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THE FEDERAL TOf,(S AGEXCY AIID DEFEXSE }IOUS IlIG

As a Housing Haaager you are identified with one of our largest Governmental organizations,
the Federal l{orks Agency. lle naturally want you to knor something about it at the begin-
ning of your training. Especially do we want you to become aware of the single, dynarnic
purpose about which the Agency is integrated.

That purpose, in the words of President Roosevelt, is "To carry out the peoplers will,
prompt,ly, effectively, without waste or lost motion."

The keynoteofurgencyinthis statemetrt islost upotr trone of us today. Speed, efficiency,
coordioation-these objectives are imperative in our emergetrcy Federal works.programs.
The I1{A has driven hard toward them in its brief existence. Hazardous delay and duplica-
ti.on of effort have beeo eliminated, and projected work has gone more and more swiftly
from drawing board into actual construction. As your acquaintance with the organization
broadens, you will setrse among the personnel the will and deternination that the tragic
nistakes of 1918 in defense preparatioo will uot recur.

But to think of the Agency in terms of emergency oaly is wrong. There are other great
objectives irnplicit ia the Executlve 0rder of.July 1, 1939, bringing the tYA into beiag.

For alnost a generationbeforethat, etrgineering societies in the United States had advo-
cated a-dElartnent of public works for the Governf,ent. Their reconunendation called for the
centtaliza:uion of planning andadninistration in related Goveinneatal constfuction activities.
The reason, ol course, was t.hat through cenlralization the ends oi econmy and increased
sociaL usefulness would be best served.

The expetience'of the last decade ia our national ,life demonstrated in another way the
soundness of thie proposal- Increasingly it was recognized that Federal works provided a
rethod ol stabilizing econonic activity and employmeDt, and one which, in varying degrees,
would be utilized for years to !ome.

The needforpublic buildings, roads, schools, houses, watenrorks, playgrounds, airports,
parks-neig[borhood and country-wide improvements of many kinds-wi11 not be dissipated
rith a receding threat to the Natiou fron without. .It is rather a need that wilL be felt
more strongly than ever before wheu the th.-Jght and energies of the people can be turaed
lu11y again to internal welfare.

So with abundant justificatiotr the Federal lforks Agency was created, By terms of the
Presidentrs Reorganization Plan five constituent agencies were consolidated uader it. All
these are well kaown to the public at Large, and all have closely related purposes and
funct ions.

The hrblic Roads Adninistration, responsibleforthe creationofa unified highway system'
is oae of the oldest of the t'ederal services extended to the Nation. Ranking with it in
age is the hrblic Buildings Administration, charged with housing the work and workers of,
the Federat Government throughout the States and Territories.
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f,ith briefer, but uo less comrendable recofds, are the three other great agetrcies'hhich
in the span of l0 years have proved their value in al-rnost every towtr and city: The Uork
Projects Admiaistration, operating a rork program for able-bodied nen and ronen nho canaot'
find employment in private iudustrry; the hblic florks Administratioo, concemed rith major
public ioost"u"tiool anO the United States Eousiog Authority, dedicated to.the clefran,ce
of slums atrd the building of decent, Iow-rent hones for lnerican citizeas.'

Each of these agencies has contributed steadily to the norale and health of our peqrle
every,where, and has helped todeepen our loyalty and pride aad falth ia our own Government.

The Federal l{orks Agency rvas trot created because any one of then failed, nor because it
was felt that a new organization should engage in public coostructioas and serviceg, FIA
is purely an admiuistrative agetrcy through which the five existing progrms are iategrated
and through which they cao nost efficiently plan and schedule their various rorks.

The smal1 staff organizations assistiogtheAdninistrator in correlating constitueat .uait
functions show the range of expert atteution given to each Agency problen. Included'ia
the formulation of every policy anil procedurg are the Geperal Counsel, the Execut.ive As-
sistant and Budget officer, the Directoilof Research ard Statistics, the Director of Ia-
fornation, the Management Engineer, aad the Director of Iovestigation, the Consultant ol
hrblic lforks and Coordinator of the hrblic l{ork Reserve, the Director of the Division of
I*{utual 0rmership, the Special Assistant to the Administrator on labor Relations, and the
Director of Personnel.

The Gcrcrsl Cousel, by way of explaaation, directs and coordinates the rork of the legal
staffs of the cotrstituent adrninistratioas., and naintains the necessary relatioaships rith
the offices of the Attorney General and the Corptroller Geaeral,

The Erccutive Ass.istont ond Budget 0fficcr carries supervisory responsibility lor the
budgetary activities of the five units, andprepares the coosolidated rorks budget. Another
inportaot duty is the planaing of inprovenetrts iu procedure throughout the AgencJ, ao es-
sential activity relatiag to budgeting luoctiotrs. Itisthroughthis office that all coa-
stituetrt units deatr with the Bureau of the Budget,

The Director,ofRcseaiohondstatisfics providestheAdrnitistrator with facts and analyses,
derived fron the research and statistical data of the five unit.s. Program plafning aad
general direction and supervision of operating prograos are based upon his fiadings, All
cotrstituent units clear through thls olfice rith other research and statistical agencies
of the @vernnent.

The Dirp,ctor of Inforwtion is responsible for giving public i.nfornation on the unilied
progran, stressing the social value.and econmy inherent in it. ft is through this o,'fice
that all constituent uuits clear ritl the Oflice of Governneot Reports.

The lanageaent Bnginecr devises nethods of scheduliag and controlliug constructlotr bpera-
tions of theunits, so that prograrn beaefits are brought as.quickly and cheaply as pogsible
to the public. Centralization of nanagement authority alone has already resulted in large
administra"tive savings and better schedule control in the progress of the worls undertatea,,

The Dirpctor of fnvestigotioas cotrducts such invesBigations aE ef€ reguired by 1ar to -

protect the Government in its. business operatioas. l'heaever necessary, he c-lea*s rith the
Ederal Bureau of Investigatio,n,

The Cozsllt ant on htblic lorhs. oni! Coordirwt.or of thc htblic Jorh Rcto+ttc is nesponsible
for developing a shelf of public works projects to facilitate the transitioa fron an eoer-
getrcy ecoumy to a peacetine ecolmy. This,work is coordisated by the FfA il coolnratiol
wit,h the Natioual Resources Planning Board, aud. will- later be norespecifically related.to
the progrars of :nuaicipalities, cities, and states. .

The Dirp,otor of the Division of ltutut &tncrshi) is cooeerrcd rtth.the,developrc!t'ol
defense housing under a nutual-ffinersh.ig plan that gives tetaats increasing eguity.

,
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I The Sy'ecial ,{ssistoat tothe Adninistrator onLabor ReLations handles all labor standards,
programs, and problems contrected with the constructlotr activities of the FIIA, and clears
routinely with the Labor Department as well as with other labor agencies.

The last of these specialized assistatrts, lhe Director of PersonneL, is charged with the
duty of establishing uuiform personnel proiedures throughout the units, and with bringing
them into harmony with those of other executive establishments through the Couocil 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.

Ilheo the Ianham 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 Eousing projects whereverthePresident found thatanacut.e 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 Ianham Act, and to make effective use of all existing
public construction agencies, within the Federal Yorks Agency and without, the Administra-
tor established a Division of Defense flousing and appointed, as its Director, Mr Clark
Foreman. The two appropriations fron Congress and the $45,000,000 turned oyer to us by the
Army have been allocated for the cotrstructlon of the houses which the President has autho-
rized us to build.

Standards for construction atrd livability have been adopted to govertr all constructionin
this program. At the same time, we have worked with fu11 recognition of the emergency which
confronts the country, takiag advantage of the production system that is used in the most
advanced business enterprises. We schedule every singte project authorizedbythe Preside[t
and followitthrough 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 Administratorrs 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 rvhere unusual conditions hecessitate a longer time, we ask for bids
from the cotrtractois on the basis of 90 days for construction. I{e expect the managers to
have completed allpreliminary tenant selection before the houses are available for occupancy
so that teoants cin be moved in inmediately, when the houses are ready. 

:

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

The Federal l{orks Agency is justly proud of its achievenent. Behind eyery deveLopnent-
behind the one to which you go as manager and representative of the Federal Governnent-
there is a story of teamwork in planning and actiou. There is a story, too, of Our keen
sense of responsibility to the people of this Nation who pay the bill ar.d pay our salaries.
Letrs not forget it, Letls do a bang-up job every day.
' In a recent radio address the Administrator said: "F'rom this moment on, when wethfukof
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 freedorn of the air
and of the Land; and when we think of the freedcrnofthe sea and the freedom of the air and
the freedom of the land we will think of the security of the Un.ited States of Americaas
a free nation holding its historic place in the world of nations.r'

Ile welcome you into a loyal orgaaizatiotr that has this vision of our job-toshareand to
accomplish a great undertaking.

nThe )eollets.will *. ' * without waste or lost motion.

John Carno<ty,
Adsiaistrator.., Federel VorLs, Agency.
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(ruu t ic-lo, 8r+9-76th Congrecs )
(Chapter 862-3d Sessiou)

(H. R. torrt2)

AT TCT

To expedite theprovlsion of hqlcing inconnection rithnational defense, and for other purposes,

Be it enacted by the Senate and House of Representatives of the United States of.tterica
in Congtess assernbled

Section 1. In order toprovide housing forpersons engaged iu national--defense activities,
a^od their farnilies, io those areas or localities in which the President shall find that an
acute shortage of housing exists or impends which. uould irnpede national-defense activities
aad that such housing would troti be provided by private capital when needed, the Federal
Iorks Administrator (hereinafter referred to as the "Adninistrator") is authorized:

(a) To acquire prior to the approval of title by the Attorney General (without regard to
sections 1136, as anended, and 3709 of the Revised Statutes) improved or unimproved lands
or interests in landsbypurchase, donation, exchange, lease (without regard to section 322
of the Act of June 30, Lg52,l4?,Stat.412), as amended, the Act of March 3, 187? (19
Stat. 370),or any tinre linit on t.he availability of funds for the payment of rent), or
condennation [including proceedings uader the Acts of August 1, 1888 (25 Stat . 35?1, March I,
1929 (45 Stat. 14151, and February 26, ISI (46 Stat. 142I).

(b) By cotrtract or othenrise (without regard to sections 1156, as amended, and 3709 of
the Revised Statutes, section 322o1 the Act of June fi, L932, (47 Stat . 4l2l , or any Federal,
State, or municipal laws, ordinances, rules, orregulations relating toplans and specifica-
tions or forns of costract, the approval thereof or the submission of estimates therefor)
prior tothe app oval of title by the Attorney'General to nake surveys and invpstigations,
plaa, desigtr, cotrstruct, renodel, ertend, repair, or demolish structures, buildipgs, im-
provenents, and cmnunity facilities, on lands or interest's in lands acquired under the
provisions of subsectioa (al Lereof or otr other lands of the United States which may be
available (transfers of which for this purpose by the Federal agetrcy having jurisdiction
thereof are hereby authorized notrithstanding any other provisions of law), provide proper

Qpproaches thereto, utilities, and traasportatiotr facilities, and procure trecessary mate-
ria1s, supplies, articles, equipneat, nachiaery, and do all things necessary in connection
therewithtocarry outthelrurposes of this Act: Provided, That the cost-p1us-a-perceotage-
of-cost systen ol contractiag shall- oot be used, but this proviso sha1l not be construed
to prevent the use of the cost-p1us-a-fixed-fee for:n of contfact: Provided, That the cost
per fanily dwelling unit shall trot exceedatraverage of $3,000forthose units located with-
in the contitreotal United States Dor an avetage of $4,000 for those located elsewhere, and
the costofno fa^urily dwelling unit shal1 exceed $3,950 withinthecontinen{.a, United States
or 84,750 elsevhere, exclusive ol expeases of administration, laad acquisrtion public
utilities, and cmnunity facilities, and the aggregate cost of corununity facrlrties shal1
not exceed 3 IEr centun of the total cost of all projects.

Section 2. As used inthis Act (al theterm "persons eogaged inuational-defense activitiesl
shal-l include (t) enlisted men in the naval or military services of the United States; (2)
enployees of the UniteO States in the Navy and l{ar Departnents assigned to duty at naval
or nilitary reservatibns, posts, or bases; (3) workers engaged or to be engaged in indus-
tries.connected with and essential to the national defense; (bl the term "Federal agency"
neatrs any executive departneDt or office (including the President), independent establish-
metrt, cof,nission, board, bureau, division, or office in the executive branch of the United
Stanes Governnent, dr other agetrcy ol the Uaited,States, iucluding corporations in which
the Utrited States owns all or a najority of the stock, directly or indirectly.
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Section 3. The sum of $150,000,000toremain availableuntilexpended, ishereby authorized
to be approlriated to carry out the purposes of this Aet in accordance tyith the ,authority
therein contained aad lor adninistrative expenses in connection therewith: Proviiled, houevcr,
That the Adninistrator is authorized to reimburse, iron lulds rhich may be appropriated
pursua.ot to the authority of this Act, the sun of $3,300,0@ to the enefgetrcy lunds nade
availabletothe President undertheAct of June II, 1940, entitled "AnActnakiag appropria-
tions for the Navy Departnent and the aaval service lor the liscal year ending June 30, 194I,
and for other purposes" (hrblic, Nunbered 588!, add the sun o! $6,700,.000 to the enqrgency
funds nade available to the President utrder the Uilitary Appropriation Act, 1941, approved
June 13, 19rO (hrblic, Nunbered 6111. .

Section 4. Yhen the President shal1 have declared that the emergency declared by hinr on'
Septe[ber 8, 1939, to exist,.has ceased to erist (a) the authority coutaiaed in;section I
hereof sha11 terninate excgpd. with respect to cotrtracts'oa projects previously entered into
or utrdertaken and court proceedings then pending, and tbl property acguired or constructed'
under this Act sha1l be disposed of as pfomptly as nay be .advantageous under the circmst rces
andinthepub1icinterest.,|,.].'

Sectioa 5. Where apy Federal agency has iuqds for the provisioa of housiiig in connectioa
rith aational.defbnse activities it nay,,in'ite dlscretion, nake translers ol tlose funds,
in r\ole or in part, to the Adniaistrator, and the funds so translerred Shal1 be available.
for, but only for, a4y gr all ol the objects d,nd purposes ol and in accordance rith all
the authority and linitatioas contaiued in this Act, and for adninisttative.expbnses in
contrection theferith.

Section 6. l{oneys derived lrom rental or operation of property ac{uired or constructed
under the piovisions of this Act sha1l be r-eturqed to the appropriation authorized by
this Act and shall be available for expetrseq ol operation aad maintenanqe including ad-
linistrative erpetses in conaectioa theferrith, and the unobligated balatrce of the noDeys
so depmited shal1 be covered into the'Treasury at the end of. each fiscal year as Biscel-
laneous receipts.
' Section 7. Notwithdtanding any other provisioas ol larr, whether relating to the acqutsi-
tion, handliag, or disposal of realorothef property by the United States of to other nat-
ters, the Adninistrator, with respect to asy pfopefty acquired or co[.structed uader the
provisions-ol this Act, is authorized by lteans ol Governnetrt persotrael, selected gualified
pri.vate agencfes, or publ-ic agencies (a) to deal with, naintain, operate, adninister, and
insure; (bl to pursue to final collection by way of cmpronise or otherwise, all clains
arising therefron; (cl to rent, leasi, erchatrge, sell lor cash or credit, and convey the
rhole or any part of such property atrd to cotrvey without cost portions thereof to local'
nunicipalities forstreet orother publti use: Provided, That any such transaction shall be

upoa Such terns, iacluding the period of any l,ease, as may be deemed by the Adninistrator
to'be in the public interest i Pr.fi)idtd lurt,her That !he Adninistrator sha11 fir fair
rentals, on projects developed pursuatrt to this Act, which shall'be within the financial-
reach of persons engaged ii national defense: kovi'ded furthcr. That aDy lease authorized
hereuader shal1 not be subject tothe provisions ol section 321 ol the Act ol June 50, 1932
147 Stat. 4l2l

Section 8. In cafrying out the provisions ol this Act the Adninistrator is authorized
to utilize ard act through the Federal lforks. Ageacy aad other Federal agencies and atry
loca1 public agetrcy, with the. conseat ol sueh ageacy, and auy funds approBriated pursuatrt
to thi; Act slatt be available tof transter to any such agetrcy ia reinbursenetrt therefor.
Nothiag in this Aet shall be coastrued to pr€veat the Adrtinistrator frm employitrg or uti-
lizing the professional services of private persotrs, firns, or corporatioas.

Section 9. The Adninistrator EaJ enter into any agreenents to pay anngat suns iu lieu of
tares to any $1619 or political subdivisioa thereof, with respect to aly real property
acquired and held by hin under this Act, includiag inprovenents thereon. The amonut so
paid for any year upon ary such groperty sha1l not exceod the tares tt8t rouLd be paid to

,
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I the State or subdivisioa, as the case nay be, upon such property if it were not exenpt frm
taxation.

Section I0. Notuithstanding any other provision of law, the acquisition by the Adminis-
trator of any real property pursuant to this Act shall trot deprive any State or political
subdivisioa thereof of its civil and crininal jurjsdiction in and over such property, or
inpair the civil rights under the State or 1ocal law of the inhabitants of such property.

Section 11. The Administrator is authorized to nake such rules and'regulations as may
be necessary to carry out the provisionsofthis Act, and shall establish reasonable stand-
ards of safet,y, convenience, aud health.

Section 12. NotwithstandiEg any other provision of 1aw, the wages of every laborer and
nechanic e4ployed on any coastruction, repair, or dernolition work authorized by this Act
sha1l be 6omputed on a basic day rate of eight hours per day and work in excess of eight
hours per day shal1 be permitted upon compensation for all hours worked ln excess of eight
hours per da! al trot less than one and one-haIf times the basic rate of pay. Not less thaa
the prevailing wages shallbepaid intheconstruction of defense houslng authorized herein.

Sectioo 15. If any provision of this Act, or the application thereof to any persoos.or
circunstances, is held invalid, the renainder of this Act, orapplication of such provision
to other persoos or circumstances shall not be affected thereby.

Section 14. At the beginningofeach session of Coogress, the Adninistrator shall nake to
Congress a full aad detailed report covering all of the transactions authorized hereunder.

Approved, &tober 14, 1940
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I THE DEFEXSE HOUS IXG D !V IS !OX

Adequate housing is necessary to build norale tor a successful defense progran. pur de-
fense workers and their fa,milies nust be adeguately housed at rents they can allord to pay,
tor only healthy and happy workers can prodtrce at the.high rate of efficiency required in
these times. To assure thi's, the Division ol Defense Eousing of Federal l{orks Agency has
beetr establishedtoplan, develop, and admioistef defepse-housing activities and ultinately
to dispose ol the properties in the public interest when the national emergetrcy has ceased
to exist. Our first job, then, is to construct the public defense housing authorized by
the President and to nanage'tte houses so as to do the utnost toward building good morale.

Adninistrator John M. Carmodyrs first order tone was that we should ask for the coopera-
tion of, and work withallexisting housing agencies. The Federal l{orks Agency has, tbere-
fofe, not only built houses through this Division and the Division of lfutual 0wnership but
also through thePublic Buildings Administration, the United States Housing Authority-both
of which are in the Federal Uorks Agency-and through the Navy, the Army, Tennessee Yalley
Auihority, Farm Security Administration, The Alley Dwelling Authority of the District of
Columbia, and sorne loca1 housing authorities. As new projects are being built we afe try-
ing to take advantage of the erperieace of these various ajencies in the projects already
built. I{e are striving for a type ol cotrstruction that will be economical, both initially
and for naintenaace oyer a loug period. We want every dollar spetrt to provide the utnost
in livability lor the defeuse workers.

By reviewing all p1ans, specifications, and site layouts for defense-housing projects we

endeavor to see that the projects are planned s6 as to provide the most satisfactory liv-
ing quarters andtosee that the cotrstruction is such as to permit efficient and econourical
operation and nainteuance. I,lr. 0. Kline I\lmer, an architect who has also had considerable
natragenent experience, is in charge of the Construction Review Secti,on. It is his job to
protect us; it ishis job to seetoit that we do not cotrstruct projects that will be inade-
.quate for living, or costly to matrage and rnaintain. Conments and suggestions fron our
operatitrg persoane.l in the field., madeinthe light of their experiencesinmanagement, will
be welcomed. I{e want your constructive criticism not only of the houses but of the site
plan and other facilities as we1l. You are the men to whom we must look for constant help
in improving our program.

You rnanagers wil-l be the personal representatives of the A4ministrator on the proJect,
aad the whole Federal lforks lgency wil1, to a large extetrt, be judged by your actions in
this Job. The Federal Governnent will be personalized in you, according to the thin'king
of most of the tenants. This is no snal1 responsibility and one which should always be
present in your mind. Careless actions on your part will be blaned not only on you but
on the whole Federal Government.

Ia nany respects the job of nanaging these defense houses differs considerably fron any
other nanagenetrt erperidnce whichyounay have had. I{e are working oo a specialized problen
Lo meet an emergency need. In order to do that most effectively, and ia line with the
itrtent of Congress, Administrator Carmody has established certain policies which are to
govern the managemetrt of these houses. It is to laniliatize you with these new policies
and to clarify the procedufes in.your mlnd 9o far as possible that we undertake this short
trainitrg course. I hope that you will" make the'most of it qnd bring out all the probleas
that occur t,o you. This is the best way for you to start your job adeguately prepared.
0nce you are in the field, horever, you should not hesitate to continue to raise questiols
and nake suggestions as they occuf. If we work closely together on these problens and keep
everythiDg out in the opeo, all of us utrdoubtedly will do a nuch better job.

Haragement activities are under the imnediate direction of Mr. Reeder aod !,1r. Bradner,
whose responsibility it is to recomnend nanagenent policies atrd to direct and supervise
your activities as [atragers. ]lost of your contacts, therefore, ril1 be vith aad tbfodgh
thcu and nembers of their statfs.
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By acceptiog appointnetrt as a housing narager you have assuned a responsibility of real
inportance. A successful defense eflort is directly depetrdetrt upon the norale ol thosewho
are playing an active part either oo the first line of defense or in producing naterials
lor defense. fe hope that you will realize that you have a vital paft in the defensp pro-
gran aad that you, perhaps more than. a[, bf tls liil th€ Iashingtot olfiee, cait change the
thiukiogandplanniog thathave goneonbeforayouitto livihg feirlity lor t[€ delense workers
atrd their lanilies.

Cltnx Foasrrx,
Dircctor. of Delensc Eorsing,
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GEIIERAL STATEI,IExT 0F THE RESP0xS I B I L lT IES 0F A H0US lllc MAt{AGER

Housing for defense workers is a new venture in the public housing field. l{e are not
attempting to do slum clearance or rural rehabilitation, nor to finance private house
building. I{hi1e we are taking advat1"age ofthe accumulated experience inthese other housing
eudeavors, our job is not a relief job. It is to provide housing for defense workers where
that housing is needed and trot 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 catt be furn-
ished to defense workers is by Government housing.

Defense housing is being intelligently planned and well built within the t,ime and cost
limitations of the progran. In the nanagement 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 knowledgeofgood businesspractices, a devotiotrtopublic service,
au understanding of public relations, considerable energy, utrquestioned integrity, and a
generous quantit.y of common setrse. Management of these developments is a great deal more
than collecting rents and repairing clogged plurnbing or a leaky roof. In the last reckon-
ing the defense housing program will be judged largely by the quality of the matragemetrt.
0n1y a well-managed developmeut wil-1 luIfill the purposes it is intended to serye.

In any undertaking it is necessarytoestablishtherules of the game. We call these rules
by the more stilted term-policies. The establishment of policies for a fat-flung prograrn
such as this is not easy. In m'anagerlent our basic policy is to decetlral.izc. authority and
responsibility to the field as much as it is possible to do so. Insistence on compliance
with certain standards aad procedures will of course be necessary but we recogtrize that
every lrlanager will be faced with different probleiE:utd we iutend to give hirn sufficient
latitude to deal with these problems. The function of the centfal office staff is to help
you to do a better job and trot to police you to see that you are operating according to a
predeternined pattern.

The Congress, in pass ing the Lanham Act and subsquent amendments, has laid down certain prin-
ciples which we rnust closEly observe. It has said that defense housiag should be rented to
enlisted and civilian per'sonnel in the naval or military service and workers in industries
cotrtrected with and essential to the national defense at fair renta.ls "within the financial
reach of persotrs engaged in national defense." A great deal of thought was given to in-
terpreting this broad principle into a workable policy. Our present rent policy is the
result. This policy which attaches the ren: to the family on the basis of their incorne,
rather than the orthodox custon of attaching the rent to the dwelling, has appeared to be
the most elfective way of carryiag out the intent of Congress when it is considered that
defense housing ig being called on to serre families within a wide range of incomes.

The questiotr of tenatrt eligibility is another natter 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 arned forces by enabling the farnilies of enlisted and civilian personnel to secure
adequate housing near military postsandknowing that nore farnilies would apply for defense
hones than couldbeaccornrnodated, certain prioritiesof 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 oI enlisted and civilian peisonnel of the Army and the
Navy the mat,ter of eligibility rests with the local conmanding officer.

Recognition has been given to the fact that the increase in population in a particular
corwnuuity, inevitably will increase the costs of local governnent services in that com-
munity. Since federally owned property is not taxable by local governnents aod at the
sane time costs of 1ocal governmetrt are nret chiefly by revenues derived from property tax
levies, the Congress authorized payrnents in lieu of taxes. .In an effort to deal equitably with
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all local political subdivisiotrs, the Administrator has established the policy of oaying
the same percentage of rental income to all local governments furni.shing full services to
housing developnents. The maximum payment is 15 percent of the rental income with a.les-
ser percentage being paid if a municipality fails or is unable to furnish a particuLar
service or serrices.

Some developments, because of size or location, will need and can s-upport commercial
facilities beyond those presently available. A Manager cannot escape the responsibility
for helping to work out this problem for his teDaots. l{here private capital is willing to
furuish adequate facilities and servicestheGovernmentwillgive every reasonable encourge-
ment to the solving of the problems in this mauner. If such is not possible the Governnent
itself may have to step in and supply essential services and facilities.

Ia the matter of schools a4d public recreation we plan to work entirely with the local
public agencies normally furnishing these services. Each locality wilI have a different
problen which must be solved {or the individual situation. f am sure you will find that
most coilmuoties recognizelhat the national defense programcalls fortheutmost contribution
otr the paft of eyeryone and that they will extend you their cooperation on that basis.

Acquaint yourselves early withalllocal and Federal Governrnent agencies in the community
in which you may be stationed. You will be anazed at the otganized resources of your con-
nurity both public and private. Know these agencieS and make use of them. l{PA 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 fiomes Registration Office and
the local Defense Conunittee where they exigt. If there is a local housing authority or
citizens housing committeeyoushould establish contact with thern withinthefirst few days
after your arrival.

The Division of Defense flousing Coordination, inthe0ffice for Emergency Mauagement, has
been set up to recommetrdtothe President the need for public housing. That Divisiou bases
its recomnendations on surveys nade by the ltPA and other agencies. You will probably be
cdlled upon by a representative of the Coordinatorts 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 Bousing Manager and the representa-
tive,of the Coordinatorrs offlce, the representatiyes of the local defense industries, or
ol the Arny or the Navy, as well as represetrtatives of the Federal Housing Administration,
and of other Goverunent agetrcies interested itr this general problem. That meeting is purely
advisory and all recommendations frorn it should be referred to this office before auy
action on them is taken by you. I{e are glad at all tines to get the advice of the Coordi-
natorrs office, but. the responsibility for determning retrtals and all policies rests with
Administrator Carmody

Acceptance and support of the defense housrug program in your comrnunity will depend to
a large extent on how you and your staff handLe the matter of public reJ-ations. You

must remember that almost everythiog you.do and say will reflect either favorably or un-
favorably on the program. As a private citizen you can do and say nany 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 aod it must be discharged accordingLy. In
selecting your staff keep this in mind. It is importatrt that every member of your staff
approach his job with this same seose of responsibility as a public servant.

Every defeuse housing development should becomean lntegral part of thecornnunity in which
it is located. Avail, yourself of every opportunity to nake this a reality. One of the
qost unfortuaate thingsthatcould happen would be to have a community, or the tenants of a
developrnent itself, congider for a rnonent that the families of those directly identified
with the defense progran wereinany way different from the rest of the people of the com-
muuity. As Americans we are all striving to protect the freedom and independence of our

3
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I land whether we live in defense housing, in a shack by the tracks, or in the nansion on
the hi11.

Great care has been excerised in the selection of you Housing Managers. A great deal is
expected of you. At the same tine a wonderful ol,portutrity lies before you to do a good job
and to nake your contribution to the national defense effort worthwhile. l{e are faced with
a bigger job of housing managenent than anyone has ever faced before. I{e want to do that
job efficiently and econmically. Not one of us clains to ktrow all the answers and we do
oot expect you to, but we will expect you to give the best you have to make a success of
your part of this importatrt task we are undertaking together.

Ssnnwooo RnEoER,

Issisiqnt Director of Defense lonsing



I ,5
,o,
4

Itt$

PLANNING AND CONSTRUCIION

?r.l..a

a



Section B F.l.A.{t PLANII I IIG AND COIISTRUCTI O}I

PROJECT PLAX S AX D COI STRUCT I OX

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 stardards be reviewed in detail, asonly the main points
will be discussed here. It was believed that the stardards would provide
appropriate amenities toprotect the interests of fa.milies who occupied defense
homes, and would also allorthehouses tobe constructed within the cost limi-
tations of the defense housing legislatioa.

fn general the types of proJects fall into three categories: Permanent,
Demountable or fligh Satvage Val-ue, and Portabl-e. The Federal Works Agency is
concerned primarily with the first two of these types. Adetailed definition
of these two types is as follors i

Permanent.-In localities where a permanent increase inpopulation was con-
templated or where the need was of uncertain duration but rhere any housing
which was built could, at the end of the energency, become a pernarent part
of the localityrs low-rent housing and slum-clearaace progran, the defense
housing was designed for pefllanent use.

llcrountable or H igh Salvage Valuc.-In localities where activity in connec-
tion rith the defense program was of uncertain duration, and where there was
no chance of integrating the new housing with the normal housing needs ol 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 gnall
city may double or triple the population of that city in the course of a few
months. Termination of use of the plant for tlefense purpees might nean an
i.nnedi&te exodus of population. fire proper disposition ol the housing built
for rerkers in such a situation was of extreme importance in order to prevetrt
the creation of "ghost torvnsr",a.od the depreciation of the property values of
private\y orned 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 lorer than those established
fot permanent housitrg.

In the selection of sites every effort was made to satisfytherequirements
npt onl-y of emergency needs but also of a sound, long-term plan for the com-
nunity as a whole.

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

In al attenpt to protect the project from detrimental surrounding land use
and to allow for future expaasion it was recomnended that sone land in addltion
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to that actually needed for the project should be optioned or purchased wheu

the original site was selected. lhe following check list of important fb.ctors
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 it,ems 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 floodiog.

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

4. lhe availability of utility services, the cost of extending existing
lines, and the rates at rhich 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 corsidered.

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

7. If adequate mueicipal services are availabl-e, agreenetrts are worked out
with local governmental units for these services. Such services include police
and fire protection,.health and welfare services, refuse removal, stofll and
sa^nitary- Sewers, etc.

8. Provisiotrs are made toassure an adequate supply d good water for drink-
ing, household use, and fire protection.

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

lO. Studies are ma.de of ttie availability of adequate inexpensive transporta-
tion facillties toplace of employment and provision for extensiou if necessary.

Il. Considefatioo is given to the relationship toadequate.shopping facilities.
12. The site shouid trot be located where occupants of the project wiLl be

exposed to traffic hazards.

13. Reference is made to existing city or coutrty plans in selecting sites.
14. The location of the site with refereoce 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. Ihe purpose of this.Has to:

1. llake nost efficient use of land.

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

5. Facilitate group planuing, with protectlon of pedestrians lrom motor
traffic.

4. Lnprove appearance by Lessening metrotony.

An attempt was made to design for definite use all land in the built-up area
of the project site. l{ith the exceptioo of specific community and comrercial
areas all laad except streets and paths was planned for tenatrt maintenance.

t
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t Areas adjacert to dwelling units were limited to the amount each tenant could
reasonably be expected tomaitrtain. Streets and drives within the project were
laid out to secure a maximun of privacy fc famitries occupying the development
and safety from traffichazards. 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-
ess.ary tohave direct vehicular access to the entrance of each house or building
for ordinaty lraf.f.ic, visitors, deliveries, etc. However, vehicular ways are
normally oot more than 200 feet from the entrance of any dwelling unit.

Requirements for fuel delivery, refuse renoval,. and fire protection fre-
quently determine this item of planning. Where coal or oil was used for in-
dividual unit heating itwas usually considered necessary to have some direct
access to each dwelliag unit. In many projects this access was designed as
a service drive which was expecteC to be used only for fuel delivery, garbage
colleetion, moving, or fire protection. I{hen the managers finC these l6foot
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 thatr the very minimum. In some cases this control may be acheived
by signs and ia matry cases the entra.uce to the service drives is sloped sharply
upward so thatany vehicle must almostcome toa complete stop before entering.
It is extremely importatrt that the Manager exercise control on the use of
these service drives in order to eliminate traffic hazards and danger to the
children and pedestriatrs.

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 lf necqssary. Street parking was not recom-
mended except in rare cases because of traffic obstruction and pedestrian
hazards.

Where existing facilities iu the neighborhood were inadequate, space was
alloted on the site plan for neighborhood shopping centers convenient and if
possible within walking distatrce from all homes. In all cases the d6sign of
commercial facilities shoulC be controlled and the uumber and type of stores
limited to the probable future need of the community. If private capital
cilrnot be induced to supply the required facilities it may be necessary for
the stores to be coostructed as part of the project . flaphazard speculative
marginal development irnmediately adjacent to the community is usually found
to be cotrtrary to the best conmuuity interests and should be CiscourageC.

For the purpose of economy in house construction as well as land use and
site-development costs, thehouses in nany cases are planned in groups of two
to six. By careful study aad design a community character is achieved by
group design instead of the usual suburban practice of designing each house
as an individualunit. The houses are planned and designed toinclude as matry

amenities as are possible within the lirnits of housing tegislation. flowever,
siuce these limits are rather 1or it is necessary to eliminate many nonfunda-
netrtal iterns of design which are commonly found in more expensive houses.
Doors on bedroom cl-osets have usually been omitted with the idea that protec-
tion could be provided with a curtain furnished by thetena.nt. Curtain poles
are provided for this purpose in most cases.

Individual heatiug has beeu designed instead of group or central heating
because of the required econoriies. The housing legislation also required that

UNI T TIOUSE
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the utilities selected for cooking, house heatiug, refrigeration, anddomestic
water heating should be as economical as posiiUte. Careful anaLyses were made

in every case and selections were based on these aoalyses. Scarcity of oil
aad other fuel in many regions also influenced thisdecision. Flanning stand-
ards stated the ninimum areas df various rooms and most architects had to
confine themselves to these areas in order to build the houses wit,hia cost
linitations. It is believed these areas are adequate but there will naturally
be some tetralts who feel the room sizes are too small. Every home is provided
with private toilets and bathing facilities, bedroorn closets, coat closets,
linen closets, kitchen laundry tray and sink, kitchen cabinets, domestic water
hepters, and ia most cases sone 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 permlt 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 bias are in most cases irunedi-
ately adjacent to the house at the kitchen door.

Cross circulation and orientation were carelully considered and incorporated
in the plaas wherever possible.

Yarious methods of reluse tlisposal and collection will be found in the dif-
ferent projects. In sone cases there have been provided sunken garbage cans
at each house, while in other projects cottmon collection stations have been
arranged. In still other projects there will be found wooden garbage and
trash screens which are constructed near the kitchen door and will serve to
scfeetr the garbage caa, trash catr, or ash receptacle.

Attempts were-made to consider managemen't problens as thoroughly as pos-
sible when the projects were being pla.oned but it is hoped that the Construc-
tiou Review Section wi'll have the advantage of comments, or suggestious fron
all Managers relatire to improveneuts in the planning and constructio.a de-
tails of their owa projects. tte Haaager has the advartage of direct con-
tact with the residents and his corunetrts are not only welcome but also ex-
tremel-y important il re expect to improve the design aad construction ol luture
projects.

I
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I lIEGOTIATI O}IS FOR UTI L IT!ES
The policy with respect to utilities for defense-housing projects under the

jurisdiction of the Federal l{orks Agency may be stated very simply: that
cornbiaatio4 of utility services should be enployed which, after consideration
of capital cost and operation expenses, will be most economical.

lhis policy ras atrnounced in a statemetrt by Adurinistrator Carmody on Febr-
uary 1?, 1941. It was implemented by a memorandwir to all agencies to which
Ianham-Act projects are assigned, dated March 4,1941,signed by Mr. Foreman.
This latter memorandum set forth the procedures to be followed in the nego-
tiations, apalyses, and selections.

lIe subject matter of these negotiations, analyses, and selectious relates
to lighting, refrigeration, cooking, water heating, space heating, and water.

Since the USHA has a Rate Negotiatiots Section in its Legal Division which
worked closely with the Utiliti'es Sectlonof the USEAts 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 lunctions foralldefense-housing projects
under the Federal Works Agency.

In the negotiations, everyeffort ismade to obtain the lowest possible rate
for the particular fuel, energl/, or.product involved. Insome cases a whole-
sale rate through a master matef will accomplish considerable savings, even
alter the project assunes all or a portion of the cost of the distribution
systen; in sotne cases it is possible to obtain the benefit of special rates
previously offered other housing grojects in that locality; in some cases it
is possible to enlist the support of the State hrblic Utilities Comrnission in
obtaining special rates; in some cLses considerable savings are effected
through connection with the master meter of the adjacent Armypost. There is
no single, simple way of effecting these savings, it belng necessary in each
case to direct the approach in the light of the particular circumdtances.

So far as the analysis is conc'erned, tlis is a step which calls for the
appllcation of the best'-rates available to a study of various combinations.
Ior example, hefe ate a feu possible combinations which could be considered
in an analysis for a particular project:

POIJICY

ANALYSIS

lhhete Llghtlng lalrlgcrotlon Coollng

, 
E-ElecErlcliyi I-Ice; (b(b!; C-CoaI;0-011

So far as selection is concerned, a"shas already been iudicated, the general
poficy is to take the one combinatioo whose cost, after reflgcting initial
cpst and operating expenses, is the lorest. lhe policy does, however, pernit
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 devlation
requested. Each indivldual request for ,such deviation-is considered oa its
owu merits..
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I PAYIIEI{TS IX LIEU (,F TAXES

lny discussion of the subject of [,atrnetrts in tieu of tares must begin with
a recognitlon of the lact that the Federal Goveranent ts property is exempt
froo local t4ratiotr. Ibrthernore, no pay'netrts in lieu of taxes cao be made

unless there is specific statutory authorization to nake such payments.

ltis prlnciple ras nade clear early in the days ol the PfA flousing Division
progran. Inconnectlon with thelirst project cotrstflrcted under that program,
an ofler to make paymeots in lieu ol taxes was madg but payments under that
offer were disallored by the Comptroller General in an oplnion which made it
clear that in the absence of statutory authority, such paymetrts could not be
rnade. Incidentally, shortly alter this oplnion, Congress did pass a law
authoriziog payrerts ln lieu of tares on PllA f,ousing Division projects and
another La* authorizing payments ln lieu of taxes on FSA projects.

In approaching the question of paynents in lieu of taxes in conaection with
deterse-housing projects, therelore, the first poiut toobserve is the specific
porer gratrted the Administrator in section 9 of the Latrhan Act to enter into
agreements to pry annuaL suns.ia lieu of taxes. Ttre on\y linitation is that
the.a^mount paid for aay ole year nay not erceed the taxes that,would be paid
if the pfoperty were trot exemPt from,taxation.

It will be noted that although sectiotr 9 authorizes patrnents in lieu ol
taxeg, that sectiou does not ?rovide a fornula for deternining ,how nuch to
pEy. obviously, there are maDy rays of corputing rhat ought to be paid. lhny
of these alternative nethods were considered by the Admitristrator before the
liaal policy ras 'announced. Alternatives were elininated lor several reasons:
difliculty of administration, lack ol uuifonirity, conplexities ia application,
paper work in f ollm-up, etc.

flhat ras final\yagreed uponwas a policy which cills lor a maximum Bayment,
rith respect to atry oae project, ol 15 percetrt ol the shelter reatals charged
lor occupied dwelliugs. lhe Administratorrs stateuent of policy otr paymetrt

in lieu of taxes Eppears ir a mlmeographed release dated February L2. There
are several points in this statement rhich require special coment.

In the first.place, it is to be troted that the ninimum paymeat offered ia
a[y qa{re nust &at leastequaltothe taxes last levied on the property before
it ras acquired tor a tlefense-housiag project.

trn the second place,.itis,tobe noted that the 15 percent figule is arrivEd
at by totalling the individual perCentages allocated to individual types ol
services, as follonsl

Pcrcstt
ol tent

AIM{ORIZAIIOII

POIJICf

Serolce

l. General services ( governnent, correct ions,
charity, pensioas, etc.) shall be aSsumed

to be provided and evaluated at:
2. Particular services needed by the project

a. Erlucation
b. Pollce protection
c. Fire protection
d. Street maltrtena.oce, repair, and llghtlng
e, Sanitation and prmotiotr of cleanliness

(garbage and trash renoval, sewage dis-
Posal) 

Total

6
7
2
2

5;
t.
1.
1:

4.3

1.0
r5.0
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In the third place, it is tobe noted that the paynerts ln lieu ol tares are
in lieu ol oll tares.

Foltroring the arnouncenent of this policy, the U. S. f,ouslng lEthorlty ras
given the staff assignment of erecutitrg this poliqy aot only on behalf.ol the
defense housing projects assigned to the USEA but also on behalf of aL1 de-
leuge housing proJects unpertaten through the Federal Uorts Adninistration.
lhis asslgnnent was nade in vier of the lact that the USEA personnel had over
a period of years developed considerable erperlence in these paynents in lieu
ol tax negotiations and could swing into this new progra,r rlthout the necesa
slty of tralning, with the advantage of fanillarity rith naly localitles, and.
with this new assignnent, beiag considered merely as t)art of its sornal rort
load.

Aa office forn of contract has beeu prepared- the basic prlnciplea of this
model ollice lorn Eppear in every cotrtaact. lhe specillc provisiotE ef the
nodel forn nust, [orever, be nodified in nany casog to tit the ,Ects of the
particular curse.. To ascertain jnst what payilents are bei[g nade (and rhat
the tariug body is obligated to do) in cny pirticular case, the Barticular'agreemert must be era.qined-. Atteation nay be directed to a ter of the basic
provisions rhich appear in each cotrtract.

Ia the fimt place, there are geaeral provislons prescriblng the percertage
that ril1 be paid lor the _services furnished, firing the tine ol pay,oent as
the sa,me tine that ad valorcm tares otr tarable pfopertf are due tbe clty,
contalniog aa uudertaking on the part of the locality to fumlsh thc Goveroneat
and tenants the usual services rhich are furaished other dwellings and ithab-
itants ia the localitf, and a provision that the agreenent rill renain ia
effect as loag as title to the project is held by the Goveranent and as long
as the energetrcy declared btrn the President on Septenber 8, 1,939, to etist,
cotrtitrues.

Needless to say, trornore is agreed to by r8y of paprctrts thao is absolutely
trecessary. If aoy of the services are not furnished to thc derelop,nent, the
percetrtage allocable to such seryicee is deducted fron the 15 percelt. trf
iny particular service ls not furaished by one tariag body but is luqniEhed
by sone other taxingbody,the,percentage to be paid to tha firstl tariog body
is proportiotrately reduced and a separate co[tract entered into with the other
taxing body which does furaish the service or services rot furtiahed by the
first.,. lfhere no tarlrg body furnishcs a partlcular soryicq, !o Btyq?lt,ia.
lieu ol tares is made tor that service aldr of course; the lrmlshiag ol such
services is,,not obtained in agreenents lor paynelts ln lieu ol tEt!B-. .triE
ls Barticularly true in cases rhere the project is located oltEide tl/e clly
bouadarles' Ia,these cases erery eflort is oade by tle lcEotiatofii to'iaduce.
the city to a,nler the ai-te. E@ver, tf the clty relures to dogg, ro lla nGsts
in lieu ol tales can be uade to the city etrd the o1y services rhlch cen be
obtalned lor theproJectl.nagreenelts for paynerts in llet of tues are IIce
serrices rhich may be furnished by the coutty or other tarlng body in rhich
the sitc of the project is located.

