in trailers or other temporary shelter.

2. Preference also shall be given to applicants who have come from other
localities and whose domiciles are beyond reasonable commuting distance of
the defense industry in which they are, or are to be, engaged. This shall
include applicants now living locally with their families in purely temporary
gquarters or together with another family, as well as applicants desiring to bring
their families from their domiciles elsewhere. In the event sufficient ap-
plications are not received form the above classifications, applicants now
domiciled within reasonable commuting distance of the defense industry may be
considered according to their relative need.
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3. The local manager may waive the above priority of selection in extraor-
dinary individual instances where the applicant's occupation or skill is
particularly vital to the local defense program or when for other reasons,
in his opinion, such measure is essential to the local defense program.

In order to determine which applicants are entitled to priority in selection
by reason of their domicile being beyond reasonable commuting distance of the
defense industry, it is gemerally advisable to make some check on the length
of time that the applicant has 1lived in the locality. Im this connection
check the date of employment with the employer as shown on the certification
form; check name in city directory, if any, or check other documents in the
applicant's possession which might serve to verify this item, such as driver's
license or Social Security identification card issued at place of domicile,
postmarked letters, etc.

In the case of applicants who are not entitled to priority by reason of
their being domiciled within reasonable commuting distance of the defense
industry in which they are or about to be employed, most reliance, relative
to the family's need for housing, will be based on the applicant's statemeat
on the application form. Wherever possible, however, it is advisable to check
with the records of the local housing auwthority, if any, or with any recent
existing housing survey for further verification of this item.

It is not conmsidered necessary or desirable to obtain commercial credit
reports or otherwise to attempt to verify credit risk.

The Statement of Policy on Rentals, FWA 4349, dated May 2, 1941, states
that shelter rents will be based on the income of the principal wage earner,
regardless of size of the dwelling unit assigned by the management. Except
in extraordinary cases to be certified by the Federal Works Administrator,
the rentals on all projects will be as follows:

Annual Feekly Nonthly
Shelter Rent

$700~ $300 $14-316 $13
801-1, 000 18- 20 14
1,001-1, 200 20~ 24 17
1, 201-1,500 24- 30 20
1,501-1, 800 30~ 36 25
1,801-2, 200 36- 44 30
2,201=2, 600 44- 52 36
2, 601-3, 000 52~ 60 43
3,001 or more 60 or more 50

In addition tp the shelter-rental charge, families shall be required to. pay
an additional charge of $5.00 per month for each lodger livingwith the family.

The income of the principal wage earnmer shall include the total earned in-
come of the principal wage earner, which shall be computed on the basis of 2
50-week year and the normal hourweek of the local defense industry. Overtime
pay shall not be included as a part of income under this definition; but in
the event that a local defense industry increases the hourweek as a general
policy, such increases shall not be considered as overtime. Income shall
not include income from sources other than employment (that is, pensions, ali-
mony, etc.).

The Housing Manager shall be responsible for determination and periodic
check on the income of the principal wage earner.

The following procedure should be followed in applying the rental policy
for the purpose of determining shelter rent to be paid by the prospective
tenant.,
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1. Por workers receiving straight salaries with no provision for overtime
pay, the total earned income shall be computed on the basis of the current
rate of pay for a period of 50 weeks per year.

2. For workers paid on a piecework or production-bonus basis, the total
earned income shall be computed on the basis of a 50-week year and the aver-
age weekly earnings for a 40-hour week. A statement of average weekly earn-
ings should be obtained from the employer.

3. For workers paid an hourly rate with provision for overtime pay for
time worked in excess of 40 hours, the total earned income shall be computed
on the basis of a 50-week year and the normal hourweek of 40 hours. Over-
time pay shall not be included as a part of income under this definition.
For example, in some industries the normal hourweek is 40 hours but due to
the present emergency, employees arebeing asked to work 48 hoursand are paid
straight time for the first 40 hours and time-and-one-half for the remaining
8 hours, which means they are actually being paid for 52 hours per week.
Under the present policy all hours worked in excess of 40 hours should be
considered as overtime and not included as part of the income.

4. If there are two or more members of the family employed, the income of
the person employed in the defense industry should be used for the purpose
of determining shelter rent.

5. If there are to be individual meters for the various dwelling units im
the development there will be no occasion to establish a chargeforutilities
‘n addition to the shelter rent. If, however, there is to be a master meter,
a rate for the various utilities will have to be established for each dwell-
ing and this amount should be added to the shelter rent.

6. As stated inthe policy, am additional charge of $5.00 per month should be
made for each lodger living with the family. The total rent will then be the
amcnnt for shelter rent plus the charge for lodgers plus the charge for utili-
ties, if these are provided, through the master meter in the development.

A policy governing the basis for determining shelter rent for management
employees living in defense housing developments is given below. Although
it ishighly desirable for the Manager and certain other members of the staff
to live on the project, it is not mandatory.

Shelter rent for management employeeé living in defense housing develop-
ments will be based on the income received by the members of the management
staff with the exception that, in no instance, should shelter rent of a
Manager or other members of the staff exceed $36 a month.

Lease forms for all members of the Management staff with the exception of
the Housing Manager should be executed in the usual way. The lease form for
the Housing Manager should be filled in and all four copies should be sent
to this office, where they will be signed and two copies will then be returmed
to the local manager.

As certification forms and other verifications are completed on an appli- g%fzggg;?%r
cation, the information in the box in the right top oorner of the application [egsing
form should be filled in. (See instructions on page C.052.) As soon as the
opening date for the first units is definitely established, select families
for leasing on the basis of priorities outlined in the Statement of Policy

on Tenant Selection, cited above.

As applications are selected for leasing, they are to be recorded on the LEASING AND

Register of Applications Selected forLeasing (Work Sheet A, see page C.039.} A gzngAﬁiz
Rental Certificate form (see page C.058) is to be made out in triplicate for Mbuhggin
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each family selected for leasing. A form letter is to be sent to such fami-
lies, notifying the family of acceptance for leasing and requesting that
both husband and wife come to the management office at an appointed time to
select a dwelling and sign a lease. One copy of the Rental Certificate
should be enclosed with this letter; the other copy is to be retained in the
rental office to be filed by date of appointment to select a dwelling, and
used as a tickler file.

As families come in to select a dwelling, the duplicate Rental Certificate
is to be removed from the file, as indicated below, so that the certificates
remaining in the file at the end of each day will indicate which families
have failed to keep their appointments. Families who fail to keep their ap-
pointments to select a dwelling and who fail to contact the office within a
reasonable length of time or who do not respond to a second notice should be
notified that their Rental Certificate has been canceled. This action con~
stitutes withdrawal of the application, and should be so recorded on Work
Sheet B, "Change in Status of Application," described on page C. 041.

As families come to the office they should be shown two or three dwellings
of the appropriate size from which to make a selection. The unit size re-
quired by the family will have been recorded on the Rental Certificate and
assignments are to be made on the basis of the following occupancy standards;

1. A one-bedroom unit shall be assigned to a family composed of not less
than two nor more than three persons.

2. A two-bedroom unit shall be assigned to a family composed of not less
than three nor more than five persons provided that such unit may, in the
discretion of the Housing Manager, be assigned to a family composed of two
persons if no one-bedroom unit is available, but only for the period of such
unavailability.

3. A three-bedroom unit shall be assigned to a family composed of not less
than four nor more than seven persons.

4. A four-bedroom unit shall be assigned to a family composed of not less
than five mor more than nine persons.

For the purpose of this statement a family shall be deemed to mean and ijn-
clude all permanent members of the household and such lodgers as may be ap-
proved by the Housing Management.

In assigning dwellings to households which include lodgers, the Manager
should see that a separate bedroom is set aside for each lodger or for two
lodgers of the same sex.

After the dwelling unit has been selected, the next step is the signing of
the lease. It is essential that the Manager (or designated assistant) take
sufficient time to talk with.the selected family to clarify the tenant's under-
standing of the lease terms, the bases upon which residence in the develop-
ment and the rental charge are determined, the necessity for periodic check-
ing on defense activity and household income, the limitations placed upon
the taking in of lodgers and the additional rental charge for lodgers, and
other pertinent aspects of the rental policies. It is important also to em-
phasize the necessity for prompt payment of rent and other charges, for keep-
ing the dwelling and the lawn in good condition, and for having consideration
for neighbors. The Manager may also wish to inform the family regarding the
availability of facilities for health, welfare, and recreation in the develop-
ment or in the community. Such aninterview is a requisite for the establish-
ment of a friendly and cooperative tenant-management relationship.
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Four copies of the lease form are to be prepared—the original and one copy
are tobe sent to the Division of Defense Housing, Officeof the Administrator,
Federal Works Agency, where one will be kept on file and the other will be
sent to the General Accounting Office. The third copy is to be retained in
the Managers files and the fourth copy is to be given to ihe tenant. All
four copies are to be signed by the temant as well as by the Manager., |(As
dwellings are leased, a notation should be made on Work Sheet B as described
on page C.041.) The lease must be signed by the priacipal wage earner and
spouse and/or parent or guardian if principal wage earner is a minor.

Several days before the family is scheduled to move in, the Manager should
arrange for final inspection of the dwelling to make sure that it is clean
and that all of the equipment is in good working order. Before the family
actually moves in, rent for the remainder of the month is to be paid to the
cashier and receipted in the management office according to the established
accounting procedure, and the keys turned over te the tenant.

Prior to leasing, an Cccupancy Record card (see page C.061) is to be made RENTAL

out for each dwelling unit. Cards for vacant dwellings should be filed in a GUIDES
"vacancy" file according to type and size of unit. Cards for dwellings ?gﬁﬁ';’;ﬁ'"u,
leased but as yet unoccupied should be filed in a pending-occupancy section
or flagged to indicate that the dwellings are leased but not yet occupied.
(A dwelling should be considered as "occupied" when it is under lease and
when reant has beenpaid for the period, even though the tenant may not actually
be living in the dwelling.) As each tenant takes possession, this should be
recorded on the Occupancy Record, and the card for that dwelling should be
transferred to an occupancy file and filed by address. (Where a vssible in-
dex is used instead of the straight card file, indicators will be unsed to
show the status of occupancy of each dwelling.)

In addition to the Occupancy Record file, additioral controlsare generally Site Plan

necessary during the period of initial leasing and occupancy. One such rental
guide may be provided by the use of a site plan showing the location of in-
dividual dwellings iun each building by unit number or address. Units of dif-
ferent size should be indicated by different colors. By the use of colored
pins the site plan serves to indicate the number of dwelling units available
for leasing, those leased but as yet unoccupied, and the number of occupied
dwelling units.

In very large projects amaster moving schedule should be prepared to serve Ab%: AR
as a control of moving assignments (see page C.064). By reference to it the
number of families using the driveways, entrances, and stairways at any one
time may be regulated, thus avoiding confusion and congestion. Such a sched-
use should be prepared weekly during the period of initial occupancy. As as-
signments are made, the dwelling-unit numbers for which moving time is sched-
ules should be entered in the squares provided. As dwellings are occupied a
line may be drawn through the assignment to indicate completion of the move.

The local Manager isresponsible for making a periodic check on the defense REEXAMINA-
employment and income of tenants for purposes of ascertaining their eligi- géggngg
bility for continued occupancy in the development and for making any neces- ACTIVITY
sary changes in the rental charge. The first such reexamination of tenants' AND INCOME
circumstances is to be made 6 months after the development is completely oc-
cupied, and at annwal intervals thereafter. However, if in the Manager's
opinion local employment conditions relative to hourly wages or number of
hours in the normal wokrkweek or other factors have charged materially, he
may conduct the reexamination at semiannual intervals. The number of such
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reviews should be kept to a minimum, however, because of the additional bur-
den of work it places upon the Manager and upon employers.

Review of all tenants' circumstances should be made at omne time, within a
1- or 2-month's period wherever possible, in order to obviate unnecesszary
continuous feelings of insecurity on the part of tenants, and in order that
necessary rental changes may become effective at one time, thus avoidiag any
appearance of favoritism or discrimination.

In conducting the reexamination, it will be necessary to send a letter to
all tenants explaining the purposes of the inquiry and requesting that they
fill in a new form giving information as to the occupations and incomes of
the members of the household (see page C.058 for form). As these forms are re-
turned to the Manager, defense activity and income are to be reverified, in
the same manner as that followed for initial tenant selection(see page C.030).

Families which no longer have a member employed in a defenmse industry or a
member who has been given assurance of reemployment in a defense industry
shall be notified to vacate, but shall be allowed a reasonable length of time
to relocate outside of the development. Families shall also be required to
notify any ineligible lodgers to vacate. In case of families whose head is
no longer employed in one of the specific defense industries or plants desig-
nated at initial tenant selection, but who have become reemployed by other
industries which, in the Manager's opinion, are considered to be closely as-
sociated with and essential to the national defense program, the Manager may
permit such families to remain as tenants in the development.

Adjustments in rental charges as a result of changes in income should be
made as soon as possible after completion of the reexamination of incomes,
and all at the same time.

As provided in the lease, tenants are required to pay rent and other charges
at the management office not later than the first day of each month. A device
which has been used successfully as an added incentive to prompt paymeant is
that of stamping "Late" across the face of receipts for rent paid after the
5~day delinquincy.

In the case of a family which habitually fails to pay rent ontime, the
Manager should attempt to ascertain the reason for this delinquincy in con-
ference with the heads of the family, and to assist in remedying the situa-
tion wherever possible.

It must be remembered that the tenants living in defense-housing develop-
ments are, Byreason of their occupation or skill, essential to the national-
defense program. Consequently eviction of a tenant for nonpayment of rent
or for other causes should be resorted to only after all reasonable attempts
to collect the rent have failed. Such attempts should include a conference
with the family heads, both husband and wife, and perhaps also a conference
with the employer. In some instances,it may be desirable to refer the family
to an appropriate social agency for assistance in budgeting the family
income or in adjusting other family situations which may be the cause of the
failure to pay rent,

However, any rental account which is more than one full month in arrears
should be referred to the District Attorney for collection, and eviction
proceedings should be initiated ian accordance with applicable local legal
requirements, :




MANAGEMENT POLICIES AND PROCEDURES e C.037

The following are required reports to be submitted to the Washington office REPORTING
as indicated in the instructions following each report:

1. Report on Applications, Leasing, and Occupancy.
2. Tenant Record.

3. Notice of Premises Vacated.

4. Notice of Changes in Rental Charge.

Following are specimens of each of the report forms. A supply of these
forms may be obtained upon requisition from the Washingtonoffice. The
Housing Manager should anticipate his needs in this connection, and order in
sufficient quantity for not less than a 3-months' period.
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FEDERAL WORKS AGENCY
Division of Defense Housing
Washington, D. C.

REPORT ON APPLICATIONS, LEASING, AND OCCUPANCY

Report No.
Period Covered §, Fhru 4 /27/ 4/
Development Name: 7Z£FENSE  HOMES Number: 3/- 9
Location: SUmMER y/4lE, NORTH CARo LINA
Development Serving: Army —- Enl. , Civ. ¢ Navy =~ #nl. y Civ.
Indus trial (specify) I 80  VIus7R/AL  ONITS
(seheduled
Date first units (accepted for occupancyéézézi/ Date first unit occupied "ZJZf”/
(scheduled
Date all units (aeeepted for occupency dlg.7 &/1/ 4/
Total Total
A. AFPLICATIONS RECEIVED This Period | To Date
1., ZXligible applications received Qo 30
2. All applications received | X5 Y &0
. ___ __f _
B. DISPOSITION OF APPLICATIONS SELZCTSD FOR LEASING Presert Status
3. Fumber selected applications not yet under lease YR 52
4. Kumber selected applications under lease / S/
5. DNumber leases cancelled or applications withdrawn prior to
occupancy /7
6., Number families moved from development /)
7. Total number applications selected for leasing (3+445+46) JF R &
C. LEASING AND 0OCC c t : Size of Dwelling Units
UPANCY Total Bedroom |2 Bedrooms|3 Bedroams |4 Bedrooms
8. No. units in development |S00 Y so /62
9. No. units accepted for
occupancy /L /96 /é
10. No. units occupied /-3 /.3
11. VNo. units leased, but -
not occupied 34 X 2

REMARKS ; ngég‘ﬁmgi 2re 23 Lo WW ZHe sech 7

/] ya)
Signed: (4L 1. RAloC mue';mﬂ%%_&%'c Date: é/.i//‘//
Note: Tﬂfirst report is to be submitted at thé@ end 8f the first week during which

applications are received, and weekly thereafter until the development is 95% occu-~
Pied; monthly thereafter. Friday is to be the last day of the official week, 8o
that the weekly reports can be prepared on Saturday. Monthly reports are to cover
the calendar month, The report is to be prepared in triplicate, and two copies are
to be mailed to the Federal Works Agency, Division of Defense Housing, Washington,
D. C., in time to be received by the Tuesday following the date of the report.
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REGISTER OF APPLICATIONS SELECTED FOR LEASING

Work Sheet A
1 Date Rental A Da:e tOf Disposition Made
Date | ‘4pplication Name Certificate ppointment
Number : Sent to Select (Specify)
Dwelling
CEANGES IN STATUS OF SELECTED APPLICATIONS
Work Sheet B
CHANGE FROM (-) CHANGE TO (+)
T ™
Date | APplication Yeme Not Yet |Under|Leasés Cancelled Not Yet|Under |{Leases Cancelled}Moved From
Number Under |Lease{Before Occupaacy Under |Lease Before Occupancy |Development
' Leasge or Application Lease or Application
| Withdrawn Withdrawn
RECAPITULATION OF WORK SHEETS A AND B
ON APPLICATIONS SELECTED FOR LEASING
(Work Shest C)
Leases Cancelled
Not Yet Under Before Occupancy | Moved From
Lease Under Lease Or Application Development
Withdrawn
1. Status End of Last Period
i ‘\_ /" ‘-‘\N_ - -
2, Applications Selected This Period ,/"<\__ e — S
3. Plus Changes (Work Sheet B - Change to)
4, Total ) .
: — e
5. Less Changes (Work Sheet B - Change From) e
(3

Status At End of Period
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Report on Applications, Leasing, and Occupancy

Thi's report is to be 'submitted by the Housing Manager on all developments comstructed
under the provisioms of the Lanham Act. The first report is to be submitted at the end of
the first week during which applications are received, and weekly thereafter until the
development is 95 percent occupied; monthlythereafter. Friday istobe the last dayof the offi-
cial week so that weekly reports can be prepared and submitted on Saturday. The Report is
to be prepared in triplicate, and two copies are to be mailed to the Federal Works Agency,
Division of Defense Housing, Washingion, D. C., in timetobe receivedby the Monday follow-
ing the last date of the period covered by the report. Developments located west of the
Mississippi River should use air mail.

Monthly reports are to cover the calendar month and should be mailed not later than the
10th day of the month.

Certain work sheets and files are necessary to pemmit proper accounting for applications
and dwelling occupancy and to facilitate the required reporting. These are described in
connection with the following instructions for filling in the report:

Heading

keport Fo.—Reports are to be numbered consecutively, starting with the first week during which applications
are received.

Period Covered.—Insert first and last dates of the period covered by this report. For weekly reports,
Friday 1s to be the last day of the week covered in the report, so that the reports can:be prepired and sub-
mitted on Saturday. Monthly reports aee to cover the calendar month.

Development Name and Number.—Insert the name, number, and location of the development to which the report
pertains.

Development Serving.—Indicate in the appropriate space the number of dwelling units at present allocated
for occupancy by Army enlisted personnel, Army civilian employees, Navy enlisted personnel, Navy civilian

auployees, and for industrial workers.

Scheduled
Date First Units 4dccepted for Occupancy.—Cross out the word *accepted® if no units have been accepted
for occupancy, and record the date for which the first units are scheduled for occupancy. If the first units
have already been accepted for occupancy, cross out the word "scheduled" and record the date that such units
were accepted. After the first units nave been reported as accepted, this notation may be omitted from sub-

sequent reports.

Date First Unit Occupied.~~Record the date upon which the first tenant moved into the development. After
the first unlts have been tenanted and the date reported, this notation may alsobe omitted from subsequent

reports.

Scheduled
Date 4ll Units Accepted for Occupancy.—Cross out the inappropriate word and record the date upon which
all units in the development are scheduled for acceptance or actually accepted for occupancy. After all
units have been accepted for occupancy and 8o reported, this item may be omitted from subsequent reports.

Section A, Applications Received.—This 'section of the report, lines 1 and 2, maybe
anitted by managers of Army and Navy off-post developments. This section does apply to all
other developments.

The data called for in this section of the report is to be obtained from the Application
Register (page C.038) as follows.

As applications are received, they are to be recorded on the Application Register and
assigned the next consecutive application number. A check { ) is to beplaced in the
"Classification" column to indica e whether the applicant is eligible or ineligible. (See

page C.0%0)for definitions.

At the end of the report period, draw a heavy line under the last application registered.
Total the checks in the "Eligible" column to obtain the figure to be recorded on line 1 of
the report, "Eligible applications received—This Period." This figure added to. the "Total
to Date"” reported on the previous report, gives the new total to date figure.
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The last application number recorded on the Application Register is the total number of
applications received to date. To obtain the number of all applications (including ineli-
gible, as well as eligible applications) received this period, subtract last period's total
from the present total. Enter these figures in lime 2 of this report.

Section B. Disposition of Applications Selected for Leasing.—The figures tobe recorded
in this section of the report in the column headed "Present Status" are to show the number
of selected applications it each of the categories listed, as of the last date of the period
covered by the redort.

Following is a description of each category:

Line 3, Fusbder Selected Applications Fot Yet Under Lease.—Record the number of applications selected for
leasing who have not yet actually signed leases as of the last date of the period covered by the report.

Line 4, Fumber Selected Applications [nder Lease.—The figure recprded here must equal the sum of items
.10 and 11 under Section C of this report.

Line 5, Fumber Selected Applications (Canceled -or Vithdrawn.-——Record the total number of applications which
were accepted for leasing but which were canceled or withdrawn prior tothe family's taking occupancy in the
development. This will include selected applications withdrawn prior to signing a lease, as well as leases
canceled prior to occupancy.

Line 8, Fumber Selected Applications Noved Prom Development.—Record the total number of tenants who have
roved away from the development from the start of vocupancy through the last day of the period covered by
the report. ) .

Line 7, Total Fumber Applications Selected for Leasing.—RecoM the total number of applications selected
for leasing from the start of tenant selection through the laat date of the period covered by the report.
This figure should equal the sum of items 3, 4, 5, and 6.

The data called for in this sectiom of the report can be readily obtained by the use of
the work sheets described below:

Work Sheet A.-—Register of Applications Selected for Leasing:

As applications are selected for leasing, they are to be recorded on Work Sheet A. At
the end of the report period, draw a heavy line under the last applicatiom recorded, and
count the number of applications selected for leasing this period. Add this subtotal to
the previous total of all applications selected for leasing to obtain the total number of
applications selected for leasing to date, which is shown in line 7 on the report.

Work Sheet B.—Changes in Status of Selected Applications:

All actions taken on applications subsequent to selection for leasing are to be recorded
on this Work Sheet, in the following manner: Record the date that the action is taken in
the "Date" column, and record the application number and name of the family. Then place a
check ( ) in the appropriate column in the 'Change From" part of the Work Sheet to indicate
the status of the application before the action was taken, and place another check ( ) in
the appropriate column in the "Change To" part of the Work Sheet to indicate the status of
the application after the action was taken. For example, where a family whose application
has recently been selected but is not yet under lease comes in to state that they are no
longer interested in leasing a dwelling in the development, enter the date and applicationm
number and name of the family, and place a check in the "Change From" part of the Work Sheet
in the column headed "Not Yet Under Lease" and also a check in the "Change To" part of the
Work Sheet in the column headed "Leases Canceled Before Occupancy or Application Withdrawn."

At the end of the report period, add the checks in each of the columns and record the
total on Work Sheet C, described below:

Work Sheet C.—Recapitulation of Work Sheets A and B:

Item 1, Status at End of Last Period ~Record in the appropriate columns the status of all applications
selected for leasing a8 shown in lines 3, 4, 5, and 8 of the previous period's report.

Item 2, Applications Selected This Period.-=Record the total number of applications selected for leasing
in the column headed *Not Yet Under Lease® regardless of the present status of such applications.

Item 3, Plus Changes—Record in the appropriate columns the totals in the *Change To® part of Work Sheet B.



C. 042 @ FWA DEFENSE HOUSING MANAGERS' MANUAL F.W.A.~8

Item 4, Potal.—Add the figures recorded in each column of Items 1, 2, and 3, and record the totals.

Item 5, Less Changes.~—Record in the appropriate columns the totals obtained in the *Change From® part of
Work Sheet B.

Item 8, Status at End of Period.—Subtract the figures in each column of Item 5 from the figures in each
column Iin Item 4, and record the remainders so obtained in the appropriate columns in Item 6. These figures
are then to be recorded in the report as lines 3, 4, 5, and 8, respectively. The sum of these figures is
the rigure to be recorded in line 7, "Total Number of Applications Selected for Leasing.* This sum must
always agree with the number of applications selected for leasing as shown on Work Sheet A. If it does not,
an error has been made, and the reports may be checked by means of the application numbers and names recorded
on the Work Sheets.

Section C.—Leasing and Occupancy:

The data called for in this section of the report may be obtained from the Occupancy
Record file, as described on page C.035.

Line 8, No. Units in Development.—Record the total number of dwelling units in the devudmnt. as well
as the distribution of the dwellings according to siges, 1.e. number of bedrooms.

Line 9, No. Units Accepted for Occupancy.~—Record the total number and the distributionbysize of dwelling
units (number of bedrooms) which have been completed and released by the contractor and accepted for occupancy *
by the. Manager.

Line 10, No. Units Occupied.—Record the number of units in the¢ development which are occupied as of the
last date of the period covered by the.report. Comsider as ®occupied® any dwellings covered by an active
lease and for which rent has been paid or 18 due even though the tenant may not actually be living in the
dwelling. Where a tanant has moved away from the project aad it is planned to refund part of the rent paid
in advance by him, conaider the unit occupied only up to the date for which such.refund will be granted.

Line 11, Number Units lLeased bui Jot Occupied.—This refers to familles moving into the development only.
Record the total number of units leased but not yet occupled by incoming tenants, and show the distribution
of such units according to size of dwelling (number of bedrooms). (See instructions for Item 10 regarding
tenants moving out of the development.) Where dwellings are leased in advance of their acceptance for leasing,
this figure may be larger than those in Item 9. )

Remarks.—Explain or expand any of the previous items, or comment on any special problems affecting
_tenant selectlon or leasing and occupancy.

The report 1s to be signed by the Housing Manager, and dated as of the date the report is compiled and
submitted.
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FWA Form DEM 11 Pederal Works Agency |Dwelling No._ /4 [ ]
Defense Housing Division Code
Y h Washington First tenant record
Cnoblia. 3/-9
(State) (Development No.) Supplementary record [}
TENANT RECORD Date of record o/ 4/
Date premises occupied &//s”
M, Notd, vl Date premises vacated
(Locality)
1. Nanme SoHN  SorES .
2. Permanent address: ILocality__K/e#riony State V/ R & //V/A
Code
3. Employer LEPUBLIC AIRCBAFT 8. Number of bedrooms 4
4. Industry RIRCRAFT 9. Monthly shelter rent $_ 2 Sssv
5. Occupation_u-ELDERL 10. Annual tenant income $__/&sw.
6. Race WwHITE
7. Priority FRom OIMER LOCALI7Y
Rolationship to Age , .
11. Name of Occeupants family hesd T Social Security ¥o.
8. SJoHN JoNES Eead of family |34 063-03 -7783
b FLSIE <oy &S _ WIFE 34
c. Josry _Joowgs, YA SoN g
d. CEIELGCE JoNES So N é
e.
f.
_&.
h.
i.
Total 4 _9ec VPANTS
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instructions for Preparing Tenant Record, FWA Form DHM |1

At the end of each month the Manager is tosubmit a Tenant Record for each new temant who
accupied a dwelling during that month (see definition under Date Premises Occupied). This
regord is to be ¢losely associated with the Notice of Premises Vacated and the Notice of
Changes in Rental Charge, sinceitwill be assumed that a dwelling is occupied by the tenant
at the reatal charge reported in the first terant record unless a Noticeof Premises Vacated
has been 'submitted showing that the tenant -has moved out of the dwellingorunless a Notice
of Change in Rental Charge has been submitted showing that a different rental charge has
been assigned.

Dwelling nusber.—Enter the number of the dwelling occupied (not the address). This "dwelling number® is
sometimes called the "account number,®

Submit a new tenant record for each temant who moves from one dwelling unit to another
within the development. Submit new tenant records for all tenants in the development after
each periodic reexamination of defemse activity and income data.

For tenants moving into the development, check in the box after "first tenmant record."
For tenants moving from one dwelling unit to another within the development and for all
tenants after periodic reexamination of defense activity and income data, check in the box
after "supplementary record." A supplementary manual covering procedures, forms, and re-
porting required in connection with reexamination of temant eligibility and rental charges
will be forwarded at a later date.

Date of Record.~~Enter the date upon which the record 1s complled.

Date Premises Occupied.—Enter the date upon which the tenant moved into the dwelling reported., Consider
as In occupancy tenants who have signed a lease and pald rent for a period beginning before the *date of
record, "

Date Premises FTacated.—Do not make any entry in this space, This date 1s to be filled in in Washington on
the basis of data reported on the Notice of Premises Vacated forms.

Locality.—If the development is within the corporate limits of a city or town, give the name of the city
or town. In other cases give the locality name by which the location 0f the development 1s regularly des-
ignated.

Do not make any entries in the column headed "Code.? This space 1s to be used for coding in the Washington
office.

Itex 1, Name.—Record the first and 1ast name and middle initlal, if any, of the head of the family occupying
the dwelling. The principal wage earner is to be congidered the head of the famlly in every case, ’

Item 2, Permanent address.—This item should be transcribed from the corresponding items on the Tenant
Application, FWA Form DHM 7. It represents the last permanent address outside the commuting area in the case
of persons who came into the defense location for the purpose of defense employment. In the case of persons
who are residing outside the commuting area designated for the defense location, this address may be the same
as the present address. If the permanent address 1s within an incorporated city or town, enter the name of
the city or town as the "Locality"; 1f it {s & rural location, enter the name of the county or township and
the word "County" or "Township.*

Item 3, Pmployer.—Enter the name of the employer of the principal wage earner or of the plant in which
he 1s employed, such as "Lockheed Aircraft," "Norfolk Navy Yard," etc. When the employer is the Federal
Government, report the branch of the Government and the specific establishment or place of employment.

ITtew 4, Industry.—Record the Industry in which the principal wage earner ls employed, such as "shipbuild-
ing,* "aircraft,® etc, The industry of the principal wage earner should be obtalned from FWA Form DHM 1,
Certification of Defense Activity and Income Data, when the industry 1s differently reported there from the
tenant's report on the application, DHM 7,

Tdo' Mot use such general teTms a8 wage earner, employee, worker; use specific terms as caulker, carpenter,
machinist, sheet-metal machine operator, electrician, painter, etc. The occupation of the principal wage
earner should be obtalned from FWA Form DHM 1, Certification of Defense Activity and Income Data, when the

occupation is differently reported there from the tenant's report on the application, DHM 7,

Item 5, OcCWatton.—Enr.er the specific occupationof the principal wage earner. In stating the occupation,

Item 6, Race.—Record the race of the head of the family as "White," "Negro,* or ®Other,*

Item 7, Priority.—~Priorities are tobe dlstinguished in accordance with the Statement of Policy on Tenant
Selection,. '
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knter "Other locality" for tenants who have come from other localitlies and whose domlciles were beyond
reasonable commuting distance of the defense industry 1in which they were, or were to be, engaged. For a
tenant who was commuting more than a reasonable commuting distance, add the word "commuter®" after "Other
locality," thus: *Other locality—commuter.” For a tenant who was 1ivinglocally with his family {n purely
temporary quarters, add the word "temporary® after "Other locality," thus: ®Other locality-—temporary." For
a tenant who was 1living locally with his family doubled up with another famlly, add the word "doubled" after
"Other locality," thus: "Other locality-~doubled." For a tenant who desired to bringhis family from their
domicile elsewhere, add the words "without family" after "Other Locality," thus: "Other locality-——without
family."

Enter "Same locality" for tenants who were domiciled within reasonable commuting distance of the defense
industry. For tenants whose occupation or skill was conslidered vital to the local defense program, add the
word ccupation® after "Same locallity," thus: *Same locality-~occupation." For tenants 1living in sub-
standard housing, add the word "substandard" after ®"Sz-e locallty,® thus: "Same locallity--substandard."
For tenants whose rent was beyond their means, add the word "Rent® after "Same locallity," thus: *Same lo~
callity—-rent."

Item 8, Number of Bedrooms.—Record the number of bedrooms in the dwelling.

Item 9, Nonthly Shelter Rent.—Enter the monthly shelter rental charge assigned to the tenant on the baslis
of income. Include in this amount any additional rental charge of lodgers.

Item 10, Tenant Income.-——Enter the income of the principal wage earner as defined in the Statement of
Policy on Rentals., This should be recorded on the line "Household Income" on the Tenant Application, FWA Form
No. DHM 7,

Item 11, Data on Individual Rersons in Household:
Column 1,=~List all occupants of dwelling unit by name.

Column 2.=-Listall occupants of dwelling unit by Indicating the relationship to the family head (prin-
cipal wage earner), Start with "head of family" and followwith members of the famlly. Use designation
"lodger" for each lodger. Enter on the llne marked "Total®™ the total number of persons in the household
(the number of lines with entriles).

Columns 3 and 4,~Enter the age of each male in the household in the column headed "M" and the age of
each female 1in the column headed "F." Enter on the line marked "Total" the total number of males and
the total number of females 1n the household. The sex of each occupant should be recorded on the Tenant
Application, FWA Form DHM 7,

Column 5.—Enter the Soclal Security number of each member of the household who has a Soclal Security
number. The Social Security numbers should be obtained and entered on the application blank in the
left margin opposite the name of the tenant and opposite the names of each person listed as 1living with
the tenant. It should be transcr.ved to this form from the tenant application blank. In cases where
the Information is not recorded on the tenant application blank at the time the application 1s submitted,
1t should be obtained at the time that the prospective tenant appears to select hls dwelling unit or to
sign the lease.
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FWA Form DHM 12 FEDERAL WORKS AGENCY
Division of Defense Housing
Washington, D. C.

NORTIN CARRoLIMA 3/-9
(State) (Development No.) NOTICE OF PREMISES VACATEZD

Sum, VILLE NIRTH CARoLINA |
(Lotality) Month of Yuwe& ,19%/

location after moving

: off n devel
Dwelling Name of Date Reason for Jdevelop- | Dwell-|No. of | Monthly
No. tenant vacated ‘vacating ment ing bed- shelter
site No. rooms rent
(1) , (2) (3) (4) (6) () (7) (8)
16 JoHN CLARK | ofas/t |LEPY THE Locacri¥ d

R R RN gt e et bt B b e

Remarks

Signed J}’Z@ ﬁrﬂ(/ Title M)W Date__é///\ZJ’%"/
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instructions for Preparing Notice of Premises Vacated

Notice of Premises Vacated, FWA Form No. DHM-12, is to be used torecord information per-
taining to all vacancies which occur in each development during each month. This form is
to be closely associated with the Tenant Record Form, since tenants' cards will remain in
the active file and the families will be considered as actuwally living on the site until
Notice of Premises Vacated is received. The original and one carbon copy of this form should
be forwarded monthly to the Washington office, and one carbon copy must be retained in the
Manager's files.

It Is essential that the Manager's files contain a Notice of Intent to Vacate signed
by the tenant and witnessed by a staff member, and completed by the Manager or designated
assistant (see page C.060), for each tenant moving from the development or from one dwelling
to another within the development, and that* the date vacated recorded on these two forms
be exactly the same. Notices of Premises Vacated will be transmitted to the General Ac-
counting Office, and awnditors will review both forms in conjunction with the examination
of the Management accounts.

Column 1, Dwelling Number.—The dwelling numbers of the units vacated during the month covered by the report
should be indicated in column 1. These dwelling numbers are sometimes called *account numbers.*

Column 2, Name of fenant.—Enter in column 2 the names of the tenants who vacated the dwelling units list-
ed in column 1.

Column 3, Date Vacated.-—The respective dates on which the dwelling units listed in column 1 were vacated
should be shown incolumn 3. If a particular dwelling is vacated twlce during a calendar month, entries must
be made on separate lines with the proper dates in order that the corresponding cards for the project tenants
may be 1dentified in the master file. A Tenant Record form must be prepared for the family which moves in
even though such family vacates during the same month.

Column 4, Reason for Vacating.-—The specific reason for vacating must be entered in each case in column 4.
The following standard specifications should be reported when applicable, for families moving to other dwel~
lings within the development: .

a. Required larger unit.
b. Required smaller unit.

For families who move out of the development, record one of the following standard classifications .if ap-
plicable; if none of these i3 appropriate, record the specific nature of the reason for vacating:

¢. Buying a home.

d. Renting prlvately owned dwelling.

e. Left the locality.

f. Management's Request—no longer engaged in defense activity.
f. Management's request-—nonpayment of rent.

Columns § Through 8, Location After Moving.—Entry must be made either incolumn & or in columns 6, 7, and
8 for each tenant who moves during the month to indicate whether the family has moved out of the development
or has changed quarters within the development. If a tenant moves off the development site, a check should
be made in column 5. If, however, the tenant moves ftrom one dwelling unit on the site to another, the dwel-
ling number of the new unit must be entered in columm 6; the number of bedrooms and the monthly shelter rent
paid in the new quarters should be entered in columns 7 and 8. For families moving from one unit to another
in the same development, it 18 necessary to prepare . a new FWA Form DHM 11, Tenant Record, marking it as a
supplementary report in the upper right corner.

The report must be signed with the name and title of the Housing Manager or designated assistant, anddated
as of the date the report was complled.
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WA Form DHM 13 FEDERAL WORKS AGENCY
Division of Defense Housing
Washington, D. C.

WoRLH LAReLINA 3/-7
(State) (Development No.) |NOTICE OF CHANGE IN RENTAL CHARGE

SUMMER I LLE  NORTH CARoLL

(Locality) Month of _vuwx & , 19%
Previous | Present |Date Present
Dwelling Name of Tenant Rental Rental Rate Reason for Change
No. Charge Charge Effective
(1) (2) (3) (4) (5) (6)
1 b8 CEoRCE BoAD d5.00 30. 60 77 1]/ LOICER ADIED

SS -063~ 03~ P8R

Signed Title Date
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Instructions for Preparing Notice of Change in Rental Charge

Notice of Change in Rental Charge, FWA Form DHM 13, is to be used to record information
on all changes in the rental charge for dwellings occupied by project tenmants which occur
during each month. This form is to be closely associated with the Tenant Record, since
tenants will be considered as obligated topay the rent reported on that form until a Notice
of Change in Rental Charge is received. The original and one carbon copy of this form should
be forwarded at the end of each month to the Federal Works Agency, Division of Defense
Housing, Washington, D. C. Carbon Copies may be retained in the Housing Manager's files.

Column 1, Dwelling Number—The dwelling numbers of the units occupled by tenants whose rental charge has
been changed during the month covered by the report should be indilcated here. These dwelling numbers are

sometimes called "account numbers."

Column 2, Name of fenant—Enter in column 2 the names of the tenants occupying the dwelling numbers 1listed
in ¢olumn i whose rental charge has been changed. 3

Column 3, Previous Rental Charge—Record the shelter rent, including charges for any lodgers, previously
reported for this tenant.

Column 4, Present Rental Charge—Enter the new shelter rent, Including charges for any lodgers, which the
tenant s now obligated to pay.

Column 5, Date Present Rent Bffective~~Enter the date upon which the new rental charge became effective.
Column 8, Reason for Change—Shelter rents will be changed for two general reasons:

1. Change in Tenant Income:

Increase in Tenant income by reason of increased earnings of wage earners, to be reported as "Incre,

a.
Inc. $ to $ . (88 No. Yo

b. Decrease 1n Tenant income by reason of decreased earnings of wage earners, to be reported as "Decr.
Inc. $ to $ . (88 No. VL
2. Change in number of lodgers:
a. Addition of lodger, to be reported as "Lodger added (SS No. Yon
b. Rem:oval of lodger, to be reported as "Lodger moved out (SS No. Y.

Enter Soclal Security numbers of lodgers who have been added or have moved out. When an increase or decrease
in Tenant income 1s due partly or wholly to the employment of an additional wage earner or to the loss of
employment by a former wage earner, enter the Social Securlty number of the 1ndividual concerned.

Forms for Local Use

Following are the basic forms for use in tenant selection and renting. Supplies of the
"dpplication for a Dwelling," the "Reexamination of Defense Activity and Income," the "Cer-
tification of Defense Activity and Income Data," Form FWA DHM 1, the "Rental Certificate,"
and the "Occupancy Record"™ may be obtained upon requisition from the Washington office.
A1l other forms illustrated are to be mimeographed or otherwise inexpensively reproduced
locally

Form letters for use during tenart selection and renting, aswell as additional forms and
work sheets included in this manual may be required.  Such forms are to be composed and

reproduced locally.
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REGISTRATION

Please notify me when I may file an application for a dwelling in
TFEFENSE HOMES
SMITH TowN . OH/Q .
: (N¥ame of Project)

Name <o Y ~ONVES Race WH/7£
’ (First Name) (Last Name)

Present .Address KRR W yrAT7T LANE

Name of Employer M. R NopNSoN C o.

Occupation MACHINIST Rate of Pay $_ ) 22 per Movg

FILL OUT AND RETURN 70 _H.R.~Jopsnsery Co.:
(Authority)

Address 2o S.MA v ST Telephone_Y 80

REGISTRATION FORM

In Defense Housing Developments in which there are 300 or more
dwelling units, it may be advisable to make available for distribution
registration forms like the above to organizations of employees, the
Homes Registration office, and industrial concerns engaged in defense
activity. Application blanks can be sent to persons who have registered
an interest in obtaining a dwelling as soon as management is ready to
start its program of tenant selection.



FWA Form DHM Do sot write in this bex

'APPLICATION FOR A DWELLING o WAMES T, <JoyES o w25

No. Plant or industry Per Income Household

DEFENSE HOUSING DEVELOPMENT 7 hour_| weurs

SuN SHIPBvDING CoRP R | Y0 402 |qo002

! DEFENSE MNOMES
| 30 NoRTH AVENVE

£ ‘A WA Y/ VA‘ Rligible gvlnoupbl.[] Unit size rowirﬁmm Tf::i-:f'.‘_':fff._‘ 000&
Priority FA’oM 0’fh’£f L OC AL/ rV nm'_------__.,.--t_ée_":'
Additional charge m—
Fill in this application and bring it in person to: for lodgers___._§ y
[P R ‘ 3 i
n_tosc. Mol eiaiiqMarasts wa_7/7/ %
2 -4 L d

Describe your present housing conditions (rental charge; whether trailer, home w' th inside toilet,
etc.; living with another M‘H temporarily; boarding alone, etc.!

(P1ease srint)

P o s it . 2l

S$E-06R-0S5-6/a23 . . v,
Name ~Jow Es </AMEs 7 e Adccel of ebiore T <cec

Tast nane) {a1ven e} {mician) %MM o7 e T {W%

Local sddress 40 W A YN E STREET
How long have you lived in this locality? R _MonTHS
Permanent home address (street and number) 02 E 575

ay_ R ICHMOND sae VI G/ N /D
Give information below for all persons who are to live with you, including yourself:
S, | me | omp |en

(state kinship Name of plant or employer Occupation or to ra workveek

whnte T fonee | Hoad, I | dew lhplontily Cop. M‘”/ T4 Gl | ¥0
%ZM % Z @46,&4!@,@;_%%5 &l il 38

CERTIFICATE: I understand that this 1s not a contract and that it does not dind either party. I hereby certify that the jnformation which 1 have given K 1s correct to the best of my

Inowledge belief. I have no objection to inquiries for the purpose of verifying this information.
mu%_é_iﬂ—

TG00 @ S3YNCIO0Hd ANV STID170d LNINISYNYA
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Instructions for Preparation of Application for a Dwelling Form DHM 7

The application for a dwelling form should be stamped with the rubber stamp giving the
name of the development and the location of the management or application office,

All the items on the form are tobe filled in by the applicant with the exception of those
in the box in the upper right corner. In addition to the items asked, whenever possible the
applicant should be asked to give the social security numbers for the persons employed as
well as work or check numbers. This information can be filled in, in the space immediately
to the left of the name of the individual member of the family.

In filling-in the items in the box in the upper right corner, observe the following instruc-
tions:

Item 1, Name~Enter the first and last name of the head of the applicant family. The person who will
sign the lease and/or who 1s principal wage earner should be conslidered head of a famlly.

Item 2, Application Number—Enter here the number which has been listed on the applicatlon register.

Item 3, No.—Enter here the line number which coincides with the line number on which the name of the
member of the family occurs in the lower left hand corner of the form.

Item 4, Plant or Industry—Enter here the name of the employer or of the plant in which he is employed
such as "Lockheed Aircraft, ¥ etc. When the employer is the Federal Government, report the branch of the Gov-
ernment and the specific establishment or place of employment.

Item 5, Rate of Pay per Hour—Enter here the hourly rate of pay received by the employee.

Item 8, No. of Hours—Enter here the number of hours worked during a normal hour week. See statement on
computing normal hourweek on page 5.

Item 7, Income—Enter here the income per week arrived at by multiplying the hourly rate by the number of
hours in the normal hourweek. If the appllicant works on a piece-work or production-bonus basis use average
total weekly income.

Item 8, Household—Because 1t 1s no longer necessary to compute the household income this space can be
used for recording the annual income arrived at by multiplying the weekly rate by 50 weeks.

Item 9, Kligible—Check here if applicant 1s eligible.
Item 10, Ineligible—Check here if applicant 1is incligible.

Item 11, Unit Size Required—Enter here size of dwelling unit required for number 1in applicant family in
keeping with occupancy standards as stated on page C.017.

Item 12, Priority—Enter here priority to which applicant is entitled in keeping with statement on page C.031.

Item 13, fotal Household Income—Enter here annual income figure for principal wage earner as computed in
Item 8.

Item 14, Rent—Enter here the amount of rent the applicant will be asked to pay based onhis annual income.

Item 15, Additional Charge for Lodger—Enter here the amount, figured on the basis of $6 per month per
lodger, which the tenant must pay in addition to rent figure glven In Item 14.

Item 16, Total—Enter here total of Items 14 and 15.
Item 17, By—Enter here name of person filling in form.
Item 18, Date—Enter here date on which record 1s compiled.

No information should be recorded in the box in the upper right corner until the form Certification of
Defense Activity and Income, FWA DHM 1, has been returned to the Management 0ffice by the employer. The date
for Items 3, 4, 5, 6, 7, and 8 should be obtained from this form.
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AFPLICATION REGISTER

. Classification App.
Finsl Action Elig. | Inelig, Neme and dddress No.|Date
LEARSE SIGHNED v JOMES T. ~JowNES
Y0 WAVYNE ST J4~ 7/

Instructions for Use.of Application Register

When the application for a dwelling, Form DHM-7, is received in the applicationoffice it
should be recorded on the Application Register. Entries should be made showing thedate of
application, the surname of the head of the applicant family, and the next consecutive ap-
plication number should be assigned.

If, on the basis of the information submitted on the application form, it is clear that
the applicant family is not eligible, a check should be placed under the ineligible column.
If it appears that the applicant family may be classified as eligible, no check should be
placed under classification.

After the defense activity and income verification has been received, a check can be placed
under the eligible or ineligible section, as the case may be.

In the space under the head "final action" should be recorded the final disposition of what

has been taken on the application; such as lease signed, change of employment, or applica-
tion withdrawn.
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F‘ 't A' NO. Dm-l

FEDERAL WORKS AGENCY
Defense Housing Division
Washington, D. C.

FEFENSE HOMES
30 NoRTH AVENUE

EA , VA
SEAwWAY FEDERAL WORKS ADMINISTRATOR

ay_Qafun, Dec

HousiNg MANAGER.

Certification of Defense Activity and Income Data

PDEFENSE MHomEs
Name of Development {EAMWAY, v/ B@/N/A
Name of Employee_ ~<JAMES T, JINES—SS 062-05-6/23

Name of Plant SUN SHIPBu D ING CoR P

Date of Employment -_5'//1/‘1-/
Position SHIPFI7TTER

Rate of Pay § | % per___ Hovlk

Address (on employment record) Y0 WAVYNE STELEET

I hereby certify that the sbove statement is true.

Signed

Title

Date
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Instructions for Preparation of Certification
of Defense Activity and Income Data Form

The form for Certification of Defense Activity and Income Data, DHM 1, should be made up
immediately after an application number has been assigned and an application folder has been
prepared. The forms should be stamped with a rubber stamp giving the name of the develop-
ment and the name of the locality. The name of the employee and the name of the plant at
which he is employed, together with the workorcheck number and employee's social security
number if they have been obtained at the time application was filed.

These forms should be made out in duplicate. One is tobe filed in the application folder
and the other is to be filed by the plant or employer. At frequent periodic intervals this
second file should be reviewed, and if there is a substantial number of forms for any one
plant, those should bemailed (see sample form letter to employers)or taken to the employer
where they will be completed in accordance with arrangements which have been made previously.
Every effort should be made to have these forms completed within two weeks after the ap-
plication for a dwelling has been filed.

In addition to the information requested on the form, arrangements should be made to re-
Juest the number of hours in the normal workweek (excluding overtime).
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Sample Form Letter To Be Sent to Employees With Form for
Certification of Defense Activity and Income Data

Gentlemen:

The family of your employee identified on the enclosed formhas applied for a dwelling in
the defense housing development in this locality.

It is necessary for us to have verification of the employment of a member of this family
by an organization participating in defense activity. It is necessary also for us to have
the rate of pay per hour or per week. Although the question isnot listed on this form, we
would like to have from you a statement of the normal hourweek for this employee.

We are asking your cooperation in furnishing uswith this confidential information as in-
dicated on our form,
Sincerely yours,

Local Defense Housing Develop-ment.

Enclosure
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FEDERAL WORKS AGENCY
Division of Defense Housing
Washington, D. C.
. REEXAMINATION OF DEFENSE ACTIVITY AND INCOME

Give information indicated below for yourself and all persons now living with you:

Address:
Relattgnship Rate hg:?:ein
Name Head of Employer or Plant [Occupation| of normal
Family pay work-week

L

The information given above is submitted in accordance with Article of my lease
I hereby certify that it is true and correct to the best of my knowledge and belief
I have no objection to inquiries for the purpose of .verifying this information.

Sirned: Date:

DO NOT WRITE BELOW THIS LINE

Defense activity of principal wage earner: ] Lodgers:

Earned income of principal wege earner -- Actual:___ Hshld.:

Earned income of other wage earners - -  Actual: Hshld.:
Total Household Income:

Present Rental Charge: New Rental Charge:

Additional Charge for Lodgers: Additional Charge for Lodgers:
Total Total

e tr—————————

Remarks:

Signed: . Date:
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Federal Works Administrator
Defense Housing Division
Washington, D. C.

RENTAL CERTIFICATE
Date_7 /541

Mr. </AMES T. YJonEs , Mrs.Jonn dones , and sons, ages
daughters, ages CLARA /9 » MARY /6 _, and

others NONE
have been approved to lease a dwelling of not less than & rooms

or more than _3 rooms, at a monthly rental of § Jo &
M
/ (Housing Mansger)
Appointment date_ 7/ 7 / 4/

Premises rented -- Address_io £AS7 NoRTH AvE Unit No. 49
No. rooms_& 8ED Roovis Rent $_.30 ee __Occupancy Date J’.ZL,Z/ 4y

Remarks:

By Gl Ddse  pate f 2/
< 7

instructions for Preparation of Rental Certificate Form

The Rental Certificate Form should be made out in duplicate after the verification of de-
fense activity and income data form has been returned by the employer and on the basis of
this evidence the applicant family is declared eligible. A check should be made on the Ap-
plication Register in the section under the heading "eligible." The name of the applicant
and the information about the children which has been obtained from the application form
should be listed together with the size dwelling and the amount of monthly rental which the
family will be asked to pay. One fom should be sent to the family with a form letter (see
sample copy below). The second copy is to be returned to the rental office and is to be
filed by date of appointment which has been made with the family at which time it is to select
a dwelling.

As families come in toselect a dwelling this duplicate rental certificate is to be remov-
ed from the file, so that the certificates that remain in the file at the end of each day
will indicate which families have failed to keep their appointments, Families who fail to
keep their appointments to select a dwelling and who fail to notify the office within a
reasonable length of time of reasons why they did not come in, should be sent a second notice.

If they do not respond to the second notice they should be notified that their rental
certificate has been canceled. This action constitutes withdrawal of the application and

should be so recorded.
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Form Letter To Be Sent to Families Accepted for Leasing

Dear Sir:
We are pleased to inform you that your application for a dwelling in our defense housing
development has been approved.

Enclosed you will find a copy of the Rental Certificate which gives information about the
number of rooms in the dwelling for which you are eligible, as well as the monthly rental
" charge you will be asked to pay.

Please call at our office at (address) on (date) to select your dwelling and sign your
lease, and to make definite arrangements for moving. A deposit of § will be required
when the lease is signed. The amount of this deposit will be applied on your first month's
rent. )

If you cannot come to the office on this date, please notify us and we shall be glad to
make another appointment at a more convenient time.

If you are no longer interested in obtaining a dwelling in our development, please notify
us immediately so that another family may be selected in your place.

Sincerely yours,

Housing Manager.
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Instructions for Preparing Notice of Intent to Vacate

Families notifying the Management of their intent to vacate a dwelling, whether they are
maving out of the development or merely from one dwelling to another within the develop-
méut, are required to fill in and sign a "Notice of Intent to Vacate" form in duplicate.
The tenant's signature must be witnessed by a staff member other than the Manager.

The data called for on the lines below the tenant's signature are to be filled in by the
Housing manager. One copy of the completed form is to be transmitted to the accountant;
the other is to be filed in the tenant's folder along with the application for a dwelling,
the lease, and other documents.

This form is to be closely associated with the "Notice of Premises Vacated" (see page 28),
and it is essential that the dates coincide, inasmuch as these forms will be examined in con-
junction with the periodic audit of the Management's accounts. It is likewise essential.
that detailed, specific reasons be recorded in each instance where less than 15 days' notice
-of intent to vacate has been accepted by the Manager.

Federal Works Agency
Division of Defense Housing
Washington, D. C.

Account No,

Noted by __ vate___b/s0/4/
NOTICE OF INTENT 70 VACATE

To the MANAGEMENT .

i, VW M , hereby serve notice of my intent to vacat
Dwelling Fo. __ L, 33 et Novld oLecet on th
I - S
A5 —  day of ;‘_’QM/M , 194/ .

Witness: % M (Lﬂzé s M |

\J Tenant
The above tenant 6ccup1ed the premises from 3/ / /‘4/ to 0/9‘5’//‘//

Reason for vacating: W “t[x. Mﬁa
o

Reason for acceptance of less than 15 days! notice:

Oyt Bae
=

(5" x 8")

Housing Manager
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OCUUPANCY RECORD
(Card File Type)

Service Space Assignments Account No.
Stor. rm. No. Bldg. No. Address_ 323 Weet NnTH Sflrec?
Laun. rm. No. Bldg. No. Dwell., No.___ & Bldg. No.
No. Bldg. No. No. Bedrooms B3 Type
Name of Lessee Period Occupied Rent Remarks
From=- To--
JoHN ¢ LARK 3/1 /41 | éfasTqr | 3022
<JoSEPH ERAY 2R L ' & 52
]
(Pace)
Name of Lessee Period Occupied Rent Remarks
From-- TO-—
1
(Reverse)

(5n x 8")
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OCCUPANCY RECORD

(visible Index Type)

Name of lessee Perlod Occgpied Rﬁ:tal Remarks
From To Charge
I -
Service Space -~ Stor. rm. No.___ Bldg. No. s Laundry rm. No. Bldg. No. .

Acect, No. D.U. No.

Address

No. Bedrooms
—~ V.

| Vac.| Occ. |Led

(Face)

Name of Lessee Period Occupied g?ntal Remarks
From To 1arge
1
(Reverse)

(5n x 8ﬂ)
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INSTRUCTIONS ON USE OF OCCUPANCY RECORD

The Occupancy Record form is self-explanatory. Two types are suggested. The card-file
type is to beused by developments where there are less than 300 dwelling units. The visible
index type is to be used in developments where there are more than 300 dwelling units.
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MASTER MOVING SCHEDULE
Weédk beginning

Hour|| Monday Tuesday Wednesday | Thursday Friday Saturday Sunday
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Appendix A
ESTABLISHMENT OF CITIZENS REVIEW COMMITTEES

This manual has been designed to inform Housing Managers of Defense Housing Developments
of the policies and procedures to be followed in tenant selectionand renting. It is rec-
ognized that a manual of this kind cannot cover all the many different situations which
will arise in connection with doing this part of the management. In the area of determin-
ing priority and particularly in some imstances in income computation, managers may have
to exercise discretion and decide to follow a procedure which is different from that pre-
scribed in this manual, When these situations present themselves it may be advisable for
the Manager to obtain the assistance of representative citizens in the locality to help him
in reaching a sound decision.

This help is obtained best through the establishment of a Citizens Review Committee which
would serve in an advisory capacity to the Manager in helping him to establish procedures
to be followed in solving specific problems.

The committee should be made up of from 3 to 7 persons who would meet at the invitation
of the Manager for a systematic review of the facts in a particular situation.

The Manager should exercise discretion in choosing the members of his committee to see
that the different elements in his community are represented. It is suggested that the com-
mittee may be made up from persons in the following groups: :

Representatives of Civic and Fraternal Groups,

Personnel Directors,

Trade Uniomns,

School Administrators,

Ministers,

and other individuals who, though not affiliated with any one of the above groups, by reason
of their special skill or background, would be in a position to contribute valuable counsel.

Citizens Review Committees should be established only when there is a need for them and
should, if properly used, help the Housing Manager to expedite thework of temant selection
and renting, and also be of real value in serving as an excellent channel through which the
policies and procedures of the local defense housing developments are made known to the people
of the community.
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AT T d FEDERAL WORKS AGENCY

DEFENSE HOUSING DIVISION
washington, D.C.

DWELLING LEASE
(For Army €ivilian Personnel and for Industrial Workers)

Federal Works Administrator

Washington, D. C.

Development No. 32-7

Dwelling &

Lease No. M

o

THIS LEASE , made the _L;da.y of s 1 , by and between the
United States of America (herein calied the "LandioFd¥) and. —
(herein called the "Tenant") WITNESSETH that the Landtord,

relying upon the representations and certifications of the Tenant, set forth herein and
in his signed application, as to his household composition, employment in defense ac-
tivity, household income data and housing data, does hereby Let and demise unto the Tenant.
and the Tenant hereby hires and takes, for the considerations and upon the terms, condi-

inafter provided he foliowing described premises
tiogs an% .covenant.s hj&e na. ‘gA.};{p ' 5 4 P

consisting of _’L_rooms and bath (herein called the Jpremises") to be occupied ex-
clusively as and for a private residence by the Tenant and his famiiy, and by eligible
lodgers of the Tenant when euthorized by the Management, and not otherwise, for the term
of one calendar month beginning on the f‘irst"say thereof and ending at midnight on the
last day thereof, at the iental of § e for said term payable in advance on
the first day thereof.

The Tenant shall have the right to occupy the premises during the period from
%«M;B;L‘// to the commencement of the term hereof under and :subject to the same
t s and conditions as are set forth in this Lease except that the rent for such period
shail be an amount equ'u to the product of the number of days of actual occupancy multi-

plied by one-thirtieth of the monthly rent herein above stipulated and shall be payable
in advance on the first day of such period.

The Landlord and Tenant hereby covenant, each with each other, as follows:

1. The Tenant covenants and agrees punctually to pay the
Covenant to pay rent under this Lease ‘and under any and aill renewals thereof,
rent. as and when the same shali become due ‘and payabie.

2, The Tenant covenants and agrees punctually to pay, as
additional rent, when bilted, for water, electricity, gas, or
other utilities supplied by the Landlord at such rates as the
Landlord may from time to time estabiish, such rates to be cal-
culated on the basis of the total cost (as determined by the

Utility charges. Landiord) of supplying such utilities for the entire development
divided by the number of famity dwelling units therein; provided,
however, that in the event the premises are individually metered,
such rates shaii be calculated on the basis of the cost (as
determined by the Landiord) of supplying such utilities to the
premises. In the event and to the extent that water, heat, of
utilities are not suppiied by the Landiord, the foregoing provi-
sjons shall not apply.

3. The Tenant further covenants and agrees to pay, when
Miscellaneous biiled, for any miscellaneous charges and for any damage to the
charges premises or equipment therein resulting from negiigence of or
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misuse by the Tenant, his family, lodgers, or visitors; and in
the event he is delinquent for five days or more in the payment
of any rent or other charges, to pay an additional charge of
fifty cenis to cover extra management costs.

4, Unless terminated as herein provided, this Lease shali
be automatically renewed for successive terms of one calendar
month each, under and subject to the same terms and conditions
as are set forth in this Lease, except that the rent for any
such term shall be such amount as may be determined by the Land-
lord in accordance with the Schedule of Household Income and

Automatic Monthly Shelter Rent forming part of this Lease, using as a basis

renewal. the Tenant's household income; provided that any variance from
the amount paid as rent for the term immediately preceding shall
not be effective unless the Landliord shali have notified the
Tenant of such variance prior to the commencement of the term
for which 1v 1s to be effective,

5. The Landlord may terminate this Lease, or any renewal
thereof, without cause, upon any day during any such term, by
giving the Tenant not less than thirty days prior notice in writ-
ing. The Tenant may terminate this Lease, or any renewal thereof,
without cause, upon any day during any such term upon not less
than fifteen days prior notice in writing to the Landlord or
upon such shorter notice as may be acceptable to the Management.

Termination - In the event the premises shall be so damaged by fire or other
without cause. casuaity as to be untenantable, this Lease, or any renewal there-
of, shall thereupon terminate, In the event this lease, or any
renewal thereof, shall be terminated pursuant to any of the provi-
sions of this paragraph 5, then such portion of the rent for the
full term theretofore paid by the Tenant as represents rent for
the period from the date of termination to and including the last
day of the calendar month (calculated by multiplying the number
of days in each period by one-thirtieth of the rent above stipu-
lated) shall be deemed an excess payment of rent by and shall
be refunded to the Tenant provided the Tenant has paid in full
all rent and other charges then due and has otherwise fulfilled
all his obligations under this lease or any such renewal thereof.

-

6. Any failure by the Tenant punctually to pay any rent
or other charges when due shall, at the option of the Landlord,
terminate all rights of the Tenant hereunder; and thereupon the
Landlord, its representatives, agents, or assigns, shall have
the right, without further demand or notice, to re-enter and take
possession of, by force or otherwise, the premises, and shall
have a like right and remedy upon the breach by the Tenant of
any covenant ;or condition herein set forth. The Tenant hereby

Termination waives any and all notice and demand by the Landlord for pos-

for cause. session of the premises and agrees that upon any such failure
or breach, the Landlord, or its representatives, may immediately
re-enter the premises and dispossess the Tenant without legal
notice or the institution of any legal proceedings whatever.

7. The Tenant agrees to deposit with the Landlord the sum
of one dollar cach month during the first ten months of his oc-
cupancy of the premises to assure payment for the cost of any
keys lost by the Tenant or for other charges against the Tenant,
and further to assure fulfillment of the obligation of the Tenant
to leave the premises clean and presentable upon the surrender
thereof, such deposit to be refunded upon such surrender provided
the Tenant has paid in full all rent and other charges then due
and has (a) washed all walls and ceilings consifiered washable by

Deposit. the Management, and cleaned all other surfaces within one week
‘prior to such surrender; (b) cleaned all floors thoroughly on
the day of such surrender; (c) cleaned all bathroom and kitchen
fixtures thoroughly; and (d) cleaned the sinks, range, refriger-
ator, and kitchen cupboards and cabinets thoroughly. Otherwisc
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the Tenarft shall forfeit this deposit.

8. The Tenant-shall not assign this Lease, nor sublet or
transfer possession of the premises or any part thereof, nor give
accommodations to boarders, roomers, or lodgers except as shall
be approved by the Nanagement.

9. The Tenant shaii (a) assist and cooperate with the Man-
agement in the care and maintenance of the premises; (b) keep the
premises clean, sanitary and orderly; (c) comply with the Condi-
tions of Occupancy set forth in this Lease; (d) comply with all
rules, regulations, standards and management poilcies as may now
or hereafter be applicable to said premises; and (e) quit and
surrender the prémises at the expiration of %is tera, in good
crder and repair, reasonabie wear and tear excepted.

10. The Landlord, its representatives, agents, servants and
employees, shall have the right to enter upon the premises at
all reasonable hours for the purpose of inspecting the same or
to make such repairs, additions, or alterations as may, in the
judgment of the Landlord, its representatives, agents, servants
or employees, be deemed necessary or desirable, or to show the
premises, or for the purpose of removing placards, signs, fix-
tures, alterations or additions in the premises placed there
without authority of the Landiord.

11. At such times as the Landiord may request, the Tenant
shall submit a signed statement, in form satisfectory to the
Landiord, setting forth the then pertinent facts as to the Ten-
ant's household composition, employment in defense activity and
household income.

12. The Landlord covenants and agrees that the Tenant shaill
have'quiet and peaceable enjoyment of the premises. But the Land-
lord shall not be iiable for failiure to supply water, heat, or
utility services where such are contempiated to be supplied by
the Landiord.

13. The Tenant hereby expressly releases the Landiord,
its representatives, agents, servants and- employees (1nc1udfng
the Management) from iiability for any injury ‘to the Tenant or
the members of his householid or for any damage to or loss of
the property of the Tenant or the members of his household,
resulting from any cause whatsoever, excepcing only any such

‘injury or demage resulting from the wilful act of the Landiord,

its representatives, agents, servants or employees (incliuding

- the Management), The Tenant heieby agrees to indemnify the Land-

lord, its representatives, agents, servants and employees (in-
cluding the Management) for any 1iability of any of them for

_injury to persons or damage to property occurring on the premises

or arising out of the Tenant's occupancy or possession of the
premises, whether such injury or damage shall resuit from defects
liatent or patent in respect of the premises, and whether or not

‘the Landiord, its representatives, agents, servants, or employees

(inciuding the Management) knows of such defetts at the time of
execution of this Lease and then or subsequentiy faiis to disclose
to the Tenant the existence of such defects.

14. Any notice required by law or otherwise shall be deemed

. sufficiently given if delivered to the Tenant persenally or af-

fixed to the door of the prcuases or sent by mail to the premises.
Notice to the Landiord must be in writing and delivered to the

»uanagement Office.

. The ,term "Managoment”, as used herein, shail mean
¢ which, for the
-representative and agent of the

United States of America and duly authorized to act em its behalf.
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16, No Member of or Delegate to the Congress shall be
Members of adnitted to any share or part of this contract or agreement,
Congress. or to any benefit to arise therefrom.

17. By executing this Lease, the Tenant certifies that

there has been no material or substantial change in his household

Certification. composition, employment in defense activity, household income
" data and housing data as set forth in his signed application,

since the date of submission of such application to the Landlord.

This lease (including the Schedule of Household Income and Monthly Shelter Rent
and ghe Conditions of Occupancy) and the rules, regulations, standards and management
policies referred to in paragraph 9 hereof evidence the entire agreement between the
Landlord and the Tenant, and no modification thereof shall be valid unless in writing
and signed by the Management.

Tenant

Tenant

In the presence of:
W/'OJM MW" UNITED STATES OF ANERICA
By QLP{{JmA« Q&T\AJL/L/
< =]
Ooooee . Mia,
C:T{;tle A:‘Eé?zac:—-
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DHM 4
g-w;;leln - FEDERAL WCRKS AGENCY

DEFENSZ HOUSING DIVISION
Washington, D. C.

OWELLING LEASE
(For Army Enlisted Personnel)

FEDERAL WORKS ADMINISTRATOR

WasHineTen, N, C.

Dt Pptsce obositllons Vort ot

DeveLoOPMENT 7

DeveELOPMENT NoO 32~/0

DWELL ING ao

Lease No. "/ 6/

THIS LEASE, MADE THE / DAY OF f , 19 4/ , BY AND BETWEEN TH
UNITHD STATES OF AMERICA (HEREIN CALLED THE "LANSLORD®) AND
_W (HEREIN CALLED THE "TENANT®) WITNESSETH THXT THE LaNDLORD,

RELYING UPON THE REPRESENTATIONS AND CERTIFICATIONS OF THE TENANT, SET FORTH REREIN AND
IN HIS ARIGNED APPLICATION, AS 'TO HIS HOUSEHOLD COMPOSITION, AND EMPLOYMENT |IN DEFENSE
ACTIVITY, DOES HEREBY LET AND DEMISE UNTO THE TENANT AND THE TENANT HEREBY HIRES AND
TAKES, FOR THE CONSIDERATIONS AND UPON THE TERMS, CONDITIONS AND COVENANTS HERE INAFTER

PROVIDED, THE FOL ING PRESCRIBED PREMISES -
__% L a7 # /o [pemdle Paeer

CONSISTING OF_L_ROOMS AND BATH (HEREIN CALLED THE "PREMISESM) TO BE OCCUPIED
EXCLUSIVELY AS AND FOR A PRLVATE RESIDENCE BY THE TENANT AND HIS FAMILY, AND BY ELIGIBLE
LODGERS OF THE TENANT WHEN AUTHORIZED BY THE MANAGEMENT, AND NOT CTHERWISE, FOR THE TERM
OF ONE CALENDAR MONTH BEGINNING ON THE_FIRST DAY THEREOF AND ENDING AT MIDNIGHT ON THE
LAST DAY THEREOF, AT THE RENTAL OF $__.3 &, 570" FOR SAID TERM PAYABLE {N ADVANCE ON
THE FIRST DAY THEREOF.

THe TENANT SHALL HAVE THE RIGHT TO OCCUPY THE PREMISES OURING THE PERIOD FROM
_%Miﬂ_m THE COMMENCEMENT OF THE TERM HEREOF, UNDER AND SUBJECT TO THE SAME
TERMS AND CONGITIONS AS ARE SET FORTH IN THIS LEASE EXCEPT THAT TME RENT FOR SUCH PERIOD

SHALL BE AN AMOUNT EQUAL TO THE PRODUCT OF THE NUMBER OF DAYS OF ACTUAL OCCUPANCY MULTI—
‘PLIED BY ONE—THIRTIETH OF THE MONTHLY RENT HERE IN ABOVE STIPULATED AND SHALL BE PAYABLE
JN ADVANCE ONK THE FIRST DAY OF 3UCH PERIOD.

THE LANDLORD AND TENANT HEREBY COVENANT, EACH WITH EACH OTHER, AS FOLLOWS:

Covenant to pay 1. THE TENANT COVENANTS AND AGREES PUNCTUALLY TO PAY THE
rent. RENT UNDER THIS LEASE AND UNDER ANY AND ALL RENEWALS THEREOF, AS
AND WHEN THE SAME SHALL BECOME DUE AND PAYABLE.

2. THE RENT RESERVED HEREIM SHALL ADDITIONALLY BE DEEMED AS

PAYMENT FOR THE TENANT'!'S PRO RATA SHARE OF THE COST OF WATER, HEAT,

Ok UTILITIZS SUPPLIED BY THE LANDLORD FOR THE ENTIRE DEVELOPMENT

DURING THE TERM OF THIS LEASE OR OF ANY RENEWAL THEREOF (OR FOR

SUCH UNITS THEREIN AS ARE OCCUPIED BY ENLISTED PERSCNNEL OF THE

UNITED STATES ARMY, AS THE CASE MAY BE) AS ESTIMATED BY THE MAN—

AGEMENT PRIOR TO THE COMMENCEMENT OF SUCH TERM. |IN THE EVENT THE

Utility services. ACTUAL COST OF SO SUPPLYING SUCH WATER, HEAT OR OTHER UTILITIES
EXCEEDS THE COST SO ESTIMATED, THE TENANT SHALL BE LIABLE, AND

HEREBY AGREES PUNCTUALLY TO PAY WHEN BILLED, FOR HIS PRO RATA

SHARE OF THE DIFFERENCE BETWEEN SUCH ACTUAL COST AND SUCH ESTIMAT—
EC COST, AS DETERMINED BY THE LANDLORD.

IN THE EVENT AND TO THE EXTENT THAT WATER, HEAT, OR UTIL|=-

TIES ARE NOT SUPPLIED BY THE LANDLORD, THE FOREGOING PROVISiONS
SHALL NOT APPLY.

3. THE TENANT FURTHER COVENANTS AND AGREES TO PAY, WHEN
BILLED, FOR ANY MISCELLANEOUS CHARGES AND FOR ANY DAMAGE TO THE
charges. PREMISES OR EQUIPMENT THEREIN RESULTING FROM NEGLIGENCE OF = OR"

Miscellaneous
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MISUSE BY THE TENANT, KIS FAMILY, LODGERS, OR VISITORS; AND IN
THE EVENT HE 1S DELINQUENT FOR FIVE DAYS OR MORE IN. THE PAYMENT
OF ANY RENT OR OTHER CHARGES, TO PAY AN ADDITIONAL CHARGE OF FIFTY
CENTS TO CQVER EXTRA MANAGEMENT COSTS.

4. UNLESS TERMINATED AS HEREIN PROVIDED, THiS LEASE SHALL BE

AUTOMATICALLY RENEWED FOR SUCCESSIVE TERMS OF ONE CALENDAR MONTH

Automatic renewal. EACH, UNDER AND SUBJECT TO THE SAME TERMS AND CONDITIONS AS ARE
SET FORTH IN THIS LEASE.

5. THE -LANDLORD MAY TERMINATE THIS LEASE, OR ANY RENEWAL
THEREOF, WITHOUT CAUSE, UPON ANY DAY DURING ANY SUCH TERM BY GIV—
ING THE TENANT NOT LESS THAN THIRTY DAYS PRIOR NOTICE (N WRITING.
THe TENANT MAY TERMINATE TH{S LEASE, OR ANY RENEWAL THEREOF, WITH—
OUT ‘CAUSE, UPON ANY DAY DURING ANY SUCH TERM UPON NOT LESS THAN
FIFTEEN DAYS PRIOR NOTICE IN WRITING TO THE LANDLORD, OR UPON SUCH
SHORTER NOTICE AS MAY BE ACCEPTABLE TO THE MANAGEMENT. [N THE
EVENT OF A CHANGE IN THE TENANT!S OFFICIAL DUTY STATION OR IN THE
EVENT OF HIS SEPARATION FROM THE SERVICE OF THE UNITED STATES,
THIS LEASE, OR ANY RENEWAL THEREOF, SHALL TERMINATE UPON THE DATE
THE TENANT SHALL VACATE THE PREMISES. [N THE EVENT THE PREMISES
SHALL BE SO DAMAGED BY FIRE OR OTHER CASUALTY AS TO BE UNTENANT—

Yoluntary ABLE, THIS LEASE, OR ANY RENEWAL THEREOF, SHALL THEREUPON TERMIN—

termination. ATE. IN THE EVENT THIS LEASE, OR ANY RENEWAL THERZOF, SHALL BE
TERMINATED PURSUANT TO ANY OF THE PROVISIONS OF THIS PARAGRAPH §
THEN SUCH PORTION OF THE RENT FOR THE FULL TERM, THERETOFORE PAID
B8Y THE TENANT, AS REPRESENTS RENT FOR THE PERIOD FROM THE DATE OF
TERMINATION TO AND [INCLUDING THE LAST DAY OF THE CALENDAR MONTH
(CALCULATED BY MULTIPLYING THE NUMBER OF DAYS IN SUCH PERIOD BY
ONE~THIRTIETH OF THE RENT ABOVE STIPULATED) SHALL BE DEEMED AN
EXCESS PAYMENT OF RENT BY AND SHALL BE REFUNDED TO THE TENANT
PROVIDED THE TENANT HAS PAID IN FULL ALL RENT AND OTHER CHARGES
THEN DUE AND HAS OTHERWISE FULFILLED ALL MHIS OBLIGATIONS UNDER
THIS LEASE-OR ANY SUCH RENEWAL THEREOF. :

6. ANY FAILURE BY THE TENANT PUNCTUALLY TO PAY ANY RENT OR
OTHER CHARGES WHEN DUE SHALL , AT THE OPTION OF THE LANDLORD ,
TERAMINATE ALL RIGHTS OF THE TENANT HEREUNDER; AND THEREUPON THE
LANDLORD, ITS REPRESENTATIVES, AGENTS, OR ASSIGNS, SHALL HAVE THE
RIGHT, WITHOUT FURTHER DEMAND OR NOTICE, TO RE—ENTER AND TAKE POS—
Termination for SESSION OF, BY FORCE OR OTHERWISE, THE PREMISES, AND SHALL HAVE A
cause. LIKE RIGHT AND REMEDY UPON THE BREACH BY THE TENANT OF ANY COVE—
NANT OR CONDITION HEREIN SET FORTH, THE TENANT HEREBY WAIVES ANY
AND ALL NOTICE AND DEMAND BY THE LANDLORD FOR POSSESSION OF THE
PREMISES AND AGREES THAT UPON ANY SUCH FAILURE OR BREACH, THE
LANDLORD, OR ITS REPRESENTATIVES, MAY IMMEDIATELY RE—ENTER THE
PREMISES AND DISPOSSESS THE TENANT WITHOUT LEGAL NOTICE OR THE
INSTITUTION OF ANY LEGAL PROCEEDINGS WHATEVER.

7, THE TENANT AGREES TO DEPOSIT WITH THE LANDLORD THE SUM
OF ONE DOLLAR ZACH MONTH DURING THE FIRST TEN MONTHS OF HIS OCCU—
PANCY OF THE PREMiSES TO ASSURE PAYMENT FOR THE COST OF ANY KEYS
LOST BY THE TENANT COR FOR OTHER CHARGEL AGAINST THE TENANT, AND
FURTHER TO ASSUki FULFILLMENT OF THE OBLIGATION OF THE TENANT TO
LEAVE THE PREMISES CLEAN AND PRESENTABLE UPON THE SURRENDER THERE~—
Deposit OF, SUCH DEPOSIT TO BE REFUNDED UPON SUCH SURRENDER PROVIDED THE
TENANT HAS PAID IN FULL ALL RENT AND OTHER CHARGES THEN DUE AND
HAS (A) WASHED ALL WALLS AND CEILINGS CONSIDERED WASHABLE BY THE
MANAGEMENT, AND CLEANED ALL OTHER SURFACES WITHIN ONE WEEK PRIOR
TO SUCH SURRENDER; (B) CLEANED ALL FLOORS THOROUGHLY ON THE DAY
OF SUCH SURRENDER;  (C) CLEANED ALL BATHROOM AND KITCHEN FIXTURES
THMOROUGHLY; AND (D) CLEANED THE SINKS, RANGE, REFRIGERATOR, AND
KITCHEN CUPBOARDS AND CABINETS THOROUGHLY. OTHERWISE THE TENANT
SHALL FORFEIT THIS DEPOSIT,

8. THE TENANT SHALL NOT ASSIGN THIS LEASE, NOR SUBLET OR

No assignment TRANSFER POSSESSION OF THE PREMISES OR ANY PART THEREOF, NOR GIVE

or sub=lease ACCOMMODAT1ONS TO BOARDERS, ROOMERS, OR LODGERS EXCEPT AS SHALL BE
APPROVED 8Y THE MANAGEMENT.
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9. THE TENANT SHALL (A) ASSIST AND COOPERATE WITH THE MAN—
AGEMENT IN THE CARE AND MAINTENANCE OF THE PREMISES; (B) KEEP THE
PREMISES CLEAN, SANITARY AND ORDERLY; {C)} COMPLY WITH THE CONDI—
TIONS OF OCCUPANCY SET FORTH 1IN THIS LEASE; (D) COMPLY WITH ALL
RULES, REGULATIONS, STANDARDS AND MANAGEMENT POLICIES AS MAY NOW
OR HEREAFTER BE APPLICABLE TO SAID PREMISES; AND (E) QUIT AND
SURRENDER THE PREMISES AT THE EXPIRATION OF HIS TERM, "IN GOOD
ORDER AND REPAIR, REASONABLE WEAR AND TEAR EXCEPTED,

10. THE LANDLORD, 1TS REPRESENTATIVES, AGENTS, SERVANTS AND
EMPLOYEES, SHALL MAVE THE RIGHT TO ENTER UPON THE PREMISES AT ALL
REASONABLE HOURS FOR THE PURPOSE OF INSPECTING THE SAME OR TO MAKE
SUCH REPAIRS, ADDITIONS, OR ALTERATIONS AS MAY, IN THE JUDGMENT OF
THE LANDLORD, ITS REPRESENTATIVES, AGENTS, SERVANTS OR EMPLOYEES,
BE DEEMED NECESSARY OR DESIRABLE, OR TO SHOW THE PREMISES, OR FOR
THE PURPOSE OF REMOVING PLACARDS, SIGNS, FIXTURES, ALTERATIONS, OR
ADDITIONS ' THE PREMISES PLACED THERE WITHOUT AUTHORITY OF THE
LANDLORD .

11. AT SUCH TIMES AS THE LANDLORD MAY REQUEST, THE TENANT
SHALL SUBMIT A SIGNED STATEMENT, IN FORM SATISFACTORY TO THE LAND—
LORD, SETTING FORTH THE THEN PERTINENT FACTS AS TO THE TENANT!S
HOUSEHOLD COMPOSITION AND EMPLOYMENT IN DEFENSE ACTIVITY,

12. THE LANDLORD COVENANTS AND AGREES THAT THE TENANT SHALL
HAVE QUIET AND PEACEABLE ENJOYMENT OF THE PREMISES. BuT THE LaAND-
LORD SHALL NOT BE LIABLE FOR FAILURE TO SUPPLY WATER, HEAT, OR
UTILITY SERVICES WHERE SUCH ARE CONTEMPLATED TO BE SUPPLIED BY THE
LANDLORD . :

13. THE TENANT HEREBY EXPRESSLY RELEASES THE LANDLORD, ITS
REPRESENTATIVES, AGENTS, SERVANTS AND EMPLOYEES ( INCLUDING THE
MANAGEMENT) FROM LIABILITY FOR ANY INJURY TO THE TENANT OR THE
MEMBERS OF H!S HOUSEHOLD OR FOR ANY DAMAGE TO OR LOSS OF THE PROP—
ERTY OF THE TENANT OR THE MEMBERS OF HIS HOUSEHOLD, RESULTING FROM
ANY CAUSE WHATSOEVER, EXCEPTING ONLY ANY SUCH INJURY OR DAMAGE
RESULTING FROM THE WILFUL ACT OF THE LANDLORD, ITS REPRESENTATIVES,
AGENTS, SERVANTS OR EMPLOYEES ( INCLUDiNG THE MANAGEMENT), THE
TENANT HEREBY AGREES TO INDEMNIFY THE LANDLORD, [TS REPRESENTA—
TIVES, AGENTS, SERVANTS AND EMPLOYEES (INCLUDING THE ‘ANAGEMENT)
FOR ANY LIABILITY OF ANY OF THEM FOR INJURY TO PERSONS OR DAMAGE
TO PROPERTY OCCURRING ON THE PREMISES OR ARISING OUT OF THE TEN~
ANT!S OCCUPANCY OR POSSESSION OF THE PREMISES, WHETHER SUCH IN—
JURY OR DAMAGE SHALL RESULT FROM DEFECTS LATENT OR PATENT IN
RESPECT OF THE PREMISES, AND WHETHER OR NOT THE LANDLORG, (TS
REPRESENTATIVES, AGENTS, SERVANTS, OR EMPLOYEES (INCLUDING THE
MANAGEMENT) KNOWS OF SUCH DEFECTS AT THE TIME OF EXECUTION OF THIS
LEASE AND THEN OR SUBSEQUENTLY FAILS TO DISCLOSE TO THE TENANT THF
EXISTENCE OF SUCH DEFECTS.

14. ANY NOTICE REQUIRED BY LAW OR OTHERWISE SHALL BE DEEMED
SUFFICIENTLY GIVEN (F DELIVERED TO THE TENANT PERSONALLY OR AF—
FIXED TO THE DOOR OF THE PREMISES OR SENT BY MAIL TO THE PREMISES.
NOTICE 70 THE LANDLORD MUST BE (N WRIT'‘. ANP DELIVERED TO THE MAN—
AGEMENT OFFICE.

15, THE JERM "MANAGEMENT®, AS USED HEREIN, SHALL MEAN

% WHICH, FOR THE PURPOSES OF

THiS LEASE, IS THE WEPRESENTATIVE AND AGENT OF THE UNITED STATES
OF AMERICA AND DULY AUTHOR{ZED TO ACT ON IS BEHALF.

16, NO MeMBER OF OR DELEGATE TO THE CONGRESS SHALL BE AD—
MITTED TO ANY SHARE OR PART OF THIS CONTRACT OR AGREEMENT, OR TO
ANY BENEFIT TO ARISE THEREFROM.

17. BY EXECUTING THIS LEASE, THE TENANT CERTIFIES THAT THERE
HAS BEEN NO MATERIAL OR SUBSTANTIAL CHANGE IN HIS HOUSEHOLD COMPO—
SITION OR EMPLOYMENT N DEFENSE ACTIVITY, SINCE THE DATE OF SUB—
MISSION OF SUCH APPLICATION TO THE LANDLORD.
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Thrs LEASE (INCLUDING THE CONDITIONS OF OCCUPANCY) AND THE RULES, REGULATIONS,
STANDARDS AND MANAGEMENT POLICIES REFERRED TO [N PARAGRAPH 9 HEREOF EVIDENCE THE ENTIRE
AGREEMENT BETWEEN THE LANDLORD AND THE TENANT, AND NO MODIFICATION THEREOF SHALL BE VALID
UNLESS IN WRITING AND SIGNED BY THE MANAGEMENT,

Jg&é@w?’?ﬁ%
"TENANT

TeNANT

IN THE PRESENCE OF:

)%M UNITED STATES OF AMERICA
Bv<fj%;;z;9/2£dﬁ/¢f’JAéf:iggij;f
M
<:j\7Le
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FWA- DHM 5
o FEDERAL WORKS AGENCY

10.

11.

12.

13.

14.

DEFENSE HOUSING DIVISION
Washington, D.C.

FEDERAL WORKS ADMINISTRATOR
By

CONDITIONS OF OCCUPANCY

The Tenant and members of his household, guests, and employees shall comply
(wvith all laws and city ordinances applicsble to the use and occupation of the

premises and) with all management policies now or hereafter adopted by the
Management.

Garbage, rubbish, newspapers and other trash shall be promptly deposited and
conveyed to places and at the time designated by the Management.

The Tenant shall not carry on any business whatsoever nor display signs of any
type in or about the premises. .

The Tenant shall not make any alterations or repairs to the premises or of the
equipment therein without consent of the Management, and shall not install any
additional locks or fixtures without such consent. No part of the rent shall
be payable in repairs or alterations of any description. All repairs or
alterations shall immediately become the property of the United States Gov-
ernment .

The Tenant shall report to the Office of the Management at once any accident,
injury or defect to waser pipes, toilets, drains, or plumbing fixtures, elec-
tri¢ wires, outlets or fixtures, or other property of the Development, and all
breakage, damage, or loss of any kind.

No tacks, nails, or other fasteners or cement shall be used in laying carpets,
rugs, linoleum, or any other covering on the floors or stairs of the Tenant's
dwelling.

No nails, bolts, or screws shall be placed in the walls, floors, doors, cup-
boards or trim except of a type approved by the Management. All electric
wiring shall be done or supervised by the Management.

No shades, awnings or window guards shall be used except such as shall be
installed or approved by the Management.

Plumbing and electrical equipment shall not be used for any purposes other
than those for which they were provided.

No outside aerial wires of any description shall be installed on the build-
ings or hung from the windows without permission of the Management.

The Management in all cases shall retain the right to control and prevent

access into the buildings and grounds of all persons whom it considers un-
desirable. . -

The Management shall have the right, without further notice, to sell or other-
wise dispose of any personal property left on the premises or in the project
by the Tenant after the Tenant vacates the premises.

The Management shall not be responsible for articles left with any employee.

Dogs, cats, birds or other pets shall be kept on the premises only in ac-

cordance with such regulations as may be prescribed from time to time by the
Management .



MANAGEMENT POLICIES AND PROCEDURES e C.075

CONSUMER SERVICE

The "Basic Policies for Defense Housing. Projects” makes this statement_com-
cerning consumer services: '"Where existing facilities in the neighborhoed
are inadequate, space shall be allotted on the site plan for neighborhood-
shopping centers convenient to, and if possible within walking distance from,
all homes. Stores shall be designed and built as part of projects where pri-
vate capital cannot be induced to supply the required facilities. 1In all
cases design shall be controlled. The number and type of stores shall be
limited to the probable future need of the community, and haphazard speculative
marginal development, which is unprofitable alike to stores and the community,
shall be discouraged."

The Coasumers' Service Unit has been set up within the Division of Defense
Housing tointerpret, act upon, and assist inthe administration of this phase
of the Lanham Act. Its policies are determimed primarily by the statement
quoted above, and it has three major objectives: to ensure the provision of
essential commerical facilities for the tenants in each project; to ensure a
reasonable return to the operator of these facilities; and to ensure a reason-
able return to the operator of these facilities; and to emsure a reasonable
return to the Federal Government. While the methods employed by the ‘unit
may differ in particular instances, it has the same responsibility for projects
under direct management as for those operating under indirect management.

Accordingly, regardless of the type of project the Consumer's Service Unit
has the following functions:

1. To ascertain whether there is a demand for additional commercial facili-
ties. The absence of any indication of a commercial center upon the site
nlan is prima facie evidence that, after a careful study, it was originally
determined that the construction of commercial facilities on the project
1 -oper was unnecessary. Perhaps it was felt that the site of the project was
so located as to provide ample facilities in the immediate vicinity, and
that nearby stores could expand sufficiently to serve additional demand. 1In
any event, the Housing Manager should make an immediate survey of the avail-
ability of stores and the quality of their output. He will be guided by the
questionnaire, of which a copy is included in this manual.

Wheit he has completed the questionnaire, the Housing Manager should return
it to the central office where the data he has furnished may be supplemented
by the efforts of the Unit's staff. A projection can be made, based on this
information, which will indicate the extent and type of services needed.
With this information at hand the Manager mdy be able to persuvade local mer-
chadts to expand their facilities or to furnish food caravans or take what-
ever steps may be necessary to serve the tenants' best interests in this re-
gard.

2. To attempt to secure the provision of needed facilities by private
capital. It is an important principle in the basic defense housing policies
that private enterprises should be encouraged in every passible way to assist
in the defense housing program. The Manager can aid materially in stimulating
interest among merchants in the locality. Such organizations as the local
chamber of commerce, the Kiwanis Club, and similar groups may give him valu-
able assistance. He should endeavor to secure specific proposals from in-
dividuals or groups who may wish to purchase or lease the land upon which the
commercial facilities are to be constructed.

This effort will be supplemented by correlated activities in the Consumers'
Service Unit, where syndicates and other groups have already indicated con-

OBJECTIVES

DETERMINATION
OF NEED FOR
FACILITIES

COOPERAT ION
OF PRIVATE
CAPITAL
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FACILITIES

PINANCING

OPERATION

'siderable interest in certain projects. The Housing Manager 'should not make

any definite commitment except upon authority from the Unit. A member of the
Washington staff will participate in any final arrangements.

3. To provide the necessary facilities in the absence of private invest-
ment. The "Basic Policies for Defense Housing Projects" forsees the possi-
bility that private capital may not be available to provide the necessary
stores for the project. However, it states only that "% % % stores shall be de-
signed andbuilt * * *," and the exact procedure tobe followed is not clearly
defined. It is certain, however, that tenants are not simply to be left to
shift for themselves.

" A major problem isthat of securing funds forbuilding stores at the project.

Under the Lanham Act there would be little or no money available for com-
mercial services. Perhaps a corporation could be set up under goveramental
auspices to borrow from the RFC or some other lending agency, which would
control 51 percent of the stock and sell the remainder to private investors.
In any event, all negotiations would be handled through the central office,
although the Housing Manager would be advised of progress.

After the buildings are constructed, another question of policy would arise,
namely whether to turn the buildings over toan individual or corporation for
operation only, for operation and management, or merely for rental; or whether
to negotiate leases for each ipdividual space (e.g. the grocer, the barber
shop, etc.). These points can be decided only after a careful consideration
of the facts involved in each individual case.

The Unit should be of assistance to the Housing Manager in attracting the
cooperation of local capital. It can furnish projections to be shown to
merchants, illustrating thevariety and types of demand which they may antici-
pate when the project is fully occupied. In the event that private enter-
prise is unwilling or unable to supply theneeded facilities, it is important
to remember that only esseantial services are to be provided and that these
are to be determined in conjunction with the Consumers' Service Unit. Pro-
posals by private interests should, so far as possible, be reduced to spe-
cific proposals in writing and forwarded to the Washington office. The
Manager should not commit himself on any proposition, since the Unit may be
able to secure a better arrangement from individuals or organizations with
which it is in direct contact. All final uegotiations will be handled by a
member of the staff of the Unit,
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: Date
Project__ Manager

Number of units Number units occupied

information on Occupants
Monthly income of lowest paid tenant 3
Monthly income of highest paid tenant b3

Check number of families in each income group®
Income (monthly) Number
Under $100
$100—8125
$126—$150
$151—8175
$176—$200
Over $200

*Estimates to form the basis for this information may be secured from personnel officers
for industrial workers, from the Finance Officer for Army or Navy workers, or from your own

observation.
Number of Persoms Housed

Adults

Children

Total _—

Age Group—Children

1—7

7—15

1621

List the Commercial and Business Centers Nearest to the Project
Jase of town Population Distance from project

1.
2
3.

Transportation Facilities from Project to Shopping Districts in Towns

Fares

fype of transportation Schedules Single commutation
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Information on Available Services in Nearest Town
Noderate
Service - FJumber Expansive
" Cheop

Food stores

Food stores (with meat markets)

Drug stores

Hardware stores

Beauty shops

Barber shops
Dairy service

Filling 'stations -

Garages (repair)

Laundry and dry cleaning plants

Restaurants

Hotels or other transient accomodations

.Clothing stores

General

1. Can existing stores and other commerical services in the nearest town absorb the addi- -
tional load expected from ‘the project?

2. In general, istrading with these stores reasonably feaéible fromthevstindpoint.of con-
venience? '

3. Are there any existing buildings onornear the project which could be>used for housing
commercial units?

4, Are other types of businesses than those existing near the project .needed?

5. Has there been any interest shown by local businessmen to provide adequate commercial
facilities? , '

6. List the commercial services which you believe should be established on the project site.

7. List number of applications of each type which you have received from prospective mer-
chants for the establishment of businesses at the project.
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Section D

PERSONNEL POLICIES AND ADMINISTRATION

FOREWORD

The creative power of the 37,000 men and women employed by the Federal Works Agency is
exemplified in public highways and buildings, bridges, dams, airports, and other works,
which are all integrated parts of a huge national program of public works. This program
has now been expanded to include housing for workers who will be engaged in essential
national defense activities.

The Federal Works Agency, in administering its broad program of pubiic works planning
and construction, has consistently striven to increase its operating efficiency, and the
results are evidenced by actunal accomplishments in these various fields.

It has been possible to attain these present accomplishments only by and with the con-
certed and coordinated efforts of the personnel so engaged. It is patent that the success
of this or any other program depends upon people, and in this connection the increasing ef-
ficiency of the agency operation is not accidental. Personnel management—the science of
human engineering—has developed techniques that enabled us to utilize and comserve human
resources more skillfully. The specialized functions of personnel management today are
well known both to industry and to the Government, and there will be an increasing demand
upon those responsible for personnel management and supervision to apply the tested and
accepted principles in order that maximum results may be achieved.

The Director of Personnel, as has been stated in the foreword by the Administrator, occupies
a staff position and is charged with the ageancy-wide functions of personnel supervision and
management. The Director of-Personnel's Office, as a part of its functions and responsi-
bilities, maintains all liaison and contact relationships with the United States Civil Service
Commission, Employees' Compensation Commission, and the Council of Personnel Administration,
as well as other offices whose activities are directly related to personnel management.

The Director of Personnel is assisted in the discharging of his_ duties by an Assistant
Director of Personnel who shares with him the responsibilities of that office, and acts for

him in his absence.

There are four principal technical officers who are responsible for Classification, for
Recruitment, Training, and Placement, for Employee Relations, and for Racial Relatioms.

Revised Aug. 1, 1941 D.001
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The Classification Officer is responsible for the development, installation and adminis-
tration of an efficient position classification plan and compensation schedule for the
Federal Works Agency. Housing Managers will receive preliminary instruction in classifi-
cation before they are assigned to their respective projects.

The Recruitment, Training, and Placement Officer is responsible for the selection, ap-
pointment, placement, training, service ratings and promotion of the employees of the
Agency. All matters pertaining to recruitment, employment, and the determination of cur-
rent and anticipated personnel needs, and the development of the source of supply come
within the jurisdiction of this Officer. Housing Managers will work chiefly with District
Managers of the United States Civil Service Commission in their recruitment activities.
Full explanation will be given of the recruitment procedures, and the lines of cooperation
will be emphasized,

Stress is laid upon job and promotional training in federal service because it is the
backbone of career employment. It is not erough io recruit individuwals of good poten-
tialities; to bring the organization to its highest plane of efficiency they must be re-
tained and granted opportunity for responsibility consistent with increasing knowledge and
skill. Training of the staff personnel on each housing project is a major responsibility
of 'the Housing Manager. He is to give instruction in the performance of original duties
assigned to each member of his staff to develop his understanding of the program at large.

Placement or appointment operations will be handled primarily by the Housing Manager in
the field with respect to the employees on his staff, final approval of. such actions rest-
ing in the Office of the Director of Personnel.

The Employee Relations Officer is concerned with all problems that fall under the scope
of kis title. He conducts hearings and mediates disputes arising out of alleged unfair-
ness on the part of supervisory personnel in the administrations of the constituent Agen-
cies, hears complaints having to do with methods of training, examining, rating, and pro-
moting, represents the Director of Personnel before all employee groups and comsults with
their representatives as required, and encourages and promotes all welfare provisions for
workers of the Agency, including the development of such groups as may be organized for
credit, recreation, health, or cultural activities,

In their training activities Housing Managers will acquaiat their employees with the pro-
cedures and facilities which the Employee Relations Officer has developed, and will en-
courage their use of them as occasion may require.

The Racial Relations Officer has the primary respomsibility of securing full participa-
tion of all races in the activities of the constituent administrations, and of recommend-
ing policies that will eliminate racial discriminations and improve labor relations between
the races. He investigates labor disputes and complaints based on alleged racial discrim-
ination as related to personnel functions, and makes remedial and corrective recommendations,
He acts also as liaison officer between the FWA and representative minority groups.

Inorder that Housing Managers maybecome acquaintedwiththe personnel management problems
of the FWA, the personnel staff has prepared its section of this Manual and the training
course based on it. Contained in it is a brief description of the procedures by which this
Agency effectuates the statutory provisions and the rules and regulations of the United
States Civil Service Commission relating to federal employment, and of the procedures of
this Agency.

Revised Aug. 1, 1941
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Too much stress cannot be laid upon the necessity of becoming familiar with these methods
and practices. If a basic knowledge of them is not acquired at omce, it is literally true
that the staff development will be delayed for days or weeks. The regulations are in them-
selves exacting, and to take advantage of the latitude granted, Housing Managers must know
their restraints asprecisely as their privileges. Attention given to the class discussions
on the various technical phases of personnel management outlined here will pay its dividends
in time and. effort saved.

A. S. SaRRE]
Director of Personnel.

Revigsed Aug. 1, 19041
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CLASSIFICATION

These instructions are for the guidance of Housing Managers in the handling CLASSIFICA-
of personnel actions on defense housing projects and include a summarization TION
of the necessary steps required to effect employment of personmnel.

The Federal Works Agency has been designated as a defense agency and in
that capacity it is charged with the responsibility of prosecuting the vital
and necessary Defense Housing Program. It is obvious that such a program
requires the utmost speed to achieve its primary purpose, i.e. to provide
housing for those engaged inthe work of the Nation's defense. Housing Managers
should not hesitate to refer problems and questions concerning personnel
procedures to the Washington office, which 'shall give priority to the consider-
ation and solution of such referrals.

It should definitely be understood that all referrals of any nature to
the Personnel office should be made through regular organization channels,
i.e. through the Director of the Division of Defense Housing.

An initial supply of all necessary forms will be given Housing Managers.
They should anticipate additional requirements and requisition supplies from
the Washington office.

The Classification Act of 1923, as amended, provided a plan for classifying CLASSIFICA-

DU . ) . e . TION STRUC-

positions or jobs according to their duties and respomsibilities. While the gygpg
statute confined classification to the departmental service in Washington,
it is a policy of the Federal Works Agency to administer the same plan for
its field service positioms.

Under the Classification Act all work is divided into what are known as
classification "Services." They are the professional and scientific service
{P), the subprofessional service (SP), the clerical, administrative, and
fiscal service (CAF), the custodial service (CU), and the clerical-mechanical
service (CM) These services are further divided into zones of difficulty and
responsibility called "grades." To each of these "grades" there is attached
a definite, uniform scale of pay conmsisting of a minimum rate to provide an
incentive for increased usefulness in the 'same position, and a maximum rate
which is the most the Govermment will pay for a position of a given "grade.™
See exhibit 1. : ';

Position analysis is an important phase of classification. Every position POSITION
is composed of certain duties and respomsibilities which comprise tangible ANALYSIS
tasks and assignments and intangible conditions bearing on respomsibilities,
such as lines of authority, supervision, or review. ‘ .

The problem of classifying a position resolves itself into a process of
breaking the position up intoits several parts, each part then being studied
to determine the difficulties and responsibilities involved.

Tentative organizational charts and job descriptions have been prepared ORGANIZATI )
for each housing project and will be furnished the Manager of the project. %QRgEgléglpi
Exhibit H is furnished as a typical example. These charts are intended for TION
the use of the Housing Manager in the preparation of an organization chart -
and job descriptions which he must prepare and submit for approval. It is not ,
intended that the organization and job descriptiomns be drawn up to correspond
to those furnished; rather they are to be used as a basis for preparing charts
and descriptions as they will actually exist when the project is opened.

In preparing descriptions of the duties to be performed, the use of such
ambiguous terms as "assist," "handle," "prepare," etc., should be avoided
" unless they are always accompanied by 'supporting details.
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CHANGES IN
DUTIES

CLASSIFICA-

* TION SURVEY

After a management project has been operating forsome time, responsibilities
and duties may be reassigned to other positions, additional duties and responsi-
bilities may develop, or personnel may be reassigned to other positioms. It
will be the respomsibility of the Housing Manager, when these circumstances
occur, to notify the Washington office so that the necessary steps to reflect
these changes in the records may be taken.

From time to time, classification surveys will be made for the purpose of
determining the proper operation of the Classification Act. These surveys
will be of a routine nature and should cause no undue concern on the part of
of employees. It will be necessary for the investigator to talk to the
occupants of the positions as well as to the Housing Manager in order properly
to determine and evaluate allocation factors. The results of the survey will
be a revision of the grades upward or downward, or verification of the present
grade as the proper one.

It must be borne in mind that, except where a survey is made by members of
the classification staff, determinations of the degree of difficulty or com-
plexity of the duties and the weight of the responsibilities of a position.
are inferences or conclusions drawn logically from the information furnished
by the Manager concerning the nature of the duties performed, the methods of
work involved, the authority exercised, and other circumstances under which
the duties are performed that affect their difficulty and/or respomsibility.
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RECRUITMENT POLICY AND PROCEDURES

The Field Appointing officer is responsible for the recruitment of personnel, RECRUITMENT
and authority is delegated to appoint personnel, other than accounting, subject POLICY
only tolaterconfirmation of appointment by the Administrator. The effective
date will be the actual date the employee enters on duty, and subsequent
confirmation will be retroactive to that date; however, until the appointment
is confirmed by the Administrator, no compensation may be paid the employee.

Prior to their entrance on duty, approval of the qualifications of persons Selection of
recommended by the field appointing officer for appointment to accounting f;‘;‘;g';ﬁf,:’l‘g
positions must be secured from the Washington office or its traveling field
representatives. In the latter case this approval must be shown on the field
agreement presented for confirmation of appointment.

If there is contemplated the employment of a person who is related by blood Nepotism
or marriage to anyone now in the ‘employ of the Federal Works Agency, a memo-
randum stating the complete facts should be transmitted to Washington and
the employment deferred until clearance has been obtained from the Washington
office.

The field appointing officer shall not enter on duty any person who is not Citizenship
a citizen of the United States. If there is any doubt as to a person's
citizenship, the facts should be submitted to Washington for further actiom.

In such instances the person shall not be employed until approval has been
received.

The field appointing officer shall not enter on duty any person until funds Budget and
have been approved and the classification of the position has been determined Classsfication
by the Washington office.

The Washington office must be notified immediately when difficulty or undue Recruitment
delay occurs in connection with the employment of personnel, Full informa- Difficulties.
tion of the steps taken and difficulties encountered must be furnished in
order to facilitate the assistance required. If a problem arises concerning
the appointment of a specific individual or individuals, the information
sent to the Washington office should include a completed application form so
that eligibility for various types of appointment may be ascertained.

The Civil Service Commission has divided the United States into districts. Civil Service
Form 2054 (exhibit J) gives the names and addresses of thedistrict managers., z;:z;;f.z
Further assistance in recruitment is provided through the services of special
or local’ representatives who are empowered to authorize approvals for the
district manager. The field appointing officer should consult with his
district manager or local representative at his earliest convenience, outlin-
ing at that time his personnel requirements in order to determine suitable
recruitment sources,

All new appointments must be made at the entrance (minimum) rate of the Entrance
salary established for the position (exhibit 1). However, employees of other Salary
Federal agencies may be transferred and retain their salary if it is above
the entrance rate of pay of the position but does not exceed the maximum of
the grade, provided budgetary limitations will permit payment of the higher
salary.

All liaison between the Washington administrative organization of Federal Lisison With
Works Agency or any of the constituent agencies and the Civil Service Com- gszsfigf’“
mission shall be through the Director of Personnel.

Revised Aug. 1, 1941
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Exceptions

From Eligible
Registers

Clearing
Certificates

All liaison between the field service in each region and the district of-
tices of the Civil Service Commission shall be through the field appointing
officer or an employee designated by him.

The field appointing officer occupies a position of grave respomsibility
in the exercise of administrative functions incident to project activities.
He should know that certain rules and regulations govern the employment of
personnel and payment for persomnel services. These are strictly enforced
and .exceptions which are taken to pay rolls by the General Accounting Office
may result in the refund of moneys by employees. Every precaution should
therefore be taken to avoid 'such occurrences. If there is doubt as to the
method of handling any items involving a personnel transaction, the question

'should be -immediately referred to Washington, by telegraph or telephone if

necessary, or if the tramsmission of papers is required, air-mail special-
delivery service should be used.

A1l positions in the Federal Works Agency, with the exception of those in
the Work Projects Administration must be filled in accordance with existing
Civil Service rules and regulations, Comptroller General's decisions, and
the Classification Act of 1923, as amended.

The Civil Service Act provides that original appointments to positious
under its jurisdiction in the Federal service must be made on an open competi-
tive basis. Accordingly the principal source of recruitment is from Civil
Service registers established as a result of open competitive examinations.
Upon receipt][éof "Request for Certification—Original Apvointment" Form 1390
{exhibit K1, “the Civil Service District Mdnager will furnish the Field Ap-
pointing officer with one of the following:

1. A certificate of eligibles from existing registers.

2. Authority for temporary appointment under the provisions of Section 2
of Civil Service Rule VIII,

3. Authority for temporary appointment under provisions of Section 4 of
Civil Service Rule VIII for the duration of the emergency as outlined
in Departmental Circular Letter No. 460 (exhibit D).

When a certificate of eligibles has been received, the established Civil
Service procedure for selection must be followed in order to comply with
proper selection requirements.

The field appointing officer will communicate without commitment with each
eligible certified by telephone; telegraph {(exhibit 13); Circular Letter,
regularor air mail(exhibit 14); orby use of Civil Service Form 1992 (exhibit
15) unless an eligible's Civil Service file indicates qualificationswhich would
preclude his appointment and comstitute grounds for filing objection to his
certification with the Civil Service District Manager, Devartmental Circular,
National Defense Series No. 4 (exhibit G). The inquirv shonld iadicate a
deadline for receipt of reply which should be determined by the lemgth of
time before the employee's services will be needed and the method of com-
munication used. The field appointing officer is respomsible for ascertain-
ing whether the eligible is employed in a defeuse agency or position and,
if so, is responsible for securing release from the agency inwhich the eligible
is employed, Circular Letter 461 (exhibit F)., Note: Persons presently employed
in defense agencies need not be considered in making selections, Executive
Order 8760. Consideration must be given to only those eligibles who are
available for appointment under the conditions specified or who were not
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contacted as indicated above. The field appointing officer shall make one
selection from the first three available names (reading from top to bottom of
the list) for thefirst vacancy. This selection shall be made with sole ref-
erence tomerit and fitness of the applicant for appointment. If there exists
a second vacancy 1in that grade, selection is made from the then remairing
available highest three eligibles, and so on in each case reconsidering
those previously cousidered but not appointed. However, an eligible, con-
sidered but not selected in connection with three actual appointments,
need not be conmsidered in making future selectionms.

The report of disposition of each eligible shall be entered opposite his
or her name onthe certificate, Form No. 1844B (exhibit }uﬂ using the follow-
ing symbols:

"A"  Selected

"FR" Failed to Reply

"G" Considered but not Selected

"D"  Declined

"CRU" Communication Returned Undelivered

In cases where a field appointing officer has considered it advisable to
pass over a veteran and select a nonveteran, the reasons for so doing shall
be filed with the Civil Service District Manager in duplicate. A form for
this purpose may be secured from the district manager. '

After'aneligible has been selected for probational or temporary appointment,
the field appointing officer may notify the appointee to report for duty.
Upon entrance on duty the following forms must be completed and forwarded:

1. Probational Appointment:
a. To the district manager:

(1) "Field Agreement," in duplicate, FWA 50-P (exhibit 6).

{2) "Personnel Information Sheet," CSC 3464A (exhibit 7).

(3) "Declaration of Appointee (Field)," CSC 124B (exhibit 8).

(4) "Fingerprint Chart," CSC 2390 (exhibit 10).

(5) "Certificate of Medical Examinations," CSC 2413 (exhibit 11).

(8) "Report to District Manager of Certificate," Standard Form 1844B
(exhibit 17}, together with all supporting papers. (Letters of
declination and communications returned undelivered.)

(7) Proof of date of birth.

b. To the Washington office:
" (1) "Application for Employment," FWA 41-P (exhibit 4).

(2) "Classification Sheet (Field)," FWA 38-P (exhibit 5}.

"3) A copy of Standard Form No. 1844B submitted to Civil Service Dis-
trict Manager.

(4) Carbon of Field Agreement, FWA 50-P (exhibit 6).

(5) "Persounel Affidavit," Standard Form 47 (exhibit 12).

2. Temnorary Appointment Under Section 4, Rule VIII:
a. To the district manager:

(1) "Field Agreement," FWA 50-P (exhibit &), in duplicate.

{2) "Fingerprint Chart,” CSC 2390 (exhibit 10}.

(3) "Report to District Manager on Certificate," Standard Form 1844B
(exhibit 17), together with all supporting papers. (Letters of
declination and communications returned undelivered.)
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Transfer

b. To the Washington office:

{1) "Application for Employment," FWA 41-P (exhibit 4).

(2) "Classification Sheet (Field)," FWA 33-P (exhibit 5).

(3} Copy of Standard Form 1844B 'submitted to district manager.
{4) Carbon copy "Field Agreement," FWA 50-P (exhibit 6).

(5) "Personnel Affidavit," Standard Form 47 (exhibit 12).

The district manager upon request may authorize "Job Employment" for the
duration of the emergency rather than for a period.of 6 months or less, under
the provisions of Section 4, Rule VIII, as amended by Circular Letter 460,
{exhibit D). This authority may be granted when extensious of temporary
employees are requested. Inorder toeffect appointments under these provisions,
the procedure for temporary appointments (asoutlined above) should befollowed.

The Civil Service rules and regulations provide for filling positions by
transfer of present employees occupying competitive positions. Tobeeligible
for transfer, an applicant must have acquired a Civil Service status or must
have completed one month of a probationary period, Departmental Circular 243
(exhibit A), and be presently employed. The Washington Personnel Office will
forward applications of all persoms who are eligible for transfer or rein-

'statement and who have indicated their desire for assigament in the area.

When an applicant is selected for appointment by transfer, the field appoint-
ing officer will request the employing agency to furnish a letter indicating
that no objection will be interposed to the release of the employee in ac-
cordance with the Departmental Circular Letter No. 225, Supplement No. 1,
{exhibit C). He will then prepare and transmit to:

1., The Civil Service District Manager:

a. Request for authority for temporary appointment pending transfer.
b. "Temporary Appointment, Transfer, etc.," CSC 375 (exhibit 3),

¢c. Description of duties to be performed.

d. Copy of letter of release.

Upon receipt of authority for the temporary employment, the field appointing
officer will notify the appointee to report for duty, at which time he will
prepare and transmit to:

1. The Civil Service District Manager:
a. Carbon of "Field Agreement," FWA 50-P (exhibit 6).
2. The Washington office:

a. Letter of authority from district manager for temporary appointment
pending transfer.

b. Letter of release.

c. "Request for Transfer, Reinstatement, Change in Status," CSC 46 in
dunlicate (exhibit 2). ,

d. CSC Form 375 in duplicate (exhibit 3).

e. "Application for Employment," FWA 41-P (exhibit 4).

f. "Classification Sheet (Field)," FWA 38-P (exhibit 5).

g. Original of "Field Agreement,” FWA 50-P (exhibit 6).

h. "Personnel Affidavit," Standard Form 47 (exhibit 12).

3. To the agency from which the person is transferring:

a. Copy of "Request for Transfer, Reinstatement, Change in Status,"
CSC 45 (exhibit 2).
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Upon receipt in the Washington office of the approval of the transfer by the
Civil Service Commission, thi's change will be made in the employees appoint-
ment record and the field appointing officer willbenotified of itsapproval.

Civil Service Rules and Regulations provide for filling defense positions Reinstatement
by the reinstatement of former permanent employees in the 'service.

When an applicant is selected for appointment by reinstatement, the field
appointing officer will request authority for temporary appointment pending
approval of a request for permanent reinstatement by forwarding to the district
manager:

a. Letter requesting authority for temporary appointment pending approval
of permanent reinstatement.

b. CSC Form 375 {(exhibit 3).
c. Description of duties to be performed.