Ttre lndivtduals respoasible tor oegotlatlors hsve recelvcd iastructlons to
the eflect that it there ls a loca1 housiug suthorltt rtere a groJect is belng
bulIt, aegotlations should be qoaducted in close cooparatlot rlth the local
authorlty.. hrthernore, lf the Eousfug lhaagor has ilrcrdy beea alryointcd,
the regotiators are irstruoted to rorL clecl, ritL thorEoqqiag lbaager. Ia
additlon, Es to project$ rhich are tr-ocated trear qLlltary reserations, the
Begotistors have biea iastruoted to rork closely rith tbc IDBI contrerd8trt to

I

coilrRlcrs

BASIS OF
PATilENSS
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th6 end tiat, to the erteat 1osslble, lacilitles tso6 the tlost rly DC nadc
aveilrble. to the proJect.

Alter a cotrtaact rith a particular lqcaUtf hrs been etecutcd by thot 1o-
cality, lt is sent tq lfashington for etecutlou by the ldnlnlstrEtor. ftth
the contract there ls prclared a forn rhich contaias specilic htsroatlon rlth
respect to tho serylces coered by the coBtract, this addi.tiooal for! bciag
preparcd priuarily lor the irlomatiil ol thc fouslng l{anagcr. Cooflried
coples ol the lully erecuted cotrtrtct aud of the foro Just refcrred to qre
tmediatsly nade avallable to the Eouslng l{anager.

In the eveot thc Eoosing l{a,lager finde that the coBtrtyornuaiclprlity rlth
rhich negotlations h4ve beea nade lor gaynerts in lleu of tarcE ls tailiag to
provlde service for rhich the projgct is patrrlng, m tl it is found thtt he ls
lot gettirg service conparable in quality or cost to that bciug proaided ia
a slnllar uearby project, the l{anager should t.lrst discuss the Drtter rlth
tbe local otlloial to obtair all avallable lacts EBd thetr report the defl-
cieacies il servioes to the central ollice.
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IIA]IAGEITE}IT POL I C I ES AilD PROCEDURES

ORGAII IZATIOII OF THE }IAIIAGEHElIT SECTIOII
The Management Sectiou is responsible for managenetrt and operation of aLl

defense housiag built with funds expended under the provisions of the Lanhanr
Act, excepting housiag built uader the mutual ownership p1an. It is the
function of the Managenent section sotomatrage and operate this housing that
it will best serve the defense progran at the lowest cost. Due to t'he siie
of the operation it isessential that there be a smoothly qperatitrg organiza-
tion with cl.early defined functioas. The organizalioa described belor* has
taken into account the various functional parts of the tnanagenent operation
and will allow for program expansion without radical changes. The job at
present consists of operating approximately 300 developnents. As result of
further need, it appears possible that fiaal operation may embrace between
500 and 600 projects.

Annual incone derived from rentals and utilities may apgroach $75,000,000
per year, with corresponding expenditures of pe,rhaps $5O,OOO,OOO per year.

In developing the form of otgatizalion, the cne fact that has been kept
uppermost is that theactual operation isdone at the site of the development.
Accordingly, the lorm of otganizatLon described proposes as much local auto-
nony as a uniforn application ofpolicy will allow. In addition, policy will
flow fron local operations as a result of experience. The organizatiot, in
essetrce, consists of local nanagers or management agencies directly super-
vised by a central office supervisory staff. Statf technicians are provided
in the central office, to make recotilnetrdations on poticies and standards,
appraise operatiotrs, and provide technicaL aid, advice, and assistaace where
they are needed.

These staff techniciatrs aregrouped infour functional units. The fuoctions
of the units do not include any direct supervision of local operatiotrs. The
four units are:

Maintenance and. Safety
Consurner Service
Rental and Community Relations
Utility and Public Bodies Negotiations

c.001

ORGAII IZAT IOI
OF TIIE
IIAX AG EHEXT
sEcT 1 0X
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MAINTE}IANCE
AND
SAFETY UNIT

CONSI]MER
SERVICE
UNIT

RENTAIJ AND
COMMUI{ITY
REIJATIONS
UNIT

UTIIJITY AND
PI,'BIJIC BODIES
NEGOTIA[IONS

OPERA[ING
STAFF

DIRECT
OPERATIONS

This unit includes on its staff electrical, mechanical, civil, and general
maintenatrce and safety engitreers, as well as a landscape architect. Through
inspections and contacts with localdevelopnents, the unit will develop nain-
tetrance and safety s:andards and policies. In those developnents where fire
protection is not furnished by a city or an Arury post, this unit will advise
and aid in establishing an adequate fire-protection system. The uuit will
also check on adequacy and cost of maintenance and safety on the iudividual
jobs. Oyer a period oftime it will aid in the development of cost accounts,
reflecting unit costs for various kinds of maint,enance, and costs of main-
taining housing constructed of various kinds of structural materials.

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

This unit is concerned with rental policies, rental delinquencies, tenant
selection, occupatrcy and occupancy standards, and with the need for and pro-
vision of school, recreation, and miscellaneous community facilities. Here
agait, each local situation will have its peculiar problems and nuch of the
effectiveness of the work of this unit will depend upon local managenent.

At the presetrt tine all utilities and "in lieu of tax payment, negotiations
are being carried on by the Assistant Geueral Counsel of the USRA. A close
contact is maintained not only with the cetrtral office of the Managenent
Section but with local management, and with the agency doing the actual coo-
struction of the developnent.

There are two main operating divisions. One division is concerned with
those qrerations staffed byour orn enployees, and the other division is con-
cerned with those operations nanaged by other agencies.under some form of
management agreement. At the present time, managemeot agencies include the
Army, the Navy, FSA, ADA, TVA, andlocal housing authorities. Those develop-
ments operated by our own enployeeS are calledttdirect operationsr" while
those operated by other agetrcies are called ttindirect oprcratiotrs.rl

Direct operations are headed by an Assistant.Chief, who reports directly
to the maoagenetrt chief. Under the assistant chief are four Area Managers.

Each Area Manager has a staff of Management Supervisors who aid him in the
ffirnagement of developments in his area. Each area contains approximately 30

developments at t,his time, and the Managers for each developnent report di-
rectly to the responsible Area Manager. TheArea Managersr staffs review all
budgets and operating statemetrts, respondto all field requests, periodically
visit all developments, andin general, coordinate all activities of l'lanagers
where central office advice and approval are indicated.

The various central office staff units of maintenance and safety, tenant
and comnunity relations, etc.rwork with local, )'lanagers through the office of
the Area Managers. r,

Local Managers in direct operatiotrs are the last and perhaps the most im-
portant links in the entire direct nanagenent orgar,ization chain. Uader the
tyle of organizalion set upr a great deal of responsibility is delegated to
the local Managers. Within the broad linits of poficy and budgets, Iocal
Managers have considerable latitude for independent action. The number of
actiotrs requiring central office approval have been kept to the lowest Ptac-
tical nininun.

3
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t The lom of otgatLzatioa to supervise iadirect operatioas is nuch the Ea.re
as the loru described above. For the present, horeyer, oaly tro area stalls
have beerr set up, peldiag nore infornation o[ the a.nount and type ol super-
vision needed ia this kiatl ol qreration.

The above is a thunbnail sketch of a forn of orgaaizatioa uader uhich the
Manageoent Section operates. Asmeationed above, it is designed to allm the
job to bedone oa tbe individual developnents. It isa siryle forn of orgaai-
zatLoL aad if properly staffed, should produce good results.

I}IDIBEET
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t

?

RELATIOXSHIP OF ilAlIAGEI.IEIIT TO COIISTRUCT!O1I

There is corsi4erable difference betreen the relatiouship existing when an
operation isnanaged directly by the'staffof the Division of Delerse Housing,
and when a development is nanaged by a management agency. Therefore, the two
different types of management relatiors nith construction will be discussed
separately.

In projects tobe directly operated, the cotrstruction agencies arePBA, USHA,
Local housing authorities, a.od the Division of Deferse Eousing. The construc-
tion agency involved nates plaus and specificatious for developmetrts, awards
the contracts fbr coustruction, and supervi.ses construction, shile p1aus,
specifications, aad costs are reviewed by the Division of Defense Housing be-
fore contracts are awarded. The corstruction agency is respousible for con-
struction until the work is completed. Hanagement, however, finally accepts
the development and assunes custody of the property. Accordingly, Haaagement
is very much interested in the corstruction from the point of view of liva-
bility, especially as thi's will affect relatious with tenants, safety, and
cost ol maintenance. For thi's reascin the Housing Manager should become fa-
niliar with all details of corstruction as the development is being built.
He should be alert to notice any details of designorconstructioa thatvrould
make the house hazardous or that would unnecessarily increase the cost of
maintenance. In this cotrnection the Manager must rea1ize, however, that the
cosstruction agency is the responsible agency. Iu many cases, if design and
cofistruction faults are di'scovered, it will be possible to correct them
through discussion with the local representatiye of the corstruction agency.
In those cases where agreement is not possible the matter should be referred
to the Area Hanager who will act through the proper channels in l{ashington.

A procedure has been developed for accepting developnents for managemetrt
and operatious. A copy is included at the end of this section. Housing is
not to be accqlted if the state of corstruction is such that tenants catrnot
enjoy reasonably sati'sfactory occupancy. Eousing should not be accepted if
an essential utility or essential pieces of household equipment are rni.ssing.
Furthernore, housing should not be accE)ted if the housing is not reasonably
accessible, or if major fiuishing work is required on house interiors or ex:
teriors. 0n the other hand, accqltance i's possible il minor items are not
completed, assuming that these do trot affect safety of tenants or do not
create serious tenant proble-ms. The chances are good that if the 1ocal
Hanager has kqrt himself thoroughly fa.miliar rith the progress of the con-
'struction aod has kept his Area Manager fully informed, there will be little
disagreemeBt as to whether the development is, in fact, ready for occupancy'

l{here developments are operated through a management agency, the construc-
tign aud nanagemetrt agencies are identical. fhis is true in the case of TVA,

FSl, ADA, aad many local housing authorities. In these cases the relation-
ship of managemeot to cotrstruction i's corsiderably simplified and does not
need discussion hefe.

fn cases where one agency does trot represent both management and construc-
tion, a relatiouship similar to that described under "Direct Operatious"
above 'should be maintaiaed. In all cases representatives of the management

central offices are available for cousultation and advice, and their advice
should be requested wherever special problenrs arise.

A procedure for acceptance of developments nanaged by another agency has
been developed, and a copy follows this discussion. This procedufe, in
general, provides that a cetrtral olfice representativewill accept the devel-
opnent and wit-l then trausfer custody to the management agetrcy. The same

standards of accqltaace will apply as in the case of direct operatiotrs.

RETJATIOIISHIP
OF I,IANAGEI{ENTro co[smuc-
IION

Dircct
0lerotions

Indirect
Oferotions
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TO:

FROM:

STBJECT: Acceptance of

Eousing Manager Projects managed
directly by Fl{A
Division of De-
lense Eousing

You wiLl serve as the authorized representative ol the Deferse Housing Diyision ol the
Federal l{orks Agency in accepting the above-oarned housiug development. The procedure that
will be followed in accepting'the development is as follows:

1. Notify tlle cetrtral office, as far in advance as possible of the date on which you
atrticipate initial occupancy of each part of the above develgpment. Any change in
date of initial occupancy should be fonrarded to the centrbt office.

2. The cetrtral office will arrange for a representative tobe oa the developmeat approxi-
mately two weeks prior to the occupatrcy ol the first section,of the development, or
the entire developmeut in case the entire developnent will be ready lor occupatrcy at
oue time. This representative ril1 be competent to advise you on technical cotrstruc-
tion matters.

3. You, in company with the representative from the central office, will with a repre-
sentative of the coustructing age.ncy aud a representative of the contractor, nake a
thorough andcomprehensive inspection of the above-mentioned sectionoreatire develop-
metrt. During the inspection, you will make a record of defects or omissioos you
observe. You and the representative of the central office will atterpt to secure atr
agreemetrt 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
cosstructing agetrcy does not agree to correct defects or omissions, the represeota-
tive of the central office will notify the ceotrat oflice. In making the inspection,
you nust appreciate that where onissions or defects result fronr desiga rather than
workmanship, the representative from the constructing agetrcy cannot agree without
prior authority from his superior.

4. I{heu any section or all of the development is to be delivered lor matragement, you
will again make a through and compreheusive inspection of such developnent with a
representative of the constructing agency and a represefltative ol the contractor.
0n this inspection there will be no representative of the central office acconpany-
ing you. You will check against the list of defects or onissions that you observed
on your prior irspection to see that these defects and ornissions have been remedied.
This irspection will be made in company with the represeotative of the coustructing
ageEcy asd a representative of the contractor. 0n this inspection, you must assur€
yourseLf that the section or developnent is in fact ready for acceptance and that
dwellings are usable and livable. In this connection, you rnust be certain that all
appliances have been tested prior to your final acceptance.

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

6. 0n subrnission to you of F[{A Form DflM-23 by the constructiog agency, you will sign
this form as the authorized represetrtative of the Defense Eousing Division. Iou wi.ll
append to this form as a reservation, a statement of any defects and ornissiotrs troted
on your final inspection as referred to in paragraph 5 above. You rill note otr the
form that such reservation is appended.

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

7. Six copies of FWA Fonn DEM-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 di.stribution; one signed and one ungigned copy will be fonrarded
to this office; and one unsigned copy will be retained in your files.

I
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Projects managed
through manage-
meBt agreemetrts

TO:

EROM:

SUBJECT: Acceptance of
You will serve as the authorized represetrtative of the Defense Housing Division of the

Office of the Administrator, Federal l{orks Agency, in acceptiog the above-maned defense
housing developrnent. The following procedure in accepting this development will apply:

1. Two weeks in advance of the occupancy of the first section of the developnent or of
the entire development if it is to be deliyered for occupatrcy at one tine, you will
itrspect the section or the eotire development in company with the authorized repre-
sentatiYe of (constructing agency) and arepresentativeol
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 atr 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 agfee-
metrt cannot be obtained, you will notify this office. You must appreciate that where
omissions or delects result from design rather than workmanship, the constructing
agency must authorize such agreements.

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

(constructing agency), a representative of the cotrtractor, aod a
representative of the management agency. You will check against the list of defects
or omissiotrs that you observed on your prioi inspection to see that these defects or
omissions have been renedied. 0n this inspection you must assure yourself that the
section or development is in fact ready for acceptatrce 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.

3. l{hen omissions or defects are observed on this final inspection, you will nake a
careful record of these omissions or defects.

4, 0n sub.mission to you of Ft{A Form DIIM 25 by the cotrstructing agency, you will sign
this form as the authorized representative of Defense Housing Division. You will
append to this form as a reservation, a statemetrt of any defects and omissions Boted
on your fiual inspection as referred to in paragraph 3 above. You will Eote on the
form that such reservation is appended. In case the defects or onissions noted are
of such a nature that acceptance of the developmeut or the portion of the develop-
ment under cousideration is not feasible from a nanagement standpoiot, you will wire
the cetrtral office to that effect, giving details. In this case you will not sign
Fl{A Form DIIM 23.

5. Six copies of FitA Forrn DEM 23 should be filled in and three copies shouldbesigned
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.



C.OO8 O FV{A DEFENSE HOUSING MANAGERSI MANUAL

D H M J3r zl-

FEDERAL WORKS AGENCY

WASHINGTON

Office of the Adninistrator Date

Dear Mr

0n date above noted we have accepted that section of
the defense housing developnent described on FIIA Forn DllM 23a
attached. '

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

. P1ease have the responsible representative of your
agency acknowledge below that as the agent of the FIIA Adninis-
trator he has had delivered to him for nanagement the above
described property with the above described reservations.

Clark F'oreman
Director of Defense Housing

BY
(AuthorizeC Representative )

f, _ (Nane and title),
received in behalf of the
described above with the reservations noted above

t

Slgned

the property
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,
FWA Form DTIM 2g

(Revised 6-15-4I)
FEDERAL WORKS AGENCY

OFFICE OF THE ADMINISTRATOR
DEFENSE HOUSING DIVISION

WASHINGTON. D. C.

Loca'
DELIVERY AND ACCEPTANCE OF A PORTION OF A DEFENSE HOUSING PROJECT

FOR USE AND OCCUPANCY

DEVELOPMENT CONSTRUCTED

( Place )

( Date )

IIHEREAS, the contractor has advised the
(constructing agency) that the portions of the above-nentioned defense housing project,
as hereinafter specified, are ready for use and oocupancy by persons engaged in National
Defense activitles, and their fanilies; and

wHEREAs,the-(constructingagonoy)hassatisfied
itseIfthatthepoffiioneddefensehousingproj9ct,ashereinafter
speoified are ready for such use and oocupancy; and

WHEREAS, the Division of Defense Housing of the FeCeral Works Agency is prepared
to aooept for nanagenent the portions of the project so described;

_ NOW, THEREFORE, the _ (constructlng agenoy)
tl. eugh its undersigned authorized representative, hereby aocepts fron tho contraotor
said portions of the project, and the Division of Defense Housing, through lts under-
signed authorized representative, hereby aocopts fron the
(oonstruoting agenoy) the transfer of such portions of the project, all subJect to
the conditions of acceptanoe and transfer hereinafter set forth; it being agreed that
such acoeptance fron the contraotor and transfer to the Division of Defense Housing
shall be ef fective on the day of _1941 .

DIVISION OF' DEFENSE HOUSING

By

(Title of Authorized Representative) (Title of Authorized Representative)

It is agreed that tho foregoing shall constitute notioe to the contractor of the
aoceptance by the (constructing agenoy);
(pursuant to the Supplenental Agreement heretofore entered into between the oontractor
and the (constructing agency))* of those portions
of the defense housing projeot as above referred to and as hereinafter speoifled; such
acceptance to be effective on the __ day of 1. Nothlng
herein contained shal1 relieve the contractor of liability in respeot to any express
warranties or guaranties, if any.

( Contractor)

Bv-
*To be strioken out when inapplioable

(Title of Authorlzed Representative. )
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tPage 2.

COITDITIONS

The (oonstructfng agenoy) and the
Dlvislon of Defense Houstng have agreed to the followlng oondltlons wlth respeot to
aooeptanoe and tranefor of portlone of defense houstng proJeots:

I. The (oonstnrotlng agency) wlII deterutne
rhen portlons of proJeots are ready for use and oooupanoy by persons engaged ln Natlonal
Defense aottvltleE, and thelr fanlllee.

2. When a portton of a proJeot ls ready for use and ocoupanoy by pereons engaged.
inNat1onalDefenseaottv1t1esandthelrfan1Ites,the,
(constructlng agenoy) through lts representatlveE, wllI notlfy the Dlvtslon of Defense
Housing or lts authortzed repreeentatlve. If, after suoh lnvestlgatlon as the Dlvlslon
of Defense Houslng deenE neoessary, lt or lts authorlzed representatlve flndB that tuoh
portion of the proJeot le sultable for suoh uEe and oooupanoy, the Dlvtglon of Defenee
Housing, or lts authorlzed representatlve, w111 stgn an aooeptanoe for auoh portlon of
the proJ eot.

3. The _ (oonstruotlng agency) wlII thereupon
give notloe of suoh aooeptance to the Contractor, and thereafter the Contraotor and
the _ (oonstruotlng agency) will be relleved
of any further responslblllty of any klnd, exoept as noted ln reservatlons lnoluded
herowith, with respeot to the portion of the proJeot so acoepted, inoludlng respon-
,;i.bility for perfornlng any further work or supplylng further naterlalE, equlpnent,
r other ltens, exoept suoh work as Eay be found to be neoessary to oorreot defectc

or t,o supply onisslons subseguently dlsoovered and, ln the oplnton of the

;;$:3itil:t:H,"fi:t:ILi::Ii'::::*,,:.:l:"i3:,:,."
enployoes,

4,The(construot1ngagency)sha1Ireta1nfuI1
contro1overthereffijeotnotsoacoepted,and1tsauthor1zed
representatlve nay presoribe suoh rules and regulations as are reasonably neoessary
for the proper oonpletion of the entire proJect; and the Dlvlslon of Defense Houslng
shall take appropriate steps wlthin the scope of lts authority to give Effeot to
such rules and regulations insofar as its tenants, llcensees, or enployees are
affected thereby.

5. 0ocupants'of aocepted dwelling unlts and their guests, servants, agents,'and
Iicensees, will be pernitted to use at thelr ovn rlsk, roadways, wa1ks, utllltles,
or other services neoessary for the oooupanoy of the dwelllng unlts whether such
roadways, ctc., are inconpleted and acoepted portions of the proJect or in unoonpleted
End unaooepted portlons of the proJeot. -However, uninterrupted use cannot be assured
shere suoh use wlll affeot oomplotion of the renalnder of the proJeot.

6. When a portlon of a proJect ls accepted for use and oooupanoy, the Divislon
of Defense Housing will be lieble for oharges for heat, llght, and water used ln the
portion accepted.



MANAGEMENT POLICIES AND PROCEDURES o C.011

t FIVA Foru Dfil 25a Page 3

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

ProJ eot Nane
Proj oct No. oation Date
Construotion Agency_
Dwelling Units (Designation)__

Nunber of heatlng plants
Nunber of
Nunber of refrlgerators Type__
Nunber of hot water heate

-Type-
Garages (Designation)

Connunity Faoilitles (Designation )

hAter Pumping and Treatnent Plant,

Ilater Distribution Syst en

Gas Distribution Sys

Sewage Collection Sys ten

Sewage Treatnent Plant

Other Inprovenents (List)

Reconroended
Date Slgne

Reconmendbtion AcoePted bY
Dat Slgned



F.l.l.-€ MANAGEMENT POLICIES AND PROCEDURES . C.OL?

t FOR ETORD

These nanuals are designed to inlornallhousing natragers otDefease Eousiag
develqrnents being constructed under provisioos ol the Laahaa Act of the
procedures to be follor{ed in tetrart selection and reatingofdrellings. They
were plaaned to serve twopur?oses. F'irst, they oftef colcrete and practical
suggestions for dealiag with thevarious phases of tesant selection and rent-
iag. Secoad, they may be used as an effective instrunent lor traioiag,stafl
nenbers who are to assune najor responsibility for local tenant selectioo
act ivit i'es.

Although it is desirable that the tenart selection and renting procedures
be uniforminall develqrureats, it.isrecognized that varying loca1 situatioas
and needs nay necessitate rcdilicatioo ol the procedures as outlined ia these
naouals. Such nodificatioo, based oa local factors, shouLd be nade by the
Eousiog Hanager or the persoo .directly in charge 6f tenant selectioa aad

renting activities.
Any changes that are nade should be reported to the office ol the Director

of the Division ol Defenee Eousing together rith the reasons why such chaages

rere lecessafy.

FOREIIORD
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TEXAIIT SELECT I OII AtID REIIT t IIG F OR ARTY OFF.POST
HOUS I IIG DEYELOPI{EIITS

The Arqy shall beresponsible for tenatrt selection on all off-post develop-
neots intended for occupancy by enlisted nen and civilian enploybes of the
Arny.

The Application fora Dnelling, Form FYA-DEU-7, (see page C.0Sl) isthe stand-
ard lorn ol aBplicati6n to be used on all such developnEtrts.

The Eousing ilanager shall keep the appfopriate officiaLs of the Army cur-
reatly inforned of thenunbers and sizes of vacant dwellings lorwhon fa,nilies
are to be selected. The .connanding officer or a designated assistant will
theu determine in a pretiminary fashion which fanilies should be housed aad
request such fanilies to lilI out an application for a dwelling. The appli-
cation tor:ms are thetr to be signed and recomeaded by the comaading officer
or designated assistant. Irhe for^ns should then beturDed orref to the'nousitrg
ldanager so that he .may assign and lease dwellings.

It is a basic policy in tenant selection to reflect the comunity patterffi
ia rhich the projects are located. In this respect, questiotrs of a racial
trature will drise.

In tenant selection, the Project }tanager is required to see to it that his
selections rellect the policies of the Federal l{orks'Agency.

The Racial Relations Office andthe Tenant SelectionDivisiood theDivision
ol Defense Eousingwillcooperate inmatters affecting.racialpolicy intenatrcy.

The butletin issued bythe Adjutant Generalrs office, dated April 
^, 

lgll,
(see appendix Il onthe subject of "Uaaagenent andOperation" of Arny Olf-Post
Defense ,Eousing Projects states that the amount of nonttly rent charged ea-
listed nen shaLl be the sa^ne as the allorance for quarters as prescribed by
existing regulations.

This rent isto be all-inclusitre ercept in the event that separate payreots
are to be made by the tetrant for utilities and other services. In these
instances the shelter rent shall not exceed the difference between the pre-
scribed allowance fof Uuarters and such separate payments u.nless such sepa-
rbte paynents are nade ior the puryose of defraying gharges for utilities
consuned by the tetrant ia excess of the prescribed allcraace.

The Eousing Manager s.hall receive tron the connaoding officer or a desig-
nated assistaat the application forns for the etrlisted personnel who are to
be housed in the defense housing developnent. 0n this forn will be given
the amount the prospective tenatrt receives for comrnutation of quarters. Il
the developmetrt obtains utilities through a naster neter the total amount
stated here will becounted as re[t. If the development will have neters for
individual dwellings the a.oouot lor retrt should not exceed the difference
betweea theprescribed allowance forquarters and thea^nount paid forutilities,
provided the a^mqunt of utilitles consuned is aot in excess ol a prescribed
fair allorance.

The Stateretrt of PolicyonRentals, FUA 4349, datedl,l,ay 2, Lg[t, states that
shelter'rents will be based on the incooe of the principal wage earner, fe-
gardless of size of the dwelling unit assigned by the nanagenent. Bxcept in

TENANT
SEI.ECIIOII
PROCEDIJRE

RACIEL
REIII,TIONS
POIJICY

DETERUINAfIOT{
OF RETT TO
BE PAID
Enlisted
Personnel
Rentol fuIicy

Proceduns

CIVIIJAN
PERSOI{IIEL
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extraorditrary cases to be certilied by the Federal l{orks Adnitristrator, the
retrtals on all projects will be as follows: 3

Incotn lnnwl
$700- $800

80 1- 1, 000
1,001-1,800
1,201-1r 600
1,501-1, 800
1r 801-P,200
z,2.oL-2,0oo
2.
6,

leehly
$ 14-16

16-e0
20-24
24-80
BO-6A
gA-44
44-62
6A-60
60 or roore

Ilontbly Shelter Rent

$1A
t4
t7
a0
25
30
36
4A
60

Procedun
for bblnnp
fcntol frliZy

601-9,000
001 or nor€

In addition tothe shelter-retrtal charge, fanilies shall be required to pay
an additional charge of $5.00 permooth foreach lodger living with thefa^orily.

The incone of the principal wage earner shall include the total earued in-
cme of the principal wage eartrer, which shall be computed on the basis of a
SO-week year and thenornal hour-week of thelocal defense industry. 0vertime
pay shall trot be included as a part of income under this definition; but in
the event that a 1ocal defense industry increases the hour-week as a general
policy, such increases Shall not becotrsidered as oyertime. Income shal1 not
include incone fron sources other thanenploymert (that isrpensions, alinony,
etc. ). Tbe Eousing Hanager shall be responsible fordetermination ardperiodic
check on the income of thb priacipal wage earner.

The procedure below should be followed ia applying the reotal policy f o r
the purpose of deterniaing shelter rent to be paid bytheprospective tenatrt.

I. The application for a dwelling which has been prepared by the applicaat
and sigaed bythe conmanding officer or a designated assistant shcAld include
iuformation which gives thehourly rate as well as the nunber of hours worked
ia a nornal-hour week. This application form when properly certified by the
cormanding officer will serve as sufficient evidence for passing upon eligi-
bility and lor detemrining shelter rent. It will not be trecessary to use a
separate form to obtain certilication of defense activity and incone data.

2. tpon receipt of. this information the annual incone should be conputed
as follors: Uultiply the hourly rate by the number of hours worked in a
normal week to arrive at th€ weekly rate. Multiply the weekly rate by 50
weeks to arrive at aanual incone. In no instance should earnings for tigle
worked inexcess of the nornal hour-week be included as a part of the incone.
For eranplel in some industries the nornal hour-week is 40 hours, but due to
the present energency, employees are being asked to work 48 hours and are paid
straight tine for the first 40 hours and time and one-half for the renaining
6 hours per week. Under the presetrt policy all hours worked in excess of 40
.hours"S.houldbe cossidered asovertime andnot included as part of the income.

3. Il there are two or nore members of the farnily er4rloyed, the income of
the person enployed in the delense industry should be used for the purpose
of determiuing shelter rent.

4. If there are to be individual neters for the various dwelling units in
the developnent there will be no occasion to establish a charge forutilities
itr additioa to the shelter rent,. If, hovever, there isto be a tnaster metei,
a rate for the various utilities will have to be established for each dwelling
and this amount should be added to the shelter rent"
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t 5. As stated in the policy, au additional charge of $5 per motrth should be
made for each lodger living with the fanily The total rent will then be the
anount for shelter rent plusthecharge forlodgers plus the charge for utili-
ties if these are provided through the master meter ia the developnent.

As applications are selected for leasing, they are to be recorded on the
Register of Applications Selected for Leasing (see pageC.03g)which is to be
made out in triplicate for each farnily selected for leasing. A form letter
is to be sent tosuch families, notifying thefamily 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 filedbydate of appointment to select
a dwelling, and usedasa tickler file. The third copy of the Rental Certifi-
cate is to be sent to the comrnanding officer of the Army forhisfiles 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
rernaining in the file at the end of each day will indicate which families
have failed to keep their appointments. Farnilies who fail to keep their
appointnents to select a dwelling and who fail to contact the office within
a reasonable length of time, or rrho do not respond to a second notice,should
be notified that their Rental Certificate has been canceled. This action
constitutes withdrawalof the applicatiotr, atrd should be so recorded on lt'ork
Sheet B, "Chauge in Status of Applications," described on page C.041.

As farnilies 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 famrly will have been recorded on the Rental Certificate aod
assignments are to be made on the basisofthe following occupancy standards:

1. A one-roon unit shall be assigned to a family composed of trot less
than two nor more than three psesons.

2. A two-bedroom uqit 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 Eousing 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 oor more than nine persons.

For the purpose of this statement a fanily sha11 be deemed to mean and in-
clude all perrnanetrt mambers of the household atrd such lodgers as rnay be ap-
.proved by the housing managenent.

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
:ufficient time to talk with the selected farnily to clarify the tenantrs
understanding of the lease terms, the bases upon which residence in the de-
velopment and rental charge are deterrnined, the necessity for periodic checking
on defense activity and household income, the limitations placed upon the

IJEASING AND
OCCUPANCY

Le,osins ottd
lloui{ In
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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 pronpt paynetrt of rent and other charges, for keeping the
dwell-ing and the lawns in good cotrditiou, 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 devel-
opment or in the cornrnunity. Such an interview is a requisite for the estab-
lishnent of a friendly and cooperative tenant-management relationship.

Four copies of the lease form aretobe prepared-the original and one copy
are to be sent tothe Division ofDefense Housing, Office of the Administrator,
Federal l{orks Agency, whereonewill be sent tothe General Accounting Office.
The third copy is to be retained rn the Managerrs files and the fourth copy
is tobegiven to the tenant. All four copies are to be signed by the tenant
as welt as by the Manager. (As dwellings are leased, a trotation should be
nade oa l{ork Sheet B as described on page 'C.041.

Several days before the family is scheduled to move in, the Manager should
arrange for finaf inspecti"on of the dwelling to make sure that it is clean
and that al-l of the eguipnent is in good working order. Before the family
actually rnoves 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
zrccounting 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, aB occupancy record card (seepageC.06l) istobe nade out
for each dwelling unit. Cards for vacant dwellings should be filed in a

"vacancy" file accordingtotype and size of unit. Cards for dwellings leased
but as yet unoccupied should be filed in a pending-occupatrcy section or flagged
to indicate that the dwellings are lease\t but not yet occupied. (A dwelling
shoul-d be considered as "occupied" when it is under lease antl when rent has
been paid for the period, even though the tenant may not actually be living
in the dwelling.) As each terant takes possession, this should be recorded
on the Occupancy Record, andthecard 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 fi1e, indicators willbeused to show the status
of occupancy of each dwelling. )

In addition totheoccupancy record file, additional controls are generally
necessary during the period of initial leasing and occupancy. One such rental
guide rnay be provided by the use of a site plan showing the location of indi
vidual dwell-ings 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 seryes 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 shouldbeprepared to serve
irs a control of moving assignnents (see pageC.064).By reference to it the
number of farnilies using the driveways, entrances, and stairways at any one
time mayberegulated, thus avoiding confusionandcongestion. Such a schedule
should be prepared weekly during the period of initial occupancy. As assign-
flEnts are made, the dwelling uuit 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 rnove.

The commandiag officer should be requested to notify the Manager of any
tenants no longer employed in defense activitiesaswell as of any changes in

I
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incorne which might affect the rental charge. The Manager should proceed im-
mediately to takd such actioo as is indicated-that is, service of a notice
to vacate in the case of tetratrts ineligible for continued occupancy, or ad-
justment of the rental charge.

As provided inthe lease, tenants are requiredtopay retrt and other charges
at the Managenent office tro later than the first day of each month. A device
which has been used successfully as an added incentive to prompt paymeDt is
that of sta,mping t'Late" across the face of receipts of retrt paid after the
S-day delinquency.

It must beremernbered that thetetraots living inDefense flousing Developments
are, by reason of their occupatiouorskill, essentialtothe national defense
pfogram. Condequently eviction of a tenant for nonpayrnent of rent or for
other causes should be resorted to only after all reasonabl-e attenpts to
collect the rent have failed. Such attempts should iaclude a conference with
the family heads, both husband and wife, and perhaps also a couference with
the ernployer. In sorne- instances it may be desirable to refer the family to
an appropriate social agency for assistance in budgeting the family incone
or io adjusting other family situations which maybethe cause of the failure
to pay rent.

Ilowever, any rental account which is nore thatr one fu1I rnonth in arrears
should be referred to the District Attorney for collection, and eviction
proceedings should be initiated in accordance with applicable local legal
requirements.

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

I. Report on Applicatio[s, Leasing, and 0ccupatrcy.
2. Tenant Record.
3. Notice of Premises Yacated.
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 l{ashington office. The Housing
Manager shorild anticipate his needs in this connectioo, and order in sufficient
quant,ity for not less than a $-monthrs period.

A supply of these application forms should be given the comnanding officer
or designated assistant who will be responsible for distribution of these
for:ns 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
cormnanding officer who will sign it and send it to the Housing Manager.

When the form is received in the Management 0ffice 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 instruc-
tions for supplying the required information.

If the application is complete the trext consecutive application number
should be assigned ar,d the applicatiotr should be recorded on the register of
applicat ions.

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

Special attetrtion should be given to seeing that items 2 ar.d 3 which give
the amouut allowed for quarters for enlisted personnel and hourly rate and
nunber of hours worked in a nonnal work-week are prolerly fi11ed in.

3
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WAR DEPARTMENT

TIIE ADJUIANT GENERAIJIS OFFICE
WASIIINGTON

AG 600.12 May zo, 1941
( 5-14-41)Mo-D-l'l

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

To: Commanding Generalrs of all Departments (except Philippine) and
Corps Areas; Comrnauding Officers of Exempted Stations, and Chiefs
of Arrns, Services and Bureaus.

1. Reference is nade to letter AG 600. 12 ll-ib-41)M-D-M, January gO, 194I
and letter AG 600.12 (4-]g-4I)M-D-H, April zI, 194I, setting forth l{ar Depart-
ment policies and instructions for the occupation of aational defense housing
proj ects.

2. It is the desire of the l{ar Department that vacancies in such housiog
projects be kept to a mininum.

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

4. A married enlisted nan belowthefirst three grades,whohas been author-
ized by his corunanding officer to occupy a dwelling uait in a l{ar Department
defense-housing project and who is occupying that unit, will be required to
vacate upon 30.dayrs written notice if an application for a dwelling unit ia
the housing project ismadebya married enlisted manof the first three grades
for whom no vacant unit is presently available.

!. Ternporary occupantsofdefense housing projects willbesubject to retrtal
scales prescribed in letrer AG 600.12 (4-IB-41)M-D-M, April er, 1941, for
civilian employees of the l{ar Department perma.oently employed at military
reservations, posts, or bases.

By order of the Secretary of l{ar:

E. S. Aoeus
ttaJoR GEilERAL,
TEE ADJATAilT GEIIERAL.

I
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t SUBJECT:

TO:

l,tranagernmt and Operation of Defease Eousing Projects Oonstructed
under the Provisions of the Act approved October 14, lg40 (hb. g49-
76th Congress, 3d Session ).
Comnanding Gnerals of all Departnents (ercept Philippine I and Corps
Areas; Commanding Officers of Exenpted Stations, and Chiefs of Arms,
Services .aud Bureaus.

SECTION I
Eousing Projects' located 0N

Military. Rese.rvations , .Fosts, or Bases,
And.operated under the Quarternaster General

l. Gcncrol

a. Reference is made to earlier releases otr this subject, Ietter (AG

600.12) t?-25-4O) I,{-'D-M dated July gO, 1940; Bulletin No. 151{. D. gt July tgaO
pages 5, 6, 7; Letter (AG 6@.121 (€-1f.-&' M-D-U dated August 29, 1940, and
Letter (AG 600.12, (r-25-4ll U-D-M dated Januarf so, tgat.

b. So much of Paragraph 3, ktter (AG 600.12l 17-ZS-4O, !l-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) il-D+{ dated January 30, 1941, charges
station comanders rith the responsibility for management, pursuatrt to in-
structioas lssued by the Adjutant General, of housing frojects locatcil uithin
tlhc bound,orics af o nilitory rcserltotion, fost, or basc- the Quartermaster
General in the same communication is charged lyith the operation, mainteuance,
and administratiotr of these housing projects. It witt be noted that the
primary jurisdictiotr over buildings, appurtena-ot utilities, structural im-
proveoents, and additions rests with the Federal l{orks Agency aod that the
Ifar Departnent nill function as the operating and management agent for the
Fdderal lforks Agency. Instructions designed to meet the initlal probl-ems ol
naaogencnt ontl oferation orc coatoincil hcrcia.

rl. T'he houses contained in National Delense flousing Projects are not
"quarters in kind" as delineC in Paragraph $,AX 35-4520. Moaetaryallorance
in lieu of quarters in kind nay therefore be paid to occupants of houses in
the Nationql Defense Housing Projects, provided no adequate Government quarters
in kind are available for ass-ignnent to such occupalts.

2. Sclcction of flcnants

a- Tenarts wll1 be selected from:
(1) EnListed men of the' ,irst thrcc grodcs who form a part ol the

permanent garrison stationed at the military reservation, post,
or base.

(21 CtviUan employees of the lar Defartd.n t permanently employed at
military reservations, posts, or bases.

b. Ile conmaading officer will select on a fair and just ratio, from
applicauts of groupo (l) and (2) above, tetratrts to the lirnit of the capacity
of the project. The housing units are designed as family dwellings,anduiLl
not bc lcoscd for singl.c occuioncy.

c. The'nethod and rules for selection of tenants are natters for local
deternination. Horever, it is desired that the folloring requiremeots for
eligibility be given recognition in formulating local policy.

(1 ) As used in these itrstructions the term rfanily" shall be construed
. to include the lessee, his wife, and dependents in fact, perma-

nently resiriing with him.
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(2) A fantly withinthemeaning oftheloregoing pafagraph is eligible
lor t€nancy regardless of incme. Eowever., civilian fanilies
itithin incone groups qhich can be adequately housed at fait reotals
within their finaacial reach by private etrterprise shal1 not be
accepted as tetratrts in areas or localities rhere private etrter-
prise. is presently neetitg their needs. If private enterprise
is not meetiog the needs of such fa,nilies, they may be accepted
as tetrants but otrly utrtil such time as t,here is constructed by
private enterprise such adequate housing at fair rentals withitr
their financial reach. The provisions of thig paragraph are not
intended to exclude atry persotr or persons from occupancy in the
unit when occupaocy is prinarily desirable lron a nilitary or
station-admitristration standpointl and the restrictions outlined
herein will not be applied to applicants trhose duties place them
fithin that category.

(3) Lessees uay be pernitted to accept or takeinlodgers in the dis-
cretiotr of the comanding officer, but no lodger willbeapproved
unless he is a nenber of the military service or is engaged or
abogl 1o be engaged in defease activities. For the purpose of
these instructions, a lodger is defined as any persotr, not a
menber of the lesseers family, who is permitted by the lessee to
use part of the leased prenises as his residence for the time
being, pursuatrt to an agreeqent for hire. Such agreement need
trot be formaL, but nay consist of aay understaading betreen the
parties.

3. Leose

Prior to occupation each tenant will be required to eiecute a lease con-
taining the teflns and conditioas under which he may occupy a uait rithin the
project. The connanding officer, or'his agent, rill act as the agent of the
Government in the execution of thb leasq. All leases wilL be written to ex-
pire on Juse 50 of each year. For computationsinvolvingfractions ofamonth,
the 30-day motrth will be used as a basis. The lease forn to be used will be
as prescribed by the Quarternaster General.

4. Utility ond ?ther Seraices

Rental rates quoted in paragraph five belor include the cost of a1low-
ances for u.tility and the other operating sqrvices. The over-afl estiorated
cost of these services for the entire project will be set io the operatitrg
budget. This estimate wil-l be based,whereapplicable, oi adequate allowances
as set forth in Table of Standard Fuel and light AUowances as prescribed by
The Quartermaster General. The budget aLlorance for utility services plus
amoutrt of collections for excess utility servicesrwill represetrt the naximun
expehditure for this purpose, that may be paid from operatiog revenues. Any

excess over the budget allorance will be prorated a^nong tena[ts. The basis
for proration will be the motrthly rental scalel that is, each tenant'rs Share
will bear the same ratio to the total cmmunity excess as his individual rent
paynent bears to the total rent coLlection. Tenants will be notified quarterly
of the status of utility expenditures. Collection for excess will be nade
twiie yearly on June 50 and January 1, except that ercess due fron vacating
'teoants rill becollectedatthetime their lease is termitrated. Post Quarter-
nasters will conduct a contitrual check on individual utility consuqtion.

I
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t 5. Collectiofl ond Scale of Rentals
a. The Post Quartermaster will be respousible for the collection and

deposit with the Post finance 0fficer of all rental noneys. Pending publi-
cation ol regulatiotrs by the Finance Departnent, all -moneys colLected and
deposited by thePost Quartermaster wi11be carried bythe Post Finance 0fficer
in his Special Deposit fund. Money collected as payment for excess utility
seryices as well as a1.1 other operating revenues willbe handled in a sinilar
nantrer'. The Post Finance Off icer will make papeot from.such funds to cover
erpetrses of operation and maintetrance, including administratiou expeuses, on
vouchers properly gertified by the Post Quartennaster.

b. Rents will be collected monthly, at the end of the nonth. The rent
notrth rill be the caleadar nonth. Rents are payabLe to the Post Quarter-
master on or before the lOth day of each month. A report of any rents due
and not paid by the 10th of the month willbemade to the corunanding officer.
Delinqueot tenatrts nust settle in full within 30 days of the date they are
reported delinquent. Under no circumstanceswill a delinquent tenalt be per-
mitted to occupy accomodation within the project for a longer period.

c. Scalc of Rents:

( t) Entisted llcn

Atrlowances for quarters as prescribed by existing regulations.
(a) CiviLians

$alor1 Ronge

&750 or ress
751- 1, 095

1,096-1,440
L,11!-1,740
1.,74L'-2, O40
2,041-2,37O
2,57L-2,700
2,70t-3,00o
3,000 or nore

llonthly Rentol

$ 10. 00
16 .00
20.00
26.00
30.00
55.00
40.00
46. OO
50.00

The salary range for.enployees on hourly or weekly basis will be
computed on the basis of a 50-{eek year and the uoraral hourweek
in the surroundin! territory.

(3) Lodgers

Additioual rent forr the privilege of taking in lodgers will be
charged the tenant'at the rate of $5 per mon.th per lodger.

(4) The size of the dwelling occuliedby a tetrant sha1l have uo bear:
ing on monthly rental charge.

6. Annuol Budget

Each Post Quartermaster concerDed will Prepare and submit for approval
to the Quartermaster General, in quadruplicate, Dot later than 15 days after
occupatiotr of the first unit within his project, atr operating budget for the
project under his supervision; the budget lor each fiscal year will be sub-
mitiea anaually thereafter to The Quartermaster General, to reach his office
not later than February 1. This budget will be reviewedby the Post Quarter-
naslter otr October 1, January 1, and April 1 of each year. If no revisioss
appear desirable, a report to that effect will be made on the above dates.
The form tor the required budget will be. prescribed by The Quarterrnaster
General. Monthly financial statements wi11be submitted to The Quaftermaster
GeaeraL
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7. Ofcrotion and llointcnoncc of Projccts

a. Yithitr limits set up in the approved budget, notreys derived frost
rentals will be availableforexpeases of operationandmaintenance, iacluding
adninistrative expeuses. At the close ol each fiscal year the Post Quartet-
ltaster wilI report to The Quartemaster General atry outstaDding obligations
against his project unpaid on June 30th; The Quartermaster General will in
turn make the same report to the Chief ol Finance with request that he take
the necessary steps to transfer any unobligated balaDce or balances to the
Federal l{orks Agency, for its dispeitionasrequired bythelct ol October 14,
1940.

b. The operation and naintenanae of projects is a function of the Post
Quarternaster. Unless authorized by the Quarternaster Gederal, operation
and naintenance expenditures will' nst exceed budget authorizations.

c. The established work-order systetn for control and accoutrting lor
ccts of naiotenatrce work will be used.