Upon receipt of authority for temporary appointment, the field appointing
officer will notify the appointee to report for duty at which time he will
prepare and submit:

1. To the Civil Service District Manager:
a. Carbon of "Field Agreement," FWA 50-P (exhibit 6).
2, To the Washington office:

a. "Request for Transfer, Reinstatement, Change in Status," CSC 46 in
duplicate (exhibit 2).

b. CSC Form 375 in duplicate (exhibit 3).

c. "Application for Employment," FWA 41-P (exhibit 4).

d. "Classification Sheet, (Field),” FWA 38-P (exhibit 5).

e. Original of "Field Agreement" (exhibit 6).

f. "Personnel Information Sheet," CSC 3464a (exhibit 7} if not previously
~ completed.

g. "Declaration of Appointee," CSC 124b (exhibit 8).

h. "Member of Family in Federal Service," CSC 1769 (exhibit 9).

i. "Fingerprint Chart," CSC Form 2390 {(exhibit 10). '

j. "Certificate of Medical Examination," Form 2413 (exhibit 11}.

k. "Personnel Affidavit," Standard Form 47 (exhibit 12).

1. Civil Service letter of authority for temporary reinstatement.

The temporary appointment will provide a convenient period in which the
field appointing officer can observe the appointee's qualifications for per-
manent reinstatement. Upon receipt of approval of permanent reinstatement,
the Washington office will request the field appointing officer t0'submip\
his recommendation on the employee's permanent reinstatemert based on the'{\\
employee's performance on the job. If the recommendation is favorable, ap-
propriate action will be taken to effect the permanent reinstatement and the
field appointing officer will be notified of its approval.

The Civil Service Commission has established a list of the names of former Ehelgency .
Federal employees who do not have a Civil Service status and who had at least I[)’fgtacemen
6 months' continuous satisfactory service 1n an agency immediately prior to
'separation, such separation to have been involuntary and subsequent to June 30,

1939. The certification of any individual who possesses the desired quali-
fications may be requested by the field appointing officer for a definite
period of 6 months or less or for the duration of the present national emer-

gency on "Request for Certification (Field)," CSC 1890 (exhibit 18).
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Executive
Order 8744

When the certificate has been received the employee may be -entered on duty
immediately. The field appointing officer will then secure and forward:

1. To the district manager copies of the following forms:

a.
b.

oo

aooe

e.

"Field Agreement," FWA 50-P, in duplicate (exhibit 6).
"Personnel Information Sheet," CSC 3464 (exhibit?), if not previously
completed.

. "Fingerprint Chart,”" CSC 2390 (exhibit 10).

"Certificate of Medical Examination," CSC 2413 (exhibit 11).
"Report to theDistrict Manager on Certification," 1844B (exhibit 17),
with proper notation of action taken.

the Washington office:

"Application for Employment," FWA 41-P (exhibit 4}.
"Classification Sheet (Field), "FWA 38-P (exhibit 5).
Carbon "Field Agreement" FWA 50-P (exhibit 6).

. "Personnel Affidavit," Standard Form 47 (exhibit 12).

Copy of "Report to the District Manageron Certification," Form 1844B.

Executive Order 8744 (exhibit B) authorizes the transfer or reinstatement
of an employee whose position was brought into the classified service by the
Ramspeck Act and who between April 23, 1941, and January 1, 1942, has been
or is involuntarily separated without prejudice and who has completed at
least 6 months' continuous satisfactory service.

Upon 'selection of an individual for appointment under the conditions above,
the field appointing officer will prepare and tramsmit to:

1. The Civil Service District Manager:

a.

b.
c.

Request for authority for temporary appointment pending tramsfer or
reinstatement under the provisions of Executive Order 8744.
"Temporary Appointment, Transfer, etc.," CSC 375 (exhibit 3).
Description of duties to be performed.

Upon receipt of amthority for the temporary employment from the district
manager, the field appointing officer will notify the appointee to report for
duty, at which time he will prepare and transmit to:

1. The Civil Service District Manager:

a.

Carbon of "Field Agreement," FWA 50-P (exhibit 6).

2. The Washington office:

R

a.

(2]

P I oq M D O

Letter of authority from the District Manager for emergency appoint-
ment pending transfer or reinstatement under the provisionsof Execu-
tive Order 8744.

"Request for Tramsfer, Reinstatement, Change in Status,” CSC 46, in
duplicate (exhibit 2}.

CSC Form ‘%693 (executed by the Appointing Officer of the agency from
which the individual was separated).

. CSC Form 375 in duplicate (exhibit 3).

"Application for Employment," FWA 51-P (exhibit 4).
"Classification Sheet, (Field)," FWA 28-P (exhibit 5).
Original of "Field Agreement," FWA 50-P (exhibit 6).
"Declaration of Appointee," CSC 124b (exhibit 8).
"Fingerprint Chart," CSC 2390 (exhibit 10).

"Certificate of Medical Examination,"” CSC 2413 (exhibit 11).
"Personnel Affidavit," Standard Form 47 (exhibit 12).
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Upon receipt in the Washington office of the approval of the transfer or
reinstatement by the Civil Service Commission, this change will be made in
the employees' appointment record and the Field Appointing Officer will be
notified of its approval.

Executive Order No. 8564 dated October 8, 1940, provides:

Whenever, because of a public exigency directly connected with the National Executive
defense program or because of the urgency of the immediate filling of Order 8564
the position involved in 'such program, the Civil Service Commission
determines that it is in the public interest to do 'so, it may authorize

the filling of amy position connected with the national defemse program

for a term rot extending beyond the duration of the national defense

program without regard to the competitive requirements of the Civil Service

rules, subject to 'such non-competitive testsof fitness as the Commission

may prescribe. Persoms so appointed will not thereby acquire aclassified
{competitive) Civil-Service 'status.

Whenever authority is granted under the provisions of Executive Order 8564,
the field appointing officer will 'secure approval from the district manager
of the qualifications of the person selected by the ‘submission of completed
Form CSC 375 together with an indication of the position and description of
duties to be performed.

When authority is received for the appointment of a specific individual,
the field appointing officer will notify him to report for duty and at that
time secure and forward the following forms:

1.  To the district manager:

a. Carbon of "Field Agreement,” FWA 50-P (exhibit 6).
b. "Declaration of Appointee,”" CSC 124b (exhibit 8).
c. "Fingerprint Chart," CSC 2390 (exhibit 10).

2. To the Washington office:

Copy of CSC Form 375 (exhibit 3).

"Application for Employment," FWA 51-P (exhibit 4}).

"Classification Sheet, (Field)," FWA 38-P (exhibit 5).

Original of "Field Agreement," FWA 50-P {exhibit 6).

"Personnel Affidavit," Standard Form 47 (exhibit 12).

Letter of authority for appointment under the provisionsof Executive
Order 8564 'showing approval of the person appointed.

0o Q0o

Due to the shortage of the labor supply in many occupational groups, oc- Absence of
casions will arise when gualified eligibles cannot be secured by the regular Eligibles
Civil Service recruitment processes outlined above. When this fact has been
established to the 'satisfaction of the district manager, authority for re-
cruitment will be authorized from outside the register. Upon receipt of such
authority, the field appointing officer will determine the availability of
eligibles from other sources. These 'sources will vary with each housing site.

Contacts should be made with local United States, State, and municipal employ-
ment offices, building and trades councils, labor organizatioms, or technical
and professional societies when appropriate.

The district manager, in the absence of eligibles, may grant authority for ge,ctiog 2 of
appointment pending the establishment of a register of eligibles topositions R;Y:lVI;?n“
for which an examination is pending or is to be announced. If applicatioms -
are being accepted, the field appointing officer may request thecertification
of an applicant kmown to possess the required qualificatioms. If the closing
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date for acceptance of applications has passed, selections must be made from
applicantswho have filed forthe examination. The district manager may submit
a list of the names of applicants to which will be added upon request the
names of individuals desired by the field appointing officer, who also have
filed applications with the District Manager. Selection may be made from
any of the names listed without regard to the order of ranking, in contrast
to the procedure for probational and temporary certificates from regular
registers. When a selection has been made, the field appointing officer
should notify the appointee to report for duty and at that time secure and
forward the following forms to:

1. The Civil Service District Manager:

a. Carbon of "Field Agreement," FWA 50-P (exhibit 6).

b. "Application Form 8," (exhibit 19), if not previously submitted.

c. Report of action taken, on carbon of list of applicants submitted by
the District Manager.

2. To the Washington office:

a. "Application for Employment," FWA 41-P (exhibit 4).

b. "Classification Sheet (Field)," FWA 38-P (exhibit 5).
c. "Field Agreement," FWA 50-P (exhibit 6).

d. "Personnel Affidavit," Standard Form 47 (exhibit 12).
e. Copy of letter of authority from the District Manager.

Department Circular Letter No. 801 (exhibit E) outlines modifications of
this rule in effect in Defense Agencies.

In cases where urgent necessity makes it imperative that a position be
filled without delay and where time does not permit the securing of specific
prior authority, the Civil Service Commission has authorized emergency ap-
pointments for periods not to exceed 30 days, of individuals with or without
Civil Service eligibility. TheCivil Service District Manager mustbe notified
(by telegram or telephone) of the necessity for the appointment. In special
instances, such as may ariseon evenings, weekends,or holidays, the employment
should be effected and the Civil Service District Manager should be notified
at the beginning of the next workday.

The field appointing officer will forward, via airmail, the following forms:

1. To the district manager:

a. One notarized copy of CSC Form 375 (exhibit 3),.

b. "Application for Employment," FWA 41-P (exhibit 4),.

c. "Classification Sheet (Field)," FWA 28-P (exhibit 5).

d. Two copies of "Field Agreement," FWA 50-P (exhibit 6), with the re-
quest that the originmal be stamped "Approved" and forwarded via air
mail to the Federal Works Agency, Washingtonm.

e. "Fingerprint Chart," CSC 2390 (exhibit 10).

f. "Personnel Affidavit) Standard Form 47 (exhibit 12).

All appointments are subject to final approvalby the Civil Service District
Manager and by the Federal Works Administrator. The district manager will pass
on the selectionon the basisof the forms transmittedto him as indicated above.

If the action of the field appointing officer is approved, a letter, in
duplicate, will be sent to the employee through the field appointing officer
advising that the appointment has been confirmed by the Federal Works Admin~
istrator. The original should be given the employee and a copy retained in
the project files.
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Field appointing officers will find it necessary to employ mechanics for DRersonnel
a few days to perform work of an emergency or nonrecurring nature at the 2%;:::3 on
prevailing occupational wage scale which will be considerably in excess of fusis.

that allowed by the classification pay scale (exhibit 1).

If the total amount required to complete the job will not exceed $100, ar-
rangements for its performance should be made ona contract basis as outlined
under Fiscal Practices, page F.035, rather than in accordance with Civil
Service regulations.

"Fingerprint Chart": Fingerprints may be taken by boards of Civil Service (ompletion
Examiners at first- and second-class post offices, District Civil Service Com- ©of Forms.
mission offices, military establishments, or police departments.

"Field Agreement" should be completed and distributed as indicated above,
retaining one copy in the project files and giving one copy to the employee.
This form should not beexecuted prior to reporting for duty since it comsti-
tutes a certification of actual entrance on duty.

Furloughs may be made where the services of an employee may or must be SEPARATIONS
dispensed with because of cessation of work, reorganization, or other similar gﬁg&IEEE
reasons. A furlough will not be granted in lieu of separation unless there
is reasonable expectancy that the employee may bereturned tothe same position Furloughs.
within 6 months.

The procedure tobe followed ineffecting furloughs where a number of employ-
ees are to be furloughed will bein accordance with established Civil Service
Rules and Regulations and any such contemplated action should be referred to
Washington for check as to compliance with proper procedure.

Any field employee who desires to resign from the service should submit to Resignations

the field appointing officer a letter of resignation addressed tothe Director
of Personnel to be transmitted tothe Washington office. The field appointing
officer shall attach to this letter a memorandum recommending the action to
be taken. The employee (in hisletter of resignation) and the field appointing
officer (in his memorindum) shall make the resignation and the recommendation
read "Effective at the expiration of accumulated and accrued annual leave.
Last day of active duty (date)." A resignation shall show future address of
the employee and the reasons for resignation.

An employee who has submitted his resignation may, upon the approval of the
field appointing officer, the Director of Personnel, and the head of the
division or administration, withdraw such resignation before the effective
date thereof and be continued in service:

In cases where it is necessary to make reductions in field offices without Separation
prejudice, the Personnel Office in Washington should be notified as- far in ;2g$ﬁcc
advance as possible by the head of the division or administration in order to :

ensure compliance with all regulations under the law.

In general, no suspension shall bemade by a field appointing officer without Suspensions.

prior approval of the head of the division or administration and the Director
of Personnel. This may be secured by telephone or telegraph in cases requiring
immediate action. Where it is necessary to make suspension at once for the
good of the service, and under the circumstances it is not possible to secure
approval from the Washington office (such as inconnection with a night-shift
employee), the field appointing officer may make the suspension immediately.
Such drastic cases shall be handled by wire or telerphone to the Washington
office, requesting confirmation as soon thereafter as practicable.
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When a field appointing officer has approval orconfirmation of suspension,
he shall immediately send a full statement of reasons for suspension to the
Washington office.

In cases of nonurgent character, the statement shall be received inWashington
at least 5 days before theeffective date of the suspension in order that the
necessary approvals and concurrences may be secured. Where the suspension is
a temporary cessation of employment without pay, for purposes of disciplinary
action, confirmation of action of the field appointing officer will be effected
by the Personnel Office in Washington by formal letter to the employee with
a copy to his supervisor, forwarded through official channels. In cases
where ‘suspensions are effected pending action with a view toward separation
for cause, the Personnel Office will direct a letter to the employee with a
copy tohissupervisor, forwarded throughofficial channels, preferring charges
against him and usually allowing from 3 to5 days after receipt by the employee
in which to answer. The employee's letter answering the charges will be sent
to the Washington office through the field appointing officer accompanied by
any recommendations the appointing officer wishes to make. If administrative
determination in Washington results in the confirmation of suspension and
consequent separation of the employee, formal notice to this effect will be
issued. If the charges are answered adequately by the employee and the
recommendation of the field appointing officer is not deemed warranted, a
restoration-to-duty order will be issued from Washington and the employee
will resume work,

The name of each employee suspended for any reason shall not be removed
from the pay roll until the field appointing officer has been duly authorized
to do 'so by the Director of Personnel. The suspended employee shall be charged
with leave without pay during the period of suspension. The later coaversion
of this leave into annual leave is a matter for administrative determination
in the Washington office, and each case will be handledon its individual merits.

The field appointing officer may recommend suspension of an employee, without
pay, for disciplinary purposes for an aggregate period not exceeding 90 days
in any 12-month period. The determination of the length of 'suspension 'shall
be made in Washington. Any recommended suspension which would have the effect
of making greater than 90 days the aggregate time during which the affected
employee is suspended without pay during the 12-month period, 'shall be deemed
a recommendation for-'separation for cause andshall be subject to the provisions
concerning such ‘'separations.

The following shall be sufficient cause for removal, though removals may
be made for other causes similar to those enumerated: '

1. If the employee is incompetent or inefficient in the performance of his
duties.

2. If the employee has been wantonly carelessor negligent in the performance
of his duties.

3. If the employee has been offensive in his conduct toward his fellow em-
ployees or toward the public.

4. 1f the employee has violated any lawtui or official regulation or order
or failed to obey any lawful and reasonable direction given him by his
superior officer when such violation or failure to obey amounts to
insubordination or serious breach of discipline which may reasonably be
expected to result in a lower morale in the organization or to result in
‘serious loss, inconvenience, or imjury to the Agency or to the public.
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5. If the employee has taken for personal use a fee, gift, or other valuable
thing in the course of hiswork or in connection with it, when such fee,
gift, or other valuable thing is given him by any person in the hope of
or expectation of receiving a favor or better treatment than that ac-
corded other persons.

6. If the employee during employment has been convicted of a criminal of-
fense or of a misdemeanor involving moral turpitude {or has failed to
disclose such prior circumstances in his application).

7. If the employee through negligence or wilful conduct has caused damage
to public property or waste of public supplies.

8. If the employee has used his official authority or influence for the
purpose of interfering with an election or affecting the result thereof,
or has taken active part in political management or in political campaigns.
For the purpose of this subdivision, however, the right to vote as the
employee may choose and to express political opinions apart from any
organized campaign shall be permitted.

In no case may an employee be removed on account of his racial, religious,
or political opinions or affiliations, or for refusing to contribute to a
political fund, or to render political services. Furthermore, there shall be
no discrimination in removals because of membership or nonmembership in a
union, or because of presentation of complaint or appeal or the testifying in
connection with either of these.

Employees may be removed for cause only upon action by the Administrator
of the Federal Works Agency after reviewby the Director of Personnel of written
charges filed by the head of the division or administration. These written

charges should be substantiated by a complete report of the facts of the case.:

A recommendation for dismissal of an appointee during the probationary
period may be submitted if a full amd fair trial of not less than one month
clearly indicates that the probationer is unfitted for the satisfactory per-
formance of the duties to which he is assigned and shall include a full
explanation of the reasoans for such dismissal.

Employees other than custodial at defense housing projects, both permanent

and temporary, shall observe a 29-hour week, 7 hours each day and 4 hours on

Saturday. All employees in the Custodial Service shall observe a 44-hour
week, 8 hours eachday and 4 hours on Saturday. When the needs of the service
so require, the hours of employeesmay be staggered or rearranged in order
to keep certain employees on duty during necessary periods such as Saturday
afternoons, Sundays, or holidays. These provisions are for actual working
hours and do not apply to lunch hours which may be regulated and their length
determined by the field appointing officer.

In event of an injury to an employee of the Federal Works Agency during
the performance of his duty, field appointing officers shall follow the reporting
system and Government injury compensation plan which is described in the
booklet of "Regulations" of the United States Employees' Compensation Commis-
sion., The Washington office should be notified immediately regarding any serious
injury so that proper fulfillment of the necessary steps will be ensured.

Section 2, Rule 1, of Civil Service Rules and Regulations as amended:

"* * * No discrimination shall be exercised, threatened or promised by any
person in the executive civil service agaiast or in favor of any applicant,
eligible, or employee in the classified service because of race, or his poli-
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tical, or religious opinions or affiliations except as may be authorized or
required by law."

The Federal Works Agency is committed to a policy of nondiscrimination in
employment opportunities and in the programs under its jurisdiction.

The Office of Race Relatioms has as ome of its primary duties the improve-~
ment of opportunities for qualified Negro personnel in the Federal Works
Agency.

Field appointing officers, as représentatives of the Federal Works Agency,
will be expected to carry out the policies of the Agency as well as the re-
quirements of Civil Service as set forth above.
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RETIREMENT

A1l employees of the Office of the Administrator who have Civil Service
status orwho areserving a probationary period are subject to the Retirement Act.
Therefore 34 percent of the pay check of each of these employeesisregularly
deducted for the Retirement Fund.

A1l employees (eXcept.laborers, mechanics, post office clerks and carriers,
and employees engaged in hazardous occupations) must retire at the age of 70
or may retire at the age of 68 if they have had 30 or more years of service.

The general plan of retirement payments is the system known as the Noun-
Forfeiture Annuity. This plan provides for a regular monthly payment lasting
_ from the time of retirement to the death of the annuitant withanyunexpended
balance at death going either to a de51gnated beneficiary or to the estate of
the annuitant.

The Non-Forfeiture Annuity is computed by one of the plans and the emptoyee
can choose the plan which will give him the larger annuity.

Plan 1. This annuity is composed of:

"~ a. $30 for each year of service up to 30 years (except that th1s portion
must not exceed three~quarters of the average annualpayrece1Ved by the em-
ployee during any 5 comsecutive years of service; plus

b. the amount of annuity purchasable with the sum to the employee's indi-
vidual account with 4 percent interest compounded annually.

Plan 2. This plan is to be used whenever Plan 1 does not‘produce"avlarger
amount., The annuity under this plan is computed as follows: Multiply'the
average annual basic pay (not to exceed $1,500 per annum);: rece1ved by the
employee during any 5 comsecutive years of allowable serv1ce, by the number
of years of service (not exceeding 30 years), aasd divide by 40. Th1s mgthod
‘at a salary of $1,600 or more at retirement with service of 30 years will
yield $1,200 per annum.

Plan 2 is provided in order to give those who come under the ret1rement

system relatively late in life a higher minimum benef1tthantheywouldother—

wise get.

"~ Plan 1 onthe other hand will yield a higher benefit to younger persons who
will accumulate a grea'er amount in their individual account.’

The following chart will illustrate the amounts received after various

periods of service at various basic salaries:

Retirement Income at Age of 70
Average Salary After Service of—
15 years 30 years 45 years

R, B0 L e $520 $1,090 $1, 310
1,440 Lo 540 1, 130 1,390
13820 o e © 800 1,200 1,470
23000 o e ccemmeae 800 1,240 1,840 |
2,600 ... PRSI, 815 1,370 1,910
8,800 e 705 1,815 2,445
5, 800 e mmm 840 1,990 3, 250

There are two other general plans which may be chosen.

This annuity ismuch the same as the general anmuity system described above
with the exception that any unexpended balance .in the individual account is

forfeited and returned to the general fund rather than being given to the’
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of the younger age at which payments begin.

estate of the annuitant. The advantage of this plan is that it provides for
a somewhat larger annuity than the nonforfeiture plan.

This plan provides for a somewhat reduced annuity during the life of the
anmuitant and payments to the designated beneficiary for life, beginning at
the death of the annuitant.

This plan takes two general forms:

1. Option (a) in which the annuity to the beneficiary after the death of
the annuitant is equal to the payments made to the aannuitant,

2, Option (b) in which the annuity to the beneficiary after the death of
the annuitant is one-half that received by the annuitant. Obviously the pay-
ments made to the annuitant under Option (b) are greater than those under
Option (a). Also obvious is the fact that the payments under either Ontion
(a) or (b) of the Joint and Survivorship Annuity will be less than the payments
under the general Nonforfeiture Annuity Plan.

Any person subject to the Retirement Act, who has had a minimum of 5 years
of service, will receive an immediate anmuity, calculated in the same manuner
as the regular annuity, upon proof of total disability. Aoplication for
Disability Annuity mustbe madeprior to leaving the service orwithian 6 months
thereafter.

In the case of death of an employee, the total amount of the regular con-
tributions which hé has made with interest at 4 percent compounded annually,
is returned to his designated beneficiary or to his estate.

An employee who is involuntarily separated may receive the total amount of
the regular contributioms which he has made with interest at 4 percent com-
pounded annually, if the separation is not due to misconduct.

An employee so separated, who is45 years old or over and who has had 15 or more
years service, mayelect one of the following alternatives to the above plan:

1. Afixed anmuity tobegin at the age of 70 computedas the regularanmity, or

2. A fixed annuity per year begimning at the time of separation if the em-
ployee is 55 or over,or beginning at the age of 55 if the employee isless than that
age. The annual payment inthis case is less than that under (1) above because

In either of these cases the employee has returned to him the total amount
of his contributions with interest, minus a sum (called "tontine") of $1 per
month of service.

If employees who have not had civil service status are placed under the
provisions of the Retirement Act, their retirement account is given credit
for that portion of the retirement benefit which would have been paid forout
of the general retirement fund for service rendere- prior to the time they
are placed under the Retirement Act. This also includes service in the Army,
Navy, and Marine Corps. Application for previous service credit should be
made by use of Civil Service Commission Form 3012.

If theywish, they may increase their retirement income by the amount which
would have been purchased by their own contributions, if they deposit such
contributions fonback salary from whichnodeductions were made) wit hcompound
interest at 4 percent. These deposits may be made in installments.

Employees mdy increase the annuity they will receive by making voluntary

CONTRIBUTIONS deposits (in multiples of $25, but not more than 10 percent of their total

annual salary since 1920) of sums in addition to the regular 34 percent con-
tribution. These voluntary contributions bear interest at 3 percent compounded
annwally. In any case of resignation or separation the full amount of these
voluntary contributions, with interest, is returned to the employee.
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TRAINING

You have covered in some detail the procedures and policies that are to be TRAINING
followed in recrniting and establishing and operating a maintenance staff.
The next step will be to introduce these people properly to the work on ‘your
project, so that they will quickly acquire the necessary knowledge and become
adequate and competent help.

You realize that even though the employees you have selected are basically
dqualified to do the work, they must still learn specific information about
their jobs before they can properly fulfill their duties and respomsibilities.
This educational function which we call "personnel training" is your respon-
sibility as a Housing Manager and to a large degree the efficiency of your
staff will depend upon how well you do it.

The first approach is one of introduction or orientation to the fundamentals INTRODUCTION
of the job. Your employees should be informed as to the type of agency they T0 THE JOB
are becoming a part of, its make-up, organization, and relation to other Gov-
ernment departments. They should know and understand their ‘status, working
hours, holidays, annnal and sick leave regulations, retirement, employee com-
pensation, and any other privileges or obligations which are parts of their
jobs. It is especially important that they learn of the defense housing
program, the number of housing units in the project, theprinciples of tenant
selection, the general physical structure, site lay-out, and the type of
‘equipment with which each housing unit is supplied.

These are general facts which employees 'should know so that in their rela-
tionships with the public and the organization they will know what they are
doing and why. Most of this information is contained in the Managers' oper-
ating manual or in the supplementary kits of information with which you will
be supplied.

It is not emough, however, to give the employees booklets and pamphlets. STAFF
It is recommended that you also include a series of staff meetings for the MEETINGS
purpose of discussing the content of the printed materialson the organization
and for encouraging questioms that will eliminate doubt as to policies and
methods. This type of staff meeting proves valuable not only during the in-
troductory period but also as a regular activity. Your staff will be kept
alert and informed as tochanges in policy and their knowledge of the problems
of the project will continue to grow.

Actual job imstruction, which is the second problem in training employees,
is more specific in nature and requires more personal contact with the indi-
viduals assigned to the particular types of work. You are respomsible for
the calibre of work produced by your staff and it is essential that you or a
designated staff assistant devote sufficient time to training new employees
~in job roumtine,

It is impossible for an employee toperform an assignment efficiently unless
he has an exact knowledge of the duties involved. So far as possible, a
'standard procedure, unless it is provided in the manual, is to be established
and followed for each function, whether it is tenant 'selection, accounting,
handling requests for maintenance repairs in the housing unit, collecting
rentals, or anmswering the telephone. These procedures should be carefully
explained or demonstrated to the employee before he undertakes the new assign-
ment. Observation of his initial performance will determine whether he is
following approved methods and practices andif heisnot, further imstruction
can be given that will prevent the formation of poor working habits.

JOB
INSTRUCTION
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SUPERVISION

The degree of continued superv1sion to be exercised w111 depend upon your
judgment of his skill and initiative. If the first traiming has been done
thoroughly, less attention to his routine work will be required. and. fewer
assignments -will have.to be redone. Staff training pays dividends in many
ways, and not the least of them is the greater amount of time aliowed admin-
istrative officers for nonroytine duties of management and plannmg - New
employees are anxlous to succeed and realize they.are in need of guidance and-
assistance, Pat;ence in demoustrauons and explananons, judicious praise
for progress in ass1gnments, and ptompt but courtéous correction of mistakes
are the elements of a good in-service tralnmg program. When these elements
are present, the eff1cxency of new personuel riges rapidly and loyalty to the
organization is developed and strengthened You ‘share an equal responsibility
with the employee for his success on the ;job
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SERVICE RATINGS

Regulations in the Federal service require that every employee be rated SER
annually, as of April 15, as to his efficiency on the job. A job classification RAT
describes in detail the duties, respomsibilitiés, and qualificationms required
in a given position, and the service ratingisdesigned to reflect the manner
in which those duties are being performed. Ratings are prepared on United
States Civil Service Commission Service Rating Form Nos. 3200 and 3201, copies
of which are attached. The forms provide for a description of quality of
performance, productiveness, and qualifications shown on the job. Prior to
the completion of each rating period complete imstructions concerning the
procedure to be followed in making ‘'service ratings for the project staff will
be sent out from the Washington office.

-—-

2 —
[~312]
wm

It is important that the manager, as a supervisory official responsible for IMPORTANCE
rating employees, be thoroughly cognizant of the effect that his actioms may OF RATINGS
have on the futureof the employee being rated. If the rating is unfavorable,
it may mean the loss of a promotion or even the denial of an opportumity to
‘'secure employment at'some future date. Itisimportant to recognize also that
a too liberal attitude is not fair to the employee, because in that case. his
ability to perform his job satisfactorily is not properly evaluated.

Service ratings should be looked upon as an opportunity to study the job, USE OF
to discuss with the employee involved the opportunities presented by the job gﬁ.‘&g&
in order to determine how he may overcome any shortcomings, to compliment him
on good work accomplished, and to encourage him to further improvement. Used
in this way, the service rating is one of the most effective training tools
available. Service ratings, then, areimportant not only to those being rated
but also to the manager, since they reflect directly upon his ability to

'select, train, and supervise his staff.

Since it is necessary to.rate employees annually, the manager may find it PRODUCTION
helpful to make occasional informal notes for his files, of outstandingly good RECORDS
.or bad work performed by the staff, so that such information may be referred
to at the time service ratings are made. Such notes 'should not be made, how-
ever, unless the manager iswilling to point out weaknesses, aswell as strong
points, at the time he observes them, so that the members of the staff will
know where they stand and what they can do to improve their standing. An
employee who knows that he will be commended for work well done and that his
attention will be called promptly to poor work will respect his ‘supervisor
far more and be a much better employee than if the shock comes only at the
time 'service ratings are distributed.

The manager may find, too, that before making the ratings official, it is DISCUSSION -
very helpful both to him and to his employees to discuss the proposed rating VE'IIH'E%OYBE
with each one. This gives the employee an opportunity to point out items in
which he believes he is being under-rated or over-rated. If he feels he has
been rated too low it is possible that he may be able to produce evidence of
good work or remind the manager of 'specific work on which he was commended,
and which would justify a higher rating. At this time, too, the managetj may
find the informal notes referred to above to be of genuine assistance in
clarifying points under discussion. At any rate, such a discussion will give
the employee a chance to express his feelings, and the manager am opportunity
to point out to him 'specific ways in which he can improve his performance on
the job.
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On the other hand, if the job of rating employees is looked upon merely as
one that has to be done to conform with certain regulatioms, then it had pro-
bably better be left undone.

It is important, finally, thatsufficient time be devoted to this matter of
rating employees in order to give to each one the very careful and thoughtful
con51derat10n that his importance deserves.
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Fol.A.~8
Form 3200—( é)nl 1935)
U. 8. Oivil Bervice Commission
CLASSIFICATION SYMBOLS Check one:
SERVICE RATING FORM
Servics Grade Class Supervisory.....cu--.. E]
iss'% CIk. (Read instructions on back of this form) N . m
CAF 3 St eno . onsupervisory...._..
Name Jane Dough , Department Federal Works Agency
Dffice of the Administrator- Defense Housing-Management - Indirect Qperations
(Bureau) (Division) (8ection) (Subsection)
On lined below In boxes below rate employee:
mark employee: 1. Underline the elements which are especially important in the position. lor 2if Excellent.
i nf:‘rei % polnt! 2. Mark nonsupervisory employees on all elements except those in /talics. : $ : g vaml Good.
= i weak point. 3. Mark supervisory employees on all elements. 7or 8if Falr,
<4 if strong point. . 9 or 10 if Unsatisfactory.
I. QUALITY OF PERFORMANCE V|  Beiiag | Beviewing
-f-. (a) Acceptability of work: theroughness
_Y_(b) eral d ability; accuracy. }
-%_(of Neat i 4
.._*_ (d) Skill with which the important procedures, instruments, or 'machines are
- employed in performing his duties.
eemer (@) Effectiveness in getting good work done by his unit. J
II. PRODUCTIVENESS )
) Baie rating primarily on el t (a), if known; otherwise on (b) and (c).
--.Y {(a) Amount of work accomplished.
K 4 (b) Application of tune, intergst, and engrgy to dyties; industry, > J
Y. (c) Promptness in complcting amignments; specd.
ceean (d) i
(State any other elements of this clase considered)
weeee- (0) Effectiveness in securing adequate output from his unit. J
III. QUALIFICATIONS SHOWN ON JOB )
--‘(- (s) Knowledge of dutics and related information. '
... (b) Abilit 1 t fr ience.
-_.ﬁ (c) jog, co:
Y (d) Igtxatxve and ; urcefulpeas, > é
R (o) ility to w ith and for
e (D) iata any other slemente of this sisas sonsbieredy
...... (8) Effectiveness in developing and training employees.
eeee- {Custodial only) Ability to perform such physical work as the job requires.
Sum of ratings . . . -./é:--

)KW%{%)@; 194/ Report to employee .. GOOD

On the whole, do you consider-
the deportment and attitude

- zf_gf Z_—; f(/ of this employee toward his
(Date)

work to be satisfactory? . .

n Y, or “Yes”’, “No”, or “Fairly so”)

Sum of Ratings Report to Employee Signjficance

3-7 Excelient. Promotable within grade if below top salary.
8-13 Very Good. Promotable within grade if below top salary.
u-19 Good. No salary change if recei: middle or above; 1f
below middle, mmota‘{)il%cmt beyond middle salary.®
20 -4 Fair, Reduce ons step 1 above middle salary.®
28-30 Unsatisfactory. Dismiss from present position. 1081

* For Ou-2 and Cu-2 tha fonrth salare rata wrill he conddered tha middla salare
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FW.A.~8 CONDUCT REPORT

(This space is to be used in case the question on the face of the sheet, regarding the employee’s deportment and attitude, has been answered *“No*’ or ¢ Fairly
s0.” In such a case give here a full statement of the particulars in which the employee’s conduct has been unsatisfactory.)

(Rating officer)

INSTRUCTIONS TO RATING OFFICERS

1. Compare the qualifications and performance of each employee, as demonstrated by his work, with the actual needs of the position, con-
sidering the conditions under which the work must be done. inning with the lowest grade (CAF-1, P-1, 8P-1, Cu-1, or CM~1), rate each
series of classes (such as Junior Stenographer, CAF-2, Senior Stenographer, CAF-3, etc.) as a te group. Keep in mind reasonable
standards of performance for the various grades. The same rating standards should be applied tg all competing employees in the sgame grade,
Jrrespective of the fact that some may be receiving compensation at the minimum pay fate oF the grade and others at higher rates.

2. The elements (a), (b), (c), etc., listed under each title (I, II, III) are not of equal importance. Underline the elements which are
especially important in the position.

3. If the performance of an employee is neither strong nor weak with respect to an element, put a check mark (¥) on the line at the left
of the element; if weak, a minus (—); if strong, a plus (+).

Diffetentiate carefully among the several elements. Extreme care should be taken to avoid basing all marks on some one stpong or weak
characteristic of the employee. A person who deserves a plus or minus on one element does not necessarily merit the same mark on all
elements.

4. If in your judgment the employee is excellent on ‘1. Quality of Performance"’, indicate this by 1 or 2 in the box gt the right;

if very good— oo by 3 or 4 T iffaeee . _by70r 8
if g00Q e eeeeaee by 50r 6 if unsatisfactory__._._ by 9 or 10

Indicate your ratings on titles II and IIl in the same manner.

The numerical ratings on the titles (I, II, and III) are not derived by a mechanical summary of the element marks, but depend on the best
judgment of the rating officer as to how well the employee meets the broader requirements of the position. This judgment is assisted by
the element marks, but is not rigidly determined by them. These marks insure that the employee's performance on the elements which affect
Quality of Performance, Productiveness, and Qualifications Shown on the Job will be considered.

5. The rating to be reported to the employee by the board of review is the adjective corresponding to *“Sum of ratings™ on 1, II, and III,
as given in the table at the bottom of the rating form.

6. Marks and ratings should first be made lightly with pencil. After all your employees have been rated, compare and consider the marks
mékmnﬁixgs assigned to the various employees in the same classes, make any necessary alterations, and indicate the marks and ratings in
black ink.

7. The name of an employee rated on a service of less than 90 days should be followed by the notation; “Less than 90 days.™

8. The question on deportment should be answered “Yes™, “No", or “Fairly 80.” If the answer is *“No™" or “Fairly 80", it should be
explained in the space provided above. Rating officers should not allow unsatisfactory conduct to influence marks or ratings, exogpt as it may
actually affect an employee’s performance on some specific element or elements.

9. Complete the ratings promptly. Submit the signed and dated rating forms to the reviewing officer.

INSTRUCTIONS TO REVIEWING OFFICERS

1. Compare the marks and ratings assigned by the different rating officers under your supervision, noting such corrections as may be
necessary to secure reasonable uniformity of standards and accuracy in the marks and in the ratings.

2. Make corrections with red ink, but do not cross out or erase the marks or ratings made by the rating officer. Before any marks or ratings
are changed discuss them with the rating officer.

3. Submit the signed and dated rating forms to the board of review promptly.
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F .' .A .*

"Form 3201—( gnl 1935)
U. 8. Civil Service Commission
CLASSIFICATION SYMBOLS Check one:
SERVICE RATING FORM
Bervice Grade Class : Supervisory ........_. - D
(Read Instructions on back of this form)
Nonsupervisory....... D
Name Department
, Bureswy (Division) (Section) (Subsection)

- ——

Onllnubelow In boxes below rate employees

mark employee: || 1, Underline the elements which are especially important in the position. lor 2if Excellent.
ve w?:k point, || 2. Mark nonsupervisory employees on all elements except those in italics. i‘; : gv"” Good.
= if week paint. 3. Mark supervisory employees on all elements. 7or 8if Fair.
+ if strong point. 8 or. 10 if Unsatistactory.

I. QUALITY OF PERFORMANCE

~—- (a) Thoroughness; adequacy of results.
..... (b) General dependability; accuracy of results.

evemme (€) Technical skill with which the important procedures or instruments are

employed in performing his duties.
..... (d) Original contributions to method or knowledge.
cemee (@) Effectiveness in getting good work done by his unit.

II. PRODUCTIVENESS
..... . (a) Amount of work accomplished.

wewe- (¢) Effectiveness in planning so as to utilize time to best advantage.
Zieeew (d) Completing assignments; making progress on assigned projects.
«-—-- (&) Composing adequate reports or other required writings.

(b) Application of energy, interest, and technical resources to duties; industry.

| Ga= | Yom=*

..... [¢3
.( ) ) (State any other elements of this class mﬁdﬂod)
" ewmes (§) Efectiveness in securing adequate output from his unit.

III. QUALIFICATIONS SHOWN ON JOB

-—- (a) Knowledge of particular field of work and of the fundamentah on

which it is based.

——- (b) Analytical ability; constructive reasoning in the field of specialization.

- (¢) Scientific or professional attitude; fairness, freedom from bias.
e (d) Judgment, sense of praportion, common sense.

——- (€) Initiative, resourcefulness; ability to grow.

——-- {f) Cooperativeness; ability to work with and for others.

-

- (8) (State any other elements of this class considered)
em-- (B) Effectiveness in developing and training employees.

Sum of ratings .

Rated by Report to employee
(Ratiog offioer) (Date) On the whole, do you consider

the deportment and attitude

Reviewed by . of this employee toward his

(Reviewing officer) (Date) work to be satisfactory? . .

( Anxwer AIY”DD’ “No”, or “Fakly 80"")

Sum of n-a-a Report to Employee Significance
8- 7 Excellent. Promotable within grade if below top salary:
8~13 Very Good. Promotsbls within grade if below top salary.
419 Good. No salary change if recei middle salary or above; if
below middle, pmmot.avgl?not beyond mkldlz salary.

-4 Fair. Reduce one step if above middle salary.
-2 -30 - Unsatisfactory. . ‘Dismiss !‘rom.present position.
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F.W.A.~8 CONDUCT REPORT

‘(’l‘his space is to be used in case the question on the face of the sheet, regarding the employee’s deportment and attitude, has been answered “No” or ‘‘ Fairly
s0.” In such a cdse give here a full statement of the particulars in which the employee’s conduct has been unsatisfactory.)

(Rating officer)

INSTRUCTIONS TO RATING OFFICERS

1. Compare the qualifications and performance of each employee, as demonstrated by his work, with the actual needs of the position, con-
sidering the conditions under which the work must be done. Beginning with the lowest grade (CAF-1, P-1, SP-1,Cu-1, or CM-1), rate each
series of classes (such as Junior Stenographer, CAF-2, Senior Stenographer, CAF-3, etc.) as a separate group. Keep in mind reasonable
standards of ?erformance for the various grades. The same rating standards should be applied to all competing employees in the same grade,
irrespective of the fact that some may be receiving compensation at the minimum pay rate of the grade and others at %igher rates,

2. The,elements (a), (b), (c), etc., listed under each title (I, II; III) are not of equal importance. Underline the elemenits which are
especially important in the position. ' : ’ X

3. If the performance of an employee is neither strong nor weak with respect to an element, put a check mark (i/) on the line at the left
of the element; if weak, a minus (—); if strong, a plus (+). : ‘

Differentiate carefully among the several elements. Extreme cate should be taken to avoid basing all marks on some one strong or weak
characteristic of the employee. A person who deserves a plus or minus on one element does not necessarily merit the same mark on all
elements. - i .

4. Ifiin your judgment the employee is excellent on *°I. Quality of Performance’, indicate this by 1 or 2 in the box at the right;
if very good.oo ... by 3or 4 C if fawreeeeeoicece_._by 70t 8
if g00d oo e ..by5or6 if unsatisfactory...... by 9 or 10

Indicate your ratings on titles II and Il in the same manner. o

The numerical ratings on the titles (I, 11, and I1I) are not derived by a mechanical summary of the element marks, but depend on the best
judgment of the rating officer as to how well the employee meets the broader requirements of the position. This judgment is assisted by
the element marks, but is not rigidly determined by them. These marks insure that the employee’s performance on the elements which affect.
Quality of Performance, Prbductivenees, and Qualifications Shown on the Job will be considered.

5. The rating to be reported to the employee by the board of review is the adjective corresponding to “Sum of ratings™ on I, II; and III,
as given in the table at the bottom of the rating form. o . . ) '

6. Marks and ratings should first be made lightly with pencil. After all your employees have been rated, compare and consider the marks
ﬁnlfck ria:'kngs assigned to the various employees in the same clasees, make any necessary alterations, and indicate the marke and ratings in
| %7. The name of an employee rated on a service of less than 90 days sbiould be followed by the notation, “Less than 90 days.”

8. The question on deportment should be answered “Yes™, “No", ot “'Pairly 80.” If the answer is *““No™" or ““Fairly o™, it should be
explained in the space provided above. Rating officers should not allow unsatisfactory conduct to influerice marks or ratings, except as it may
actually affect an employee's performance on some specific element or elements.

9. Complete the ratings promptly. Submit the signed and dated rating forms to the reviewing officer.

INSTRUCTIONS TO REVIEWING OFFICERS

1. Compare the marks and ratings assigned by the different rating officers undet your supervision, noting such corrections as may be
necessary to secure reasonable uniformity of standards and accuracy in‘the marks and in the ratings.

2. Make corrections with red ink, but do not cross out or erase the marks or ratings made by the rating officer. Before any marks or ratings
are changed discuss them with the rating officer.

3, Submit the signed and dated rating forms to the board of review promptly.
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DEFINITION OF PERSONNEL TERMS

The following definitioms ‘'shall govern the interpretation of terms used in Personnel
Administration in the Federal Works Agency.

Accumulated Annual Leave.—Unused annual leave, not exceeding 60 days, which has accrued
during years prior to the current calendar year.

Accrued Leave.—That part of the current annual leave accumulated but not used during the
expired part of the current calendar year.

Administrative or Normal Channels.—These are the ‘supervisory or administrative lines of
authority corresponding to the administrative structure of an organization, proceeding from
the point of origin through all supervisory officers responsible for review or approval to
the head of the organization or conversely from the appropriate ‘supervisory official through
'subordinate officials to the employee responsible for the execution of the required duties.

Administrative Organization.—This includes the entire administrative and operating staff
of the Federal Works Agency.

Allocation. —The designation of a positionon the basis of duties and responsibilities as
of a specific class and grade.

Certificate of Eligibles.—A 1list of names from the top of an appropriate register of
eligibles, 'submitted upon request by the United States Civil Service Commission.

Civil Service Status.—An individual is 'said to have "Civil Service status" when he is
'serving in a position, in the competitive Civil Service under a permanent appointmentorif,
having so served, he is eligible for reinstatement to a position in the competitive Civil
Service.

Civil Service Rating.—An individual has a Civil Service rating when he has ‘successfully
completed a Civil Service competitive examination and when his name appears on an eligible
register maintained by the United States Civil Service Commission.

Classified (Competitive) Civil Service.-—The general term used to include all positions in
the Federal service which are subject to examination for appointment under Civil Service
law and rules.

Classification Plan.— A system used in administration by which positions in the 'service
or organization are grouped into classes, the classes are defined, and a code of rules for
the application and administration of the Classification Plan is provided.

Class Title.—The name adopted in the plan of classification to designate each class and
each position in a class on all pay rolls, budget estimates, and off1c1a1 personnel records
pertaining to the position.

Confirmation of Appointment. —The formal approval by the Administrator of the action of
the Housing Manager in the field in entering employees on duty.

Current Annual Leave. —The leave authorized by statute for the current year.

Demotion. —The change of an incumbent of one position to another position of a lower grade.

Emergency Employees. —Those whose compensation is paid from emergency funds and whose
tenure of appointmeht is limited to the period for which the emergency funds are available.

Employee. —The incumbent of a positi/on, holding the position in accordancewith applicable
law, rule,or regulation.

Eligible Register or Register of Eligibles.—The designation given a listof the names of
persons who have been found qualified through suitable tests conducted by the United States
Civil Service Commission for employment in positions in the competitive service.

Excepted Service.—The general term used to include all positions in the Federal service
which are not subject to examination for appointment under Civil Service law and rules.

Revised Aug. 1, 1941




D.042 e FWA DEFENSE HOUSING MANAGERS' MANUAL

Field Appointing Officers.—Field executives and employees to whom appointing authority
is delegated by the Administrator (and the constituent agencies) are designated and -shall
be known as Field Appointing Officers. Field Appointing Officers are Defemse Housing
Managers, Public Works Agency Regional Managers, and Regional Auditors. (Note: If other
agencies receive this manual, their field appointing officers should be included.)

, Furlough.-—Temporary‘separatibn of an employee, without pay, made without prejudice to
the employee and with intention to restore to duty in the 'same position within 6 months.

" Increase in Rate of Pay or Administrative Increase.—Increase in compensation within the
'salary range of the same grade. These increases must have the prior approval of the Admin-
istrator. »

Indefinite Employee.—One appointed for the "duration of the job" and who, although paid
only when actually employed, is continuously employed or required to be available for duty
for a period of not less than 1 month, as distinguished from part-time or intermittent em-
ployees.

Permanent Appointment.—Appointment to a permanent position on a continuous full-time
basis without limitation as to length of service, such probationary term as is required by
law or administrative regulation having been satisfactorily served in the same or another
position.

Permanent Employee.-One.appointed without limitation as to lengthof serviceor for defi-
nite periods in excess of 6 months.

Probational Appointment.—Appointment to a permanent position on a continuous full-time
basis for a prespecified period of time prescribed by law or administrative regulation. If
‘service rendered during this initial period is of satisfactory character the appointment
‘bezomes permanent.

F sition.—An aggregation of duties to be performed and responsibilities to be exercised
by one person. (Whether a position is at any time either occupied or vacant does not in
itself change the identity or character of the position.)

Position Analysis.—The process of obtaining and evaluating all data relating to the work,
responsibilities, organization relationships, and qualification requirements of a position
for the purpose of allocating the position to a class.

Promotion.—The change of an incumbent of one position to a position in a higher grade.

Reemployment. —Employment of a former Federal employee whose'services have been terminated
during the probationary period. ’ '

Reemployment Register.—A register established by the United States Civil Service Commis-
'sion comprising the names of former employees in the competitive service whose services were
terminated during probation for reasoms other than unsatisfactory service. Eligibles on

" this register are certified above those on the register.

Reinstatement, Eligibility for.—An individual is eligible for reinstatement wher hepos-
'sesses Civil Service status as a result of previous employment in the competitive Civil
Service. No 'specific period of employment is required beyond that required to establish
‘status in order to be reinstated in a defense position during the present emergency.

Resignation.—The voluntary separation from the service requested by the employee.

Restoration to Active Duty.—The return to full work and pay status of an employee who
has been on "furlough" or for other reason has ceased for a temporary period to perform the
dities and receive the pay of his regularly assigned position. This may include employees
suspended with prejudice but who, on review or appeal, aredetermined eligible for continued
employment. :

Salary Reduction.—A decrease in salary within the 'salary range of the grade.
Revised Aug., 1, 1941
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Separation With Prejudice.—The removal of an employee from his position for incompetence,
ir subordination, failure to render acceptable service, conduct detrimental to the interest
o; the service, cr other similar reasons.

Separation Without Prejudice. —The separation of an employee from his position due to
causes beyond his control, such as completion of work or cessation of the work due to lack
of funds.

Suspension. —Temporary separation of an employee from hisposition without pay for purposes
of disciplinary action or pending action with a view toward separation for cause,

Temporary Appointment. —Appointment to either a temporary or permanent position, but with
a prespecified period of employment.

Temporary Employee. —One appointed for a definite period of time and not exceeding 6 months.

Transfer.—The change of an employee from one position to another position of the same
class or a similar class of the same or different level, in the sameor a different location
or organization unit.

WAE. —The abbreviation in commonly accepted usage signifying "when actually employed.”
WAE employees are engaged on an annual salary basis and are paid a per diem or per hour rate
based on the prorated annual compemsation for the type of work involved (1/360 of annual
ratel.

Washington Office.—This is the term applied to that part of Federal Works Agency, located
in Washington, which is administratively responsible for the review and approval of actions
taken by field employees or field organizational units. -

Revised Aug. 1, 1941
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UNITED STATES CIVIL SERVICE COMAISSION
CLASSIFICATION PAY SCALE
Act of July 3, 1930

A B c | D E F G
Grade : Cu | sp
P CAF Average
600 600 660 720 | 780 840 | 840 1
1020 | 1080 | 1140 | 1200|1260 | 1320 |1380 1
1080 | 1140 | 1200 1260 | 1320 | 1380 [1380 | 2
1200 | 1260 | 1320 1380 | 1440 | 1500 | 1500 3
1 1260 | 1320 | 1380 1440 | 1500 | 1560 | 1620 2
1320 | 1380 | 1440 1500 | 1560 | 1620 | 1680 4
2 1440 | 1500 | 1560 1620 { 1680 | 1740 | 1800 3
1500 | 1560 | 1620 1680 | 1740  [1800 |1860 5
3 1620 | 1680 | 1740 1800 | 1850 | 1920 |1980 4
1680 | 1740 | 1800 1860 {1920 |1980 | 2040 6
4 1800 | 1860 | 1920 1980- | 2040 | 2100 | 2160 5
1860 | 1920 | 1980 2040 | 2100 | 2200 | ~300 7
1] 5 2000 | 2100 | 2200 2300 | 2400 | 2500 | 2600 8 6
6 2300 | 2400 | 2500 2600 | 2700 | 2800 | 2900 9 7
2l 7 P800 | 2700 | 2800 2900 | 3000 | 7100 | 2200 10 8
8 2900 | 3000 | 3100 3200 | 3200 | 3400 | 500
2| 9 %200 | 3300 | 3400 2500 | 3600 | 3700 | 7800
10 2500 | 3600 | 3700 3800 | 2900 | 4000 | 4100
4 {1 3800 | 4000 4200 | 4400 | 4600
5 |12 4600 | 4800 5000 | 5200 | 5400
6 |13 5600 | 5800 6000 | 6200 | 6400
7 |14 6500 | 675047000 | 7250 | 7500
8 | 15 . 8000 8250 1 8500 | 2750 | 9000
9 |16 : IN EXCESS: OF 9000
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c.s.c.smamm%rmxo.u

(Supdmegies Standard Forms TRANSFER
REQUEST FOR { REINSTATEMENT
CHANGE IN STATUS

Federal Vorks Agency, Division of Defense Housing

(Department or establishment)
W asHINGTON, D. C,, 194 ___
Civit Service CouMIssION
WasHINGTON, D. C.
GENTLEMEN:
In accordance with the civil service rules, authority is requested for the
transfer’ [[] reinstatement E] change in status

of John--Doe

(Dm of birth)

FORMER CLASSIFIED STATUS
(In reinstatement cases)

PRESENT STATUS
(In transfer or change-in-status cases)

STATUS TO BE AUTHORIZED

R Treasury. ..Federal Works Agency

{Department)

........ Dureaun of Accounts,. Deposits

(Bureau or office)

....... Accounting Clerk, CAF-3 51620

{Position, grade, and salary)

Tapeka, Kansas
{City in which formerly employed)

(Department).

Qffice of the Adm, Defense Hous.Prol

(Bureau or office)

Accounting Clexrk, CAF-3. %1620
(Position, grade, and salary) -

..... Junetlon City, Kansas . o,
(City in which to be employed)

(Date and manner of separation)
(In reinstatement cases)

(Members of family in civil service—in reinstatement cases)

State nnmu degree of relationshi] where employed. If more thsn one
¢ Berolhmﬂykinthe%uvhe.tormﬂﬂwﬂlh‘muﬁnd)

MILITARY OR NAVAL SERVICE RECORD
(In reinstatement cases only)

Attachment
Form 375 -

(Signature)

CC: Treasury Department

James..C...Browm

(Offiial title)._Field Appointing Officer



ExHiBIT 3 ] PERSONNEL POLICIES AND ADMINISTRATION e D.047

Sotober 1ot UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

TEMPORARY APPOINTMENT, TRANSFER, REINSTATEMENT, OR PROMOTION, ETC.

(NONCOMPETTTIVE)
{This s used to & itively, the ificati ofn ben official action is proposed in his case.
m!tlbuldbe d only th h the Tt officer, onlyw'hano‘;llchlncﬂonhm)

Any false statement in an application, or alteration of a voucher or certificate, or presentation to the Commiuion of any

such paper, is a violation of the law and punishable as such. All answers must be in ink or typewriting. If more space is

required, an additional sheet securely fastened to thls form may be used. Answers on such sheet should be numbered to
eorrespond to questions.

GIVE DATES AND PERIODS OF TIME REQUIRED IN YEARS AND MONTHS AS ACCURATELY AS POSSIBLE

Print your name plainly in ink, or tnowrlh (one given name, Initial or initials, and nrnnmo) Applicant will not Al the following blanks
lfnwunsn.p:ﬂk“hlh”u“ married, use your own given name, as “Mrs. .
Mary Ll.d?u Flizabeth § Rating ... Application No. .. oeeeeeeeee-

138 zadern tar(r;}:f Kind of examination
103 Xeridien ; Place
. (R D. or sirest address) Date
________ Chicago Cook Illingis ... |~
(Clty & post o) (Cousiz) Buate) Application ____________ approved ..., 19______
P By whom _.________.._ approved ..o eoooeeeoooimaoeeee
1. Are you a citinen of the United States? (Answer yes or no) Yas -
2. Give (a) the date ot your birss Mairch 1, 1919 (8) the place of your birth ____C1C8E0, I1linois
&, Give in the blanks below a detalled of your edi jon, Including dates:
(a) Grammar achool: Attended from .S.e.p.t.emb.er .......... . 1925. to .. June. ... . 1933 Highest grade a_8
(2) High school: Name and loeation __Central, Chicago, Illinois
Atsended tromdeptember 1 o June ... L 15
3 bjee
(¢) College or -llvu-‘i:‘yd ‘(l(.}t!evgv g:ku)l graduate and under- %‘:l l&f“ gt:nl:id::? Semester- Major subject Dute ot
credit Sem. hrs, | conferred degres
Name Location From To received Name . in major

(d) Specity here any specialived courses which you have completed in high school, college, or elsewhere, and indicate the credits received for ench cowree.
.Qomp.].etad-ﬁusin&ss__Cm,i_e.,__s_ﬁx.aq;_er,s.__ﬂusine.s,s.__C_oll.ege

ever been admitted to the bar?

hrnhilnthbhnhbelovl ntmhvehdnmmﬂntbennhwwk.luludh‘numt
nﬂym t, and acceunting for all periods of nemphmnent. f.ht onmom:mgmnolo(hlly, beginning with the
adiﬂmntnmetmlht-hown‘bwe.lndhte ntheﬁha:l?wmenmbywhk h you were employed.
NAME AND ADDRESS OF Yearly
f
Pavest ccapioprae (Ohvastron EYFLOYER | ™27 | NAME OF POSITION AND DESCRIPTION OF DUTIES
¥ (Moath and year) | If unemployed, give own address at that time) | earnings
Chr From
1 ...
Buate R Never employed
19....
City From
" aie s 190
19
City Fror
3t To 18----
0.
City " Prom
............. S U
Mg Fra
JE N P 19._..
City From
19
Btats To
................. SN | W

IF MORE SPACE IS REQUIRED, CONTINUE YOUR ENTRIES ON A SEPARATE SHEET ARRANGED AS ABOVE 16407
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st.yumh-m forced to resign from any READ CAREFULLY.—An answer fo the following
position?. . ... ... ... . ............... .N. . quuﬁon ooncullnx either trivial or serlous offenses ma;
Yes or No and d mmz
dn:g:wer is "Y;s',:i’ state Yhan and ;lvhere t‘fwtlgzad and "5“0“’
ve the name an: dmo your employer an reason
7. Have you ever been arrested, or summoned into Conrt
for your discharge or forced resignation in Gofondant, or ndicted, or convicted. or fined, or Hmgeie:

oned, or heedonmhtbn,orhlwanlnlutm

been fi or have you ever boon ordered to deposit col-

laternl for Mbmchuvbhﬂvnotmhwu)olbo
or

[ A Q. ...

= Yes or

& Within the past 12 months """‘ “"’ l"“‘"‘“"‘ "" ___Yes_ 1f 50, list all the cases withont any exception whatsoever o or Vo
ecagea? . ... ... Yes or No on a sheet attached, g (l) the date, (2)
) your age at the time, )thap t alleged offense
Sr— g e

e s e s e s s s e e e D R B ] ofiense or ation. e

Yes or No The above question

imposed, disposition.
N includes mesh by military or naval suthorities and disci-
Toexcess?. . o .o s s s . Cereee e .0...-- plinnryacﬂonlmposod by courts martial, 8 well as in civil
Yes or I d, your fingerprints will be taken.
8. If you have any practical nowledﬁ of & Mechanical trade, name thatmdaor tmdes, and sm the time you have worked at each, and when, where, and under
whem, giving p! youhnumedmsppmﬁceshlpso state.)

9. 1 not now employed, stats how long you have been unemployed NOVET _employed

10. Have you ever beon in the United States military or naval ssrvice? -___N_Q&:..;) ________ I 80, give name of organization and dates of enlistment and discharge.
*
11. (¢) Have you ever filed an with this C orits for any branch of the United Btates Government sorvice? o Yes ...
Name each for which enmlned or | Inwhat city were you, or are you to Give the date of each Did ’m.l”’rn
for which application was filed tZo, examingd? (M%’:giﬁg“y’:“) (A‘fmon)“
(®) If s0, give informa- -
ton indicatedre- (T, Stenosrapher-Typist Chicago June. 27, 194)  _Yes

garding each ex-

12. In what State or Terri have Length of such residence therein? In what county kave you legal or Length of such residence in county?
you legal or voting Residence muzt be shown @0 . "ate of juret) voting residence? (Residenos must be shown ¥p to date of juestd
T114n0is From B QL e T e AL Gook From . 0 1319 0 T wdl

13. If during the pasi year you have not resided continuously in the State or Texritory in whick you claim Jegal or vo regidence, or are not now actually living in such
State o Turlm,mwthefolbwluthn:. ting

(a) For what periods since such resid ‘was first k d have you beea absent therefrom? (Give dates)
the ad of the it . in S Are ter in
o Wh-ch mn‘::rd nh;huup person, if any, living at the piace In the State or Territory In which () mn:s:;.v:l. such
_E_dwa.r_d“Q-._.Stormes.,._.los..l_eni.dian,-_-ﬂhlc ar0,. T1l. .. Ghnemse
Father Yes .
14. Are you s member of any political party or which ad: the overthrow of our form of gov In'ﬁu United States? _&I.\;irg_n.._’-

JURAT (OR OATH).—This jurat (or oath) must be executed.

The following oath must be taken before a notary publie, the secretary of a United States civil service board of examiners
or other officer authorized to administer oaths, before whom the applicant must appear in person. The following are among those
not authorized to administer this oath: Postmasters, Army officers, post-office inspectors, and chief clerks and assistant chief
clerks in the Railway Mail Service.

The composition and work in connection with any material required to be submitted for this examination are entirely my
own, except where I have given full credit for quoted matter or the collaboration of others by quotation marks and references,
and in the composition of the same I have received ne assistance except as indicated fully in my explanatory statement.

1, the undersigned, DO SOLEMNLY SWEAR (OR AFFIRM) that the statements made by me in answer to the foregoing questions
are full and true to the best of my knowledge and belief. S0 HELP ME GOD.

It female, prefix “Miss” or “Mrs.” and if married,
use gour own given nama, as *Mra. Mary L. Doo.” (Signature of applicant) -_m;---Ll; zaheth . Qrame ....................

‘WITH PEN AND INK your name—ona gi: or laitials, and surname)
Subscribed and duly sworn to before me according to law by the above-named applicant, this 2L day
of July , 1941, at city for town] of ._Chilcazo
county of G (’Qk and State [or Territory or District] of ... I11linols . .
(Signature of officer) .. Henry Q. Milligan (Official title) . Notary. Public . -

My commission expires May 31, 1942
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FWA 41-P
v FEDERAL WORKS AGENCY
OFFICE OF THE ADMINISTRATOR

IMP ORTA N T.—Return this
form to Personnel Office, Federal
Works Agency, Washington,

APPLICATION FOR EMPLOYMENT

TE.—AIl questions should
be curefullz and specifically
answered. Please write plainly,
priat, or type.

Date ._____
1. Name Taylor Leo Joseph
(Last) (First) (Middle) (Maiden name)
2. Home address .__Junction City, Kansas . Telephone
3. Present address .Junction City, Kansas . Telephone
4. Legal residence—State ..Xansas . Congressional district ......... Length of residence ﬁ-.II‘_S .
5. Place of birth _Washington .. ... Age 36_. Date of birth—Mo. MaY.. Day .1 Yr. 1904
(8tate or country only)
6. Are you a United States citizen? _Y¥€S___ If you are a naturalized citizen, give:
Certificate No. ... . __ Date ... . Court,
7. Mark (v/) correct space:
8xx MARITAL 8TATUS ' ; Hwionr Wrieny
Male | Female || Single | Married | Divorced | Widowed | Separated I
X X ’ Is' g 144
8. Are you at present employed by the U. S. Government in a civil service position? ...No
Have you completed probationary period? ...==<z===.... Departmental or field service? ...mo====___.

9. If not at present employed by the U. S. Government, are you eligible for reinstatement in accordance with eivil
service regulatxons" No .

10. Are you receiving an annuity from the U. S. Government under the retirement act? . NQ

11. Are you registered on the emergency replacement list maintained by the U. 8. Civil Service Commission? L.Q--
If so, what classification? .. XQ S

12. What Federal Civil Service examinations have you taken?

TITLE OF EXAMINATION Date Grapx

_Pastal Clerk Carrvier . . . o Qeb. 192, 1940 80.80 .
13. Do you hold (State, local, other political) office? . No______ Specify: —=======

14. Are you now an officer or director of any firm, corporation, or association having a contract with the Federal
Works Agency or any of its constituent. parts? _No

15. Would you accept a position in Washington? . Mo _____________ Anywhere in the United States? .. No...._.__..___
If not, state acceptable localities Anywhere .in fansas
16. Would you accept temporary work (yes or no) for 1 month? .. Yes. .. "3 months? _Yes .. 6 months?. Yes

17. Would you accept a position the duties of which involve constant travel? _No

18. How soon could you be available to start work? . At _once .

19. State lowest entrance salary you will accept. For temporary work $:20..00._ lo. Permanenﬁ," 190.,.00_Mo..

20. Types of work or positions desired: ..Landscaping, Mail carrier, Packing, or. ...
_.Faoresgt Service Work
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21. Are yoip related to any person now employed by the Federal Government or that of the District of Columbia?
....... ©S__. Member of your immediate household? ._No.____. Specify:
NAME RELATIONSHIP ADDRESS DEPARTMENT IN WHICH EMPLOYED
Henry Homer Cougin 181, Sixteenth St. N. W. O._.S..Dept...of
Nashington,. D. C, Agriculture
. [ Totally .- Ages ... Relationships
22. Number of dependents: Partially 2. ______ Agesl5,..16 . Relationships Son_and_daughter. . . ... ..
23. State any physical defects or infirmities ____.Partial injury of the g/e
24. Have you ever been indicted or convicted of any violation of law other than a minor traffic viglation? ... No_____
If so, state name of court, nature of offense, and disposition of case
25. Are you—Veteran? No__ Disabled veteran? No.. Wife of disabled veteran? ______ Widow of veteran? ____..
Have you established military preference with the U. S. Civil Service Commission?
26. Do you receive a pension or other compensation from the Veterans Administration? ._.__No

State particulars (if for disability, state percent and nature) Ko

27. If you are—Wife of disabled veteran __==___ or widow of veteran .=~_, state veteran’s name, organization, and
last year of service .__===
28. Military and naval records:
BRANCH OF SERVICE RANK ORGANIZATION ) Darx ENLISTED DATE DISCHARGED
None = - - . “
29. Education (circle number of years completed): Also Colville Mission 2 yrs. State Wash.
Elementaryschool 1 2 3 4 5 6 7 8 High school 1t 2 3 4 5
Businessschool % % % 1 2 College 1 2 3 4 5 6 Graduate 1 2 3 4
30. College and graduate education: .
NAME AND LoCATION OF COLLEGE FrOM— ‘To—— Hours Crxprr | MaJor Dzozxx
31. Other education Colville Mission 2 Yrs.
32. List fellowships, scholastic honors, and activities
33. If you are a licensed member of any profession, give details, including date of license
Forestry
34. Languages you translate readily American Speak fluently __American
35. Check ability in the use of the following:
Fair  Good Fair  Good
a O Adding machine. O O Photostat.
| O Addressograph. | O Shorthand-—words per minute______.._..._.
O O Blueprint. ] 1 Sorter, punch~card.
O 0 Bookkeeping machine. O 0 Stenotype.
O O Calculating machine. 0 O Switchboard, telephone.
O O Comptometer. O 00 Tabulator.
O O Dictaphone transcriber. O O Teletype.
O {0 Graphotype. O O Typewriter—words per minute .__._______.
O 00 Key-punch or verifier. o O Varityper.
] O Mimeograph. ] O Telegraph.
O O Multilith.

Other ___Forest Work, Packinyg, Night
Watchman, Janitor Work
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36. Experience: In the following spaces, give a complete record of all employment you have had, including Govern-
ment employment and military service and accounting for all periog;m of unemployment. Begin with your
present or last position and work back.

Lowssy, HicHEsT, TITLE OF POSITION, AND REA80: L
Dazgs of Bxmorunte (Xt cnaamiaron, i wom sdrems ot Bt time) | BaLhe vEAAawva | Clf embloyed by Government,site st aticency
IN EACH POSITION rating)

From— Name $4,00 Lawn _and. Landscaping....
1. Tempa .. _.Brown. Nursery daily | to work. for self .
To— Address ’ Wages :

Junction, City
From— Name . _Stone,. cement. Work.. ...
2. . Temp, ... Newt Reynolds $3.60 _Contract was.over ...
To— Address Daily

Junction, City
From— Name
sAt_present Brown Nursery
To— Address )

employed Junction, City

From— Name
4.
To— Address
From— Name
5,
To— Address
From— Name
6.
To— Address
From— Ng.me
7.
To— Address
From— Name
8.
To— Address
From— ) Name
9.
To— Address .
From— Name )
10.
To— Address

(If more space is required, continue entries on a separate sheet arranged as above, and attach to application.')
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37. Give below a description of the experience mentioned under question 36. Use a separate paragraph for each
position, numbering each paragraph to correspond with the number of the position as listed under ques-

tion 36.

Landscaping Experience 10 yrs. on lawns and lendscaping

__________ ..Stone and Terrace Work 3 yrs. experience

38. References (other than relatives) who have knowledge of your character, experience, and ability:

FuLL NAME FuLL ADDRESS OOCUPATION
Frank Brown Junction City, Kansas .. .. Nursery Owner...._.._.. _
Pete Madordis . ... " " A . |Cafe Quner. .. ..
Ra_ V.. Stoholm " " " Salesman . ...
U..S. Weary n " " |lawyer.
¥rs.. Dr. Hanna " n " Dr.. Wife

I cerTiFY that the foregoing answers are correct to the best of my knowledge and belief.

(Any false statement
is sufficient cause for rejection of the application or dismissal after appointment.) .

Date -
(Name as usually written and which will be used as officlal signature)
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FWA 3g8-P

dLA3sTFcATION SHEET {LEAVE THIS SPACE BLANK)

FEDERAL WORKS AGENCY
OFFICE OF THE ADMINISTRATOR

FIELD SERVICE -- REGULAR ROLLS

1. project_Fort Riley Defense Housing 15-1

Proposed
2. Name_Taylor, Leo J, p.,?,mm Unskilled Laborer salary, $ 1080 P.A,
(surnaae first) (Title)
(8) Previous incumbent _ None

Dr.he same as those of

3. Dutles grade salary, $
Dsmilar to those of

4, Number of regular working hours, per day 8 s per week_4_4___

(8) If this 1s not a full-time position, give full details Temporary-WAE for s period .

—not to exceed 120 days.

5

Title of appropriation or fund from which salary is patd_ Appropriation Limitation Account
Symbol 80x0107.001 National Defense Housgng| Office of the Administrator,

6. Description of wark: (Follow instructions carefully) All other expend}twradtage or

Describe explicitly each task porformed, giving first the regular and smore important
tasks, and second the less important and incidental duties. Us¢ a separage paragraph
for each task and number the paragraphs. In the column at the right state the estimated
percentage of the total time required for each task.

To sweep, scrub, mop and polish floors, wash windows,

walls and woodwork; collect and dispose of garbage and
rubbish; to

-

Mow lawns; trim hedges and shrubbery; pull and cut weeds:

water grass, flowers and other plants:

To move furniture and place and repair awnings and
screens;

To make simple repairs to the walks, fences, roads and
public areas;

To dig ditches, holes and similar excavations; 1ift
and carry and pile lumber; mix and carry cement, concrete
and plaster; pass tools; and perform other similar tasks in

assisting thos engaged in semi-skilled and skilled work;
and

To perform other similar work as assigned.

(CONTINUE STATEMENT OF DUTIES ON REVERSE OF SHEET)

tine given to
each task

’

’
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6. Description of work: (Continued)

7. How long have the employee's duties been substantially as described abover

Work just beginning

g. What 1s the nature of the supervision under which the work 1s performed? Describe the extent of the

responsibility of this position,

i I

direct suvervisilon of laintenance Aide (CU-6)

9. For what purpose 1s any part of the employee's work reviewed?

10. Does the position involve supervision over other employees? Yes

titles, and grades of employees supervised

No X If the answer 1s "Yes® give names,

11. Glve name, title, and grade of employee's immedlate supertor_ Charles E. Singleton, Maintenance

Aide CU-6

12, State the requirements (education, training, experlence, etc.) for the work:

Educational Training

Experience anrd other special qualifications

Indicate by an *X® the highest grade or year.

Elementary school _ S [j[il[f] [j[ﬁ[f]lj é
High scho0l - — v cm e e = e = Ij[ii”jé
COLlEEe m = = = m e = — [l:] éé é Li_'

Technical or post-graduate: Kind and extent

Twelve years' experience as farmer
and landscaper. Recent.

pate _dJune 16, 19L1 preparing officer

Henry liubbard

Figlg Ar_)pgjntjnn‘ “f:!:iger

Date Approved

(Signature) (Title)

(Signature) (Title)
) 3819



ExniBIT 6 PERSONNEL POLICIES AND AWISTRATION e D.055

FWA 50-P
-1-41 Civil Serwvice Approval
. FEDERAL WORKS AGENCY
Office of the Administrator .
FIELD AGREEMENT
John C. Brown
’ {Nane) .
306 Albemarle St., Phoenix, Ariz. C.8. Cert. or File No.
(Address) )
You are hereby employed as Jr. Maintenance Aide at CU-5, £1500

(Title) (Grade and salary)

with the Office of the Administrator, Federal Works Agency. Phoenix, Arizona
(Project location)

effective 8[16/1‘1 for a period of 90 days _
(Entrance on duty) (Duration 1f temporary)

Nature of Appointment: (specify)

Temporary _John. F, Brown
(Temporary, probational, relnstatement, transfer, etc.) (Signature of Field Appointing Officer)
Do you now hold any State, Federal or Municipal office?_No __ If so, state below:
(Title) (Location) (Date Appointment Expires)
Place of Birth Ter;necssee —— If Naturalized Citizen
(State or County only) Give: Cert. No. Date Court
I, John C. Browp s certify that the foregoing answers are correct to the best of

my knowledge and belief and I accept the above employment under the conditions named. I do
solemnly swear (or affirm) that I will support and defend the Constitution of the United
States against all enemies, foreign and domestic; that I will bear true faith and allegiance
to the same; that I take this obligation freely, without any mental reservation or purpose
of evasion; and that I will well and faithfully discharge the duties of the office on which
I am about to enter. So Help Me God.

John C, Brown .
(Signature of Appolntee)
Subscribed and sworn to before me this 16 day of
(seal)
Avgust A.D. 19_%41 a¢_Fhoenix, Ariz,
(C1ty and State)
Henry Kirk
Notarize Original Only.
£ My commission expires_ fugust 31, 1943
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON D.C.

PERSONNEL INFORMATION SHEET

Read Instruction Skeet, Form 3465, before filling out this form. All current Information on
Form 3464 should be reported as of June 15, 1940

(Print or type) —auly.2l,.1941

Juve 1900

1. Name:

Starnas Elizabeth
(Last) (First)

(Middle)

tMlmu.ddreq-:‘ 103 _Meridian, . Cihicago Ill(,s%ggj,_a

(Number and strest) (City)

Place of empleyment; __Federal Works Agency Qffice. of Lthe Adminlstrator
(Department or Agency) (Burean)

T1llinois. ..
(State)

Fast. _Alton,

e Ddfenge Housl
(mmﬁg (City)

(Section)

2. Present salary:

Indicale basis

Year.
$.144Q

If “Other,” specify

[ Day.

per { [ Month. [0 Hour.
0O Week. [ Other.

3. Date of birth:
19219

March

(Month) (Day) (Year)

4. Give a statement of your education or training in the blanks below.

(See also Question 23.)

(a) Elementary school (circle number of years completed): 1 2 3 4 § 6 7 X

Name and Joostion of school

When attended
(Month and year)

Indi

From—

To—

(%) Junior high school:

yoars
complated
(Write *‘Grad”

i
gmdu,:tlalod)

(¢) Trade school:

(d) High school:

9-5-33

6-12-317

e

oredit received

(¢) Other school:
Strayers Rusiness College .

9-15-39

4-12-41

(f) College or university:

(9) Graduate school:

5. College major and minor subjects:

S

List in the blanks below your major and minor subjects, giving the number of semester hours in each field. Indicate

graduate and undergraduate work separately.

Field of wark Semester hours | (Do nst use)
or
Majors.......]
Minay
Minora_._.}

1015843
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6. What foreign languages do you speak fluently, or read 11, Individual status with respect to civil service:
readily? Hiv?dyou ever held, or do you now
o
Speak ........ Naone (a) a probational or permanent
cgri?-service appointment
a8 a result of a civil-service
Read o examination (competitive Yes
or noncompetitive)?.
(Yes or o)
7. If you are Hcensed or registered, check proper square: ® E’;vﬂ%g?ﬁz?eg'b;ndgmfﬂf
1 [ Licensed to practice law. lons (Yes or 10)
i i ieine. If you now hold a probational a
2a [ Licensed to practice medicine pointment, indicate date on which J
2b [1 Licensed to practice dentistry. your probation will be completed.. Y22 20, 19L2
2¢ [ Licensed to practice veterinary science. (Dste)
8 [ Registered pharmacist. Give length of entire Federal service: .. None
4 [ Registered or graduate nurse. (Years) (Months)
6a O] Lfcensed as architect. 12, Marital status, dependents:
2b g I(;lc;:l.lge: as t}:;ofesslona{l; entgmeer. ) (Do not fill in)
ertified public accountant.
hed PUbio 8o 0 £ Single. |
7 [0 Marine license: Kind -
R . . . 1 O Married.
8 .[O Licensed as stationary or operating engineer. 2 O Se tod. Marital status nl
9 [J Licensed as aeronautical pilot or mechanic. Para “{Check one)
0 [ Other license (specify) 3 [ Divorced.
4 [0 Widowed. »
8. Place of birth: I1linois Dependents (Number completely dependent on
Place . you, other than husband or wife).
(State or country only)
If naturalized citizen, 13. Race and sex:
give: Cert. No. Date .ceeemeeneeeeee. Malo Femslo
1 O White [A6
Court... .o 2 [0 Negro  [17 (Chek i left oolumn it
o . . 3 O Indian [J 8 male, right column i
9. Clmﬁg;:g)l:ofposltlon for salary purposes (check service 4 O Yellow [J9 female.)
- Service Grade 5 [J Malayan 1 0
0 [ Unclassified. 10 100
1 [@ CAF (clerical, administra- 2 110 14. Military preference (check one):
tive and fiscal). s 120 (Do not fill in)
2 O CM (clerical-mechanical). 40 130 1 None. 3
3 [0 CU (custodial). 51 140 2 [J Veteran preference (5-point). ]
4 [J P (professional). 6] 150 3 [0 Disability preference (10-point).
5 [J SP (subprofessional). 70 103 4 [ Wife of disabled veteran (10-point). 0
6 [J EO (Ezecutive order). s 170 5 [J Widow of veteran (10-point). [0
7 O FCS (feld service of Interior Deparimentonly) 9 [ 18 [J If a veteran, indicate
8 [] Special act. 19 7 branch of service:
Other service (specify)
10. Status of present position (check one): 1. Are you now s member of the National Guard, or' &
. member of the Reserves of the Navy, Army, Marine
0 LI Clasified departmental. Corps, Coast Guard, or Public Health Service? . NO
1 [@ Classified field. orps, Looagt Luard, o ¢ (Fes ot 50}
2 O Under labor regulations.
irs Rank:
8 [0 Excepted positions, schedule A.
4 [J Excepted positions, schedule B. Service:
5 [0 Excepted by statute.
6 [0 Presidential appointment. Branch
7 O Excepted by Exzecutive order.
3 S Outside labor regulations. 16. Legal or voling residence:

Temporary (check if you are a temporary appoin- 111inois g5
tee, regardless of the type of position you hold). (State only) (Congressionsl district)
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17. Experience record (before flling out this section be sure to read Item 17 on Instruction Sheet):
In the following blanks, give a complete record of all your significant Government and private emplo{ymt with
g;uent position, listing poeitions you have held in reverse chronological order. Give basis of pay for each job, as: Hour,
y, week, month, or year. Attach list of any publications or inventions of which you are author or inventor at bot-
tom of page. Omit jobs of less than 3 months’ duration. List duties and functions in such form that your special

qualifications are clear.

Name: Title of job:
$.
Address: Your duties and specialty: per
City and State:
Kind of establish-
ment or shop:
Dates (De ot use thie . -
From— To—
Machines or equipment used:
Name: Title of job:
..... £ 3
Address: Your duties and specialty: per
City and State:
Kindof establish-| - Lo eceaeneaas
ment or shop:
Dates (Do not use this spnce)
From— To— UL
Machines or equipment used:
Name: Title of job:
_______ 3
Address: Your duties and specialty: per
City and State:
Kind of establish-f] b s
mept or shop:
Dates (Do not use this space)
From— To—
Machines or equipment used:
Name: Title of job:
$.
Address: Your duties and specialty: per
City and State: T
Kind of establieh-
ment or shop:
Dates (Do not use this space)
From— To—
Machines or equipment used:

as additional space is necessary, use “Continuation sheet” (C. S. C. Form 3464b) and attach here)
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18. What Federal civil service examinations have you 2>, Check below ability in the following:
passed? Fair Good — Fair Good
= T Coppr— [0 O Adding machine. O O Photostat.
e = 01 [ Addressograph. [0 G Shorthand.
O [ Blueprint. O OO Serler, usch-card.
Jr..Stenographer-Typist .| . 1941 | O O Bookkeeping machine. [1 [1 Stemotype.
O [ Caloulating machine. O [ Switehboard,
(] Comptometer. telephone.
3 [ Dictaphone transeriber. [] [J Tabulator.
[0 O Graphotype. O O Teletype.
19. Height and Weight: O 0O Key-punchor verifier. [ &l Typewriter.
. 5 " O [J Mimeograph. 0 [ Varitype.
Height Do .. Weight -u---1253 g O O Multilith. 00 [J Telegraph.
20. Physical condition:
gpecify any ph{?ical defect, diseasé or disability. If Other
none, write “None.” (Spectty) :
23, List below any specialized training or courses you have
(Bpecify) ....Naone : taken other than those covered in item 5, which have

a bearing on your qualifications, and indicate time
gpent on each.

Name of school and course taken Weeks mxf‘

21. Technical avocations (check) :

O Marksmanship.

[0 Motion piectures and photography.
] Short-wave radio operation.

[0 Aviation.

] Art work (specify).

LU = ]

[0 Organizing and public speaking.
[J Musical arts (specify).

-3

7 O Handicraft (specify).

-

O Mountaineering and exploring.
[ Other (specify).

©o

positions other than that you now Indicatet&l:’;vest s

hold, indieate in order of preference acoeptable sglary 3—......—.
If you desire a transfer to some Indicate lowest

other locality, state where . acceptable salary $.____________

24. If you have any preference for types of }

I cerTrry that the foregoing answers are correct to the best of my knowledge and belief.

e VY YL W
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This form must be eiscuted by the toe before ke enters on duty. It must then be forwarded to the CIVIL
Form 134b—Field specting this sppointment.

Decombee 200 Pormancat

UNITED STATES CIVIL SERVICE COMMISSION . Reinstatement
Federal. Works Agency, Putlic Works Administration
(Branch of service or department)
Chicago S Illinojes ...
(Name of city) ) T (Btate)

DECLARATION OF APPOINTEE

ATTENTION I8 DIRECTED TO THE. PROVISIONS OF LAW AS QUOTED ON ATTACHED FORM. False personation

in an examination is a criminal offense, and will be prosecuted accordingly. . 'Appointee will retain attached form. (Every guestion
must be answered.)

1. Name . Blizabeth S, arnes

(Furnish one given name, initial or initials, if any, and surname)

2. (@) Place of birth .._Chicego, Tllinois . __ () Date of birth 3-1-19
(9 Are you a citizen of the United States? ..(_]%_355).-- (Month, day, and yoer)
3. If foreign-born, give the information requested below:
(a) Date of arrival in the United States eeeeeeeveeeeec .. (B) Portofentry ... (¢) Name of ship .cccceueeeeee.ne.....
(@) If naturalized: (1) Under what name naturalized? (2) When? oooeooeeeeeee
(3) Where naturalised (name and location of court)? ... (4) Certificate of citizenship number ..__._______

(¢) If naturalized through parent: (1) Under what name was parent naturalized?
{2) When was parent naturalized?
(3) Where was parent naturalized (name and location of court)?
(4) Parent’s certificate of citizenship number
{f) If naturalized through marriage: (1) Under what name was husband naturalized?
{2) When was husband naturalized? (3) Where was husband naturalized (name and location of
court)? ... (4) Husband’s certificate of citizenship number
(o) Name of father ._Rdward C. Starnes
(b) Address (if living) ..._._.. 103 Meridian, Chicago, Illinois
(¢) Place and date of birth ___Chicago, Illinoisy 3-9- 7h
5. (a) Maiden name of mother .._.....__. Mary Anne Kelley
(®) Address (if living) 103 Meridian, Chicago, Illinois
(¢) Place and date of birth _..Toledo, Chio; 5-10-84
6. From what examination are you being appointed? ._...Stenographer-Typist.
. To what position are you being appointed? Junior Clerk StenogiiBier
Are any members of your family or relatives (either blood or by marriage) in any part of the service of the United States (executive,

;‘udicial, legislative, military, or naval)? Answer “Yes” or “No” Yos ____ If so, fill in the following blanks stating, under
“Relationship,” whether the connection is by blood or marriage. (See sec. I of attached form.) If additional space is necessary,

00 ~3

attach a sheet.
Name Gtve m?:mﬁm any) Fosition %&m?yw Office In Relationship %"
2635 Highland Drivpr Clerk Blood
__Harry Starnes Altoona, Pennsyl partment or office... Postoffice . . Brother | Married
' 2107. Hillsdale Roa@rasition Engineer Uncle -
Paul Bailey Chicago, I11inois | Departmentorofice_Agriculture .| Marriage | Married
1201 _Nebraska Ave.| reston . Stenographer Cousine
\'4 Washington, D. Ce. Department or omm__,_uu ___________________ Blood Sin;l.
9. Were any of the above-named persons appointed to the Government service after you made your application for this position?
i CY . If so, give the name of each such person and state whether he is living in the same house with yOu wepeeeeereecennnee

How long have you resided at this address? .5=1=39

(a) -Are you holding any position or office under the United States or under any State, Territory, county, or municipality? ..&_ND...)..
o8 o Do)

éb) If 8o, state the place, position, and salary

¢) Are you willing to resign such position or office, upon appointment in the Federal Government, if it becomes necessary to do

80 in order to hold the Federal position? . ......___.._
16—10678 (Yes or no) [over]
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12. (a) Have you served in any branch of the military or naval service of the United States at any time? No
{ 8o, state service s acra)
- (b) X discharged, state under what conditions R "
3. Have you been retired from (a) U. 8. Government service? --._-.._.....-..(.E (b) District of Columbia gdvernment? ............. e
(¢) U. 8. military or naval service? .....e..........__. If s0, state whether for age, length of service, or disability —....________..____..
..... Amount of retir t pay Rank when retired from military or naval service ......_____._.._

14. Have you been discharged for cause or have you resigned any position under compulsion since filing your application for this
position? —__.o...... If so0, attach a sheet giving the date, place, employer’s name and dddress, and the reason for the dis-
charge or fcgc:d resignation in each case. )

15. Have you ever been arrested or fined, or convicted of any offense? No If s0, attach a sheet and give full detai]s showing
dates, places, and nature of offenses, and the manner in which all charges ha.ve been disposed of that are not still pending. (Your
answer should include all felonies and all misdemeanors.) Yo

18. Have you ever been barred from a U. 8. civil-service examination? T If so, when and for what reason? __________________
@8 Or no,

17. Have you paid or offered or promised to pay any ﬁoney or any other thing of value to any person, firm, or corporation for the

use of influence to procure your appointment? _._._________
(Yes or no)

18. Are you a member of any Commurist or German Bund organization or any political party or organization which advocates the
overthrow of our constitutional form of government in the United States, or do you have membership in or any affiliation with
any group, association, or organization which advocates, or lends support to any organization or movement advocating, the

overthrow of our constitutional form of government in the United States? .-.No ........ If so, name the organization and give

complete details on sheet to be attached hereto.

19. Will you inform yourself of and observe the provisions of the civil-service law and rules and Executive orders concerning political
activity, political coercion, political assessments, use of influence to secure promotion, ete., as quoted on the attached form?
es

I hereby certify that the answers to the foregoing questions are true in ey
Date = 21 ‘Ll.l

of appointes—Must corresprntl exaotly with name given in
answer to question 1)

APPOINTING OFFICER BEFORE WHOM THE FOREGOING CERTIFICATE IS MADE:

Before appointment is further considered this form must be submitted to the appropriate civil-service office for approval #f—

(1) Citizenship.—Answer to question 2 (a) hereon shows foreign birth, while answer to similar question in the application shows
birth in the United States.

(2) Age—Discrepancy exists between the answer given to question 2 (b) hereon and that given to the corresponding question
in the application, and if questioning of the applicant (in the manner described in Departmental Circular No. 195) either
substantiates doubt as to eligibility or indicates willful misrepresentation. (This instruction applies only in probationary
appointments.)

(3) Members of family.—Answer to question 8 hereon includes the names of two or mere persons at the same address as the
appointee.

(4) The appointee holds any State, Territorial, county, or municipal office or position, whether by election or appointment, in
possible contravention of the Executive orders of January 17 and 28, 1873, and does not agree to resign such position or
office if necessary. (See Civil Service Commission Form 1236 quoting these orders and listing ezceptions thereto.) (See
applicant’s answer to questions 11 (a), (b), and (c).)

If the appointee’s answer to question 18 is ““Yes,” he cannot be given appoiniment.

Please fill in and sign the following in connection with probationary appointment.
Have you, for purposes of identification and to prevent impersonation—
(1) Questioned the appointee on his personal history for agreement with his application statements? ..._....¥.9_§..
(2) Checked the appointee’s personal and physical appearance for agreement with his medical certificate and descriptions given
in preliminary and declaration sheet? ...¥. .........
(3) Checked the appointee’s signature and handwriting in this form with that in the examination papers and application? Yes

The above certificate was executed before me, in his own handwriting, by the identical person who has reported for assignment
to duty. The appointee has been identified satisfactorily by the method descrj in Departmental Circ No. 195,

This is to be signed by a field officer of the
ment or bureau to which the appointee belongs,
by a notary public, and does not need to be sworn

i

(Ot
Field Appom 1ng; Off‘icer
{Offictal titie)
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INFORMATION FOR APPOINTEE

(The appointee will detach this portion of the sheet and retain it for his information and guidance)

I. APPOINTMENT OF MORE THAN TWO MEMBERS
OF A FAMILY

Section 9 of the Civil Service Act provides that whenever
there are already two or more members of a family in the
classified service no other member of such family is eligible
for appointment in that service. As ineligibility may result
from the appointment of some member or members of an
applicant’s family, prompt report of any such appointment
must be made to the Commission. Eligibles are warned
that they should not accept appointment contrary to this
provision of law, and if they are ineligible any expense
incurred in reporting for duty or otherwise will be at their
own risk.

The appointment of some member or members of the
applicant’s family may cause ineligibility, and questions 5
and 6 are intended to prevent appointment of a person who
thus becomes ineligible. The Attorney General has de-
cided that the family consists of those who live under the
same roof with the head of the family and form a part of
his fireside, but when they branch out and become heads of
new establishments they cease to be a part of the father’s
family,

Under an opinion of the Attorney General an appoint-
ment is illegal if the appointing officer overlooks the fact
that ineligibility has resulted from the appointment of
some other member or members of the applicant’s family
after he filed his application. Questions 5 and 6 are to guard
against such action.

. POLITICAL ACTIVITY

Competitive employees, while retaining the right to vote
and to express privately their opinions on political sub-
jects, are forbidden to take an active part in political man-
agement or in political campaigns. This also applies to
femporary employees, employees on leave of absence with
or without pay, substitutes, and laborers. Political activity
identified with any national or State political party, in city,

‘county, State, or national elections, whether primary or regu-
lar, is prohibited.

Some of the forms of forbidden political activity are:

Serving on or for any political committee or other similar organization.

Berving as officer of a political club, as member or officer of any of its com-
mittees, addressing such a club or being active in its organization.

Serving in ion with ion for, ing, or conducting a political
mecting or rally, addressing such a meeting, or taking any other active part
therein except as a spectator.

Giving public expression to political views, engaging in political discussions
or_conferences while on duty or in public plages, or canvassing s district or
soliciting political support for any party, faction, candidate, or measure,

Manifesting offensive activity at the polls, at primary or regular elections,
soliciting votes, assisting volers to mark ballots, or in getting out the voters on
registration or election days.

Acting as recorder, check her, or chall of any party or faction.

Assisting in counting the vote, or engaging in any other activity at the polls
except marking and depositing the employee’s own ballot.

Berving in any position of election officer, uniess the clection law of the State
requires service regardless of Federal employment and provides a penalty for
failure or refusal o serve.

Publishing or being editorial, 1ally, or fi ially with
any polipical newspaper, or writing for publication or publishing any letter or
article, signed or unsigned, in favor of or against any political party, candidate,
faclion, or measure.

e a8 for ination or election to or holding local office.
Distributing campaign literature, badges, or buttons.

Circulqting (but not signing) political petitions,

Assuming political Jeadership or becoming prominently identified with any
political movement, party, or faction, or with the success or failure of any candi~
date for election to public office.

III. HOLDING STATE OR LOCAL OFFICE

Fegiera.l employecs are prohibited from holding, with
certain exceptions, State, Territorial, county, or municipal
office oerosltlon, by Executive orders of January 17 and 28,
1873. These orders and a list of exceptions thereto are pub-
lished in Civil Service Commission Form 1236. Holding
such office or position, whether received by election or
appointment, with or without compensation, will be cause
for separation from the Federal service,

IV. POLITICAL ASSESSMENTS, SOLICITATIONS,
AND DISCRIMINATION

Sections 118, 119, 120, and 121 of the Criminal Code (see
35 Stat. 1110), as amended, provide that no legislative
officer, officer-elect, or candidate for election, and no exec-
utive or judicial officer or employee shall solicit or receive
or be concerned in soliciting or receiving any money or
contribution .for political purposes from any other .officer
or employee of the' Government; that no solicitation or
receipt of political assessments shall be made by any person
in any room or building occupied in the discharge of official
duties by any officer or employee of the United States; that
no officer or employee shall be discharged or demoted for
refusing to make any contribution for political purposes;
and that no officer or employee of the Government shall
directly or indirectly give or hand over to any other officer
or employee in the service of the United States or to any
Member or Delegate to Congress any money or other valuable
thing for the promotion of any political object whatever.

Section 122 of the Criminal Code provides that whoever
shall violate any provision of the four sections shall be fined
not more than $5,000 or imprisoned not more than 3 years, or

both.
V. COERCION AND INTERFERENCE WITH
ELECTIONS

Section 2 of the Civil Service Act prohibits coercion of
Governizent emplo&ees to miake political contributions or do
political service, Civil-service rule I prohibits the use of
official authority or influence for the purpose of interfering
with an election.

VI. POLITICAL RECOMMENDATIONS

Political recommendations for appointment or promotion
are contrary to the civil-service rules. Civil-service rule XI,
section 3, provides that ‘““No recommendation for promotion
except in the regular form of periodical service-rating reports
or unless-it be made by the person or persons under whose
supervision such employee has served shall be considered by
any officer concerned 1n making promotions. Recommenda~
tion in any other form or by any other person, if made with
the knowledge and consent of the employee, shall be sufficient
cause for debarring him from the promotion pro) d, and &
repetition of the offense shall be sufficient cause for removing
him from the service.”

VII. PURCHASE AND SALE OF OFFICES

An act of Congress approved December 11, 1928, to
prevent the purchase and sale of public offices, makes it
unlawful to pay or offer or promise to pay any sum of money
or any other thing of value to any person, firm, or corporation
for influence in procuring appointment. It is also unlawful
to solicit or receive money or any other thing of value from
any person for support or use of influence in securing the
payee’s appointment to the Government service. The
penalty for violation is not more than 1 year’s imprisonment,
or a fine of not more than $1,000, or both.

VIII. INSTRUCTION OF APPLICANTS

Instruction by officers or employees of the Government
of a person with a view to his special preparation for civil-
service examination is contrary to an Executive order.

IX. MEMBERSHIP IN SUBVERSIVE ORGANIZATIONS

Section 9A of an act of Congress approved August 2, 1939,
provides that ‘(1) It shall be unlawful for any person
employed in any capacity by any agency of the Federal
Government, whose compensation, or any part thereof, is
%aid from funds authorized or appropriated by any act of

ongress, to have membership in any political party or
organization which advocates the overthrow of our constitu-
tional form of government in the United States. (2) Any
person violating the provisions of this section shall be imme-
diately removed from the position or office held by him, and
thereafter no part of the funds appropriated by any act of
Congress for such position or office shall be used to pay the
compensation of such person.”
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Form 1769
June 1040

WASHINGTON, D. C.

UNITED STATES CIVIL SERVICE COMMISSION

Affidavit as to Number of Members of Family in the Government Service

NOTE.—Any false statement in this affidavit, which is under oath, alteration of a urﬂluh or the
false lh.hmln:‘(‘sr :lun.tion of o certificate, is & viollﬂc':d:rf the law and punishable as

lt-olt un.w'l'lu jurat (or oath) on the back of this ferm must be execu

resentation to

the Cemmission of
Anlw.rallqmﬁontllbudwlm

) (a) Are you an applicant for, or have you taken, an examination?
examination, Junior Stenographer-Typist

(¢) If an applicant for reinstatement, state in what department and office

Yee

TR A KA S—

3. (a) Are any members of your family, including husband or wife, or other relatives (either blood or by marriage)

in any part of the U. S. Government service whatsoever? (Answer “yes” or “no”) !.9.5 If so, furnish the information

required below in regard to all such relatives:

{1) Position and (2) depnrﬁent or

Address .
(Givezgtalﬁm name) (Give w?:l’?ngd;xm’be;’)’d“dmg office in which employed Re.lﬁn: ne x.:;l:ldo"

635 Highland Drive ) Clerk

Harry Starnes ~ Altoona, Pennsylvania | -Postoffice.............. Brother|Married
107 Hillsdale Road ) Engineer

Paul Balley hicago, Illinois @ Agriculture Uncle |Married
201 Nebraske Ave.N.W.| () Stenographer

Helen Kelley ashington, D. C. 2 War ousin |Single

(b) Does your answer above include all your relatives in the U. S. Government servi

sons named above are temporarily employed? Harry Slfﬂ»me 8

you? None

jce? Yes

(f) Which are related to you by marriage?

(é) Which are less than 21 years of age?
Paul Bailey

(¢) Which of the per-

None

(d) Which live in the same house with

If your answer to question 8 shows that two or more members of your family and relatxves are employed in the U. 8.
Govemment service, the questions below must be answered. In any case, the jurat (or oath) on the back of this sheet must

be execu

street, apartment No. 5)4

4. At what address are you now living? No.l0: Meridian

city or town Chicago , State or Territory Illinois
8. Are you (a) a roomer? ... ... (b) a boarder? ... (c) a member of a household? ._Y@8
@. How long have you resided at your present address? Since 1 3
. (Month) {Day) (Year)

7. If you have moved during the last 6 months, state definitely your reason for doing so

8. (a) Have you ever lived with any of the relatives mentioned in your answer to question 8 above? Yes

give names and exact dates between which you lived with them .._Harry Starnes; 3-1-19 to 6-15—&0

() I so,

9, Since residing at the above address, have you received any pecuniary contributions, support, or assistance, from

any member or members of your family (a) not living in the same household with you? MO (b) living
(Amswer “yes” oF “no™)
in the same household with you? Yes If s0, state particulars
(Anawer “yes” or “no")
Pregently supported by father
(Additional space, on the reverse, may be used to complets answers, if needed. Number to d with )
JURAT (OR OATH) ON BACK MUST BE EXECUTED 106 (OVER)
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S UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON, D. C.

Affidavit as to Number of Members of Family in the Government Service

NOTE.~Any false statement in this lﬂdl"“, wlnch I.l und-r oath, nltention of [ eerﬂluhi or the &. mﬂ'n :ﬁ the Commission of a &..u
utmost ur:n, The jurat (or oath) on the back of this form mlut be execnt«l. wer anes and with the

1. (a) Are you an applicant for, or have you taken, an examination? (b) If mo, give name of
(Answer “yea™ or “no") ’

examination, date, place, —

(¢) If an applicant for reinstatement, state in what department and office

2. (a) Are you now married? (Answer “yes” or “no”) __._.. (b) Were you ever married? (Answer “yes” or “no”) ....._

8. (a) Are any members of your family, including husband or wife, or other relatives (either blood or by marriage)

in any part of the U. S. Government service whatsoever? (Answer “yes” or “no”) ._.... If so, furnish the information
required below in regard to all such relatives:
N (Address 1) Posit d (2) & t Relation- | Married
(Give f:ﬁ“ name) (Give compl u:dg;el:;'er) W mﬁ;gr;nu:vhl(ch)u:xﬁz;gen o I;lpon single
(1)
(2)
(1)
(2) e e
1)
(2)
(b) Does your answer above include all your relatives in the U. S. Government service? ......__. (¢) Which of the per-
sons named above are temporarily employed? (d) Which live in the same house with
you? (e) Which are less than 21 years of age?

(f) Which are related to you by marriage?

If your answer to question 3 shows that two or more members of your family and relatives are emplo e U. .
Government service, the questions below must be answered. In any case, the jurat (or oath) on the back o
be executed.

4. At what address are you now living? No. street, apartment No. ,
city or town , State or Territory

8. Are you (a) a roomer? ____.. . _______ (b) a boarder? .. ... _. (¢) a member of a hougehold?

@. How long have you resided at your present address? Since

{Month) (Day) (Your)

7. If you have moved during the last 6 months, state definitely your reason for doing so

8. (a) Have you ever lived with any of the relatives mentioned in your answer to question 3 above? ___..__._ (b) If so,

give names and exact dates between which you lived with them

9. Since residing at the above address, have you received any pecuniary contributions, stpport, or assistance, from

any member or members of your family (a) not living in the same household with you? ... (b) living
(Answer “yes” oF “no")

in the same household with you? If s0, state particulars

(Answer “yes” or “no")

(Additional space, on the reverse, may be used to complete answers, if needed. Ni d with tions.)
JURAT '(OR OATH) ON BACK MUST BE EXECUTED 16— (OVER)



D.066 ® FWA DEFENSE HOUSING MANAGERS' MANUAL

ExnieiT 10

U. S. CIVIL. SERVICE: COMMISSION

LEAVE THIS SFACK BLANK
NAME et es e amem———— e e ma e em e ameas
(Typewritten) (Give one given name, {nitial or initials, and surname) Class
Position to which appointed L
Department and Bureau
Ref.
Location -
RIGHT HAND
1. Thumb 2. Index Finger 3. Middle Finger 4. Ring Finger 5. Little Finger
LEFT HAND
6. Thumb 7. Index Finger 8. Middle Finger 9. Ring Finger 10. Little Finger
Classified ..o Assembled oo Note Amputations
Bearched oo Verified oo
Index Card ___....____:___ Answered . ..o oomem
Four Fingers Taken Simultaneously Four Fingers Taken S8imultaneously
Left Hand L. Thumb § R. Thumb | Right Hand

Form 2300—February 1940, Applicant must fill blanks on back regarding places of residence and must give other information requested
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APPLICANT MUST FILL THE FOLLOWING

Signature

Sex

(Give first, middie, and last name)

Present address

Date of birth

Prints taken by—
1. Name
2. Title
3. Addrees ..
4. Date

Title of enmlnatlon

dnaldt ) for tlity (or both) note in

Average attained ... Civil Service Dist. No. ...

Applicant must give below all places of residence during the past FIVE years

rom-— To—
(fmm’ and (llont.h)nd
yoer)

year)

Number and Street City and State

Applicant will fill the following blanks if he has any record of arrest

(If the applicant executing this chart clalms he has never been arrested, he should write in the space provided for
arrest record: ‘I have never been arrested.’’)

Character investigation

Noncompetitive.

Date of Arrest Age Charge Court and Location Judge Disposition
Have you ever been fingerprinted?
Where? When?

If for the Civil Service, what position?
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Form 2413
April 1037

UNITED STATES CIVIL SERVICE COMMISSION
CERTIFICATE OF MEDICAL EXAMINATION UNDER. EXECUTIVE ORDER, SEPT. 4, 1924

(APPLICANT MUST FILL IN DOTTED LINES BELOW TO HEAVY LINE)

Rolled print, right forefinger
(Name) (Print must be taken to identify person
examined)

{Post-office address)

(Sex) (Date of birth)
‘What examination did you take?

In what Department and Bureau are you to be employed?

In whas City or Town are you to be employed? - e

.’/ __ "~ - -~~~ """~ """ (Un]u- the examining physician can
(PHYSICIAN SHOULD FILL IN THE FOLLOWING) guarantee the identity of the person ex-

amined, the fingerprint must be fur-

nished. Indelible or stamp pad should

........................ inches., * . _______pounds. ... _....__.__.._......_ pounds. be used)

(Height, without shoes) Welght. in clot.hmx) (Weight, without clothxng})

Males, without clothmg, females, clothed but without wrap or hat.
Items checked (V) were examined and found normal. Deviations from normal are noted.  (See instructions on back of sheet)
20 20 20 20

1. Eyes: Distant vision: Without glasses: Right: ~ Left With glasses if worn: Right T Left
(Near vision must be reported; use space provided on back of this form.)
Evidence of disease or injury: Right Left
Color vision Method of testing color vision
2. Ears: (Consider denominators indicated here as normal. Record as numerators the actual distance heard.) Ordinary
conversation: Right ear— Left ear—
20 ft. 20 ft.
Evidence of disease or injury: Right ear Left ear
3. Nose
4. Mouth
6. Throat

6. Thyroid (especially in women)

7. Heart If organic heart disease is
- present, is it fully compensated? ____._______
8. Lungs: Right History of tuberculosis
Lefte Has it been arrested for 1 year? ...
9. Inguinal rings (men only): Right Is truss
Left worn?
{Any hernia should be noted, inguinal, ventral, femoral, etc.)
10. Varicose veins Varicocele
(If “Yes”, state location and degree)
11. Flat foot Impairment of function

{None, moderate, severe)

12, Deformities, atrophies, and other abnormalities, diseases, or defects not included above

13. Scars of serious injury or di
14. Nervous system (give symptoms and history)
15. Urinalysis (see over) Venereal di
16. Has applicant ever received pension, compensation, allowance, retired pay, or training because of disability received

while in military or naval serviee? ...__....___ If “Yes”, describe disability and state whether present now ___________.___

17. In my opinion, applicant is capable of performing duties involving __.____ physical exertion,
(Arduous, moderate, or light)

The examining ]

phyax:mn

Pl f examination must be in Name of examining physician

(Place of nation) the Federal ( ’
service

(Date of examination) (Title, and branch of Federa! medical service)

*For males, to be taken only upon special written request of the official ordering examination.
This report is to be returned to the official of the U. S. Civil Service Commission requesting the examination
[OVER]

161060
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The aim of the Executive order of Sept. 4, 1924, and of this examination thereunder is to obtain information as to the
pl.; aical condition of appointees to the classified civil service with a view to promoting efficiency and minimizing
and claims under United States employees’ compensation laws. )

NOTES FOR EXAMINING PHYSICIAN

WEIGHT.—Males, without clothing, and also in ordinary clothing without overcoat or hat (weigh twice); females,
clothed, but without wrap or hat. If overweight, state whether due to bone and muscle or to fat.

HEIGHT.—Without boots or shoes; observe that no appliances are used to increase.

The examination should include the following observations, as to—

1. Eves.—Ptosis; discharge; corneal scar; pterygium. In recording distant vision consider 20 feet as normal and
report all vigion as a fraction with 20 feet as numerator and the smallest type read at 20 feet as denominator. If glasses
are used, record for each eye the finding with and without glasses.*

2. EArs.—Evidence of middle ear or mastoid disease; condition of drums; discharge. In recording hearing, record 20
feet as normal distance for conversational voice and record deviation from normal as fraction with 20 as denominator and
actual distance as numerator.

8. Nose.—Ability to blow through each nostril. If free, a speculum examination would not be indicated.

4. MoutrH.—Missing teeth, pyorrhea.

5. THROAT.—Tonsils, hypertrophy or disease.

6. THYROID.—Presence of tumor in neck and tremor, exophthalmos; nervous high-strung disposition, especially in
women., .

7. HEART—Murmurs. State whether functional or organic. If valvular disease exists, state whether or not it is
fully compensated. L

8. LUNGs.—It is necessary that the auscultatory cough be used. Tuberculosis; if present, state whether active or
arrested, and if arrested your opinion as to how long it has been quiescent. Sputum to be examined for tubercle bacilli
in all suspected cases.

9. INGUINAL RINGS.—Hernia; no hernia, but impulse on coughing; no hernia or impulse, but abnormally large rings.
Any other hernia should be noted, and if present describe fully and state whether it is retained by well-fitting truss.

10 to 13. Scars, deformities, atrophies, paralyses, or flat foot of such a nature as to incapacitate or become a-
vated by work or be later alleged as caused by accident or occupation. By “flat foot”, as used in this form, is meant a foot
with impaired function, the term being equivalent to “fallen or misplaced arch”, an abnormal condition. Impairment of
function is the point to be noted. It is not intended that small, insignificant blemishes which might be referred to as
marks of identification be recorded.

14. This entry should include symptoms and full history of any mental or nervous abnormality.

15. Urinalysis to be made and blood pressure to be taken when especially indicated, particularly in persons over 40
when arteriosclerosis, nephritis, or diabetes is suspected.

Record, if taken—Urinalysis—sp. gr. ... Albumen ... Sugar Casts
Blood pressure: Mm. Hg. systolic Mm, Hg. diastolic
If tachycardia is present, give pulse rate: Sitting ___._._.____ Immediately after exercise ............ Two minutes after
exercise Cardiac reserve
{Good, fair, or poor)
REMARKS:
(Name of examining physician)
(Title, and branch of medieal service)
T *Near vision. Without glasses__R.__._in. to____in. With glasses, if used__R._.__in, to_.__in.
What is the longest and the shortest distance at which the para-
graph below can be read by applicant: Test each eye separately. Leeein. to____in. L. ——_in. to.__.in.
With the view of health and and of, idents among Federsl employees, the beads
of the several A and ind dq bl having » medical personnel are directed to make

euch phyvical examinations of applicants for sud emplo~eea in the Federal claasified service as may be requested by the
it rvice Commiasion o its suthorised representative.
This order will supplement the Executive orders of May 29 and June 18, 1923 (Ezecutive order, Beptember 4, 1934).
Jaeger 1; Sueilen .50; Dioptis 37 D.

Examined for position in—

Title of position

Number of certificate upon which applicant’s name appears
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Standard Ferm No. 47
Awm't“‘t‘h by the Bureau

of the
May 15, 1941

PERSONNEL AFFIDAVIT

(Department or agency) (Bureau or division) . (Place of employment)
Name

(Given name, initial or initials, if any, and last name. Print or type)

Section 9A of Public 252-—T76th Congress, approved August 2, 1939, otherwise known as the “Hatch
Act,” provides:

“(1) It shall be unlawful for any person employed in any capacity by any agency of the Federal Government,
whose compensation, or any part thereof, is paid from funds authorized or appropriated by any Act of Congress,
to have membership in.any political party or organization which advocates the overthrow of our constitutional form
of government in the United States.

“(2) Any person violating the provisions of this section shall be immediately removed from the position or office
held by him, and thereafter no part of the funds appropriated by any Act of Congress for such position or office shall
be used to pay the compensation of such person;”

1t is provided in various appropriation acts that no part of the funds so appropriated shall be used
to pay the salary or wages of any person who advocates, or who is a member of an organization that
advocates, the overthrow of the Government of the United States by force or violence, and that an affi-
davit shall be considered prima facie evidence that the person making the affidavit does not advocate,
and is not a member of an organization that advocates, the overthrow of the Government of the United
States by force or violence. Such acts provide further that any person who advocates, or who is a
member of an organization that advocates, the overthrow of the Government of the United States by
force or violence and accepts employment, the salary or wages for which are paid from any such appro-
priation, shall be guilty of a felony and, upon conviction, shall be fined not more than $1,000 or imprisoned
for not more than 1 year, or both, and that the above penalty shall be in addition to, and not in substitu-
tion for, any other provisions of existing law.

» * * * * * *

) , do solemnly swear
(or aﬁirm) that I have read and understand the foregoing; that I do not advocate the over-
throw of the Government of the United States by force or violence; that I am not a member
of any political party or organization that advocates the overthrow of the Government of the
United States by force or violence; and that during such time as I am an employee of the
Federal Government, I will not advocate nor become a member of any political party or
organization that advocates the overthrow of the Government of the United States by force
or violence,

(Signature of employee}

Subscribed and sworn to before me this day of AD,19.. . y

at

(City or place) ’ (State)

[sEAL]
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FEDERAL WORKS AGENCY

STANDARD FORM NO. 14a
APPROVED BY THE PRESIDENT FROM mmmmmﬂ
MaRcH 16, s DIVISION OF DEFENSE HOUSING

TELEGRAM -

CHG. APPROPRIATION
OFFICIAL BUSINESS—GOVERNMENT RATES

Indicate (STRAIGHT
One (NIGHT LETTER
(DAY LETTER

Miss Elingeth Starnes
103 Meridian
Chicago, Illinois

Please notify this office whether or not you will accept if offered, probational
appointment Jr. Clark Stenographer, $1ULO, for immediate duty in East Alton, indicating
earliest date available. If presently employed by Federal Defense Agency, it would be
necessary to secure letter of release before your appointment could be effected. Failure

to reply within 24 hours will eliminate further consideration.

Thomas H. Riley
Fielc¢ Avnpointing Officer
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FEDERAL WORKS AGENCY
WASHINGTON

OFFICE OF THE ADMINISTRATOR

AIR MAIL SPECIAL DELIVERY July 7, 1941

Miss Elizabeth Starnes
103 Meridian

Chicago, Illinois

Dear Miss Starnes:

The Civil Service Commission has informed this office that you are eligible, together
with others, for probational appointment as Jurior Stenographer at $1440 per annum for duty
in Kansas City.

Civil Service Regulations require a probational period of six months for this position.
Upon satisfactory completion of this trial period the appointment will become permanent.
Permanent employees are entitled to retirement privileges, and their salaries are subject
to “:ductions of 3% percent for this purpose.

Consideration of persons presently employed in a national defense agency of the Federal
Government is conditional upon their securing from such an agency a letter stating that no
objection will be interposed to their release in order to accept the above position. You
may use this letter as your authority to obtain the required communication. Letters of
recommendation or endorsement are not required to qualify for selection.

Proof of your date of birth must be furnished when you report for duty or soon there-

‘after. A certified copy of your birth or baptismal certificate will be acceptable. If you
are a naturalized citizen or claim citizenship by naturalization of one or both parents,
it will be necessary for you to furnish proof of such citizenship upon entrance on duty.

If selected for the posttion, you will be required to take a medical examination either
at your home or when you report for duty. If you suffer from any defect, disease, or
physical handicap hindering performance of duty or endangering fellow employees, your em-
ployment will not be continued.

If you will accept employment as outlined above and can report for duty upon 48 hours
notice of final approval of appointment, please notify this office immediately to that
effect and indicate the earliest date you can report for duty. Failure to respond to this
letter on or before July 12 will be interpreted to mean that you are not interested in this
position and your name will be eliminated from further consideration.

This letter ts only an inquiry of your availability for appointment and not an offer
of appointment. Do not resign your present employment or take any other action until further
instructions are received from this office.