8. Post Erchangc oad 0thcr Scraicc FociLitics
The comnanding officer is authorized to.establish for a housing project

such Pct-Exch4nge or other service facilities as he nay deternine 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 conmunity will be collected lrom the facility or facilities
and accounted for in the sane rnantrer as other reyenues.

9. Purchasing

Post Quartermasters will follow established Arny purchasing procedure
in all transactions involving the expenditure of the housing project revetrues
available for expenditure within the linits of the approved budget.

lA. Ciuilian /ssistoats ond Enf[,oyces

Post Quartermasters are. authorized to employ such civiliaa assistants
:rsarerequired and authorizedin.the project budget. In so far as applicable,
Post Quartermasters will follow the provisions of O.Q;M.G. Cir. I-I5.
lL. Auditing ond Insfcction

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

12. Foms

As prescribed by The Quartermaster General and Chief of Finance. Sach
form will be kept current and ri11 be subject to authorized inslection or
audit at any time.

13. Printiag
Post Quarternasters may nake local expenditures lor printing to the anoutrt

authorized in the budget..

L4. Reforts

ls directed itpatagraphs 6 and 7 above, and in accordance with instruc-
tions issued by The Quartermaster General and Chief of Finance.

L5. Acc ounting Instructions

Instructions covering procedure to be follored will be issued Oy the
Quartermaster General and the Chief of Finaacq.

I
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3
SECTION II

Housing Projects located OFF

Military Reservations, Posts, or Bases,
And operated under l'he Fcdcrol llorhs Adiinistrator

t, Generol

a. Except as indicated in Section III below olf rescntotion housing
projects will be operated by Eousing Mauagers responsible either directly or
indirectly to the Federal l{orks Administrator.

b. Attention is directed to letter (AG 600.12) (I-25-41) M-D-I.{ dated
January 30, 194I, which requires that The Quartermaster General and Post
Commanders will cooperatewithduly appointed operating agencies inthe opera-
tion, administration, and management of housing projects located on lands
outside of the boundorics of nilitory reseraotions, fosts, or Dcsas.

z. The Commanding Officer shall select tenants for off-fost housing projects
in accordance withtheprovisions of paragraph 2, section I, andshall certify
such tenants to the local Housing Manager. The assignmetrt of particular units
to the tenants selected and certified is the responsibility of the Eousing
Manager.

3. Lcose

The Housing Manager for the Federal l{orks Agency will act as the agent
of the Governrnent in the execution of leases. The lease forn to be used will
be as prescribed by the Management Agency.

4. UtiLity and other Sentices

a. EnListed nen
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 cotrsumption of utilities has been
in excess of allowances prescribed for that project; in which event an addi-
tional charge will be nade as determined by the Management Agency.

b. Ciui lions
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 ano 602 of the Act of
June 30, 1932 (47 Stat. 417;3L U.S.C. 686), Post Quartermasters are authorized
to sel1 coal, fuel oi1, 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-I will be followed in cases
involving such sa1es.'

5. Collectton oad Scole of Rents

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

b. ScoIe of Rents

(t) Enlisted nea
Allowances for quarters as prescribed by existing regulations.
This rent to be all-inclusive except as prescribed belon. In the
event separate payments are made by the teEant for utilities or
other services, the shelter rent sha1l trot exceed the difference

. between the prescribed allowatrce for quarters and such separate
paymente,- unless such separate paynents are made for the purpose

t

t
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of defraying charges for utilities cotrsurned by the tetratrt in ex-
cess of prescribed allmances.

(z) CiaiLions
Rent as prescribed by the Managenent Agency to include lodgers,
if any.

SECTION III
flousing Projects Located off

Military Reservations, Posts, or Bases,
And operated under Thc Qtorternastcr GencroL

1. The Quarternaster General is authorized to operate, maintain, and ad-
ninister for the War Department housing projects located on Land outside thc
boundories of nilitory reseraotiozs, posts, orbases, when the l{ar Departnent
has approved the request of the Federal l{orks Administrator that such manage-
ment functions be assumed.

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

SECTION IV

Gcncral

I. The Maaagement of l{ar Department housing'projects is in accord with the
coordinationof loca1 management programsforGovernment Defense Eousing Proj-
ects as promulgated by the National Division of Defense Eousing Coordination
and the Division of Defense Eousing of the Federal l{orks Agency.

2. A copy of occupancy st,andards prescribed by the Division of Defense
Housing of the Federal l{orks Agency is attached for the information of all
concerned.

5. Addit.ional instructions will be issued concerning housing projects:
a. Provided for the l{ar Department by the United States Housing Authority,

or 1ocal Eousiug Authorities cooperating therewith, under the provisions of
PubLic Act No. 671-76th Congress.

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

4. Supplemental instructions will be issued from tine to tine as necessary.

By order of the Secreta(y of War:

(Signedl E. S. Aous
Major General,

The Adjutant General.

t

t

o
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t TE]IA]IT SELECTIO]I A1{D RE1{TIIIG FOR HOUSIXG DEVELOPMEI{TS
FOR I I{DUSTR IAL lYORXERS

The Housing Uanager first should funiliarize himself with the Locality
Progran Report prepared by the office of the Defense Housing Coordinator for
the district in which his defense housing development is located. These re-
ports will be availableandshould be obtaioed fromtheoffice of the Director
of the Division of Defense Housing, Federal Works Agency.

Next, heshould 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:

l. Rent and incone levels for the development in question.

2. Relation of the development to the general local defense-housing program.

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

4. Number of unit,s to be rented to employees of eachof the various defense
indust ries.

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

The understandings reached 1oca11y should be submitted to the Federal Works
Administrator for his approval.

The Manager should assist in every way possible in the coordination of the
1ocal defense-housing program. To this end he should f.amiliarize himself with
the personnel and the programs of other agencies in the locality concerned
with housing, such as the 1oca1 housing authority, if any, the Eqmes Regis-
tration Office, and the 1ocal Defense Council. Arrangements should be worked
out for referring ineligibleapplicants toother appropriate agencies, as well
as for having other agencies refer eligible families to the application office.

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

As soon as the defense industries and plants have been desiguated for tenant
selection purposes, the Manager should confer with employers i,n such plants
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
open otre or more application offices. One such office should be located on

the site, if possible, and another conveniently located in relation to the
principal defense plants. The offices should be clearly marked with signs,
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. fac i lit ies .

All essential forms and office supplies should be on hand in advance. Cer-
t-iin of the forms are to be obtained by requisition, while others must be
prepared local1y.

A rubber stamp covering the development number, the nane 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, FYA Form
Dflll 7, in the upper left cortrer. 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 Manual. The stamp to be ordered should be designed to fit the space
provided on the latter form. It will then be unnecessary to type in 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 loca1
defense industries, to the Homes Registration Office in the locality, and to
other appropriate sources. Applicants are to be requested to fillinthe form
and to return it in persotr 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 e1i-
gible if the principal wage earner is employed or about to be employed in a
designated defense 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 trot 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 applicatiotr reg-
ister (see page C.053) and assigned the next consecutive application number.
Make out a master file card showing the trame, address, andapplicationnumber.
Make a folder for the application, recording the name and application number
on the tab. Fi1l 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 principal
wage earner and lodgers listed on all eligible applications.

File the master-file card alphabetically. File application folders numeri-
cally by application number. Put Certification of Defense Ac,tivity 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 theTenant Selection Division of the Divisicin
of Defense Housing will cooperate in matters affecting raciaL policy in
tenancy.

t
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I This is required by the terns of the Lanham Act which restricts eligibility
for admission to those families of which the head is engaged or about to be
engaged in industries connected with and essential to the national defense.
In clarificationofthis requiremetrt, the Statement of PolicyonTenant Selec-
tion, Fl{A 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 construed to exclude lodgers, but tro

lodger shall be accep.ted 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 tetrantrs family
who is permitted by the tetrant to use part of the leased premises as his resi-
dence for the time being, pursuant to an agreement for hire. Such agreernent
need trot be formal but nay consist of any understanding between the parties.

c. Io extraordinary individual cases, the local manager may waive the
limiting of eligibility to farnilies 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
the principal wage earner, regardless of size of dwelling unit assigned. The
statement of policy on Rentals, F[{A 4349, dated llay 2,1941, defines this as
fo Llows :

1. Income of principaL wage earner:

a. Ihe income of the principal wage eartrer shall include his total earned
income, which shall be computed on the basis of a 5O-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 foregoiug factors, the Statement of Policy on Tenant
Selection. Fl{A 5612, stipulates that priority in selection from among the
group of eligible applicants shall be established on the following basis:

1. Priority shallbegiven to applicants who have comefromother localities
and who are trort 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, eogaged. This shall
include applicants now living locally with their families in purely temporary
(luarters or together with another family, as well as applicants desiring to britrg
their families from their domiciles elsewhere. In the event sufficient ap-
plications are not received form the above classifications, applicants now
.lomiciled within reasonable commuting distance of the defense industry may be
considered according to their relatiye need.
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3. Ihe local n:anager may waive the above priority of selection in extraor-
dinary individual instances where the applicantrs 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 generally advisable to make some check on the length
of time that the applicant has lived in the locality. In this connectioa
check the date of employment with the employer as showtr on the certification
form; check name in city directory, if auy, or check other documents in the
applicantrs possession which might serve to verify this item, such as driverrs
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 familyrs need for housing, will be based on the applicantrs statemeat
on the application form. i{herever possible, however, itis advisable to check
with the records of the local housitrg authority, if aty, or with any recenL
existing housing survey for further verification of this item.

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

The Statement of Policy on Rentals, FtlA 4349, dated \lay 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 managemenl. Except
in extraordinary cases to be certified by tfre Federal florks Administrator,
the rentals on all projects will be as follows:

AnntnL YeehL!

I

DEIERMINATION
OF RENT TO
BE PAID
Rental Policy

Incomc

RENTAIJ POI'TCY
PROCEDURE

$700- $a00
801-1,000

1,001-1,200
1, 20 1-1, 500
1,501-1,800
L,8Ot-2,2OO
2,2Ot-2,600
2, AAt-6, OOO
5,001 or more 60 or lnore

llonthLy
SheLter Rent

$15
t4
lt
zo
25
50
38
43
50

$ 14-$ 16
ta- zo
zo- 24
24- 30
30- 58
36- 44
44- 52
52- AO

In addition tp the shelter-rental charge, families shall be required to pay
an additional chargeof$5.00 per monthforeach lodger livingwiththe family"

The income of the principal wage earner shall include the total earned in-
come of the prrncipal wage earner, which shall be computed on the basis of a

5O-week year and tfre normal hourweek of the local defense industry. Overtime
pay shal1 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 shatrl not be considered as overtime. Incorne shall
not include income from sources other than employmetrt ( that is, pensions , ali-
mony, etc. ).

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

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. For workers receiving straight salaries with no provision for overtime
pay, the total earned income shal1 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 otr the basis of a S0-week year and the aver-
age weekly earnings for a  O-hour week. A statement of average weekly earn-
ings should be obtained from the employer.

3. For workers paid an hourly rate with provisiou for overtime pay for
tirne worked in excess of 40 hours, the total eartred income sha11 be computed
on the basis of a 5O-week year and the normal hourweek of 40 hours. 0ver-
time pay shall not be included as a part of income under this definitiotr.
For example, in some industries the normal hourweek is 40 hours but due to
the presetrt emergetrcy, employeesareberng asked to work 48 hoursandare paid
straight time for the first 40 hours and timeand-one-half for the remaining
8 hours, which means they are actuatly 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 include4 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 determiuing shelter rent.

5. If there are to be individual meters for the various dwelling units in,
the developmetrt there will be no occasion to establish a chargeforutilities
ln 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, aeadditional charge of $5.00permouth should be
made for each lodger living rith the family. The total rent will then be the
amc'rnt forshelter rent plus the charge forlodgers plus the charge for utili-
tres, if these are provided, through the master meter in the developineot.

A policy governing the basis for determining shelter retrt for managenent
employees. living in defense housiug developrnents is given below. Although
it is highly desirable for the Manager and certain other nenbers of the staff
to live on the project, it is not mandatory.

Shelter retrt for management employees living in defense housing devetop-
ments will be based on the income received by the members of the manageneot
staff with the exception that, in no iustance, should shelter reot of a

Manager or other qembers of the staff exceed $36 a month.

Lease forms for all members of the Managernent staff with the exception of
the Eousing 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 bereturaed
to the 1ocal manager.

As certification forms and other verifications are completed on an appli-
cation, the inforrnation in the box in the right top oorner of the application
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 fanilies
for leasing on the basis of priorities outlined in the Staternent of Policy
on Tenant Selection, cited above.

As applications are selected for teasing, they are to be recorded on the
Register of Applications Selected forLeasing (Work Sheet A, see pageC.039.) A

Rental Certificate form (see page C.058) is to be made out in triplicate for
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each family selected for leasing. A lorm letter is to be setrt to such fami-
1ies, notifyiag the family of acceptance for leasing and requesting that
both husbaud and wife come to the management office al a\ appointed timb to
select a dwelling and sign a Iease. One copy of the Rental Certificate
should be enclosed with this letter; the other copy is to be retained is the
rental ollice to be filed by date of appointment to select a dwe11ing, and
used as a tickler file.

As fanilies ccme in to select a dwelling, the duplicate Rental Certificate
is to be removed from the fi1e, as indicated below, so that the certificates
remaining in the file at the end of each day will indicate which families
have failed rc keep their appointmerts. Families who fail to keep their ap-
poiatments 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 Reotal Certificate has been canceled. This actiotr cotr-
stitutes withdrawal of the application, and should be so recorded on lfork
Sheet B, I'Change in Status of Application,rrdescribed otr page C. 041.

As families come to the office they should be shown two or three dwelliugs
of the appropriate size f'rom which to make a selectiou. The unit size re-
quired by the family will have been r"ecorded on the Rental- Certilicate asd
assignrnents are to be madeont.he basis of the following occupancy standards;

1. A one-bedroom unit sha1l be assiqned to a family cornposed of oot less
than two uor more than three persons.

2. A two-bedroora unit shall be assigned to a family composed of not less
thaa three tror more than five persons provided that such unit nay, in the
discretion of the Housing Manager, be assigned to a family conrposed of two
persons if no onebedroom 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 seveu persotrs.

4. A four-bedroom unit shal1 be assigned to a family coruposed of not Less
than five Eor more than nioe persons.

For the purpose of this statement a family sha1l be deemed to mean and ia-
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 Meoager

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 assistatrt) take
sufficient time to talk with the selected family to clarify the tenantrs uoder-
staading of the lease terms, the bases upon which residence in the develop-
meut 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 importatrt also to em-
phasize the necessityforprompt payment of rent and other charges, for keep-
ing the dwelling and the lawn in good condition, and for having consideration
for neighbors. The l,lanager may also wish to inforrn the fanily regarding the
availability of facilities for health, welfare, and recreation in the develop-
ment or in the community. Such an interview is a requisite for the establish-
ment of a friendly and cooperative tenant-matragement relationship.

I
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I Four copies of the lease lorrn are to be prepared-the originalandone copy
are tobe sent to the Division of Defease flousing,0fficeof the Administrator,
Federal lforks 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 Maoagers files and the fourth copy is to be given to Lhe teuant. 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 l{ork Sheet B as described
on page C.041. I The lease must be signed by the pritcipal wage earner and
spouse atd/ot pafent or guardian if principal wage earner is a minor.

Several days before the farnily is scheduled to raove in, the !{anager should
arrange for final inspectioa of the dwelling to make sure that it is clean
and that all of the equiprnent is in good working order. Before the lamily
actuatly moves in, rent for the remainder of the rnouth 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.

Prior to leasing, an 0ccupancyRecord card (see page C.061) is to be nade
out for each dwelliag unit. Cards for vacaot dwellings should be filed in a
I'vacancyrrfile according to type atrd size of uoit. Cards for dwellings
leased but as yet unoccupied should be filed in a pending-occupancy section
or flaqgqd to indicate that the d{ellings are leased but trot yet occupied.
(A dwelling should be considered as "occupied" wheu it is under lease and
when rent has beenpaid forthe period, even though the tenant may not actualty
be living in the dwetling. ) As each tenant takes possession, this should be
recorded on the Occupancy Record, and the card for that dwe'Lling should be
transferred to an occupancy file and filed by address. (l{here a vssible in-
dex is used instead of the straiqht card file, indicators witt be used to
show the status of occupancy of each dwelling. )

In addition to the Occupancy Record file, a4ditional controlsaregenerally
necessary during the period of initial leasingandoccupancy. One such rental
guide nay be provided by the use of a site plan showing the location of in-
dividual dwellings iu 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 dwellinq units available
for leasing, those leased but as yet unoccupied, and the nunber of occupied
Cwelling units.

In very large projects amaster rnoving schedule shoutd be prepared tosenrc
as a control of moving assignments (see page C.064). By refereuce to it the
nunben of families using the driveways, entrances, and stainrays at any one
tine nay be regulated, thus avoiding coufusion 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 rnay be dram through the assign'nent to indicate conpletion of the nove.

The local Vanager is responsibLe for naking a periodic check on the defense
ernployment and incone of tenants for purposes of ascertainiag their eligi-
bility for continued occupancy in the development atrd folnaking aoy neces-
sary chaaqes in the reutal charge. The first such reexamination of tenantsl
circu'nstances is to be made 6 tnonths after the development is cornpletely oc-
cupied, and at annual intervals thereafter. flowever, if iu the Managerrs
opinion loca1 enployment conditions relative to hourty waqes or nurnber of
hours in the normal wokrkweek or other factors have charged 'naterially, he
may conduct the reexaminatioo at semiannual intervals. The number of such
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reviews should be kept to a minimum, however, because of the additionat bur-
den of work it places upon the Manager and upon employers.

Review of all tenantsr circumstances should be rnade at otre time, within a
1- or Z-monthrs period wherever possible, in order to obviate uotrecessary
continuous feelings of insecurity on the part of tenants, and in order that
oecessary rental changes may become effective at one tine, thus avoidiag any
appearance of favoritism or discrimination.

In conducting the reexamination, it will be necessary to send a letter to
all tenants explaioing the purposes of the inquiry aud requesti[g that they
fill in a new forn giving iuforrnation as to the occupations and incomes of
the members of the household (see paqe C.058 for forrn). Astheseforrsarere-
turned to the Uanager, defense activity and incorne are to be reverified, in
the samenaoner asthat followedfor initial tenant selection(see page C.0301.

Fanilies which no longer have a mennber errrpl-oyed in a defense industry or a
nember who has been given assurance of reernployment io a deferse industry
shall be notified to vacate, but shall be allowed a reasonable length df tirne
to relocate outside of the development. Fa'nilies sha1l also be required to
trotify any lneligible lodgers to vacate. In case of fa'nilies whose head is
no longer enrployed in one of the specific defense industries or plants desig-
nated at itritial tenant selection, but who have become reemptoyed by other
industries which, in the Managerrs opinion, are considered to be closely as-
sociated with and essential to the national defense program, the tlanager may
permit such families to renain as tetrants in the development.

Adjustments in rental charges as a result of chauqes in incone should be
made as soon as possible after cornpletion of the reexanination of incomes,
and all at the same tine.

As provided in the lease, tenants are retluired to pay rent and other charges
at the maoagemetrt officenotlater than the first rlay of each month. A device
which has been used successfully as an added incentive to prompt paynent is
that of stamping "Late" across the face of receipts for rent paid after the
S-day delinquiucy.

In the case of a family which habituatly fails to pay rent ontirne, the
Manager should attenpt to ascertain t'he reason for this delinquincy in con-
ference vrith the heads of the fa'nily, and to assist in remedying the situa-
tion wherever possible.

It must be remembered that the tenants livinq in defense-housing develop-
nents are, byreason of their occupation or skill-, essential to the national-
defense program. Consequently eviction of a tenant for nonpaynent of rent
or for other causes should be resorted to only after all reasonable attenpts
to collect the reot have failed. Such attempts should include a conference
with the farnily heads, both husband and wife, and perhaps also a conference
with the e'nployer. In so'ne instancesrit nay be desirable to refer the farily
to an appropriate social agency for assistance in budgetiqg the fanily
incone or in adjusting cther family situations which may be the cause of the
faiture to Day rent.

However, any rental account which is nore than one fu1l month in arrears
should be referred to the District Attorney for collection, and eviction
proceedi'rgs should be initiated in accordance with apDlicable local lega1
requi renents.

I
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I The following are required reports to be subnittedtothe Uashington office
as indicated in the itrstructions following each report:

I. Report on foplications, Leasing, aod Occupancy.
2, Tenant Record.
3. Notice of Premises Vacated.
4. Notice of Changes in Rental Charge.

Following zrre specineus of each of the report forms. A supply of these
forrns may be obtained upon requisition from the llashingtoaoffice. The
Eousing Managershould articipate his needs in this connectionr and order in
sufficient quantity for not less than a finonthsr period.

REPORTITIG

t
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Report on Appl ications, Leasing, and 0ccupancy

This report is to be'subrnitted by the Housing Maoager on all developments constructed
rrnder the provisions of the Lanharn Act. The first report is to be submitted at the end of
the first week during which applications are received, and weekly thereafter uutil the
developmentisg5 percentoccupied;monthlytheregJter. Fridayistobethelastdayofthe offi-
cial week so that weekly report's can be prepared ald subrnitted on Saturday. The Report is
to be prepared in triplicate, and two copies are to tre mailed to the Federal l{orks Agency,
Division of Defeuse Housing, l{ashinguon, D. C., iu timetobe receivedbythe Monday follow-
ing the last date of the period covered by the report. Developments located west of the
l.Iississippi River should use air mai1.

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

Certain work sheets and files are necessary to pernit proper accoutrting for applications
and dr./el1ing occuparcy and to facilitate the required reporting. These are describedia
connection with the following itrstructioas for filling in the report:

Eeail,ing

iefort Io.-ReDorts are Bo be nuDbered consecutlvely, atartlng wlt,h Ehe flrst reek durlng rhlcb aDpllcatloDs
are recelved.

Perlod Cotereil.-Lasert flrsL and lesu dates of the Derlod covered by th18 report. For xeekLy reDort8,
Frlday ls to be the Iasi day ol tbe week covered l[ the report, so t,batthereports can'be DroD6rad a[d Bub-

!ttred on saturdsy. uont,hly reDorts aEe io cover the calendar nonDh.

Detelofient lote oil xutber.-Inserg the na,ne, nu[ber, 8nd locatlonof the develoDlent go rhlcb the reDoru

D6rE altl s.

Deaelofient serv,ng.-lrldTcste ln the aDDroDrlate sDace tbe nunber or drelllng uElts at Drasen!allocacd
for occuDancy by ArDy enllsted personnel, lrDy clvlllan enDloyeea, Ilevy enllBt,ed Dersonlel, llavy clv1118n

aDloyees, and lor lndustrlal workers.

Scheiluleil
Dote f[rst rntrts lccefteil Jor 0ccufoncy.-Croas out the fford racceDtedr 1! no unlts bBve been ecceDted

for occupancy, end record tbe date for whlch Ebe flrst unltn are scheduled for occupancy. If tbe flrst uoli8
have alresdy been acceDtedloroccuDancy, croEs ouB the word tscheduled. anc record Ehe date t,hel auch unlt8
wgre acceDEed. ArEer the llrst unlts have been reDorted as acceDted, t,hls not,atlon tray be oDltt€d lroD 8r.:r

Equetru reDorEs.

Dote First |tL+t 0cc"tfietl.-Record the date upon nhlch the rlrsg tenanE moved lnEo Ehe deyeloD!€[E. a!E6r
the flrs! unlts bave been EenanEed and the date reDorBed, th18 notatlon nsy alsobeoDlt,tEd rroE subSequent

neports.

Scheiluleil
Dote lll rnits lccelteit for occufoncr.-Cross ouc tbe h8DDroprlate word 8nd record the date uDon rhlc.h

aII unlts ln the develoDDent are scbeduled for acceDEance or actually scceDtgd ror occuDaDcy. llter aII
unl!s bave bEen acceDted for occuDancy aBd so reporEed, thls 1t,en nay be onltted froD Eubsequsnt reports.

Section A, Applications Received,-This'section of the report, lines I and 2, maybe
qnitted by nanagers 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, t,hey are to be recorded otr the Application Regi'ster and
a-ssigned the next consecutive applicatioo number. A check ( ) is to be placed in the
"Classificatioa" column to indica e whether the applica.nt is eligible or ineligible. (See

page C.030)for definitions.

At the end of the report period, draw a heavy line underthelast application registered.
Total the checks in the "Eligible" column to obtain the figure to be recorded on line I of
the report, "E1igib1e 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 uunber recorded on the Application Register is the total nurnber of
applicatioos received to date. To obtaiu the number of all applications (including ineli-
gib1e, as well as eligible applicationsl receivedthisperiod, subtract last periodrs total
lrom the present total. Enter these figures in line 2 of this report.

Section B. Disposition of Appl ications Selected for Leasing,-The figures tobe recorded
in this section ol the report in the colunn headed I'Present Status" are to show the number
of selected applicationsiteachofthe categories listed, as of the last date of the leriod
covered by the relort.
Following is a description of each category:

Itlie 8, fsber Selected lfflicatlor,.s ,ot fet lruer Leose.-Record the autrbor of spDllcatloas selected for
1ea8lB8 rho have not yel sctually 8l8n€d lea8e8 as of tho last dste ot the Derlod cQyered by the reDort.

Itlile 4, Isber Selecteil lf)llcotlons Mer lteose.-Tbe tl8ure recprded here rust equal the nu8 of lteEs
10 atra 11 uDder SectloB C of thls reDort.

Lire 5t flUJtber Selecteil lflllcotlois Coaceleil or tithdrotm.-RecordtbeEotatnu[berofaDDllcatlon8 xDtcb
iore acceDted ror 1e88ln8 Dut rhlch rere canceled or rlthdrarr Drlortothe falllyis takln8 occupaBcy ln the
d6veloD[ent. Thls 1111 ltrclu06 selsctsd aDDllcatl.ons ilthdrarn Drlor to slgnln8 a lease, es well as leaseg
canc€led Prlor to occupeDcy.

It{*e E, ,uber Setacteil lffllcotTo'ts folnit 
^lor 

Deluetoaent.Aecord tho tocal Burber of ten8lts iho have
loved sialr froE Ehs devgloD[ent rro[ the aEart of oocuDs[cy tbroug"h the I88t dsy ol Ehe Derlod soversd by
the reDort.

Ihe ?, lotat rl4',ber tffllcottotts relfEtcil lor Leos(4.+ecolt thc total nulber ol EDDIlcstlons selected
lor le881ng froE th6 lrtart of genaDt aelcctloE throuSh tDe lalt dato ol Bhs Dertod covered by t,he reDort.
ThlE tl8ure Bhould aqual tbe sr.lr of lter! 5, {,5, std 6.

The data called for ia this sectioa of the report can be readily obtained br'the use of
the work sheets described below:

Jorh Sheet I.-Register of Applications Selected for Leasing:
As applications are selected for leaslng, they are to be recorded on l{ork Sheet A. At

the end of the report period, draw a heavy line under the last application recorded, and
count the nunber of applicatioas selected lor leasing this period. Add this subtotal to
the previous total of all applicatioos selected for leasing to obtain t.he total number of
applications selected for leasiog to date, rhich is shown in line 7 on the report.
Yorh Sheet B.-Changes in Status of Selected Applications:

All actions taken on applications subsequent to selection for leasing are to be recorded
on this lfork Sheet, in the folloring mantrer: Record the date that the action is taken in
the I'DatertcolurRo, aud record the application nunber and nane of the fanily. Then place a
check ( ) in the appropriate coluna in the 'Change Fron" part of the l{ork Sheet to indicate
the status of the application before the action was taken, and place atrother check ( ) in
the appropriate colunn in the "Change To" part of the l{ork Sheet to indicate the status of
the application after the action rras taken. For exarnple, where a fanily whose application
has recently been selected but is trot yet under lease comes in to state that they are no
longer interested in leasiug a dwelling in the development, enter the date and application
nunber and nane of the family, and place a check in the "Chauge 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
I{ork Sheit inthe colunn headed "Leases Canceled Before OccupaacyorApplication I{ithdrawn."

At the end of the report period, add the checks in each of the colunns and record the
total oD York Sheet C, described belon:

Xorh Sheet C.-Recapitulation of l{ork Sheets A and B:

Itet 1, Stotus ot Erld of ltost Perld.4ecord ln tDo apDroDrlste coluDns Bhe staEus of all aDDllcaclotrs
8elocted for leaslnB ad shorE ln llnes 3,4,6, ard 6 of ttre Drsvloun perlodrs reDort.

Itet 2, lffl{cotlotts Setecteil lhls Perld.Aecord the total nu[ber of aDDIlcaBlons selected for lesslng
lD ttre coluu o""oa6 rlfot Yet u[der L6a8er regardloSs of lho proEent EtatuS of such aDDllcatloDs.

Iter 3' Plts Cln*gesr+,ecordlnthe aDDroDrlato colurnsthstotsld lntho rch8nBe Tot Dart of i{orE sheet B.
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Itet 4, lotol.-Ldn tha rl8ureE r€c.orded l[. aach coluu of l!ol8 1r 2, and 5, ard. rocord tho totel!.

Itet 5., l.ts Clw4*.{rcord tn th6 aDDroDrlate colurls tbe total! oDtctnod 1o tbe rchrlge ?rolr Dart of
Hork gheet B.

Itet 6, Stot[s of !',i, of Prrlod.-gubtraet che flguroa ln each coluu ol ller 5 lror lbs fl8ur€! ln each
colrnn ln Iter 4, atrd record tho rolalnders go obtelBed l! the sDproDrlat,e coluDr ln itor 6. These flguroa
8re chen to be rocorded ln tbe reDort as llnes g, l. 6, and 6, rssDsctly€ly. Tho rul of Ehe!€ flSures 1!
lhe fl8ure !o bo rocordod ln llBe 7, rTote1 Nulber of lDDIlcstloBF Soloct€d for LcallBg.r thts !u! rust
alray8 s8pee rlth Dhe lurber ol aDDllcatlo[s selacted for IBaslnB aa shortr on l{ork Ehcct l. Il lt ,do9s Eot,
8n error he8 bee[ nade, end the roporSE Laybecheckod by leansorthe eDpllcailon !u!bor! and [a!6r rscordod
on ihe lfork 8hsot8;

Scction C.-kasing aad kcufoacy:

The data called lor in this section of the report nay be obtained fron the 0ccupaacy
Record file, as described on pags C.O35.

Iti'ta '8, lo. lnlts l* Dcveloftett.-f,ccord.th6 totel nulbor.or drrttirg utlts tn.tb€ dcvcloF.lt, as rell
ss tho dl8Brlbutlon or the dr€lllngs accordllg to slses, l.o. [urbor of.bedroors.

Lltu g, fO. llnlts 7cce.)teil fot Occ!4,,,*cr.docord the cotal nurborandthe dlstrlbuEtonDyslze of dl.11l!8
unlt8 (nurber of D€drooDs) rrhlph hsvo b€eD corDletddsndrol€ae€dbythe contractofardacc.Dtod tor occuDancy'
by the lila[ag€r.

Irlrr, 1A, fo. r'.lts 
^ccr)teil.Aecord 

thc Burbor of unlls lD tho develofe[g ihlch ar. occuDt€d e! of thc
Iast dete of th€ Derlod covorsd by th!.reDort. eonslder aa roccuDtedr. aEy drellln8s coversd Dy aD acttvr
Ioase BDd lor rhlch rent has beoD Dstd or ln due evetr though ,Eh€ tenaBu rey Bot sctutlly bo llvlng la the
drclltDg.. l{Iero a teDan! ha8 !ov6d ata, fror th6 DroJect 84d lt 18 plsntred to rcfund Dsrt of Eho rrEt DCld
tD edvsEce by ht!, comlder th6 qnlt occuDled oDl, uD to the date tor rhtch such.r€furd rlll bo Sraated.

LlQ. 17, rubcr o*lts Leoscil bnt lot lccl/,)tei!.Jthls rerers to rartllaE rovlDS lnto tie o€veloDroEG only,
Rccord the to0a1 nulber ol u[lt8 loaEod but [ot ret occuDlod by tncollDg ieE8nt8, and sDor tEe alstrlbutlon
of such utrlts accordlag to Blzo ol drellt[B (nuuber of bsdroors). (gee lnsBructlol8.for ltor tO rc8ardln8
tcDaEts rovlBg ouG ot Bhe dev€IoD[eng..) Htrore dislllng8 ar€ leased lD adyanc€ of tirlracc.DtaBco for lea8ln8'
thls ftSure ray bc larBer than those lD Itor 0.

Xarorls.-BrDlel[ or orDeDd aly of the DFevloua lte[!r, or couoEt on 8n, sDoclal Droblors slfocthg
tsnaBl.sel6ctlOA OE leAslng ADd OCCUDAnCy.

Tho rcDort t6 to be slgined by the f,oustng Xanagei, and dated aB ol the dacs the ncDort ls corDll.d aBd
Bubllttod.
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Instructions for Preparing Tenant Record, FllA Forn DHll ll
At the ead of each month the llanager is to submit a Tenant Record for each new tenant who

rccupied a drelling during that month (see definition under Date Premises 0ccupied). This
reeord is to be Closely associated with the Notice of Preraises Vacated and the Notice of
Changes ia Rental Charge, sinceitwill be assumed that a dwellingisoccupied by the tena.nt
at the reatal charge rqlortedinthe first tenant record unless a NoticeofPremises Vacated
has been sDbmitted showing that the tetrant has moved out of the dwelling or unless a Notice
of Change in Rental Charge has been submitted shoning that a different retrtal charge has
been assigned.

Dwelling tuttber.-Enter thc nurDer of ghc dxcllln8 occuplcd (DoE Ehc addrcss). Thls rdrelllng nuDb.rt ls
soneElDes callcd Ehc raccount nunbcr.'

Submit a neu tetrant record for each tenant who moves fron one dwelling unit to another
within the development. Submit trew tetratrt records for all tetrants in the development alter
each periodic reexa^nination of delerse activity and incone data.

For tenatrts noving into the developnent, check in the box after "first tenatrt record."
For tenants moving fron one dwelling unit to another within the development and for alL
tenants after periodic reexamination ol deferse activity bnd income data,. check in the box
after "supplementary record." A supplemetrtary manual- covering procedures, forrrs, and re-
porting required in connection with reexanination of tenant eligibility and rental charges
will be forwarded at a later date.

Dote oJ tacoril,-Enter the date upon rhlch uhe record ls coDplled.

Dote Preilses lccrfleil.-Enter thc date uDon whlch uhe tenent Doved tn0o the drelllng rcported. Constdcr
aa ln occupancy tenant8 xho have slgned a lcase end Dald rent for e perlod beglnnlng Dcforc thc rdaEc of
rccord. r

Dota Pretlses tocote(!.-Do nog lake any entpy ln Bhls sDace. frls date ls to be lllled ln ln Washtn8ton on
thc baels -of deca rcl,orEed on uhc Not,lcr ol Prerlses Vacated forDa.

Itocollty.-If the devcloDDcnt 18 xlEhln ghe corDoraDe llulEs or e clEy or toxn, glve Ehe nerc of ihc clty
or toxn. In other ceaes glve the locallEy narc by ihlch the locetlon 0f the develoDnonc ls regularly d?s-
1 gnaucd.

Do not Dake any enBrles ln ghc coluln headed rcode.. Thls sDace ls Eo be used for codlng ln Ehc l{ashlngBon
ofllcc.

Itet 1, rd.e.-Rccordthe flrsBandlastnareand llddle lnlBl8l, lfeny, of the head of thc f8llly occuDylng
Ehe dxcllln& Thc prlnclDal f,a8p cBrner ls to be conaldered the head of the fanlly ln evrry ca8c.

Itet 2, Pettonett oitirress.-Thle llaE should Dc lranscrlDed fron the correspondlng l0cls oD the Tcnant
ADptlcatlon, FWA Form DHI.! 7. It rcDrcsents the lasE pemenent address outslde rhe coEnutlng erca ln thc caac
of persons who ceDe lnto thc d?fen8c locaElon lor ghe Durpose of defcnse cnploynenB. In Dhe cesc of.Dersons
who arc resldln8 ouEsldc thc comutlnS srca dcslgnaDed for the defcns? locatlon, thlsaddress DayDetlG satr
as Ehc Drescng address. If thr pemaneng addrcgs ls f,lBhln an lncorDorated clEy or tof,n, entcr ghe nele ol
uhe clty or torn as uhe ,Localltyr; lr lE l8 a rur8l loc8tlon, entcr uhc naDe or thc couniy or EomrshlD ond
the rord rcountyr or rTornehlp. t

Itn 3, Etfloyer.-Enter che natre of ghe eDploy?r o! the DrlnclDal wage earner or of ghe planE ln f,hlch
he 1s enDloycd, such as ilockheed AlrcrsfE, I rNorfolk Na\ry Tard, t eEc. When uhe cmployer ts the Fedcral
GovernnenB, reDort the branch ol ghe Governn?nE and Bhr speclflc establlshnenU of place of emDloimenu.

Itet 4, Inilustry.-Record lhc lndusDry ln whlch Uhe prlnclDal wage eaflrer la enployed, suchas rshlDbulld-
lng, I ialrcraft, t ctc. The lndustry of Uhe prtnclpal wage earner should De obtalned lron tl{A Forn DHl{ t,
Certlflcat,lon of Dcfense AcClvlty and Inco[e DaEa, whcn ghe lndustry 1s dlfferently repor0ed therc fron the
tenantrs reporB on Bhe appllcaulon, DHH 7.

It* 5, 0cct*lotlon,-Enter ghe sDeclflc occuDaglono! Uhe prlnclpal wagc earner. In EtallngUhe occuDaDlon'-Tii hot uee sdch general t'cfus ae *ise edrner, etrDloyee, worker; use sDEclflc terDa es caulker, carDetrter,
nechlnlsU, shcoB-retol machlnc oDcraEor, clecgrlclan, Dalnuer, egc. The occupa0lon' ol the DrtnciDaI xaBG
earner-should be oDtelned fron FWA trorm DHH 1, Cerllflcaglon of Delense AcclvtEy and Incone Dat8, whcn Ehe
occuDatlon ls dlffcrenEly reDorted there fro[ the UcnenErs reporg on Ehc aDDllcatlon, DHH 7.

Itet 6, Poce.-Record the racr o! thc head of thc fantly as rllhlDe,r rNegro,t or rogher.I

Ita ?, Pdorlfr.-Prlorlclca eretobe dlsBlnEUlshcd ln eccordance wlth Uhe StaEeDent of Pollcy on Tenent
Se Ie c clon.
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Encer roEher Locelltyi lor EenanEs who have come rron othen locallcles and whose domlclles were beyond
reasonable connutlng dlstance ol Dhe defense lndusEry ln whlch Lhey were, or were Co be, engaged. For a
tenanE who wa.s comnuLlng more Uhan a reaaonable connuulng dlslance, add Lhe word iconnuEer, afEer ioiher
locality, i !hus: t0Eher IocallLy-qsroBlr.lgg1. I For a tenanL v{ho was 11v1nB locally wlEh hls lanlIy 1n purely
Uenporary quarters, add Ehe word rEemporaryi afEer i0Eher IocallCy,' thus: t0then 1oca11t,y-Uempora,ry.i Eor
a Eenant who was llvlng locally wlgh hls ramlly doubled up wlth anoEher ramlly, add Ehe word idoubledi after
ioEher locallLy,i thus: !0ther locallLy-6oror.o.i For a cenant who deslred to brln8hls ranlIy from Lhelr
domlclle elsewhere, add Uhe vyords rwlEhouE fanllyi afCer t0Eher Locallty,i ihus: i0Lher IocaItBy-w1Ehout,
f&n I ly. r

EnUer iSane loca11lyi !or Uenants who were donlclled wlghln reasonable corulutlng dlsCance of f,he defense
lndust!.y. For ienants whose occupaElon or sklll was consldered vlgal to the local defense prograrn, add Ehe
word scupatlont alEer rSame Iocallty, i Ehus: iSame loceLlty-occupatlon. r For tenanEs 11vlng ln sub-
suandard houslng, Bdd the word rsubstandardi alcer rS8.e locaIlty, I thus: tSame IocallEy-substandard. i
For Uenants whose renE was beyond thelr Eeans, add the n9p6 iRengr alter iSane locallEy,i thus: rsame Io-
call Ly-rent,. i

Itet 8, )lu*ber of Bed,roo*s.-Record Ehe nunber of bedroons ln Ehe dwelllng.

Iteo 9, iloflthly SheLter r?ezt.-Enter Ehe r0onEhIy shelter renualchargeasslgned !o the t,enant on the basls
ol lncome. Include ln Ehls amount any addltlonal renoal charge of lodgers.

Itet 10, Ienant Incose.-Enter Ehe lncone of lhe prlnclpal wage earner as deflned ln Ehe Statement of
PollcyonRenuels. Thlsshouldbe recordedonEhe Ilne iHousehold Inconer on the TenanI Apptlcatlon, FUA Form
No. DHI'I 7.

Ite, 11, Doto on Iniliuidtsl Rersors in flousehold:

Coltnn l.-Llst. aII occupants ol dwelllng unlt by nane

Colura 2.-Llsr.alloccupants or dweIIlng untu by lndlcatlng Ehe relatlonshlp t,o the fanlly head (prln-
clpal wage earner). Start, wlEh ihead o! tsnllyr and lollowwlBh nembers of the !aul]y. Use deslgneEton
,lodgeri lor each lodS-er. EnEer on ghe llne narked tTotalr uhe tot"alnumber ol Dersons 1n che household
(tbe number of llles wlEh entrles).

Colu*ns 3 @1d,4.4nuer the age of each Dale ln che household ln Ehe colunn headed ,l'!n and t,he age of
each lemale ln Uhe colunn headed iF.r Enter on Ehe l,lne narked iTotaLi Ehe EoEaI number o! nales and
the Eocal number of fenales ln Ehe household. The ser of each occupant should be recorded on Ehe TenanE
AppIlcatlon, Fl,lA Forn DHH 7.

Colsnn 5.-Enter the Soclal Securlty nunber of each meDber ol Ehe household who has a SoclaL Securlcy
number. The Soclal SecurlLy nuDbers should be obtalned and engered on Lhe appllcaLlon blank ln Ehe
IelU nargln opposlte thenane ol che lenant and opposlEe Ehe names ol each person Ilsted as llvlng wlLh
the uenanB. Ig should be Eranscr.Ded Eo Ehls forE lron the genanE sppllcsglon blank. In cases where
the lnlorDaLlon 1s not recorded on Che Lenant appllcstlon blank aE the Clne ghe appllcaElon ls submlLued,
lE should be obBalned aL Ehe tlne Uhat the proslecElve Uenant appears to selecthlsdwelllng unlt, or to
slgn Lhe lease.
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lnstructions for Preparing,llotice of Premises Vacated

Notice of Premises Vacated, Fl{A Form No. DEM-I2, is to be used to record information per-
taining to all vacancies which occur in each developnent during each month. This fonn is
to be closely associated with the Tenant Record Form, since tenantsr cards will renain in
the aq$ive lile and the fanilies will be considered as actually living on the site until
Notice of Premises Yacated 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
Manage6.rs files.

I'1 Is essential that the Managerrs files contain a Notice of Intent to Yacate signed
by the tenant and witnessed by a staff nember, and completed by the Manager or designated.
assistant (see page C.060l,foreach teuant moving frorn the Cevelopmentorfrom one dwelling
to atrother within the development, and thar the date vacated recorded oa these two lotms
be eroctly the same. Notices of Prernises Vacated will be transmitted to the General Ac-
coutrting 0ffice, and auditors w'ill review both forms in conjunction with the examination
of the Management accounts.

Colu*n 1, DueLLinE lu,nber.-Tle dwelltng nunbsrsol the unlts vacated durlngthemonth coveredbythe repor!
should be lndlcated ln column 1. The8e dwelllng nunbers are sonetlmeE called raccount nunbers.r

col,unn 2, llate of lenont.-Enuer ln colufti 2 the nanes of the tenants who vacated tho diollltrS unlE8 IlSu-
ed ln colunn 1.