Sincerely yours,

John C.- Jackson
Field Appointing Gfficer
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Form 1952a (C.S.C.)
May 1941

Mr. John Dough

122], Bast 56th Street

Atlanta, Georgia

Dear Sirs

This is a letter of inquiry and NOT an offer of appointment.

Certificate No. 23875
Position: Junior Maintenance
Aide
July 31, 191 Place: Montgomery, Alabama
Kind of appointment:Temporary

Salary: $1500 per annum

Probable duration:
Duration of National
Emergency

You have been certified by the Civil Service Commission as eligible for the

employment. described below,

Fill out the "Availabi.ity Statemout™ below indicating

whether or not you would accept this position if offered and return the entire letter

to this office.

Appointment would be subject to the civil service requirements described
on the back of this letter.

Whether you are availcatle or not, please reply within 3

days in order that one of tinose who are availcble may be selected as promptly as possible

to fill this vacancy,

If selected, you will be notified und given further instructions.

Other information;

Notice

If there has
been a change in
the conditions
under which you
have previously
indicated that you
were available,
or in your address,
fill out the form
on the back of this
sheet, giving the
conditions under
which you are will-
ing to accept ap-
pointment in the
future.

Yours truly,

Field Appointing Officer

AVAILABILITY STATEMENT

I am available and wish to be considered for the position
I ‘ described above, I can report for duty within days
after notification. I am now employed by ’
as a .

I am not available and do not wish to be considered for the
position described above for the following reasons:

(Signature)
I request the Civil Service Commission to take the following
action if I am not available or am not selected:

Consider me available for other appointments (Subject to such
[::] new conditions as I may have indicated on the other side.)

| Remove my neme from the register until »19
when I will be available for appointment.

Remove my name from the register until I notify the Civil
Service Commission that I am available.
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ExHiBIT 15—CONTINUED

INFORMATION FOR ELIGIBLES

KINDS 07 APPOINTMENTS

Tempor appointment is for & limited time only, rarely extend-

ng beyond six months, and does not prevent consideration in
regular order for probational or probational-indefinite appoint-
ment. Ordinarily temporary appointment will not be offered to
-persons who live far from the place of employment.

Probational-indefinite sppointment is for an indefinito period
of time. The eppointee is included under the asystem of retire-
ment and disability benefits provided by the Civil Service Re-~
tirement Act and he may be considered for both transfer and pro=-
motion, If his employment ends and he has done satisfactory
work, he is eligible for reinstatement and may recest that his
name be placed on the Reemployment Liet, which has priority over
other Civil Service lists. Positions connected with the National
Defense program are usually {illed by probational-indefinite
appointments end frequsntly rsquire entrance on duty after very
short notice. The duration of such employment is dependent upon
the course of defense activities in future yeers and cannot be
~radinrted with accuracy.

Probational appointment confers all the privileges essociated
wlth probational-Indefinite appointment. While this type of
appointment is usually made to provide personnel for regular and
continuing government work, the duration of such employment is
also affected by the course of rovernment policy and appropria-
tions.

A probationa eriod or trial period of six months (somatimes
one year) To;{uws each probatinnal or probational-indefinite
appointment, during which the apvointee's eligibility for trans-
fer and promntion is restricted.

APPOIVTMENTS ARE SUBJECT 70 THESE REQUIREMENTS:

1. A physical examination is reaired of every person selected
for probational or probational-indefinite appointment. Eligzibles
are cautioned not to resign from any position now held until
definite instructions %o report for duty have actually been re-
ceived, usually only after satisfactory completion of the physi-
cal examination,

2.

All appointment< are subject to fingerprinting ani for many
positions, sppointment is made subject to character investization.

3. Proof of date of birth is required for all probational and
probational-indefinite appointments in the departmental service
at Washington, D. C., and for certain appointments outside of

Washington. %hen this is T
to bring birth or baptismal certificate with him when reporting
for duty. If this 1s not possible, the appointee will in dost

required, an appointee should endeavor

cases be grented an additional six months in whieh ‘o obtain

a eertificate or to furnish proof in some other way, .

4. Vhenever there are aslready two or more members of & family
in the classified service, no othar members of that family are
eligible for appointment in that service. Eligibles are

warned not to accept appointment contrary to this provision of
the law. The Civil Service Commission interprets the word
"family” in a rather restricted senss, however, and eligibles
are sdvised to submit all facts on the matter to the Commission,
which will determine whether this restrjction is spplicable.

5. Subject to certain statutory exceptions, no person accepte
ing appointment to a position in the classified civil service
may remain on any other Federal payroll. With some exceptions,
including among others the appointees to certain positions
directly related to the National Defense program, no person
may hold any state, county or municipal office while employed
in the classified civil service. This prohibition does not
apply to offices in certain municipalities adjscent to the
District of Columbia,

OTHZR INFORMATION

Suspension of elipibility. When & person is unable to accept
an appointment he should notify the Civil Service Commission
and request that his name be removed from the elizible list
until he 15 again able to accept appointment. At any time
w#hile this list is still in use, his name may bs replaced in
its proper positinn upon reguest. If the conditions under
which he will accept appointment have changed, he should notify
the Commission of these new conditicns, The Commission mey
also remove a person's name from the eligible list if he fails
to reply to official correspondence or indicates that he would
pe unwilling to accept & position.

Procedure in case of non-selection. When & person replies to
an official inquiry and states that he is available for the
position if offered, he is considered with others who are also .
available. The appointing officer may select any one of the
three highest availeble eligibles to fill the vacancy., Ordi-
narily the person selected will be the only one notified. The
names of those elipibles who were not sslected will be return-
ed to the Civil Service Commission for restoration to the reg-
ister. The fact that they were not selected will not affeqt
their eligidility for other positions.

Zost of transportation. The person selected for a position
must pay all transportation ceosts connscted with reporting for
duty. If he should subsewuently fail to meet the recuirements
to which appointment is subject, or i{f his employaent is ter-
minated for any reason, he must pay for his return also.

AVAILABILITY INFORMATION CARD

Tt TTmo Tt oTT (Tastmame)  ~~ """ 777777 (First neme)
O e et YT oL T Y e AT AR T T S T TS T .'_d _______ e -
(i:;::ot::ii:gu or voting residence claimed in _ _ _ _ _ _ __ < Strent sadrens -
TExact T{tle of examination) ~ ~ ~ ~ ~ ~° I (5 32 T T(state) T T~

{option, iTanyy ~ """ T~ 77—~

- d apswer all quostions.

_ " _(Telephon

1, Por each of the localitles listed bglow,indicate separately

whether you would accept probational or probational-indefinite

appointment and in each case checked "Yes" indicate the lowest

acceptable yearly salary.

2.

Indicate your availability for teme

porary appointment within cormuting
distance of present address and

~Probational L]
ary |

]|

SRR, present

(100,

Adjoining states?

D00

L0,

Washington, D. C.?

s

lowest acceptad
_Yas - No OSalary
0 e

1 month?

2 months? D D $
3 months? l:l D $
6 months? D E] ]

L] []s |

Anywhere in the
United States?

HANE

L0y
D D s Outside continental
United States?

OO,

1f you wIII accept appointment only in certain cities, name
these cities:

Do you belong to any military or
naval organization?

Yeos D No

If so, specify service and branoch.

Are you now on active duty?! |

Yes D XNo [:]
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UNITED STATES CIVIL SERVICE COMMISSION, WASHINGTON, D. C. APPLICATION FORM 8
January 1941
S S
Applicant must fill ALY, bianks in this column (typewriter or ink) APPLICANT WILL NOT FILL THE FOLLOWING
Exam. date ..o aeeoaeee DApportioned.
L Approved by ON tioned.
Name of Give vaast titie of saaumioation) Admit’d exam._ OAn Indian,
. DIMaterial filed.
i Notif'd rating ... —_—
) Optional subje Dater OMaterial ret'd.
s S TOF roceomre mommemeneasoene OMasterial att'd,
S Place of y 8 ' ’ OOver age if no pref,
< 3 — OMIL serv.(no proof.)
R A S S e IR Y l ' Preferenca:
S '1"59 “ﬂ::.i: ¢'i’vﬂen belo;v will be uuted as the lg):lﬂnt's pnet-omce address T [ j——— ——— Allowed—
until no ting, of any change is or type- .
s write, ‘yonr name ‘gone given name, initial or mnuls. and -urn-me). Ifa wm’n’ﬁ. & C3Preference.
g or “Mrs.,” and if married, use your own given name, as * . § X. [IDisability.
] ary L. Doe. P. BOWidow.
I‘; DWite.
L — ODisallowed.
(Natao) % I [Closed.
- OArmy. ONavy.
(B D. or street address) Appl. Div. Rec. OMarine C. OC. G.
. [ONo proof grad,
E‘ (City or post office) (State) COINote family.
" Tel N h " e e
b
4 Date of birth Ageon last birthday ___..__________
READ THIS BEFORE FILLING OUT YOUR APPLICATION
Before filling out this licati 1t the ann of the ination and study carefully the minimum requirements specified therein, Applications
from persons who do not meet thess qui ts will be led. .
Any false st in thi licati hich is under oath, or alteratlon of o certificate, or the ion to the C: ission of a paper i any false
statement or alteration of a eertlﬂcate, isa vl ion of the 1aw and is punishable as such,
ANY OF THE FOLLOWING WILL DELAY AND MAY NULLIFY YOUR OPPORTUNITY FOR APPOINTMENT: (1) Failure to answer perly
all questions; (2) Failure to furnish alI:vl'oo( of United St.stes cmzemhlp when requested, (3) Failure to furmsh thesis or other material, with ap lication, if or in
(4) Failure to furnish in or with 1 all th u.nder to arrest, et 5) Failure to have jurat
(or osath) on page 4 properly executed; (6) Failure to have “Oﬂieer’s Certlﬂcate of Residence” on page 4 proper’ d, if called for in th t,
void reference to religion, politics, or fraternal orders. Answers should be typ it ; it not, they must be in ink,
In case the Commission receives requests for immediate eertlﬁcatxon of eligibles lor appolntment following the rating of the 0 C reserves
the right to certify only those eligibles who have complied with all the form. 1t is, therefore, highly lmportant thnt your appllcatxon be

completely and correctly filled out before it is sent to the Commission,

1. Are youa citizenof the United States? . . . . .. . ... cocecemuooeae 11, Will yon accept appol for & he? . . S
Yes or No Yes or No
Naturalized citizens must submit naturalization certifi-

cate; other foreign-born, documentary proof of citizenship, For3months?. . .. ... oo
Cemﬂcnm mllberetu’medd Do not g’ubnnt proof of citie A“:m:lm’:" Yes or No
zenship unl Forlmonth? . . ..... _____________
(@) Yes or No
2, Where mmborn?{ (State or Territory, if American-born) 12. Have you ever been discharged or forced to resign from any
o position?. . . s v 6 .o c e it e et it e e

(Country, if foreign-born) It answor is "Ygs,; ;tate vivhen and vivhere em tlgyed and
B 've the name and address of your employer and the reason
3. What is the date of your birth? Ctonthy 37) Veary gr your discharge or forced resignation in each case.

Do not submit proof of date of birth unless requested to
0 50.

4. Check in the appropriate space.

) ha d Intoxicating bev-
Male O Single O Divorced WidowQ 13 Wldﬂn lhe past 12 months, have you used intoxicating bev.

Fomalen Morrtedny SoparatedD) e e e e e et e e e e e ettt et memccue——
5. What ia your height, with ghoes? feet inches.
6. What ia your weight, with or hat? &
7. Have yo!rl any physical defect or disease or disability wlul- Yee or No
[ T
1t answer is “Yes,” give full particlars. Com eeslment Yesor No 14. (@) Were you ever in the U. S. military or naval service? . . -~V R
of 8 diseass or & disabillsy of a physical deloct of any HaTarS (b) Were all disch d under honorable condi-
may result in cancelation of your epplication and debar- BHODBT . o v o o s o o o s 0 o 6 8o meornnn e
ment from examinations. Use an additional sheet of paper Ves or No
it Y. 1f you claim veteran preference, you should obtain Form
8. Are any members of your family or relatives (either blood or 14 and submit it with the evidence required therein.
by marringe) In any pert of the United States Government READ CAREFULLY.—An soswer to the following
AR T v Al question concealing elther trivial or | senous offenses ma;
Yea or No cause of and d t from examf-
brifnzx‘zlxwer is “Ye:i" gl\;e nalxlne' !:gidress, relationship, and Dations,
each such r e.
service ety mmvenumbmnnnesuimmmm%mbwmus
, or impris~
oned, or piaced on bation, or has any case against you
been filed, or luvem u ever been ordered to deposit col-
lntenl for llleged bteu:h or vlohtion of any law or police
- R s s
9. What is the lowest entrance salary you wdl accept? . . .. oo 11 50, list all the cases without any exception whatsoever
Reglsters may be used for related positions at selaries on a sheet attached, giving in esch casa (1) the date, (2)
other than that specified in the announcement. You will your ai;e at the time, 3 the place where the alleged offense
not be certified to positions paying less than the amount or violation occurred, (4) the name and location of the
given in answer. " eourt, u(5) the pature c&( the ottlﬁnse é)ir vlo]atlon, (Tﬁ)bthe l;p:n-
¥, if any, imposes oro er disposition. e above
10. Will you accept appointment anywhere in the United Statea? .. Py o question lncludes arrests b W:y)o or naval authorities
If answer is “No,” state acceptable localities, :;1 e ‘5‘381’-““7 “’fg‘;‘;’p"z‘m o mgf’f“m ;su‘{gg

taken.

u clalm preference for the Indian Service as an Indian, you must file with this application a certificate from the superin=
tandentotth Indian agency where you are registered, or from the Commissioner, Burcau of Indlan Aflalrs, showing that you
have at least one-10! urch Indian blood.
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2

The information given under Question 18 will not affect eligibility for examination but will be useful to the Commission in expediting the handling of applications.

16, Name each examination for which you have filed applica- . N
tion with the Commission or any of its officen In what cities were you

Give the date of each examination Did you pass?
(If none, writa **None™) examined? ¢

Month and year) (If no. ahow fating)

17. Are you now employed by the Federal Government? __

18. Give in the bianks below information regarding your education, including dates:

(@) Grammar school: Attendedfrom ________ . ___ ___ . ____________ I S 7 .1.... Highest school yearcompleted ____________._
(b) Highschool: Nameandlocation . .. .. . i ieaeooo.
A ded from __.____ IO SO 7 S, PO .1.___ Highestschool yearcompleted ________________ Were you graduated? _____.___.
(©) College or WRITerSlty @ rstune werty Dates of attendance | Semester- Malor sublect Degres | Dateof
Name Location From— Tom | rescived Name iy roceived | gtemiiiat

(d) State whether attendance at each school or college was part-time or full-time, and whether at day or ing classes _
(e) If the examination announcement cails for the letion of inlized either in high school, college, or graduate school, specifly here the requived

courses which you have completed and indicate the credits received for eachcourse . ... _______._____.___ . __.

19 (a). Furnish in the blanks below a 1 preh i showing every employment you have had since you first began to work, including your present
and ing for all periods of unemployment.
- Yearly .
Place of Dates of NAME, STREET ADDRESS, AND | NAME, ADDRESS, AND TITLE salary or | NATURE OF YOUR DUTIES
NATURE OF BUSINESS OF EM- | OF IMMEDIATE SUPERVISOR
empioyment &':1'3?.’..'5‘ :::5 PLOYER (GM stroet address. euny E\d State) yearly net AND PAY-ROLL TITLE

earnings

________ 19_.__

IF MORE SPACE 1S REQUIRED, CONTINUE YOUR ENTRIES ON A SEPARATE SHEET ARRANGED AS ABOVE
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18(b). Consalt s copy of the of this ination to in the specifie H to be met. Copy may be had in person or by mail from nesrest
first- or second-class post office.  Give a detatled d fon of all + which you offer to meet each b tated in the & A
by any collatersl or supporting experience; give the dites covering each such item to identify it with the dates of the corresponding itemn listed in Question
19(a). Show all salary changes, and date of such changes, occurring during each period of expericnce described below, the number and classes of
employees, if any, under your supervision, anlfyour reason for leaving such employment.

(IF MORE SPACE IS REQUIRED, PASTE A SHEET OF PAPER HERE, AND CONTINUE YOUR STATEMENT)

20, Give the nameg and home and b dd of five other than those listed in answer to Question 19(a), now living in the United States, who
have knowledge of your character, experience, and ability (do NOT give names of relatives).

Full name Mnn&.-gu.udm am.amm.:g.ndsuw Business or occupation
21. Have you any objection to the C ’s making inguiry ding your ch , qualifi

22 D;yourududhmhhmdﬂywhdtnlnmr o e et e e e e e e e e e e e e e e e e e e e e et emcaamceemm——

Yes or No
Indi which
PUBLICATIONS, THESES, AND REPORTS .
Publications, theses, or reports, if called for by the t of the ination for which you are applying, must be filed with this application, unless other-
wise stated in the When a list of i is called for in the inath state title of each publication, when, where,
and by whom each was published, and where a copy can be found. Each paper submitted should bear the ’s name and addrees and the name of the examina-

tion for which application ig filed. 1620635
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4
Length of such residence therein? In what county have you legal or Length of such residence in county?
n. h,:::::.‘.:: ::Jm:::: (Residence must be shawn up to date of jurat) vetln:’redden’:a! o (Rasidence must be showa up 1o date of jurat)
N
From ______._ S B R 7 R 19 L From 1 to 19 ...
(Month) ~ (Year) (Month) (Year) (Mouth) (Year) (Month) " (Yoar)

24. If during the past year you have not resided continuously in the State or Territory in which you claim legal or veting residemce, or are not now actually living in such
State or Territory, answer the following questions fully:

(@) For what periods since such resid: was first blished have you been absent therefrom? (Give dates)

(b) What is the name, address, and relationship of the person, if any, living at the place in the State or Tervitory in which (c) Are yon mow a voter in such
you claim legal or voting residence? State

or
{(Answer ""Yes” or "No™)

. A [
25. If you are under 21 years of age, give the legal d and the pest-ofice address of your parent or parents, or your guardian.
Legal d of p or guardi Length of such residence Present post-efiice address
..... 1. cmmeaemeeoy 18] Ci
Btate oo From T oty " (Year) | to (Month) (Year) ty or town
............. sl ., to ., W____|C
[07,151112 -| From o - 0 Citonit , e ounty Btate
26. If you are a married woman fill in the following blanks:
(a) Date of marri
() Legal reaid of : (Coumy) | Bate)
@ 1d T 1 t _
(c) Du of his From - (Moot " " (Your ° (ioath) l?v_-n

27. Areyoua ber of any political party or ization which ad tes the overthrow of our constitutional form of gevernment in the United States?

(Yeo or No)

If so, name the organization _____________ . ... —

JURAT (OR OATH).—This jurit (or oath) must be executed.

The following oath must be taken before a notary public, the secretary of a United States civil service bosrd of examiners
or other officer authorized to administer oaths, before whom the applicant must appear in person. The following are among those
not authorized to administer this oath: Postmasters, Ariny officers, post-office inspectors, and chief clerks and aasistant chief
clerks in the Railway Mail Service.

The composition and work in connection with any material required to be submitted for this examination are entirely my
own, except where I have given full credjt for quoted matter or the collaboration of others by quotation marks and references,
and in the composition of the same 1 have received no assistance except as indicated fully in my explanatory statement.

1, the undersigned, DO SOLEMNLY SWEAR (OR AFFIRM) that the statements made by me in answer to the foregoing questions
are full and true to the best of my knowledge and belief, SO HELP ME GOD.

If female, prefix * Miss” or “Mrs.,” and if married,
use your own given nawe, as ‘“Mrs. Mary L. Doe.”

(Signature of applicant) ... ....__.. i

(Bign WITH PEN AND INK your name—-one given name, initial or initials, and ll;rlll o)

Subscribed and duly sworn to before me according to law by the above-named applicant, this .._.

______ day
of 19.. ... , at city for town) of . L. )
county of .., and State [or Territory or District] of . . .

(Signature of officer) ...

(Official titley ... ______.

OFFICER’S CERTIFICATE OF RESIDENCE

Eugt an zaclned below, this certificate is required of all applicants for positions in the apportioned departmental service at Washington, D. C., INCLUDING
RESIDENTS OF THE DISTRICT OF COLUMBIA. Eligibility for the apportioned service will not be allowed uniess legal requirements are met and this certificate
¢} d. For it in the appertioned service, applicants must show legal or voting residence in the State or Territory claimed for at least 1 year next

ding the closing date for receipt of applications ified in the of the ion for which lication is made.

This certificate must be executed by a notary public, county, municipal, or police-court clerk, mayor, justice of the peace, or other officer in the county or city in
which the applicant claims residence, proeided the officer has an official (im{n‘uaitm) seal, or, in lieu thereof, that his official character is certified to by proper officer, under
official (impression) seal, and provided he is an actual resident and officer in the same county or city claimed by the applicant.

Applicants who occupy permanent positions in the apportioned departmental service at Washington are not required to have this certificate executed, but should
make the following notation opposite it: “Am in the apportioned departmental service.”

The applicant is not required to appear in person before the officer who executes this certificate, but the officer should satisfy himself as to facts to which he cer-
tifies, from credible snd competent evidence.

- e of the county OF e , and State [or Territory]Jof ______._____ ... __

esignation of officer

do hereby certify that _.___________.__. . . the applicant who submits the above in connection with

{Write name to agree exactly with applicant’s name as given above)
a civil service examination, isnowa ___.__._________________ resident of thecountyof .__..____.___________________ , and State [or Territory)
(Bpecify whether legal or voting)

of ... , and has been such resident for ___....__ years .._.____. months next preceding the date hereof.
Dated at . .. ,eounty Of Lo i , and State {or Territory)

of . , this day of . I , 19

{OFFICIAL IMPRESSION SEAL]) .
¥Z The official seal must not be omitted. (Signature of officer)

It erasure or correction be made in *“Officer’s Certificate,”’ certification must be made on margin by the officer who executes the certificate, showing such correction.
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v iigrir REPORT TO THE DISTRICT MANAGER ON CERTIFICATION
United States Civil Service Commission

District Manager,_ TWelfth U. S. Civil Service District L"49(§_§“'Zm o
E’r. Thomas G. Hendry .

Federal VWorks Agency Apﬂl_’z‘h—lﬂl—m )

Public Works Administration

San Francisco, Califernia (REQUTeT NoT
4-7-4
(RWQUEST DATE)
Jr, Clk Typ CAF-2 #1440 Probational Indefinite
(VACANCIES) (POSITION AND SALARY) (NATURE OF APPOINTMENT)

(PLACE OF EMPLOYMENT)
REGISTER: _Sr, Typist

SACTION SALARY NAME RATING ADDRESS

X1 Smith, Margaret W.(Mrs,) Richmond, Virginia
Walters, Mary Jane(NMrs. Albany, New York
Jones, Tucille E,(Miss) 201 Wood St., Clarksburg, W.Va,
Brown, Yary A, (Miss) 41] Main St., Baltimore, Md.
Brown, Helen T. (Mrs.) 623 Fifth St,, Washington, D.C.
Schott, Edith (Mrs,) 6542 Winth St., Washingtan,D.C.
Ross, Edith M, (VMrs,) Erie, Pennsylvania
Joneg, Virginia (Mrs,) Junction City Kansasg
Thomas, Alice L. (Mrs,) 545 Elk St., Elkins, W.Va.
Moor 1a 784 Broadway, New York, M, VY,

# Morris, Virginia (Mrs.) 136 F, VMain St., Akpon, Ohio

#! Douch, Jolhn 1617 1l3th St., Washington, D.C.

#_T rov ons

X| Preference allowed

NOTE:—The officer to whom this certificate is issued will indicate on all three copies in the first column opposite each ‘name the action
taken by him, using the Eroper key term, as shown at the foot of certificate. One copy of this form is to be retained by the officer to whom
issued, as a combined carbon copy of certificate and report thereon to the District Manager.

THE DISTRICT MANAGER: 19
Certificate returned with examination papers and prescribed forms.

*Key TERMS:
A-—Selected.
CRU—Communication returned undelivered.
D-—-Declined.
FR—Failed to :iply.
NS—Not selected.

SIGNATURE OFFICIAL TITLE
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FORM NO. 1844 B

NOVEMBER,

(e,

Federal Works Agency

1940

REPORT TO THE DISTRICT MANAGER ON CERTIFICATION

United States Civil Service Commission

District Manager,_LWE1l fth

Henry Huooard

U. S. Civil Service District

L-49247

(CERTIFICATE NO.)

N .

Public Buildings Administration

:San

—4 ___Jr. Clk Typ CAF-2 $1440

Francisco, California

(DATE)

(REQUEST NO.)

4-7-4]1 Teleg,

(REQUEST DATK)

Probational Indefinite
(NATURR OF APPOINTMENT

(\}Acancll:s) (POSITION AND

SALARY)

reGISTER: _Sr, Typist

{PLACE OF EMPLOYMENT)

SACTION SALARY NAME *_RATING ADDRESS
C $144X| Smith, Margaret W. (Mrs, 83;26' Richmond, Viprginla
D " Walters, Mary Jane (MrsJ) 85,53 lbany, New York
CRU | " Jones, Lucille E. (Miss) 80,89 [201 Wood St., Clarksburg, W.Va.
__A " Brown, Mary A, (Misa) 79.98 {411 Main St., Baltimore, Md.
¢ " Brown, Helen T. (¥rs.) 79,78 1623 Fifth St,, Washington, D.C.
D " Schott, Edith (Mrs.,) 78,60 6342 Ninth St,, Washington,D.C
D " Ross, Edith M., (Mrs,) 77,86 |Erie, Penngylvanig
A n Jones, Virginia (Mrs.) | 76,63 |Junction City, Kansas
A " _Thomas, Alice L. (Mrs.)| 76.54 545 Elk St.. Elkins, W.Va.
c " | Moore, Elaine (Miss) 75.04 [784 Broadway, New York, N. V.
—C | " #| Morris, Virginia (Mrs.)| 74.96 (Y56 E. Main St., Akron, Ohio
A " _#| Dough, John 74.96 1617 13th St,, Washington, D.C,
#|To provide for declinatidns _
X |Preference allowed

NOTE:—The officer to whom this certificate is issued will indicate on all three copies in the first column opposite each name the action

taken by him, using the

roper key term, as shown at the foot of certificate.

One copy of this form is to be retained by the officer to whom

igsued, as a combined carbon copy of certificate and report thereon to the District Manager.

THE DISTRICT MANAGER:

Certificate returned with examination papers and prescribed forms.

April 23

1941

*Key TERMS:

A-—Selected.
CRU—C.

D—Declin

lined
e

returned ed.

Henry Hubbard .Field Appointin

SIGNATURK

OFFICIAL

%?T(Elfficer _
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UNITED STATES CIVIL SERVICE COMMISSION

REQUEST FOR CERTIFICATION—ORIGINAL APPOINTMENT

Rxqozst No. .-..1-.._...

Federal Works Avency, Junction City, Kansas
(Bervios) (City and State)

July 2, 1941
(Date)

MANAGER 9th CIVIL SERVICE DISTRICT:

Please certify to this office the names of persons eligible for { M } appointment to the position indicated below.
If for temporary service, the following information is furnished: R

Temporary employment will not extend beyond ..... Four .. m onths} and at the expiration of that period it is not
believed an extension will be necessary.
N v = sex* POSITION SALARY LOGATION
1 M Unskilled Laborer 41030 |Fort Riley Lefense

Housing Project,
Junction City, Kansas

*Certification will be made without regard (o sex uniess one sex or the otber is specified in this request.
¢*[f the place of employment is not the same as the } jon of the inting officer, this should be clearly shown.

REMARKS (qualifications desired, etc. If the position to be filled is that of laborer, the kind of labor to be performed should
x specifically set forth below).

To sweep, scrub, mop and polish floors, wash windaws, walls and
woodwork; collect and dispose of garbage and rubbish; to

Mow lawns; trim hedges anc shrubbery; pull and cut weeds; water
grass, flowers und other plants;

To nove furniture and place and repalr awnin-s and screensj;

To make simple repairs-to the walks, fences, roads and public
areas;

To dig ditches, holes and similar excavations; 1ift and carry and
pille lumter; mix and carry cement, concrete and plaster; pass tools; and
perform other similar tasks in assisiing those engaged in semi-skilled
and skilled work; and

To perform other similar work as assigned.
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CONVERSION WAGE SCALE TABLE
SCHEDULE OF DAILY AND HOURLY RATES
As Determined on Basis of Annual Compensation Paid
Hourly rate
At annual rate of— Daily rate*
7-hour day 8-hour day
$600 $1.66 $0.237 $0.207
660 1.83 .261 .228
720 2.00 «285 25
780 2.16 « 308 .27
840 2.33 .332 201
. 1,080 3.00 «428 « 375
1,140 3.16 451 .395
1,200 3.33 475 .416
1,260 3.50 .50 «437
1,320 3.66 «522 457
1,380 3.83 « 547 478
1,440 4.00 571 <50
1,500 4.16 . 594 .52
1,560 4.33 .618 .541
1,620 4.50 .642 <562
1,680 4.66 .665 .582
1,740 4.83 . .603
1,800 5. 00 .714 . 625
1,860 5.16 «737 .645
1,920 5.33 .761 «666
1,980 5.50 <785 .687
2,000 5.55 792 .693
2,040 5.66 .808 .707
2,100 5.83 .832 728
2,200 6.11 «872 .763
2,300 6.38 911 «797
2,400 6.66 «951 .832
2,500 6.94 .991 .867
2,600 7.22 1.031 .902
2,700 750 1.071 -937
2,800 7.77 1.11 . 971
2,900 8.05 1.15 1.006
3,000 8.33 1.19 1. 041
3,100 8.61 1.23 1.076
3,200 8.88 1.268 1.11
3,300 9.16 1. 308 1.145
3,400 9.44 1. 348 1.18
3,500 9.72 1.388 1.215
3,600 10.00 1.428 1.25
3,700 10.27 1.467 1.283
3,800 10.55 1. 507 1.318
3,900 10.83 1.547 1.353
4,000 11.11 1.587 1.388
4,100 11.38 1.625 1.422
4,200 11.66 1,865 1.457
4,400 12.22 1.745 1.527
4,600 12.77 1.824 1.596
4,800 13.33 1.904 1.666
5,000 13.88 1.982 1.735
5,200 14.44 2.062 1.805
5,400 15.00 2.142 1.875
5,600 15.55 2.221 1.942
5,800 16.11 2.301 2.013
6,000 16.66 2.38 2.082
6,200 17.22 2.46 2.152
6,400 17.77 2.538 2.221
6,500 18.05 2.578 2.256
7,000 19.44 2.777 2.43
7,500 20.83 2.975 2.603
8,000 22.22 3.174 2.717
8,500 23.61 3.372 2.951
9,000 25.00 3.571 3.125

i|ENo retirement deduction made.
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EXHIBITS ' ’

UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

November 25, 1940
CX:JF:KB

DEPARTMENTAL CIRCULAR NO. 243

SUBJECT: Transfers during Probation to Defense Agencies pursuant to Executive Order No.
8514 of August 13, 1940.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:
Executive Order No. 8514 of August 13, 1940, reads in part as follows:

* % % the Civil Service Commission is hereby authorized to permit transfers during probation to ap-
propriate positions directly concerned with the national defense program.

It will be noted that this Order applies only to "appropriate positiomns directly concerned
with thenational defense program” and transfers maybe effected under thisOrder, therefore,
only to such agencies, parts of agencies, or positions within agencies as have been spe-
cifically designated by the Commission to be concerned with the national defense program.
The following regulations will govern transfers effected under this Executive Order:

1. Transfers may be authorized at any time during probation and no minimum length of service
will be rejmired in the position to which the probatiomer was originally appointed.

2. During the first 30 days of probation the-transfer must be to the same position, grade
and salary as that towhich the probationer was originally appointed; after an aggregate
of 30 days of probational service transfer may be authorized to any position for which
the probationer is qualified. '

In all cases of transfers involving promotions in which the line of work is different
and the rules require the establishment of qualifications noncompetitively, prior ap-
proval of the Commission will be required. Prior approval of the Commission will also
be required in all cases of transfers from one agency to another and from the field to
the departmental service of any agency.

3. An employee transferred during probation will not be reguired tobegin a new probation-
ary period but will be permitted to complete probation in the position to which he is
transferred.

4. The general procedure governing the transfer and reinstatement of employees to and from
defense agencies as set forth in Departmental Circular No 225 and Supplements Nos. 1
and 2 will be applied to tramnsfers and reinstatements during probation.

5. An employee separated voluntarily during probation may be reinstated (subject to the
usual requirements) to complete probation in any defense agency regardless of whether
a waiver of the time limit on reinstatement under Executive Order No. 8425 of May 29,
1940, is involved or not. In all such cases reinstatement will be restricted to posi-
tions of the kind, grade and salary towhich the employee was eligible for reinstatement
in the agency from which separated until an aggregate of 30 days of probational service
has been completed. .

By direction of the Commission:

Very respectfully,

L. A. Moyer,
Executive Director and Chief Examiner.
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

May 16, 1941
SRIMCR:VC:MK

DEPARTMENTAL CIRCULAR NO. 259 CX:JF:KB

SUBJECT:

Eligibility for transfer or reinstatement to the classified civil service under
Executive order dated April 24, 1941 (No. 8744).

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:
Attention is invited toExecutive order dated April 24, 1941 (No. 8744) reading as follows:

AUTHORIZING CERTAIN EMPLOYEES OF THE GOVERNMENT
TO ACQUIRE A CLASSIFIED CIVIL SERVICE STATUS

By virtue of the authority vested in me by section 2 of the Civil Service Act (22 Stat. 403, 404),
and by section 1763 of the Revised Statutes of the Unlted States, it 1s hereby ordered as follows:

The incumbent of any position covered into the classifled civil service of the Government by section
1 0f the Executive order of April 23, 1941, entitled ®*Extending the Classifled Civil Service,® who,

between the date of that order and the effective date of sectlon 1 thereof, 1s involuntarily separated
from the service by reason of a reduction in force, the abolition of his position, or the liquldationm,
in whole or Iin part, of theagency inwhich he isemployed, may acquire a classified civil-service status
for transfer to a position in the classified civil ser ice: Provided, (1) that he has rendered six
months of satisfactory service immediately prior to his involuntary separation from the service; (2)
that he 1s' unqualifiedly recommended for further Government employment by the head of the agency in
which he last served; (3) that he qualifies 1n such sultable noncompetitive examination as the Civil
Service Commission may prescribe, only one such noncompetitive examination being given to any such in-
cumbent; and (4) that he obtains such transfer within one year from the date of his separation from the
service. =

The following information regarding the interpretation of, and the procedure tobe followed
under, this Order is furnished for the guidance of Govermment departments and agencies:

1.

The Executive ~rder is applicable to the incumbent of any position covered into the
classified civil service by Section 1 of Executive Order No. 8743 of April 23, 1941,
i.e., any position in the Executive civil service of the United States except:

a. Positions in the Tennessee Valley Authority.

b. Positions to which appointments are made by the President by and with the advice
and consent of the Senate.

c. Positions in the Work Projects Administration.

d. Positions of Assistant United States District Attorney.

e. Positions listed in Schedule A of the Civil Service Rules.

f. Positions listed in Schedule B of the Civil Service Rules.

g. Temporary positions.

To be eligible for the bemefits of the Executive order an employee's separation must
have been between April 23, 1941, and January 1, 1942, and because of (1) reduction of
force; (2) the abolition of his position; or (3) the liquidation in whele or in part
of the agency in which he was employed. The employee's separation must have been en-
tirely involuntary, as the Executive nrder is not intended to confer eligibility for
transfer upon employees whose services are needed.

The general procedure which will be observed under Executive Order No. 8744 will be
the same as that followed for reinstatements to the classified service, that is, an
employee eligible under this ~rder must himself locate a suitable vacancy in the clas-
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sified service, and the appointing officer desiring his services will make formal re-
quest for reinstatement on Civil Service Commission Standard Form 46, accompanied by:

a. Form 2696 (executed by the appointing officer of the agency from which the employee
was separated).

Form 375.

Form 2413 (medical certificate).

Form 2390 (fingerprint chart).

Form 12 (proof of legal residemce) if the employee is to be reinstated to a position
in the apportioned departmental service.

f. Form 124 (declaration of appointee).

g. Form 14 (application for veteran preference) if the employee is a veteran.

o 0o

4. The benefits of the Order will be extended, prior toactual separation, to any employee
who has been definitely notified that he will be separated from the service within 90
days for one of the reasons specified in paragraph 2 of this letter.

5. An employee will be given a noncompetitive examination under this Order only in connec-
tion with an official request for his reinstatement. An employee who fails in such
examination can not be reexamined.

6. Requests for reinstatement under Executive Order No. 8744 must be received by the Com- °
mission within one year from the date of the employee's separation from the service.

7. The 6 months of service required by the Order need not have been rendered entirely in
one agency but must have been continuous service for 6 months ismediately prior to the
date of involuntary separation.

By direction of the Commission:
Very respectfully,
L. A. Moyer
Execut ive Director and Chief Examiner

Enclosure (Sample Form 3696)
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Ferm 3696
May 1941
RECOMMENDATION FOR CLASSIFICATION
UNDER EXECUTIVE ORDER 8744
"DEPARTMENT OR AGENCY
CIVIL SERVICE COMMISSION: Date

The ewmployee named below, who last occupied the position indicated, is

recommended for classification under Executive Order 8744:

4.

5.

Name Position

Bureau or Service Grade and Salary

Official Station

Has this employee been, or 1s he to be within 90 days, involuntarily separated
from the service for any of the reasons specified in E.0. 87441 .

yes or no
If 80, give date and reasons for termination of employment:

Degree of efficiency in work performed:

Is he unqualifiedly recommended for further government employment?

yes or no

Was. employee in a non-pay status for periods aggregating more than

30 days during last six months of employment?
~ yes or no

If so, give specific dates.

Complete record of employment in recommending agency (showing date of appoint-
ment (entrance upon duty), promotions, changes in assignment and separation.)

DATE POSITION SALARY OFFICE

I certify that this employee rendered six months of satisfactory service immediately
prior to his involuntary separation.

Signature

Official Title
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

July 29, 1940

DEPARTMENTAL CIRCULAR NO. 225, Supplement No.: 1 CX: J:KB

SUBJECT: Restrictions on shifts of personnel from defense agencies.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:

Attention is invited tobasic Departmental Circular No. 225 setting forth in full a letter
dated July 1, 1940, fromMr. WilliamH.: McReynolds, Administrative Assistant to the President,
regarding the desirability of placing restrictions on the shifting of personnel to and from
defense agencies. In order to effectuate the policy set forth in that letter, the following
procedure will be observed with respect to personnel transactions concerning positions over
which this Commission has jurisdiction; that is, transfers, reinstatements; and certifications
from competitive registers in accordance with the Civil Service Rules in the case of persons
who are employed in defense agencies and positions. The list of defense agencies and posi-
tions is set forth in Departmental Circular No. 224.

TRANSFERS
Departmental Circular No. 202 advised departments and independent establishments that the

indorsement of the department or agency in which an employee-formerly served would no longer
be required in connection with reinstatement and transfers. Effective immediately, however,
in the case of a transfer of an employee from a defemse agency or position clearance from
the agency in which the person is employed must be secured in writing.. The request for
transfer forwarded to this Commission (Standard Form 16) must be accompanied by a copy of
the letter from the defense agency in which the person is employed, consenting to the release
of the employee. Requests for the transfer of employees from defense agencies or positions
which are received without the letter of clearance from the defense agency will be returned
without action to the department or agency from which they were received unless adequate
reasons are presented to the Commission to show that the transfer should be allowed in ac-
cordance with policy stated in the letter from the Administrative Assistant to the President.

REINSTATEMENT

Request for reinstatement (Standard Form 16)in the case of any former employee who within
20 days was separated from a defense agency or position must similarly be accompanied by a
copy of a letter from the defense agency consenting to the reinstatement of the employee.

CERTIFICATION FROM COMPETITIVE REGISTERS

A1l certifications from registers of eligibles resulting from competitive examirations
will hereafter be issued subject to the same restriction; that is, in the case of eligibles
who are certified and who are employed indefense agencies or positions, certification will
be subject to securing release in writing from the department or agency in which the eligible
is employed. Reports of the selection of eligibles who are employed in defense agencies or
positions must show that the release has been secured. In contacting eligibles regarding
availability for appointment, therefore, appointing officers will be charged with the re-
sponsibility of ascertaining whether the eligible is employed in a defense agency or position
and, if so, with the responsibility of securing release from the agency in which the eligible
is employed.
PERSONNEL TRANSACTIONS INVOLVING POSITIONS EXCEPTED FROM THE CLASSIFIED SERVICE

In view of the policy suggested by the Administrative Assistant to the President and the
exigencies of the National defense program the Commission suggests that a similar procedure
be observed in personnel transactions irvolving positions which are excepted from the com-

petitive classified service.:

By direction of the Commission:
Very respectfully,

L. A. Moyer,

Executive Director and Chief Examiner.
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C.L. NO. 460
(Appt. Off.,
Rating Bds.,
Natl. Def.)
FQURTH UNITED STATES CIVIL SERVICE DISTRICT
Office of the Manager

820 Seventh Street, N. W., Washington, D.-C.
August 9, 1940

APPOINTING OFFICERS—

National Advisory Committee for United States Coast Guard

Aeronautics Federal Communications Commission

Civil Aeronautics Authority Bureau of Mines and Geological Survey
Maritime Commission Bureau of Marine Inspection and Navigation
Burean of Employment Security Coast and Geodetic Survey

SECRETARIES, LOCAL RATING BOARDS AT WAR DEPARTMENT ESTABLISHMENTS:
RECORDERS, LABOR BOARDS AT NAVAL ESTABLISHMENTS:

RECORDER, LABOR BOARD, CURTIS BAY COAST GUARD DEPQT, MARYLAND:
SECRETARY, CENTRAL BOARD OF U. S. CIVIL SERVICE EXAMINERS, BALTIMORE:

SUBJECT: Indefinite extension of temporary employees appointed under Section 4, Rule VIII,
for duration of National Defense Projects for which employed

C.L. 409 275 addressed to Naval and Marine Corps establishments, C.L.. 409 3/5 addressed
to War Department establishments, and C.L. 445 addressed toother defense agencies provided
for authorizing the retention, subject to the conditions outlined therein, of temporary
appointees whose employment was necessary under Section 20f Civil Service Rule VIII pending
the establishment of a register of eligibles, if they qualified in the examination held for
their positions and notwithstanding the fact that their ratings had not been reached for
probational appointment, provided the Department certifies that retention of the temporary
employees is necessary in the public interest because of the training and experience acquired
during the period of their temporary service. '

The provisions of these letters did not cover the procedure tobe followed in the case of
those employees who received temporary Jjob employment under Section 4, Rule VIII, either
prior to or subseguent to the national defense emergency. In view of the fact that it was
not possible for the national defense agencies to anticipate, in advance of the emergency
period, the subsequent expansion and extension of the projects and of the funds under which
these employees were originally appointed, the following procedure has been approved:

In the case of those employees who were appointed for temporary job employment under
Section 4, Rule VIII, on or before May 31, 1940, national defense agencies may propose such
appointees for retention under Section 2, Rule VIII, where such department or agency certifies
that such retention of the temporary employees is necessary in the public interest because
of the training and experience acquired during the period of their temporary service. This
procedure will apply whether these employees were appointed from registers or outside of
registers. In the case of those appointed from registers, it is evident that they have
already qualified in an appropriate examination and, even though not within reach, could be
proposed for retention under the terms of circular letters above mentioned.

In the case of those employees appointed under Section 4, Rule VIII, on or before May 321,
1940, in the absence of an appropriate register for either temporary or permanent appoint-
ment, such appointees may also be proposed for retention under Section 2, Rule VIII, where
the announcement of an examination is contemplated, with the understanding that if they
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subsequently qualify in an appropriate examination their retention may be further approved
under the consitions outlined in the above-mentioned circular letters. However, when tem-
porary appointment has been authorized under Section 4 of Rule VIII in the absence of
eligibles for such appointment, but there are eligibles now available or no examination is
contemplated, retention of such temporary appointees may not be authorized under Section 2,
Rule VIII, but extension may be authorized under the regular provisions of Section 4,
Rule VIII.

In the case of those employees placed on duty on or after June 1, 1940, for job employment
under Section 4, Rule VIII, such appointments may be proposed for indefinite extension under
Section 4, Rule VIII, for the duration of the project for which originally employed under
the regular provisions:

Such temporary appointment shall not extend beyond 6 months, unless there are no eligibles avallable
for the additional period or under unusual circumstances which seem {0 the Commission to Justify an
extension beyond 6 months; and in no case shall such temporary appointment extend beyond 6 months for
any purpose other than to complete the Job of work for which the person was originally employed.

The emergency has created extremely unusual circumstances which in many cases could not
be foreseen by the appointing officers and, in view of that fact, the indefinite extension
of such temporary appointments may be approved to "complete the job of work for which the
person was originally employed." This will obviate the necessity for requesting and auth-
orizing extensions periodically.

In the case of such appointments to positions under the District system, requests for the
retention of temporary employees will be submitted by the field official concerned to the
District Manager under whose jurisdiction the temporary appointment was originally authorized,
together witha statement by such field official that the retention of the temporary employee
is necessary in the public interest because of the training and experience acquired during
the period of his temporary service.

Very truly yours, '

M. J. McAuLiFrFE,
District Manager,
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C.L. No. 601
FOURTH UNITED STATES CIVIL SERVICE DISTRICT
Office of the Manager
820 Seventh Street, N.-#., Washington, D. C,
December 17, 1940

APPOINTING OFFICERS:

SECRETARIES, LOCAL RATING BOARDS AT WAR DEPARTMENT ESTABLISHMENTS:

RECORDERS,

LABOR BOARDS AT NAVAL ESTABLISHMENTS:

RECORDER, LABOR BOARD, CURTIS BAY COAST GUARD DEPOT:

SUBJECT:

Extension of temporary appoiniments and promotion of temporary appointees—national
defense agencies.

In Departmental Circular, National Defense Series No. 8, of November 23, 1940, the Commis-
sion brought to the attention of departments and independent establishments the regulations
with respect to the exteasion of temporary appointments and the promotion of temporary ap-
pointees in all nationsl defense agencies and positioas.

For your information and guidance, the regulations mentioned are set forth:

I. EXTENSION OF TEMPORARY APPOINTMENTS

A. Apﬁointments under Section 2, Civil Service Rule VIII

In view of the present emergency the Commission will suthorize the retention of tem-
porary appointees serving in Washington, D. C., or in the field under Section 2 of
Civil Service Rule VIII, pending establishment of an e11g1b1e register, subject to
the followmg ‘conditions:

1.

The appointee must qualify in the examination held for his position (or in an
examination fromwhich his eligibilitycan be transferred to the register resulting
from the examination held for his position) but not be within reach for certifica-
tion for probational appointment;

‘The department or agency inwhich he ig8 employed must certify that the retention

of the temporary appointee is necessary in the public interest because of the
training and experience he has acquired during the period of his temporary service;

‘The temporary employee may be retained only during the present emergency;
4,
5.

The temporary appointee will retain his temporary status;

The temporary appointee may be continued during the life of the eligible register
established for his position;

If a subsequent examination or examinations become necessary, the temporary ap-
pointee may be retained during the life of the resulting registers, provided he
enters such examination and attains an eligible rating therein;

In the case of temporary appointments under the district system, requests for the
retention of a temporary appointee under the conditions outlined above should be
submitted by the field official concerned to the appropriate District Manager who
is authorized to act for the Commission in these cases and who will advise the
head of the field office of the action taken.

B. dppointments. under Section 4, Civil Service Rule VIII

1.

Appointments made on or before May 31, 1940

a. Appointments made from Civil Service Registers.—In the case of temporary
employees who were appointed under Section 4 of Rule VIII on or before May
31, 1940, from a Civil Service register retention may be authorized under
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II.

2,

Section 2 of Rule VIIT in accordance with Paragraph I-A above, even if the
appointee is not within reach for probational appointment.

b. Appointments made in the absence of an appropriate register where the an-
nouncement of an examination is contemplated.—Such appointees may also be
proposed for retention under Section 2 of Rule VIII, with the understanding
that if they subsequently qualify in the examination their retentién may be
authorized, subject to the conditioms outlined in Paragraph I-A above.

C. Appointments authorized in the absence of an appropriate register where no
éxamination is contemplated or where eligibles become available.—Retention
of 'such temporary appointees may not be authorized under Section 2 of Rule
VIII but extensions may be authorized under the regular provisions of Section
4 of Rule VIII.

Appointments made on or after June |, {940

Such appointments originally effected under Section 4 of Rule VIII may be pro-
posed for indefinite extensions under Section 4 of Rule VIII for the duration of
a project for which employed under the regular provisions of Section 4 of Rule
VIII, which readsinpart: "Such temporary appointments shall not extend beyond

'six months unless there arenoeligibles available for the additional period or

under unusual circumstances which 'seem to the Commission to justify an extension
beyond-sixmonths; and in no case 'shall such temporary appointment extend beyond

‘six months for any purpose other than to complete the job of work for which the

person was originally employed." The emergency has created extremely unusual
circumstances which in many cases could not be foreseen, and in viewof this fact
the indefinite extemsion of 'such temporary appointments may be approved "to
complete the job of work for which the person was originally employed." This
will obviate the necessity for requesting extensions of temporary appointments
periodically. -

In the case of temporary appointments under the District system, requests for
the retention of temporary employees should be submitted by the field official
coacerned to the appropriate District Manager, with a statement that the retention
of the temporary employee is necessary in the public interest because of the
training and experience acguired by the appointee during the period of his tem-
porary service. The District Manager is authorized to act for the Commission in
such cases and will advise the head of the field office of the action taken.

PROMOTION OF TEMPORARY APPOINTEES

Subject to compliance with applicable decisioms of the Comptroller General and the
provisions of Bureau of the Budget Circular No. 263, relating to "administrative
within-grade promotionms," the following regulatioms will govern administrative
increases within the grade in the case of temporary appointees in national defemse
agencies:

A. 4ppoirtees under Section 2, Rule VIII

1,

Temporary employees appointed under Section 2, Rule VIII, may receive administra-
tive increases within the grade after 30 days of service. If certified forpro-
bational appointment theymust serve 30 days at theminimum rate of payspecified
in the examination announcement before being eligible for increase in payasa
probational employee.

No general authority is granted for promotioms to different positions than the
one to which appointment was originally authorized. Such promotions must be
presented as new appointments under Section 2, Rule VIII, either to the Commis-
'sion or the appropriate District Manager.
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B. Appointees under Section 4, Rule VIII

1. Consulting Experts.-—Consulting experts may receive salary increases at any time
after the date of original appointment (see Departmental Circular No. 204, of
October 27, 1929).

2. Any other temporary employees appointedunder Section 4 of RuleVIII may receive
increases within the grade after 30 days of service.

3. No general authority is granted for promotions to different positions than the
one towhich original appointment was authorized. Such promotioms must be pre-
'sented as new job appointments under Section 4 of Civil Service Rule VIII, either
to the Commission or to the appropriate District Manager, or must be presented
as new appointments under Section 2 of Rule VIII in accordance with Paragraph
I-A abvove.

Very truly yours,

M. J. McAuLirrE
District Manager
Office reference:
National Defense Series No. 8
of November 23, 1940
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C.L. No.4s1
(Appt. Off.,
Rating Bds.,
Natl. Def.)

FOURTH UNITED STATES CIVIL SERVICE DISTRICT
Office of the Manager
820 Seventh Street, N. W., Washington, D. C.

August 9, 1940
ALL APPOINTING OFFICERS:
SECRETARIES, LOCAL RATING BOARDS:
RECORDERS, LABOR BOARDS AT NAVAL ESTABLISHMENTS:
RECORDER, LABOR BOARD AT CURTIS BAY COAST GUARD DEPOT:

SUBJECT: Restriction on shifts of personnel from defense agencies

On July 10, 1940, the Commission addressed Departmental Circular No. 225 to the Heads of
Departments and Independent Establishments, in which was quoted a letter from Mr. William
H. McReynolds, Administrative Assistant to the President, regarding the desirability of
placing restrictions on the 'shifting of personnel to and from defense agencies. In order to
effectuate the policyset forth in that letter, the Commission now advises that the following
procedure will be observed with respect to personnel transactionms concerning positioms over
which the Commission has jurisdiction; that i's, transfers, reinstatements, and certifications
from competitive registers in accordance with the Civil Service Rules in the case of persons
who are employed in defense agencies and positions (defense agencies are listed at the end
of this letter):

TRANSFERS

Departmental Circular No. 202 advised departments and independent establishments that the
indorsement of the department or agency in which an employee formerly 'served would no longer
be required in connection with reinstatement and transfers. Effective immediately, however,
in the case of a transfer of an employee from a defense agency or position, clearance from
the agency in which the person is employed must be 'secured in writing. The request for
transfer forwarded to this Commission (Standard Form 16) must be accompanied by a copy of
the letter from the defense agency in which the person is employed, consenting to the release
of the employee. Requests for the transfer of employees from defense agencies or positions
which are received without the letter of clearance from the defemse agency will be returned
without action to the department or agency from which they were received unless adequate
reasons are presented to the Commission to'show that the tramsfer 'should be allowed in accord-
ance with policy stated in the letter from the Administrative Assistant to the President.

REINSTATEMENT

Request for reinstatement {Standard Form 16) in the case of any former employee who within
%0 days was 'separated from a defense agency or position must similarly be accompanied by a
copy of a letter from the defense agency consenting to the reinstatement of the employee.

CERTIFICATION FROM COMPETITIVE REGISTERS

M1 certifications from registersof eligibles resulting fromcompetitive examinations will
hereafter be issued subject to the same restriction; that is, in the case of eligibles who
are cer.ified and who are employed in defenmse agencies or positions certification will be
'subject to securing release in writing from the department or agency in which the eligible
is empioyed. Reports of the selection of eligibles who are employed in defense agencies or
positions must show that the release has been 'secured. In contacting eligibles regarding
availability for appointment, therefore, appointing officers will be charged with the re-
‘sponsibility of ascertaining whether the eligible is employed in a defense agency-or posi-
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tion and, if so, with the respomsibility of securing release from the agency in which the
eligible is employed.

PERSONNEL TRANSACTIONS INVOLVING POSITIONS EXCEPTED FROM THE CLASSIFIED SERVICE

In view of the policy ‘suggested by the Administrative Assistant to the President and the
exigencies of the national defemse program, the Commission suggests that a similar procedure
be observed in personnel tramsactions involvirg positioms which are excepted from the com-
petitive classified service.

LIST OF FALIONAL DEFENSE AGENCIES

WAR DEPARTMENT
NAVY DEPARTMENT
STATE DEPARTMENT
NATIONAL ADVISORY COMMITTEE FOR AERONAUTICS
CIVIL AERONAUTICS AUTHORITY
MARITIME COMMISSION
PANAMA CANAL
FEDERAL BUREAU OF INVESTIGATION, JUSTICE DEPARTMENT
IMMIGRATION AND NATURALIZATION SERVICE
PROCUREMENT DIVISION, TREASURY DEPARTMENT
CIVIL SERVICE COMMISSION
BUREAU OF EMPLOYMENT SECURITY, SOCIAL SECURITY BOARD, FEDERAL SECURITY AGENCY
VOCATIONAL EDUCATION BRANCH, OFFICE OF EDUCATION, FEDERAL SECURITY AGENCY
NATIONAL DEFENSE ADVISORY COMMISSION
UNITED STATES COAST GUARD, TREASURY DEPARTMENT
BUREAU OF THE BUDGET
BUREAU OF LABOR STATISTICS, LABOR DEPARTMENT
APPRENTICESHIP SECTION, DIVISION OF LABOR STANDARDS, LABOR DEPARTMENT
FEDERAL COMMUNICATIONS COMMISSION (work incidental to surveillance of communicating channels)
BUREAU -OF MINES AND GEOLOGICAL SURVEY, INTERIOR DEPARTMENT (work incidental to strategic materials, explo-
sives, and mapping of strategic areas for the national defense program)
BUREAU OF MARINE INSPECTION AND NAVIGATION, COMMERCE DEPARTMENT (work incident to proper equipping and man-
ning of vessels of the United States Merchant Marine)
COAST AND GEODETIC SURVEY, COMMERCE DEPARTMENT-—the following positlions:
Junior engineer (field position)
Deck officer (field position)
Junior cartographic engineer
Topographlic draftsman »
Assistant engineering draftsman (chart corrector)
Photographer
Assistant lithographer, mechanical (lithographic transferrer)
Lithographer, mechanical (lithographic pressman)
Junior lithographer, mechanical (typesetter)
Artistic lithographer, negative cutter (lithographlic draftsman)

Very truly yours,

M. J. McAuLiFFE
District Nanager
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

September 4, 1940
CT:AB:SPR:JL:
DEPARTMENTAL CIRCULAR, NATIONAL DEFENSE SERIES NO. 4

SUBJECT: Objections to eligibles certified to positions in Federal agencies concerned in
preparedness and the national defense program.

TO HEADS OF DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS:

The first sentence of section 2 (b} of Civil Service Rule VII was amended by Executive
Order No. 8423 of May 28, 1940, to read as follows:

The nominating or appointing officer shall make selections for the first vacancy from not more than

the highest three persons certified, or from the register, with sole reference to merit and fitness,
unless objection shall be made and sustained by the Commission, to one or more of the persons certified,
for any of the reasons stated in Rule V, Section 3, or in the case of positions in Federal agencies con-
cerned in preparedness and the national defehse program, for such other reasons &8s may be approved by
the Commission.

In order to be sustained, the objections must be based on a statement that the eligibles
are unsuitable for appointment for any of the following reasons, in addition to those enu-
merated in section 3, rule V, inasmuch as the appointment of individuals of such types might
result in delaying the progress of the national defense program, disclosure of confidential

information, or other action detrimental to the national defense.

1. Disloyalty to the United States or any doubt or suspicion on the part of the appointing
officer as to the loyalty of an eligible.

2. Subversive activities or suspicion of affiliation with subversive elements.

3. Inability toproduce without opportunity for training, or lack of specialized training,
or experience necessary under emergency conditioms.

4. Very low earned ratings as, for example, in Stenographer and Typist examinations where
the duties of the position and the needs of the service are such as to require ability to
produce results immediately and ability to measure up to high standards of performance.

5. Undesirability of transferring an eligible from a positionina private industry vital
to the national defense program.

6. Mémbership in the Commwaist Party, the German-American Bund, or any other Communist,
Nazi, or Fascist organization.

7 Unavailability for immediate employment of eligibles who are now serving an enlistment
in the military or msaval services.

By direction af the Commission:
Very respectfully,
L. A. Mover

Executive Director and Chief Examiner
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HOUSING MANAGER

(for Fort Projects)
50 to 100 Units

JUNIOR ADMINISTRATIVE ASSISTANT
CAF-110-7
Salary: $2600 to $3200

Under the general direction of the Chief, Management Section, Washington Central Office,
with wide latitude for the exercise of independent judgment within the limits of Nationmal
Policies and Procedures, to serve as Housing Manager of a Defense Housing Project consisting
of 50 to 100 units;

To be responsible for the efficient and economical management, operation, and maintenance
of the entire Project; :

To be responsible for the interview and placement of applicants for tenancy certified by
the Commanding Officer of the Fort in the several units of the Project; and organize and
develop appropriate cooperative recreational and educational activities, functioms, and
relationships among the tenants residing at the Project;

L3
To be responsible for the collection, custody, and accountability of rental and other Pro-
ject incomes; and to personally receive 4nd receipt for the same;

To be responsible and accountable for all other property of the United States, either real
or personal, forming a part of or pertaining to the Project;

To be responsible for the operation, repair, and maintenance of the buildings; the plumb-
ing, heating, electrical and mechanical systems, services, parts, and equipment; the tools,.
machinery, fixtures, and equipment, whether portable or stationary; the roadways, walks,
yards, and grounds; and all other appurtenances and parts of the Project development and
facilities;

To maintain the cost records and accounts covering all phases of the management, operation,
and maintenance activities; and the books, records, and accounts for controlling budgetary
allotments, authorizations, and conditions and reflecting, by objective class, expenditures
and obligations chargeable against such budgetary allotments and authorizations;

To prepare the regular and special financial and operational reports covering the various
fiscal and management activities of the Project;

To make an administrative audit and examination of all vouchers; purchase orders; requisi-
tions; invoices; and similar fiscal documents; and otherwise;

To administer the national policies and conduct the business affairs of the Project to
effectively serve the need, in the community, for housing facilities for workers engaged in
essential defense activities and to adequately protect the Government's investment,
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HOUSING MANAGER

(for other than Fort Projects)
50 to 100 Units

JUNIOR ADMINISTRATIVE ASSISTANT
CAF-110-7
Salary: $2600 to $3200

Under the general direction of the Chief, Management Section, Washington Central Office,
with wide latitude for the exercise of independent judgment within the limits of National
Policies and Procedures, toserve as Housing Manager of a Defense Housing Project consisting
of 50 to 100 units;

To be responsible for the efficient and economical management, operation, and maintenance
of the entire Project;

To select, in accordance with the provisions of the Lanham Act (Public No. 849-76th Con-
gress) or any other applicable Federal laws and the regulations promulgated pursuant thereto
by the Federal Works Agency, the tenants for the occupancy of the Units; and organize and
develop appropriate cooperative recreational and educational activities, functioans, and re-
lationships among the tenants residing at the Unit;

To be responsible for the collection, custody, and accountability of rental and other
project incomes; and to personally receive and receipt for the same;

To be responsible and accountable for all other property of the United States, either real
or personal, forming a part of or pertaining to the Project:

To be responsible for the operation, repair, and maintenance of the buildings; the plumbing,
heating, electrical and mechanical systems, parts, and equipment; the tools, machinery, fix-
tures, and equipment, whether portable or stationary; the roadways, walks, yards, and grounds;
and all other appurtenances and parts of the Project development and facilities;

To maintain the cost records and accounts covering all phases of the management, operation,
and maintenance activities; and the books, records, and accounts for controlling budgetary
allotments, authorizations, and conditions and reflecting, by objective class, expenditures
and obligations chargeable against such budgetary allotments and authorizations;

To prepare the regular and special financial and operational reports covering the various
fiscal and management activities of the Project;

To make an administrative audit and examination of all vouchers; purchase orders; requi-
sitions; invoices; and similar fiscal documents; and otherwise;

To administer the national policies and conduct the business affairs of the Project to

effectively serve the need, in the community, for housing facilities for workers engaged in
essential defense activities and to adequately protect the Goveranment's investment.:
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JUNIOR CLERK-STENOGRAPHER
50 to 100 Units
JUNIOR CLERK-STENOGRAPHER
CAF 310-2
Salary: $1440 to $1800

Under the general supervision of the Housing Manager with some latitude for the exercise
of independent judgment and unreviewed decision and action to perform clerical and steno~
graphic duties in connection with the Defense Housing Project comsisting of 50 to 100 units,

To interview applicants for tenancy, display unoccupied units, furnish information con-
cerning rental charges, provisions of tenancy agreements, general utility services available
to tenants, and similar matters:

To arrange for cleaning and otherwise servicing vacated urits;

To receive and receipt for rental payments and other Project income and revenues;

To post from time records and records of materials used to approximate cost sheets;

To type the specifications for requisitions from brief instructions for general purchases
of maintenance and office equipment, materials, and supplies, and contact venrdors in proc-
essing the requisitions, inserts in leases and rental agreements, and other general material;

To prepare pay rolls from the time records; requisitions and purchase orders from brief
general instructions; to answer the telephone; and perform miscellaneous duties of a similar
nature; ‘

To take in shorthand and transcribe dictation consisting primarily of the business cor-
respondence and reports of the Project;

To install and maintain a filing systemfor the retention, under a subject-matter arrange-
ment, of correspondeace, contracts, leases, reports, and similar papers; and

To perform related duties as assigned.
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JUNIOR MAINTENANCE AIDE
50 to 100 Units
JUNIOR MAINTENANCE AIDE
CU-—321-5
Salary: $1500 to $1860

Under the general supervision of the Housing Manager of aDefense Housing Project consisting
of 50 to 100 units,

To make repairs to interior and exterior of buildings and other structures, necessitating
the performance of a variety of general carpentry, plaster, and cement work;

To make general upkeep repairs to plumbing, lighting, heating, and laundering egquipment
and fixtures, and mipor repairs and adjustments to kitchen ranges and refrigerators;

To mow grass; trim hedges, bushes, and shrubbery; spade, water, and weed lawns and flower
beds; rake leaves; and perform similar tasks incidental to the care and upkeep of the yards
and grounds; ]

To sweep, scrub, mop, and polish the floors, ceiling, walls, and woodwork of the halls,
stairs, office, walks, store, laundry room, and other service rooms and quarters;

To supervise the duties performed by unskilled laborers; and

To perform related duties as assigned.
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UNSKILLED LABORER
CU—234-2
Salary: $1080 to $1380

Under immediate supervision to perform ordinary undkilled manual labor, requiring no spe-
cial training and little experience, in connection with the operation and maintenance of
the Defense Housing Project, and cqmsisting of 50 to 100 units, and more particularly,

To clean porches, walks, and yards; collect and dispose of garbage and rubbish; sweep,
scrub, mop, and polish floors, wash windows, walls, and woodwork;

To mow lawns; trim hedges and shrubbery; pull and cut weeds; water grass, flowers, and
other plants;

To move furniture and place and repair awnings and screens;
To make simple repairs to the buildings, fences, walks, and operating equipment;

To dig ditches, holes, and similar excavations; lift and carry and pile lumber; mix and
carry cement, concrete, and plaster; pass tools; and perform other similar tasks in assisting
those engaged in semiskilled and skilled work;

To occasionally serve as watchmen of the building or premises; and

To perform other similar work as assigned.
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Form 2504
January 1941

UNITED STATES CIVIL SERVICE COMISSION

WASHINGTON, D. C.

UNITED STATES CIVIL SERVICE DISTRICTS

For convenience in administration of the field service the Commission has divided the
United States into districts and territorial units.- The following shows the names of the
Commission's district managers and the addresses of their headquarters, the headquarters of
the Commission's representatives outside the continental United States, and the region com-
prised by the respective Civil-Service districts and territorial units.

District

First

Second

Third

Fourth

Fifth

Sixth

Seventh

Eight

Ninth

Tenth

Eleventh

Twelfth

Thirteenth

‘Cincinnati,

Headquarters

Post Office and Courthouse Bldg.,
Boston, Mass.

Federal Building, Christopher
Street, New York, N. Y.

Customhouse, 2nd and Chestnut
Sts., Philadelphla, Pa.

McCrory Bldg., 820 7th St.,
N. W., Washington, D, C.

New Post Office Bldg., Atlanta,
Ga.

Post 0ffice and Courthouse Bldg.,
Ohio

New Post Office Bldg.,
I11.

Chicago,

Post Offlce and Customhouse
Bldg., St. Paul Minn.

New Federal Bldg., St. Louls,
Mo.

Customhouse Bldg., New Orleans,
La.

Post Office Bldg., Seattle,
Wash,
Federal Office Bldg., San Fran-

cisco, Calif.

New Customhouse Bldg., Denver,
Colo.

Supervisors

William A. Foley, Mar.
Harry A. Dutton, Asst. Mgr.

James E, Rossell, Mgr,
Lawrence H, Baer, Asst, Mgr.

Chas. D. Hertzog, Mgr.
William A. Brady, Asst. Mgr.

Maurice J. McAuliffe, Mgr.
T. D, Dunn, Asst., Mgr.

Orie E. Myers, Mgr.
Wesley E. Andress, Asst. Mgr.

Charles W, Paine, Mgr.
Cecil E, Snyder, Asst. Mgr.

James V, Swanson, Mgr.
James C, Lackore, Asst, Mgr,

Miss Rena B. Smith, Mgr.
Daniel C. Whelan, Asst. Mgr.

Henry W. Rempe, Mgr.
Mrs, Bobble M. Snoddy, Asst.
Mgr.

Edward H., Jennings, Mgr.
Armor C, Dorks, Asst. Mgr,

James P, Cooley, Mgr.
Paul N. Cole, Asst. Mgr.

Harry T. Kranz, Mgr.
William E, Stayton,Asst,ygr.

Clarence L. Edwards, Mgr.
Miss Pearl Hopper, Asst, Mgr.

Ferritory Served

Maine, New Hampshire, Vermont,
Massachusetts, Rhode Island, and
Connecticut

New York and New Jersey

Pennsylvanla and Delaware

Maryland, Virginia, West Virginia,
North Carolina, and the District
of Columbla

South Carolina, Georgila, Alabanma,
Florida, Mississippi, Tennessee,
and Puerto Rico

Ohio, Indiana and Kentucky

Wisconsin, Michigan,and Illinols

Minnesota, North Dakota, South
Dakota, Nebraska, and Iowa

Kangas, Missouri, Oklahoma, and

Arkansas

Louisiana and Texas

Montana, Oregon, Idaho, Washing-
ton, and the Territory of Alaska

California, Nevada, Arigzona, and
the Territory of Hawail

Colorado, New Mexico, Utah, and
Wyoming. ’
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EXECUTIVE ORDER
8760

RESTRICTING THE ELIGIBILITY OF FEDERAL EMPLOYEES
TO TAKE CIVIL SERVICE EXAMINATIONS AND TO BE
CERTIFIED

By virtue of the authority vested in me by the Civil Service Act (22 Stat. 403), and by
section 1753 of the Revised Statutes of the United States (U.S5.C., title 5, sec. 631}, and
in view of the present emergency conditions, the Civil Service Commission is hereby directed
to refuse examination to any person who is, or who has been within three months of the date
of the examination, employed in the civilian executive branch of the Federal Government, or
to certify any such person who is on the eligible register of the Commission, unless such
person submits the written assent of the department or office in which he is or has been
employed to his taking such examination or to his being so certified. Such assent shall be
based solely upon the finding, after due consideration, by such department or office that
the person can render better service for the Govermment in the position for which the exami-
nation is held or for which certification is requested.

This order shall continue ineffect until the Congress or the President declares that the
present emergency has ceased to exist.
FrankLin D, RooSEVELT

Tue Wuite House
M¥ay 27, 1941.-
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PUBLIC RELATIONS

PUBLIC RELATIONS

The importance of good relations with the public for insuring the success
of the defense housing projects cannot be overemphasized. Much depends on
the effectiveness with which local housing managers use available media of
publicity and develop comtacts with other departments of government, civic
groups, and the public generally. The Division of Information responsible to
the Federal Works Administrator handles public relations on a national scale
and is available to assist local managers by providing material and advising
on specific problems, but the managers are responsible for public relations
work in their communities. It is not anticipated that they should become
expert publicity men, but they are expected to exercise common sense and good
judgment in all dealings with the community.

It is essential to remember that the public is entitled tocomplete, authen-
tic, and factual information about the projects. Great care should be taken
to insure the accuracy of any statement, whether written or oral. If the
facts are not clear, it is best to say nothing rather than give out inaccurate
information. Predictions and prophecies should be avoided. It is perfectly
proper to give publicity to established policy but dangerous to speculate on
future decisions or courses of action.

Establishment of cordial relations with local officials and civic leaders
should be effected as early as possible. Invitations toaddress local organi-
zations such as chambers of commerce, civic improvement associations, fraternal
organizations, etc., should be accepted and used to the fullest extent to gain
support for the project. The cooperation of local leaders should be solicited
at all stages in its construction and operation.

Among the first contacts to be made in the community are those with local
newspapers. The Housing Manager should make it his business tobe on friendly
terms with reporters and to know local editors. It would be well for him to
visit their offices soon after his arrival and introduce himself. The news-
_papermen should be made to understand clearly that the Manager 'is interested
only in the project and the town, not in seeking publicity for himself.

An important part of the Manager's function is to give the papers factual
information concerning the project and its relationship to the general commu-
nity. Occasionally there will be human interest stories and pictures worth
suggesting to the papers. The Manager should not try to write the story him-
self but should call the city editor and tell him about it.

In the event of fire, crime, or serious accident, the Manager should never
try to conceal the fact of its occurence, but should refer the reporters to
the responsible local police -or fire authorities. Under no circumstances
should he discuss for publication the personal affairs of temants without
their permission.

E.001
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AVOID
‘CONTROVERSY
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PARTIALITY

WEEKLY
PAPERS
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PROJECT
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TATION

MUSIC AT THE

CEREMONY

THE DIVISION
OF INFORMA-
TION

Controversy in the newspapers should be avoided wherever possible, even
though the provocation is great. If unjustified charges are made against the
project, a factual statement may be made but it should be prepared with care
and presented with moderation. :

Great care should be taken to avoid shéwing any preference or favoritism
where there are two or more newspapers or radio stations in the area. All
should be given the same treatment. Copies of statements for publication
should be made available to all papers at the same time. :

Housing Managers should not overlook the county papers, which are for the
most part published weekly. Inmany communities the weekly paper wields con-
siderable influence. In general, it may be assumed that the newspapers and
radio stations in the area are willing and anxious to help the Manager and
the project and their help can be of tremendous value.

Certain special opportunities for valuable publicity will occur during and
after the construction of the project. All defense housing developments are
given an appropriate name. The whole community can participate in the selection
of the name. Sunggested names are submitted to Washington, where a selection
is recommended for the approval of the Administrator.

The best possible program should be organized for the formal dedication
ceremonies. The mayor of the city or town and other leading public officials
should be invited to participate; if the project is on or near a military
post, the commandant of the post; and representatives of the comstruction
agency, if possible, and of the coantracting firm should be on the program.
The construction manager or project engineer should be invited to cooperate
in arranging the celebration.

Perhaps most important of all, everything should be done tohave the tenants
feel that it is .their celebration as well as the Goveranment's. A committee
of residents might be selected toassist in the arrangements. Representatives
of the temants should be seated on the platform and one of their namber, if
possible, should make one of the dedicatory speeches.

The press and the radio stations may be depended on to carry announcements
of the date of dedication. Timeon the radio may also be given to the Manager
or some local official to tell about the project and issue an invitation to
the public.

Wherever possible, ‘a local band should be obtained for the ceremonies. It
an Army or Navy band from a nearby post can be obtained, it is generally pre-~
ferable to a civilian band. In some communities WPA bands are available. It
is important to secure clearance from the local musicians' union for any band
to play.

If any difficult public-relations problems arise or if there is any doubt
in the Manager's mind as to the proper procedure to follow, he should not
hesitate to get in touch with the Washington office. The Division will not
ask the Managers to make any routine reports, but they should advise the

Washington office of any unusual occurences or of any important publicity in

connection with the project.
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FISCAL PRACTICES

FOREWORD
Fiscal Practice and Procedure

The outline of fiscal practice and procedure which follows is designed to assist the
Manager in handling so-called business features of his work by allowing as much local lati-
tude as is consistent with limitations of law and adopted policy.

The system of accounts has been prescribed by the General Accounting Office. Procedures
relating to procurement, travel, leave, pay rolls, and other similar items are dictated
largely by regulations beyond the control of this Agency. The practice outlined for pre-
paration and administration of the budget reflects sound and successful experience. How-
ever, the central office attaches ‘great importance to the Manager's judgment concerming
his budgetary needs, and will always endeavor to construct and administer field budgets so
as best to meet the day-by-~day operating ptoblems.

The plan of budgetary administration which is explained in subsequent pages is based upon
the requirement that the local Manager shall plan his operations and his spending in advance.
Adequate flexibility is introduced by permitting modification of the spending plan as con-
ditions require adjustment of the operating plan. Yet it is a requirement that at all
times there must be a plan of operation and a plan of spending consistent therewith. A
system of this kind has been found to be a decided aid to management.

It is hardly to be expected that the practice and procedures adopted now will be found
usable without some modification from time to time. The central office knows that the
function of managing a large number of housing developments widely scattered throughout
the country, is a new function and that only field experience can point the way to wholly
acceptable procedures.. We also realize that the financial aspect of managing these hous-
ing developments is but one element of the job.- We need and are sure we shall have the
continuous, intelligent cooperation of the Managers in refining instructions relating to
fiscal practice.- The Managers, in turn, may be sure that the central office approach to
their financial and budgetary problems will be a sympathetic one, conditioned by a real ap-
preciation of all the implications of the intimate relationships involved.:

1ne specific runctions of the Executive Assistant and Budget Officer with respect to
budgetary, fiscal, and administrative management activities have been defined by the Admin-
istrator in General Order No. 10 issued May 16, 1940, as supplemented, as follows:

1. Effective this date the Executive Asslstant, Office of the Administrator, Federal Works Agency, in
addition to other duties heretofore or subsequently assigned and in behalf of Federal Works Agency
and the Office of the Administrator, shall do and perform the following:

a. Act as Budget Officer pursuant to the provisions of the Budget and AccountingAct, 1921, approved
June 10, 1921, and appropriate Executive Orders and other orders pertinent thereto.

b. Coordinate all budgetary relations with the Bureau of the Budget; coordinate reports to the Treasury
Department required by 1ts Circular 494 and those relating tb estimated cash withdrawals and other
special reports requested by the Treasury Department; clear requests for opinions by the General
Accounting Office involving administrative expense and changes ln administrative procedures.

c. Assist or represent the Administrator in budget hearings before the Bureau of the Budget and Appro-
priation Committees of the Congress,

d. Establish a budget system designed to meet the requirements of the law, and of regulations issued

by the Director of the Budget pursuant thereto, and so far as practicable to develop unlformity
of budgetary practice, classification, reports, and control.
F.001

Revised Aug. 1, 1941
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2.

3.

4.

6.

7

8

e, Prepare for the Administrator a consolidated monthly financial statement showing the status of
appropriations and authorligations.

f., Keep the Administrator informed concerning the obligation of administrative funds in relation to
(1) approved apportionments and (2) the status of the respective work programs.

g. In cooperation with the heads of constituent units, examine the administrative organigations,
methods, and costs, and recommend improvements in administrative management, including consolida-
tion of administrative activities iIn the Office of the Administrator, designed to increase economy
and efficlency.

Review proposed major changes in administrative practice or organization as initiated by constitu-
ent units of Federal Works Agency and when necessary inform the Administrator concerning the
significance thereof,

1. Advise the Administrator concerning the financial, budgetary, and administrative aspects of (1)
proposed legislation affecting Federal Works Agency and (2) proposed general orders, circulars,
and bulletins submitted for issuance by the Administrator.

Js- In respect of the Office of the Administrator and all functions therein and funds appropriated
or avallable thereto; prepare budget estimates and administer approved budgets; establish and
maintain a general plan of financlal practice and supervise financlal affairs and expenditures;
with appropriate advice and cooperation of the General Accounting Office and of the Treasury, establish
and maintaln an adequate system of accounts and accounting procedures, fiscal records and reports;
certify as to the avallability of funds forproposed contracts, commitments, and personnel appoint=
ments; supervise procurement and the operation of all central office serviceunits; develop fiscal
and administrative procedures; review proposed legislation and all orders proposed for issuance
by the Administrator; maintain 1iaison with the General Accounting Office, Treasury Department,
and other pertinent agencies of the Government concerning matters arising out of this Order.

h

The head of each constituent unit of Federal Works Agency shall designate an officer who shall be
recogniged as the dbudget officer thereof and perform budgetary duties for such unit in a manner not
inconsistent with the provisions of this order,

The Executive Assistant shall exercise general direction and supervision over the preparation by
constituent units of all estimates, including supplemental and deficlency estimates, required to
carry on their work, All such estimates shall be reviewed by the head of the respective constituent
unit who, personally or through his budget officer, shall indicate in writing his views concerning
the same., After approval by the Administrator the Executive Assistant shall transmit the estimates,
including that for the Offlce of the Administrator, to the Director of the Budget with the views of
the Administrator for the use of the President and the Congress., The heads of constituent units and
their respective budget officers shall be present at hearings on their approved estimates before the
Bureau of the Budget or committees of Congress and shall be prepared to justify the same.

In gathering information for estimates or concerning such estimates the Executive Assistant acts for
the Administrator and his calls for the purpose of consultation or information shall be so interpreted.

On or before June 1st of each year, or as soon thereafter as action by the Congress permits, the
Executive Assistant shall submit to the Administrator his recommendations concerning the minimum
necessary operating budget for each constituent unit as proposed by the head thereof for the succeed-
ing fiscal year, together with a quantitative estimate of each work program forecast for such year,

After approval of an estimate by the Administrator no officer or employee of Federal Works Agency or
of any constituent unit thereof shall submit to the Bureau of the Budget any different estimate or
request for an appropriation or proposal for an increase in an item of any such estimate or request
except by direction of the Administrator, or at the request of the Director of the Budget and then
only after clearing with the Executive Assistant, No estimate or request for an appropriation, or
for an increase in an item of any estimate transmitted by the President, shall be submitted to the
Congress or to any committee thereof by any officer or employee of Federal Works Agency or of any con-
stituent unit thereof unless at the request of elther House of Congress or a committee thereof and
then only after clearing with the Executive Assistant and compliance with Circular 344 of the Bureau
of the Budget. No estimate or request for authorization of an appropriation shall be submitted
without approval by the Administrator.

Appropriations and authorizations made by the Congress or so much thereof as may be approved by the
President shall be considered as fixing the maximum of obligatlions to be incurred and the program of
administrative expenditure shall be subject to continual review and revision in the interest of
economy and efficlency, When required by the Administrator general reserves shall be provided (i)
to meet emergencies that-cannot be anticipated at the time the apportionment is made and (g) to
effect savings in the appropriation where such savings can be made without detriment to the service
involved. Expenditures that might be made in the last quarter of the flscal year from funds ac-
cumulated through the preceding months, but which may be postponed without detriment to the service,
shall not be lncurred.

Nothing 1n the foregolng shall be so construed as to relleve the heads of constituent units or of-
ficers thereof of any duties or responsibllities imposed by law or by adminlstrative order or in-
struction not inconsistent herewith.

Joun N. Epy,
Executive Assistant and Budget Officer.

Revised Aug. 1, 1941
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BUDGET PROCEDURE FOR THE MANAGEMENT OF DEFENSE HOUSING
DEVELOPMENTS

Budget Instructions No. DHN-I June 30, 194i
I. General

The management and operation of all housing developments, supervised or
controlled by the Division of Defense Housing, Federal Works Agency, shall
be in accordance with a predetermined budget to be initially prepared and
proposed by the Housing Manager, subject to review, adjustment, and final
approval by the central office. The budgets for all such projects, whether
(1) managed directly by the divisien or (2) through operating agreements
with other Federal agencies or local housing authorities, shall be prepared
in accordance with the procedures and on the forms prescribed herein.

Neither the preparation nor administration of the budget, as here contem-
plated, requires or involves any plan or act on the part of the Manager or
his staff that is not dictated by sound and safe management practice. The
plan may necessarily vary according to the size, type, comnstruction, and
location of the development, but the procedure employed in portraying and
charting the proposed plan will be uniform, so as to facilitate budgetary
consolidations and analyzation. The procedures set forth hereafter have
proved to be the best for the use intended. The sole objectives are to as-—

sist the Manager in developing a sound and acceptable month-by-month plan:

- for operation and to provide the central office with sufficient information
to provide necessary funds and special services.

The estimates shall be based on the Federal fiscal year (July 1 through
June 30 of the following calendar year) and shall be prepared both by months
and in summary, in (1) tabular fo¥m, supported by (2) sufficient narrative
to portray clearly the plan and condition of operation, together with com-
plete justification therefor. The estimates shall be divided into three
primary categories as follows:

1. Plan of Operation
2. Forecast of Income
3. Bstimate of Expenditures

The plan of operation (1) shall be advanced by narrative, but {2) and {3)
shall be recorded on FWA Form DHM-31, pages 1 to 12, inclusive, the use of
which will be explained in detail hereafter.

The initial budget shall be submitted for approval to the central office
by the Housing Manager on the development or the appropriate officer of the
local housing authority at least one month prior to initial occupancy of the
development. The regular annual budget shall be submitted not later than
the first day of April each year. See Part III hereof for detailed explana-
tion of periods to be covered as well as differentiation bétween these and
supplemental budgets.

ii. Plan of Operation

It is essential that the Manager shall approach the budget problem by first
planning and charting the work tobe accomplished during the period, by months,
before any attempt is made to prepare the actual budget from a dollar stand-
point. It will be helpful to complete first the "Description of Development"
found on page 2 of FWA Form DHM-31 attached. It is of the utmost importance
that he analyze thoughtfully all phases of operation; determine what things
are essential and desirable in the proper conduct and management of the de-
velopment; and schedule the time when he proposes to accomplish them, taking

A. MANAGE-
MENT CONTROL

B. PURPOSE
OF BUDGETS

C. GENERAL
PLAN AND
SCOPE OF
BUDGETS

D. DATES FOR
SUBMITTING
BUDGETS

A. APPROACH
TO PLAN
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o

RECORDING
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C. REPORTING
F PLAN

%. DESCRIP~
REQUIREMENTS

C. MONETARY
AMOUNTS

into consideration special conditions on the development, seasons, weather
conditions, income, etc. That such a plan may require modification from
time to time is inno sense justification for failure to plan in the beginning.
In other words "plan your work and work your plan" and when it fails to work
as planned, itwill show up on your monthly reports {(FWA Forms DHM-20 and 21,
revised 6/26/41, copy attached) and adjustments can be made.

After development of the plan of operation, the work load, and the labor
and materials required for accomplishment, the Manager will then estimate
the cost and record the results on FWA Form DHM-31, pages 1 to 12, inclusive,
covered in detail in parts IV and V hereof.

A report of the general plan for operation shall be prepared in narrative
form for submission to the central office, including a brief but clear state-
ment of the basis and justification of the estimate for each item in the
budget, wherever the supporting schedule in the budget (FWA Form DHM-31) is
not wholly explanatory. Such justification should be in budget sequence and
appropriately keyed so as to be readily identified with the corresponding
item in the budget.

iti. FWA Form DHM-3!

FWA Form DHM-31 consists of 12 pages, including a summary or recapitulation
of income and expense (page 1); a complete description of the development
(page 2); an itemized forecast of income, with supporting schedules (pages 3,
3a, and 6); an itemized estimate of expenditures, with supporting schedules
{pages 4 to 12 inclusivel; and a request for approval (page 12}. 4ll items,
statements, tables, and schedules on this form must be fully completed, or
positive indication made that no income or expenditure is contemplated for an
item because of the type or physical aspects of the development, by placing
a dash or zero in the space opposite each such item. This form, together
with the plan and justification for operation referred to in Part II, con-
stitutes the complete budget request, four sets of which shall be submitted
to the central office. Budgets which are incomplete in any respect will be
returned for completion.. ‘

As will be noted from an examination of FWA Form DHM-31, the itemized
statements of both income and expense cover 3 fiscal years: Column 1, "Ac-
tual Past Fiscal Year"; column 2, "Estimate Current Fiscal Year"; and column
3, "Estimate Next Fiscal Year." Column 4 is for the exclusive use of the
Principal Budget Examiner in the Office of the Administrator. The support-
ing schedules, which are not divided intodifferent fiscal years, shall always.
reflect and support the year or period for which the new estimate is requested.

As indicated in pa,rt' I, section 4 hereof, initial budgets are to be sub-

‘mitted 1 month prior to operation of the project and annual budgets are tobe

submitted by April 1 each year. The initial budget, if submitted between
July 1 and March 1, need cover only the currenmt fiscal year, but if submitted
between March 1 and July 1, it shall cover, separately, both the current
fiscal year and the next fiscal year. The second regular. budget (as distin-
guished from a supplemental request for adjustment of a budget previously ap-
proved) shall cover, separately, 2 or 3 fiscal years (or portions thereof),
according to the lengthof time the development has been in operation. Column
No. 3, "Estimate Next Fiscal Year," when required to be completed in accord-
ance with the above, shall always cover the entire fiscal year.

Cents shall never be used in showing either income or expense. All items
of money shall be adjusted to the nearest dollar, e.g. $12,450,75 should be
recorded as $12,451 or $6,350.40 should be recorded as $6,350.
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.- The numerical symbols shown opposn:e the primary 1tems on th1s form are the ACCOUNT--
NG CLASSI-

‘acconntxng classifacations.. , PICATIONS

Ia caaes where one Housing Manager or office has charge of 2 or more develop—-- E. GROUPING
ments, a separate FWA Form DHM-31 (pages 1 to 12) shall be completed and sub- DEVELOPMENTS
mitted for each development, prorating those expenses which are incurred for '
the mutual benefit of the several developments concerned. This includes
salaries; and the percent of proration should be shown opposite each such item.

In addition, the results should be combined and pages 1 and 2 only of FWA Form
DHM-21, "Recapitulation of Income and Expense" and "Description of Development,"
prepared to reflect the several developments as a whole.

IV, Forecast of Income

‘Inglude in the items under this group all income which is derived fromten- A. DWELLING
.ants, whether for shelter remt, utilities, or other sundry charges—see FWA UNITS
Form DM-31, page 3. : -

Include the total rental estimated to be receivable for shelter rent of all Rental (gooo)
dwelling units. Do not made an allowance for vacancy loss or collection loss
in this figure.

1. Vaca.ncyu—-—E_stimat’e the amount of rental which may be lost due to vacant Losses (g100)
dwellings.  Deduct this amount fromestimated income from dwellings. Consider
. shelter .rent only.:

2. Collection.—Estimate the amount of charges against tenants which may be
- lost due to bad debts, etc.. Deduct this amount from estimated income from
dwellings.- Consider shelter rent only.

"Include the income which it is .anticipated will be received from dwelling Utilities
tenants only for electricity, water, gas, and heating of dwellings, when goo1)
utilities are purchased by the management for distribution to tenants, Show
by each utility item., Estimate and deduct vacancy and collection losses sep-

.arately for these items in the same manner as under 9100 above.

Include income. to be obtained from tenants for miscellaneous services ren-. Sundry
dered, which will be charged for on a service basis. This group will include ?gggﬁs
such items as replacement of keys, breakage, fumigation of tenants' household
effects, etc. .Do not consider losses under this item. ’

Under - this classification include income to be derived from stores, parking
spaces, concessions, etc., developing the information in the same detailed
breakdown as provided for dwelling units, including vacancy and collection
losses—see FWA Form DHM-31, page 3.

B. NON
DWELLING
UNITS

Each of the above items are to be supported by schedules indicating the C, SUPPORT-

method by which the amounts shown were calculated. The schedule for dwelling é{;‘?mwms’
rents is set forth at the bottom of page 3 of FWA Form DHM-31. The utility
schedules on page 6 of said form, if properly completed, will support both in-
. come and expense (see also part V, sec. 3, "Cost and Charges for Utilities"
for method of computing).: A rental schedule for nondwelling rent, to meet
the conditions on the specific development, or a statement explaining fully
the income to be derived from this source shall be prepared by the Manager
and attached as page 3a of said form. All schedules must identically sup-
port the amounts shown opposite each of the items in the estimates or com-
plete justification shown for their disagreement.
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V. Estimate of Expenditures
(FWA Form DHM-3i, pages 4 to 12)

Bstimates of expenditures under this classification will include only those
expenses which relate to purely managerial activities on the development.
As will be noted later, separate classifications are provided for janitorial
expense and maintenance expense, which include salaries as well as materials
and other costs.

Include salaries for all people on the managerial staff such as Housing
Manager, accountant, clerks, stenographer, etc. In any case wherezulemployee
is employed for less than the full year, show actual salary payment in column
headed "Annual Salary" in the supporting schedule atd show annual salary rate
in the "Remarks Column,™

Include office supplies of stationery, accounting forms and books, mimeograph
supplies, etc.

Include local and long-distance telephone, telegraph, postage, etc. Do not
include parcel post costs here as they should be included under 9406,

Include the cost of utilities for purely management purposes, only when
there is a separate charge made by the utility company. This item must be
supported by the schedule on page 6 of the budget form.

Include travel expense necessary for managerial staff in connection with
mamagement only.

Include express, freight, and parcel-post costs._'Parcel-post shipments
under 4 pounds can be sent free on a Goverament frank. ' '

A1l printing and binding to be done in field must be authorized in writing
by the central office in: add1t1on to budgetary approval prior to incurring
the obligation.

Estimate all equipment to be-purchased for exclusive use in connection
with management activities, including furniture, files, adding machines, type-
writers, desk lamps, etc.

Include armored car service, laundry, special charges, etc.

A supporting schedule for each of the above items will be found on page 4
of the budget form. The total of each must agree with the amount shown op-
posite the corresponding accounting c1ass1f1cat10n, or any difference must
be fully justified. :

- This estimate should include only those expenses necessary in connection
with purely janitorial functioms (as distinguished from repairs, alteration,
and maintenance), such as washing and cleaning (excepting decorator's wash-
ing and cleaning), rubbish and garbage removal, etc. On a majority of the
projects this expense will be limited to the community building (if any),
the Manager's office, adjacent walks, and refuse removal for the develop-
ment, but in those few cases where the unit rental includes such services
for dwelling units, hallways, etc., such expense should be included here.

Include here only salaries and wages for purely janitoriai services. Do

" not include salaries. for watchmen (if any) as these are reflected under ac-

count 9416. On the smaller developments janitorial labor may be accomplished
through part-time services of the maintenance group, inwhich case the salary
should be prorated. On developments where "Community Facilities" require the
equivalent of one or more men, prorate to account 9460.

Include supplies. and materials to be used in washing, cleaning, and other
janitorial activities, such as cleaning soaps and liquids, pails, brushes,
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brooms, cloths, fire-extinguisher retills, etc. Do not. i_‘i'iclude: disinfectant
and fumigation items.

Include equipment which is nsed in connecuon with" Janxtorwl service, Equzﬁment
hand operated fire extinguishers, ma.chme washers, etc.

Include supplies, materials, and equipment. The cost of salaries for this Disinfectant

work will be prorated from janitorial salaries,. item 9410 above., If this (gq14) Eﬂfio'f
. work is done under coatract, clearly indicate thxs Ia.ct and list the con-
tract amount,’ . _

Follow the same general instructions as in 9414. If this service is in- 5Rcm¢l

cluded in the payment in 11eu of ta.xes, so indicate, but show mo expense 9“5
under this account.

~Include salaries, wages, and :supplies tor watchman service. If the service Natc
is to be. performed under contract, indicate this fact and list the contract M1

- amount.

The supporting sc’hedules for this category of expense will be found on page 5 sme )
of the budget form and, as previously indicated, must be in complete agree- R
‘ment; with the total amounts shown opposite the corresponding class,ifi(:ation '
in the estimate, or any difference must be fully justified. It is believed
that these schedules are self-explanatory. In any case where services are to
be furnished by contract, follow the course outlined in "Purchasing Procedure.”

The estimates for the various utility services and materials required in C. UTILITIES
connection with the oﬁerat__ion of the entire development (as distinguished 8420-28)
' _fx_"om'-utilities purchased d'ire'c'tly from companies by the temants), accounting rgf.ft;elnt'
classifications 9421 through 9428, -together with the supporting schedules,
shall be recorded in ‘the manner provided on page 6 of the budget form. If
the peculiarities of a specific project make additional schedules or explana-
tion desirable or necessary, these should be prepared and attached as page 6a.

The uttltty—ezpense estimates. should be based on the purchase price and should
not include. service or maintenance charges for the .distribution system qr
other overhead costs. Account number 9427 should not be used. The following
items merit separate discussions: - :

If sewage disposal is included in the "payment in ‘lieu of taxes," show no &zz
charge opposite this item. If there is a separate charge or contract, show §§5$
_ the basis for the charge as well as the amount.

As will be recalled, the supporting “schedules for utilities om page 6 of ggggp%%g(;
the budget form serve to support both income “and expe_nse, and any difference ‘
between the two should be reflected by the amounts shown for charges to ten-

ants." .

The schedule for management uses of utilities should imclude only heat,
light, and water for management purposes and should be posted toaccount 9404.
Accordingly, such amounts as are shown in this schedule should be estmated
-and deducted from the total purchase price of the respective items before
posting to accounts 9421-26, except where metered, or otherwise charged for
‘separately. In other words, the sum of accoupts 9421-27 and 9404 should
reflect all expenses Ior the purchase of consumable ut111t1es on the develop-
ment,: -

)

With feference to the rate, cost, and charge schedule at the bottom of page
6. of the budget form, column 6 shall show the result of the cost per unit per
month, times the number of dwelling units, times the number of months of
operation; and column 8 shall show the result of the charge per unit per
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month, times the number of dwelling units, times the number of months of op-
eration. Where there is income from mondwelling units for utilities, a
similar separate schedule should be prepared and attached. The amount shown
as charges, both by item and in total, should identically support the corre-
sponding estimates for income on page 3 of the budget form and should be de-
termined by adding the cost and the service charge c'overing~distribution
systems and other administrative overhead in this connection. The service
charge will be determined separately for each development and approved by
the ceatral office.

This category is subdivided into "Dwelling Structures" (9430), "Nondwell-
ing Structures" (9440), and "Other tham Structures” (9450}, treated separately
below. It will be noted from the schedules for these subdivisions, to be
found on pages 7, 8 and 9, respectively, of the budget form, that the estimate
for each item is subdivided between "Salary" and "Other." Under "Salary,"
include both salary and wages for both regular or seasonal employees. Salary
costs must be supported by the schedule at the foot of page 10 of the budget
form. Under "Other," include all expenses for materials, suppliesj.minor
equipment, etc. If the work is to be accomplished by contract, the entire
@-ount should be included under "Other,” and this fact should be footmoted.
If the work is a combination of contract and force account an explanatory
statement or schedule should be attached showing the a.mounts and nature of
work for each.

All items must be fully supported by the schedules on page 7 of the budget
form. All schedules should be amplified, where necessary to show the exact
nature of the work to be done, by attaching a separate sheet or footnote.

Include cost of labor, supplies and materials, and minor equipment applicable
to incidental repairs performed by painter 'and assistants, paperhanging,
floor refinishing, exterior painting, and interior painting. It is importanmt
ta show the interior wall finish and the exterior surface material, the area
to be painted, number of units to be painted, number of rooms to be decorated,
and the average cost per umnit or room. ‘

Include cost of labor, supplies and materials, and minor equipment applicable
to roofing and shegt-metal work, masonry, caulking and waterproofing, tile
setting, lathing and plastering, carpentry, hardware,. glazing, screens, in-

" cinerator grates and doors, outside ironwork, etc. Show structural features

and extent of repairs required.

Include cost of labor, supplies and materials, and minor -equipment applicable
to work on interior wiring, meters, check meters, lighting fixtures, etc., in-
side the dwelling unit,

Include tost of labor, supplies and materials, and minor equipment applicable
to workon hot and cold water lines, tanks and meters, circulating pumps, motors
and controls, plumbing fixtures, etc., inside the dwelling unit.

Include cost of labor, supplies and materials, and minor equipment applicable
to work on gas piping, valves, and meters inside the dwelling structures,

Include labor, supplies and materials, and minor equipment for operation of
the central heating plant, if any, prorating between this heating item and
the heating item for nondwelling structures. Also include cost of labor,
supplies and materials, and minor equipment applicable to work on repair,
alteration, and maintenance of the heating plant, including boilers and
firing equipment, heating stoves, furnaces, fans and feed pumps; distribution
system including mains, pipes and ducts, meters, and automatic controls; radi-
ation, including radiators, radiator valves, traps and grills, etc.
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Include cost of labor, supplies and materials, and minor equipment appli-
cable to work on mechanical refrigerators and ice boxes.

Include cost of labor, supplies and materials, and minor equipment appli-
cable to work on all 'stoves or ranges vsed in whole or in part for cooking.
and for water heaters. Show separately as provided in the form.

This group includes the nondwelling facilities, other than "“Community
Facilities" (see account 9460), such as stores, office space, etc. Estimate
these items in the 'same manner as those for dwelling structures (see page 8
of the budget form). It will be noted that the supporting schedule for this
classification has been prepared in more flexible form, due to the great
variance on different projects. On those developments where nondwelling
'structures are more than incidental, the Housing Marager should prepare and
attach more complete schedules, similar to those prescribed for dwelling
'structures.

This classification includes all expenses for the repair, alteration, and
maintenance of all nonstructural facilities other than "Community Facilities”
(see 9460), such as sidewalks, grounds, machinery, and distribution systems
for sewer, water, gas, -and electric systems, the form for estimates and sup-
porting schedules beigg shown on page ¢ of the budget form. In each case
the supporting sthedule must clearly indicate the type and extent of work to
be done and the type, quality, and quantity of materials to be used.
objective classifications should include purchase of materials and ‘supplies
for operation, 'such as petroleum, gasoline, and oil for motors other than
utility distribution systems, bulbs and globes for yard lighting, seeds and
plants, etc., as well as materials and labor for repairs and alterations.
Itemized statements of operating supplies to be purchased ‘should be attached
as page 9a of the budget form, clearly identified with the accounting clas-
'sification in connect1on with which the supplies are to be used.

Thi's i tem includes work on'surfaced areas covered with nopgrowing materials,
such as gravel and bituminuous surfacing, exclusive of community recreation
areas. Estimate area involved in 'square feet or square yards and show tost
per unit, type of comstruction, and materials to be used.

Include in this item work on planted surface areas, such as laqu, flower
beds, and landscaped areas. Bstimate the area involved in square yards,
'square rods, or acres. Do not include playgrounds here—see "Community Faci-
lities," (9462).

Here estimate all expense for repairs, alterations, and maintenance of all
operating equipment on the development other than automobiles,‘such as sta-
tionary motors, mowers, hose carts, etc.

Includes work on drainage and sewer systems outside of buildings, 'such as
house connections, street lines, and trunk lines. Show amount of ditching,
length and size of pipes and parts, quantity and kind of other material, etc.

Includes work on water lines outside buildings and street lines.
kind of justification as for sewer 'system. ' ‘

Covers work on exterior distribution systems, yardlighting 'standards, etc.,
including replacement of bulbs, globes, etc.

Include under this class the cost of labor, supplies, matgrials, and minor
equipment applicable to the operation and maintenance of project-owned auto-
mobiles. Support fully, using the 'schedule included on page 11 of the budget
form. ’

.Use 'same

A1l
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Covers work on gas lines outside buildings.
in 9454.

The term "community facilities" refers to those structures, grounds, and
equipment which are provided exclusively for the recreation, health, and
welfare of the tenants at large, such as club rooms, playgrounds, wading or
swimming pools, slides, horizontal bars, etc. (see page 10 of the budget form).

Use same method of support as

Under this subclassification should be included purchase of equipment and
supplies, salaries of recreational supervisors, and all other items connected
with the operation of such facilities as distinguished from purely mainte-
nance expense, :

Include in this estimate all salaries and other expemses as in accounts 9430,
9440, and 9450, and in addition, salary for jenitorial service only when the
requirements in this respect equal or exceed 50 percent of the time of one
person, prorating such items from the respective accounts.

This classification includes all nonexpendable equipment required in com-
nection with the operation of the entire development, such as aitomobiles,
furniture, stationary motors, mowers, trucks, fire apparatus (except hand-
operated fire extinguishers, included in 9413), tools, hosecarts, etc,, except-
ing such items as are properly chargeablé to the Housing Nanager's office or
community facilities as heretofore prescribed. This includes accessories,
but does not include parts for replacement in the repair of such items. In-
clude only original equipment. (See page 11 of the budget form.) '

Under this classification estimate expense to be incurred by reason of
agreements with the local government covering the assumption by it of the
operation of facilities and the furnishing of services and benefits. Show
payments to the various governing bodies involved, the services received from
them, and the date payment is due.

Attach a separate sheet showing kind (1. Fidelity, 2. Burglary, 3. Messenger
or office hold-up, 4. Owners, Landlords, Tenants, Liability), rates, totalcost,
and whom the insurance covers. There will be no insurance coveragé on Direct
Operation Developments. .

This item is to be written in the first budget. An amount of money will be
set up in this item to be used for the pnrchase of not in excess of one year's
stock of parts, supplies, and materials which will be held ready for use in
repair, alteration, and maintenance work chargeable to the development. This
item will be set up once, and will be shown in subsequent budgets only when
there is to be a reduction or an increase, approved by the Director of the
Defense Housing Division, in the stores inventory account. This account serves
as a revolving fund for the purchase of items from moneys allocated to Repairs,
Alterations, and Replacements (cleaning supplies are not to be included in
this account), ‘

Reserves for insurance and replacement will be accumulated on the books of
the central office. Whenever it becomes necessary to use these reserves,

the Housing Manager will request the amounts he- feels necessary to carry out
the replacement program, including with such request a statement fully justi-

fying the need. The Director of Defense Housing will notify him as to what
portion, if any, of his request has been granted.

The Housing Manager's budget will be reviewed by the central office and an
approved copy, reflecting any revisions, returned to the Housing Manager by
June 1, in the case of the regular annual budget, and within 2 weeks after
receipt with respect to 1n1t1a1 budgets..
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Upon receipt of the approved copy of the budget the Housing Manager shall
immediately apporiion both income and expense by months, and prepare FWA
Form DHM-43, copy attached, and forward 4 copies thereof so as to reach the
central office not later than 1 week after receipt of the approved copy of the
budget. After review and approval by the central office, 1 copy will be re-
turned. This apportionment is to serve as a guide for the administration of
the budget (part VI).

Vi. Administration of the Budget

The careful planning of the work program and the resulting budget are of
but little value as a basis and guide to management unless the program be
followed faithfully throughout the budget period. To be sure, situations
may arise which necessitate changes and adjustments in the program, but it is
imperative that these be recognized promptly and corresponding changes and
adjustments made in the budget. Thereafter, the adjusted program and budget
should be followed faithfully.

It is highly improbable that a budget once made would ever be followed
without an orderly procedure of periodic checks and controls. In fact, all
too often work programs and budgets are prepared with care and thoughtfulness
and then set aside and lost sight of until it is discovered that expenditures
are out of line, necessitating drastic curtailment of operations, or a deficit,
or both.

In order to provide for constant control and periodic checks, the annual
budget is to be broken down into apportionments by months as has been described
in part V, section L. It is against these monthly apportionments, which are
actually monthly budgets, that controls are kept.

The only reliable control is one which is applied prior to incurring an
obligation, or to put it more definitely, in the case of salaries, prior to
the beginning of a pay roll period, or at the time of writing a requisition
for obtaining articles or services. It is of utmost importance that the
control be effectively applied at this stage and that each transaction clear
through the control before it becomes an obligation.

On account of the remoteness of many housing developments from the central
office, the control of the budget shall be the responsibility of the Housing
Manager. He will in all probability delegate the work to one of hisclerical
employees, but it is important that the work be done by only one employee.
However, this shall in no way relieve the Manager from being aware at all
times of the status of each account in the Budget. The Monthly Budget Report
which is sent to the central office will indicate the ability of the Manager
to follow his predetermined or amended work program and keep his expenditures
under control.

The control of the budget is effectuated by the use of the Budget Control
Record, FWA Form DHM 44. These forms are not apart of the accounting system,
but each entry must be kept "up to the minute" in order to make the control
effective. All entries on this form shall be made by hand.

As soon as the Breakdown of the Budget by Months, FWA Form DHM 43 has been
approved by the central office, one sheet of the Budget Control Record shall
be prepared for each division or subdivision of the budget listed on the
Breakdown of Budget by Months, FWA Form DEM 43, and the amounts approved for
each month entered in ink on the first line of the section headed "Monthly
Allocation," at the top of the form. The second line of this section of the

Reviged Aug. 1, 1941
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form should be used only for showing changes in monthly breakdowns which may
be found necessary due to changes in the timing of the work program and ex-
penditures which are discussed under the headings of "Transfers by Manager"
and "Other Transfers." The third and last line of this section of the form
is for recording the cumulative total approved for each itemasof any month,
to serve as a check of the cumulative expenditures at any period during con-
trol. Cumulative totals should be entered in penc11 in order to allow ad-
justments caused by transfers.

The importance of clearing through the control every action which involves
finances cannot be overemphasized. It is not possible to illustrate every
type of transaction, but the usual types are shown on the specimen copy and
it does not require any great amount of ingenuity tofit others into the form.
It will be noted that no cents columns are provided, entries being adjusted
to the nearest dollar only.

At the start of the monthly period the full amount of the breakdown for the
current month shall be entered in the "credit" column. As papers initiating
a financial obligation reach the control, the appropriate amount shall be
entered in the "debit" column with anidentification by the Requisition number,
Purchase Order number, or Voucher number. The balance remaining shall be
shown after each entry in the column provided forsuch purpose. The fact that
the papers have passed through the control and the appropriate amount encum-
bered shall be noted on the encumbering instrument. On the larger develop-
ments, which will have a considerable number of purchase orders and vouchers,
it may be found advisable to purchase a rubber stamp to indicate that they
have passed the control. If so, the stamp should be similar to the box omn
the bottom of the requisition form and should be applied to the file copies
only.

As additional requisitions or other initiating forms are received, they
shall be entered as in the preceding paragraph and the balances determined.
If and when the amount shown on a requisitionorother initiating form exceeds
the balance available, it shall not be passed. The alternatives to stopping
the transaction entirely are to reduce the quantity and amount of the articles
or services, so as to bring the encumbrance within the existing balance, or
to transfer funds as is prescribed in sections J and K of this part (VI).

A1l purchase orders or vouchers shall also clear the control before being
signed or sent out. The amounts shall be compared with the amounts entered
for the corresponding requisition or other initiating form. Inasmuch as the
amounts shown on requisitions are estimated, it is to be expected that the
final amounts shown on the resulting purchase orders and vouchers will differ
slightly by being greater or less. Adjusting entries shall bemade either as
debits or credits, as the case may be, with the proper reference to the requi-
sition or purchase order by number.

At the end of the monthly periods totals shall be drawn for debits and
credits for, the month and also for the period to date. This information is
necessary for the Monthly Budget Report which is described in the following
paragraph.

Immediately at the close of each month the status of the budget accounts
shall be reported to the central officeon the Monthly Budget Report, FWA Form
DHEM 45. This report shall be prepared in triplicate and the original andone
copy forwarded to the central office not later than the third day of the month
following the period of the report, the original being for the Budget, Plan-
ning, and Procedures Section, the first copy for the Management Section, and
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the 'second copy for the files of the development office. This report ‘shall
be filled in neatly and legibly by hand except for those developments where
an 18-inch typewriter is available,

In order that there may be no misunderstanding of the use of this form,-a
brief explanation of each column is presented.

Colusn I.~—Enter the amount of the item in the approved budget, This amount 1s never G. MONTHLY

changed throughout the fiscal year. BUDGET RE—
PORT

Coluan 2.—Enter only approved changes in the budgeted amounts and indicate whether plus PENDiTURE
(+) or minus (-=)., 1If both additions sand deductions have been made, show the net result ITEMS.

only, (+) or (-) as the case may be.
Column 3.—Enter the result of column 1 plus or minus column 2,

Column 4.—Enter the amount shown on the Budget Control Record for the appropriate month
as shown under *Monthly Allocation.?

Colusn 5.-—Enter the total encumbrances for the past month only, taken from the Budget
Control Record.

Column 6.—1f column & 1s greater than column 4, enter the difference in this column.
This indicates that this item is out of control.

Colusn 7.—If column 4 is greater than column 5, enter the difference in this column.
This indicates that this item 1s under control.

Colusn 8.~Enter the amount shown.on the Budget Control Record for the fiscal period, as
shown under "Monthly Allocation," to and including the past month,

Column 9.—Enter the cumulative total encumbrances for the fiscal period to and including
the past month taken from the Budget Control Record.

Colusn 10.—If column 9 1s greater than column 8, enter the difference in this column.
This indicates that this item 18 out of control.

Column 11.—If column 8 18 greater than column 9, enter the difference in this column,
This indicates that this item 1s under control.

Column 12.~Enter the amount shown on the Budget Control Record for the next month.

Column 13.—Enter the difference between column 12 and column 10, Or the sumof column 12
and column 11, as the case may be.

Column ]4.-~Enter the difference between column 3 ard column 9,

Colusn 15.-~The entry in this column does not necessarily bearanarithmetic relationship
to any of the other entries, If the Manager estimates that the work program for the balance
of the year will require the amount shown in column 14, the amount in column 16 should’be
the same. If the Manager estimates that the work program will require more or less than
shown in column 14 he shall enter the revised estimate In column i5. When the change from
column 14 becomes significant in amount, a request for revision of the budget shall be made
to the central office, adequately supported and in the same manner as for the original budget
requeat.

In case the Monthly Budget Report indicates that the Manager is not exer-
cising proper or adequate control over the encumbrances and expenditures, it
will always be theprerogative of the central office to make such adjustments
in the budget as it may feel are sound. The Manager will be informed promptly
of any such action on the part of the central office.

As the income items do not lend themselves to the 'same control as do ex- H. MONTHLY
penditure items by means of the Budget Control Record, the "actual" income ggggmlﬁg&m
must be taken from the regular accounting books. Except for this, columnms 16 ITEMS
to 27 inclusive are sufficiently parallel to columas 1 to 12 to require no
detailed explanation.

Column 28.—Enter the difference between column 27 and column 28 or the sum of column 27
and column 26 as the case may be.

Colusn 28.—Enter the difference between column 18 and column 24.
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I. CHANGES
IN THE WORK
PROGRAM

J. TRANSFERS
BY MANAGER

K. OTHER
TRANSFERS

L. REVISIONS
OF THE BUDGET

Colusn 30.——As 1n the case of column 15, this entry does not necessarily bearanarithmetic
relationship to any of the other entrles, It is very important that the Manager review his
forecast of income monthly and revise his original forecasts 1f necessary. If and when his
revision results in a significant difference from the original, a complete statement shall
be made to the central office in the same form as the original request for budget. This
may result in the approval of an Increase or decrease In the income forecast of which the
Manager will be notified. He will then change the monthly income allocations to comply.

It is essential to sound budget administration that full ard sympathetic
recognition be given both by the Manager and the ceatral office to the neces-
'sity of changing and adjusting the predetermined work program to meet changing

conditions and situationms of operation. The responsibility for recognizing
these changed conditioms and 'situations rests with the Manager. Only by con~

'stant review of the original program, comnstant comparison with current opera-

tions, and constant alertness in anticipating future operations caa he chart
his course of management successfully.

It is essential that once the necessity for changes in the work program 1s
recognized, the corresponding adjustment of the financial aspect of the budget
be made. Such adjustments must be made with certain formalities depending
upon the magnitude of the changes. The adjustments may result in transfers
between the budget items without increasing the total of the budget or an
increase or decrease in the total budget.

The Manager is authorized to transfer (without prior authority of the centiras
office) amounts between controlled divisions or subdivisions of the budget,
as shown on the Breakdown of Budget by Months, FWA Form DHM 43, not exceeding
a cumulative total of 10 percent per annum of the total amount allocated to
the division or 'subdivision, to or from which transfers are made, excepting
that 'such transfers may not be made to or from "Salaries," "Utilities,"
"Stores," or "Payments in Lieu of Taxes," or in any case where the transfer
is likely to cause an overrun in the account from which the transfer is made.
For example, the Nanager may transfer, within the 10 percent limitationm,
between "Janitorial-—Other Expense" and "Manager's Office—Other Expense,"
or between "Operating Equipment" and "R. A. and M.—Non Dwelling," etc., but
he may not transfer between "Operating Equipment" and "Manager's Office—
Salaries," between "R. A. and M.—Dwellings," and "Electricity" or "Electricity"
and "Fuel."