Coluan 3, Dote focoteit.-lh,e respectlve dales on whlch the dwelllnB unlts llst,ed ln colurdn 1 were vacated
should b6 Ehornlncolunn 8. If a partlculer dlvelllng ls vacatgd twlce durlng a calendar nonth, entrles must
be nade on aeDarate 11ne8 wlth uheproDer dates ln order thaE the correspondlng cardS loruha proJecc tenants
nay be ldentlfled ln Ebe naEter flle. A Tensnc Record forn nusi be Drepared for ihe lanlly whlch noves ln
eveD tbough Euch fBnlly vacatea durlnB tho sane nonth.

Colutn 4, Reasot for locoting.-Tne. sDeclllc reason for vacatlng Dusu be antered lneach case ln colut0n 4.
The folIofllng SE8adard sDeclflcaglolls should be reported when apDllcable, lor fardllles novlnB to ot,hor CweI-
11n88 rlthln the developnenu:

a. Requlrad larger unlu;
b. Requlred smaller unlt.

For faml1led wtlo nov6 out of Ehe develoDneng, record oire of the followlng EEandard classlflcatlons.lf aD-
DllCeDIe; lf none o! lhese ts aDproprlate, record Ehe Epeclflc naEure or the resgon lor vacatlns:

c. Buyln8 a hone,
d. Rentlng Drlvagely owned dwe1Ilng.
e. Lert gbe locallty.
!. ManaBeneatrs RequesE-no longer engaged ln d6renge acLlvlty
f. Menag€menurS requeBc-nonDaynenB of rent.

Colunts 5 lhrou{h 8, Locotion lfter l'{ouing.-EnDry nust b3 Ded6 eltberlncoluDn 6 or ln coluntrs 6, 7, and
8 for eacu tonant who moves durlng Bha nonEh uo lndlcate rvheEher Bhe r8nlly heg novgd out, of the developmeng
or ha8 changed quarters rlthln the devetoDrleng. It a tenant nove3 orr tha development slte, a chsclr thould
be made ln column 6. If, howevor, iha tenant novss fton one dwelllng unlt on the Slce to another, t,he dwel-
llnt nunber or lhe new unlt nuEu be enterod ln colur6r 6; ghe nunberolbedroons and tbe monihly theltsr rent
Dald ln tbe new quarterlr should be entered ln colunna 7 End 8. For ra.rdllleE movlng frord one unlt to uother
ln the Eane develoDnsnt, lL ls necessary to preDsre a netr F}{A Forrd DIIH 11, TenanE Record, narklng lu as a
suDplenenBary reDorB ln Ehe upper rlEht corner.

The report nust bo slgxred wlth the nan6anAfltle ol the Housln8 }lanager or daslgnaied esslsEant, enddatad
as of the dste Ehe reDorB was conplled.
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lnstructions for Preparing ilotice of Change in Rental Charge

Notice of Change in Rental Charge, FIfA Form DnU 13, is to be used to record information
on all changes in the rental charge for dwellings occupied by project tenants which occur
during each month. This forn:.s to be closely associated with the Tenant Record, since
tenatrts will be considered as obligated topay theretrt reporteC on that form until a Notice
of Change in Rental Charge is received. the original and one carbon copy of this form shou1C
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 l4anagerrs files.

Coluot 1, Dl,plllng hrtber-The dwelllng numbers of the unlEs occupled by t,enanca whose rengal charge hss
been changed durlng the nonth covered by che reporc should be lndtcaEed here. these dwelllng nunbera are
soneElnes caIIed raccounE nunbers.t

Cohnn 2, lote of ,enont4nlet ln colunn 2 Bhe nanes of the tenancs occuDylng the dwelllng nunbers l16!ed
1ncoIunn1who8erentsIchar8eha3beenchan8ed.

Colutn 8, P"evlous Pentol Charge-Record the thett,er reng, lncludlng char8es for any lodgeri, Drevlously
reDorEed for thls .Eenant.

CoUfiiL 4, Present Rettol Chorge-Enter the new shelter rent, lncludlng cherges lor any lodgers, lvhlch che
tenant ls now obll8eged to pay.

Colutn 5, Date Present Rent Effectlue-Enger Lhe date upon whlch the new renUat charge bec&he effectlve.

Colu*n 0, Reosan for Cbo,ge-Snelter rents wlll be changed for Ewo general reasons:

1. Change ln Tenant lhcoDe:

a. Increase ln TenanE lncoDe by reason of lncreased earnlngs of wage earners, t,obe reporced as ,Incre.
Inc. g to $ . (SS No. ).,

b. DecreaBe ln Tenant lncome'by reason of decreased earnlngs of wage earnere, to be reDorUed aB rDecr.
Inc. $ to $ . (ss No. ).i

2. Change ln nunber o! IodgerE:

a. Addlrlon o! Iodger, to be reported es rlodger added (SS No. ).i
b. Ren-.vBI o! Iodger, to be reDorced as rlodger moved ouu (SS No. ).i

Enier SoclaI Securlty nurbers ol lodgers who have been sdded or have noved oug. I'lhen an lncrease ordecresse
ln Tenent lncome ls due Dartly or wholly to Ehe employnent ol an sddltlonal wsBe earner or to the loss ol
enDloyment by a fonner wage earner, enBer Ehe Soclsl Securlty nunber ol the lndlvldual concerned.

Forms lor Locol Usc

Following are the basic forms for use in tenant selection and renting. Supplies of the
"Application for a Drelling,rr the "Reexanination of Defense Activity anC Income," the "Cer-
tification of Defense Activity and Income Data," Form FVA DHM 1, the "Rental Certificate,"
and the "Occupancy Record"'may be obtained upon requisition from the Washington office.
All other forms illustrated are to be mimeographed or othenvise inexpensively reproduced
local 1y

Form letters for use during tenadt selection and renting, aswell as additional forms and
work sheets included in this manual may be required. Such forms are to be composed and
reproduceC locally.
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Na^ne

REGIS[RA[ION

FIeaEe notlfy ne uhen tr nay flle a"a eppllcatlon for a ilrelllng tn
aE FErts t Ho^, Es
S,rttrH 7ory1 . O,A/ a .

!-qtry d?ues' (Flrst,Nan€) 
-@

PresentAddress eA. WfDff LANE
Na,ure of Xmployer 1. A. r/eHN{d4/ e o.

Occupatlon miCH t N rST tute of Pay $ 1 @ per HouR

(.tuiuorit ) _

lrd,.dteEEJO s.tvtA tn 3t Belqrbone;!-fg_

Bace trHt 7E

REGISItsATION TOXM

In Defense Eouslng Developnents ln rdlch there are 3OO or Dore
d'welltng unlts, lt nay be advlEable to nake avallable for tl,lstrlbuttoa
reglstratlon forrns llke the above to organlzatlous of enployees, the
Homes Reglstratlon offlce, and, lndustrlal conceros engaged la defease
acttvlty. Appllcatton blenlre can be sent to persons who have reglstercd.
an lntereEt ln obtaialng a i1we1L1ng aE sooa as Danagenent is ready to
start lts progra^m of tenant Eelectloa.
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APPLICATION FOR A DWELLING
DEFENSE HOUSING DEVELOPT'ENT
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lnstructions for Preparation of Appl ication for a Dwel I ing Forrn DHl.l 7

The application for a dwelling form should be stamped with the rubber stanp giving the
name of :he development and the location of the matragement or application office.

All the items on the iorm are to be fi11ed in by the applicant with the exceptiotr of those
in the box in the upper right corner, In addition to the items askedrwheneverpossible 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 fi11ed in, in the space imrnediatel.y
to the left of the name of the individual member of the family.

In fillinginthe items inthe box inthe upper right corner, observethe following instruc-
t ions :

Itet 1, rY4re-EDEer the llrst and last nane of tbe head ot the aDDIlcaDt fanlly. Tbe Derson who r1I1
sl8[ the lease atrd/or who ls Drlnclpal wage earner sbould be consldered be8d of a fa.nlly.

Iten 2, llflicotion Xu'.be..-F,J[ter here the nunber whlch has been Ilsted on Lhe aDDllcaUloD re818ter.
Itet 3, Io.-Enter here the llne nunber wblch colDcldes wlth the Ilne nunber on whlch the nane o! the

nember of the famlly occurs ln the Iower left hsnd corner of the !orm.
Itefi 4, Plont or Indtlstry-ErLcer here the nane ol ihe enployer or ol the Dlant ln whlch he ls snDloyed

euch as rl,ockheed Alrcraft, t ecc. When theenployer ls the Federal Oovertrnent, reDort the branch of the GoY-
srnEent aDd che speclllc establlshment or place of enployment.

Ite* 5, Rate of Poy fer Eour-F,nt,et here the hourly rate of pay recelved by the employee.

Ite* 6, Xo. of rozfs-Enter here the nuDber of hours worked durltrg a normal hour week. see statemelt on
conputlng norrral hourweek on Dage 5.

Ite* 7, Itlcone-EnLer here Che lncone Der week arrlved at by nultlptylng the hourly rare by the [uDber of
hours 1n Ube normal hourweets. Il the aDDllcant works on a plece-ryork or Droductlon-bonus bagls uge avera8e
toDal weekly lncome.

Ite* 8, flollsehold-Because 1i ls no Longer necessary to conpute the household ltrcone chls sPace caD be
used lor recordln8 the annual lncone arrlved at by multlplylng tbe weekl.y rate by 50 weeks.

Itet 9, Rl,igible-Cb,eck bere 1f aDDIlcant ls e1lglble.
Ite* 10, IneLigible-Check here 1f apDIlcant 1s lncllg1bte.
Iten 11, Anit Size Required,-tnter here slze of dwelllng unLt requlred lor number ln apDllcant tanlly ln

keepln8 wlth occuDaDcy standards as stated otr DaBe C.017.

Ite* 12, Priority-Etter hereDrlorltyto whlch aDpllcantlsenEltledlnkeeDlng wlih suateEenEonpageC.oSl.

Iten 13, Ioto,L Eousehold lflcofre-Enter here annual lncone fl8ure lor DrlnclDaI wage earner as cotlDuled ln
Iten 8.

Itea 14, Rerlt-FJlter here the arnoun! of rent the 'spDllcsnt wlII be asked to psybased onhls aEtrual lBcome.

Iten 15, Additionol Chorge for lJod.ger-Enter here the amount, llgured on uhe basls ol $5 per nonth Dor
Iod8er, whlch the teDant must Day ln addltlon Eo rent rl8ure 81ven ln IEen 14.

Itet 16, fotor-Enter here toret ol Itens 14 and 15.

Ites 17, ,r-Enter here name of Derson lllllng 1n torm,

Ite* 18, Date-Ett,et here date on whlch record 1s comDlled.

No lnformatlon should be recorded ln the box 1n the upDer rlght corner untlL the torm certlflcaBlon ol
Defense Acrlvlty and Income, Fl{A DHH 1, has been returned Eo the },tensgemenEOftlce by the eEployer. The date
for Items 5,4,5,6,7, and 8 should be obtalned from ihls forn.
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.catlonClaseif
811g. Inellg. Nac aoil Add.ress

JA6Y|ES T. -loryss
./o vvAYNE ST J-s-

IIPLICAIIOS RTOISEtrB

Flnal Action bteNo

ST

lnstruct ions for Use .of Appl icat ion Register
When the application for a dwelling, Form DHM-7, is received in the applicationofficeit

should be recordeC on the Application Register. Entries shoulC be made showing thedate of
application, the surname of the head of the applicant family, and the next consecutive ap-
plication number shoulC be assigned.

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

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

In the space under the head "final action" should bereccrdedthe 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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E.U.A. Xo. DE[-I

AEfExsE Hon€S

30 NoelH AvEnu6

SEAw Y, t14.

rmll., roRrs AoENcr
Defeaee Eorslng Dlvlsloa

Taahlagtoa, D. C.

Frmll, f,oRrs AllrruslntIoB

HOvilile Nthrrcoee.

Certlflcatlon of Dcfease lctlvlty aad Iacone Data

TEFENS E HonEs
Nane of Devilolncur{.EAIWA f , YtEetMf

fanc of Duploye a ..Jrvtp< a .l t x E S - 5.3. o(L-o'.f- 6t2)

nane of Su s Ht P L CcrR P

Date of

Poslt /P F/ 7TE

Rate of Pay $-l tJ Hou R

Addregs (oa cuployreat .rccord) I o wA YN E S rP E ET

I bereby certtf} tbat the rbove statencat ls true.

Ittl
Lt
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lrutructionr for Preparatlon of Ccrtlfication
of Dcfsnce tctlvlty and lncone Data Forn

lhe form for Certificatioo of Defense Activity and Income Data, DEil 1, should be made up
immediately after an applicatiou number has been assigned and an application folder has been
prepared. The forms should be stamped with a rubber stanp giving the [ame 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 enployed, together with the rorkorcheck number and employeers social security
number if they have been obtained at the time application was filed.

llese forms shouldbemade out in duplicate. One istobe filed in the application folder
and the other is to be fited 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 shouldbemailed (see sample form letter to employerslortaken to the employer
where theywill be completed in accordance with arratrgemetrts which havebeen nade 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, arratrgements should be made to re-
lur-,st the uunber of hours in the normal workweek (excluding overtinel.
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'"'J:,fnT[;';,H:,',""?",TiI',1,:iiJ"],Til:'*1Tll"'
Gentlenen:

lhe fa.rnily of your employee identifled on the enclosed forn has applied for a dwelling in
the defense housing development in this locality.

It is necessary for us to have verification of the employrnent ol a member ol thls lanily
by an organization participating in delense activity. It is necesdary also for us to have
the rate ol pay per hour or per week. Although the question is not llsted otr this forn, re
would like to have lrom you a statenrnt of the oormal hounreek for this enployee.

lIe are asking your coo[,eration in furnishing us wlth this confidential Informatioa as in-
dicated on our forn.

Siacere\y yours,

Iocal Defense Eousing Developnent.

Bnclosure
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I'BDEB.AI WORTS AOTNCY
Dlvlelon of Defease Eouslng

Washlngton, D. C.

NSSXAMINATIO}I OF IIEEBNSS ACTIVIIY AND INCO,IE

01ve lnfornatlon lndlceted below for yorrrself a^nd. all persons now llvtng wtth yor:

Adtlress:

Na.ne

I{unber
hours tn
aornal

work-reeli

The lnformation glven above le subnl+,tetl in accord.aace wlth Artlcle_ of Ey laase
I hereby certify that lt ls true and. correct to tbe best of ny howledge aad bellef
I have no obJection to lnqulrtes for the pur?ose of.verlfylrg thls tnformation.

Sl,.ned: Date:

DO NOT WRIEE SBTOW TIIIS i,IITE.

Defense actlvtty of prlnclpal wage earner: : Lodgere:

Relatlonshlp
to

Eead of
Fanlly

FrTlloyer or Plant Occupatlon
Rate
of

pay

I

larned lacone of prlncipal wege earner -- Actual:_

Earned. lneome of other wage earaers - - Actual:

Preseat Rental Charge:

Esh1tl.:

Eshlal.:
[otal Household facone:

New Rental Charge:_

Ad.tltttonal Charge for lodgers:_
lotal

Atldttlona} Charge for [odger6:_
Total

Renarks:

Stgned: Date:
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I'ederal Works .6d.nlnlstrator
Defense Houslag Dlvl.elon

llaehlng.ton, D. C.

RENTAI CEBTIrICATE
Dat

Mr. */ArnEs T. <JauE< wa. </ooz-J ogZS---, a.ad aons, a€eg

darrghters, a4.es 2LARA lr rmAff 16 , end
o

have beeu approved to leaee a drelltng of aot lesa than e roorns

or nore thaa J rooos, at a Eonthly rentaht $ 3o P

0*I^- Dr.-v (Eouelng Marrager)
Appolntnent ilat 7

Prenlses rented -- Ad.dre As1 NoerH Av€ Unlt No . e0
[o. roone {SErBoarvu-Bent $ 3o oj 

-.Occupancy Date a/r/et
Renarks:

o,t, 1t/4 r

lnstructions 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 isdeclared eligib1e. A check should be nade on the Ap-
plication Register in the section under the heading "eligible." The name of the applica"ut
anC 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
fairily will be asked to pay. One form should besent to the family with a forrn letter (see

sample copy below). the second copy is to be returned to the rental office and is to be

filedbydate of appointment which hasbeen made with thefamily at which time it is to select
a dwelling.

As families come intoselect a dwelling this duplicate rental certificateisto be remov-
ed from the file, so that the certificates that renain in the file at the end of each day
will indicate which families have failed to keep their appointments, Fanilies who fail to
keep their appointments to select a dwelling and who faii to notify the office within a
reasonable lengthoftime of reasonswhythey did not comein, should be sent asecondnotice.

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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Forr Lattcr To Be Sent to Fanillcs Acccptcd for Lcaring

Dear Sir:
f,e are pleased to inform you that your applicatiou for a dwelling in our defense housing

development has been approved.

Eaclosed 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 I on (date I to select your dwelling and sign your
lease, and to make definite arrangemetrts for moving. A deposit of $ will be required
when the lease is signed. the amount of this deposit willbeapplied otr your first monthrs
rent.

If you ca,trnot come to the office on this date, please notify us and we sha1l be glad to
make another appointment at a more cotrvenient time.

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

Sincerely yours,

flousing l,lanager.
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fnstructions for Pregar ing ilotice of lntent to Yaoatc

Fanilies notifyiuq the Yanaqement of their intent to vacate a dwelling, whether they are
noving out of the development or merely fron one dwelling to another within the develop-
l6nt, are reqgired to filt in and sign a "Notice of Intent to Vacaten forn in duplicate.
The tenantrs signature must be witnessed by a staff menber other than the Yanager.

The data ca11ed for on the lines below the tenatrtrs signature are to be fiIled in by the
Housing nanager. one copy of the co'npleted forn is to be transnitted to the accountant;
the other is to be filed in the tenantrs folder alonq w'ith the application for a dwe11ing,
the lease, and other documeuts.

Thisformis to be closely associated with the "Notice of Prenises Yacatedr' (see page 281,
and it is essentiat that the dates coincide, inasnuch as these forns witl be exanined in corr-
junction with the periodic audit of the Managementrs accounts. It is tikewise essential
that detailed, specific reasons be recordedin each instance where tess than 15 Caysr trotice
of intent to vacate has been accepted by the Manager.

Fed.eral lforks Agency
Dlvtsloa of Defense Eouslng

l{aehlagton, D. C.

Accouat No.

Notett by
NOTICE 03 INTEIIT 1O YICIIE

Io thc M N EMEN T

.tr, , hereby Berve Dotlco of qf tatcnt to raclt
Dvelllag [o. 

-. 
h , 3 3 V€A)f X^w{L 4h<o/ oa tb

6{-
v tlay of , te-!!-.

fltnesg
lcolat

Ihe above tenaot occupled tbe prealses frou

Reeloa for vacatlngl *l*,-
Rcalon for acceptance of less tban 15 dayst notlce:

I 4/ to b 4/

Eorelng l.Iaaagcr

(Str r $n)
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OCUUPANCI RTCORD
(Card FlIe $pe)

Stor. rm'. No.

LaUn. IO. No.

dH nt

No

No

No. Bltlg. No

Nane of lessee

Servlce Slace Assiganents Account No

ldrdteaa 33 Tz*{ &hnd
Dre1l. No. _L No.

No. Sedroons F tlrye_

Renarks

Renarks

(Face)

Naue of Lessee

(Reverse)

(gtt x 8n)

Pertod Occupted
From-- Io-- Rent

3 /t /,t t 0/asaqt 3o{
?eev rJ-t-rlztt &.{2"

?rorn-- to--
Perlotl 0c Rent1er1

I
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Nane of Leesee

Servlce Slace -- Stor. rn.
Acct. No. D,U. No.

OCCI'PAIICY RJTCOID
(vtEttte Index [5pe)

Benarks

No._ BIdg. No.-; Laundry rn. lilo.- Bldg.No._

Perlod 0ccrrpled. Renta1
Chargelron 8o

I

Vac. Occ.Address No. Beflroons

Narne of Iressee

Face

( Beverse)
(Sr x gt)

Renarks
Io

Perlod Occupted Rental
Charge

I

I

I

i
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ll{STRUCTt0XS 0il USE 0F 0CCUpAXCy REC0RD

The occupancy Record forrn is self-explatratory. Two types are suggested. The card-file
type is tobeusedbydevelopmentswherethere are less than 3OO dwelling units. The visible
index type is to be used in developments where there are more than 500 dwelling units.
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MAf}TBB MOVING SCEEDI'UE

Wodk beginning

Eoru l[ondry Tuadry Wcdacdry Thurrdry F:ldry Slturdry Euadry
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Append i x A

ESTABIJISHMENT OF' CITIZEIS REVIEW COMMITTEES

This nauual has been designed to inform Housing l.lanagers of Defeuse Housing Developnents
of the policies and procedures te be followed in tenant selectionand renting. It is rec-
ognized that a manual of this kind cannot cover aII the nany different situations which
will arise in connection with doing this part of the managenent. In the area of determia-
ing priority and particularly in some instances in income computation, maDagers may have
to exercise discretion and decide to follow a procedure which is different from that pre-
scribed in this manual. l{hen these situations present themselves it nay be advisable for
the Manager to obtain the assistance of representative citizeus in the locality to help hin
in reaching a sound decision.

This help is obtained best through the establishment of a Citizens Review Cornmittee which
would serve in an advisory capacity to the l.lanager iu helping hin to establish procedures
to be followed in solving specific problems.

The comnittee should be made up of fron 3 to 7 persons who would meet at the invitation
of the l{anager for a systematic review of the facts in a particular situation.

The l,tanager should exercise discretion in choosing the rnembers of his committee to see
that the different elements in hiscommunityarerepresented. 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 Unious,
School Administrators,
Ilinist ers,
and other iadividuals who, though not affiliated with any one of the above groups, by reason

of their special skill or background. would be in a positioa to cotrtributevaluablecounsel
Citizens Review Comrnittees should be established only when there is a need for them and

should, if properly used, help the Housing Manager to expeditethework of tenant selection
aad renting, and also be of real value in serviugasan excellent channel through which the
policies and procedures of the local defense housing developments are rnade ktrown to the people
of the comnunity.
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DT'ETT ING LEASE
' (For Arry Civlltan Persdurel ard. for Irtrlstrlal Workers)

Federal llorks AdDlnlstrrtor

llashlngton, D. C.

NA.,Fotd If,I 3
$31-41

THIS LEASE , nade the
Unlted Stctes of .Anerlca (hereln

FEDERAL WORf,,S AGENCI
I'EFEIISE EOUSII{G DIVISION

llLehlngton, D. C .

DevelopDnt No.

Drclllng

Iaase l{o.

94r*, Y, ,J..",*',-A., Xrzgt,l-
, Dev€lopEent

b
?/

^./
-lJ-a.y o 9^ 2- . ,n 4/. bv and-betre€n the

Qa-ioi- deiZ-
(hereln call€d rhe iTenant') iffnwsPfu thac the Land.rord,

rolylng upon the representatlons lnd certlflcetlons of the t'enant, set forth hereln and
1n h1B 61gned appl,lcotlon, aa to hl8 houa€hold coEposltlon, eEplo)roenc ln defense ac-
tlvlty, household lncoEe data rnd houdlng date, do€a her€by l6c and dem16e uto the TeBant
end the Tenrnt hereby hlr6a and takea, for the conalderatlons and upon lhe t,errbs, condl-
t1 co h for descrr.bed p1616e6

con8latlng ol'

--1- 

rcoD6 ltrd bath (hereln called the tpr€nlsdai) Go be occupled ex-
clualyely aa and l'or a prlvate r€aldence by the T€nant and hls farlly, and by ellglble
Lod.gera of th€ TenonG rhen e.-rthorlzod by the llrncgoDent, and not othsrtlae, for the teru

f
callcd the ,1fi616ff1 ana

1. fhe Tenut covenantB end agreeB punctually to pay the
rent undor thl8 Leaoe and under any and oll, renexals thereof,
as a,nd rhen the sctrlo'Bhall becoEs due and payabte.

2. fh€ f€ncnt covenant8 8nd aSreoa punctually to pay, es
addltlonaL rent, then bllled, for rot€r, elGcfrlclty, gas, oF
other ut1l1t16B Eupplled by the Lrndlord at such rates as the
Lrnd,Iord uay fron tlEe to t1[e o8tobl16h, such rate6 to be cal-
culatod on the baala of tho total coat (as deterElned by the
Lmdrord) of suppl:/1ng luch ut1l1tl€a for the entlre developEent
dlvlded by th6 nu.nber of f![lly dr€Il,lng unlts therelnl provlded.,
hor.ver, thot ln the ov€nt the preE:lF€s are 1nd1v1dually Eetered,
ruch rat6a lhaLl be calculeted on the baala of the coaE (as
deterulned bl, the LeD.Uord) of supplylng such utllltte8 ro the
proDlror. In the eyont slrd to th€ ertent thet rater, heat, of
utllltles !,re not suppll€d by the Lcndlord, the foregolng provL-
a1on6 Bhall not +ply.

of one celendar month b
lrat day thereof, at th
the flrst day thereof.

eg!nnlng on the flrst dev3n e' thePeof and endlng at oldnlght on fhe
e rental, of $ for sold terE psyable ln rdvance on

n Th9 Tgnant Bhrll have tho rl8ht to occupy the pr@16e8 durlng the perlod from

-YeLJ{/"1/ to the couencoEont of th€ r€rr h€reof und,er and:BubJecr ro the saue
il$rne ana cdndlttons aa rre aet forth ln thlE L6e6e ercspt that the rent for such pertod
shall be an @or,nt "quij to the pto&rct of the nuEber of day6 of sctual, occupancy EulEl-
'plled by one-thlrtleth of the Eonth.ty rent horeln sbove 8tlpulsted rnd Bhall be payable
ln advance on the f1r6t day of luch pcrlod.

the L&ldlord and Tendrt hereby covenant, €ach ilth each other, aa foltors:

Covcnen+- to pay
rcnt

Utllity chrrgc!.

lllsccl lancour
chrrgca

g. Th€ Tenant firrthGr coyenanta and agrees to pey, rhen
bllled, for a,ny Dlacel,lon€ous chorg€a'and for rny daocge to thepre[laes or equliuent ther€ln relultlng froE netllg€nce of or
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o
lutorrt lc
rcncrr l.

fcrrlaet lon
v lt hout c!ur.c.

'Tcrrlnrt lon
for clutc.

-2-

Elsuse by the Ienanr, hLs feully, lodgera, or vlsitors; end ln
the event he ls dellnquenE for flve days or Eore ln the pe)rent
of any rent or other charges, to pay an addltlonal charge of
flfty cent6 to cover extre manageEent cosEs.

4. UnIess termlnated as hereln provlded, thls Leese shall
be euton&tlcaJ'ly renered for successlve terros of one catendar
Eonth each, under and subJect to rhe 6aEe terE6 end condltlons
aa are 6et rorth tn thls Lease, except that the rent for any
auch terE shall. be such anount as rney be deternlned by the Land-
Lord 1n accordance wlth the ScheduJ,e of Household Income and
l{onthLy Shel,f,er Rent forEtlng part of thls Leese, ualng aa e basis
the Tenarlt'6 household lncoDe; provlded that eny varlance froE
th€ a[ount pald a5 rent for the terE lDEedlately precedlng shall
not be €ffectlve unless the Landlord sholl haye notlfled the
Tenant of such varlance prlor to the coEmencement of the terE
for rh.1ch lt'1s to be effectlve.

E. fhe Land-lord Eey terDr,nate ghls Lease, or any reneral
thereof, tlthout cau8e, upon any day durtng any such terE, by
glv1ng the Tenant not less than rhlrty days prlor notlce ln. yrlc-
lng. The Tenant Eay terr[lnate thls Le8se, or eny renewal thereof,
xlthout cEuae, upon any day durlng any such t,erE upon not le6s
than flI'teen days prlor notlce ln yrlrlng to Ehe Landlord or
rrpon euch shorter notlce as may be acceptebJ.e to the llanagel[ent.
In the event rhe premlses shall be so damaged by flre or other
casualty a6 to be untenanDable, thls Lease, or any reneral there-
of, shall thereupon LerElnate. In the event this Lease. or eny
renetal thereof, shall be terElnated pursuan, to eny of the provl-
s1on6 of thls peragraph E, then such portlon of thi rent for the
full tern theretofore pald by the Tenent as represents rent for
the perlod froE the date of terninetlon to end lncludlng the last
day of the calendar nonth (calculsted by muLtlplylng the nuDber
of days ln each perlod by one-thlrtleth of the rent above stlpu-
Ieted) shall be deemed an excess payEent of rent'by and shell
be refunded to the Tenant provlded the Tenant has pald ln full
all rent ond other charges then due and has otherrlse fulfltled
all h16 obllgatlons under thls Lease or any such reneyal thereof.

6. Any f8llure by the Tenant punctuslly to pay any rent
or other charges uhen due shall, at the optr.on of the Landlord,
terElnate all rlghts of the Tenent hereunder; and thereupon the
Lendlord, 1t6 representatlves, agents, or asatgns, shall have
the r1tht, rlthout further demend or rrotlce, to re-enter and tal(e
poasesslon of, by force or otherylse, the prerDlses, and shall
have a llke rl8ht end remedy upon the breech by the Tenant of
any coyenant iql condltlon heneln set forth. The Tenant hereby
ra1ve6 any and ell notlce and deroand by the Landlord for po6-
€€aslon of the preElses and agrees that upon eny such f811ure
or breach, the Landlord, or 1t6 repreaentatlves, rnay lnnedlately
r&enter the preElaea and dlspossess the Tenant rlthout leqBl
notlce or the lnstltutlon of any leg&l proceedlngs whatever.

7. The Tenant egrees to deposlt lxlth the Lendlord the suD

of one d.ollar cdch Eonth durlng the flrst ten norlths of h1s oc-
cupancy of the prc[lses to essure payDent for the co6t of any
keys 1o6t by the Tenant or for other cher8es agelnst the Tenant,
and further to assure fulflllment of the obllgatlon of the Tenant
to leave the preElses clean and ppesentable upon the surrender
thereof, such depo6lt to be refunded upon such aurrender provlded
the Tenant has peld 1n full all rent and other chapges then due
and has (a) xashed all uells end cellllrgs consillered washabLe by
the f,ana,BeEent, and cleaned all other surfaces wlthln one reek
prlor to such 6urrenderi (b).cleaned alI floors thoroughlJ on
the day of such surrender; (c) cleaned ell bathrooE and kltchen
flrturea thoroughly; and (d) cleened the slnks, range, refrlger-
ator, and kltchen cupboards and cablnets thoroughly. Otheruls(,

Dcaos I t
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thc fenarlt shdl forfelt tht. dopotlt.

E. Tire toncnt-shall not aaa18n th16 L6as6, nor sublet or
iranafer polaeaalon o-f th'6 PreElla6 or any port thgrcof, nor 81Y€
accoatodrtlona to board€r!, rooders, or lodter6 6rcept !s shrlt
ba .Dprovod bl, the l{lrrag.rlnrtr

0. Th€ lenant 8hsll. (a) Lsalst and cooP6r.t€ rlth th€ llon-
ataoert tn thc clr€ and Ealntentrce of th€ preElseai (D) kcep the
pre[taer clo$, 6snltary and ordorryi (c) coEply ttth th6 Condl-
tlon. of Occuprncy s€t ,brth tn thls Lease; (d) colPly tlt'h atl
rulaa, regulaClons, standarda and DarrogeE€[rt Pollcla! e! Dey nor
or h.i.after be .ppllcsbl. to .ald preulsea; and (.) qult and
eurrrnder the plBulaes at th€ .xplratlon o('tle terE, ,.n Sood
order rnd repalr, rooaonabl€ rear and te8r €rceptcd.

10. The Llndlord, 1ts rspreaentatLvesr r,8ent.r rcrvanta and
erDlolree., shall havc tho rlght to ente! upon f,ho pre[laea at
lll raalonablo houra for the purpose of lnSpectlng th€ saDe or
to uale such repolFor addl,tlont, or al,teretlons la ray, 1n the
Judgpont of the Landtoril, lt. representetlv€s, st.tlttr lQrvantr
or eEployeas, be deeoed ncc€aaary or deslrable, or to lhol the
preo1t6e, or for the purpose of renovlng pl,acarda, !19n8, f1r-
ture!, elt€ratlonr or 8dd1t1on6 1n the preotlsea placod thero
rlthout authorlty of the Lrndtord.

11. At duch tlooa a! ths Lcndlord E8y raqu.rt, tha Tenrnt
lhrll rubElt a slgnod at.tenent, ln forE gatlsf6ctoly to the
Lrndlofd, rottlng forth. th. then pertlnent factE .a to the Ton-
antra hous€hold coDpooltlonr eNrproyment 1n defensc actlvlty and
hougohold lncoDe.

.12. The Land.Iord covenrnta and agrees that tha Tenant 6hqll
hcve qulet rnd peaceable onJolment of the pr6E1aeB. BrG tho Lqr&
lold lhall not be llabl€ for falLure to supply rrter, heat, or
utlflty aerylceo rhere auch are contenpl,aled to b. .upprled by
the Landtord.

13. The Tenent her6by €rpressly lelea6b3 ths Landt,ord,
Ita ropreaentttlvea, stenta, !arvant6 end'cDployaa! (lncludlng
the ltrnateu€nt) froE ltabljlty for any lnJury to thc Ten0rlt or
the leEbera of h1s hou8ohold or for any daaage to or lo6s of
the property of the Tenant or the neEb€ra of hl. hous6hold,
r€lultlng froo eny ccuce rhotaoever, Lxcep.tlng only any auch
lnlury.or dauage reaultlng frou thp rlIfUI oct of rh. Lrndlord,
1tB !6pr€aentatlvoa, at€nts, se:lvants or eEploy€e! (lncludlng
the lrnogeE€nt). The TBneDt het'eby agrees to tndeurlfy r,hs Land:
lord, lti repreaentatlve!, agenta, aervcnt! rnd elployee8 (1n-
cludlnt th€ Ian8t6Eent) for ttty 11ablllty of dny of theE fot
lnJury to p€raon! or dGDege to property occurrlrig on the preElBes
or arlslng out of the f€n!,ntr6 occupancy or posleall.on of th€
pral!66, rhether such lnJurJr or da^uage shall rcluLt froE dofecta
letent or potent ln roapect of the preElser, ond rheth€! or not
the.Lendlora, lti repreaentatlvos, agents, terv&ta, or Goploye€a
(lnoludlnt the llanageE€nt) kror! of auch dafetts .t th. tlEe of
eiecution of rh1! Lease rnd thon or subaequentl:/ folla to dllclose
to tho T€nttt tha 6r1stenc6 of luch defocts.

14. lny not1c6 r6qu1!.d by rat or othcrrtre sball bc deened
.rufflclently glven lf dctlvcreil to rhe Tenant pbrranrt.ty or af_
flrcd to thc door of the prtlac8 or aent by urll to th. preolsee.
l{otlce to th6 Lgrd.Iord Eurt bc 1n rrlrlng ond dollv.rcd to the
llahageuent Offlce.

t

0'. t ,m. fh.at€r!. 'llqlr-jr,goL.nt'. 8a ured h.!ela, ah8ll Eean
thlchr for the

K[,urp06g otltnta Lede, tt .tnK ropreaenroGlvo and rt.nr of f,hellroagrrrnt.
Urtlt€d States of ADerlco .rrd dtrJ,y authorlz6d to.ct at lts beha.lf.
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16. No lletlber of or D61€gate to thc Congr€sq shall be
adnltted to any share or pert of thr.a contrrct or egrgen€n0,
or to any bencflt to arlae ther€froD.

o
Cortlflc.tlon

17. Ily 6xecutlng thl. L€a6e, the T6na.nt c€rtlfles thct
th€re .has been no Eat€rl&l or aubatantlal chrnge ln h1! houlehold
conposltlon, eroployrcrrt ln defen6e act1vlty, hourehold lncor€
drta ind hou8lng data aa ret forth ln hlr elgned aipllcatlon,
slnce the datc of aubDlaslon of such rppllcatlon to thc Irndlord.

fhle Iaase (lncludlng the Sch6dule of Hou6ehold Incon€ and llonthly glDlt€r Rent
and the Condltlons of Occupancy) and the rulesr Fegulatlons, 6Cendrrdr 8nd Dr,nag66€nt
pollcles refsrred to ln paregraph I h6reof €vl.lenc€ the €nt1r€ ogreeD€nt b€treen the
Landlord and tho T€nant, end no Eod1f1c8tlon thereof shall be v8lld unlosa 1n ;rltlru
end Blgned by the llancgsE€nt.

fenant

Tanant

In the preaonce of:

UIiIIED STAIE8 OF T.TERICA

By
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Covcnrnt
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Ut I I lty tcrv lccr.

TEDERAL rlCRTS AGENCY
DEFEIIS!: HOUSING DIVISION

Washlrgton, D. C.

DUELLlNG LEASE

(For Army Enlisted fursqrnel)

lt rxe EvENr Alto ro
T IES AR€ t{OT SUPPL IEO BY
SHALL }IOT APPLY.

Deveuopuexr Xo 3&-ta
Oweul t xe

Lerse No.

,?

THE EXTEXT THAT
THE LANDLoRo, THE

WATER, HEAT, OR UrtLt-
FOREGOtItc PROVtStotaS

t
q4

THIS LEASE, ,^0. ,r. / ,^, o, 4noZ , )sL, ov 1ry0 atrwein rg,
UrrrJofrrre, or Auentcr (HEREtx cALLEo rtlE "Lrxd{.ononl mo 24?2- *-l!a-'o<z -

7z'"4 (HEREtx CALLED rlrE ,Texrlr") tIITilfSSETH rxYr rxe LrtDrono,
RELyltrc upor rxE REpREsElrATloxs Alo cERTlFtcartot{s oF THE TETANT, sET FoRTH }rEREtr{ ArD
tx Hls stcltED APP.LlCATlOta, aS TO lllS HOUSEHOLD COMPOSITIOII , ANo EMPLOYMET{T lI DEFExS€
ACTtVtrt, ooEs HEREBY LET AXD OEMISE UXTO rXe Terlrr AXD TlrE TeXlXr )tEREEy HTRES AilO
TATES, FOR THE COXStDERATIOXS AXo UPOir THE TE.RMS, COXotrlOLS AND COVEXAT{TS HEREtITAFTER
PROVIDED, IXG PRESCRIEED PREXISES

coxs ts, tr{G RooMs Ar{D BATH (HEREtI CALLEo THE npREMtsEsn) To BE occuptEo
ExcLUsrvELy As AND FoR A pRrVATE REsrDErcE av rxe terexr Axo l{rs FAMrLy, A}rD By ELTGTBLE
LooGERs or rxe TEltrt wHEx AurHoRtzEo By rHE MATAGEMETT, AND ror orHERwtsE, FoR TlrE TERM
OF OITE CALEXDAN MO}'TTI EEGlXXIXG Ot{ T}IE FIRST DAY T}IEREOF A}{O E}lOIIiG AT MIOI{IG1IT Oil THE
LAST DAy THEREoF, AT TnE RexrAL or t-L./-&-FoR sAro rERM pAvABLE ri{ AovArcE ol
T}IE FIFST OAY THEREOF.

/, Txe TExetr SHALL nA\rE rHE Rtcrr ro occupy rr{E pREMrsEs ouRrr{G TFE pERroD FR6M

-C@rA.UZlZro rH€ coMMErc€MEt{t oF rnE rERM }rEREoF, uNoER Ar{o suBJEcr ro rHE sAuE
renflYrxo cixritrtors AS ARe sET FoRTx u{ T}ls LEASE ExcEpr rHAT THE REr{T FoR sucH pERtoD
SI{ALL BF. Ai{ AMOUIIT EQUAL TO THE PRODUCT OF THE flUM8ER OF DAYS OF ACTUAL OCCUPA}ICY MULTI-
.PLIEO BY ONE-TTIIRtIEV}I OF THE MOIITHLY RET'T HEREII' ABOVE STIPULATEO ANO ShALL BE PAYAELE
Ir{ AovAilcE otl IHE FTRST OAy OF sUC]i pERlOO.

Txe Lrroloao tro Terlrt )rEREBy covExAxr, EAcH wrrx EAcH orHER, AS FoLLov{s:

to Dl, t. Txg relllr covELAllrs AiD AGREES pua{cruAlLy ro pAy rHE
REIIT UI{DER TH IS LEASE AIID U}IDER A},IY ANO ALL RETEWALS TTIEREOF, AS
AilD THEi{ TIIE SAME SHALL BECoITE DUE AI{D PAYABLE.

2. Txe relr RESERvED nEREt! sltALL AoDtrtoNALLy BE DEEMED As
PAYMEXT FOR THE TENAT{TIS PRO RATA SHARE OF THE COST OF WATER, }IEAT,,
OIT UTILITIJS'iUPPLIED BY TItE LIIOIONO FOR THE ENTiRE D€VA!.OPrrEIr'
DURtxG TH€ TERM oF THts L€ASE oR oF Ar{y REiEWAL T}|EREoF (oR FoR
SUCH UX I TS T}IERE I tI AS ARE OCCUP I E D BY EXL ]STEO PERSOT{}IEL OF rHEUxtreo Srrres Anuy, As rHE CASE MAy BE) As ESTTMATED Syrxe Mrr_
AGEMEIT pRtoR To rHE cbnMErcEMExr oF suct{ TERM. lI THE EvExr T]tEACTUAL COST OF SO SUPgLYII{G SUCH TTATER, HEAT OR OTHER UTILITIESExcEEDS TtE cosr so EsTtMATED, txe Texltt slrllL BE LtABLE, AIDr.rEREBy AGREES puNCTuaLLy TO pAy wHEx B I LLEO, FOR ii I S pRo RATAS}IARE OF TTIE OIFFERENCE BETWEEX SUC}I ACTUAL COST At{O SUCH ESTIXAT-Et (losr, AS oETERMtIEo av rxe LlIoLono.

lllrcrl lrncour
c hr rgr r.

,. THE TExAilr FURTHER covEt{At{Ts At{D AGREEs ro ply, wH€ltSILLEO, FOR AI'Y MISCELLATEOUS CXARGES At'D FOR ANY OAMAGE TO TIIEpR€ratSts oR EQUtpMEItT THEFETX RESULTTXG FROM |tEGLtGEXCE OF OR.



MANAGEMENT POLICIES AND PROCEDURES. C.071

Autorrtlc rcncrll.

Yol untr ry
trrrlnrl lon.

-r-

ll tsusE BY THE TEt{AtlT, }l I s FAM ILY; LOOGERS r OR V lS IrORS; A}to lx
THE EVEXT HE lS DELIIIQUEIT FOR FIVE oAYS OR IIORE l)a TllE PAYIIE|T

oF A]aY RE)lf oR oTltER cl{ARGEs, TO PAY Ar ADDITIOTAL C}IARGE OF FIFTY
CEt{TS TO COVER EXTRA XATAGEMEXT COSTS.

1, Uxtess tentrtIATEo As HEREIt{ PRovlDED, THls LEASE SHALL BE

AUTOXATICALLY REXEWEO FON SUCCESSIVE TERMS OF OI{E CALEilDAR }IOI{TH

EAClr, UNoER AXD SUB.JECT TO THE SAME TERMS AXD COi{DlTlOiaS AS ARE

SET FORT}i II THIS LEASE.

i. THe LANoLoRo MAt TERMIxATE Ttlls LEASE, oR arlY REI{EvlAL

THEREOF, IlITHOUT CAUSE, UPOII At{Y DAY DURI}lG AXY SUCH TERM BY GIV-
txG THE Texrxr xor LEss rffAt{ T.tltRTY DAYs PRIoR xorlcE lr YlRlrlllc.
Txe Texrxr Laly TERMtIIATE THls LEAsE, oR ALY RETETAL TllEREoF, wlrll-
ouy cAUsE, uPox AllY oAY DURILG At{Y SUCH TERX UPOII }aOT LESS TtIAX

FtFTEE|{ OAYS PRIOR }lorlcE lx wRlrlxG To rHE LAi{DLoRDr OR uPOt{ sUcH

sltoRTER NorlcE As MAy BE rcceprrgte io rxe Mttteevelr. lt{ TttE

EVEIIT OF A CHAt'GE Iil THE TEXATTTS OFFICIAL OUTY STATION OR IN THE

EVET'T OF }tIS SEPARATIOT{ FROM T}TE SERVICE OF T}IE UNITED STATES,

Tnls LEASE, oR Ary REIEwAL THEREoF, sHALL TeRMIxATE uPoN THE DATE

txe Ttrlxt- slrALL vAcATE THE PREMtsEs. lx rHE EvEilr txe pneirtses

SHALL 8E SO DAMAGEO BY FIRE OR OThER CASUALTY AS TO BE UNTEIIAI{T-
A8LE, THIS LEASE, OR ANY RETEWAL T}IEREOF, SHALL TI{EREUPOil TERMIN-

ATE. lN THE EvExr tx ts Lersg, oR AltY RENEY{AL THERaoF, s}laLL BE

TERUTXATED PURSUAXT TO At{Y OF T}lE PROVISIOIS OF TtllS PARAGRAPH 5
THET SUCH PORTIOX OF THE REI{T FOR THE FULL TERM, TXERETOFORE PAIO

By rHE TExArr, AS REeRESEI{TS nENT FoR THE P€Rlo0 FRoM THE DATE oF

TERTTITATIOX TO ATD It'CLUOIilG T}iE LAST OAY OF T}iE CALEXOAR MOI{TH

( cALcULATED BY vuLr I PLY I tiG THE iauxB€R oF oAYS I ll suctl PER I oD BY

oxE-TH I RT I Eyh oF TlrE RExr ABov€ sr I PULATED ) sHALL BE oEEMED AN

ExcEss pAyMEr{T oF RENT BY Atto SHALL BE REFUxoED ro txe Texllt
pRovtoEo THE TExarr ltAs pAlD tit FULL ALL REtlr AxD orttER ct|ARGES

THEt{ DUE AI{O TIAS OTHERVIISE FULFILLEO ALL HIS OBLIGATIOXS UI{OER

TH IS LEASE.OR AXY SUCII RENEWAL T}IEREOF.

5. Axy FATLURE By rH€ Terlxt puxctuALLy ro pAy Axy RExr oR
orxER cHARGES wxEtt ouE SHALL, AT TlrE oprlox oF tne Llxotono,
TERMT IATE ALL R tGxrs oF THe Terrrt xeneuloen; txo txEnEupon txE
Lrroloao, trs REpqEsEltrlTlvES, aGEltrs, oR AssrGt{s, sHALL HAvE rHE
RtGlrT, wlTr.rouT FURTHER 0Err^lrD OR nOTlCE, TO RE-ENTE8 AXD TAt(E pOS-

SESSIOTI OF, BY FORCE OR OTHERTISE, TtIE PREMISES, AID S}IALL HAVE A

LtxE RtGlrr AltD REMEDy upoN THE BREAcH By tre Terrxt oF axy covE-
raAr{T oR cor{otrtoit HERET}a sET FoRTH. Txe Terrrr HEREBy wAtvES ANy
ArD ALL rortcE A)to oEMAr{D By rHE LAxDLoRo FoR possEsstoN oF T}t€
pREMtSES AX0 AGnEES rHAT tPOr ANY SUCH FATLURE On EREACH, THE

LAxDLoRo, oR trs REpREsExTAYtvEs, MAy tMrEotATELy RE-ElrrER TlrE
pREMtsEs At{o otspossEss txt Texlxt wtrxour LEGAL xorlcE op r;iE
ITSTITU'IOII OF AIIY LEGAL PROCEEOII{GS W}tATEVER.

1, Txe Telert AGREEs ro oEpostr rtrH Tr{E Lrlouono rHE suM
OF OXE OOLLAR EACH MOI'TI.I OURIXG THE FIRST TE}I MOilTHS OF HIS OCCU-
PAXCY OF THE PREYiSES TO ASSURE PAYMEXT FOR THE COSI OF AiY XEYS

Losr By rx! -ExArt oR FoR orxER cHARGE! AG^ I r{sr rxE Texrxr, Atro
FURTIiER TO A56UhL FULFTLLMEIT OF THE OEutGAi rOr{ OF T8E TelrXt to
LEAVE THE PREMISES CLEAX AtIO PRESEIITABLE UPON T}IE SURRENDER THERE-
oF, suclr DEPoslT To BE REFUNDED UPOt{ SUC}r SURRETi0ER pROVtDE0 THE
16lrxt xts atro tr FULL ALL RErr AilD orHER clraRcEs rHEN ouE AxD
HAS (A) tASltED ALL WALLS 4ilo cEtLrNGs corstDERED TASHABLE By THE
MAtlAGEMEIT, Axo cLEAr{Eo ALL or}rER suRFAcEs w t r}r t N otE wEEl( pR t oR
To sucH SURRExDER; (B) cLEAxED ALL FLooRS Tr{oRouGHLy or rHE oAy
oF sucr.r SURRETDER; (c) cLEAxEo ALL BATHRooM at{D xtrcHEr F txTUREq
THOROU6HLY; AnO (O ) CLEAXEO THE S I rXS, RAXGE , REFR I GERATOR, AIO
xtrcHE{ cupBoARDs Axo cABtxETs rxoRouc}rLy. 0THERwtsE rre Tettrr
SIIALL FONFEIT TXIS DEPOSIY.

L Txe Terrtt sHALL t{or AsstG}i rHts LEAsE, xoR suBLET oR
TRAaTSFER POSSESStOTa OF THE PREMISES OR Alry pART THEREOF, NOR GIVE
ACCOMTTOOATIOXS TO BOARDERS, ROOMERS, OR LODGERS EXCEpT AS SXALL BE

APPRovED BY THE MAiAGEMETT.

Tgrrinrt ion for
ctutt.

0.Dor lt

lo rrr lgnront
or rub-lcarc
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g. THE TEXAIT SHALL (A) ASSTST AxD COOPERATE WtTx rXE Mrr:
AGEMExT tx rHE CARE AND MAtxrEr{AxcE oF TnE pREMtsEs; (B) xEEp THE
pREMtsEs cLEAN, sAr{rrARy Aro oR0ERLy; (c) coMpLy rtrx rxe Corot-
Ttolrs oF occuprrcv sET FoRTH llr rr{ts LEASE; (q) coMpLy rlr}t ALL
RULES, REGULATIONS, STAr{OARDS AltD MAXAGEM€XT pOLtCtES AS MAy rOt
oR HEREAFTER BE APPLICABLE TO SAID PREMISES; TxD (E) QUIT Axo
SURR€t{DER TTIE PREMISES AT THE EXPIRATIOX OF 

'IIS 
TERM, 'IX GOOO

oRDER At{0 REPAIRT.REASOilABLE VrEAR Alto TEAR ExCEpTE0.

1o. Txe Lrlotono, trs REpnEsExrATtvEs, AGENTs, sEilvAxrs At{o
EMPLOYEES, SI|ALL HAVE TH€ RtGlrT TO EiTER UPOI TltE PREUtSES AT ALL
REASOXABLE }IOURS FOR TIIE PURPOSE OF IXSPECTIT{G ThE SAME OR TO MAKE
such REPAtRs, ADotTloils, oR ALTERATIOXS A3 UAy, ll{ T}tE JUOGXEXT OF

THE LAt{oLoRD, trs REpRESEt{TATtvEs, leexis, sERVAxrs oR EtapLoyEES,
BE oEEMEo XECESSARY OR DESIRAELE, On iO SHOW TltE PREMtSES, OR FOR

TlrE puRpoSE oF REUOVIXG PLACAROS, SIGXS, FtXTURES, ALTERATtOI|S, OR

ADOITIOXS I'' TtIE PREMISES PLACED THERE WIT'IOUT AUTIIORITY OF TIIE
Lrxolono.

11. AT sucH TtMEs As rHE LAxoLoRo MAy REQUEST, rxe Tetrxt
sltALL su8Mtr A stGNEo STATEMEi{T, rx FoRM sATtsF^croRy ro rxe Lexo-
LoRD, sETTtxG FoRTH rHE TttEt{ pERTrxElr FAcrs As ro tHE fExAtirrs
HOUSEITOLO COMPOSITTOX lilO EUPLOYMET{T lX OEFEXSE ACTtVtTy.

L2, Tre Lrrolono covExAilTs alro AGREEs rxAT THE Texlxt sxrlt
HAVE QUIET AlrD PEACEAALE ET.TOYMEXT OF TlrE PREU|SES. BUT THE LAXO-
LORO SHALL ilOT BE LIABLE FOR FAILURE TO SUPPLY WATER, }IEAT, OR

UTILITY SERVICES UhERE SUCH ARE COIITEMPLATED TO BE SUPPLIEO BY T}IE

Lrrolono.

tr. Txe Terrrr HEREBy ExpREssLy RELEASES rHE LATDLoRD, trs
REpRESExTAT r vES, AGExrs , SERvAflTS ataD EMpLoyE€s ( r xcLU0 I |.G THE
MAilAGEMEilT) FRoM LtAStLtry FoR Alty tNJURy ro txE TEtrlrt o,t tre
MEMBERS OF HIS HOUSEIIOLO OR FOR AI{Y DAIrAGE TO OR LOSS OF TI{E PROP-
ERTy oF rxe Terlxt oR TlrE MEMBERs oF Hts )rousElroLo, REsuLTtltc FRoM

ANY CAUSE f,fTATSOEVER, EXCEPTTlrG O]aLY AXY SUCH II.,tRY OR DAMAGE
RESULTTXG FROM THE WTLFUL ACT Or rXe LrlOlOnD, tTS REPRESEXTATTVES,
AGEr{TS, SERVA}rTS OR ETTPLOYEES ( tXCLUDiT{G Tr{E MAXAGEMEXT). TXe
Textrt xenEay A6REEs yo I xoEMt{ I Fy rHE LAxoLoRD, trs REpRESETiTA-
YtvES, AGEXTS, SERVAxTS Ar{D EMPLOYEES ( IXCLUOIIG tHE t:AXAGEiTEt{T)

FOR AXY LIABILITY OF A,'{Y OF THEM FOR IXJURY TO PERSOXS OR DAT{AGE

TO PROPERTY OCCUERIXG OX TT{E PREMISES OR ARISIXG OUT OF THE TEX-
A}ITIS OCCUPANCY OR POSSESSIOI{ OF TIIE PREMISES, WXET}IER SUCH IN-
JURY OR DAMAGE SHALL RESULT FROM OEFECTS LATETT OR PATEIIT IN
RESPECT OF THE PREMtgES, AND ytHETSER OR XOr ?HE LANDLORD, tTS
REPRESENTATIVES, A$ENTS, SERVANTS, OR EMPLOYEES ( IilCLUO IilG THE

MAxAGEMEilT) xl{ov{s oF suc}r oEFEcrs AT THE rtME oF ExEcurtox oF THts
Lerse rxo THEr oR suBsEquEilTLy FAtLs ro DtscLosE To rHE TEiAr{T TrF
EXISTETICE OF SUCII DEFECTS.

14. Axy trortcE REeutREo By LAU oR orxERwtsE sHALL BE DeEMED

suFFtclExrLy GtvEra tF oELtvEREo ro rHE Tertxt pensoxALLY oR AF-
FIXED TO TTIE OOOR OF T}IE PREMISES OR SEiIT BY MAIL TO THE PREMISES.
ilortcE TD THE LAIDLoRD MUsr BE tN rrRtr:r. \xF oELtvEREo ro rHE MAt{--

AGEME iIT OFF I CE .

,ilil
THtS LEASE, tS THE TEPRESEXTATtVE AilO AGEiT

tlt, sltALL MEAX 

-

, FOR THE PURPOSES OF

oF TlrE Uxrreo Strtes
oF AMERtcA Axo ouLy AurHoRtzEo yo Acr or{ trs BE}|ALF

16. No MEMEER oF oR DELEGATE To TT{E CoxGREss SHALL BE 
^D-HITTEO TO ATY SHARE OR PART OF T}IIS COITCACT OR AGREEMETT, OR TO

AXY BETEFIT TO ARISE T}TEREFROM.

1?. Bv execurtre rHts LEASE, txe TErtxt CERTtFtEs THAT T|{ERE
llAS BEEII tlo MATERIAL OR SUBSTAIIIAL CHAXGE lll xlS HOUSEIIOLD COMPO-
stTtoil oR EMpLoYMeNT lx DEFENSE ACTlvtrY, 9tXCE THE OATE OF SUB-
MtsstoN oF suclr AppLtcATrox ro rxe Lllouono.

Ccrt lf lcrt lon.
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t -l-

THls LEASE (txcLuon{6 TxE Coiotrlois oF Occuplxcy) AxD THE RULEs, REGuLAItols,
STAIIOARDS ATD MAI{AGEUEI{T POLICIES IEFERRCg 

'O 
II' PARAGRAPI{ 9 }IEREOF EVIOEXCE THE Et{TIRE

acREEr.EilT EETIEEx rxe Lerouono Axo rHE Terlxt, alro xo roDtFtcATtoir THEREoF sHALL BE vALto
uxLEss tr xRtrrNG AxD stGxED By rHE llAilAGEHExr.

Texrrr

Ix rHE PRESEIoE OF:

UilIIED STATES OF AMERICA

d,7 /4
'u 1 ? ',Bv 7

ZNLE

a €k"w7%
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FlFFotr EI E
8-31-a1 FEDERAL WORKS AGENCY

DETIET{SE HOUSING DIVISION
Weshlngton, D.C.

2

0

T'U)ERAL WONf,,S ADII}IISTRATOR

By

coilDtTroirs 0F occuPANCY

fho Tenant and ueubers of hls household, gu68tE, and employees shalt conply
(rtth all laxa end clty ofdlnances cppllceble to the uae and occupatlon of the
pr€Dl.ea and) ulth all nanageEeDt pollcles nor or hereefter adopted by the
llancgeuent.

oarbete, rubblah, nerspapers and other traEh 6hall be ProEptly dePoslted and
convoyed to places and at the tlEe deslgnated by th€ llenagenent.

fhe Tenant lhall not calry on any buslnoEa rhatsoever nor dlsplay elgns of any
type ln or about the preElses

The Tenant shall not Eake any alteratlona qy repalrs to the premlses or of tho
equlpnent thereln rlthout consent of th€ Xanageuent, ard shall not lnstell any
&ddltlonal tocka or flxtures rlthout such consent. No part of the rent shall
be payable ln reprlrs or alt6retlons of any deacrlptlon. AII repslrs or
altqr8tlona sh8lI l[Iredlately becore the Property of the Unlted Stetee GoY-
ernment.

Thc ?enant shell report to th€ Offlce of the llanegeDent at once anlr accldcnt,
lnJBry or dcfect to wa,Er ?lFes , tollets, dralrrs, or pltr[blnS flxtures, ele.c-
trlc rlres, outlets or flxtures, or other property of the DevelopDent, cnd all
breakage, danage, or loas of any k1nd.

Xo tacke, nall6, or other fasteners or cenent shall be ubed ln leylng carpetsl
ru86, llnoleuD, or any other coverlnt oD the floora or st&lrs of the Tenantrs
drelllng.

No nells, bglts, or Ecleus shall be pl.ccd ln the ralla, floore, doors, cup-
boards oF trtE €rccpt of a type approv€d by the XrnateEent. All electrl4
ulrlng ahall be done or supervlsed by the Xanageoe'rt.

llo ghades, arnlnts or rlndou guerds 6hall be u6ed €xcept such as shall be
lnstalled or approved by the yansgenent.

Plunblng and electrlcol equlprnent shall not be used for any purpose6 other
than those fot whlch the5' were provlded.

No outslde aerlal ulres of any descrlptlon 6haII be lnstelled on Che bulId-
lngs or hung fron the vlndows wlthout permlsslon of the llanagenent.

5

6

I

10

11.

\2

The llanageroent 1n all cases.6hal1 ret&ln the rlght
acceas lnto the tulldlnts and gipunds of all persons
dealreble.

to control end prevent
rhon lt conslders un-

The llanagenent shall have the r1ght, wlthout further notlce,
tlae dlspose of any personal prop€rty Ieft on th€ preElses
by the Tenant after the Ten8nt vacetes the prenlses.

to seII or other-
or ln the proJect

13. Tho llanageDent shall not be responslble for artlcles left rvlth any enpLol'ee

Doga, cats, blrds or other pec6 shall be kept on the preElses only 1n ac-
cordance rlth such regulatlons as Day be prescrlbed froo tlEe to tlDe by the
IaneteEent.

T4

1

4
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3
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COTISUI+ER SERY ICE

The 'rBasic Policies forDefense Housing Projects" makes th'is statcrentr.or-
cerning consuner services: "Where existing facilities in the neighborhocd
are inadequate, space sha11 be allotted on the site plan for neighborhood-
shopping centers correnient to, and if possible within walking distance from,
all homes. Stores shall be designed and built, as partofprojects where pri-
vate capital canaot be induced to supply the required facilities. In all
cases design shall be controlled. The number and type of stores shal1 be
linited to the probable future need of the cormunity, and haphazard speculative
narginal development, which is unprofitable alike to stores and the community,
shall be discouraged. rl

The Coesumersr 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 determined primarily by the stateEent
quoted above, and it has three major objectives: to eosure the provision of
essential conmerical facilities for the tenants in each project; to ensure a
reasonable returtrtothe operatorofthese facilities; and to ensure a reason-
able return to the operator of these facilities; and to ersure a reasonable
returtr to the Federal Governneut. While the methods employed by the'unit
maf differ in particular instances, it has the same responsibility for projects
under direct management as for those operating utrder indirect managenent.

Accordingly, regardless of the type of project the Consumerrs Service Unit
has the following functions:

1. To ascertain whether thereisa demandforadditional conmercial facili-
ties. The absence of any indication of a corunercial center upon the site
pl.an is lrirn focie evidence that, after a careful study, it was originally
determined that the construction of conmercial facilities on the project
l-'oper was unnecessary. Perhaps it was felt that the site of the project was
sc located as to provide ample facilities in the immediate vicinity, and
that trearby stores could expand sufficiently to serve additional dernand. In
any evetrt, the Housing ilanager should nake an imraediate survey of the avail-
ability of stores aod the quality of their output. He will be guided by the
questionnaire, of which a copy is included in this nanual.

Uhen he has cornpleted the questionnaire, the Housing Manager should return
it to the central office where the data ha has furnished nay be supplemented
by the efforts of the Unitrs 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 mey be able to persuade local rner-
chadts to expatrd their facilities or to furnish food caravans or take what-
ever steps may be necessary to serve the tenantsrbest interests in this re-
gard.

2. To attempt to secure the provision ol needed facilities by private
capltal. It is aI important priuciple in the basic defense housing po[icies
that private enterprlses shouldbeencouraged in every possible way to assist
in the defense housing program. The Manager can aidmaterially in stirnufatiug
intefest anong nerchants iq the locality. Such organiz4tions ac the 1ocal
chanber of conmerce, the Kiwanis Club, aud sirnilar groups may give hirn valu-
able assistadce. He should etrdeavor to secure specific proposals from in-
dividuals or groups who rnay wish to purchase or lease the land upon which the
connercial facilities are to be constructed.

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

OBJECTIVES

DETERI.{INATIOil
OF' NEED FOR
FACIIJIEIES

COOPIAATION
OT PRIVATE
CAPIfAI,
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DIRECT PRO-
VISION OF
FACIIJITIES

F'INANCING

OPERATION

siderable interest iu certain projects. The Housing Manager should trot make

any definite conunitment except upon authority from the Unit. A menber of the
lfashington staff will participate in any final arratrgements.

3. To provide the necessary facilities in the absence of private invest-
ment. The "Basic Policies for Defense llousing Projects'r forsees the possi-
bility that private capital nay not be available to provide the necessary
stores forthe project. However, it states only that rri* )k )t stores shall be de-
signedandbuilt lt,* )Frrr'and the exact proceduretobe followed rs 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 Ianham Act there would be little or no money available for com-
mercial services. Perhaps a corporation could be set up under governnental
ausplces 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 buildingsareconstructed, another questiotr of policy would arise,
namely whether to turn the buildings over toan individual or corporation for
operation only, foroperation and managemetrt, or merely forretrtal; or whether
to negotiate leases for each individual space (e.g. the grocer, the barber
shop, etc. ) . These points can be decided only after a careful consideration
of the facts rnvolved in each individual case.

The Unrt should be of assistance to the Housing Manager in attracting the
cooperation of local capital. It cao furnish projections to be shown to
merchants, rllustrating thevariety and types of demand which they may antrci-
pate when the project is fully occupr.ed. In the event that private eoter-
prise is unwilling or unable to supply theneeded facilities, it is important
to remember that only esseztial services are to be provided and that these
are to be determined in conjunctiotr with the ConsumersrService Unit. Pro-
posals by private interests should, so far as possible, be reduced to spe-
cific proposals in writing and forwarded to the l{ashington office. The
Manager should not comrnit himself on any proposition, since the Unit nay be
able to secure a better arrangement fron individuals or otgatizations with
which it is in direct contact. All final rregotiations will be handled by a
member of the staff of the Unit.
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Date-I Proj Manage

Nunber of uni tq Number units occupied-

lnformation on Occupanto

Honthly incone of lowest paid teaant $-
l.lonthly incqne of highest paid tenant $-

Check nurnber of families in each iacome group'

Incmc (r,onthl!) lubcr

Under S10O

s100-$125

8126-$150

815r-$175
sr76-8200
Orer 820O

'Estinates to forn the basis lor this infornation may be secured from personnel oflicers
for industrial workers, frorthe Finance Officer for Arqy or Navy workers, or fron your om
observation.

Nusrber ol Persous Eoused

AduLts

Children

Total

Age Group{hildren
r-7
7-15
I6-21

List the Conrercial aod Business Certers Nearest to the Project
lor;t ol tan Pofllotlott Distonce Jrot frojcct

Transportatlon Facilities from Project to Shopping Districts in Towns

lyle o, tra'rrlortotlo/L Bcheilules 'o?'sSlngl'c cottntotion

1

2

3

1.

2.
rt
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lloilirote
lzforslue

Choo)

Food stores

Food stores (with nreat narketst

Drug stores
Eardware'stores

Beauty sho6
Barber shops

Dairy seryice

Filling stations
Garages (repairl
Lauudry and dry cleaaing plants

Restaurants

Eotels or other tra,nsietrt acconodatioas

Clothing stores

Gancral

1. Can eristing stores and other comrerical services in the ocarest tom 8bsofb the addi-
tional load expected fron'the project?

2. In general, istrading with these stores reasonably leasible tronthestaadpoint of coa-
venience?

3. Are there any existiqg buildings on or aea! the pr6ject nhich could be used for housiagr
corurercial units?

4. Are other types of businesses thaa those eristiag near the project oeeded?

5. Eas there been any interest shom by local businessnea to proide.adequate comercial
facilities?

6. List thecommercial services which you believe shoutrdbeestablishedolthe profect site.
7. List number of applications of each.tyl,e rhich you have received lron prospective rer-

chants for the establishnent ol buqinesses a1 the project.

Iafornation on" Available Ser,vices in Nearest Torn

Stta{cc lsbtr
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FOREUORD

The creative power of the 37,OOO meu and romen employed by the Federal Works Agency is
exenrplified in public highways and buildiags, bridges, dams, airports, and other works,
which are all integrated pafts of a huge oatiotral progran of public works. This program
has now been expanded to include housing. for workers who will be engaged in essential
natiotral defense activities.

The Federal l{orks Ageocy, iu administering its broad program of pubiic works planaing
and corstruction, has cossistetrtly striven to increase its operating efficiency, and the
results are evidenced by actual acconplishments in these various fields.

It has been possible to attain these present accorplishments only by and rith the con-
certed andcoordiaated elforts of the persounel so engaged. It is patent that the success
of this or any other program depeads upon people, and in this conoectioa the increasing ef-
ficieocy of the agetcy operation is not accidental. Personnel management-the scieace ol
human engineering-has developed techniques that enabled us to utilize aod conserve hunan
resources nore skillful.ly. The specialized functions of personoel matragenetrt today are
well known both to industry and to the Goverrunent, and there will be an iacreasing demand
upotr those responsible for personnel nanagenent and supervision to apply the tested and
accepted principles ia order that maximun results rnay be achieved.

The Director of Personnel, as has been stated in the foreword by the Adninistrator, occupies
a staff position and is chargedwiththe agency-wide functions of personnel supervision and
managemetrt. Tbe Director of-Personuelrs 0ffice, as a part of its functions and responsi-
bilities, maintains all liaison and contact relationships with the United States Civil Service
Comnission, Employeesr Conpensation Conmission, andthe Council ofPersonnelAdninistration,
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 z{ssistozt
Director of Personne I who shares with him the responsibilities of that office, ald acts for
him in his absence.

There are four principal technical officers who are respotrsible for Classification, for
Recruitrnent, Training, and Placement, for Employee Relations, and for Racial Relations.

Revlscd Aug. 1, 1941 0.001
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The Classi.fication 0fficer is responsible for the developmetrt, installation and adminis
tration of an efficient position classification plan and compensatiotr schedule for the
Federal Works Agency. flousing Managers will receive prelimitrary itrstruction in classifi-
cation before they are assigned to their respecti.re projects.

The Recruttment, Troining, ond Plocement lfficer is responsible for the selection, ap-
pointmeot, placement, trainitrg, service ratitrgs atrd pronotion of the employees of the
Agency. All matters pertainiog to recruitment, emplopletrt, and the determinatiou of cur-
rent and aoticipated personnel needs, and the development of the source of suppLy corne
within the jurisdiction of this Officer. Housing Managers will work chiefly with District
Managers of the United States Civil Service Commission in theit recruitment activities.
Full explanatioo will be given of the recruitrnent procedures, and the lines of cooperatioa
will be enphasized..

Stress is laid upon job and promotional- training in federal service because it is the
backbone of career employment. It is oot erough to recruit individuals of good poten-
tialities; to britrg the organizalion to its highest plane of efficietrcy they must be re-
tained and granted opportunity for responsibility corsistent with increasing knowledge and
skill. fraining of the staff personnel ou each housing project is a major responsibility
of 'the Housing Manager. He is to give instructiotr in the performance of original duties
assigned to each nember of his staff to develop his understanding of the program at large.

Placement or appointment operations will be handled primarily by the flousing Manager in
the field with respect to the employees on his staff, final-approval of-such actiotrs rest-
irg in the 0ffice of the Director of Personnel.

The Enfloyee Relations 0fficer is concerned with all problems that fall under the scope
of h's title. Ee conducts hearings and mediates disputes arising out of alleged unfair-
ness otr the part of supervisory personnel in the adrninistrations of the constituent Agen-
cies, hears complaiuts havitrg to do with methods of training,. examining, rating, and pro-
moting, represents the Director of Personnel belore al1 enrployee groups and cossuLts with
their represetrtatives as reguired, and encourages and promotes aItr welfare provisionsfor
workers of the Agency, including the devel-opnent of such groups as may be organized for
credit,' recreation, health, or cultural activities.

In theirtraining activities Eousing Managers will acguaint their employees with the prc-
cedures and facilities which the Employee Relations 0fficer has deveLoped, and will en-
courage their use of them as occasion may require.

The Roctal Relottons 0fficer has the primary responsibility of securing full participa-
tion of all races iu the activities of the constituent administratious, and of reconmend-
iug policies that will eliminate racial discrimiuatiousandimprove labor relations between
the races. Ee investigates labor disputes and conplaints based oa all-eged racial discrin-
ination as related to persoonel functious, and makes remedial and corrective reconmendations.
He acts aiso as liaison officer between the FUA and representative minority groups.

Inorder that flousing Managersmaybecome acquaintedwiththe persocnel management problems
of the FI{A, the personnel staff has prepared its section of this l{anual 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 aad regulations of the United
States Civil Service Commissioo relating to federal enployment, and of the procedures of
this Agency.

Revlsed Aug. 1, 1941
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Too 'nuch stress cannot be laid upon the necessity of becoming faniliar with these methods
and practices. If a basic knowledge of them is not acquired at o[ce, it is 1itera1ly true
that the staff developneut wiLl be delayed for days or weeks. The regul-ations are iu then-
selves exactinq, and to take advantage of the latitude granted, Eousing Managers rnust know
their restraints asprecisely as their privileges. Attention given to the ctass discussions
on the various technical phases ofpersonnel management outliued here will payitsdividends
in time and effort saved.

A. S. Srnnpi
Direc tor. of Personne l.

Revl6ed Aug. 1, 1941
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cLAS.StFlcATt0lr
These iastruct,ions are for the guidance of flousing Managers in the handling

of personnel actions on defense housing projects and include a summarization
of the trecessary steps required to effect employment of personnel.

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 in the work of the Nationrs 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 of fice should be made through regular organization channels,
i.e. through the Director of the Division of Defeuse flousiug.

An initial supply of all trecessary forms will be given Eousing Managers.
They should anticipat.e additional requirements and requisition supplies from
the lfashington off ice.

The Classification Act of 1923, as amended, provided a plan for classifying
positions or jobs according to their duties and responsibilities. While the
statute confined classification to the departnental service in Washington,
it is a policy of the Federal l{orks Agency to administer the sane plan for
its field service positioos.

Under the Classification Act all work is divided into what are known as
classification "Services." They are the professronal 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 ol difficulty and
responsibility called "grades." To each of these "gradestt there is attached
a definite, uniform scale of pay consisting of a minimum rate to provide an
incentive for increased usefulness in the same position, and a maximum rate
which is the most the Government will pay for a position of a given "grade.r'
See exhibit 1.

Position analysis is aa important phase of classification. Every position
is composed of certain duties and responsibilities which comprise tangible
tasks and assignnents and intangible conditions bearing on responsibilities,
such as lines of authority, supervision, or review.

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

Tentative otgar,izational charts and job descriptions have been prepared
for each housing project and will be furnished the Manager of the project.
Exhibit H is furnished as a typical example. These charts are intended for
the use of the flousing Manager in the preparatiotr of an organizali,on chart
and job descriptions which he must prepare and submitforapproval. It is not
intended that the organizationandjob descriptions be dram up to correspond
to thosefurnished; rather they are to be used as a basisforpreparing charts
and descriptiotrs as they will actually exist when the project is opened.

In preparing descriptions of the duties to be perfomed, the use of such
ambiguous temE as rrassistr" "handlerrt ttprepare,rr etc., should be avoided
unless they are always accompanied by supporting details.

CI,ASSIF'ICA-
TION

CIJASSIFICA-
TION STRUC-
rURE

POSITION
ANAIJYSIS

tI

I

oRGANrzAEroili
CTIART AND -\
JOB DESCRIP-
TION

'l
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CHATGES IN
DUTIES

CIJASSIFICA-
IION SI,'RVEY

After a management project hasbeen operatitrg for.sone tine, responsibilities
and dut ies may be reassigned to other positions, additional duties and responsi-
bilities may develop, or personnel may be reassigned to other positions. It
wiIl be the respousibility of the flousing Manager, when these circumstances
occur, to notify the l{ashington office so that the necessary steps to reflect
these changes in the records may be taken.

From time to time, classilication surveys .will be made for the purpose of
determining the proper operation of the Classification Act. These surveys
will be of a routine trature and should cause no undue concem on the part of
of ernployees. 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 allocatiotr fac.tors. The results of the survey will
be a revision of the grades upward or domward, orverification ol the present
grade as the proper one.

It must be borne ia rnind that, except where a survey is nade by menbers ol
the classification staff, deterninations of the degree of difficulty of com-
plexity of the duties a,nd the weight of the respotrsibilities of a posit,ion
are inferences or conclusions dram logically from the informatioo furnts-hed
by the Manager concerning the nature of the duties performed, the methods of
work involved, the authority elercised, aad other circunstances under which
the duties are performed that affect their difficulty andlor respon'sibility.
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PERSONNEL POLICIES AND ADMINISTRATI0N . D.007

RECRUlTTIEXT POLICY A}ID PROCEDURES

The Field Appointing officer is responsible for the recruitment of personnel,
and authority is delegated to appoint personnel, other than accounting, subject
only tolaterconfirmatiotr 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 affointment
is confirned by the Adninistrctor, no comfensation noy be faid the enfloyee.

Prior to their entratrce oo duty, approval of the qualifications of persons
recormrended by the field appointing officer for appointment to accounting
positions must be secured from the l{ashington office or its traveliug field
representatives. In the latter case this approval must be shown on the field
agreenent presented for confirmation of appointment.

If there is contemplated the enployment of a person who is related by blood
or marriage to anyone trow ia the'ernploy of the Federal l{orks Agency, a memo-

randum stating the complete facts should be transmitted to l{ashington and
the employme[t deferred until clearance has been obtained from the l{ashitrgton
off ice.

The field appointing officer shall not enter on duty any person who is not
a ciluizet of the United States. If there is any doubt as to a personrs
citizeuship, the facts should be submitted to l{ashington for further action.
In such instances the person shall not be employed until approval has been
received.

The field appointing o.fficer shall not enter on duty any person until funds
have been approved and the classification of the position has been determined
by the lfashington off ice.

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

The Civil Service Corunission has divided the United States into districts.
Form 2054 (exhibit J) gives the names and addresses of thedistrictmanagers.
Further assistance in recruitmeut is provided through the services of special
or local'representatives who are empowered to authorize approvals for the
district manager. The lield appointing officer should consult with his
district rnanager or 1ocal representative athisearliest convenience, outlin-
ing at that time his personnel requiremetrts in order to determine suitable
recruitment sources.

All new appointmeots must be made at the entrance (minimum) rate of the
salary established for the position (exhibit 1). However, employeesof other
Federal agencies nay be transferred aad retain their salary if it is above
the entratrce rate of pay of the position but does not exceed the maximum of
the grade, provided budgetary limitations will permit paymeot of the higher
salary.

A11 liaison between the flashingtotr admitristratiye orgatization of Federal
Works Agency or any of the constituent agencies and the Civil Service Com-
mission shall be through the Director of Personnel.
Revlsed Aug. 1, 1041
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Erceltions

All liaison between the field service in each region aud the district of-
fices of the Civil Service Cornnission shall- be through the field appointing
officer or atr employee designated by him.

The field appointing officer occupies a position of grave respousibility
in the exercise of adninistrative functions iucident to project activities.
He should know that certain rules and regulations govern the enploynent of
personnel and payrnent for personnel services. These are strictly enforced
and exceptioss which are taken to pay rol1s by the General Accounting Office
may result in the refund of moneys by ernployees. Every precaution should
therefore be takeu to avoid such occurrences. If there is doubt as to the
method of handling auy items involving a personnel transaction, the question
should be 'imrnediately referred to Washington, by telegraph or telephone if
necessary, or if the tratrsmission of papers is required, air-'nail soecial-
delivery service should be used.

All positions in the Federal l{orks Agency, with the exceptiou of those in
the l{ork Projects Admiuistration must be filled in accordance with existing
Civil Service rules and regulations, Comptroller Generatrs decisions, and
the Classification Act of 1923, as a'nended.

The Civil Service Act provides that original appointrnents to positions
under its jurisdictibn in the Federal service must be rnade on an open conoeti-
tive basis. Accordingly the principal source of recruitment is fron Civil
Service registers established as a resutt of open co'npetitive exaninations.
Upon receipt,zof "Request for Certificatiou-Original Apoointnent" Forr 1890
(exhibit Xl',"tte Civil Service District Yd,naqer will furnish the tr'ie1d Ap-
pointing of.ficer with one of the following:

1. A certificate of eligibles from existing registers.
2. Authority for temporary appointment under the provisious of Section 2

of Civil Service Rule VIII.
3. Authority for tenporary appointnent under provisions of Section 4 of

Civil Service Rule VIII for the duration ol the emergetrcy 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 rnust be followed in order to co'nply with
proper selection require.nents.

The field appointiug officer will co,nnunicate without con,nitnent with each
eligible certified by telephone; telegraph (exhibit 13); Circular Letter,
regularor air mail( exhibit 141; orby use of Civil Service Forrr 1992 (exhibit
151 unless an eliqible's Civil Service file indicates qualificationswhich would
preclude his aopointment and constitute grounds for filing objection to his
certification with the Civil Service District !{anager, Deoartmental Circutar,
National Defense Series No. 4 (exhibit G). The inquirv shorrld indicate a
deadline for receipt of reply which should be deternineC by the teueth of
tine before the employeers services will be needed and the method of con-
muuication used. The field appointing officer is responsible for ascertain-
ing whether the eligible is enployed in a defense agency or position and,
il so, is respousible for securing release fron the agency inwhich the etiqible
ts enmloyed, Circular Letter 461 ( exhibit F) . Note: Persons presently employed
in defense agencies need not be considered in making selections, Executive
0rder 8760. Cousideration rnust be given to only those etigibles who are
available for appointment under the conditious specified or who were not
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PERSONNEL POLIClES AND ADMINISTRATION . D.OO9

contacted as indicated above. The field appointinq officer shal1 make one
setection fron thefirst three available names (reading from top to botton of
the list) forthefirst vacancy. This selection sha11 be rnade with sole ref-
erence tonerit and fitness of the applicant for appointnent. If there exists
a second vacancy in that grade, selection is nade fron the then renaining
avaitabte highest three eligibles, and so on in each case reconsidering
those previouslv cousidered but not appointed. However, at eligib1e, coo-
sidered but not selected in connection with three actual appoint'nents,
qeed not be considered in makiug future selectioss.

The report of disposition of each eligible shall be entered opposite his
or her trane onthe certificate, Form No. 18448 (exhibit .p'1 asiry the follow-
ing synrbots; / 7

I'A't Selected
rrFRn Failed to Reply
rrcrr Considered but not Selected
uD' Declined
"CRU" Coqnunicatioa Returned Undelivered

fn 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 Civit Service District Manager in duplicate. A forn for
this purpose may be secured from the district nanager.

After aneligible has been seLected forprobatiooal or te'nporary appointment,
the field aopointing officer may trotify the appointee to report for duty.
Upon entrance on duty the fotlowing forrns nust be co'npleted and forwarded:

1. Probational Apoointment:

a. To the district nanager:

(I) "Field Agree'nent," in duplicate, FWA 50-P (exhibit 6).
(2) "Personnel Inforrnation Sheet," CSC 3464A lexhibit 71.
(3) "Declaration of Appointee (Field)," CSC 1248 (exhibit 81.
(4) "Fingerprint Chart," CSC 2390 lexhibit I0l.
(5) "Certificate of Yedical Exarninations," CSC 2413 (exhibit 111.
(6) "Report to District Yanaqer of Certificater" Standard For"ir 18448

(exhibit 17l, toqether with alt suooorting papers. (Letters of
jeclination and connunications returned unCelivered. !

(7) Proof of date of birth.
b. To the Washington office:

(1) "Application for Enploy,lent,t'Fl{A 41-P (exhibit 4l.
(2) "Ctassification Sheet (Field)," FYA 58-P (exhibit 5).
'31 A copyofStandard Fonn No. 18448 submitted to Civil Service Dis-

trict l,lanager.
(4) Carbon of Field Agreenent, FI{A 50-P (exhibit 6).
(5) "Personnel AffiCavit," Standard Form 47 (exhibit 121.

2. Temporary Appoint'nent Uuder Section 4, Rule YIII:
a. To the district 'nanager:

(l) "Field Agreeneot," FWA 50-P (exhibit 5), in duplicate.
(21 "Fingerprint Chart,,r' CSC 2390 (exhibit 10)..
(3) "Report to District Mauager on Certificate," Standard Forn 18448

(exhibit 17), together with all supportinq paoers. (Letters of
decl_i,'nat ion and communicat ions return'ed undelivereri. )

Revlsod .lug. 1, 1041
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b. To the Washington office:
(1) "Aoolicatiotr for Employment,I' FI{A 41-P (exhibit 4).
(2) "Classification Sheet (Fieldl," FI1IA 3E-P (exhibit 51.
(3) Cooy of Standard Fonn 18448 subrnitted to district manager.
(4) Carbon copy "Field Agreement," FWA 50-P (exhibit 6l.
(5) I'Personnel Affidavit,'r Standard Form 47 (exhibit 121.

The ,listrict manager upon request nay authorize ".Iob Emoloyment" for the
durationofthe emergency rather than for a period.of 6 months or less, under
the provisions of Section 4, Rule YIII, as amended by Circular Letter 460,
(exhibit D). This authority may be graated when extetrsious of temporary
employees are requested. Iu order to effect appointmeots under theseDrovisions,
the procedure for temporaryappoiotments (as outlined abovel shoulrt befollowed.

The Civil Service rules and regulations provide for filling positions by
trausfer of Dresent employees occuoying competitive positious. To'beeligible
for transfer, an aoplicaot must have acquired a Civil Service status or must
have comoleted one nonth of a probatiooary period, Departmental CircuLar ?A3
(exhibit A), andbepresently employed. The l{ashington Personnel Office will
forward aoplicatious of all persotrs who are eligible for transfer or rein-
statement and who have indicated their desire for assignment in the area.

When anaoolicant is selected for appointmetrt bytransfer, the field appoint-
ing officer will request the emoloying 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 l{o.1,
(exhibit Cl. He will theo prepare and transmit to:

I. The Civil Service District r,lanager:

a. Request for authority for temporary appointnent pending transfer.
b. "Temporary Appointment, Trausfer, etc.,r'CSC 375 (exhibit 31.
c. Description of duties to be performed.
d. Copy of letter of release.

Upon receipt of authorityforthe temoorary employment, the field appointing
officer will notify the appointee to report for duty, at which tirne he will
prepare and transmit to:

1. The Civil Service District Manager:

a. Carbon of "Field Agreement," FI{A 50-P (exhibit 6).
2. The l,tlashington office:

a. Letter of authority from district manager for temporary appointment
oending transfer.

b. Letter of release.
c. "Request for Transfer, Reinstatement, Change in Status," CSC 46 in

duolicate (exhibit 21.
d. CSC Form 575 in duplicate (exhibit 31.
e. "Apolication for Emoloyment," FI{A 41-P (exhibit 4).
f. "Classification Sheet (Fieldl," FWA 38-P (exhibit 5).
g. Original of "Field Agreement," FI{A sO-P (exhibit 6).
h. "Personnel Affirlavit," Stanriard Form 47 (exhibit 121.

3. To the agetrcy from which the person is transferring:
a. Copy of "Request for Transfer, Reinstatement, Change in Status,"

CSC 45 (exhibit 21.

Revlsed lug. 1, 1941
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Upon receipt in the Washington office of the approval of the transfer by the
Civil Service Comnrissiou, this change will be made in the employees appoint-
ment record and the field appointing officer willbenotified ofitsapproval.

Civil Service Rules and Regulations provide for filling defense positioas Reinstotqnent
by the reinstatement of for:ner permanent employees in the service.

I{hen an applicant is selected for appointment by reinstatemeot, the field
appointing officer will request authority for temporary appoitrtment pending
approval of a request lor permanent reinstatement by forwarding to the district
manager:

a. Letter requesting authority for temporary appointmentpending approval
of permanent reinstatement.

b. CSC Form 375 (exhibit 3).
c. Description of duties to be performed.

Upon receipt of authority for temporary appoltrtment, 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," ilA 5O-P (exhibit 6).
2. To the l{ashington office:

a. "Request for Trausfer, Reinstatement, Change in Status," CSC 46 in
duplicate (exhibit 2).

b. CSC Form 375 in duplicate ( exhibit 3).
c. "Application for Ernployment," FliA 41-P (exhibit 4).
d. "Classification Sheet, (Field),'r FI{A 38-P (exhibit 5).
e. Original of "Field Agreement" (exhibit 6).
f. "Personnel Information Sheet, " CSC 3454a ( exhibit 7 ) if not previously

compl eted.
g. "Declaration of Appointee,r' CSC 124b (exhibit 8).
h. "Member of Family in Federal Service," CSC 1769 (exhibit 9).
i. "Fingerprint Chart, " CSC For:n %90 lexhibit l0).
j. "Certificate of Medical Examination," Fonn 2413 (exhibit 11).
k. "Personnel Affidavit," Standard Form 47 (exhibit 12).
1. Civil Service letter of authority for temporary reinstatenent.

The temporary appointment ni11 provide a convenient period in uhich the
field appointing oflicer can observe the appointeers qualifications for per-
manent reinstatement. Upon receipt of approval of permanent reinstatement,
the l{ashington office will request the field appointing officer to submitar
his recommendation on the employeer's pemanent reinstatenelit based on the -'\
employeers perfonnance 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 nanes of former EmerTency

Federal anployees who do trot have a Civil Service status and who had at teast f;o"lsacarenc
6 monthsr continuous satisfactory service rn an agency imrnediately prior to
separation, such separation to have been involuntary and subseqrrent 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 I8).
Revlsed lu8. 1, 1941
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I{hen the certificate has been received the employee may be entered on duty
irmediately. The field appointing officer will then secure and forward:

l. To the district mahager copies ol the following forms:

a. 'rField Agreement," FI{A 50-P, in duplicate (exhibit 6).
b. "Personnel Information Sheet," CSC 3464 (exhibit ?1, if notpreviously

conpleted.
c. "Fi.ngerprint Chart," CSC 23gO (exhibit t0).
d. "Certificate of Medical Examination," CSC 2413 (exhibit tl).
e. "Report to theDistrict Manageron Certification," IB44B (exhibit t7),

with proper notation of action taken.

2. To the l{ashington office:
a. "Application for Employrnent," FYJA 41-P (exhibit 4).
b. "Classification Sheet (Field), "Fl{A 38-P (exhibit 5).
c. Carbon "Field Agreement" FUA 50-P (exhibit 6).
d. "Personnel- Aflidavit," Standard Form 47 (exhibit l2l.
e. Copy ol "Report tothe District ManageronCertification," Fofln 18448.

Executive 0rder 8744 lexhibit B) authorizes the transfer or reinstatement
of an employee whose position nas brought into the classified service by the
Ranspeck Act and who between ApiL 23, I94I, and January I, 1942, has been
or is involuntarily separated without prejudice and who has completed at
least 6 moathsr continuous satisfactory service.