The Manager is also authorized to transfer amounts-which heoriginally allo-
cated for 'spending in a later month by moving them forward in partorin full
for earlier 'spending to meet a change in the time element of the work program.
However, the Manager 'should assure himself that the balance remaining is
adequate to meet the remainder of the work program. Such transfers will re-
quire corresponding changes in the monthly allocationms on the Budget Control
Record.

Changes in the work program which involve transfers to or from any of the
budget divisions in excess of the 10 percent limitation imposed above, or
transfers between restricted divisions, must be authorized by the central
office. A request shall be sent in letter form in gquadruplicate setting forth
the reasans for the change in the program and all possible information which
will be helpful in determining the reasonableness of the request. The tramsfer

‘shall not be made until one copy of the request is returned approved by the

central office, or, in case of emergency, telegraphic authorization is received.

Major changes in the work program which indicate the need of additional
operating funds, or transfers between budget divisions, 'shall be reported to
the central office by letter, in quadruplicate, 'setting forth the reasons for
the changes in the program with full supporting information. In case the
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central office sees fit to approve the request, one approved copy will be re-
turned to the Manager.

In case the changes which require additional funds or transfers between
budget divisions are numerous, a complete supplemental budget .shall be ‘sub-
mitted instead of the letter required by the preceding paragraph.

As 'soon as the Manager has received the approval of the central office of
changes in the budget, he shall submit a revision of the "Breakdown of the
Budget by Months," in triplicate, one of which will be returned, if approved.

The budget procedure described herein contemplates the thoughtful preparation
of a work program with careful estimates of the cost of operation according
to that program, as well as logical forecasts of the resulting income. It
further contemplates periodic checks to determine how closely the Manager is
adhering to his predetermined program or to indicate where and when deviation
from it becomes advisable or necessary.

It is important that the Manager realize the need of following a definite
plan of operation until he finds it necessary to change the plan and then that
he do so with definite formality and dispatch.

It is hoped that Managers will be impressed with the principle of planning
their work and then working according to their plan. The fact that it may
become necessary to adjust or change the work plan and spending plan from time
to time, as conditions under which the work is actually performed differ from
those on which the original plams were based, is in no semnse an indictment of
the validity of controlled budgeting. Rather it is the'soundest kind of support
for the kind of forward planning which is designed to meet courageously, yet
‘sympathetically, any and ail conditions (many of them unpredictable} which
affect operations.

The procedure hereinoutlined is not established primarily for the information
of the central office. It has been adopted as being an essential tool of
management to enable the Manager to operate intelligently and ‘'successfully
by establishing a work plan that he knows and a spending plan which is con-
‘sistent with it.

FWA Forms DHM 18, DHM 20, and DHM 21 are hereby rescinded. FWA Forms DHM
14, DHM 15, DHM 15a, DHM 15b, DAM 16, DHM 17, DHM 19, and DHM 21a have been
previously rescinded.

Revised Aug. 1, 1941
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'«'-‘-T:Ia'-?;-'u’)‘ FEDERAL WORKS AGEYCY
Page 1 of 1%

DEPEMSE L uSING DIVISION

RECAPITULATION OF iNLJ4E AND EXPENSE

Budget for fiscal year ending June 30, IN__.

Mumber of units Type of

Manager. Date

Do_mot use this column

1. 2. EN 4.

iy object Actunl past Bstimated current next Appt
Y fiscal year fiscal year fisca) year next fiscal year

194 194__ 194 __ 104 __

[Total estimate (frow sheet 3)

EXPENSE

{Housing Manager's Office (from sheet 4)

Panttorial (from sheet 8)

Ut11it1es (from sheet 6)

R. A, and M. (from shest 9)

Community facilities (from sheet 10)

Purchase of operating equipsent ( from sheet 11)

Peynents in Jieu of taxes (from sheet 12)

Ensurance ( (rom shect 12)

Tota) operating expense

Btores inventory account

Total al) expense

Net income

Remarks:

Noted by: Date:

)



"F.018 @ FWA DEFENSE HOUSING MANAGERS' MANUAL

Exnisrr A

FNA Form v 5t
(Revised r-1-41)
Tam. 2 2

FEDERAL WORKS AGENCY
DEFENSE HOUSING DIVISION

DESCRIPTION OF DEVELOPMENT

Toeatien .
(c1ey)

Fur§ Vitnr, apency

(state} (Project mame)

agency.

(wamber)

OWELLING UNITS

UILDINGS

d'efﬂ:““l‘:"“ Number of dwelling units

:ﬂ?ﬁi‘ngg Style, type, and/or plan rumber

1 hedroom

2 bedroom

|3 bedroom

4 bedroom

Totul

|Aversse mmber bedroors per ynit I

Inforaation sed resarks;

|Stores

[8chools

pl and N R buildines
=

'otal nusher of buildings

Total acreage in project

Acreage to be maintained

2. Water plant:

9. Electrical plant:

4. plant:

-5. plent:

6. Parking areas:

7. Recreation aress:

8. Schools (di from and transp 1

facilities):.

10. Churches:

(2}



I

ExHiBiT A FISCAL PRACTICES o F.019

VA Pore e 31
(hovtoed $a31m1) REQUEST FOR OPERATING BUDGET
Page 3 of 13 :
FORECAST oF INCOMNE
‘Do mot wse this columm
1. 2. 3. ’ 4.
Actual past Bs current next App
By object fiscal year fiscal year fiscal year next fiscal year
196 194__ 194__ ~__

DWELLING STAWCTORES

19000 Rentals

0100 Losses {deduct):
Vacancy

Collection

Net dwelling renta)

oot Utilities:®
Electricity

Water

Cas
Heating

Gross utilities income

P101 Losses (deduct):
Vacancy

Collection

Net utilities income

002 Sundry charges

Net dwellings all sources

NOWDWELLING STRUCTURES
900G Rentals’

9103 Losses (deduct):
Vacancy

Collection

Net nondwelling rental

900¢ Ut1)ities:
Electricity

Water

Gas ]

Heating

Oross utilities income

19104 Losses (deduct):
. Vacancy

Collection

Net utilities income

(0006 Sundry charges

Net nondwelling all sources

Total income net

Wote: TYhe mumbers ghown for the items fn this budget are the accounting classification mmbers.

SUPPORTIRG SCHEOVLES FOR WENTAL INCOME

Untt size | Rentar |MUBSRT O] yinens Income Remerks Unit size | Rental | NUEOSF Of | yontns Income Rewariks
B.A. 8 $ B.R.|% . s
B.A. B.R.

B.R. B.R.
B.R. B.R.
B.A. B.R.
B.A. B.R.
B8.8. B.R.
B.R. B.R.
B.R. B.R.
B.R. B.A.
B.R. B.R.
2.8, B.R.
B.N. B.3.
- ——
B.§. I 8.R.

;90e peage 8 for schoduise spporting uiilities ilema.
Attech separste sbeet shiwing reatsl sohedeles for mondwelling income mad explain Tully.



F.020 @ FWA DEFENSE HOUSING MANAGERS' MANUAL EXHIBIT A

FWA Form DN 31°
(Reviasg 8-1-41) ESTIMATE OF EXPENDITURES
(Page 4 of 12)

9800 AOUSING MANAQER'S OFFICE Do mot wse this colusn
1. N 2. 3. . 4.
By object Actual past Estinmated current next By
fiscal year fiscal year fiscal year next fiscal year
104 194 104 194
3401 Salaries $ $ 4 $

0402 Supplies and muterials
19403 Communication service
19404 Heat, light, and water
19405 Travel expense

(8406 Transportation of things
9407 Printing and bindings
0408 Kquipment

D409 Miscellaneous expense

Total mansgerial expense $ s $ $

SREAKDOWN AND JUSTIFICATION OF ADOVE HOUSING MANAGER'S OFFICE

9401r—Position title Anrual salary Pertod ewployed Salary for period
1. . $
2.
3.
4.
5.
6.
7. -
84
9.
10.
Total salary account 8401—col. 3 above $
98400—Supplies and materials 9403—Communication services 9404—1Heat, light, water
Items Ancunt Type Amont Items and type Amount
1. $ “Telephone service $ Heat . $
2. Long-distance calls Electric
3. Telegraph Water
4. Postage (not parcel post)
5 -
—t
S Total account 9403—col. 3. | § Total account 9404—col.3) $
Te - B —
8.
Total account 9302—col. 3 $ 9405—Travel—state briefly estimated official trips and cost of each Anount
$
9406—Transportation Amount
1 ‘ Total accont S405—col.' 3 s
2.
3.
4. .
5. 9407—Printing and binding—estimate costs—list briefly Amount
Total account 9406—col. 3/$ $ .
Total accont 9407—col. 3 . 3
$409~iscellaneous expense— Amount
1temize
1. $
2 9408 (mana g t office) Anomt
3. 1. $
4. 2.
5. 3.
6. 4
T 5.
8. 6.
9. 7.
Total account 9408—col. 3($ Total accaunt 9308—col. 3 s

Note: If you feel that additional space for complets Justification 16 required, attach an extra sbeat. Unless you 4o completely justify each ant every item, buiget vidl
be subjeei to revision in the Centrsl Office.

@)



ExHIBIT A FISCAL PRACTICES e F.021

Fors DI 3%
vieed 8-1-41} ESTIMATE OF EXPENDITURES
Page B of 13
9410 JARITORIAL EXPENSE Do not wae this coluwn
1. 2. a. . 4.
Actual past Estisated current Estimated next ‘Approved estimate
By ohject
fiscal year fiscal year fiscal year next fiscal year
194 1M 1 __ T 14—
#1411 Salaries ] $ $ $
412 Supplies and materials
9417 Equipment
9414 and fu
9415 Refuse removal
9418 Watchmen
Total janitorial expense . $ $ [ 3
BREAKDOWN ANO JUSTIFICATION OF ABOYE
BALARY
9411—Position title - Annaa) salary Period employed Remarks
1. $
3.
ls.
L
6.
I'l.
8,
Total salaries requested $ As shown above under account 9411 —coluan 3,
9418—Supplies end materials B413—Equipment ( janitoria! only) 9414—D1 and
i Ttens Amount Ttens Amotnt Allow for powder for sach unit
1 r} 1 s 50 cents per year plus the cost
2 - of a few complets fumigation
3. 2. jobs each year.
3. 3.
1. ) 4. Items Amount
8. 8. 1 $
8. 8. 2.
7. 7. 3.
8. 8. 4.
9. 9. 5.
0. 0. 6. ]
- Total account 9414~
Total accamt 412-—column 3| § Total account 8413 —~colusn 3| § colusn 3 $

|0415-Refuse removal: Nere set forth complets operating plan and cost per year. If this operation is done by contract, be sure to obtain bids}

from three intsrested parties.

[ Tota) sccount 8415—coln 3 |8

Annua) salary Period esployed Selary for period Remarks: Jjustify their use.

] Tota) salary

Post to account 9416, column 3 abbve, tota) of cost
of watchuen's salary and supplies.

Tota) supplies . $




F.022 e FWA DEFENSE HOUSING MANAGERS' MANUAL ExHIBIT A

W, mn 31
Flaeviess orai) ESTIMATE OF EXPENDITURES'
Page 8 of 12
9820 UTILITY SERVINES Do mot use this colume
1. 2. a. 4.
By object Actual past Estimated current Entimated next " Approved estimate
fisca) year fiscal year fiscal year next fiscal year
. T 199 101
421 Electricity s $ 3 ]
8422 Water
Purchase of fuel
9423 Coal
5424 Wood

9425 Petroleum and oils

26 Gas
9427 (Do wot use)
2428 Sowerage charges

Tots] utilities, exclusive of Manager's Office $ 3 $ $

SCHEDULE OF RATE3 UIEO 1M ABOVE ESTIMATES
TENMY

Services Eldctric Water Gas Soal on Sewerage

letall or wholesale purchase

JAverage charees to tenants—PUPM

Estimated quantity—PUPM KWHY MCF] MCF]

Total allowance monthly for entire project

Estimated demand

Estinated yearly income account 9001

E timated utilities expense per year

MANAGEMENT

Estimated consusption per month

[Cost per year account 9404

PURCHASE AND SALE OF UTILITIES—DWELLING WNITS
(Electric, water, gas and coal or fual oil, rate structures er costs to de shown here}

Retai] or|
Utitity \holesalel Hates Quantify PURM| Cost PUPM Amount. Charge PUPM Amouit
$ $ $ $
Total dwelling units | $ $ s s

TAttach aimilar schedule for nonmellings §f utilities are sold to mowdvelling tenante,
lEnter R or W

(6)



EXHIBIT A FISCAL PRACT!ICES e F.023

'{';‘._‘ oy ESTIMATE OF EXPENDITURES
98430 REPAIRS, ALTERATIONS, AND MAINTENANCE, DWELLING STRUCTURES Do mot wse this coluwm
1. 2. 3 D
Actual past Estimated current &Mn?ed next Approvod ostimate
By object fiscal year fiscal year fiscal year next fiscel year
184 194 194 194
Salary Other* Salary Other Salary Other Salery Other
431 Patnting and decorating $ $ $ $ 1] $ ] s
Pix2 Structurel
433 Kectrical
P34 Pluabing systes
P45 Gas system
436 Hea ting
L7 Refrigerators
438 Ranges
Watar hesters
| Subtotal R.A.8M., dwelling structures $ 3 $ 3$ $ $ $ 3
| Total R-A.M., dvelling structures $ $ $ $
SCHERULE OF DREAKDOWN OF ABOVE EITIMATES
M3 I—EXTERIOR PAINTING 9437—REFRIGERATORS
Rxtarior wall materials Iten) om:a Nﬁ:q:‘fr;::rk Selary Other
Musber of units Estimated cost per unit Total cost
Item 1. $ $
to be painted Selary Other Salary Other 2.
1. $ $ 3.
3. 4.
3 5.
4.
8. 7.
6. 8.
Total? s s %
10.
98314 (NTERION REDECORATING 1.
Interior wall finish: 2. :
Number of rooms Estimated cost psr room Total cost 13.
Tex] to be retecorated Salary Other Salary Other Total $ L]
1. . $ $
2. 438 RARBES AND WATER NEATERS
2 el o [t stars | ovr
o 1. s s
2.
Total? $ $ 3
2492 STRCTORAL 4. ]
Construction material: 5 —_—
Total cost :'
Item] Mumber of wnits Nature of work to be dane ”
Salary Other 8.
1. $ d [}
2. 10.
3. 1.
4. .
8. 13.
8. 14.
7. 15.
.3 18.
L3 - 17.
Total $ s Total $
BI—ELECTRIC $839—PLUNBING DUIS—GA% ONIS—NEATING SYSTEMS (stete which)
1tent (Nusber of inits Which Work contewplated Selary Other
1. $ $
2.
3.
4.
5. e
6.
T
8. (
! 9 4
10.
11,
Total $ %

iy *0ther® 12 meant mterials, equipment charge, ete., oF contract price.
ost tetals of painting eat redecorating to secount 9431, colwmn 3.



F.024 ® FWA DEFENSE HOUSING MANAGERS' MANUAL ExHiBiT A

A Form DMN 31
{Faze's o 15 ESTIMATE OF EXPENDITURES

9440 REPAIRS, ALTERATIONS, AND WAINTENANCE, NOMOWELLING STRUCTURES . Do mot wse this column

1. 2. 3. 4.

Actus) pest Esttmated current Estimated next .Amroved estimate
By object fiscal year fiscal yeay fiscal year next fiscal year

194 184 194, 184__

I3
Salary Other Salary Qther Salary Qther Salary Other

0441 Painting and decorating $ 3 $ $ $ $ $ $

9442 Structural

0443 Electrical

0444 Plumbing

0445 Gas system

9446 Heating

0447 Befrigerators

o448 Ranges

Water heaters
Subtotal R.A.M(., nondwelling structures| $ [] $ $ $ $ iy N
Total R.A.8., nondwelllng structures 3 $ $ 3

SCHEDULE FOR ABOYE COST FIQURES

Type of building construction—work to be done Salary Other

JPuinting and decorating s $

[Structural

kFlectrical

Plusbing
L

i6as system

Heating

[Refrigers w’rs

[Ranges and water heaters

Other—specify

Total $ $

PR

Notet Use schedules aimilar to those on page 8 whers nondwelling struetures are wore than incidential.

®



ExnisiT A

FISCAL PRACTICES e F.025

F¥A Form DRW 31
(N-Tised 8-°-41} STIMATE OF EXPENDITY
tuge 0 of 12
3
“859 REPAIRS, ALVERATIONS, ANO MAINTENANCE OTMER THAN 3TRUC Do mat wse HME
t
1. 2. EN 4.
Actual past Estisated current Estimated next Approved estimate
By obfect fiscal year fiscal yeur fiscal yeur next fisca) jyear
J L1 " ) & Jo— 1M
Selary ither Salary Other Ralary Other Salary Other
BT Kidewn Ihs, steoets, ete, [ ] ] s [ % ] $
M Grouniis, sod, seed, cle.
1 Machinery and squitsent other than it omohi el
M Scwer system
NN Rater syRtem
WS Electrival systes
V5T Aitomobile expense!
BN Llins system
Sybitutul KA M., other . structures % 2 b3 L] 3 £ L3 3
To1al . A. M., other than siructures $ $ $ E}
Fotnl R. A i 8. {HE0-10-50) $ $ $ $
See short 31 for comutstion of cests.
SCHEDMLE OF COMPUTITIONS FOR ABOYE WORY
(State below ores invelved, tyse of censtruction, ssterisls uest, work to be done, walt cost, ans total cost for sslary sné other for sech item.)
L L1188
Mrroets
t
l
ek ing arenn
=
L
0
tirmexin, shels
-
i
. H
Seal Urape gL ), neet (Hiw, ) 1
i
i '
Kinediivery wewl equijsent (Vit aind stus salary st othor conts for ench q

C

er Hyntom,

™ ) .

]
L al

i
Rolor <ystow

Flactrical nysten

sk xyntom

Hiner,

(1



F.026 ® FWA DEFENSE HOUSING MANAGERS' MANUAL

ExHisiT A

o ety : ESTIMATE OF EXPENDITUNET:

)
Page 10 of 18

Do not wae this coluwwm
N —

S0 CONNUNITY FACILITIES N
P
1. 2. 3 4.
Actua) pest Estimated current Esti ' next vy _
By object fisca) year fiscal year fiscal ywar ‘Bext fiscdl ysar
194 1M._ 104 __ 194
Salary Other || Salary Other Selary Other Selary Other '
0461 ‘Operation s s 8 $ $ 3 ] s
P462 Maintenance
Tota] comsunity faciliiies $ ] $ $ $ $ $ $
Completa description of work contesplated with breakdown of salary and other costs:
MAINTENANCE MEK SALARY BREANDOWN
Position Amumnl salary Perind employed Reparks?
B
Total saluries: $
1 espioyed |ary time shaw Inremurks col-

Here show {f pevacrnel is employed ful) time or on a W.A.F. b
ume annua) walery rete used and then {n snnuel salery vojumn ahow amount of Funds reqiegtet for thetr emplo

asis and any other information (hat will Juetify thelr menloysent,
ywent

This flgure ahould agree with cated of salury for R, A and W. aheet U [lim secount BAGE. Sniars  and wny W.A.1. Vehar Lo he wsed tuping “iscal year wet §iated doer

irn



ExniBIT A FISCAL PRACTICES e F.027

FWA Fora DK 3t
(Reviaed 8-1-43) OPERATING EQUIPWENT
Page 11-0f12
DESCRIPTION OF MOBILE EQUIPN(I‘T o0 PROJECT
Make Type Year Mileage Use
on an annua) basis;
Estimated gallons of gas required Cost §
[Estimeted quarts of o1l required Cost §
[Estisated replacement of plugs, battery, tires, etc. [y
fEstinated minor remairs [
[Estinated storage costs $
Total operztion, maintenance, and repair—mobile equipment (post to account 9457—sheet 9, column 3) $
PURCNASE OF OPERATING EQUIPNENT
(A1) equisment excest wWenager's 0ffice sguisment)
Ttem Ancunt
$
Total cost $

Justify above equipment requirements: Post this total to sheet 1.

(‘ll)



F.028 @ FWA DEFENSE HOUSING MANAGERS' MANUAL

ExHIBIT A

WA Form DHN 31
(Nevised “l“‘l;
(Page 12 of 1B)

Faysent 1in lisu of taxes (here show your estimated payments to the waricus goveming bodies involved, your services received from them, and shat

paynents are to be aade, and dates due):

Insurance (on projects operated through agreements with local authorities only, show cowplete brealdown, giving type of coverage and costa):

It is respectfully requested that the above budget for the fiscal year 394____ for this Defense Housing Development be approved.

(bate)

(Date)

The taxiget herein requested is approved in the amount of §
justification attached hereto.

(ate}

fous ing Menaper}

Toiraccor, Defenss Housing Diviaiem)

s for the purposes indicatel and in accordance with the

{Executive dssistaat aad Dudget Offlcer, Federal Works Ageacy)
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il P ol BUDGET CONTROL RECORD

Development Foresway Homes A t name _dﬂ‘,ﬂ""’ Gffrce~ 0/’6(" Expense
-~ Fiscal year ’?'/1 Account mumber 94“‘ ‘3‘ .‘/"f - " il ‘7" ” - "

Monthly allocations

July August | September | October } November | December | January | February March April May June

S22 | Q27 &oo 240 | A5 220 350 Hoo | aAso | Ao | A0 | Reo

Total 770 | /390 /630 ol

Date Req or P. 0. No. Debit Credit Balance Date Req. or P. 0. No. Debit Credit " Balance

9/2 | Ba), For’d. (£l7 [2(2l0)
| 9/p. | 22 A .

9/2 |12 uf
g/2 |13 Az Vi

S

N

.\qq

 9/8 | 21 ‘ 11
q9/9 a2 12 /

| 9/, l14
4 a3 I
9/a4]|13 14 F‘
gl2as)  Ve.33

| 9 /26 Ye. /1
y/28i4s

| 920 s )pnce L ¢l
 9/Ip|Acc. Wi /139

| so/! :
 s0/7] Ve /2 J:’_
| wo/n| 15 /9 ,

/o2 W.So 3o
| sofes] Yo. 56 3 :
| /af26 Ya. 58 51 J
| s8/2g] /€ ilal)
pln Balance 2.2
931 | Ace. n el A
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FWA Form DHM 44

(8-1-41) BUDGET CONTROL RECORD
Development 78 Wi mes A t name s Office -Salar ‘e3
Fiscal year /942 Account rember 940/

Monthly allocations

July August | September | October N b D b J y | February Ihrch. April May June

8239 | 83% | 333 239 535 g38 | %39 288 | 832 | £371. ) 8§38 | s3%

Total | j677 | 2£/5 | 3354

Date | Req. or P. 0. No. Debit Credit Balance Date | Req. or P. 0, No. Debit Credit Balance
hfi i 238 9
1/ \Byre)) Yo.* a mn) |2 e
7/24] o 1 M an L
el Salae . 43 /
| 71l Ace, 22% 2309 !
$/1 N3z 38
o | Byre)) Vo "3 19 420
§/29] . =4 L4l
£/30 Balance 23 g3 /
g)30 | Aes. 1 Hel2lel  Nel7)1 i
9/t 2138 g/3l9
/L4 &,gnu ¥ 5 419
¢ I of2]d 6‘1’?‘2"
ﬂ’l %}. g3 - l"
20 Ace. . 3| s/ o
yon 239 229
| s0f1d) Poysre)) V.7 5119 =
[ 2/21 " 1 blsa ]
(/9]  Bedrace 328 ’
_MLA:. » g a? RCAERYS l

‘B
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FISCAL PRACTICES e F.033

. PURCHASING PROCEDURES FORDEFENSE HOUSING DEVELOPMENTS

1. The Housing Manager will purchase the supplies and equipment necessary AUTHORITY
for the operation of the development which have been approved in the budget gg%ﬁﬁgm
estimate for the period, with the exception of items in Section 2. All pur-

chases shall be made in conformity with the procedure herein specified.

2. The following items will mot be purchased by the Housing Manager but EXCEPTED
will be obtained by submitting written requests to the Washington office: ITEMS

a. All forms prescribed for general use.
b. Standard printed stationery.
c. Automotive equipment.

3. FWA Form DHM 110 shall be used to initiate the procurement of all articles PURCHASE
except from Stores Account and all services other than pay roll salaries. The ?&gUﬁglInT{ION
requisition will be prepared induplicate by the employee who will be responsible DHM 110
for the use of the articles or services. Separate requisitions shall be used
for each different account number to which charges will be made. In case the
requisition covers an article or service which is chargeable to more than
one account, a single requisition may be used and the prorated amount to be
charged to each shall be clearly shown. The original 'shall be submitted to
the Housing Manager for approval and ‘the copy shall be retained by the person
originating the requisition.

>

In preparing the requisition, the quantity and description of the articles
¢ 'services must be fully shown and described and, incase it isof importance
that articles match existing ones, a'sample of those desired should accompany
the requisition. It is important that the cost of the article or services be
estimated as closely as possible and that the account number indicate the an-
ticipated use according to the approved budget.

Ii the Housing Manager sees fit to approve the requisition he will sign it
and forward it to the budget control. (See Budget Procedure, Part VI.) The
requisition then is passed to the employee to whom is assigned the work of
procurement. It shall remain in the purchasing file attached to the office
copy of the bids, purchase order, etc. In the case of automotive equipment,
the requisition shall be prepared in triplicate, the original and one copy
of which shall be forwarded to the Central Office aiter hav1ng been signed
by the Manager and passed through the budget control.

4. Before making a purchase the Housing Manager shall consult the "General 'GENERAL

Schedule of Supply Contracts".and the¢ "Schedule of Products Made in Federal g?gpgrﬂt;:hsg, 2§D
Penal and Correction Institutioms." : PEDERAL PRIS-
. ONS INDUS-

TRIES CATALOG

In all instances where the articles are found on the General Schedule of
Supplies, (appendix II attached), they must be purchased from the contractor
listed in the General Schedule of Supplies Contracts, copies of which will
be sent as and when issued. If no local representative of the coatractor
shown in the General Schedule of Supplies is available, a purchase order
(FWA Form DHM 104) may be sent direct to the. contractor, using the prices
shown in the Schedule. If the contractor advises that prompt or necessary
delivery is not possible, purchases may be made in the open market in accord-
ance with these regulations. However, vouchers covering payment of such open-
market purchases must contain the explanation that, due to emergency condi-
tions, satisfactory delivery could not be obtained from the supply contractor.
In general, pricespaid should not be materially in excess of those specified
in contract schedules of the Procurement Division for comparable quality.

Revised Aug. 1, 1941
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PURCHASE OF
ARTICLES

Less than $5.00

From $5.00 to
$25.00

From $25.00 to
100.00

Over $100.00

In all instances where the articles in the catalog, "Schedule of Products
Made in Federal Penal and Correction Institutions," (to be sent under ‘'sepa-
rate cover) are to be purchased, the purchase must be made from the Federal
Prison Industries, Inc., by issuing a purchase order (FWA Form DHM 104)
using the prices shown in the Schedule and sent direct to: Federal Prison
Industries, Inc., Department of Justice, Washington, D. C. Attention is
directed to page 2 of the Introductory Statement of the Federal Prison Indus-
tries Catalog.

5. If the items desired do not fall in the catagories covered by Sections
2 or 3 above, the Housing Manager shall determine which of the following
limitations is applicable and 'shall proceed accordingly.

a. Such purchases may bemade in the open market without obtaining bids,
but the Housing Manager must assure himself that the price is sup-
portable for the quantity and quality obtained. "Public Voucher for
Purchases, etc.,” Form 1034-Rev. {exhibit A), shall be filled out in
4 copies. The execution and disposition of theé copies shall be as
shown in appendix I, exhibit A. (See paragraph 22 for instructions
relative to reporting purchases to the Procurement Division.)

b. Such purchases may be made after obtaining three (3) bids by telephone
or verbal solicitation. The Voucher, Form 1034-RW, shall be filled
out in 4 copies, as in "a" and in addition the names of the bidders
and the amounts of their quotations shall be listed in the space be-
low the printed matter on the back. The execution and disposition
of the copies 'shall be as shown in appendix I, exhibit B. (See par-
agraph 22 for instructions relative to reporting purchases to the
Procurement Division.)

¢. Such purchases may be made only after soliciting by letter not less
than three (3) bids from normal sources of ‘supply of the commodity
desired. Copies of Form 33 may be used in 'soliciting bids instead
of a letter, but the words "Sealed" and "and then publicly opened"
at the top of the form should be crossed out and there isnoneed for
more than a single copy of the bid. Each bid shall be in writing and
'signed by the bidder. In case less than three bids are either re-
quested or received due to a lack of sources of supplyor for any other
reason, a full explanation shall be prepared to accompany the voucher.
Following receipt of bids, the Housing Manager shall issue a Purchase
Order, FWA Form DAM 104 (exhibit F}, in 4 copies, the original being
given to the lowest responsible bidder. Upon receipt of the articles,
he shall prepare the Voucher Form 1034-RW in 4 copies with a list of
the bids and bidders as in "b" above, also by £filling in Method of
Advertising, 2 (a) on the back of the Voucher. The disposition of
the voucher is described in appendix I, exhibits A and B. The dis-
position of the copiesof the Purchase Order is described in appendix I
exhibit F.

d. Such purchases may be made only after setting up the requirements on
the "Invitation, Bid, and Acceptance" Form 33 (exhibit C). Three
copies shall be-mailed to each vendor and an additional copy shall
be posted on a bulletin board 'in the Housing Manager's office and
another copy posted on the local post office bulletin board. Invi-
tations 'shall be mailed to not less than three normal sources of sup-
ply and separate invitations shall be sent out for different classi-
fications of articles. Invitations in this class must be accompanied

Revised Aug. 1, 1941
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by detailed specifications for the articles. Upon the receipt of bids
at the time stated, they shall be publicly opened and read and the
award ‘shall be made by the Housing Manager to the lowest responsible
bidder. "Statement and Certificate of Award," Form 1036, shall be
filled out as described in exhibit D. The Purchase Order, FWA Form
DHM 104, is then filledout and distributed asdescribed in exhibit F.
Upon receipt of the articles, the Voucher Form 1034 is prepared as
described in exhibits A and B.

e. Such purchases 'shall follow the same procedure as "d" above, with
the following exceptions:
The result of the negotation becomes a contract and 'shall be assigned
a number which 'shall then be used to identify all papers. The contract
number ‘shall consist of the development accounting number followed by
a dash and a consecutive number assigned by the Housing Manager. The
original of Form 33 shall be sent to the Central Office of the Defense
Housing Division for transmittal to the General Accounting Office prior
to the due date of the first payment to the contractor.

6. Emergencies may arise or conditions be such that the procurement of
material in excessof twenty-five dollars ($25) without advertising and obtain-
ing written bids, is necessary. Such occasions are to be regarded as exigen-
cies, and Housing Managers, in preparing vouchers to cover such purchases,
'shall certify on the vouchers that an emergency existed and state the circum-
stances thereof, and that it was impracticable to advertise and obtain writ-
ten bids. An exigency is defined to be "an immediate pressing necessity and
one requiring resort to unusual power and effort." If the approved budget
does not cover the item to be purchased, the Chief of the Management Section
shall be communicated with previous to an expense being created. Telegraph or
telephone 'should be used for this communication. An emergency purchase 'shall
not be made when avoidable, or unless it is not possible to obtain bids by
telephone due to the time of day or due to holidays.. .

7. If the purchase involves the performance of any service requiring the
hiring of labor for the specific job, the following condition must be typed
on Standard Form No.33:

No laborer or mechanic doing any part of the work contemp.ated by this contract, in
the employ of the contractor or any subcontractor contracting for any part of sald
work contemplated, shall be required or permitted to work more than eight hours 1in
any one calendar day upon such work at the site thereof. For each violation of the
requirements of this article a penalty of five dollars shall be Iimposed upon the
contractor for each laborer or mechanlc for every calendar day inwhich such employee
is required or permitted to labor more than elight hours upon sald work, and all pen-
alties thus imposed shall be withheld for the use and benefit of the Government:
Provided, that this stipulation shall be subject 1in all respects to the exceptions
and provisions of the act ¢f June 19, 1912 (37 Stat, 137) relating to hours of labor.

This provision does not apply to any manufactured products, but does apply

to aay contract involving labor in the production of an item 'specifically

produced under that contract.

8. Where a contract for construction, including maintenance and repairs, in
excess of $2,000, involves use of lezbor on the 'site of the development, a wage
determination by the Department of Labor must be obtained from the Chief of
the Management Section and be incorporated in the bid invitation. Where a
contract for construction, including maintenance and repairs, for $2,000 or
less, involves use of labor at the site, the Housing Manager shall determine
the prevailing wage in the locality for each classification of labor to be
used in 'such contract, and shall set forth such determination in the bid in-
vitation and in the contract together with the requirement that the contractor

OQver 32,000

SPECIAL CON-
SIDERATIONS

EMERGENCY
PURCHASES

CONTRACTS
INCLUDING
LABOR

CONSTRUCTION
CONTRACTS IN
EXCESS OF
$2,000
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BASIS OF
AWARDS

TELEPHONE
SERVICE

OTHER
UTILITIES

CONTRACTUAL
SERVICES
OTHER THAN
PERSONAL

CLEANING
SUPPLIES

STORES
ACCOUNT

MAJOR RE-
PAIRS AND

REPLACEMENTS

'shallnot pay less than 'such rates.

Where a contract for services for $2,000
or less involves useof laborat the site, the bid invitation and the contract
must contain a clauseto the effect that not less than prevailing wages 'shall
be paid in performing work covered in the bid invitation and the contract.

9. In all instances awards shall be made to the lowest responsible bidder
whose bid meets the specifications. In case 'several itemsare included on the
invitation, the award 'shall be made to the low bidder on each item. In case
of tie low bids, consideration 'shall be given to discounts and in case these
too are tie, to defimite advantage in delivery. If the bids are 'still tie,
the award may be made by drawing lots. In no case shall the award for tie
bids be 'split,

All contracts shall be onr contract forms prescribed by the Director of the
Division of Defense Housing.

10. Telephone utilities for use of the Housing Managers are to be obtained
by contract with the local telephone company. There is no requirement to
obtain bids, but the contract must be prepared on Contract for Telephone
Service, Standard Form 40, exhibit E, and executed by the responsible
official of the telephone company and the Housing Manager. No purchase order
is necessary as this form 'serves the purpose.

11, The other utilities for use of the development or the Manager's office
will be negotiated and contracts prepared by a representative of the central
office.

12. All items of purchase of services other than personal (garbage removal,
rental of furniture for office, armored car ‘'service, etc.), which will cause
monthly recurring charges, for a period in excess of one month, 'shall be
negotiated as in section 3 (d) and (e) and will result in a contract with a
provision for a 30-day notice of cancellation. If only one responsible bid-
der submits a quotation, this shouldbe so stated onthe Certificate of Award,
Standard Form 1036, attached to the contract. The Housing Manager will
then issue a purchase order to the vendor of the services, stating the fre-
quency of 'service, etc., or ‘stating "in accordance with ‘specifications at-
tached," and attaching a copy of the 'specifications to the purchase order.

12, The Housing Manager 'shall purchase only sufficient cleaning ‘supplies
for approximately 6 months as it is contemplated that mass contracts will be
made for these items by the Washington office as 'soon as the necessary in-
formation can be gathered from the Managers and bids can be taken.

14. Each development budget includes an allowance for a revolving stores
account. This will be used by the Housing Manager to purchase not in excess
of one year's 'stock of supplies and materials 'such as .valves, fittings, etc.,
for use in the work of repair, alteration, and maintenance. When supplies
and materials from this stock are used, they shall be charged to the appro-
priate itemof the budget and the 'stores account willbe credited. Replenish-
ment and new purchases of 'stock 'shall be made in the amount of credits to the
'stores account., The value of the 'stores account must remain at the figure
allowed in the budget until the Housing Manager has received authorization to
change it.

15. The policiesas to major repairs and replacements will be determined by
the central office and furnished to the Housing Managers. The purchase of
paint and other materials for major repairsand replacements is to be deferred
until 'such determinations are made.

Revised Aug. 1, 1941
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16, The Housing Managersare hereby authorizedto rent such office furniture
and equipment as they may need for temporary purposes in accordance with
paragraphs above.

17. Particular attention is invited to the requirement of purchase of do-
mestic articles. The purchase of a foreign-made or foreign-produced article
must not be made without specific authorization by the head of the Depart-
ment or Agency, even if that is the only item available for the purpose.
Housing Managers should specifically see that the certificate on Standard
Form 1034 is properly executed. ‘

18. In those States or localities having sales taxes or other taxes that
are not applicable to the Federal Government, the United States Goveranment
Tax~Exemption Certificate, Standard Form 1094, shall be delivered to the
vendor by the Housing Manager in lieu of the tax amount on all purchases
made for ‘the useof the Federal Goverament. Should a vendor refuse to accept
the tax-exemption certificate, it 'should be completed and forwarded to the
Director of Defense Housing Division for handling directly with the State or
locality concerned. Tax-exemption certificates in book form will be issued
and charged to Housing Managers.

19, No printing and binding shall be done except after receiving specific
authorization for each job by the central office. Each time it is necessary
for a field office to have printing dome locally a request shall be 'sent to
the Chief of the Management Section indicating the number of copies desired,
with an estimate of the cost, and a copy of the form desired. Reproduction
of material on project-owned mimeegraph equipment does not require central
office approval as a printing item,

20. The Government Bill of Lading, Standard Form 1058, shallbe used for
all Government shipments. In the few exceptional cases where contracts
are awarded F.0.B. pointof origin the Housing Managers will issue the neces-
sary bill of ladingto cover the shipment at the time of mailing the purchase
order,

21. When necessary to advertise for work in newspapers, authority from the
head of the Agency must be obtained. In order to advertise, the Housing
Manager 'shall request the central office to 'secure approval of the Adminis-
trator of the Federal Works Agency. Detailed imstructions as to forms to
use and methods of advertising will be furnished with the authorization to
advertise,

22, Housing Managers shall use official Federal Works Agency envelopes
having the penalty privilege clause printed thereonfor official correspondence
in accordance with the postal regulationms. Supplies of these envelopes will
be provided by the Washington office. Attention is called to the four-pound
limit on packages via parcel post under the penalty privilege. Postage is
required for material over the four pounds and for all air-mail, air-mail
'special-delivery, and other 'special types of mail. Postage 'stamps may be
obtained by preparing the voucher, Standard Form 1034, having the post-
master 'sign the certificateof payment due and the Housing Manager then send-
ing the voucher to the Regional Disbursing Officer for payment. When the check
is delivered to the Housing Manager he can obtain the stamps from the post-
master. The accountabilityfor stampsis covered in theaccounting procedures.

23, On the last day of each month the Housing Manager 'shall mail to the
Purchases Classification Section, Procurement Division, Treasury Department,
Washington, D. C., a record of each purchase made during the month. This

Revised Aug. 1, 1941
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'shall include one copy of each purchase order written and a tabular list of

each
al
b.

purchase made under paragraph 4 (a) and (b) ‘showing for each:
Name and address of the development
Date of order

c. Name and address of vendor

d.

Revised Aug. 1, 1941

Details of purchase:

{1) Sufficient descriptionof items to enable readyand positive identifi-
cation (manufacturer's name and model No. is not adequate)

(2) Unit and unit prices

(3) Number of units

{4) Total price

{5) Discount terms

(6) Delivery point, if purchased for other than delivery to destination
(7) Required delivery date
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Appendix |

Standard Forms Used in Purchasing Procedures for
Management of Defense Housing Developments

Public Voucher for PurchasesandSeriices Other Than Personal, Standard Form
No. 1034.

Prepare original and three copies. The signature of the vendor shall be
obtained on the line labelled "payee," 'signature or initials of the project
accountant shall be obtained just below the line which reads "account veri-
fied, correct for." The section of theform entitled "Accounting Classifica-
tion" shall be filled in with the proper appropriation and symbol numbers.

When the form has been properly filled in and when the account has been
verified, the Housing Manager will sign the original only and send it and
the following attachments to the Regional Disbursing Officer for payment:

1. Two confirmed copies of Form 1034.

2. The vendor's invoice, if any.

3. If over $100 in one payment or recurring charges, the original of Invita-
tion, BRid, and Acceptance, Standard Form 33.

4. If over $100 in one payment or recurring charges, the original of State-
ment and Certificate of Award, Standard Form 1036.

Illpstrates the manner in which Form 1034 should be prepared for purchases
up to five dollars ($5.00).

Illustrates the manner in which Form 1034 should be prepared for purchases
between five dollars ($5.00) and twenty-five dollars (3$25.00). Thisexhibit
'shows the case where three bids were obtained by telephone calls.

Appendix |

EXHIBITS
A AND B

EXHIBIT A

EXHIBIT B
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Standad Form Noi je>+~™"- PUBLIC VOUCHER FOR PURCHASES ANU SERVICES OTHER THAN PERSONAL

Compm;pg:ncd.{'! 8. DO.VomNeo. —
(Gen. Reg. No, 81, Bupp No.n Bu Veu. Noo oo
U S FEDERAL WORKS AGENCY )
GENERAL ACCOUNTING | ~* ** @ P PAID BY
OFFICE PREAUDIT | |, icher prepared af ___San Diego, Calif. 3-31-41
Certified for payment in the (Give place and date)
wmof$ .| THE UNITED STATES, Dr,
The John_ Brown Com;
Comptroller General of the To p?::z“)
United States
Address ... 410_Lamont. Sirest.. San. Duzo.._ﬂa.lm;m.a.__
By Payee's Account No. (For use of Paying Offics)
. Articles or Servi >
No. and Date of | Date of Delivery | (Enter descri .wdlm arp d.“ v “'?, 1 supply schedul S UNIT PRICE AMOUNT
Orde - Teems .. % Di Cash - days Cost Per Dollars Cts.
Brought forward from continuation sheet(s) " ]
762 3-31 Brooms 7 15 | ea 1. | 05
Mops 4 | .60 ea 2.1 40
Wiping rags, waste 10 .02 ib 20
Shipped from to Weight Government B/L No. Total.....|........ $3...| 65
T certfy that the above bill i correct and just; that payment therefor has not been received; and that except (Payee must NOT use this space)
:faotlmwinnoudnllolthemxclu.m:ﬁuk.md uppies fur m:d;rmd chase atg:UN:mdSuta.mdlf Diff —
if unmamdactured articles, materials, ve mined or uced In
manufactured articles, materials, and supplies, ve been manufactured in the United States substantially all e
from articles, materials, or lies mined, produced, or fact "utheulemybe.lnthevmted
Sut.es:andthltSnteork:ﬁp taxes are not included in the amounts billed.
*Payee JOHN BROWN COMPANY (Sign original only)
(Nmumm-lhmh-ﬂ-hmummﬁager
Per Title
Contract No. . Date Reg. No. Date Invoice Rec'd
Pursuant to authority vested in mé, I certify that the above articles were received in ndition, after due inspecti acceptan unddclwety t
bth.ordielzlrlwcuwerepuformedun{yted thuttheywereptocuredundertheg::g:;nu:x;&eda ueeortheon' P pn:am..mat.:h:qu
d without written vl ‘lndmthormthoutldvmums.unduthearcumlunmmtedmNo. ................... of “Method of or Absence of Ad: vertising”
shown on reverse hereof, mdwuenmyfwtbewbhcmce,mdtbltthepncu harged are just and ble and in dance with the agr
tApproved for$._____ . (Sign original only) 4 A. J. Smith
Title Housing Manager
AGCOUNTING CLASSIFICATION (for letion by Administrative Office)
Awmglom..mudw. or A iation title u:nl::;::roj't Ap‘:o::;ﬂon
80X0107.001 National Defense Housing, O0ffice of Administrator, i
""""""""""""""""""""" Federel--Works-Agenoy;—all--other-expenditures
Allotment symbol Amount Encumbenn COST ACCOUNT OBJECT OF EXPENDITURE
Symbol Amount Symbol Amount
Check N dated 19 for § on Treasurer of the United States in favor of
Faidby { ° o {m.med sbove, peyee
$. on 19___., Payee
e criginal enl3)
R e R N B SRR 1] P

sln fa the blask sase below “Appeoved for 8. .

Title
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METHOD OF OR ABSENCE OF ADVERTISING
(Seo. 3709 of the Revized Statutes)

1, After advertising in newspapers.
2. (a) After advertising by circular letters sent to dealers,
(®) And by notices posted in public places.

(If notices were not posted in addition to advertising by circular letters sent to dealers, explanation of such omission must
be made. The notation on the certificate on the face of the voucher must be “2(a) (b)” or “2(a)”, depending on whether or
not notices were posted.)

to acla Without advertising, under an exigency of the service which existed prior to the order and would not admit of the delay incident
vertising.
4. Without advertising in accordance with . Fublic 849, 76th Congress, sec. 1(b)

5. Without advertising, it being tmpracticable to secure competition b of

(Here state in detail the nature of the exigency or circumstances under which the' of was ble under 3 and 4)

Note.—The above form ‘‘Method of or Absence of Advertising” is to be used when purchages are made or services secured under
Proper authority without written agreement in any form. In case of a written agreement (formal contract, proposal, and acceptance, or
ess formal agreement) Standard Form No. 1036—Revised should be used for abstracting the method of or absence of advertising and award
of contract. (See General Regulations No. 51, Supplement No. 6, General Accounting Office, Aug. 20, 1930.)
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U.S. Epﬁg:dﬁygige 2.3‘ é.",;"'“” - Invitation No. -_...2_._---.--..---..-
[} e easyry
January 17, 1989 INVITATION, BID, AND ACCEPTANCE ContractNo. oo,
(SHORT FORM CONTRACT)
FEDERAL WORKS AGENCY Division of Defense Housing, San Diego
(D t or blizh t) (Office or station)
—-45--Blank--Street: ryvree : March-@3; 94—
INVITATION
Sealed bids, in . triplicate . . subject to ihe conditions on the reverse hereof, will be received at this
office until ._1.0 o'clock A..m., April 14, 1941 and then publicly opened, for furnishing the
following supplies, and/or services, for delivery at . 745 _Blank Sirseti. San Diego,. California . ...
A dere S NI:) Housmg-uanqﬁgg -------- —eonne
TEM AMOUNT
No. ARTICLES OR SERVICES ) QUANTITY UNIT UNIT PRICE Dollars Cents
1 Brick, common - = — - = = = - = ~ - -
m e e e e m—m = -~ -~ — etc. 4,000
2 Brick, face, mottled, dark red, with
wire mesh mottle, etc. 4,000
3 Cement, Portland, 100# bags 20
T
An original and two copies will be prepared and sent to gach bidder who will signfand
return thp original and one copye. If the amount of the contrgct is $3,000 or pver, the
award been made, the original filled out by the success bidder| will be| numbered with
a serial tontract mumber in the Housing Manager's Office and attached the red
contract,| If the contract amounts to less than $2,000, the ortiginal d out by the [suc-
cessful bidder will be attached to the Public Voucher|for Purdhases Services other [than
Personal, | Standard Form 1034. The remaining copy of §J, S. Standard F 33 will be kegt
on file the Housing Manager's Office.
In cqse the successful bidder on a contract desites a signed ¢ of Form|33, an
additional copy may be prepared for him, o ’

BID
(Date) .

In compliance with the above invitation for bids, and subject to all the conditions thereof, the undersigned offers, and
agrees, if this bid be accepted within ____.__________ calendar days from the date of the opening, to furnish any or all of the items
upon which prices are quoted, at the price set opposite each item, delivered at the point(s) as specified and, unless otherwise
specified within _______________ calendar days after receipt of order. )

Discounts will be allowed for payment as follows: «occeeeeeeoooe percent 10 calendar days; ............... percent 20 calendar
days; -.-eecceeeee--- percent 30 calendar days.

Bidder Address
By Title

(Signature of person authorized to sign this bid)

ACCEPTANCE BY THE GOVERNMENT

(Date)

Accepted as to items numbered

Name Title

(ovER)
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F.044 e FWA DEFENSE-HOUSING MANAGERS' MANUAL

CONDITIONS

1. The Government reserves the right to reject any or all bidg, to waive
any informality in bids and, unless otherwise specified by the Government
or by the bxdder. to accept any item in the bid. In case of error in the
extenuon of pﬂcen in the bid, the umt prioeu wlll govern,

with will be ed from date
of the dehvery of the supplies to carrier when final inspection and acceptance
are at point of origin, or fmm date of delivery at destination or port of
embarkation ‘when final i nce are at those points, or
from date correct bill for voucher px-opelly certified by the contractor is
received if the latter date is later than the date of delivery.

8. In case of default of the contractor, the Government may procure the ?r-

such delay, within 10 days from the beginnmg thereof, or within such furﬂur
period ss the contracting officer shall, with the approvnl of the head of the
department or his duly authorized representatwe, prior to the date of fina}
settlement of the contract, grant for the giving oi such notice. oon-
tracting officer shall then ascertain the facts and extent of delay, and his
findings of fact thereon shall be final and conclusive on the parties hereto,
subject only to appeal within 30 days by the contractor to t.he head of the
department concerned or his duly se

on such appeal a8 to the facts of delny shall be final and eoncludvo. on the
parties hereto, As used herein “head of the department” means the head or
any nsslstant hesd of the executive department or independent establishment

ticles or services from other sources and hold the
any excess cost occasioned thereby: Provided, That if public necesaxty requires
the use of materials or supplies not conforxmng to the specifications they may

d, and “his duly authorized representative’” means any person author-
ized to act for him other than the contracting officer; and the term “con-
tracting officer” shall include his duly his ized

be accepted and payment therefor shall be made at a proper red in
price.

4. If the contractor refuses or fails to make deliveries of the materials or
supplies within the time specified, or any extension thereof, the Government
may by written notice terminate the right bf the contractor to proceed with
deliveries or such part or parts thereof as to which there has been delay.
In such event, the Gov: ay materials or supplies
in the open market or secure the manufacture and delivery of the materials
and supplies by contract or otherwise, and the contractor and his sureties
8: any) shnll be hable to the Government for any excess cost occas:oned the

B

repr tative,

. No Member of or Delegate to or R Commissioner, shall
be admitted to any share or part of this contract or to any benefit that may
arise_therefrom unless it be made with a corporation for its general beneﬁt.

6. Prices bid herein include any Federal tax heretoforg imposed by the
Congress which is apphcable to the material on this bid, If any sales tax,

ing tax, adj t charge, or other taxes or charges are imposed or
changed by the Congress after the date set for the opening of this bid, nnd
made applicable directly upon the production, manufs or sale of the
supplies covered by f.hns lnd. and are paid by the eonmctor on the articles ox
lies herein for, then the prices named in this bid will be

: Pre That the contractor shall not be d with
any excess cost joned the t by the purchase of materials or
supplies in the open market or under other contracts when the deluy of the

increased or decreased accordingly, and any amount due the contractor as a
result of such change will be charged fo the Government and entered on
s {or invoices) as separate i

contractor in making deliveries is due to unf causes b
control and without the fault or negligence of the contractor, mcluding, but
not restricted to, acts of God or of the public enemy, acts of the Governmen
fires, floods, epidemics, quarantine restrictions, strikes, freight embargoes)
unusually severe weather, and delays of a subcontractor due to such causes
unless the contracting officer shall determine that the materials or supplies to
furnished under the sub are ble in the open market, if the
contractor shall notify the t.he cause of any

officer in of

h tems,

7. Unless otherwise specified by the bidder, it is understood and agreed
that only such unmanufactured articles, materials, and supplies as have been
mined or produced in the United States, and only such manufactured articles,
_materials, and supplies as have been manufactured m the Umted Shﬁu lnb-
stantially all from articles, materials
_ factured, as the case may be, in_the Umted Stabel!hlll be delivered wrmnt
to 8 contract awarded as a result of this bid.

INSTRUCTIONS TO BIDDERS

1. Samples of items, when required, must be furnished, free of expense,
prior to the opening of bids, and, if not destroyed, will, upon request, be
returned at the bidder’s expense.

; 2]. ]’lgees should be stated in units of quantity specified, with packing
ncluded.

8. Time of proposed delivery must be stated in definite terms. If time
varies for different items the bidder shall so state.

Envelops containing bids must be sealed and marked on the upper
left-hand corner with the name and address of the bidder lnd the dl.h and
hour of opening, and addressed as instructed.

5. For further instructions read U. S. Standard Form 22 (Instructions to
Bidders).

INSTRUCTIONS TO CONTRACTING OFFICERS

1. I shipment is made by Government bill of lading, observe consolidated
classification requirements 20 as to secure the lowest rate applicable.

2. Although this form meets the requirements of a formal contract
(R, S. 8744), if the execution of a formal contract with bond is contemplated
U. S. Standard Forms 31 and 82 should be used.

3. If there is not sufSicient space on the schedule to list all of the nmns.
insert at the bottom of the schedule “Continued on sheets of U. S.
Stardard Form 36", and use that form also.

4, If it is definitely known that final nee cannot be lished
within 10 or 20 days from date of delivery due to necessity for tests or
analyses which cannot be acoompliahed thhm t,hat txme, delete. before isen-
ance, the di to both 10 and 20

calendar days. The ! to di may also be deleted wilen
Ifunds do not become avaxla»ble 80 that payment may be made within such time
imits,
5. If the contract is likely to involve patent liability, the article on patents
as contained in U. 8, Standard Form 32 should be used.
the contract provides for liquidated damages, the above  Condition
No 4 should be deleted and there should be substituted therefor the article

“Delays—Liquidated D ", quoted in Paragraph & of the direc-
tions on page 6, U. S. Standard Form 82 modified as follows. Delete: “in
Article 1”, line 2, and if no bond is required, delete “and hi s sureties”,

lines 6 and 10 2dd the last sentence {definitiona) of the above Condiﬂon No.t.
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Form No. 1006—Revieed 49-167

eEERES ™™ STATEMENT AND CERTIFICATE ™ iz
o«.n&'.'i?ﬁﬂ%&fm.o OF AWARD Date 3=31~- , 19__5_1

FEDERAL WORKS AGENCY, Office of Administrator, Division of Defense Housing, San Diego,
(Department or establishment) (Bureau or office) (Looation) cm 1 a

METHOD OF OR ABSENCE OF ADVERTISING
(Section 3700 of the Revised Statutes)

1. After advertising in"newspapers.

2. (a) After advertising by circular letters sent to ....four........... dealers.
() And by notices posted in public places.
(If notices were not posted in addition to advestising by circular k sent to deal lanation of such omission must be

made. The notation on the sertificate below must be 2 () (5)"” or 2 (o), depending on whether or not notices were pisted.)
8. Without advertising, under an exigency of the service which existed prior to the order and would not admit of the
delay incident to advertising.
4. Without advertising in accordance with
5. Without advertising, it being impracticable to secure competition because of

(Here stats ciroumstances under which the securing of competition was impracticable)

AWARD OF CONTRACT

A, To lowest bidder as to price xpendltum)

B. To other than the lowest bidder as to price (Expenditures).
C. T est bidder as to price (Receipts).

D. To other than the highest bidder as to price (Receipts).

CERTIFICATE

I cerrirY that the foregoing statement is true and correct; that the agreement was made in consequence of No.2a-.%.h
of the method of or absence of advertising and in accordance with award of contract lettered ....g—........, 88 shown above;
that the total number of bids receivedis....o and that where lower bids (expenditure contracts) or higher bids
(receipt contracts) as to price were recewe%ua statement of reasons for their rejection, together with an abstract of bids
received, including all lower than that accepted in case of expenditure contracts and all higher in case of receipt contracts, is
given below or on the reverse hereof or on & separate sheet attached hereto; that the articles or services covered by the agreement
(expenditure) are necessary for the public service, and that the prices charged are just and reasonable.

The John Brown Company $125.60

Apex Plumbers 145.20

Plural Plumbers 146.10

Smith Brothers 138.40
INSTRUCTIONS

This Form will be prepared after the contract has been let, and will list all the
persons to whom invitations have been submitted. Standard Form 1036 will be prepared
in duplicate, The original will accompany the original Public Voucher for Purchases and
Services other than Personsl, Standard Form 1034. The copy shall be retained by the
Housing Manager's Office.

When the contract involves an amount of $2,000 or over, the contract must be nmmbered
serially by the Housing Manager and the original of Standard Form 1036 attached to it,

A. J. SMITH Housing Manager
(Signature of co ing officer) (Tile)

Nors.—-This statement and certificate will be all agreements, both farmal contracts and less formal agreements of whatever character, involving
theupondltmornoﬁptol blic funds. It mi ecuted and signed by oon oﬂot(unh.thnlwudinmndobyorbubmwnm‘wdbyu
officer other than th oer, when exeoution and signature may be made by such of ).
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U. 8. Standard Form No. 40

Am&,&:.:'““ ‘uu)m CONTRACT FOR TELEPHONE SERVICE Contract No. ooeeeeeeeee.
September 10, 1 THE UNITED STATES OF AMERICA Tel. No. . ME %156 = 7

For the Fiscal Year Ending June 30, 19____, and Thereafter Until Further Notice.
(See Instruction No. 6)

For . FEDERAL WORKS A .Dm:mzensa_ﬂousin@;._i%m
(Department or agency) (Buresu or difice) ( ) .
e Galifornia Telephone Company _— San Diego, California
(Name of contractor) , (Address)
RATE PER MONTH
DESCRIPTION OF SERVICE n’:::g‘i‘;z“
Per unit Tetal rate

..c.Hand aets 1...50 L. |50 9.,-00.
--3.Exteasions . 1,50 50. 1.[.50.