Upon selection of an individual for appointment under the conditions above,
the field appointing officer will prepare and transmit to:

I. The Civil Service District Manager:

a. Request for authority for temporary appointnent pending trausfer or
reinstatement under the provisions of Executive Order 8744.

b. "Temporary Appointment, irausfer, etc.'," CSC 375 (exhibit 3).
c. Description of duties to be performed.

Upon receipt of authority for the temporary employment from the district
matrager, the field appointing officer will notify the appointee to rE)ort, for
duty, at which tirae tre will prE)are and transmit to:

I. The Civil Service District Manager:

a. Carbon of 'rField Agreement," Fl{A so-P (exhibit 6).
2. The l{ashington office:

a. Letter of authority from the District Manager for emergency appoint-
ment pendiug tratrsfer or reiustatement under the provisionsof Execu-
tive 0rder 8744.

b. "Request for Trarsfer, Reinstatement, Change in Status," CSC 46, in
duplicate (exh.ibit 2).

(b c. CSC FormgSeS (executed by the Appointing Officer of the agency from
which the individual was sqrarated).

d. CSC Form 375 in duplicate (exhibit 5).
e. "Applidation for Employment," Fl{A SI-P (exhibit 4).
t. "Classification Sheet, (Field)," Fl{A 38-P (exhibit 5).
g. Original of "Field Agreement," FI{A so-P (exhibit 6).
h. "Declaration of Appointee," CSC 124b (exhibit 8).
i. "Fiagerprint Chart," CSC 2390 (exhibit 10).
j. "Certificate of Medical Examination," CSC 2413 lexhibit 11).
k. "Personnel Affidavit," Standard Form 47 (exhibil' l2l.

Revlsed AuE. 1, 1941
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Upon receipt in the l{ashington office of the approval of the trarsler or
reitrstatemetrt by the Civil Service Commission, this change'will be made in
the employeesrappointnent record and the Field Appointing 0fficer will be
notified of its approval.

Executive Order No. 8564 dated 0ctober 8, 194O, provides:

l{henever, because of a publ-ic exigency directly connectedwith the National $xeg'luti-w
defeuse program or because of the urgency of the immediate filling o1 oder 8564

the position involved in such program, the Civil Serrice Comni'ssion
detemrines that it is in the public interest to do'so, it may authorize
the filling of any position cotrtrected with the national deferse progralr
for a term not extending beyond the duration of the national delense
program without regard to the competitive reguirements of the Civil Service
ru1es, subject to'such notr-competitive testsot fi'tness as the Commission
nay prescribe. PersoES so appoiBted willnot thereby acquireaclassified
{ competitive ) Civil' Service status.

I{henever authority is granted under the provisioos of Executive Order 8564,
the field appointing officer wlll secure approval from the district manager
of the qualificatiors of the person selected by the 'submission of completed
Forrn CSC 375 together nith an indication of the position and description of
duties to be performed.

I{hen authority is received for the appointment of a specific individual,
the field appointing olficer will notify him to report for duty atrd at that
time secure and forward the following forms:

1. To the district natrager:

a. Carbon of iField Agreement," FI{A m-P (exhibit 6}.
b. "Declaration of Appointee," CSC I24b (exhibit 8).
c. I'Fingerprint Chart, " CSC 23fi (exhibit lO ) .

2. To the l{ashington office:
a. Copy of CSC Forn 375 (erhibit 3).
b. "Application for Ernployment,' flA 51-P (exhibit 41.
c. r'Classification Sheet, (Fie1d)," FI{A 38-P (exhibit 5).
d. Original of "Field Agreement," Fl{A sO-P (exhibit 6).
e. "Personnel Affidavit," Standard Form 47 (exhibit 121.
f. Letter of authority for appoitrtment under the provisionsofExecutive

Order 8564 showing approval of the persotr appointed.
Absercc of
ELigiblcs

Due to the shortage of the labor supply iu many occupational groups, oc-
casious will arise when qualified eligibles cannot be secured by the regular
Civil Service recruitment processes outlined above. I{hen 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 ol such
authority, the field appointing officer will detennine the availability ol
eligibles lrom othersources. Ihese sources will vary nith each housing site.
Contacts should be nade rith 1ocal UnitedStates, State, andmunicipal anploy-
nent offices, building and trades councils, labor organizaliotrs, or technicaL
and prolessional societies when appropriate.

The district natrager, in the absence of eligibles, may grant authority lor
appointnent pending the establishment of a register of eligibles to positions
for which an examination is pendiug or is to be announced. If applicatious
are being accepted, the field appointing officer may request the certification
of an applicant.known to possess the required qual-ificatious. If the closing
Revlsed Aug. 1, 1941
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date for acceptance of applications has passed, selections must be made from
applicaatswho have filed forthe examination. The district nanager may submit
a list of the names of applicaats to which will be added upoo request the
names of individuals desired by the field appointing officer, who also have
filed applications with the District Manager. Selection rnay be made fron
any of the names listed without regard to the order of ranking, in contfast
to the procedure for probational and temporatry certificates from regular
registers. l{hen a selectioa has been rnade, the field appointing officer
shouLd notify the appointee !o report for duty and al that time secure and
forward the foll-owing 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 oot previously subrnitted.
c. Report of action takeo, on carbon of list of applicanti submitted by

the District Manager.

2. To the Washington office:
a. "Application for Employrnent," FI{A 41-P (exhibit 4).
b. "Classification Sheet (Field)," FWA 38-P (exhibit 5).
c. "Field Agreenent," FlfA 50-P (exhibit 6).
d. "Personnel Af f idavit,r' Sta.ndard Form 47 (exhibit I2l .

e. Copy of letter of authority fron the District Manager.

Department Circular Letter No. 8Ot (exhibit E) outliues modifications of
this rule in effect in Defense Agencies

In cases where urgetrt 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 eligibil-ity. TheCivil Service District Manager nustbe notified
(by telegran or telephone) of the necessity for the appointment. h special
instances, such as nay ariseon evenings, weekends,or holidays,the ernployment
should be effected a.nd 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 nanager:

a. One notarized copy of CSC Form 375 (exhibit 3).
b. "Application for Employment," FWA 41-P (exhibit 4).
c. "Classification Sheet (Field),r' FWA 38-P (exhibit 5).
d. tho copies of "Field Agree'ment," FI{A 50-P (exhibit 6), with the re-

quest that the original be stamped "Approvedl and forwarded via air
mail to the Federal Works Agency, I{ashington.

e. "Fingerprint Chart," CSC 2390 (exhibit 10).
f . rrPersonnel Af f idavit," Standard Forrn 47 (exhibit 12).

AlL appointments are subject to final approvalby the Civil ServiceDistrict
Managerandby the Federal Works Administrator. The districtmanagerwill pass
on the select ion on the basis of the forms tratrsnitted to 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 appoiating officer
advising that the appointment has been confirned by the Federal Works Adrnin-
istrator. The original should be given the employee and a copy retained in
the project files.

Revlsed Aug. 1, 1941
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Field appointing officers will find it necessary to enploy nechanics for
a few days to perforn work of an emergency or nonrecurriog nature at the
prevailing occupational wage scale which will be considerably in exiess ol
that allowed by the classification pay scale (exhibit 1).

Il the total anount required to complete the job will not exced $100, ar-
rangenetrts for its performatrce should be made on a contract basis as outlined
under Fiscal Prdctices, page F.035, rather than in accordance with Civil
Service regulations.

"Fingerprint Chartr': Fingerprints may be taken by boards of Civil Service
Exaniners at first- andsecond-class post offices, District Civil Service Com-

mission offices, rnilitary establishnents, or police departnetrts.

"Field Agreement" should be completed and distributed as indicated above,
retaining otre copy in the project files and giving otre copy to the enproyee.
This forrn should not beexecuted prior to reporting for duty since it consti-
tutes a certificatiotr of actual entrance on duty.

Furloughs rnay be made where the services of an employee nay or nust be
dispensed with because of cessatiotr of work, reorganization, or other sinilar
re.rsons. A furlough will not be granted in lieu of separation ualess there
is reasonabl-e expectancy thet the ernployee may be returned to the same position
within 6 months.

The procedure tobe followed ineffecting furloughs where a uunber of enploy-
ees are to be furloughed will be in accordance with established Civil Serice
Rules and Regulations and any such contemplated action should be referred to
I{ashington for check as to conpliance with proper procedure.

Any field employee who desires to resign from the service should subnit to
the field appointing officer a letterofresignation addressedtothe Director
of Personnel to be tratrsfliitted tothe l{ashington office The field appointiry
officer shaLl attach to this letter a nemorandum reconmending the action to
be taken. The enrployee (in hisletter of resignation) and the field appoitrtitrg
officer (in his meinorAndun) shall naketheresignation and the reconmendation
read "Bffective at the expiration of accumulated and accrped annual Ieave.
Last day of active duty (date). " A resignation shall show future address of
the enployee atrd the reasons for resignatioa.

An employee vho has submittedhisresignatiotr may, upon the approval ol the
lield appointing officer, the Director of Personnel, and the head of the
division or adninistration, withdraw such resignatiotr before the effective
date thereof and be continued ia service,

In cases where it is necessary to make reductions in field offices without
prejudice, the Personnel Office in Washington should be notified as far in
advance as possible by the head of the division or administration in order to
ensure compliance with all regulations under the law.

In general, nosuspension shall bemade bya field appointing officer without
prior approval of the head of the division or administratiotr a.nd the Director
of Personnel. This may besecured by telephoneortelegraph ia cases requiring
irurrediate actiotr. Uhere it is necessary to make suspension at ooce for the
good of the service, and under the circunstatrces it is aot possible to secure
approval from the Washington office (such asinconnection with a night-shift
empl-oyee), the field appointing officer may nake the suspensioa imrediately.
Such drastic cases shall be handled by wire or telephotre to the l{ashingtotr
office, requesting confirmation as sootr thereatter as practicable.

RevlEed l'ug. 1, 1941
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When a field appointing officer has approval orconfirmatiotr of suspension,
he shall inmediately send a full statement of reasons for suspensioa to the
l{ashington officg.

fn cases of nonurgent character, the statement sha1l be received inl{ashingtm
at least 5 days before the effective date of the suspension in order that the
necessary approvals and concurrences may be secured. I{here the suspension is
a tenporary cessation of employment without pay, for purposes ol disciplinary
action, confirnation of action of the field appointing officer will be effected
by the Personnel 0lfice in l{ashingtotr by fornal letter to the enployee with
a copy to his supervisor, forwarded through official channels. In cases
where suspetrsiotrs are effected pending action with a vieu toward sqlaration
for cause, the Personnel office will direct a letter to the employee with a
copy to his supervisor, forwarded through official channels, preferring charges
agaiust hin and usually allowing from 5 to 5 days after receipt by the employee
in which to atrsryer. The employeer's letter arswering the charges will be sent
to the l{ashington office through the field appointing officer accompanied by
any reconmendatiors the appointing officer wishes to make. If administrative
determination in l{ashington results iu the confirmation of suspeusion and
consequent separation of the employee, fonnal notice to this effect will be
issued. If the charges are arswered adequately by the employee and the
recommeodation of the field appointing olficer is not deemed warranted, a
restoration-to-duty order will be issued from Washington and the ernployee
will resuue work.

The name of each employee suspended for any reasotr shall not be removed
from the pay ro11 until the field appointing officerhasbeen duly authorized
to do .so by the Director of Personnel. The suspended employee shall be charged
with leave uithout pay during the period of suspetrsion. The later cotrversiotr
of thi's leave into annual leave i's a matter for administrative deternination
in thel{ashington office, and each casewill be handledon its individual merits.

The field appointing oflicermay recorunend suspeusion of an employee, without
pay, Lot disciplinary purposes for an aggregate period not exceeding 90 days
in any l}rnouth period. The determination of the length of suspetrsion shall
be made in l{ashington. Any reconmended suspeusion which would have the effect
of making greater than 90 days the aggregate time during which the alfected
erployee is suspended without pay during the l2-month period, shall be deemed

a reconmendation for sqraration for cause and shall be subj ect to the provisiors
coacerning such separatioss.

The following shall be sufficient cause for removal, though removals may

be nade for other causes similar to those enumerated:

I. If the employee is inconrpetent or inefficient in the performance of his
duti es.

2. If the employee has been wantonly carelessor negligent in the performance
of his duties.

3. If the employee has been offersive in his .conduct toward his felLow em-

ploYees or toward the public.
4. If the employee has violated any lawtul or official regulatiotr or order

or failed to obey any lawlul and reasonable direction given him by his
superior officer when such violation or failure to obey arounts to
insubordination or serious breach of discipline which nay reasonably be

erpected to result in a lower rnorale in tte otgatizal.ion or to result in
serious loss, inconYenience, or injury to the Agency or to the public.

Revlsed Aug. 1i 1941
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5. If the employee has taken for personal use a fee, gift, or other valuable
thing in the course ofhiswork or in connection with it, whetr such fee,
gift, or other valuable thing is given him by atry person in the hope of
or expectation of receiving a tavor or better treatnent than that ac-
corded other persons.

6. If the employee during employment has bee! convicted of a criminal of-
fense or of a misdemeatror 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 withanelection or affecting the result thereof,
or has takeu 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.
Io no case may atr employee be renoved on account of his racial, religious,

or political opinions or affiliations, or for refusing to contribute to a
political fund, or to reoder political services. Furthermore, there shall be
no discrimination in removals because of membership or nonmembership in a
uoion, or because of presentatiotr of complaint or appeal or the tes.tifying io
connectiotr with either of these.

Employees may be removed for cause only upon action by the Administrator
of the Federal t{orks Agency after review by the Director of Personnel of written
charges filed by the head of the division or administration. These writteo
charges should be substantiated by a cornplete report of the facts of the case.

A recomrnendation for dismissal of an apointee during the probatiotrary
period may be submitted if a fuIl and fair trial of not less than one month
clearly indicates that the probationer is unfitted for the satisfactory per-
fornance of the duties to which he is assigned and shall include a fu1l
explanation of the reasotrs for such dismissal.

Enployees other than custodial at defense housing projects, both permanent
and temporary, shall observe a 39-hour week, 7 hours each day and 4 hours on
Saturday. All enployees in the Custodial Service shall observe a 44-hour
week, 8 hours each day 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 appointiug officer.

In event of an injury to an enrployee of the Federal l/orks Agency during
the performance of his duty, field appointing officers shall follow the reportiBg
system and Government injury compensatiotr plau which is described in the
booklet of "Regulationsrr of theUnited States Employeesr Compensation Commis-
sion. Ihe l{ashington office should be notified inmediately 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:
Itr * I No discrimination shall be exercised, threatened or promised by any

persotr in the executive civil service against or in favor of any applicant,
eligible, oremployee in the classified service because of race, or his poli-
Revlsed Aug. 1, 1941
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tical, or religious opinions or afliliations except as may be authorized or
reguired by law. I'

The Federal Works Agency is committed to a policy of nondiscrirnination in
employment opportunities and in the programs under its jurisdiction.

The 0ffice of Race Relations has as one of its prinary duties the inprove-
nent of opportunities for quaLified Negro personnel in the Federal l{orks
Agency.

FieLd appointing officers, as repi€sentatives of the Federal Yorks Agency,
will- be expected to carry out the policies of the Agency as well as the re-
quirenents of Civil Service as set forth a,bove.

Rovlsed Aug. 1, 1941
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RETIRETEI{T

All employees of the Office of the Administrator who have Civil Service
status orwho are servitrg a probationary period are subj ect to the Ret irement {ct.
Therefore 3* percent of the pay check of each of these employeesisregularly
deducted for the Retirement Fuud.

All enrployqes (except laborers, mechanics, post office cterks and carriers,
and employees engaged in hazardovs occupations) must retire at the aqe of ?O

or may retire at the age of 68 if they have had 30 or more years of service.
The general pLan of retirenent payments is the system known as the Nou-

Forfeiture Annuity. This plan provides for a regutar monthlypaymeutlasting
from the ti,me of retirement to the death of the annuita[t withanyunexpended
balance atdeath gqing gither to a designated beneficiary or to the estate of
the annuitant.

The Non-Forfeiture Annuity iscomputed by one of the plans.aid the'enployee
can choose the plan which will give him the largqr annuity.

PLon t. This annuity is composed of:
a. $30 for each year of servi.ce up to 30 years (except that this portiou

must not exceed three-quarters of the average annualpayreceived by the ettr-
ployee during any 5 cotrsecutive years of service.; p1-us

, b. the anouot of annuity purchasable with the sum to the mrf,loyeers indi-
vidual accoutrt with 4 percent interest compounded annua1Ly.

Plon z. This plan is to be used whenever Plan I does trot produce a Latget
airount. The annuity under this plan is cornputed as follows: Multiply t.he

average annual'basic pay (not to exceed S1,500 ger annun); f€ce.ived by the
enployee during atry 5 cotrsecutive years of allowable service, 'by the aurnber
gf years of service (not exceeding 30 years), and divide by 40. This mpthod
'it a salary of $1,600 or more at retirement with service of 30 ybars witl
Yield $1,200 per annum.

Plar. 2 is provided in order to give those who come uuder the retiremetrt
syste'n relatively late ia life b higher minimum benefit thantheywouLdother-
wise get.

Plan Ionthe other hand will yield a higher benefit to younger pereous who

will accumulate a gr?a'et amount in their intlividual account.

The following chart will illustrate the amounts received after various
periods of service at various basic salaries:

Retire*ent ltcore ot Age of 70
of-lterage Solory llter Serul,ce

45 ledrs

RETIREMENT

E!{PIJO]EES
STJBJECE

RETIBEMENT
AGE

BENET'ITS

COMPUTATION
OF AIIIIUITY

$ 1, 280
1,440

$1,310
1,390
L,470
1, 640
1,910
2,445
3,260

.There are two other general plans which may be cho.sen.

This annuity ismuch the sane as th€ general annuity system described above
with the exception that any unexpended balance.in the iadividual account is
forfeited and returned to the geueral fund rather than being given to the

AIfERNAIE
PITANS

Forfeiture
honttty

15 yedrs 30 ,edrs

$s20
640
600
600
615
705
840

$ 1, 090
L,130
1,200
L,244
L,370
1,615
1,990
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estate of the atrtruitant. The adyaotage ol this plan is that it orovides for
a somewhat larger annuity thaa the ootrforfeiture p1an.

This plan provides for a somewhat reduced annuity during thelife of the
aunuitant and payments to the designated beneficiary for 1ife, beginninq at
the death of. the aunuitant.

This plan takes two general forus:
1. 0ption (a) in which the.annuity to the beueficiary after the death of

the annuitant is equal to the payrents made to the aonuitant.
2; 0ption (b) in which the annuity to the beneficiary after the death of

the aunuitant is one-hatf that neceived by the annuitant. Obviously the oay-
ments made to the annuitant utrder 0ption (b) are greater than those under
Optiou (b). Also obvious is the fact that the payments under either Ootion
(al or (b) ofthe Joint andSurvivorship Aunuity will be less thaq the payqlents
under the general Nonforfeiture Annuity Plan.

Any person subject lo the Retirement Act, who has had a ninimun of 5 years
of service, will- receive an i[mediate annuity, calculated in the sane alarlner
as the regular annuity, upon proof of total tlisability. Aoplication for
Disability Auauitymustbern'aaeplior to leaviug the serviceorwithin 5 nonths
thereafter.

In the case of death of an employee, the total anoutrt of the reqular con-
tributions which he has made rith interest at 4 percent cornpoun4e4 annually,
is returned to his designated beneficiary or to his estate.

Death Prior
To Retirernent

An enployee who is involuntarily separated nay receive the total anount of
the regular cootributious which he has made with interest at 4 percent co'n-
pounded annually, if the separatioo is not due to nisconduct.

Aa employeeso separated, who is45 yeafsold or over and who has had 15or nore
years service, nayelect one of the following alternatives to the above plani

1. A fixed annuity tobegin at the age of 70 co'rputedas the reqular annuity, or
2. A fixed annuity per year beginning at the time of separation if the em-

ployee is 55 or over, or beginnine at the age of 55 if the employee is less t han that
age. The annual paymeqt inthis case is lr.ss than that under (1)above because
of the younger age at which payments begitr.

In either of these cases the employee has returned to hin the total arnouot
of his contributions with interest , minus a sum (called I'tontine'r I of gt ler
nonth of sentice.

If enrployees who have not had civit service status are placed uader the
provisions of the Retirement Act, their retirement account is given credit
for that portion of the retirement benefit which would have been paidforout
of the general retirement fund for service rendere'' prior to the time they
are placed under the Retirernent 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 itrcrease their retirenent inco'ne by the a'nount which
would have been purchased by their own cont.ributions, if they defosit such
contributions (onback salary fron whichnodeductions uere node) withconfound,
interest of 4 fercelt. These defosits noy be node in installnents.

Y9!!IIABI_ Employees m€iy increase the annuity they will receiye by rnaking voluntary
coMRrBUTroNSdeposits (in multiples of $25, but not nore than 10 percent of their total

anuual salary since tgZO) of sums in addition to the ieqular 3l percent con-
tribution. These voluntary contributious bear interest at 3percent compounded
annually. In any case of resignatibn or separation the fu1l arnount of these
voluutary contributions, uith interest, is returned to the employee.

Imtoltmtorv
Seborotioi
Prior to
Retiranent

Resionotion
(or Sebora-
tion z.hth
Preiudice)
Prtbr to
Retirenent.

ACOUISITION
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AT'TER X
YEARS OF
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. TRA tlil ilG

You have covered in some detail the procedures and policies that are to be
followed in recruiting and est,ablishing and operating a maintenance staff.
The next step will be tb introduce these people properly to the work on'your
project, so that they will quickly acquire the necessary knowledge and become
adequate and competent he1p.

You realize that even though the employees you have selected are basically
Qualified to do the work, they must sti11 learn specific information about
their jobs beforetheycatr properly fulfill their dutiesandresporsibiLities.
This educational function which we call "personneL training" i's your respon-
sibility as a Housing llanager 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
of the job. Your enrployees should be informed as to the type of agency they
are becoming apatt of, its make-up, otgatizalion, andrelation to other Gov-
ertrment departments. They should know aqd understand their status; working
hours, holidays, annual and sick leave regulations, retirement, employee con-
petrsation, and any other privileges or obligatious which are parts of their
jobs. It is especially important that they leara of the defense housing
progran, the number of housing units in the project, theprinciples of tenant
selection, the geaeral physical structure, site lay-out, and the type of
equipnent with which each housing unit is supplied.

These are geaeral facts which employees should know so that in their rela-
tiorships with the public and the orgatizatiotr they will know rdhat they are
doing aud why. Most of this information is contained in the ilanagersr oper-
atiig manual or in the supplementary kits of information with which you will
be supplied.

It is not enough, however, to give the employees booklets and pamphlets.
It is recornrnended that you also include a series of staff meetiags for the
purpose of discussing the coDtetrt of the printed materials on the organization
and for encouraging questions that will eliminate doubt as to.policies and
nethods. This type ol stafl meeting proves val-uable not only during the in-
troductory period but also as a regular activity. Your staff will be kept
alert and infonned as tochanges in policyand their knowledge of the problems
of the project will continue to grow.

Actual job irstruction, which is the second problern in training employees,
i's more specific in nature and requires nore personal contact with the indi-
viduals assigned to the particular types of work. You are respousible lor
the calibre of work produced by your staff and it is essential that you or a
designated staff assistant devote sufficient time to training neu employees
in job routine.

It is impossible for an employee toperform an assignment efficiently unless
he has an eract knowledge of the duties involved. So tar 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 mainteaance rqrairs in the housing unit, collecting
rentals, or arswering the telephone. These procedures should be carefully
explained or demoustratedtothe employee before he undertakesthenew assiga-
nent. 0bservation of his initial performance will determine whether he is
lollowing approved nethods aad practices andil heisnot, further isstruction
can be given that will prevetrt the fornation of poor working habits.
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SUPERVISION
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The degree of continued supervisloo to be exercised will depend upon your
judgment of his skill and initiative. If the first training has been done
thoroughly, less attention to his routine work will be required and fewer
assignments nill have to be redone. Staff training pays dividends in many
ways, and not the least of thern is the greater anount of time allowed admin-
istrative officegs for ngnrggtine duties of management and planning. Nor
employees are egxious to succeed a"qd realize tiey are in need of luidance bnd

assistance. PEliince tn demoustratioss and explanatiors, judicious praise
fgr progress in assignmentqr anQ pgompt bUt courtfous co.rrectio[ o.f mistakes
are the elerng41q of a goq* iq-servic--. tr4ining program. I{heq thqse elements
are present, the efficienqy of aer-p91sonag1 ,riges rapidly and loyally t9 t[e
otganization is developed and sirengthened, lou Shar€ an equal responsibility
with the employee for his sirccess on lhe job.
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SERY ICE RAT IIIGS

Regulatious in the Federal service require that every employee be rated
annuaIly, as of April 15, as to his efficiencyoo the job. A ;ou classification
describes itr detail the duties, resporsibiliti6s, and qualificatiotrs 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
StatesCivil ServiceCornmission Service Rating Form Nos. 32OO and 8p01, copies
of which are attached. The forms provide for a description of quality of
perfornance, productivetress, and qualificatiotrs shown on the job. prior to
the completion of each rating period complete instructiors concerning the
procedure to be followed in making service ratingsforthe project staff will
be sent out from the l{ashington office.

It is importaut that the manager, as a sup.etrisory official resporsible lor
ratitrg employees, be thoroughly cognizant of the effect that hi's actions may
have on the futhreofthe employee being rated. If the rating is unfavorable,
it may mean the loss of a pronotion or even the denial of an opportutrity to
'secure employment at some future date. It is important to .ecognize also that
a too liberal attitude is not fair to the employee, because in that case hts
ability to perform his job satisfactorily is not properly evaluated.

Service ratings should be looked upon as ar opportutrity to study the job,
to discuss with the employee involved the opportunities presented by the job
in order to determine how he may overcone any shortcomiugs, to complineat hin
on good work accotplished, and to encourage him to furt,her inprovement. Used
in this way, the service rating i's one of the most effective training tools
available. Service ratings, then, are important not only to those being rated
but also to the rnanager, since they reflect directly upon his ability to
select, train, and supervise his'staff.

SinCe it is necessafy to rate enployees annually, the manager Eay lind it
helpful to make occasioaal informal notes for his files, of outstandingly good
or bad work perfonned by the staff, so that such information may be relerred
to at the tine service ratiugs are made. Such notes should not be made, how-
ever, unless the managerisnilling to point out reaknesses, aswell as strotrg
points, at the time he observes them, so that the members of the staff rill
know where they stand and what they can do to improve their'starding. An

employee who knows that he will be comnended 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 cones only at the
time service ratings are distributed.

The manager may find, too, that before making the ratings official, it is
very helpful both to him and to his employees to discuss the proposed ratitrg
with each one. Thi's gives the employee an opportunity to point out iterls in
which he believes he is being under-rated or over-rated. If he leels he has
been rated too low it i's possible that he rnay be able to produce evidence of
good work or remind the manager of specific work on which he was commended,

and $hich would justify a higher rating. At this tine, too, the manager nay
find the informal trotes referred to above to be of genuine assi'stance in
clarifying points uader discussion. At any rate, such a di'scussion wi1L give
the emplbyee a chance to express hi's feelings, and the malager an opportunity
to point out to him'specific ways in which he can inprove his perfornance on

the job.
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0n the other hand, if the job of r4ting employees is looked upon merely as

otre that hastobe done to conform with certain regulatioEsr then it had pro-
bably betler be left undone.

It is important, finally, that sufficient time be devoted to this matter of
rating employees in order to give to each one tte very ^careful and thoughtful
corsideration that his importance deserves.
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SERVICE RATING FORM
(Bed lDstrocttoo! oE bick o, tht! loru)

Chcct oc:
Superuirory -----.---- n
Noarupcrrrirory------- m

Name --------Jaue--Dprrgb--- --- Deprhncnt lederal--s-orks-.Aeenc+/
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___/- (b)
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1. Undediac tte elemeats which are espccidly important in thc poaitioa.

2. Mark noncupcrnioory eoployees on all elemcnt! ercept tb6c la ,r.rrb..
3. Mark rupcrviroqr employees oa all elemeats.

I. QUALITY OF PERFORMANCE

Gcacral dcocadabiliw: eccuracv.

W
SLiU eith which tbc important proccdures, ias(rumeats, or'machiace are

cmploycd in pcrforaiag his dutics.

I! bG bdortrbrDlqr.!!
rc 2IEEtlot.
tc {lrvEy(M.
6or 0llGood.
?a 8llfdr.
e ar0llUD!!tlSda?.

DrahtOid
frUrlfO!c
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Cooocrativman: abilitlz to work with_aad for othcre.

(a)
(b)
(c)
(d)
(e)
(f)
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II. PRODUCTIIdENESS

_--t_

Eer ndaf pdnail!, 6 clacat (a), if Laowa; otbmirc 6 (b) aad (c).

(a) Arnouat of work accompliohcd.
(u)
(c)
(d)

(gt t E dba .l@t ol thb olu

---- (c) Efrcrltivcncrr in acautin! adcquate output fuoan his unit.

rrl. QUALTFTCATIONS SHOWN ON JOB

Abilitv to lcarn and to orofit from c;ocricace.

Iudgment. eeanc of oromtioa. common--ecnrc^

Initiative and rerourcdulaar-

(8t t ut otlj d@ot ol tLi. dE @!dd@d)

------ (tt) Efrcrltiycncss in dllvelopinl and ttaininf eazp.loyccc.

---- (Crutodial ooly) Ability to pcrform ruch physical sork ar the job rcquircr.

Sum of ntings .

l?f/ Beport to employeeRetcd by

y'-.gff./l

CMD
Oa the wholc, do you coari&r

the deportmeat aad attitude
of thic employee tosard bir
work to be ratiafactory? . .

&uof-Er04r B4ort to hdo,-
8- 7 Erco[€Et.
t - 18 Vqy (hod,

It - re Clood.

{r{naD'o
Prtoaotsble wttbin gade ll bolov tap retary.

hoEotabb wtthlo 8rado I b.tov top !8lrry.
No salary chrpSo It tgcetvlnS ,DLldl6 laky G ab@ti ll

belov mtddlc, plBotobloEot boyood ElddLlrhrr.'
n - % fdr. R.du6 ola 8tsp tt above ulddlc ralaty..
26-$ Uoradrfactcy. DtmtctomlrmtDodtloa"

t fd Ou.2 erd Ch.g- +hr lorth lhri rte rtrl he .mdilml th. Elditr dir^

4

^r

L

Rcvicwcd by
C

&{r

Fsrt Gt
^Q'i-anr.r -



D.038 T FI\IA OEFENSE HOUSING MANAGERS' MANUAL

F.l.A.-€ CONDUCT REPORT

(Tblg spaco ls to bo used ln case the questlotr otr tho laco ol the sheet, rtgaEdlng tho oEploy@'s d6portEeot aEat atfitEde, hrr b€oD sorrtld ..No,,c..!atrty
Bo." IE such a caso glvs horr s luII stetement of the parttculBrs ln whicb tbe eoployee's coEduot hss b66 oDsstlsfrctory.)

(Bsting ofEcor)

t

INSTRUCTIONS TO RATING OFFICERS
1. Compare the qualiEcationc and performance of each employee, as demonstrated by his wo*, witb the actrnl nccds of thc poiti,oo. csr,

aidering the conditiona under which the work must be dooe. Beginning with ttre loweat grade (CAF-1, P-1, SP-I, Gr-l, or CM-l), rate each
aerieo of classes Guch ae Junior Stenognpher, CAF-2, Senior Stenographer, CAF-3, etc.) ae a separaE group. Kecp io Eind reamabb
gtandarda of pnrfmmance for the various grades. TLe same rating standardr should be applied t4 aI comp-ting eoployees io tlc$@ gnde,
inespective of tbe fact tlat ame may be receiving compensation at the minimrrm pay rat€ of the grade and-othcrc atligt€f Btea

2. Tf,e elernents G), G), G), etc., liat€d under each title (I, II, [I) are aot of equal importaoce. Underlinc the 'leoeot! whifi are
eapecially impctaot iD the positioo.

3. If the perfcmaoce of an employee io neither strong nor weak vrith respect to an eletoent, put a chect mart (ru ) on thc line at thc le&
of theelcm.t; if weak,arninuo(-); if etroog,aplus(*).

Diffetentiatc cuefully ao@g the eeveril elemen6. Extreme care ehorild be taLea to avoid baoing aU marke on rolDe o& s@g or EtaI
chanrct€rfutic of the eoployee. A pereon who desewee a plue or minue oa one eleoent doeg not D6e6sadly E€rit the rau nart o all
dreota.

4. Ifioyourjudgmenttheemployer',iecxcclhaton"I. Qualityof Performanc€",indicatethisbylor2inthcbcxgtherigbti
if l'r,ry g@d------------ by 3 or 4 if. foh---------------- by 7 c 8
if gad----------------- by 5 or 6 if tnsotisfaol------ by 9 c 10

Indicate your ratings on titles II and III in the oame mentier.

T[e numerical ratinge on the titlea (I, II, and III) are not derived by a mechanical arilnary of the deoeot rnarka but &pcad oo the beet
judgmrt of the rating oficer as to how well tbc employee Eeeta the breder rcquircoeotr of the poaitbo" Thir judgDcnt i! udlEd_by
theilemnt marLe, but is not rigidly det€rmioed by tbeo. Tf,ere marls imure that t[e employec'c perfcmarc on tbe elcocotr Ehich aftct
Quality of Perfcoance, Productiveness, and Qruli6catiooe $howo oo the Job will be cooridired.

5. The rating to be reported to the employee by tle bmrd of reeiew is tbe adjective ccrcopmding to 'Eurn irf ntioga" o I, II, aod III,
ae giveo in the table at the bottorn of the rating fcm.

6. Marls and ratings should 6ret be roade lightly with peocil. After all yor employea have beea rated, compare aod corddtt the urta
and ratinga asaigFred to the various employeee in the saroc clarses, mate any necrsery alt ratioD!, aad indicate the marlr and ratingrio
black int.

7. Tbe narne of an employec rated on a service of lesE thau 90 daya should be followed by the notation; "Irro tbaa 90 daya"
8, Tbe queatioo on deportment should be answered "Yes". "No", or "Fairly eo." If the rnew€f i8 "No" or "Fairly ro". tt lhorld bc

erplained in the space provided above. Rating oftcero ehorld not allow unratisfactory condrrct to influeoce marLr c ratiaS!. cxo1lt a! it roay
actrnlly afect an employee'e performaace on eome epeci6c elemrt or elemta

9. Complete tte ratioga pronpdy. Subnit thc eigoed and dat€d rati.g formr to tLe reviewing o6ccr.

INSTRUCTIONS TO REVIEWING OFFICER+9

1. Compare r:he narLa aod ratinge asoigned by the di:frerent rating oficera under yorr lup€rvisim, noting arch crtttiot rr rnay be
neceosary to secure rcarmable uoiforunty of itandards and accuracy in the marls and ia the ratinge.

2. Make ccrectione with red ink, but do not cro&r out or erase the Earkr or ratings made by the rating o6ccr. Bdac eny nrrtr c ntingr
ale changed discuss tben with the rating o6ccr.

3. Suboit the oigned and dated rating forme to thc bmrd of rwiew prompdy.



PERSONNEL POLICIES AND ADMINISTRATION . D.ore

F.l.A.{
trcn 3ill-(April 1935)

U. 8. Olvll Ecvle OoomlsslonI CL.rlorcartoN 8Y!.Borr

Scvlo GEdo CIN
SERVICE RATING FORM

CRed lnstructtous oD boct ol tbrs lotE)

Cbcck oae:

Supervisor5r ---------. tr
Noanupcrvirory------ fl

Name Depertment

1. Uaderline the elements which are especially importaat in thc porition.

2. Mark nonaupervisory employees on all elcmeats erccpt thosc iDifarr'c!.

3. Mark aupervisory cmployees oa all clcoeatc.

Oallqtolirr
nrrlcglllqro:

/ It D.ttbc ltsolc
D6rqtDoht.

- lt'utpolrt
+ll!tsu8DolDt

(a)
(b)
(c)
(d)
(e)

(Bur@u) (Division) (Sectlon)

Asrount of sork accomplirhed
Application ofenergy, iatcrcst, and technical resources to duties; iadurtry.
Efiectivcnegs ia plaoning ror ar to utilizc time to best advaatage.

Cmpletiag aaeigroart!; EaHrrg progrcsr oa assiped projccta
Compoaing adeguate rcptrts c o[ter reguired *ritingr.

(Subseetioa)

hbGt lor'.!.o-tFtccr
l6 2ll Erc.llot.
86 {ltvoryCM.
6c oit.M.
?c tlltrlh.
oa,Ulllu!! tkfr.tcr.

ncvHf
OO.r

Erd{
O!.rI. QUALTTY OF PERFORIVTANCE

---- (a) f!s6'6u8hn65; adcq,acy of res,lts.

----- (b) Geaeral &pea&bility; accuracy of results.

--- (c) Tee.hnical rkill with which the importaat procedures.or ialtruacatt arc
cmployed in performing his duties.

----- (d) Origiaal contributionr to method or knowlcdge.

:--- (c) Dfrcctiveness in lattinll llood wotk done by his unit.

II. PRODUCTI\IENESS

----- (f)
Gh.t w ott-d@t of titr dr eddad)

III. QUALTFTCATTONS STTOWN ON JOB
(a) Kaowlcdge of particular 6dd of wck and of thc fuadanort L oo

whicb it ia bared.
(b) Aulyticd ability; construcdve rearoning in the fietd of apccializatioa.
(c) Scieatific or profeuioaal attitudc; fairncrq frcedom from biar.
(d) Judgpeat, leoee of propctioo, cotnmoa lcare.
(c) Iaitiativc, rcsourcdulnar; ability to grow.
(O Coopcrativcacar; ability to woL with and fo oticrr.
(c)

--- 
(rr) Efrcotlvcncrie in dcvcloltinS and ttainin! erl,ploycea.

Sum of ntings

Retcd by Beport to employee
(Bottt8 oEdr) (Dar.)

(Rovtowttgd@) (Daio)

Oa thc whole, do you coodder
the deportmeat and attitude
of this employce toward his
work to bb satisfactory? . .

(Answer "Yd", "
Revtcrcd by

ta''..il!I

surolDral{! DryroEdeyc
8 - 7 Ercellot.
8- 18 Vcry0ood.
L- re Ooo&

$ldncen
PloEotablo plthh grade lI belor top sataryr

homortable wlthln gradc il belor top calary.
No aelary change ll rccetvtng mtddle salary or above; ll

b.lov Elddlo, DtroEotoble not beyoad mkldh salory.

Badu.a oDa stoD I obovo midallo.salsry.

Dhrlsr t'o[D Ds@at DctttoD.

n-.1
26-It

,81r.
UDlattea&

dE



D.flO o Ff,A DEFEXSE IOTSI}IG T.AIIAGERSI lAruAL

F.l.A.€ CONDUCT REPORT

(Tbls spe6 ls to bo used la cese the questlon on the lace ol th6 sh6t, t€gErdlng tho omploy€o's doportEont End Bttttude, bas bo6n aas
so." In suc! I cdso givo hers s lull statemolt o( tho pBrtlculsE h wblch tho oEploy€o's conduct has been uasstists.tory.)

(B8titrg oEG)

INSTRUCTIONS TO RATING OFFICERS

1. Compare t.he qualiEcations and performance of each eoployee, aa demuratnted by hir work, with the actual need.r of the paition cm,
aidering the conditiona uoder which the work muat be done. Eeginniog rsith the loweet grade (CAF-l, P-1, SP-I, Cu-l, m CM-l), nte -ch
aerics of ctaeser (euch ao Juoior Stenographer, C.AF-2, Senior Steaqnpher, CAP-3, etc.) ae a eparat€ group. Keep io nind rearonable
etaodarde of perfuoance fc the varioug grades. The aame rating rtandard! should be app[ed to all competing enployeee in the raroe gmde,
trerpective of the fact tbat soroe nay be receiving compensation at tbe mininum pay rate of the grade and othere at higher ratea

2. Tklelements (a), (b). (c), et ., listed under each title (I, [ III) are oot of equalimportaoce. Underlioe tbe deoentr whichare
eapecially impc'taot io the pciti@.- 

l. ftfe pof*.."o of an employee is neither stroog nor weal vdth relpect to an eleocnt, put 8 ch;L Eart (/) oo the lir at the left
of thedeoeoq if wealqaninus(-); if strong,aplus(*).

Df,erentiate careftlly among the e€v€ral eleento. Ertreme care rhould be teten to avoid bedDg all marks on soNre onc sttmg or weat
charact€rbtic of the employee. a p"r.ot who dererves a plus c minue oo ooe cleoent does not neceearily Dcrit the rame mrt oo all
elemts.

1. If in yo:r judgoeqt the employee ia crr'tlbat oo "I. Quelity of Pcrformence ", iDdicate thie !y I c 2 ia the box at the right;
if wl good------------ by 3 or 4 if fab---------------- by 7 c 8
if oa*l by5or6 lf uasotstrcury----.- by 9 c 10

lae numerical ratingr on the tidee (I, II, and III) are not derived by a roechenical ilarnary of the eleoent marka, but dep€nd on tbc best
judgrcnt of the reting olEcer ae to how well t.he employee Eeetr thc breder Equirements of thc position. Thir judgmat ia aauirted by
the-eleoent marLs, but ie not rigidly determircd by them. Tbcse Earts iruure 6et tle eoployee's pcrforrnance on the elenenta wbich afect.
Quality of Performance, Productivenese, and Qualificatione Shown on tAe Job will be coolid€r€d.

5. The rating to be reported to the employee by the boad of rcview ic t.he adjective caneeponding to "Srun ofratinga" on I, II, and III,
ac giveo in the tabb at the bottom of the rating form

6. Ma*s and ratinge ehould 6ret be na& lightly with pencil. After all yorr coployees have been rated. coolnre and considet the Eartr
grd.ra.{nge assigned to the various eoployees in t.he iaoe cl".sci, mate any taeseary alteretione, and indicate the marke and ratioga in
blact iol.

!. The name of an eroployee rated on a ecrvice of les8 than 90 dryr dneld bc followed by the notation, "Lees than 90 dayo."
8. The queatioo on deportment shoutd be answef,ed "Yes", 'No", 6l 'F3irly ro," If the anewer ie 'T.Io" or "Fairly !o", it should be

erplained io the apace provi&d above. Rating olEcere should not allow unratiafectory conduct to infuence oarks c ratiogc, ercept a6 it Eay
acarally afect aa emphyee's pcrforDimce on !o[re 6peci6c elircot c clerPptr.

9. C@plet€ the ratings promptly. Subnit the signed and dated rating froe to the rcviewing o6cer.

INSTRUCTIONS TO R"EVIEWING OFFICERS

1. Clrnpare tbe rnarls and ratinge assigned by tbc diferent rating dctre rmdtr yorr sup€reiEioo, noting such ccrectimg ae mey be
neceeary to eecure rcaronable uniforoity of atandarde and accuracy io tAc marlr and in tbe ratingo.

2. Make cwctiona qdth red ink, but do not croos out or eraee tbe rirarts or rati.ga ma& by the rating o6cer. Befae any marha or ratioge
are chaoged discusr them with the rating o6cer.

3. Sub,nit the aigrrd aod dated rating fcos to the board of reviEw prmpdy.



PERSONNEL POL I CI ES AND ADMI N LSISATIoN o D 041

DEFIIIIT!OII OF PERSOIIlIEL TERMS

The following definitions shall govern the inter?retation of terrns used in persoanel
Administration in the Federal lforks Agency.

Accunulotcd Annual Leaac.-Unused annual leave, oot exceeding 6O days, which has accrued
during years ,rior to the current calendor yeor.

Accrued, Leave. -That part of the current annual leave accumulated but not used duriag the
expired part of the current calendar year.

Adninistratiae or Nonnl ChanneLs.-these are the supervisory or administrative lines ot
authority correspondiag to the adrninistrative structure of atr organizatioa, proceedingfrom
the point of origin through all supervisory officers respoosible for review or approval to
the headof the organizationorconversely from the appropriate supervisory official through
subordinate officials to the employee respousible for the execution of the required duties.

Adninistratiae lrgonization.-This includes the entire administrativeandoperating staff
of the Federal ltorks Agency.

ALlocation -The desigoation ol a position on the basis of duties and respousibilities as
of a specific class and grade.

Certificatc ol EligiDIcs.-A list of names from the top of an appropriate register of
eligibles, submitted upoa request by the United States Civil Service Comnissioa.

Citil Scruicc Status.-Au individual is said to have "Civi1 Service status't when he is
serving in a position, in the competitive Civil Service under a permanent appoiutment or if,
having so served, he is eligible for reinstatement to a positiou in the competitive Civil
Service.

Ciail Scntice Rating.-An individual has a Civil Service ratitrg when he has successfully'
completed a Civil Service competitive examination aud when his name appears on an eligible
register maintained by the United States Civil Service Commission.

Clossilied (Con)etitiac) Civil Senticc.-The general term used to include all positiors in
the Federal service which are subject to examination for appointment under Civil Service
1aw and rules.

Classificotion Plan.- A systern used in administration by which positioss in the sewice
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.

Closs Title.-The name adopted in the plan of classification to desigtrate each class and
each position in a class on all pay ro1ls, budget estimates, and official personnel records
pertainiag to the position.

Conlirmotion of Allointment.-The formal approval by the Administrator of the action of
the Eousing }lanager in the field in entering employees on duty.

Current Annuol Leoae. -The leave authotized by statute for the current year.

Demotiott. -The change of an incumbent of one position to another position of a lower grade.

Energcncy EnfLoyees.-Those whose competrsation is paid from emergency funds aad whose
tenure of appointmeht is limited to the period for which the emergency funds are available.

En)Loyce.-The incumbent of a position, holdiug the position inaccordancewith applicable
law, rule,or regulation.

EtigibLe Register or Register of Etigibles.-The designatioo git"o a listofthe names ot
persotrs who have been found qualified through suitable tests conducted by the United States
Civil Service Commission for employment in positions in the competitive service.

Excefted Setttice.-The general term used to include all positioss in the Federal'service
which are Dot subject to examination for appointment under Civil Service law and rules.

Revlsod Aug. 1, 1041



D.042 o Ft{A DEFENSE HOUSING MANAGERST MANUAL

Field Affointing 1fficers.-Field executives and employees to whom appointing authority
is delegated by the Adrninistrator' ( and the cotrstituetrt agencies) are designated and shall
be known as Field Appointing 0fficers. Field Appointing 0fficers are Defeuse Eousing
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 separatiotr of an employee, without pay, made without prejudice to
the enployee and with intention to restore to duty in the same position within 6 months.

Increase in Rote of Poy or Adninistrotiae Increase.-Increase in compensation within the
salary range of the same gtade. These increases must have the prior appmval of the Aamin-
i st rator.

Indefinite Enfloyee.-One appointed for the'rduration of the job" and who, although paid
only when actually employed, is continuously employed or required to be available for duty
for a period ol not less than I month, as distinguished from part-time or itrtemittent em-
ployees.

Permaneat Appointnent.-Appointment to a permauetrt position on a continuous fuil-time
basis without limitation as to length of service, such probationary tenn as is required by
1aw or administrative regulation having been satisfactorily served in the same or another
position.

Permonent Enfloyee.-0ne appointed without limitatioa as to lengthof serviceor for defi-
nite periods in excess of 6 months.

Probationol Allointnent.-Appointment to a permanent position on a continuous full-time
basis for a prespecified period of time prescribed by law or administrative regulation. If
senrice rendered during this initial period is of satisfactory character the appoitrtment
'bc:omes permanent.

'r sition.-An aggregation of duties to be performed and responsibilities to be exercised
by one person. (I{hether a position is at any time either occupied or vacant does not in
itself change the identity or character of the position. )

Position AaaLysis.-The process of obtaining and evaluating all data relating to the work,
responsibilities, otgatization relatiouships, 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.

ReemfLoymen.-Employment of a former Federal employeewhoseserviceshavebeen terrninated
during the probationary period.

Reemfloyment Register.-A register establishedby the United States Civil Service Corunis-

sion comprising the namesofformer employeesinthe competitive service whose serrices were
teflnioated during probation for reasotrs other than unsatisfactory senrice. Eligibles on

this register are certified above those on the register.
Reinstatement, Etigibitity for.-An individual is eligible for reinstatement whenhepos-

'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.

Resignotion -The voluntary separation from the serYice requested by the employee.

Restoration to Actiae Duty.-The return to full work and pay status of an employee who

has been on "furlough"orfor other reason has ceased for a temporary period to perform the
duties and receive the pay of his regularly assigned position. This may include employee3

suspended with prejudice but who, onreview or appeal, aredeteflnined eligible for continued
employment.

Salory Red,uctioz.-A decrease ia salary within the salary range of the grade.

Revlsed Aug. 1, 1941
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PERS0NNEL POLICIES AND ADMINISTRATI0N o D.041

Se)ordtion Yith Prejndice.-The removalofan employee from his positionforinconpetetrce,
ir subordination, lailure to reoder accq)table service, conduct detrimental to the itrterest
oi the selice, or other similar reasors.

Seforation tithout Prcjudice.-The separation of an employee from his position due to
causes beyond his control, such as completion of ryork or cessation ol the work due to lack
of funds.

Szsfen sion. 
-Temporary 

separation of an employee from hi's position without pay forpurposes
of disciplinary action or pending actiotr sith a view tonard sqlaration for cause.

Temforory Apfointncnt.-Appointment to either a temporary or pemanent position, butttith
a prespecified period of enrployment.

Tenforory EnfLoyee. -0ne appoitrted for a definite period of time and not exceeding 6 months.

Transler.-The change of an employee from one positioa to another position of the same

class or a similar class of t'he sane or different 1evel, inthe saneora different location
ot otgarization utrit.

[ll8.-The abbreviation in conmonly accepted usage signifying "when actually employed."
I{AE enrployees are eugaged on ar annual salary basis and are paid a per diem or per hour rate
based on the prorated annual competrsation for the type of work involved lLlffi of annual
rate ) .

lashington |ffiee.-This is the term applied to that part of Federal l{orks Agency, located
in l{ashington, which is administratively respousible for the review and approval- of actions
taken by field employees or field organizational units.

Revlsed Aug. 1, 1941
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t}i{I[ED STAIES bTVU, SUNVICE CO},fiISSION
CLASSITICAUON PAY SCAI,E

Act of JuIy 3, 1930

P c.qr

A B 0 D E r G

CU SPGracle
Average

600 60c 660 720 ?80 840 840 I

10?0 r080 1r40 1200 1260 1320 I380 1

I080 1140 I200 1260 1320 1380 r380 a

1200 1260 1320 1.380 1440 1500 1500 3

I 1260 1320 rs80 I440 1500 1560 1620 2

I32,O 1380 144C) 1500 1560 1620 1680 4

2 I440 1500 1560 r620 r680 L740

1800

I800 3

1500 1560 1620 1580 t740 1850 5

3 1620 1680 I740 1800 ]850 1920 1980 4

1680 t740 1800 1860 1920 1980 2040 6

4 1800 r860 I920 1980. 2040
I

2100 eI60 5

1860 1920 1980 2040 2100 2200 2300 7

II 5 2000 2t 00 2200 2300 2400 2500 2600 6

6 2300 2400 2500 2600 2700 2800 2900 9 7

? 7 2600 2?00 2800 2900 3000 3100 3200 ]o 8

8 ?900 3000 SICrO -c2,o0 3300 3400 3500

a I 3200 3300 3400 3500 3600 x700 3800

IO 3500 3600 3700 3800 3900 4000 4100

4

5

11 3800 4000 4?OO 4400 4 600

12 4600 1 800 5000 5200 5400

b 13 5500 5800 6ooo 6200 6400

7 14 6500 67so ?000 7250 '7500

8 15 8000 825C E500 e'750 9000
16 IN EXCTSS,oI' 9000 I

o
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t
Gg.O.gt ilttiltr@,No.ae

Dr@b€r lB0
(s.D.B-6risodfi9 r@

REOUEST FOR
IRANSFER
REINSIAIEI,IEM
CHANGE IN $AruS

Federal ilorks Agencyr. Pi-:rigi,glt of Defense Housing
rix t ccta'6tl*utl

'Weexrxoror, D. C, -------
Crvn, Sravrcl Couxrssrou

lYessrNsrolr, D. C.

Glrrr,rxon:
In accordance with the civil eervico rules, authority ie requested for the

I transfer' I reinetoteaent

194__

! chmge in ststus

of -Tnlrr Tl^a

January 13. 1910 Fredonia. Kansas
(D8t of birth)

FORMER CLASSIFIED STATUS
(In reinstotement cams)

PRESENT STATUS
fln trensfer or change-in-etatus cases)

(Addra)

STATUS TO BE AUTEORIZED

Treasrrrv Fedenal YJorks Aqencv
(DeI[tEoDt) (DlD.rtEGtI

---------Prrr-aau--o-t--Aac.ounis-*---Dep-osl-ts---, -----Qff.1c.e--of---the--Adm r --Def-eDsie-Hols - Pro i
(Blrruoro06) (EEuqo66)

Accounti-nE Clerk. CAF-s t',162o AcnorrntJno C'l nA.tr-3 (rr nq'n
(Pcltlon, gEdo, 8Dd slrry) (PalthD, sruh, rnd aDry)

-----Lop-ekar---Ka!.so o-- -----Jlmc-tlon---Ci-ty*-ians-as------------
(Clt, l! vhlch lororl, .EDloyrd) (Clty h rhloh to b. @plortd)

(McBboE o{ tbE[y h dvtr wto-ln rdststairut 6)
(8tstr Du6i. dffi ol rrbtloolhlL a[d vb@ oEDlovld. Il Dm thE oE- mubq 6l fully t! lE th!iar&., troB uO tlll b. ttqqlttd)

MILITARY OR NAVAL SERVICE BECORD
(I! rcl$tatemoDt s oD.ly)

(Drto ed @uor ol spoEtlou)
(I! rehstet@@t ffi)

Attachment
Form 375

CC: Treasury Department

(Signature) -----{ "- eg--C----BfOu91

(oEcialtiile)--[iel4lPP9i-]L!]n-L9#:.9.e1---
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I IEaa76
Ootob.r rgao

hhtt[rEDlJrE h ht, a trt rtltr (@ alr.n !.8 lrl0.l a lDltLl& ud mtre).
Ilr ul. trt&'Dl3 G'Mtr-" ud |f D&L4 D tpEoea iFGn @ E "MrYqtL.D,i-
_------!{!_s_9---p_I-l_zjr-be!_a_--Ste_r_n_g__s-_-----

----- 1 0 1-lierjelaJr.-.--- iil-D:;-;;- aii.i
_---_-_-0hlc_aeo_ l_o-Ok_________-_-----_---_ rr .l i noi s -_-_-_(&--O (tu) m

UNITED STATES CIVIL SERVISE COMMISSION
WASHINGToN, D. C.

TEMPOBABY APPOINTMENT, TBANSFEB, BEINSTATEMENI, OB PBOMCYIION, EIC.
G{OIICOMPEITNYE)

(TLl 16 L r-d ao &laln uopaldEu. th cali66doD ot. FDE rL6 06.r.I -dd L End h lL e
Ia .hld ba Ebfta.d @ts rfrqit af. rEoilabS 0A6. E l oV rb! oBl EtbE L D.!rad.)

Any ldec Crtc4cnt h rn rpDllcrtion, or djo4tlon of a voucher or cerlficrte, or preaentatlon to tLc Connhlou ol rutrilch Dtltor, ll r_vloh{o4 of the lrv rnd prnlehrble as euch. All angvers muat bo ln lnk or typerltlry. If nore rgacc lL
roqulred, en rddltioad shoot socurely feetcned to thle forn nay be ueed. An.Ters on ruch sheet rhould bc tr[Dborcd to
ocrcspond lo queefiona.

GIVE DATES AND PEBIODS OF TIME BEQIITBED IN YEABS AND MONTIIS AS ACCI]BATIIY ATI POSSIBI.E

Applrcdnt @tra Nt nU,h. loilNlrV bLrll,

Rating --------------- Application No. --------- --
Kind of g-rminsti6a
Place -------
Dato
Application epproved ---------, 19---

whom ------------

L lFro{ f dahof tb Urtbd Aa.art (Am yE q rc) Yas
,. GIE (a) tb drL.lrE bhl -l4arqh I^ -IqIg (b) rroprc of ,ou u.tr 

--lLLCagO-r-- 
T l 'l lnq!g--

t Gl!. h tb hlElt L&r . d.lrtrcd .Lladt ofyou .dEuo!, lelEdlDg d.aa:
(c) Gorr rhr, rn-ana r- se3-t-e:nb-er- ---------, 1925, 6 -----thrae--------- ---------, l.93j Ercbt Gr& .qbra 8 ----
(D) Elr,bl: ND.ldtsth Central. Chiear"o- Illinols

(c) Ootr{r a ufvrdE (Ol% bot.h Sraduato ud udq-
txldrts worl) ILlt.f

A.,..
Nu

(d)

(.) E EtaCEbar.tulrbdb,tt b.rt Otrt aSt t ?---- Wbnt-------------
a. hrb I hrd rire ao !ott,lehdhtrErut

f tE &{Elrd tqr cFLraa

NAME OF FOSITION irND DESCBIPTION OF DIIIEa

lD

Pbc(
lEolcrna

Mrra obJGCaD.tr of.tacD{ar
(GlE @tL.Dd E)

16alo. To

(ho6lG
h|t
@dlt

@lY.d N@
Dtg't

otcdSeuha
hEarrIld

til

NAME AND ADDBES{I OF
EMPII)IEB(Olr. tu.ddE.Dd du ed 8bb.

U '...Elard, rh oE .ddtr .! rirt tiD,

Drro ol
@loyDlt

O{at .!d ,U)

W

8..4

hD

----------' te----

-----------. t0------h-

-----------, le----
to

@

lLb

Never enployed

qv

_____------, le----
To

-----------, l9----

hb

ctE

Bba

Yct,
-Iat G

Et
mhar

To

or
8Lb

&41

q.dt bt rry t.lL.d ry rlLf tr h hlgh Ef@l' @ll€ar, a dFri6c, ud tE(t

r

to

.---------, ll----
Ao

_ tc, --
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& Eirn .E trrrLhttdc hort 5r*tr tc $t
t-dot.

If mt tr '"fc." ststo vhe ud vbe smDloycd Ed
cls tbr Eo ed sddB of !reE@Dlors ed tbo ND
tu )reE dirohsto c dEd r€dg.tho ln arn s

a wlohrbptl2@t LEruDdhrddlatt- r.'=- ''iillcr .-..1-.1.1..'..... .. ------r-gF-Yqq No

ar^ BE/II) Ciltr,EtrILLY.-l! M to thc ,otlilha
--49------- qudoE oEIDs oltbE trtytC 6 rbu oie Di

Yao No m E!€adoE o( rppuddoD lDd dobmt froE efBtlou. t
7. G Outrr

4 G q C
C C

u,
--.Ilo-----Yac No

aon
tha
tbsErblE|trtt . -----N-o---

Yq@ No il

Io6t..... .... -----N-o----YaaNo
or

y6 &

e. t,!.a Dm @Co8td, tt t hni hDt,oq L- 56mphryrd -NgVef---glp-]-Oy-ed--------- -

lG grt ,6 !E ba h tb udtd Ebfi Elt,lry a ml rvb? --N-Qna-O-;i------ Il s, E w @ ol ogEt stlon ual dstd of 6Dlht@t ud dtlobrrB

U. (a) E.E

O) Irro.ilvGhtm
doD hdl6t6dr
gudlDc od q-
EIEth-

l.a llrhagLba
tq Larl c Eaha

Ohd e sppllotlou ,lth tbls Oo@tdotr d ltr EpEsoDtstlB lor ey bruch ol th6 lrlltad Ststss Oovolm@t wlco? Yes
DlddtE

6 r'No")

Idttf,of E,LrEltirEhd!O?
@Edbhab&dld)

rrcm ----3---. r?I9 t" -7-----. re-41
fl@a' fi-) 8d' (rf

fA lf.hdlf abF.tEr@bE Dtrdd.d@filrlth$.AbLcTfrltlrhrtlLyqd.lalcarlavoaht ttdd.Eo,qN Da Drrhdv lMlah rAgLL c lfrlErr, w ab tollortua ltrfb ftlltr
(o) Fr rba Flo- dn rA rdbc E H dDtrD.d Lm rq bq rDaa rhr&oat (GlE drtr)

NlDa 6{tr poddm h vblch 6ElD6d, o!
b. rbld .Drrl6t o! ,B il6d

ID wb8t dty PN !nE, or e ,ou to
bq ar.hrEed,

OlYc tbs dets ol a.h
e@lutlou(M@thedys)

Tz' - Stenocre nhrar'-Tvn st C.ill cs.po ihtne 2'7 - 194'l

Lrtaaf of r.h tddo6 tl.rdnl
kdbhq&-'.bdr'60

I!rbt@EbEr{ldda
vodlt!d&E

rrcn --E---, r9I9 to ---1---, n-41
(IoO (Yd) gcQ flN)

o) !t4 Dqu. ut rt DLEh tIc Bbao c h rtrlci (c.) r.t
,ornLhldtla'
--Edwand--

Fg.ther- ____Y ES

tGAEtlrtEbcoiEFuffafFrl'ccfutltbuwitct.dEtraborEtklrcl@@Etlhtloull@oftclwafn'&.gol"dSf.E? -NQ---

Ilp rerbrrubth
Jt R T (OR OATII).-TIL irmt (or orh) nnrt bc ercqilcd.

lte following oath must bo taken befors a noter5r public, the secreta,ry of a United Stetos civil service board 6rf srominsra
or other ofrcer authorired to adniniater octhg, bofore whom tho applicant must appear in perBon. The followiug alo a,moag thoeo
not authoriz,ed to adminigten this ooth: P chief clerks a,nd assigtant chief
EFerLs in the Reilwey Mail Service.

The cornpoeldon rnd rort h connccdon rftf auy natalal rcqutud to bo Ebnlttod for thle cramlnation rre enfrely ny
orr, ercot)t vhere I hrve Eiven fEII crodit lor quotcd Ertaer or the collrboradon of otters by quotatlon rnarls and reforencea,
rnd ln the conDoddon of the sene I have rocotr€d no arelsttnce ry9 * lndlceted fully ln ny orplsnstort .trionotrt.

I, thc underdgnod, Do aor.EDINI.r BrErB (oB atuDx) tlrt tLe etrtcnents mado b, no h aarrer to the foregotng quedole
erc full and to the bost of ny horledgc anil bollof. go EELp ME GoD.

(Siqnaturc d appliar{ ---------UlLazabe-Lh--St-arrreg-----------------
Gb'm EN AND lN( FU rDrodtil Bd.N@ d& d.{rd

Subseribod end duly ewota to before me accordiag to bw by tbo abovena,med this 2L
of lg4l, d otty [or toral of
oouuty of aud Stato [or Terttory c Dlstriot] of T1'l i nnJ ^e

i$;sttlcr;lrc ol ot:rrlrl -----Benfg---Q--- ilt J 'l ''l I gn n @fiDia, .itt ) Notarv Publlc

redraELtoE?

It leEd6. $t0r "DItr..' rEd It EmroG
re go0r doi glven tr@. s "MilIfc,,. Da"

My commlsslon explres May lrl, 1942

day

It

&
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FWA TI.P
&?{r

I MP O R TA NT.-Return this
lorm lo Personnel Office, Federol
!Vo(s Agency, Wo:hington,
D. C.

NOTE.-A|I qucslions should
be corelully ond speciffcolly
onswered. Pleose write ploinly,
print, or lypc.

1. Neme

Certificate No. ------------
7. Mark (y') eorrect ep&ce:

FEDERAIJ WORKS AGENCY
OFFICE OF THE ADMINISTRATOR

APPLICATION FOR EMPLOYMENT

Date

Date ---------- Court

(MddoDrD)

Diy ----1---- Yr. ]-9--Q--4-

2. Home oddress ----J-uas-i-1-gn---Q-l-!yr---K-a-ns-a-g---------- Telephone
B. heeent oddress --Junc-L1-o-n--0-l-!-y.--K-an-s-B-9------ Telephone
4. Legal residenco-St&te --NansaE -- Congressional district Length of residence 6--yrs .
5. Place of birth --Il{eshi.legltg-n-------------- Age 0-6--- Date of birth-Mo. -}4-4y--

(8tsto or outry o!ly)

6. Are you I United States citizent --I-e-s---- If you are o neturalized citizen, give:

gE WEo!t

Md.

8. Are you at present, employed by tho U. S. Govenrment in a civil service position? ---No-----------
Have you completed probationa4r period? ----=-:-=------=----- Departmental or field service? ---r-=-:-:---:-----

9. If not at present employed by the U. S. Government, ere you oligible for roinstateryent in eccordance with civil
servico regulotions? ----No----------

10. Are you receiving an annuity from the U. S. Government under the retirement act/ -NQ----
ll. Are you list meitrt&iDed by the U. S. Civil Service Commienion? ]r'.o--

If so,
12. What Federal Civil Service examinations have you taken?

TEt o, ErmlroN OrDt

--P-os-tal--C-l-erk Cannlen

13. Do-you hold (Stete, local, other political) office? --l{Q------ Specify: --:-:-----:-:
14. Aro you now an ofrcer or director of any firm, corporation, or association havrng a contract with the Federal

Works Agency or any of its constituont parts? -IIo-------------
f 5. Ifiould you accept a position h ryaghington? --]lo------------- Anywhere in the United Ststee? ---No-------------

If not, state occeptable localities - A-qy-uh.ena- -1n- -rlensp .q

16. Would you accept temporary work (;res or no) for I month? --Yes--- 3 montbs? --l[e-9.--- 6 monthe? --Y-el-
17. Would you accept a position the dutiee of which involvo constant travel? --No--------
18. Ifow soon could you be available to start work? --A-t--once------------ --:---------------
19. Stete lowest entrance salary you will accept. tr'or tempora,ry work $Ji-Q^OQ--Lio. Pormanenfrig-O-.-Oo--[io-.-
20. Tlpee of work or positions desired: --lands-caplngr--wte J I --qaplerr--Packlngr--olx-----------------

Forest Senvloe Wonk

EuoE

fmdc gopmtedthrh Marhd DtYored Wldowod

M Uru SIAIUI

x 5r 6rl

Dlrt

Q-e-t-. 19. 1940
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I21. Are yqy related to any person now employed by the Federal Government or that of the Dietrict of Columbie?
------r-9-q-- Member of your immsdlst6 household? ---No------ Specify:

Nlxt Dt?ammrN IY@ EruDyrD

A qr { cr r'l trr ra

24. Eave you oyer been indicted or convicted of any violation of law other than a minor traffic violation? ----U-C-----
If so, state na,me of court, nature of offense, and disposition of case

25. Are you-Veteran? Xo-- Disabled veteran? -No-- 
'Wife of disabled veteran? ------ W'idow of veteron? ------

Eave you estoblished mill1,61y preference with the U. S. Civil Service Commission?
26. Do you receive a pensiou or other compensation from the Veterons Administration? No

State particr.rla,rs (if for disability, stirte percent and nature) ---------IIo-----
27 . Il yor aro-T['ife of disabled veteran -----:---- or widow of veteran -:---:---, st&te vetera,n's nnm6, 6lgsJlization, and

22. ]rrrrmfslof dopendents, {Iljf,fi;_ _i: '-- tiHrt=-_ *$:l':HhiilF;;-;;;;8br;_:___-__-____--
23. State any physical defects or infirmities -----P-ar-t-r-c-1--i-ajury--p-f---the-.ge------------

28. Military and naval records:

RELATIoNEEP

Corrni n

ADDBtS

lUashinqton ^ D- e

BIIM o' 8,BEB

2g. Education (circle mrmber of years completed): Also Colville }iission 2 ;rrs. State iltlash.

ElementarXrschool I 2 3 4 5 6 7 a Highschool I 2 3 4 5

Businessschool y, Y Y, t 2 College 1 2 3 4 5 6 Graduate | 2 3 4
30. College and graduate education:

NAXE aND LmlfloN oF CoEEor

31. Other education -- ---Q-o-1-v-i-t-1-e--!1i-s-s-i-e-n--?--Ir-s-.-------------
32. List fellowships, scholastic honors, and activities

DtoittFBor- TT EouB CBtDn MloB

33. If you are a licensed member of any profession, give details, including dato of licenso ----

34. Longuagee you translate readily --------Arrer-i-earl----------------- Speak fluently
35. Check ability in the use of the following:

Fair Gooil Fair Good

Amertcln

Photostat.
Shorthand-words per minrrtn
Sorter, puuch.card.
Stenotype.
Switchboa,rd, telephone.
Tabulator.
Teletype.
Typewriter-words per minute
Varityper.
Telegraph.

Orher-_.__{9_f _9_.__t__l{'_o_f_!r___l-e_c_1_c_f lA,__lliAb_t_---____
Uiatchman, Janitor iTork

tr
tr
tr
tr
D
tr
tr
tr
tr
tr

tr
tr
tr
tr
u
tr
tr
tr
tr
tr

tr
B
tr
tr
tr
tr
tr
tr
tr
tr
u

tr Adding machine.
tr Addressograph.
tr Blueprint.
tr Bookkeeping machine.
tr Calculating machine.
tr Comptometer.
tr Dictaphone transcriber,
tr Grapbotype.
tr Key-punch or verifier.
tr Mimeograph.
tr Multilith.

'lR),1, sivloanlh a| r{ w



Nut.lm ADDBH o, Ermm
(It nnohplorE4 gtvc orE addrs rt tlat tiEe)

LovE, EroErrl,
 DPiEm

8[atYltBAM
N EAG POdTIoN

Name

-Brovl.--Nur-se-nv
Addtpgs

Junction. Cltv

$+.oo
dally
Wages

Addreas

Junctlon. Citv

- - -N-e-ILt-- -E-syrr-q Ids
Na,me

$s. oo

Dal1y

Name

Brown Nursery
Addrees

Jr-rnctlon. Citv

Nanc

Addreas

Name

Addresg

Na,me

Addrese

Name

Address

Name

Address

Name

Addreeg

ExHrar; $-CoxrrluEo PERSCT{NEL POLICIES AND AIXIINISTRATION o D.051

36. Experience: In the following._spaces, grlo a complete record of all.- emplo5rmont you have had, including Govern-
ment employment.and milit'ary-service and accounting for all peiio& of unemployment. Begin ilth your
present or last position arxd work back.

Trt or PoGrox, m Blex ror IJuEo(Il uploycd by Oovmuoq sEto lrd ddeo,
nd!r)

D^EorEDaonDfi
(MoEth Ed y0)

trlom-

t. f-o-r- - -e e-l-f-. -- - -- -

IlQ+_ cement work
t-nac-t - - -ues- - - o-y_ gr- 

------ - - -----

To-

tr'rom-

2. Temp.
To-

From-

sAt pre s€nt
Te-

From- Nsxoe

Addmrs
L

D.

Te-

IT

trlom-

To-

From-

6.

I

g.

10.

Fron-

To-

From-

8. _____------------

To-

tr'role

To-

From-

To-

(I( more epace ie required, continue entries on e separate eheet orranged es obove, and attach to epplication.)

May we writo to your prcent employer? (Yee or no) --Y-e-9-------
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37. Give below
position,
tion 36.

a dccription of the experience mentioned under quetion 36. Uee e sepa,rate paragroph for each
numbering eech paragraph to oorrespond with the number of the position as listod under que-

LandgcaplnA Experience l0 yrs. on lawns and landscaplne

. Stone and ferrace Work 5 vrs. exrrerlence

trru llDBrs

n
r

n It

nr

38. References (other than relatives) who have loowledge of your character, experience, and ability:

FUT NAf,T

_ _ _ _ _ _ _ - - _L-e_q _._ _ _{_o_ c-cp h_ _ _T ey 1_or . - _ _ _ .
(N8@ a usurlly vrltt6u md shlch vll bo usd a

Ocut ilox

IrFAhL ElrM

Pate--U-radqn

I cpnrrrv that the foregoing &nBwers are correci to the best of my knowledge and bolief. (Any false stetement
is su-fficient cause for rejection of tbe application or dismissa,l after appointment.)

Date
o6dsl dturtEG)

n

i0
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lrl tA-P
t- lt-ar
CITESIFICATTCN sIIEET

FEDERAL WORf,S AGENCY
OFFICE OF TIIE ADIIINISTRATOR

FIELD SERVICE REGULAR ROLLS

1. ItoJect Fort Rlley Defense llouslng 15-I

2. Na^c Taylor. Leo J
(aurn.r. llrrt)

(LEAVE THtS SPACE BLAi{K,

IToDcad
Pcltlon UnsklIled Laborer s8lAry, I 1080 P.A.

(lrtl.)

(r) Pfevlors lrcrDent None

r l--l chs ssDe a! thco olrg.DutlssllJ i
( larrrtar io thco ot )

Or8de 

-8alary, 

t-

4. lfi]tlbor of rs8ular worktrg houra, per aay --€- i Der week 44
(8)Ilt,hl8t8no!afu11.rtDD@l!loa,gtve!u1ldeta11g

TI salary ls De
Defense ou

6. De8crlDElon of ;@ls (fo1l6 lnstrucglons cerofull.y) 11 other expend tlEalt{r oc
tlr. tlr.! to.
.aol t..IDoacrlba rtDlloltlt aroh Saal Dorlo!r.d, alvlna ?l!.t lh. rrSulfr ln.l ror. lrDortrnt

tatlt' and t.oond tb. la.r lrDortul rDd lncld.ltfl dutl... U.t. r.D.r.ts p.t.trfDh
?or.aoh t..I.nd nqrDar th. p.!rar.Dh.. fn tb. oolurD ft thc rllht.trt. th...tlrrt.d
D.lcantrlr ol th. totrl tlr. r.qur,!r4 ?or afch t.tl.

To sweep, scrub, mop and pollsh floors, wash wlndows,
walls and woodwork; colLect and dlspose of garbage and
rubblsh; to

Mow larns; trim hedges and shrubbery; pu1l and cut weed
water grass, flowers and other plants;

To move furnlture and place and repalr avrnings and
screens;

To make
publlc areas;

slmple repalrs to the walks, fences, roads and

To dtg dltches, holes and slmllar excavatlons; 1lft
and carry and plIe lumber; mlx and carry cement, concrete
and plaster; pass tools; and perform other simllar tasks 1n
asslstlng thos engaged 1n seml-sx11led and skilled workl
and

To perform other simllar work as asslgned.

(corttrE ttlrtr8rr ol DUII38 or RrvBr,tr 0F .E8E8l)
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6. Descrlptlon or work (conclnued)

Z. Hov long have che enDloyeers duEles been subBUanglally as descrtbed 8bo/e? Work just beginnlng.

g. llhat ls the nature of lbe suDervlslon under whlch lhe work ls perforred? DeEcrlbe Ehe erBsnt of lhe
responslblllty of thls posltlon?

g. For wheu purpose ls Bny part of the employeers work revlewed?

10. DoeE Lhe DOSltlOn lnvolve supervlslon over other emDloyees? Yes 

-NolIr 

ihe Arswer la rYesr glve naD8,
tlEles, and grades of enployees suDervlsed

11. olve na.m, tlE1e, and grade of enployeers lr@dl8ce
id

12. stAte Ehe requlretEnLs (educatlon, tralnlng, exDerlence, euc.) f0 che work

Educ.tlon.l JrrlnlDg

IndlcaEe by an r1r t,he hlghesE grade on year.

12916678
Elenentsry school nlntrtrDtE

BlDrrtanc. .rd oth.! !p.clal turllflcatlont

Twelve years I experience as farmer
and landscaper. Recont.

Hlgll schoo]. --

College

trtrntrtr
12346

12346

Tecbnlcal or Dost-gtraduate: Klnd and extenE

Date .rune 15-1QL1 me parlng offlcer Ilenrv liubbard

tr!!trtr

(81;n.tu!o)

Approved

W
DA

(g{3.n.tur.) (rtt1.)
3819

r



PERSONNEL

flA 6GP
1-,-41

FEDEtrt t0trl tgErcY
0fflcr of thr ldrlnlrtrator

F IELD AGREETIElIT

John C. Brorwr
( Nrnc )

306 Alberarlg.S!.r Phoenlx, 449'-
(rlddross )

Iou cre hereby enployed ee rlr. Iiaintenance Aide
(?r r,r.e )

rlth the Offlce of the AdDlnlstratori Federrl lforks

errectrve 8/16/+
(Enfrr,ncc on duty)

AN A NISTRATION o D.

Clvtl Serr*lce Approval

C.S. Cert. or Flle llo.

ot cu-5, $1500
(or8d! and cclrry)

(ProJ ect IoceEl

(DureElon 1r BeDDorEiy)
for a perlod of 90 de]rg

Nature of Appolntrentl

John-F. Brow&
orary, Drobc lon81, relns geteneDE, grsnr , egc (Signature of Fie1d Appointl Offlccr

Do you nor hold any State, Federal or funlclpal o1'1'1ss2 llo If ao, atate belo;s

(T1 rle ) (Loca t,1 on ) (Date lppolntnenr Erplr.s)

place of 91rtr6 Tennessee
( gtat,e or Councy only)

If Naturallzed CLtLzen
Glve: Cert. No.- Date 

-Court-I, John C. Brown , certlfy that the foregolng anstrers are correct to the beat of
my &rorledge and bellef cnd I accept the above eDploynent under the condltlons naned. I do
solennly ereer (or afflrn) that I rlll support and defend the Constltutlon of the Unlted
Statee agalnst all enenlee, forelgn and donestlc; that I rill bear true falth a.nd olleglance
to the sroe; that I tcke thls obllgatlon freely, rlthort any mental reservetlon or purposo
of evcslon; and thet I rlII rell and falthfully dlscharge ttre dutles of the offlce on rhlch
I an about to enter. So HeIp lle God.

John C. Bncnm+-
(Slgnasure of tDDo tngee )

Subscrlbed ond srorn to before ne ttrls 15 aay of
(ceal)

August A.D. 19_3i]...g phoentx. Srlz.
(cr ty 8nd S-r8 Ee )

Henrr Ki

lotorizc Ort ginol Anly.
Xy conmisslon explres _Augugt 3L, t9tg

fy
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Ira aaaa,qlro UNITED STATES CIVIL SERVICE COMMISSION
WASHINGION D. C.

PERSO]I]IEL !ilFORiIAT!O]I SHEET
Dceri llrttcdou Slat*Fora 81d6, beforo illtng.od l'r- lcro. lll curul hlcrdo olch El6l rhodd bo rcportod er dJurc 15, lea0

.Tulw 2'l - 1941
(Prlnt or tfpo) - 6a)

l. ttuo: 

--StarrreE-------------------------EIlzahe-Lh-----------------.
(r.d) (nFt)

M.mnt rddt r:. --I-9-Q---Me--r1d-l-e-n - -cl:.1-ca.eo

(xtadb)

I].llnols
fxuntrruartrtl -- (Atf ----6El-

precc dourhynourr ---Pe-der-e-i---!Up-rk--s---Ag-e--n-ay-----------.---------Qffi-s-e---of--ihe--Adulnls.!tator.(DlfrtDEtosl&er) (DEa)

2 hcant relrry:

:.144O
I E y""r.

per { [ uoutt
I trw*u

E Dey.
E Eour.
E other.

Iilknbbh 3. Date of birth:

lrlc r"rrh 19I9
(MoDth) (ILr) (yc)

If
l. Give a strtoEont of your cducrdon or Erhlnt i.o the blankg below. (See also Question 23.)

(a)Esneuteryachool(clrcleuumberof yeareoomploted):1 2 3 4 6 6 7 l,

l.ebE
crtlruard

5. ColcSc lqlor ald ulaor mbJccta:
List tn tho blanls bolow your major and minor eubjects, grving the nunber of eonotter houra in eaoh feld. hdtort

grrduato eud undersladuste work separately.

y*

Wbo sttoDiLd
(M@th Ed yar)N.Do Ed t6tbr otebol

(D) Junior high aohool:

IDdlote t6r?
@EDhtad(Wdt "Ord"

!l rm
Er8dut at)

Gradl2

(c) Ttade sohool:

(d) Etgh echool:

Gnad
(a) Ottrc eohool:

.S't ".a 
yE rr9.--Busire-ss-__Colle g:e__-_-----__

(f) College or uaiveraity:

0) Graduate oohool:

ff'or Tr

Tltholalrti
rElr.d

8@daLErfHd otmf

l}-raaa!

1

.9----5-:-0-5---
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G. Whst forelgtr hngEages do you speek fluoutly, or read
reEd[yJ-

n€8d

7. If you are llcensed or regietered, check pmpel Bquale:

I El Licensed to practice lew.
2a E Liceneed to practico medicine.

liceneed to practice dentistry.
Liceosed to practico veterinary scienoe.

Begisterod pharmecist.

Registered or graduete nurse.

Licensed ss orchit€ct.
Licensed as professional engineer.

Certifi ed publio accountant.

Marino liceuse: Kiod -------------
Liconsed as stationary or operating engineer.

Liceneed as a€roDautical pilot or mechenic.
Other licenee (specif y)

a. Place of birth:
Plac€

11 I inois
(Stat€ or @utry only)

If naturalized citizen,
give: Cert. No.-------------------- Date------

Court----,-. -.-.--,

2bEl
%E
8El
4tr
6oE
6bE
8E
7El
8.tr
etr
0El

9. Classi0cation of posltion for mlary purDoEee (check service
!3!l sade):

Esge
Unclassified.
CAF (clerical, administra.

tive and fiscal).

CM (clericsl-mechaniccl).

CU (custodial).

P (profeasional).

SP (subprofeseional).

EO (Erecutive order).
FCS (fcld rurh ol Inkrior Dcpulncrl oily)

Special act.

CBd6

0tr
1E

2E
3tr
4E
6tr
0tr
7D
8tr

r0E
rrE
12E
138
14E
158
16 fl
17E
188
re fl

tfl
2E
3El
4tr
6tr
6El
7a
8tr
etr

Other servico (specify)

10. Strtus of preeent poeition (check one):

0 E Classified departmentel
I E Claeeifred field.

2 E Under lobor reguletions.

3 El Exooptod positions, echedule A.
4 [ Excepted positions, schedulo B.
6 E Excopted by stetute.
6 E Pr€sidsntial eppointmont.
7 E Elxceptod by Executive order.
8 E Outside labor regulationr.
I E Tompora,rry (check if you are & temporery appoin-

tee, rcga,rdlees of the type of position you hold).

ll. lndlvldual etstus rfth rcslrect to civil servico:
Eave you ever held, or do you uow

hold
(a) a probational or peroanent

civil-service appointment
es a result of a 6ivil-eervico
exa,mination (competitivo ya<
ornoncompetitive)?___________- 

c";i_];;;
(b) an appointment unde,r tho

civil-servico labor regula-

If you now hold o probational ap-

}3il'i:11f"*sff *T"tli"tlil{+*.-.?-?,---.--s].,

Give length of entire Federat service: --it*,1-iu;;ru;

f2. Mrritsl atatEs, delDondents:

o EI siDsle.

E Married.

E Sepa,rated-

E Divorced.

fl widowed.

I
2

3

4

Maritgl ststusre[ffi;il

(Do not fll in)

l-!
tr
tr
tr
tr

Dependente (Number completely dependont on
you, other tha.n husbsnd or wife).

13. Bsco and ser:
Msls tromalo

E wuito
E Negro

D Indirn
E Yelow
! Malayan

E6
EZ
tre
fls
tro

(Check
melo,

ln left column if
right ooluma if
female.)

ll.' Military preference (check one)
(Do not fill in)

I El None.
2 tl Veteran preference (5-point).

3 E Disability preference (fGpoint).
4 E Wife of disabled veteraq (lGpoint)
5 E Widow of veteren (f0-point).

If a veteran, indicato
branch of service:

16. Arc you now a member of the Natlonal Guard' or a

ne[rber of the Reservee of the Navy, Amy, Ma,rine

Corps, Coest Gua.rd, or Publio Eealth Bervioe? --l{s--- .
(YB or lb)

tr
trI
tr
tr
EI

16. Legal or voting regidence:

--- - - - -- -{-1 -].-t-n-e-i s- --- -------
(8tato outy)

0

dlltrtot)

I
2

3

4

6

q
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t?.

ton of
8De

Na,me:

or

(DrDa E llh i,

PERSONNEL POLICIES AND ADMINISTRATION O

I
Your duties and lpecislty: pet

Machiaer or equipmcnt ueed:

Title of lob:

Addrqe:

City ead Etete:

Rlnd 6rf

mntc

tlG
D3t

Nlme:

Addres.: Your duties and epecialty: p€l

Title of job:

TF

Tr

Tr

City eud Strtc

Kind of
DeDt or

trroE-

NcEo

Dst6 (DoDtEtlltaE)

Machines or equipment used:

TF

Title of iob:

Addresg: Your duties aDd specidty: p.8

City and State:

Kind of

fro-

or shop:

Dstg (Do Dt D thL +.e)

Machinee or equipment ueed:

Name Title of job:

Ad&ce: Your duties and specielty:
t----------------.---
per

City and Stete:

Kind of
Eent or

Dst6 (Do Dt u all trd)

Machines or equipment used

fm-

(If edditlonat space le neceaoary, uEo "Continustlon gheet" (C. S. C. Form St6lb) rnd attach f,ere)

Etr!
a

Ies

t-----------------
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f8. Whst Fedord

Tl0o ot r-d-.tJo-

.Tn - Stanorrr.n -Tvolst

19. Eolilt rod WdSLt:

Dave you

YNilftl

2l. CheoL balow rblllt, in tho followlag:
frb CEod frt Good

tr treaahgmeoblne. tr EPhotostrt.
tr E] Addre6so$opb. tr Ed tho,rtheoa.

tr EBluoPrint tr ESrtr,p6af.
tr tr Boottreepingneohlae. tr tr St Dotypo.

tr E Caloulatlngmachlae. tr E &vttohboird,
tr E Comptometc. telephoa
il El Dlotephoue tranro{ba. tr E T.bulrtc
tr EI Grsphotypo. tr tr rOorqne.
tr E Key-punch or vaifs. tr E fypowrtter.
tr SMineogaph. tr trVrdtypa
tr EUuttititt- tr trfergropt"

m. Phyalcd condldon:
Epeoify any phylicd de&ot, diseare or dtrabillty. If

noae, writo "None."

(Epeolfy) -l[ona-

Other

2& List bolos hrve
teken hrve
a on your qualifrcotioos, e,nd todlceto tlme

OD

Na@ ol sb@l ed coErs t8L@
Eo6IE

Ef21. Tocfilcd evocrflons (chect) :
O tr MarLsID.,Dshfp.
I E Moffon pioturer aod pbotography.
2 E thort wrve radio oportiou.
3 E Avlaffon.
4 E &t rork (speoif!).

5 E OrgElizing and publio opeaking.
6 E Uudosl arts (epocify).

7 E Eandicraft (sp€oify).

E El MoutEinecring and erploring.
I E othc Gpecify).

2,1. If you have aoy preforence for typea of
positloDs other tha,a that you now
hold, ladloate ln orderr of pefecenoe

If you deirc a traoder to ene

l.
2.

Indioate lowct
occeptable s+tery 3------------

Indlcat€ low€dt
acceptoble s8bry t------------othor looality, gtote where

WiIt

I canlrry that the fomgoiDg oDswem ars comect to the bet of my taowledgo and bdief.

Ellzabeth Stqr.nes
(Nrr vhrd ls osdsoodrl.ltDrht!)

Gmry)



Exxrarr 8 PERSONNEL POLICIES AND ADMII.IISTRATION o 0.61

TLt frE rut L. Et ri tt abl|!bl! b.6F b atdo dBE It lua rbE h. d.l llcDrly to ti. CIYIL

:gEtgEHlE?t:t.#E;:f rbDq*DE oGcb'&t'brbcrb"'Dd'
Ilora fl.tsFfd.lD@Dafm

UNITED STATES CIVIL SERVICE COMMISSION

.Fed erg!,__ !-9$g. jg.glpyr___tu!:1_1-e-_14-e_r.l-!p-_4-4nild strati on
(Eruon o( rvloc c dG!.riuot)

.-------9h!g-ssg
(N@otdty)

lt&grGr
ll- GH t-r D

lE{f r&.ttll-a.

----------frrd
---------. rd-trd

(8t r.)

DECIdBATION OF APPOINTEE
ATTENTION IS DIREOIED TO TEE PROVISIONB OI'LAW AS QUOTED ON ATTACEED FOBM. Febe pcarorilon

lg ss ermlnrtion is a criDdDd ofiense, and will be prueouted aacordiagly. .'Appointee wiU lstEirr stta.h€d fota (Evry quetion
murt be answercd.)

l. Ncne 1 ' (lmllh@CEDE.'bitlrta
2. (a) Ptrce of blrth ----qhl-9-r8-or--JlllnO-1-f---

(c) Are you a cit'izea of the United Sttt€s? -----Y-a-a-----

L If foreiga-bora, give tJre inforuetion requst$i$89:

bltlal!, It Ey, ed sr!@)
(b) Dste of birth

(!{@th, d,ry, &d yc)

(o) Drtoofa,rrivaliutheUuited8tatos- (D) Portofentry (c) Naoeofet'ip
(@ If uaturafircd: (l) Under what ua,ue uaturaliz,ed? -------------------

(8) W'herc nrturaltrcd (name and locatlon of oourt)? (4) Certlfcota of oitlrcaehlp number
(r) U naturalized thrcqgh pa,rent: (l) Undor whot narDe tras pareut naturalizd? -------------

(2) Wheq was pa,rent naturalized?
(8) WLerc war parent D.s0urslized (na,me and location of court)?
(4) Parentie oertifioate of oitizenship aunber

ff) If arturdLed through ma,rriage: (1) Uader what na,me was husband neturslized?