W 1/4 miles

Thie form will be prepared in duplicate hy thd locall telgphone. mm;tﬁ-,.m -signed
by _the Housing Manager. The original will he aﬁm:};Ei' t&_the grigi Public—

Youcher for Purchases and Services oather than|Personphl,. $tandax d,-x‘olim_la;k. _-The
£opy. will be retained by the Joueing Mansger'd Officle. . 4ny. chinge -in-serw-be——
xequlres_the filling out._ of snother U, S. Standsrd H a.-40

Toraw, 3.1 00 ) 15,181

{.nf)ormation for direcfory hstmgs (1) Federal Works Agency, Ssn Diega Development .
2) A, J. Smith, Housing Manager

. (When affecting existing service, ill in these spaces)
Supplements Contract No. ______, executed , 19 under Telephone No.
The UNITED STATES OF AMERICA, by the undersigned, its duly authorized agent, requests, and

the contractor agrees to furnish, the service above specified and toll service in connection there-
with, subject to the following terms and conditions:

TERMS AND CONDITIONS
This contract is subject to all rates, charges, rules, practices (including the practice as established by the con-

tractor and applicable to its other customers for dete charges or credits for fractional parts a billing
month), or requirements which may be lawfully established. ition is given to the fact that the United States
Government fiscal year ends on June 80. The whole or any part of this contract may be terminated, subject to

any charges applicable thereto, at any time u ten days’ written notice either to the other. Pnrmt
hfreum_ier ah?irlp ba contingent ’npon e availability of z;propriaﬁom thex?for, mdm not be made in advance
of service rendere

The United States, and all officers and agents thereof, shall be held harmless by the contractor from and against
all demands of any nature or kind for or on account of the use of any patented article, combination, or process
m t?h‘i? aﬂ:rctm services rendered, including any telephone facilities Fnrnislwd and used by the United States

con

The contractor shall not employ any person undera:;ng sentence of imprisonment at hard labor.

No Member of or Delegate to Congress, or Resident Commissioner, shall be admitted to share or part of
this contract or to any tthatmayariaethenfrom.butthisprovisionmllmtbeoonltr:gtoexmdtothk
contract if made with a corporation for its general benefit.

Executed this ___1&th___ day of March , 1941
. muuﬁymc“ﬂ " THE UNITED STATES OF AMERICA,
Servi begun ....... =2 B 194 '
o uom‘x:n.r RATE 10 By A. . SMITH
Provions Total Increase of Decrease on This Prost Totat | Title Housing Mansger _
Tncrosse Docresss Celifornia Telephone Company
(Name of contractor)
By __JOHN DOE
Exchange ... NMetro. Telephone No 4156=7 Title Business Manager .

(SEE INSTRUCTIONS ON REVERSE) 10—1907
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INSTRUCTIONS

1, General.

(a) This form will be used, with the exception of the Army, Navy, and Coast Guard, in ordering telephone
service within the United States except in the District of Columbia.

(b) Original of form and copies as required will be prepared and executed on behalf of the United States. If
form covers orders in connection with existing service, such as additions, discontinuances, changes, ete., the number
and date of execution of the existing contract which the new form supplements or affects and the existing telephone
number will be entered in the spaces provided.

(¢) The telephone company receiving the form will, upon completion of the work involved, fill in spaces indicated
and return all copies, signed by its authorized agent, with the exeeption of onhe copy which thetelephone company
will retain for its filer

2, Exchange Service.

(a)- Every quantity of exchange service with which a specific charge is associated by the eontractor shall appear
as a separate item in the contract.

(b) The wording of «each item shall fully identify the service quantity for which a charge is made. Contracts
including unit quantities shall snecify the npmber of units of each kind and the charge per unit.

(¢) Each contract charge shall be so specified as to clearly show whether it is a monthly charge, or a nonrecurring
charge such as a service connection, installation or other flat charge.

(d) Where any supplementary addition to, discontinuance of, or change in any existing service is required by the
subseriber, the additional, discontinued or changed item or items shall be covered by a supplemental axmment
executed on a separate Standard Form No. 40.

8. Abbreviated Wording.

In making the contract, the words used to identify service to be rendered may be abbreviated, but—

(a) Service quantities which according to the tariffs of the contractor are sub,)ect to. dnferent individual charges
shall not be consolidated into one item, and

¢b) No specification necessary to full identification and checking ot any charge shall be omitted.

4. Toll Service.

Charges for toli service shall_ not be set forth in this contract, but such charges shall be quoted at any time
on request of the subscriber or any representative thereof, 8o as to indicate clearly in each case—

(1) Type of call to be handled.
(2) Initial rate and period.
(3) Overtime rate and period.
(4) Hours, if limited, within which the quoted rates apply.
No error in any such quotations shall affect the billing and payment of the correct charges for any service
rendered.

5. Authority for Changes in Charges and General Changes.

If changes are approved or ordered by any legally constituted authority having jurisdiction, or otherwise law-
fully established by the contractor, which affect the charges for exchange service, or any of the terms of an existing
contract or of these instructions, the subscriber shall be notified thereof by the contractor promptly in writing,
and requested to prepare and forward to the contractor signed Standard Form No. 40, covering the change involved.
The notice of the contractor shall state the telephone involved, the authority for the change, the date effective,
the charge or provision of the contract or instructions affected, and the new charge or requirement.

6. Duration of Contract.

Where the term of the contract is to be limited to the fiscal year, the words “and thereafter until further notice”,
.appearing at the top of the form, should be deleted.
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ExHiBIT F

F.N.A. Form No. DHM 104

FEDERAL WORKS AGENCY
OFFICE OF THE ADMINISTRATOR

WASHINGTON, D. C.

PURCHASING OFFICE

To

T. M. BLACK SUPPLY COMPANY
14 Main Street
Detroit, Michigan

CONTRACT NO.
REQUISITION NO.
DELIVERY F.O. B.

SHIP VIA

BiLL OF LADING NC,

Fort Custer

TO BE SHIPPED TO (CONSIGNER):
Frank Green, Housing Manager

Battle Creek, Michigan
NOTE—ALL SHIPMENTS MUST BE CAREFULLY ADPDRRSSED AND BHOW OUR ORDER NUMBER On OUTSIDE

METHOD OF PURCHASK
DISCOUNT
APPROPRIATION

ACCOUNTING COPY

Purchase Order No.___ 15

DATE  4-15-41

ITEM NO. ARTICLES OR SERVICES QUANTITY REQUIRED AMOUNT
NUMBER UNIT UNIT PRICK TOTAL
790 Bulbs, light 24 doz. $1.80| $43.20
- ~ INSTRUCTIONS
An original dnd three copies will be preparsd by the Hopsing
will be forwarded

retained in a pen
marked "account:
Fund Obligations
fourth copy shall
f£ile shall be sen

o the vendor, the copy indicated "init
file, awaiting receipt of the mate

(- oY
for
ed,

kept in a separate file until the end of the ;
to the Procurement Division, Treasury De

th
(See

The
i "'j]:
';ggg;h.
copy™® will be routed to the Management Acpountant for e in
gisters, FWA Forms DHM 202 or 203, whic r 1s gpplicalfle, the
the en
agr

original
o
t

be
tire
aph Pl)o

TOTAL ESTIMATE,

$43.20

THE VENDOR WAS GIVEN A BL.LANK VOUCHER WITH THE ORIGINAL OF THIS PURCHASE ORDER AND INSTRUCTED TO SEND IT WITH THE

COPIES
QND

3938

SHIPMENT TO THE CONSIGNEE OR IF IMPRACTICAL TO SEND BY MAIL

VoucHER No.

AMOUNT, §___

sionans___Frank Green
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L
o Tqy M 10 FEDERAL WORKS AGENCY Purcnase reg. No. 1%
DIVISION OF DEFENSE NOUSING Gharge to t No._QH12

PURCHASE REQUISITION

The following articles or services are required for work in comnection with the management of this Defense Housing

Development.
Deliver to_ Maintenance Supt. , at 17-B Parkway , f.o.b.__Sen Diego
on or before Sept. 15 . Present supply 2 of each will last.__.__l___.__x.;;
Requested supply will last_ 8 _  wos.
Quantity Description Unit price Total price
16 18% Janitor's Brushes $1.16 ea. | $ 18.56
16 Handles for above Brushes .09 n 1.4l
10 Mops (medium) complete with Handles RIT 4,60

§ 40

BUDGET CONTROL

Z M&f SHs~

t No./ ¥/ R Title “pate
Amount 25. //.f/://
Housing Mgr. =
pate g/e s

3869

Entered ty___ KL
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Appendix

MANDATORY ITEMS COVERED BY APPERDIX |1
THE GENERAL SCHEDULE OF SUPPLIES
Treasury Department
Procurement Division
February 6, 1941

Commodities
Batteries: Dry
Dry, radio
Storage
Bits: Pneumatic jackhammer
Blades: Hacksaw, machine
Blasting: Caps, electric

Caps, nonelectric

Galvanometers (Circuit testers)

Machines

Plugs

Powder, nonsensitive

Powder, regular
Blasting-powder primer

Carpets: Axminster
Cork composition
Linen
Velvet
Wilton
Carpet and rug cushion
Coal, carload shipments
Cups, paper

Dies and taps

Drills, electric, portable
twist, carbon-steel
twist, high-speed steel

Drill steels, jackhammer

Dynamite

Dynamite caps, electric

nonelectric

Facings, clutch

Fan parts, electric

Fans, - electric

Felt: carpet and linoleum laying
Filters, oil, automotive
Floor-covering

Fuel oil

Gasoline (Motor Fuel V)
Grinders, portable electric: Aerial
Bench

Hammers, electric
Holders, tool, lathe and shaper

Kerosene (see note)

Lamps, electric: electric discharge bulbs:
Fluorescent lumiline
Glow
Mercury vapor

Item numbers
17-B-7000;7650
16-B-3200; 3520
17-B-8205; 89186
40-B-529; 565-57

- 40-B-582

4-C~38
4-C-65
4-G-50
4-M-100;190
4-P-265;284
4-P-670
4-P-390
4-P-765

27-C-224

27-C-226

27-0-228;234

27-0-235-5; 235-50

27-C-245

27-C-3855; 3867

Class 7

53-C~16780; 16782;16788;16792;16794

40-D-137
40-D-339;351-100
40-D-610
40-D-1720
40-D-2350;2572-47
4-D-325;610
4-C-38

4-C-65

8-C-5400
17-F-1300
17-F-186;324;530; 1000
27-F-217
8-F-1305
27-C~-3595

Class 7

7-M-95-15; 7-M-105-20; 7-G-280;295

40-G-118; 128-100

40-G-140; 148-100

40-1-245; 245-100

40-H-595

Class 14- Will be purchased
beginning July 1, 1941.

17-L-520
17-L-540
17-L-560



F.052 @ FWA DEFENSE HOUSING MANAGERS' MANUAL

Commodities

Lamps, incandescent (bulbs):
Carbon filament, miniature
Tungsten filament:
Large, standard and special
Miniature
Photographic flash (bulbs)
Sunlight (bulbs)
Linoleum, battleship
jaspe
Lubricating o0il (fromNavy Dept. contracts)
Machines:
Machines:

Floor polishing and scrubbing
Sewing

Mats, floor for chairs
floor, removable-link type
floor, rubber
Rubber door

Matting, rubber

Motor Fuel V (gasoline)

0il, lubricating (fromNavyDept. contracts)
Pads, floor-polishing and scrubbing macliine
Polishers, electric

Polishing machines

Reamers, machine
Rugs, American oriental
Axminster
Grass
Linen
Wilton

Sanders, electric
Saws; back
Switches, tip-over

Tire chains
Tires, single~tube; bicycle
industrial, wheelbarrow
Tires, solid: Industrial, solid
Cushion,
tractor and trailer

Tires,and tubes, pneumatic:
Airplane, automobile,
bicycle, bus-truck,
implement, industrial,
motor cycle, tractor,
wheelbarrow

Valve refacers, electric
Note:

Item numbers

17-1-585

17-L-2275
17-1-5100
17-L-7400
17-L-7450
27-1-471;521
27-1-562;572
Class 14

40-M-8;24-100
66-M-883
66~M-995-100
27-M-175;178
27-M-425-50
27-M-422;424
27-M-410;420
27-M-560; 585
7-M-95-15;7-M-105-20
Class 14
40-P-2;40-P-17
40-P-1080;1080-100
40-M-8;24-100
40-R-160;800
27-R-362; 370
27-R-385;450
27-R-525; 530
27-R-547-15;550-200
27-R-715;780
40-8-25; 40-5-25-100
41-5-52;58
8-5-11910

8-0-1000; 8-C-3450

Classes 8 and 83

Classes 8 and 83

Classes 8 and 83
40-V-500;515-100

All items in Class 54, Labor Saving Devices, are mandatory items

except those in Class 54, Supplement No. 1, which are not included as manda-

tory items.
tory items.

All items in Class 26, Office Furniture, are included as manda-
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INSTRUCTIONS GOVERNING TRAVEL OF EMPLOYEES IN CONNECTION WITH
DEFENSE HOUSING DEVELOPMENTS

When it is necessary for the Housing Manager or a member of his staff to
travel away from his official station on official business, such travel is
subject to the Standardized Government Travel Regulationsas amended March 7,
1941.

The Manager of each housing development is authorized to direct such travel
as provided for in the approved budget for the development. Travel which
will incur expense in excess of the amount budgeted for travel will require
prior approval by the central office.

A Housing Manager may not authorize travel withinthe limitsof the official
duty station; however, he may provide the use of a Govermment-owned car, or
streetcar, or bus tokens, tickets,or scrip for use withinthe official station
by employees on official business only.

The Manager is authorized by Special Order No. OA-89 (Revised) toauthorize
his own travel, and that of his subordinates, from the housing development
to which assigned to and from (a) the nearest district office of the United
States Civil Service Commission, (b) the county seat of the county in which
the development is located, and (c) points within a fifty-mile radius of the
housing development. From time to time it may be necessary for the Manager
or his assistant to travel to the central office in Washington, D. C., in
which case the Manager should request the central office to prepare necessary
authorizations.

In order to authorize travel or reimbursement of expenses outside the of-
ficial duty station, the Manager must properly execute a Travel Authorization
(FWA Form 22-E). He may then issue a Transportation Request (Standard
Form 1030), for travel by common carrier, to the employee who is to travel.
The traveller may be reimbursed upon presentation and proper execution of
Standard Form 1012 (Revised), one white original (1012) and 3 yellow carbon
copies (1012a) must be forwarded to the central office. When mileage has
been allowed, one copy of Standard Form 1012e must accompany each copy of
the voucher form. The manually signed (original) copy of FWA Form 22-E must
also accompany the voucher form.

When an employee travels on official business, he may be authorized to use
a privately owned conveyance on an actual expense basis, in accordance with
paragraph 12 of the Standard Government Travel Regulationsas amended March 7,
1941. Note that exemption from payment of tax on gasoline in States provid-
ing such exemption must invariably be claimed on Standard Form No. 1094,
(see paragraph 17, purchasing procedure, this Manuall}.

Mileage in lieu of actual expenses of tramsportation may be allowed by the
Manager when an employee travels on official business in a privately owned
automobile outside the official duty station. The Manager should determine
the mileage rate to be allowed, but in no case shall the mileage rate exceed
4 cents per mile.

The Managerof each housing development shallbe responsible forthe storage,
maintenance, care, and protection of all Government-owned vehicles assigned
for the official use of the personnel under his jurisdiction.

Theft or lossc: a Government-owned vehicle, orof the accessories or equip-
ment thereof, shall be immediately reported by the Housing Manager to the

GENERAL

Standardized
Travel Regu-
lations

Manager May
Authorize
Travel

Travel Within
Official Sta-
tion

PERMISSIBLE
TRAVEL

How to Au—~
thorize
Travel

USE OF
PRIVATELY
OWNED
AUTOMOBILE

Nileage Basis

Restonsibility
for Government—
Quned Vehicles

Theft or Loss
of Venicle
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Liability

Personal
Insurance

Official Use
of Government—

e
Automobile

Identification
of Vehicles

U.S. Official
Tags and
Shields

Operators’
dentification

local law-enforcement asnthorities and a detailed report of said theft or loss
and of such action shall be submitted by the Manager to the central office.

Government-owned vehicles shall not be insured against fire or theft.

Generally, the Government isnot liable forinjuries or damages to the person
or property of an individual caused by torts or negligence of its officers
or employees. Employees using Government-owned vehicles derive no immunity
from personal liability for injuries or damages resulting from their own
negligence merely because they are employees of the Govermment.

Insurance carried by an employee for his own protection is a personal mat-
ter and reimbursement will not be made by the Govermnment for the cost of the
premiums. It is understood that employees carrying liability insurance in
connection with théir personally-owned automobiles may, by the payment of a
small additional premium, extend the coverage to include their operation of
Government-owned automobiles.

An official automobile, where assigned toa housing development, is for the
purposes of the Manager and all personnel for official business only, provid-
ing that proper records of the use of such automobiles be kept at all times.
The use of a personally-owned vehicle should not be authorized if a Govern-
ment-owned vehicle is available.

Government-owned vehicles shall be used exclusively for official purposes.

Only such persons as may be entitled totravel on Government transportation
order or who are engaged in the tramsaction of official Govermment business
shall be transported in Government-owned vehicles.

Official license tags will be furnished by the central office for use on
all official cars. State license tags may alsobeput on FWA cars if request-
ed by State authorities for the purpose of police identification, provided
the plates are furnished without cost..

Upon receipt of official identification tags, FWA Form No. 63-E ("Receipt
for License Plates") shall be completed and signed in duplicate. One copy
shall be returned promptly to the central office and the other copy retained
in the field-office files.

Bureau of the Budget Circular No. 374, issued June 18, 1941, requires all
Government-owned vehicles to-bear standard United States Government license
tags and identification shields. These official shields will be forwarded
to Housing Managers as soon as they are available and should be placed upon
vehicles immediately thereafter. Standard United States Government license
tags will be forwarded by the central office before January 1, 1942, and will
replace FWA tags now in use.

All employees operating Government-owned vehicles shall carry FWA Form
No. 64-E ("Motor Vehicle Operator's Identification Card") whichwill be issued
upon the receipt and approval of FWA Form No. 65-E ("Request and Record").

The Identification Card will be forwarded by the central office to the Hous-
ing Manager for issuance to the employee. FWA Form No. 66-E ("Receipt for
Motor Vehicle Operator's Card") shall be completed induplicate and the original
forwarded to the central office and the copy retained in the Housing Manager's
files.

Failure to obtain proper credentials will not be accepted as a satisfactory
explanation in support of claims for mileage for the use of a personally-owned
automobile where a Government-owned automobile is available.

The Identification Card is charged to the employee and must be returned by
him upon his separation from service with the Federal Works Agency. Failure
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to account for such card properly may cause delay in clearing such employee's
account and in releasing his final pay check.

Standard Forms Nos. 26 ("Driver's Report——Accident™), 27 ("Investigator's Accidents
Report—Accident”}, and 28 ("Claim for Damages—Accident") are required in
connection with all accidents involving Goverament-owned vehicles. These
forms contain instructions for their use.

The reports on these required forms together with a statement of any addi-
tional facts or circumstances that may be deemed important or necessary shall
be prepared in duplicate; the originals shall be forwarded to the central
office and the copies shall be retained in the Housing Manager's files.

Gasoline and lubricants shall be purchased in accordance with the "Schedule Purchase of
of Contracts; Service Station Deliveries of (asoline and Lubricating 0il," gﬁiol”” and
copies of which have been furnished to each Housing Manager. Special atten-
tion is called to paragraph 21 of the Schedule, and to paragraph 17, Purchas-
ing Procedure, in this Manuval, which relate to exemption from State gasoline
taxes.

Federal law prohibits payment for the maintenance, upkeep, and repair (ex- Maintenance,
clusive of garage rent, pay of operators, tires, fuel, and lubricants) on any g;zg;;V and
one motor-propelled passenger-carrying vehicle, except busses and ambulances,
in excess of one-third of the market price of a new vehicle of the same make
and class, and in no case in excess of $400 per annum. This monetary limita-
tinn applies to the amount spent during any one fiscal year.

Government-owned vehicles shallbe stored in Government-owned garages in or Storage
near the housing development. If no such garages are available, and it is
practical to do so, vehicles shall be stored in fireproof garages under con-
tracts covering the fiscal year. When away from the official duty station
in a travel status with a Government-owned vehicle, the cost of overnight or
transient storage thereof should be paid by the traveler and reimbursement
therefor may be claimed by him in his travel expense account.

Federal funds may not be used to pay the cost of a State inspection of a State

Government-owned vehicle. In any case where there is an insistent demand by Inspection
local authorities that such a vehicle be subjected toa State inspection, the
matter shall be reported to the central office.

Page F.057, Exhibit A, FWA Form 22, Travel Authorization TRAVEL

Page F.068, Exhibit B, Standard Form 1030, Transportation Request ) égg%RggTIONs

Pages F.059 and F.060, Exhibit C, Standard Form 1012, Voucher to Reimburse for Travel REFERENCES
Pages F.081 and F,062, Exhibit D, Standard Form 1012, Voucher to Reimburse for Travel
Page F.063, Exhibit E, FWA Form 63-E. Receipt for License Plates

Page F.083, Exhibit F, FWA Form 64-E, Motor Vehlcle Operator's Identification Card
Pages F.064 and F.085, Exhibit G, FWA Form 65-E, Request for Motor Vehicle Operator's Iden-
tification Card

Page F.088, Exhibit H, FWA Form 66<E, Receipt for Motor Vehicle Operator's Identification
Card

Page F,087, Exhibit I, Standard Form 26, Driver's Report-——Accident

Pages F.068 and F.069, Exhiblt J, Standard Form 27, Investigator's Report—Accident
Pages F,070 and F,071, Exhibit K, Standard Form 28, Claim for Damages-——Accident

Page F.072, Exhibit L, Standard Form 1012e, Revised statement of Travel by Motor Vehicle

Revised Aug., 1, 1941
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F. W. 4. Form No. 33-E FEDERAL WORKS AGENCY
OFFICE OF THE ADMINISTRATOR 2220
No. .
TRAVEL AUTHORIZATION APPROPRIATION :
‘ 80X0207.003
NAME: John Doe Washington, D. C.
OFFICIAL STATION: San Diego, California Aprfl 30, 1941
(Date of oxrder)
While engaged in field work for this Agency in your capacity as Menagement Accountant

(Official
you are hereby directed to travel in accordance with the Standardized

designation)

Government Travel Regulations during the period and for the purpose indicated below :
From— San Diego, California To— San Francisce, Celifornia

Date effective ... May. 1, 394 or as soon thereafter as practicable.
Duration of authorization May 1‘{ 1941 to May 30, 1941
Obtaining Personnel from U.S. Civil Service Commission

Purpose

Conditions: , : ) ,
The following paragraphs applicable to your travel are '(indicate paragraphs) :

(a) The above travel is authorized to effect a change of station which is not for the personal con-
venience of the employee, but for the good of the service.

xxxx (b) You are authorized to perform the above travel by public conveyance.

(¢) You are authorized to perform the above travel by a privately owned automobile, it having
been determined administratively that, in connection with your work, the use of a pri-
vately owned automobile is more economical and advantageous to the United States, and

you will be paid mileage at the rateof ________ cents per mile, in lieu of actual expenses
of transportation in accordance with paragraph 12(a), Standardized Government Travel
Regulations. '

(d) You are authorized to perform the above travel by a privately owned automobile in lieu

" of travel by public conveyance. You will be reimbursed for actual operating expenses,

in accordance with the provisions of paragraph 12, Standardized Government Travel
Regulations.

(e): You will be allowed per diem in tieu of subsistence as follows: 2.¢00__ dollars when absent
from your official station on official business.

6))

T

. The number and date of this order must be referred to on your voucher claiming reimbursement for
the expenses incurred.
w8/ _Richard Roe

{Authorizing official)

Housing Manager

(Title)

U 8. GOVERNNENT PRINTING OPFICE 16—21798
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§ § R THE UNITED STATES OFAMERICA 1 500
N (7777 Federal Works Ageney, Office of E!la "M_l;gstr:l‘urr}!ﬂinmn. D. 6. J [ Zons Fertts
“§ E Requests the__ -Santa Fe Raiffoa ’ Company to farnish | 274 Foont
%ﬁ- Johia Doe atlovestrale Aefollowing | § | Homte | § | b /
(SR | Avm_San Diego, California ,, Denver, Colorado -2 {\t J J
§§§ v . 1_\ 1 |- , 1=
"%Eﬁjg 2 N ﬂ;'/lashington, D.Ce  Aug 69 41
L7 N, . _ ZechetNo. o | i ; ;

T .’”""”i&”ﬁ T eyl /e/ Richard Roe
&kg Kilue/to be inserteatdy aarnier)sS_L L. 2o\ [[isnang 753 =
% \§ Leertvfyy Brattyensporiohion Aasiebn Viprusheod as abore Fvte Housing Manager

N evgpias noted on reverse hereol. 6
§§§§ Aicthorsjation or obfeet. ____§gg22%ggo, California Aug. 6 41

.
§ §47 — /s/ John Doe
] A R e— — 7w Assistant Housing Manager
FOTE -Pollove stictly tasiruchons on reverse Aeveol!

Note: Separate Requests are prepared for Pullman
accomodations

GENERAL INSTRUCTIONS TO CARRIERS

1. Carriers must furnish transportation of the class or character and between the points specified in the request. The United States
Government will not be responsible for excess costs occasioned by violation of these instructions. Transportation exceeding that called
for on the face of the request must be paid for by the traveler when obtained and not billed against the Government.

2. Where exceptional conditions require the issuance of tran: tion differing from that specified in the request, the traveler should
note in the following space the actual transportation furnished, the reason for the difference, and sign the statement:

'd3' Transportation for a number of persons should be furnished at the lowest available rate for Reserved for stamp of

said number.
4. Money must not be exchanged for Transportation Requegts.-
5. Ticket agent's insertions on request should be in ink or indelible pencil,
6. Requests showing erasures or alterations should not be honored.

BILLING

7. Bills should be prepared by carrier’s general! officers on Government forms obtainable from
the Public Printer, “}:xshington, D. C., and rendered direct to the issuing bureau or sffice as shown
on the face of the request. .

8. Requests should not be passed through banks for collection.

9. Original requests must accompany bills ?‘;n} be listetfl thereon by nnmbelrs. d b

10, If original requests are lost, carrier should furnish affidavit explaini oss an owing the 3

exact service rend::tled, including date of issue and number of ticket. e & Ticket Agent.

Printing of transportation requests by

commerctal concerns is strictly prohibited.

curable through the Secretary of the Treasury (Division

Standard Form No. 1030,
Form approved by Comptroller Genera. U.S., Oct. 6, 1926,
Printed by Bureau of Engraving and Printing and pro-

of Printirig).
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Form No. 1018—.

oroiTcres U™ YOUCHER FOR PER DIEM ANDIOR REIMBURSEMENT 1, . vou. o, 5253,

" Genteal Reguiniions e 88 OF EXPENSES INCIDENT TO OFFICIAL TRAVEL ~ Bureau No. . % - 6 - &

(Statement of accotnt mt be completely filled in by payee prior to signature, and there must net be any erasure or alteration unless initialed or signed by him.)

Geseral Acowunting Ofice U.S. Yederal V¥orks Acency, Office of Adwinistratar PAID BY
PREAUDIT (Department, burean, or establishment)
THE UNITED STATES, Dr., To ... dohn.Doe .
Certified for payment in the ) (Payoe)
T L_I_r_l.s.e;‘.t..ﬁﬂ.d.r_e.as._yhgne.(&lérec)k-.is--ho.-he-sent) ............
Address

Courrnotizn Gemeaar or Official Headquarters San Diego, Californis

ol Domlmle (For use of Post%gl:rlg:?n‘lzye) (For use of paying offics)
. AMOUNT
FOR PER DIEM in lieu of subsistence, mileage for personally owned motor vehicle, and/or REIMBURSEMENT Dotrins | Cxwrs
of travel and other expetses paid by me in the discharge of official duty from y_ 1 ,194 ) f————
ey 5 1051 as per itemized statement within, under authority No. 2220___ dated ._APril 30
19.___].--, copy of which is attached,* or has been previously furnished with voucher No. .. .2 Z__.., paid_-.__{tll'—f_;_l._.l_i--..-,
1941 vy _Barry Rogers s|._16 | 50
(Name of disbursing officer) N

I do solemnly swear (or affirm) that the above account and schedule . (Payss will NOT use this space)
annexed sare just and true in all respects; that payment therefor has not been | Differences
received; and that my statement of travel performed upon transportation i
::?lt% and/or by motor vehicle correctly reflects travel performed by me on
o usiness.

Account verified correct f $
SIGN  Payee. (Signed) John Doe ceount verified co or
ORIGINAL
ONLY Title_.._ Management Accountant (Signature or initials)

Subscribed and sworn to (or affirmed) before me at ... 380 _Freacisco, (21if this 3lst __ day of ¥ay..., 1041 .
Title Notary Public :

('.l‘o be used at discretion of dopartment, bureau, or establishment)

Recommended for approval:

(Simnd) Richard _Roe.
(Immedinte supervising official)

I certify that the official headquarters, domicile, or residence of the claimant is as stated above; that the travel was authorized from
and to the points atated in the account, and for the period and at the subsistence rate or rates claimed, as shown by the authority on
file, or (if such authority was not issued in advance of travel) as satisfactorily explained and approved hereon as required by the Stand-
ardized Government Travel Regulations; that the within itemized statement including claimant’s statement of travel performed upon
transportation requests has been examined and is certified correct, except as noted; and that the amounts therein claimed are just and
reasonable, except as noted.

tApproved for $187.20
sich __ (Signed) Richard Roe
ORIGINAL ,
ONLY Title ._.___Housing Mensger ...
ACCOUNTING CLASSIFICATION (For letion by istrative office)
) LnaraTioX on PROJECT ArrROPRIATION
Amon’;"g'g!- smmn ATION APPROPRIATION TITLR Auo;nu yo—
8X0107. Faticnel Defense Housing, Office.|s s....... 16250
of Administrator, Federal Works ..
Agency._ (A1) Other Expenditures)
ENCUMBRANCE CosT ACCOUNT OBJECT OF EXPENDITURE
Auo Srusor Axoonr  Liqumazzn Symbol Amount Symbol Amount
$ 3 $
o on Treasurer of the United States
Paid by { Check No. dated 19, Jfor S { in favor of payee named above.
. Cash, $ on 0. omiiNaL - __ (DO NOT SIGN HERE) -
’ N ONLY (Bignature of payee)

*If there was no prior ity state cb which rendered prior authority lmfwﬂubh. i
11 the ability to certify and suthority to approve are combined in one person one signature only is necessary; otherwise the approving officer will sign in the blank space below
“Approvod for $.. oo *, and over his official title.
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ITEMIZED SCHEDULE OF TRAVEL AND OTHER EXPENSES

1. Date and hour of departure from official headquarters May 1, 1941 LA M.
2. QGive duty status on first day of voucher period: (Date) (Hour)
*Arrived at __San Francisco Calif, on May 3 , 191,
for temporary duty for approximate period ... 30 days
Approximate date of return to official headquarters _.___May__3Q , 1941
3. 1State authorized per diem in lieu of subsistence, $..5.00 ...
4. {State authorized allowance for actual subsistence expenses: Not to exceed $___ === __.____ per day.

5. Where for traveler’s personal convenience or through the taking of leave there is interruption of travel, deviation
from the direct route, or where traveler delays at a place other than post of duty, a statement showing the facts
should appear on the voucher.

*T h ides for travel to more than one point, time of arrival and departure from each should be stated in the body of the account in chronological order.
tI: :1‘11::: {ibtaynp;gg raeé) g{ allowance is authorized,xl)'ull statement of application of each rate must be given in some convenient place on this voucher.

DATE SUB- AMOUNT NOTATIONS
w41 (To Do Racaised by the day and by expiained) 2 PR NN pre——
Mey 11 Left San Diego, Calif., en route %o San Francisco,Cal g.l00 | |
______________________ Taxi %o siation 15
May 3| Arrived San Francisco, California 10 100 g
_____________________ Taxi. to Hotel I5.
R S SO NU S N e

[ ’—-—h—-i-——‘//

P - /"
— e N P FOSNSNUN P
ToraLs (to be carried forward to continustion sheet, if necessary) 15 q) 1 20 [,
ToTAL AMOUNT oF VOUCHER (not to be used when totals are carried forward to continuation sheet)..... 16 50
**When sub quired by lations were not obtained, state fully the circumstances showing reason for omission. . 10—1084
STATEMENT OF TRAVEL PERFORMED FOR WHICH REIMBURSEMENT IS NOT CLAIMED
BY TRAVELER
NRORTATION VA
AR | BERLON RO~ Rl g | WiEGE | amom
READING
‘ Union
May 1 | 872041 | San Diego, Calif. | San Francisco Pocific R, F $16.75
May 1 g7o0u2 San Diego, Calif, | San Francisco Pullmen LB P 2.25

*Railroad, steamship, airplane, bus, ete.

tAbbreviate class of service or acco: dati . H - . . . T
CP, compartment; BB, badroams sosx.ns!.r& da ons md, qumagE g: first clags; I, intermediate class; M, mixed class; C, coach; P, Pullman eccommodations; DR, drawing room;

; LB, lower berth; UB, upper berth; 8, seat. By other mode: Number of miles traveled.

INSTRUCTIONS

1. The provisions of the travel regulations must be strictly observed in order to avoid suspensions and disallowances in the accounts.

2. When more space is uired for itemization of the account, use conti ! i
1012¢—Revised) and ?asten tol:gther in upper left-hand corner. ’ ntinuation sheets (standard forms 1012b—Revised and

As many copies of the approved memorandum voucher may be made as rsquired for administrative purposes.
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ottt YOUCHER FOR PER DIEM ANDIOR REINBURSEMENT 1, 0, vou, o
éral Regulations No.88 OF EXPENSES INCIDENT TO OFFICIAL TRAVEL Bureats No. ......oeereeeeee.

(Staterment of acceunt must be completely filled in by payee prior to signature, and there must not be any erasure or alteration tmiess initialed or signed by him)

06ie U' S' PAID BY
(Department, buresu, or establishment)
PREAUDIT THE UNITED STATES, Dr., To

Certified for payment in the v
O Of B o (Address) >

Cournouss Guamor | Official Headquarters
BY oo ce oo nenan Domicile Resid

- i (For use of Postal s«lmm:) (For use of Paying Office)

AMOUNT

FOR PER DIEM in lieu of subsistence, mileage for personally owned motor vehicle, and/or REIMBURSEMENT | po o T oo

of travel and other expenses paid by me in the discharge of official duty from. 19 ,

40 e, 19______, a8 per itemised statement within, under authority No. , dated

19.___.., copy of which is attached,* or has been previously furnished with voucher No. paid

19....., by $

(Name of disbursing officer)
’ (Payee will NOT use this space)

Differences.
Account verified correct for. $ T
(Signature or initials)

MEMORANDUM

ACCOUNTING OLASSIFICATION (For letion by \ office)
LIMITATION OR PROJECT APPROPRIATION
ArrRorRiamoN, LureaTion AYPEOPRIATION TIrLE
o 8 AMOUNT Axovune
t] $
Cost ACCOUN?T OBIxct Or EXPENDITURE
ALLoTMENT BYMBOL AMOUNT EXNCUMBRANCE —
LiqumaTzo Symbol Amount Symbol Amount
$ $ $
on Treasurer of the United States
Check No. » dated 19...... PR 10 NUU—— {in favor of payee named above.
Paid by a1GN
Cash, § o iy 19 ORIGINAL
’ »on 19 ONLY {Signature of payee)

*If there was no prior suthority state cirommstances which rendered ing prior suthority & cabl 10—1684a
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iTEMlZED SCHEDULE OF TRAVEL AND OTHER EXPENSES
1. Date and hour of departure from official headquarters

2. Give duty status on first day of voucher period: (Date) (Hlom)
*Arrived at on , 19
for temporary duty for approximate period
Approximate date of return to official headquarters , 19
3. {State authorized per diem in lieu of subsistence, $.....creececeo.
4. {State authorized allowance for actual subsistence expenses: Not to exceed §................. per day. .
5. Where for traveler’s personal convenience or through the taking of leave there is interruption of travel, deviation
from the direct route, or where traveler delays at a place other than post of duty, a statement showing the facts
should appear on the voucher.
f ory proids s v oo thn o it thmeof vl sad dopsta o xch b i by of s st poges o
AMOUNT NOTATIONS
DATE CHARACTER OF EXPENDITURE L1t o
.. (To be iteraized by the day snd fully expiained) NO% | goperance | Omrma | (Eayes et nok
]
ToraLs (to be carried forward to continuation sheet, if necessary)
ToTAL AMOUNT OF VOUCHER (not to be used when totals are carried forward to continuation sheet)
**Whea ired by lations were not obtained, state fully the circumstances showing reason for omission. 10—-1684a
STATEMENT OF TRAVEL PERFORMED FOR WHICH REIMBURSEMENT IS NOT CLAIMED
' BY TRAVELER
g, 28 TR v
DATE OF A
TRAVEL sgxiEEii%’%fﬁ FROM— TO— (Kind of carier SASS ORIl AMOUNT

-\\

;Eg‘b e olass of servion or scromssodations used. Rallro man
rov 1ass of ce Or accomm ions used. ad: F, first class; I, intormediate class; M, mixed class; C, coach; P, Pull B odations; . H
OP, compartment; BR, bedroom; 808, single occupancy section; 8EC, section; LB, lower berth; UB, upﬁer berth; 8, Beat. By other mode: mﬁ.«:r of mlil:s 133.'1’3?"”‘ room:

INSTRUCTIONS

1. The provisions of the travel regulations must be strictly observed in order to avoid suspensions and disallowances in the accounts.

2. When more space is required for itemization of the account, use continuation sheets (standard forms 1012b-—Revised and
10120—Revised) and fasten together in upper left-hand corner. ’ ¢

3. As many copies of the approved memorandum voucher may be made as required for administrative purposes.
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FWA Form No. 63-E

FYDEFAL VORKS AGENCY
OFFICE OF T'E ADMINISTT.ATOL

Teg No. FWA 171

BECEIPT FOR AUTOMOBILE AND LICENSE PLATES

Ofange

Texas

Gilmer Homes Project

(Field Office)

To the Chief Clerk.

(State)

605 No. First Street

(Address)

Sir: I have received Government-owned automobile, to which I have assigned license
plates, FWA No. __ 171 :

1. Name and/or make of vehicle _Chevrolet
2. Type __ Piclkmp Capacity 1/2 Ton
3. Motor number .3 AKO7-~20549
4. Vehicle manufacturer's serial number __AD 1047482
5. Date of receipt of automobile July 11, 1941
6. Tire size _600-16
Respectfully,
July 25, 1941 /8/ __Richard Roe Housing Manager
(Date) (Responsible Field Officer) (Title)

STATE........LoXa8

FEDERAL WORKS AGENCY
OFFICE OF THE ADMINISTRATOR
‘MOTOR VEHICLE OPERATOR'S IDENTIFICATION CARD

THIS IS TO CERTIFY that the person whose sigoatyre and
photograph appear on the back hereof is duly authorized to
operate motor-propelled vehicles for the Federal Works Agency.

/8/ J.E.Eldridge /s/. Richard Roe

CHIEF CLERK RESPONSIBLE FIELD OFFICER
Housing Manager

F.W.A ~64E

(Photograph)

/s/ John Doe

SIGNATURE OF OPERATOR

et e
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FWA Form No. 65-E FEDERAL WORKS AGENCY Motor Vehicle
OFFICE OF THE ADMINISTRATOR Operator's Card No. 171
Date forwarded REQUEST A™D RECORD Date issued by responsible
by central office MOTOk VEUICLE OPERATOR'S CAKD field officer
July 23, 194 July 25, 1941
(Date) ~ (Date)
Crange Texas:_
(City (State)
Gilmer Homes P ____éﬁ_ﬂ_r_u_?mL
(Field of%ice.s Address)
To the Chief Clerk. (Date) __Juiy 25, 1941

Siry It is requested that Motor Vehicle Operator!s Card be issued to

, vwho is attached to nmy office and is qualified to operate
- iNmne of Operator)

vehicles for the Federal Works Agency. His record as an operator of motor-propelled

vehicles is given below.

Respectfully,

[8s/ Richard Roe ,
(Responsible Field Officer) iTl‘ ;Eles

MOTOR VEHICLE OPERATOR'S RECORD

1. Name of operator  Doe John i

(Surname) (Given name) (fiddle name) Photograph
2. Position with F.W.A. of

' Operator
3. Present Address
(Number) (Street) (City) - (State)

4. Legal Residence '

(State) (County) (City or Town)
5. Where Born When Born

(State or Fdreig;n Country)  (City or Town)

) Age on LAST Birthday
(Day) (Year) S
6. Race Married or Single Sex

7. Are you physically sound? State any defects

8. Have you good natural eyesight? , if not, is the defect corrected by giasses?___
9. Height feet inches. Weight pounds.
10, Byes, color . Hair, color .

(over)
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11. Previous driving experience as operator of motor-propelled vehicles. (State
fully where, number of years, and other necessary details): 2

12. Holder of motor vehicle operator's permit or permits (if any) s as follows:

Pernit
State Number |Date of Issuance Date of Expiration Remarks

13, If not the holder of a permit, state fully the reasons therefor:

14. Have ybu ever been arrested for traffic violations?

15. 1If so, give in detail the date, charge, and disposition thereof:

16. Remarks:

17. 1In case of emergency, notify , Relatiomship

, Address

I, the undersigned, DO SOLENNLY SWEAR (OR AFFIRM) that the statements made by
me in answer to the foregoing questions are full and true to the best of my knowledge

and belief., SO HELP ME GOD.
(signature of o rator) ¥'/ John Doe Doo

f female, prefix "Miss" or "Mrs.", and if married, \Slgndygrig}ﬁal or snisials) 1 ,50“

ur own Christian_name, as "Mrs..Mary L. Doe." have any, and your name in

Date:__July 25, 1941 Certified___/s/ Richard.Roe
(Responsible Field Officer)
Housing Manager
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FWA Form 66-F ‘ . FEDERAL WORKS AGENCY ~ Motor Véhicle Op-
OFFICE OF THE ADMINISTRATOR erator's Card No. 171
RECEIPT FOR MOTOR VEHICLE OPERATOR!S CARD
Or. Texas
(cnyi (State)
- Gilmer Homes Project S t
j (Field Office) Address)
July 25, 1941
To the Chief Clerk. (Date)
Sir: Motor Vehicle Operator's Card No. 171 was issued to __ John Doe on
' (Name of Operator)
July 25, (19’-&1) » who is attached to my office and is to operate motor-
Date - ‘
propelled vehicles for the Federal Works Agency.
Reapectfully,
_/s/ Richard Roe Housing Manager
(Responsible Field Officer) (Title)

OPERATOR'S RECEIPT

I have received Motor Vehicle Qperator's Cerd No. 171 which was issued to me

on _July 25, 1941 . ’ /s/ John Doe
(Date) (Signature of Operator)
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17. Was an investigation made by a policeman (civil or mil-

tary)? 1t so, state

Name No.

Precinct or station

18. Names and addresses of persons other than driver in Gov-

ernment - car :

19. Names and addresses of other witnesses:

/s/ Johp Doe

(Signature of driver) !

I certify that the above report was delivered to me on
the day of 19........,

at o’clock

/8/ Richard Roe

(Bignature of oficer in charge)

Housing Manager

(Official title)
Fed4ral Works. o Offo. 0f.
(Government deparfthent or establishment)
NOTE.—This report shonld be attached to report of Investigating Officer.
10—1810 :

U 4 GOVERNMENT PRINTING OSTICR

Standard Form No. 26
Approved by the President
June 10, 1927

DRIVER’S REPORT—ACCIDENT
MOTOR TRANSPORTATION

INSTRUCTIONS TO DRIVERS
In case of injury to person or damage to property:
A. Stop car and render such assistance as may be needed.
B. Fill out this form, ON THE SPOT, so far as possible.
C. Deliver this report promptly to your immediate superior.

Failure to observe these instructions will result in disciplinary
action.

1. Name of Government driver:

John Doe

2. Stationed at

3. Make and type of @over

t vehicle

Chevrolet pick-up truck

4. Bervice b

8. Name and address of owner of other vehicle (or owner of

property 4 d)

8. Name and address of driver of other vehicle

7. License of other vehicle: State

No.

8. Place of accident: City

Street

10--1810

9. Date of aceld 19 Hour ....... M.
10, Names and addresses of persons injured; nature of injuries:

11, Describe damage to Gover: t vehicle

12, Describe damage to privately owned vehicle, or other

AN

property :

13. What signal was glven by each driver prior to accident?

14. State condition of light, weather, and roadway: ...............

15. Explai: how accident happened:

16. Label streets and indicate measurements; show the position
of each vehicle at the time of the accident and show b
dotted lines the course of each vehicle just before an
Just after the collision,

Indicate points
of compass
N.E. 8. W,

10—1810
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DV et o TG lNVES'l'lGATlNG OFFICER’S REPORT—ACCIDENT
June 10, 108 MOTOR TRANSPORTATION

This report, together with the driver’s report (Form No. 26), must be submitted promptly in aecordance
with department regulations.

Date 19 Hour M,

ACCIDENT Place: City or town State
Street

Weather Condition of roadway

Make and type of vehicle Service NO. ..cieceeceiicceninceneccsnacs ;
3%mcm AN’Ir)
DERIVER Name of driver

His title and station

Make and type of vehicie License NO. c.ooomcsvscesissnsinsone

Owner: Name
gnwlr‘;ﬁnm VEHICLE Address
DRIVER

Driver: Name

Address
Li No.

Names and addresses and extent of Injuries
PERSONS INJURED

If medical aid was rendered, state by whom
DAMAGE TO
GOVER
VEHICLE
DAMAGE TO
PRIVATELY
OWNED VEHICLE
OR OTHER
PROPERTY

ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES
Names Addresses

WITNESSES
(Important)
POLICE REPORT | Did city or State police report the accident?

If report was made, attach copy.

Government car was proceeding from to
OFFICIAL DUTY ‘Was driver performing official duty?

Indicate the duty:

[ovER}
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INVESTIGATING OFFICER'S SKETCH

Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrian, just defore
the collision, and aZ the time of the collision.
Show in red their relative positions just after the collision.

Label the streets and every object depicted, and indicate measurements; show by dotted lines the course
followed by each vehicle, and add any explanatory statement that would aid in an understanding of the
occurrence.

N, ns-n%

If the above diagram is not applicable, attach substitute diagram.

I hereby certify that the foregoing is a true and correct report of the accident, according to the best of
my knowledge and belief, based upon investigation made by me personally. Attached hereto as a part hereof

are the following papers:

/8/ Richard Roe
Investigating Oficer.
Housing Manager ~~

INSTRUCTIONS TO INVESTIGATING OFFICER

1. Attach driver’s accident report, with supplemental signed statement from driver. Among other things,
the driver’s statement should describe the course of the Government car, and the course of the vehicle or
person collided with, just before and at the time of the collision; the rates of speed and how estimated; the
signals of warning; condition of brakes, of lights, of streets as to being slippery; efforts made by driver to
avoid collision; facts showing whether or not other driver, or person was in fault, etc.

2. Attach signed statement from each witness.

3. Attach copy of traffic regulation violated, if any.
4. Attach photographs of scene of accident and of damaged cars, if any taken.
5. Attach Findings and Recommendations of Investigating Officer.
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Standard Form No. 28
Approved by the President
June 10, 1927

CLAIM FOR DAMAGES—ACCIDENT, MOTOR TRANSPORTATION

(Department or establishment)
..... Crange, . Texas ... . Auguset.1,1941

(Place and date)

To (Person _who will make
claim for damages)

Sir:

In order that the claim for damages submitted by you may receive proper
consideration, you are requested to fill out dhd return to this office the form
on the reverse side of this sheet, duly sworn to before an authorized officer of
the law, and attach thereto receipted bills covering expenditures made necessary
because of said damages. All material facts should be stated upon this form, as
it will be the basis of further action upon your claim. If additional space is
required for a full statement of the facts, blank sheets may be attached.

Very truly yours,

(Signature) ... /s/...Richard .Roe.

(0fficial Titlie) :.»Housing. Mapagex
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CLAIM FOR DAMAGES

Date of accident 19.... Hour A M. P. M,
Place of ident
ACCIDENT
Describe how accident happened
Names and addresses and extent of injuries
PERSONS
INJURED
If medical aid was rendered, state by whom
Name of owner
Address
Kind of property and extent of damage
ll;nornnn'l;)r
G Method by which damage is established (if by receipted bills or appraisals indicate at this point and attach
to claim)
‘Where may property be inspected?
Is the damage covered in whole or in part by insurance?....... ...... If so, state name of insurance company
Do the attached bills cover any repairs except those made necessary by the accident? ......coovimvoveees e,
AMOUNT
OF CLAIM For personal Injury, $....cocoovconcnrorenceen For property damaged, §.....ccocoovemcnvneriancnas
(Signature of claimant)
Subscribed and sworn to before me this .....cecccoeceeeceee. day of ,19........,
at
(8ignature)
(Seal) Notary Public

[orFICIAY BEAL] (Title of official administering oath)
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ExHiBIT L
Standard Form 1019e—Revised Bubvoucher No, 3o ..
Form approved by
compirotir Geners, 0.5 STATEMENT OF TRAVEL BY MOTOR VEHICLE
Rovised March 14, 1830 (Submit in duplicate with reimbursement account)
General Regulations No. 88
Richard Montgomery
(Name of traveler)
Federal Works Agency Office of the Aduinistrator
(Department or Establishment) . {Bureau or Office)
Statement of travel accomplished with Automobile registered in the name
) (Automobile or motorcyaie)
of .._Richard iontgomery ... (State_of. Californie , Registration No. 65.2021.. ),
and operated under letter of authorization number 2752 dated April 30, 1941
hereto attached.
Period from May 1. to May .3
Dass Brrwzzn Wam? Ponvms nl?.‘r’f:ﬁ':. Hous or MzrEr READNGS -}‘;’.‘3 gr‘:‘.
1941 Frem— To— AM. [PM [AM|PM|  stat End 2o | Mus
Cents
May 1 | San Diego,Bal, Los Angeled 8 1 | 25,850|26,002] 152 | L 6 |08
ToraL, 6108

I hereby certify that the travel indicated above was accomplished in the performance of official duties
pursuant to the travel authority referred to on the voucher to which this statement is attached; that the
information given is correct; and that no part of the travel for which compensation is claimed was performed
within the corporate limits of my official station or post of duty.

—(Signed) Richard.Montgomery

(Bignature of traveler)
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Pl ~a

RECORDS AND STATISTICS

STATISTICAL REPORTING FOR DEFENSE HOUSING

The Division of Research and Statistics serves the 0Office of the Adminis-
trator by providing those facts and analyses essential to program planning
and the general direction. and supervision of operating programs, the evalua-
tion of the economic effects of the works program and its operatioms, their
relation to other programs of the Federal Govermment, and other factors rel-
evant to the determination of policy. In performing its work, this Division
draws freely from the research projects and the statistical data available
in the several constituent organizations of the Federal Works Agency. It is
accordingly concerned, in the development of its work, with the establishment
of wmniform standards for statistical reporting by the several constituent
operating organizations and, so far as feasible, comparability of statisti-
cal data in the operating reports; and with the coordination of the statis-

_tical reporting and the research work of the several organizatioms in ac-~
cor?&nce with the objectives of the Federal Works Agency.

The distribution of the construction of defense homes among many agencies
created aneed for a centralized statistical reporting service and a research
and analysis unit which has the entire program in its purview. This respon-
sibility bas been assigned to the Division of Research and Statistics in Gen-
eral Order No. 26, the statement of which follows:

In connection with the -defense housing program of the Federal Works Agency there has:

developed a need for various periodic and special statistical reports on the status
and operationa of the program. Reports are required by the Office of the Adminis-
trator, the agencies participating in the program, and the several defense and other
interested agencies. Furthermore, there 1s developing a need for basic statistieal
~and ecoromic analysis and research to serve the above purpose and lookingto the
-appraisal and sound development of the program. )

In order:

1. To assure the availabllity of the basic records to serve the above~mentioned
requirements;

2. To safeguard the adequacy and uniformity of standards for the statistical reports
required; '

8, To assure the accuracy, consistency, and uniformity of statistics reported to
the Office of the Administrator by the several agencies participating in the
assignment of defense housing projects, and the statistics released to other
agencies, the Congress, or the general public;

4. To avold, so far as feasible, duplication of statisticdl work and reporting;

to assure the timeliness of the avalilability of basic statistical data as re-
quired (for administrative, advisory, or publication purposes); and more particu-
larly,

6. To deveélop a system of uniform periodic statistical reports to be made by the
agencies participating in the program to the O0ffice of the Federal Works Adminis-
trator, and a summary system of uniform periodic scacistlcsl reports for. the
Federal Works Agency program; and-

G. 001

FUNCTION

GENERAL
ORDER 28
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MANAGEMENT
'AND
REPORTING

8. To coordinate the flowof statistical reports and basic statistical and economic
data from the agencles participating in the defense housing program to the office
of the Federal Works Administrator, and to centralize the review of such reports
and data for adequacy anduniformity of standards, accuracy and consistency, and.
the approval for release by the Office of the Federal Works Administrator.

It 18 hereby directed that the Office of the Administrator, by Foster Adams, Director
0of Research and Statistics, shall:

a. Develop and malntain a system of summary statistical data for the control of
the completeness, accuracy, consistency, uniformity, and authoritative character
of a statistical reporting system for the program.

b. Develop and maintain a system of uniform periodic reports of the Federal Works
Agency; and arrange incollaboration with the Director of Defense Housing with -
the Office of the Executive Assistant, the 0ffice of the Management Engineer,
and the agencies participating in assignments for construction or management
of projects, for the availability of such basic records or the preparation of
such periodic reports as may be required tor the purposes indicated and the
procedures incident thereto.

¢. Be responsible for the statistical reports required by the Coordinator of
Defense Housing; the reports required by the Division of Statistical Stand=-
ards of the Bureau of the Budget; statistical reports requested by the Price
Stabilization Division of the National Defense Commission, the Bureau of Re=
search and Statistics of the Office of Production Management, the Bureau of
Labor Statistics, and researchand statistical units of other Federal agencles;
and the statistlcal data required for the Annual Report of the Federal Works
Agency and special reports to the President, to the Congress, or Committees
thereof. -

a. Prepare, or review and approve, all statistical data for release to thé gen-
eral public.

e, Conduct special statlstiéal and economlic analyses and studies and prepare re-
ports -thereon.

f. OQutline asystemofuniform periodic reports by agencies to which projects are
assigned for construction or management, 8¢ far as such reporting may serve
the purposes indicated, and arrange for the preparation and transmittal of such
reports and the establishment of procedures necessary therefor.

g. Outline the data required, designate the authoritative sources thereof, and
define standards of statistical adequacy, uniformity, and 'accuracy for the
purposes indicated. : ’

Your cooperation ineffectuating the provisions herein set forth will be apprecilated.

JOEN M. CARMODY,
. Adninisteator.

The Division of Research and Statistics provides the Administrator and
the Division of Defense Housing with a statistical reporting service for
management as well as for comstruction.

The same standards of accuracy and promptness which apply to comstruc-
tion reporting apply equally to management reporting. The sources and
procedures for the reporting of management data are discussed in another
part of this manual and require only brief reference here for the purpose
of associating the administrative procedwvres with the statistical objec-

_tives. It may be noted, however, that the data required in all reports

are all drawn from material normally gathered in management procedures,
and essential to the effective management within the individual project. '

The index to the statistical reports or page G.003 gives for each report
the form number and title, the period covered by the report and the date the

‘report is expected in Washington, the number of cop1es requ1red and the

source of the data.

Pl

The first of these, "Report on Appl1cat1ons Leasing and Occupancy" will
initially provide basic data on the degree to which housing umits, as they
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are made available for occupancy, are being occupied, and subsequently
provide data on the amount of turnover there is among tenants.

The "Tenant Record Card," the "Notice of Premises Vacated," and the "Notice
of Change in Rental Charge" will provide a basis for analyzing the reasons
for turnover among tenants, and for studying other industrial factors and
characteristics of the tenmants as these may have a bearing on management

problems and policies.

1NDEX
. . A i Nnmber Manual
Form No. Title of report Period covered Date due in Washington of Source documents Dame
covies ;
Telegram | Renort on Occupancy | Week ending Friday | Saturday of each week 1 Management records
DAM-5 Report on Apolica- | Preceding week end- | Monday of each week from 3 Work sheet A C.028-
tions, Leasing, and | ing Friday, or cal-| time applications are Work sheet B C.042
Occupancy endar month first received until Work sheet C
project is 95 percent
occupied. Thereafter on
the 10th of each month.
DAM-11 Tenant Record Calendar month The tifth of each mouth 2 Tenant Aoplication [C.(43-
for the precediang month FwA Form DHM-7. |C.045
Certification of
Defense Activity
and iancome data
DHM-1.
DMM-12 Ndtice of Premises | Calendar month The tifth of each month 2 Management records|C.045,
Vacated for the oreceding moath C.0a7
DHM-13 Notice of Change in | Calendar month The fifth of each month 2 Management records{C.048,
Rental Charge for the preceding month C.049
Revised Aug. 1, 1941