@ When was husband nsturalized? (3) Where was husband neturallzed (uane aud looatloa of
oouft)? ----:----- (4) Eusbead'a certifcate of citizenship nurDbor

(a) Nane of fathsr --EdtEr-il---Q-.--Sterne-o
(D) Addresg (if liviDg) .-------la3--M-erldlen* - - Q-hi-c-ago,---Illtnol-a--- -

(c) Ptace eod date of blrtJr --- - -Ohl-cego*- - Illl,notrr - - 1-- * - - :l L - .. - - - -

6. (c) Maiden rane of mother ----------llary--.Anne--Xell-cy-
(D) Addreso (if livins) -103--IsrldlaL--Ch1cags, fl1 lnol e

(c) Place and date of birth
0. Fron Ehrt o'thinrtiorr ale you beiag eppointed? -----Stenograplcr-:Ilfplet
?. To whot poortior a,re you beins eppointed? --------------U-frS-1-g-i---Al-ef-E---S-Ue-4gS.f[$tgf-
8. Are a,ay members of your fanily or relativea (either blood or by ma,rriaee) la aay part of the eervice of the UDttod Stotor (ueouHvg

iudiciel, ledslrtive, milita,rT, or neval)? ADswer "Yes" or "No" ----I-m------ If so, 6ll in the foUowins bhnlr etetlag, uaderl'Relatiil'aIip," wliether thl'connectio'n is by blood or matriage. (See gec. I of attacf,ed fom.) If additbDd apeoe ir nd5ce,ry,
attach a aheet.

NaEa l&!ruc
thaL

0. Weru any of ebovenamod penons appoigted to the Govorament eorvieo efter you made your applicstlou fo1'hl.
---Ica------ If ao, give trhe uame of each such penoa and stoto vhether be i8 living in the aa,Ee houce rith you 

------------------Eelcn--Kql-lc;g---=-- I rn r-t -11rlng--rJJh--Do---------------
r0. What is your pr=oeut address (dve strcet end number, city, and Ststp) ? ----10.1-l[erlilar*-- Ch I aago , - 

Tr llnO:l,f-------
Eow long heve you resided at thii addrw? 5-1-fr-------

(o) . Are you holding any positiou or oftce under the United Etats or under any State, Territory, coulty, or muaicipality? -UP;;
(D) If so, stst€ tbe place, poaition, and ealary
(c) Are you williDg-to ruign such position or ofice, upon oppoirtnout iu the Federal Govem.ment, if lt booomea Dececs!,r, to do

Pa

P6t{A€ Addr6
(Glve ltcot !ubc, It ey)

ud D€NtE@td
Whhh-EEployrd

tPodtlo. --C.1,lrL-----------------------
ono- --Poetofflcr

Od6hPcltloD

pep.dEota

B.lrtt@rhlp

BIood
Brothcr

lr*ruo. ------Engf negr--------------_
Doplrta@t c o6@-&f i cultute---

IIaoIc -
lfirrrtrec

D.C DGwt@at or ".- l[ar
podflo' ---stQEl-QgrBP-har----------- Cousla-

Blood

so itr order to hold the tr'ederal position? ---------------
tFleart (Ye c m) [ovlrl
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t2. (c) Eave you rcved la aoy branoh of tbe nititary or naval. aorrloe of tho UDttBd Etste at any tdre? No--'-'--n;;;T--_
f ao, et'ate rcvloe

(D) If dsohaqgod' ststa undc what oonditiona

tB. Eave you be6n retired from (o) u. s. Government aervie? ---------- --9-:tjffi#Hi1?'&',ffS9"&'*--out? -------------.-----
(c) U. 8. Ellite,ry or naval e€rvioc? If so, etete whether for ege, length of aervice, or disebility

Amouqt of retiremeat p8y -------*--- Rank wheu retircd fron Eilite,ry or naval soreic€

14. Eave you boeo disoharged for oauge or heve you reeigaed azy position under oompuhiou eince filiug your appliortioa for this
positioD? If eo' sttach e sheet giving tho date, place, empl,oyer'E namo aad addrees, a,nd the reason for the dis.- CYrano)
oharge or forced resignation in eaoh case.

15. Eave you over beeD a,rrest€d or fiued, or couvieted of eoy oEeuae? --=-y-?-----.-- If eo, ottach a eheet and give full detaits showlng

dat€s, pla.es, and nature of offenses, and the manner in whioh all cffi& io}"e Ueeo aisposea of that axe not still 1rcnrring. (Your
answer Ehould includo oE felonies and aZ misdemeauors.) -.

10. Eave you ever been bamed from e U. 8. civil-servloo e:a,mination? --=I-9----.- If ao, vhen and for what reason? -----------------(Y6 c Do)

17. Eave you paid or offered or promis€d t: 
-pay -^ 

y 
fltney 

or any other thing of valuo to elry pemon, 6ro, or oorporetion for the
qse of i!fluenoe to proouro your eppointme", --O-;;;r-

18. Are you a member of aay Communist or Gernsu Bund orge,nlzatlon or any political psrty or orgaaizatiou which advocatea the
overthrow of our constitutional fora of goverament in the United Etates, or do you have membership ia or any rfilirtiou with
atry gFoup, aseooiotion, or organization which advooatee, or leuds support to aoy organizotion or movement advocating, the
overthrow of our conetitutional form of government in the Unitod States? ---No-------- If Bo, Darue the orgaoizatioa and givo

Gomplot€ details ou sheet to be attcched hereto, 
(Y6cEo)

f0. Will you inform yourself of and obeerve the provisions of the civll-service law and rulos and Executive ordors oonoorning political
coeroiou, polit'ioal esseaameuts, use of influone,o to securc promotion, eto., as quoted on tho attrohed fom?

I hereby ccrtlr, $!t the anewera to the foregoing quesdons aro tsao ln

Date 7-zt-ln
rlth DEG 8lv@ hwqto

APPOINTING OFFICER BEFORE WEOM TEE TOREGOING CERTIFICATE IS MADE:

Bejore appohlntnt ia turther cotciforeil this forn Eust be subtaitt€d to the approptlote civil+ervice ofice for approval d/-
G) Cnizenship.-Alewer to question 2 (o) hereon ehows foreign birth, while aoswer to aimilm queotion in the epplicetion ghowa

birth in the United Stetes.

(2) Age.-Diser.epancy existe botweea the answer given to queatiou 2 (6) hereon aod that given to the ootreepouding queetlon
ia the application, aad if questioning of the applicant (in the mrnner describod in Departmental Circuler No. 196) either
substantiatea doubt as to eligibility or indicetoe willful misrcpreseatstioa. (This instruction oppliea only in probstiotsry
eppointments.)

(A Menbcre o! faniJy.-Atsw* to question 8 hereon inoludea t'he nanea of two or rrloro perBoDB at th6 srne addre$ !s the
ePPoirtee.

(4) The appoiDtee holde any State, Territorial, county, or munioipal o6oe or position, whethor by dection or appointment, Ia
possible oontravention of the Executivo orders ol January t7 a,nd 28, 1873, a,ad does not aSree to reaign such poeition or
offioe if uebessary. (See Civil Servico Commission Form 1236 quotiug these orders ard listiDg aeptiotrt thereto.) (8e€

applicant's anawer to questions fl (a)' (6), and (c).)

I!ilwappohbe'Ea tlDertoqueelion18i,a"Yes,"hecannatbegiocnappoirilnirrl

Please 6U ia and eign. the following in connection with profulioaary oppohlmetl.
Eave you, for purpoees of ideutification a,nd to Prcvent impereonation-
(1) Questioned the oppointee on his personal history for agreement with hig applicetion stat€aent,s? --------Y-qg--

(2) Chocked the appointee's personel and phys-ical appearance for agreeaeut with hia medical e,ertificate and desoriptionr glven

in prelimina,ry and declerotion sheet? ---'-L-e--6------

(3) Checked the appointee's signature and handwriting in this fom.vith that iu the exa,minetion papers and application? --Y--g-g-----

The cbove certifioate was executed before me, in his owD handwriting, by the identical person who has

to duty. The appoiutee has beeD identified sotiEfsstorily by the method iu Depa,rtmental

ing
Tlb b tob.tbtdtt. lddoisofat dGFL

retrt c bqr to rDlil tl..lDlnaa tdoltt' Da
b, r Darry t[blL.ud dE Da Ed to b. .E aG 1d Appoin

(OEolat dtlc)
ioer

for aseignment
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INFORMATION FOR APPOINTEE

(The appolntee rill detach thie portion of the sheet and retain it for hie lnformation and guldance)

I. APPOINIMENT OF MORE TIIAN TWO MEMBERS
OF A FAMILY

IY. POLITICAL ASSESSMENTS, SOLICITATIONS,
AND DISCRIMINATION

Sections 118, 119, 120, and 121 of the Criminal Code (see
35 Stat. llfO), as amended, provide that no legislative
officer, officer-elect, or candidete for election, and no ereo-
utive or judicial officer or employee shall solic;t or teceivo
or be concemed in soliciting or receiving any tDoney or
contribution.for political purposes from any other.ofrcer
or employee of the Government; that no sol;crtation or
receipt of political a.saessments shall be made by any person
in any room or building occupied in the discharge of offcirl
dutim by any officer or employee of the United Stateo; 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 shdl
direcUy or indirectly give o'r [and over to auy other ofrcer
or employee in the service of the United Stotes or to eny
Member or Delegate to Congress any money or other valuablo
thing for the promotion of any political object whotover.

Scctiou 122 of the Criminal Code provides tbat whoever
shall violate any provisron of the four-sections shall be fued
not more than $5,000 or rmprisoned not moro than 3 years, or
botb.

V. COERCION AND INTERFEBENCE IgITE
DLECTIONS

Section 2 of the Civil Scrvice Act prohibite coercion of
Government emolovecs to riake ooliticCl contributions or do
nolitical servicel Civil-service iule I r:rohibits tho use of
Afficial &uthority or irrfluence for the p'urpose of iDt€rfering
with an election.

vI. POLITICAL RECOMMENDATIONS
Political recommendations for appointment or prbmotion

are contrary to the civil-service ruli6. Civil-service rule XI,
sectron 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 emplolee hai served efiall be considered by
anv officer concerned rn makins oromotions. Recommenda-'
tioir in any other form or by aiy other peraon, if made with
the knowledge ond consent of the employee, ehall be sufficient
cause for debarring him from the promotion proposed, and a
repetition of the offense shall be sufficient cause for removilg
him from the service,"

YII. PURCHASE AND SATE OF OTrICES
An acf, of Congress approved December ll, 1928, tro

prevent the purchase and sale of publio ofEces, hates it
unlawful to pay or offer or pronrise to pay any aun of money
or ony other thing of value to &ny person, firm, or corporation
for influence in procuring appointment. It is also unlawful
to eolicit or receive money or any other thing of value from
any person for support or use of infuence in eecuring the
pale6's appointmiit to the Govemment aervico. -The
penalty foi violation is not more than I year's inprisonment.
or a fine of not more than $1,000, or both.

YIU. INSTBUCTION OF APPLICANTS
Imtruction by officers or employees of the Government

of a person with a view to his special prcperation for civil-
service exa,mina,tion is contrary to an Executive order.

DL MEMBENSHIP IN SUBVERSIVE ORGANIZATIONS
Section 9A of an act of Congress approved August 2, 1939,

provides thot "(1) It shall be unlarr{ul for any perton
employed in any capacity by any agency of the I'ederal
Government, whose compensation, or any part thereof, is
paid from funds authorized or appropriated by any act of
Congress, to heve membemhip in any politicel party or
organization which advocates the overthrow of our constitu-
f,iencl fq14 of government in the United States. (2) Any
person violating the provisions of this section shall be inme'-lietely removed from the position or office held by him, and
thereafter no part of the iunds appropriated by any act of
Congress for stch position or ofrcis shiU bo used to-pay tho
compensation of such persoa."

Section I of tho Civil Service Act provides that whenever
there are already two or rnore membere of a family in the
classified service no other member of such family is eligiblo
for appoiutment in that service. As ineligibility roey result
from the appointment of some member or members of an
applicent'e family, prompt report of any such appointment
must be made to the Commission. Eligibles are warned
that they should not accept appointment contrery to this
provision of las, 8nd if they ore ineligible any expense
incurred ia reportrng for duty or otherwigo will bo et tbeir
own risk.

The appointmcnt of some member or nenbers of tho
applicant's f^mity E8y cause ineligibility, aud questions 5
and 6 are intended to prevent appointment of & person who
thus becomes ineligible. The Attorney General has de
cided that the family consists of those who live under the
es,Ee roof with the heed of the family and form e part of
his freside, but when they brench out 8nd become heads of
new est&blishments they cease to be a part of the father's
family.

Under an opiEion of the Attomey General an appoint-
ment is illegel if the appointing ofroer overlooks the fact
thet iaeligibility has resulted from the appointment of
eome other member or members of the applicant'o femily
after he fled his applicetion. Questions 5 and 6 are to gua,rd
agsiDst such sction.

II. POLITICII ACTTYITY

Competitive employees, while retaining the right to vote
end to express privately their oprruons orl political sub
jects, are forbidden to take en active part in political man-
agement or in political compeigns. This also spplies to
temporary employees, employees on leave of absence with
or without pay, substitutes, and laborem. Political activrty
identified with any nationol or State political party, io city,
county, State, or national elections, whether primary or r€gu-
lar, is prohibited.

Some of the forms of forbidden political activity are:
Servlng on or lor my polltiGl @EDltt@ or other slEllu orgaulratiou.
Servirg qs ofEcr of I poutiql club, I EeEber or o(E@r oI my of lt! @-

Eitt$, sddrslry seh I club or bohg etlvo ir its orgsEirotlon.
Swhg h @!@tioE Elth prepoEtiotr ,or, orgsliriDg, or @DductlEg a poltttol

D6tllg or rauy, addrcilg 8uctr 8 rethg, or tstiDg ey oth€r etlve frt
tJlctsln q@pt s a sp€ct8tor.

Olvhg public oxpre$ion to polltlel vlem, eugaging lo pouflGl alscurdoB
d @trIereug Ehlle oo duty ot ln public pla4es, or @D6iDg s distrlct or
elicitlDg polltlol Bupport for ey psrty, IsctioD, @Ddldate, or Esw.

MEDIlGtiEg ofleBlvo rctrvity at the polls, st priDryy or regu.ls eletioE,
rollcitlnS vot4s, slstllg voteB to Mk boUots, or in Settttg out the vot€E o!
registEtlon or ol@tion dsys.

Actlng a rwrdq, checku, wat hd, d cb8lleDg€r ol ey porty c tEctioL
lsslsti[g-h @uttng tho vote! or eBgagtdg lD ey other mtlvity 8t the polls

6@pt EeklEg ud deposltiDg the cEploy4's owu ballot,
SerlDg tu uy positiou oI electlou ofi@r, ulcs tho olecilon IBw oi tho State

requlrs sryl@- regudlffi of ledeEl eEploymoDt ed prcvlales I peaslty ,oitail& or refBl to srvo.
Pubushilg or belnA @r@t€d editorial, EaBgerlolly, or f,@cisuy wlth

uy poUtl@l reEspoper, or writirg for publicltioD or publlsbing uy letter or
dticl€, siged or uigDed, i! fsvor oI or agsist uy politi@l paty, @didst€,
,action, or E8w.

B@mlng 8 Ndldato ,or DoDlDatioD or el@tioD to or holdiog l@t on@.
Distrlbutllg @psjgn litcEt@, b8dg6, or buttoE.
CirculatiEg (but lot slgniDg) polittcal petitiou.
ilstr?lng politl@l lesde$hlp or be@mihg promiteDuy tdcuil0cd *ith Eypolitiel EovcEcEt, psrty, or f&tio!, or wlth tbe 6uN c fail@ of uy odi.

dato fG cletiou to public oIE@.

III. HOLDI!{G STATE OB LOCAL OFFICE
Federal employccs &rc prohibited from holdinc. with

".rtruio 
sxceptions-, Stote, Territorial, county, or m-unicipal

ofrce or3osition, by Executive orderi of Januiry tZ and 28,
1873. Thp,qe orders and a list of exceptions thereto are oub-
Iished iB Civil Service Commission'Form 1236. Hol'ding
such office or position, whether received bv election or
appointment, with or without compensation. 

-will be cause
for separatioD from the Federal eervico.
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trbra 17@
,u. leo UNITED STATES CIVIL SERVICE COMMISSION

WASHINGTON, D. C.

Affidavit as to NumbGr of Memberc of Family in the Govcrnment Sctvicc

NOIE-lry ld4 *rt D6t ln ttrh r6drvlt, rllch lr udc orIL, eltcnlu ol . !.r{|laL, or tf,. Dilltrdo tr ttr c.--t-rr .( . D@otriDhs ut l.lD .t t DEt or dt rdo of . c?di6t , lt ! viol.tlor_ol tto lrt ua Dtrlt[rDl r [cL .^Drr tll ql-dar fullr .ra rlfl -|l4
rhott o-c -Ito ,Ent (or o.th) o! th. b.A ol lib fto lut lo qqtrd.

I. (o) Are you an aiplicant for, or have you taken, an era,minationt --rfff;r;";1-.ilr- (D) If rc, give nane ot

examination, J--un-1-o-r--S--t-en-s&t-tP-h9r-:-!rP-1.e!-----. aite, --J-uo--e-..-?7-.--l-9Ll---- ptace, -9!l-19e&9---Jtllnq&------
(c) If an applidant for reinetatement, stste in rhat departnrent and ofhce -------

,. Are now married? Answer or "no") -Ng- tal T9ere you ever merried? (Arrewe!'?e." ot.tro',) -U-9--

O. (c) Are any members ol your family, includirg hurband or wife, ot other relatives (eittrer blood or by metrtrge)

ia any part of the U. S. Government serrice whatsoever? (AassEr "yeB" or "no") --Y-9-9 If so, furnish the lnformrtioa

required below in regard to all euch relatives:

Nm
(Gtvc lull re)

Addro
(Gtvc @hDlst8 addreo, iucludlng- .trt rnd uuber)

XErLdG
dnaL

(1) P@ition and (2) dcp.ltDert or
06€ ln vhlch @ployed

r, _E4&t_r_r_e_ql__-

t, r -4gr-1- 
g-,r-l !-y-r-q - - -- - - - - - - - - -

Stenoerapher(r)

-IB-r-- --- --- ousla

Bclrtioa-
.htD

oPauI Ballcy

Elghland Drlve

Etllcdale
ago, Illinola

l{arrtcd

llarrled
201 Nebreska AY6.N.W.

Belcn f,clley shington, D. C.

(b) Does your answer above include all your relatives in the U. S, Government sorrice? Y"1- tol Which of the per-

aons nautd ebove lre tempotarily employed? - -Errv -q-erlp--s- (d) Which live in the remo hmee witb

you? None (e) \f,hich cre less then 21 years ol age? Nonc

(/I Which are related to you by marriage? PauI Balley

If your answer to question 3 shows thet two or more memberg of your faraily and relatives ere employed in the U. S.
Governient senice, the questions below uugt be ansvered. In any case, the jurat (or oath) on the bgck of thir lheot mult
be executed,

4. At what addreaa are you now living? No.l-Q:--!{-gf-1-C--1-CS- rtreet, apattuent No.

city or town Chl aa-eo State or Territory fl llnol c

E Are you (o) e roomer? (6) a boarder? (c) e menber of a hous€hold? ---Y--S-l----------

7. If you have aoved during the last 6 months, gtate defnitely your reason for doing so

& (c) Eave you ever lived with any of the relatives menHoned in your anewer to question 3 above? ---Y-c---e-- 1O; lt .o,

give namea ard esact date.s Eween which you Iived with tnem ----g:lf-ry--9tgr--g9-er--J-:I---I9---t-C---6-:-U:-lrg-

O. Since residing at the above address, Lave you receiwd.eny pecuaiary contributions, rupport, or aasistancg from

any member or members of your fanily (c) ttot Iaving in the same household with No (D) Uvirg.ta', q ..8o..)

in the sa,me household with you?

Pressntlv a

---.---I-en----.----=.--..-- If ao, state particularg ----(AErq't6" or "Do'')
upportod bY father

(Addldor.l .p.cG, oD tf,. rcv.no, ma, bc u.d .to @DDlGt ui.rt, lr rrd.d. Nrrbct wrE io @ruDord rftL quffe)
JURAT'(OR OATE) ON BACE UU$I BE EIDCUTED rHn (ovB)

rrl -Clerlc.----
rzl -Postoffiac - ---- ---------.

O. Eow long ha.ve you resided Et your pre&nt addresg? Since
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E@17O,ul0I UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON, D. C.

A,ffidavit ae to Number of Members of Family in the Government Scrviec

NOm-Att trtr. tt trnoa lD ttrL .i&tlt. thicL It qrd.r 0.1L, dt r.60 ol . ardioL, ot tL Dut ,tlo! ao lL corrLdm .l . D.Eot ,hlr3 ut ltL. .t t DGt ot dlrr.tl6 ol f ordfotG' L . violltion -ol tb bt lrd !f,dn fL r EGL l[r.r rtl qrrdru tallr Da rlf tarbo.t e 11. ,!trf (or otl) otr tf,. Dtf,I ol lhL lorn nut bc er.otrd.

f. (c) Are you an applicant for, or have you taken, an exa,mination?
(A[!m! "y3." o" "Eo')

(D) Il ro, glve arue ot

examination, date, place, ----------------+..-------
(c) It an applicant for reinetat€lnent, rtate in what department and office

2. (c) Are you now married? (Answer "y6s" or ''no") ------ (b) Werc you ever married? (Answer '!reer" or "no") ------

A. (o) Are any members of your family, taduding husband or wife, or other relatives (either blood or by mrrrtagp)

in any part of the U. S. Government servlce whatsoever? (Answer "yes" or "no") ------ If so, furnirh thc lnloraatlon

required below in regard to all such relativee:

N!@
(Glvclullre)

Xuddc
d!3L

(1) Pdltion sd (r) ileDartDclt or
ofre lB Ehich @Dlorrd

Addres
(Glv! @EDlete addrecr, lncluding

ltGt ed DuEbar)

(1)

(1)

<')l

(2) --------------

Bolrtlon-
slp

(D) Does your answer above include all your relatives in the U. S. Government aervice ? ----- (c) Which of the por-

sons naned ebove are temporarily employed? (d) Which live in the ra,mc hour *ith
yo{r? (e) Which are legs than 21 yeers of age?

(/) Wtich ere related to you by uurriage?

be executed,

4. At what addrese a,re you now living? No. --------------- etreet, aparhent No ------

If your aDswer to quesUon 3 shows that two or more memberr of your family end relativea rrt cuploytd ia t.he U. S.
Goverament aervice, the questions below must be enswered. In any case, the jurat (or oath) on the beck ol thir.h6€t DErt

t. Are you (o) a roomer? (b) a boarder? (c) a member of e ho,.eehold?

7. If you have moved during the last 6 months, gtate deffnitely your reason for doing so

O. (o) Ilove you ever lived with any of the relatives mentioned in your answer to question 3 above? --------- (0) Il ro,

give na,mes and exact dates betweea which you lived with tltem ----------

e. Since residing at the above addrcss, have you rcceircd any pecuniary contribudons, stDport, or eesiataacq lrm
anv member or rnemhrs of your fa,mily (o) rct livrltg in the sa.me household ** *"?,;;;;-.1;;;q;r- (D) UyiDS

in the sane housetrold with you?
(AncE "y6" or 'ao")

If so, state particulars

(&lditior.l rprc, or thc rv.rrcr nlit De E..d b onpletc rux.r., il redGd. N[nbti ur*Gn to @rrG.tEDd wlth qudcu)
JURAT'(OR OATE) ON BACf,, MUIIT BE EXECUTED rH.. (ovlB)

G Eow long have you resided at your present address? Since
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U. S. CrurlSennrcE Coyursstort

NAME---------:
i'ivpiratiii,li'-"--?6i;il;A;;il;;, iiiuii il-rinri&-, iii,iiffi ;*r
Podd@ to rhlc.h qEohtql
Defnrtomt rod Buruu
Lqdoa__-

RIGHT
l.

LEFT HAND

Cbss.

Ret.

6. Little

10. Little6.

Cla.ssified ------- Aesembled ------
Eeorched Verified

Index Ca,rd ------------:----- AnswerEd

Taken

Left IImd Rlrlht Eend

Fo[E ,t80(Ffebrusry 1910. Appuetrt mEt ntr bbat. d b&t s€3$dlEe, plcc6 of r6ld@ce &d EUt elv. otb6 lotomatlG requ{tcd

2. Index Fiuger 3. Middle Finger 4. Ring Finger

7. Iadex Fiuger 9. Finger

Note Amputetions

INEE@

@@

UEH'4EH
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APDI,IGANT llugf, rILL TEE POLII)WTNG

slaortu.------
(OltH, ELtdh,Ed Lrt m)

Plrntrddra

dbhth

Prlotr trLa by-
l. Nrnc
2. Tltlc---------
3. Addrs-----------

VYhcal -----

ld

Tltlo of etrElartlor---
Ot @Ftlttr.d hr.cla.&G rr rtrrtort (cbat) 6htLlJc-bodiDrilL)

Avange.tt lacd Glvll 86"L. DLt. ttl,o. --------

Appllcsat Eult tllvG bclor all placeo of reddence durhg the past FIYE yean

Bru-(lIcGud
,3)

Clty rnd St t

Appllcant wlll fill the followlnS blanhs if he has any record of arrest
(E thG qrpllcant eteutlal thl. chsrt clrlmc hc hla never been arreoted, he ohould rrltG ln thc rlncc provltlod lc

errolt reord: "I hrvc aevcr been rrct€d.")

D.tG ol Are.t DLeo.ltlc

Ervo you elr boo iqlccprlntod? -

o

&
Eoo
e6z

!o

t
EI
6

3
t
t
6

If Io the Clvll Sanlca, th.t paltlon,

Te
(fothtd

vu)
Numbcr end Street

A8e Court and LocrtlonCharSe Judtc

S-
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tr'orE !1118
AD(ll rtsZ

UNITED STATES CIVIL SERVICE COMMISSION

CERTIFICATE OF MEDICAT EITAMINATION UNDER EXECTITIYE ORDER, SEPT. 4,1921
(APPLICANT MUST FII.L IN DOTTED LINES BEI.OW TO HEAYT LTNE)

(N@)

(Pot-do rddru)

(Sq) (Data ol binh)
Wbf .tulutl,D! tlld yo t.lal

IB rf,ri lhDrrtE.nt md B[rcru ar yo[ to bo cnploycdl

In ;hrt Clty or Tom .rc yoE to b. cnploycd?

----

(PEYSICIAN SSOUIJ' FILL IN TEE TOLLOWING)

eo
1. Eyes: Distantvision: Withoutglasses: Right: - Left

90

Rolled print, rlght forefngcr
(PrlDt Eurt bo i!LGE to t(htut tlmruircd)

(Unlor the otuiDln3 Dhtlidu ce
Surrut6 ttc ld.trtig of ttro xml cr-
mlncd' tf,. intprpdrl Dua bG f[F
ri.hrd. Ind.liblG or .tuD pri .horJd

bG ud)---- inches. ----- pounds. ---- oounds.
(Eeiaht, Fith@t 6h@6) (Weight, in clotbing) - (Weisht, Eith@t clothinsi

- Males, without clothing; females, glothed but without wrap or hat.
Items chaclced (t/ ) utere eramined anl, f ound twrmol, De,ia,tions from normal @re notpil. (See instntctinu on bock ol ahaet)

20 20
With glasses if worn: Right

back of this form.)
Left

Record ag nurneratorg the actual distance heard.) Ordinary

-2olt.

I,eltt
(Near vision must be reported; use
Evidence of disease or injury: Right

space provided on

Color vision Method of testing color vision
2. Ears: (Consider denominatora indicated here as normal.

conversstion: Right ear- _ Leftear-
20 lt,

Evidence of disease or injury: Right ear Leftear
3. Nose

4. Mouth

6. Throat

6. Thyroid (especially in women)

7. Ileart ------ If organic heart digease is
present, is it fuUy compensated?

History of tubereulosis
IIas it been arrested fot 1 year?

8. Lunp: Right
Left

9. Inguinal rings (men only): Right
Left

Is trusg
worn? --------------.

(Any benia should be not d, insinal, vetrtral, lemoEl, etc.)

10. Varicoae veins Varicocele
(If "Yer", rtat6 l@tioE ond degre)

11. Flat foot Impairment of function
(None,

12. Deformities, atrophies, and other abnormalities, diseases, or defects not included above ------------

13. Scars of serious injury or diseaee

14. Nervous system (give symptoms and history)
16. Urinalysis (see over)
16. Has applicant ever received pension, compensation, allowance, retired pay, or training because of disability received

while in military or naval service? If "Yes", describe disability and state whether present now

1?. In my opinion, applicant is capable of performins duties involving ----A;a.;;;;-;;;;il;;;h;;, ---- physical exertion.

fh. eiafrining

(Place of e*nination)
phyriciaa
Dult bc in
the Federsl

of exuining physician,

!erYIcc
(Date of esmination) rervice)--IFm-[eBr to be taken only utpn srcial writt€n quest of the offcial ordering emination.

'I'his report is to be returned to the official of the U. S. Civil Service Commission requesting the cxamination

------- Venereal disease

lFlm
lovERl
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Itc rin of thc Ereutive order of Sopt. 4 1921, rnd of thir cruinrtion thcrcurder ir to obtrh hfcantlq l to tlo
pl.;rigrl crniition__cf rpryrintcce to thc clnsdff€d civil acrvicc rith r vicw to pronotirg cffcicncy ed nhlddaf .cddrof.
rnd cl,riu undcr Uailcd Strtce crploycce'conpcnsrtion lawo,

NOTES FOB EXA}IINING PEYSICIAN

WErGEr.-Males, without glothing, and aleo- in ordinary clotling wittrrout overcogt ot hat (weigh twicc); femaler,
clothcd, but without wrap or haL If overweight, state whether due to bone and muscle or to let"-

IIExcBT.-Without bootr or rhoes; observe that no appliances are used to increase.
Tlu saminotbn ahould incfufu tlw toll,ouing obse,ntatioru, os te-
1. Erc.-Ptogir; dirchsrge; corncrl acar; pterygiur. In recording dist8ut yirion concider 20 lac,+ ea notanl rnd

report rll vision as a lrectiou witlt 20 fcet as numerator and the arullest type read at 20 feet ar denoninrtoa If glslc.
are use4 record for each eye the fndin3 with and without glasses.'

2. Eers.-Erridence of middle eer or mastoid disease; condition of drums; discharge. In recordilg h.rdn8, record 20
feet e^l norrnal distance for conversational voice and record deviatioa from normal as fraction wift 20 s! &aominrtor and
actual diatsnce as nuneretor.

8. Nos--Ability to blow through each nostril. If free, a speculum examination would not be iadicrtet
4. lfioutr.-Uiaring teet}r, pyorrhea.
6. TrrBo r.-Tonsils, hypertrophy or diseaEe.
6. TEymo.-Presence of tunor in neck and tremor, exophthalmosl nervous high-strung disporitiqr, cepccidly in

woEen.
7. Enrnr.-Murmurs. State whether functional or organic. If valvular direase exists, state whether or aot it ir

fully compenssted.-8. LUNcs.-It is necessary thet the auscultatory couSh be used. Tuberculosis; if present, atate whether activc or
areate4 and if ar:nested your opiniou es to how long it has been quiescent Sputum to be examined for tuberclc bacilll
in all ruspected caser.

9. INcUTNAL BrNos.-Ilerniai no treqnia, but impulqg o4 g-oughi-ng; no hernia or impulse, !,qt abngr4elly lerge dDgB.
Any other hernia ghould be noted, and if present describe fully and state whether it is retained by well-fitting tnrrs.

10 to 13. Scars, deformities, atrophies, paralyses, or flat foot of such a nature as to iacapaeitatc or bcconc aggra-
vet€d by work or be later aUeged as caused by accident or occupation. By "flat foot", as used in this forr, is meent r lot
with iripaired function, the t€m being equivalent to "fallen or misplaced arch", an abnormal c"ondition Impairzeat of
ttnction is the point to be noted. It is not intended tltat suall, insignifcant blemishes which misht be reforrd tb u
morks of idcntiicstion be recorded.

14. Thb entry should include eympton! snd full historyofanymentalornervouBabnorrnality.
16. Urinalysis to be made and blood presoure to be taken when especially indicated, particularly in personr ovcr l0

when arteriosclerosis, nephritis, or diabetes is suepected.

Record, if taken-Urinalysis--sp. gt. Albumen Sugar ------------- Casts

Blood pressure: Mn Hg. aystolic --------- --------- MrL IIg. diastolic
If tachycardia is present, give pulse rate: Sitting Immediately after exercise Tso ninuter rftcr

erencrle Cardiac res€n'e
(Good, fdr, or tpr)

REMlars:

-;il:T#.t"-.t 

ud tL. thort .r rtLts@ rt iller to ere {
rnrrl bolow o Dr nrd bt .DDllcet: T..t ..ct .t atlut V. t

(Nue ol rylalna DhyddE)

(Title, aad bnnch ol Eedlal rttle)

WltLola rlr6--R.----ln. to----|tr. Wlth 3lr.s, ll r-d--8.----l& t ----l&
L----tr. to----ln. L----h. to---l&

wls

,e ud ,u. lE. t03 (e6dn od.r, E tuL a, lg).
J.e

Exe,miaed lor position in-
Deparhent

Bureau

Title of porition

h-I6 ECor-. tL L-&E dlEtd b Dt'bqEtdtrtf.

Nuuber of certifcate upon which applica.nt's na,me appears ----------
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StDa.ritrnNGaz
ADDry.d Dy ttc Bumu

of th. Budsrt
X.y 16, lgal

PERSONNEL AFFIDAVIT

(Dep.rtlDcnt or rgrncy) (BuBu or dlvidon) (Pbe of GDrrlotD.Dt)

Name
(Given DaDe, inlthl or lhitl.l., ll rny, rnd lrlt nue. Prlnt or tyD.)

Section 9A of Public 252-76th Congress, approved August 2, 1939, otherwise known as the "Hatch
Act," provides:

" ( I ) It ahall be unlawful for any person employed in any capacity by eny agency of the Federal Government,
whose compensation, or any part thereof, ia 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 Unitcd States.

"(2) Any person violating the proviaions of this section ahall be immediately renroved from t}e position or ofrce
held by hir, end ther€after no part of the funds apprcpriated by any Act of Congrees for such poeition or ofice ghell
be used to pay.the compenaation of such pereon;"

It is provided in various sppropriation &cts that no psrt of the funds so appropristed shall be used
to pay the salary or wages of any person who advocates, or who is a member of an organizstion thst
advocates, the overthrow of the Government of the United States by force or violence, and thst an am-
davit shall be eonsidered prima totie 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 wag:es 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.

+,tI*

I,
(or affirm) 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 ativocates the overthrow of the Government of the United States by foree
or violence.

(Slsmturc of enDloye)

Subscribed and sworn to before me this ---------------- day of A. D., 19_-___-_-,

at

-, do solemnly swear

lsEALl

(City or phce) (St.te)

tI *
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ITANDARO FORM NO. I/'^

IAtcH rG 16

EEDERAL TOBTS TOENCT

Fnon FUBfl@lf,OHQ$nUmSWEqmqffi
DIVISION OF DTTETSE BOUSINO

BUREAU n!}Err nn oD rrrn l trrslB IoR

TELEGRAM
CHG. APPROPRIATIOI{

OFFIGIAL BUSINESiS{OVERNMENT RATES

In<l1cate (SIBr,IOE!
oae (rtom IarrER

(DAY LEITTts,

Mles Ellzabeth Sternec
10J Merkll'an
Chlcago, Illlnols

Please notlfy thls offlce vhother or uot you v111 acccpt tf offered, probattonal

appolntneat Jr. Clsrk Stenographcr, $14lto, for lnmedlate ttuty ln East Alton, lnd.leatlag

earllest date avallable. If presently euployeil by tretleral Defenrc AgeDcy, lt woultl be

ngc.ssary to seeure letter of releaee before your apoolntnent coultl be effected. Iallure

to reply ylthln 2l+ hours yl11 ellnlnate firther eonslderatlon.

fhomas B. Btley
Fi.elc .0-npointin; Off icer
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FEDERAL WORKS AGENCY

wAsHrI{qTOil

OFFICE OF THE ADTIIISTRATOi

July 7, 194I
AIR MAIL SPECIAL DETIVERY

Miss Elizabeth Starnes
103 Meridian
Chicago, Illinois
Dear lliss Starnes:

the Civil Service Commission has informeC this office that you are eligible, together
with others, for probational appointment as Junior Stenographer at $1440 per antrum 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.

fermanent employees are etrtitled to retirement privileges, and their salaries are subject
to ':ductions of 3* percent for this purpose.

Consideration of persons presently employeC in a national defense agency of the Federal
Covernment 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. Iou
may use this letter as your authority to obtain the required communication. Letters of
recommendation or endorsement are trot required to qualify fo1 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 tr baptismal certificate will be acceptable. If you

are a naturalized citizen or claim citizenship by naturaliza1"ior- 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 frorn any defect, disease, or
physical handicap hindering performance of duty or endangering fellow employees, your en-
ploynent will not be continued.

If you will accept employment as outlined above ahd can report for duty upon zl8 hours
notice of final approval of appointment, please notify this office immediately to that
effect aud indicate the earliest date you catr report for duty. Failure to respond to this
letter on or before July 12 will be interpreted to mean that you are trot interested in this
position and your name will be eliminated from further consideration.

?his lctter is only an inquiry of your ovoilobility lor offointncnt and not as olfcr
ol ailointnent. Do not resign your present employment or take any other action until further
instructions are received fron this office.

Sincerely yours,

John C. Jackson
Iiield Aopointlng Officer
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Foru 1992a (c.s.C.)
May 194I

llr. John Dough
l2]l+ East l6th Street
Atlanta, Georgla

Ttris ls a lettcr of inquiry and NOT an offer of appoiatuent.

Certlficate No. 21879

July JI, 191+1

Positlon : Junior Malntenance
Aide

Place: Montgomeryr. Alabama

Klad of appolntnentlTenrporary

Salary: $1!00 per annLur
Probable duratlont

Duratlon of National
Emergency

a8e

Dear Sirr

You have been certiftcd by the Clvll Servlco borrnission as e}lglb1e for thc
enploynent, deacrlbed belor. F111 out the nAvallab:.rity Statemortil below indloatlng
whether or not you rould aecept thts posltlon If ot'fered and return the entire letier
to this offlco. Appolntnent rould be subJoct to the civll serryioo requlrenents deccrlbed
on the back of this letter. llhether I'ou are availr.'rIe or'not, please reply rithta ,
d.ays ln ordor that one of tirose rtro are azai]1ble may bo selectod as proroptly as poi'iilEfe
to flIl thls vacancy. If selectedr Jou will bo notlfied anii givou further instnrctiona.

Other informatlon:

Yours truly,

Field Appointlng Offlcer

AVAILABILI TY S?ATEXI,ENI
Nottce I aro availeble and rleh to be considered for the posltlon

ff there hac
been a change 1n
tho conditlous
under rhlch you
have prevlously
indioated that you
rvere avallable,
or ln your addresa,
fill out the form
on tho back of this
sheot, glvlng thc
conditlong under
'*trich you are wiII-
ing to accept ap-
pointnont ln the
future.

descrlbed above. I cur report for duty rlthin daya
after nottfloatlon. I an now cuplo;nd

f arn aot arrllablc and do not wlsh to be conatdered for thc
posltloa tleacrlbed abovc for the follorlng reasonst

(Signature)
I ;eqrrest the Civil Servlce Comnission to take ttre follorlng
action lf f an not avallablo or a.In not selectedt

Consider ne avsilable for other appolntrnonta (SubJect to suoh
now conditions as I may have inilicated on the other atde.)

Rernove my nane fr.on the registor
rvhon I w111 be avallable for app

Removo ny rane fron the registcr wrtll I notify the Clvil
Sorvlce Corrlsslon that I an available.

until 19_
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ani for snlt
1 nvc s tl qatlor

5. Proof of date of blrth is roqulrsd for all probatioarl and
prc UIEIE?Ff rfi'E IIfi -t?-a-ii-o ln tncnt s 1 n th c dopartnen tr I s c rvl c c
rt warhlrgtoa, D. C., rnd for certiln appotntmnt! outsiCo of
lT.lhln8ton. '.ryhon this 1. rcc1r.d, M appoltrt6c lhould cndeavor
to brln8 blrth or baptlsEI c.rtlflcato rith hln wh.n r6portlng
for dut)'. If thls rs not poss1bl6, thr rppolntoc ylll ln Dst

AVAIITBILIIY II{F'O;O{A?IOX CAID

lvcn6c ratb6_ --Ctret-m)
ls-t-aEJol-r6gir-orvot-fn{r-iirien-c6'Eraiineara

rpptloatto)

lEfi cI Tftfc -ol' e-ru}it] oi )- - lsrrr)-

Por oroh of tho locrlltles Ilrted bgld,indloate ceparately
ltrother you rculd roocpt probatloal or probatlonrl-lad.flnltc
appotntaoEt ud ln cach cqlc chcckod nyosn lndlcatc tho lm!t
aoocpt.blc yearly crlrry.

INTDRIATION }OR ELIGIBLES

lrxDs 0? A?PolxDEx?s

T@orrr:, rppolDt@nt 1! for r ltdtcd tiEc only, rlr.ly cxtcnd-
EsEoE-il; rEtJit, od doc! not Pr.wDt @Elld.rrtlon la
Fa6uLar ordcr for Prcb.tlo4l or Probatlonrl-lDd.flnltc tppolnt-
Dnt. ordln.rlly tcryor.ry rppolnt@nt tlll aot bc offctcd to
p.Floa! rho llyc f.r froD th. pl.c. of .4lol@nt.

Plob.tlon.l-lndcflpltr rppolntEnt 1! for u lnd.flnlto P.rtod
ffi uldcr th. !y!t@ of rctlrr-
@nt ud dl!.blllty bcicflt. provldcd W th. Cldf Sarvlcc Rc-
tlr@aDt Act iDd hc Ey b. consldorcd for both ttelfcr .nd pro-
DtloD. If hls .nploym.nt cnds end hc hr! doE. !.tllfrototy
DrL, h. t! .lltslblc for rclnltatcmni.nd Ey r.@cst that hl!
n@ bc phc.d on th. Rrcnployr.nt Ll!t, thloh h.! prlorlty oyor
othrr Clvll Sqr?1c6 11.t!. Polltlon! oomcctld rlth tha ll.tlon.l
D.f!n!. prorran ar. usqglly tillod by probrtlonal-lndcflrltc
appolatMnts ud fro@sntlir rs+rlro on:rscc cn Cuty aftor v.ry
lhort trotloc. nr6 duratlon of luch cnplolEcnt la dcpcndat upoo
th! oou.. of dcf€nlc rctlvltl.s ln futur y.ar! ud cauot bc
-..d1ctod rlth qccurscy.

Prob.tlonal .p?or1trcnt conf€r! a]l th6 prlvllcgc! atloclrtcd
tEf,-fiFo-Ea[fo;Af-T'iaffini t6 appolntncnt. ltht Ia thl ! tl?. of
.ppolnboBt is usuall.v mdr to prcvido por&nicl for r6gulrr ud
contlnulng fiovermont rcrk, thr duritlon of ach cnplolmcnt l!
rl.o aff.ct6d by thr cour!. of goe.r@Bt polr,cy ud rpproprlr-
tlon!.

l probrttoBary pcriod cr tr1!t perlod of tIr Enth! (sooqtlus
o-ntEiFfiElffi s 6-h proba tl ona I o r prc bat lonil - ltrdrf i n 1 t.
.ppolntEcnt, dulni rhlch thc ap9olnt..'. .ltgtbiltty for t.o!-
far sd proD'.lon l! rG.triqt6d.

ATPOII.'},IEN1S A.R,E SUEJECT 10 EESE RECJIXEXENTS:

l. A phyllc.I .x.minf,tlon l! rodlr.d of cvery p.rlon crloctcd
for prcb.tlonal or prcbetlonal-lndcfr,trltc .ppointmrt. El I gtbl.!
ara crutloncd not to rcsi8n fron any porltlon noi hcld untlL
drflnltc lnstructlon! to report for duby have ictually bcon tc-
calycd, ulurlly only ifter sotlsfactory oonpletlotr of tho physl-
cal 6rahlnatlon.

2. AlL appolnthent< are lubJect to !lntcrprlntlnE
posltlons, ap.rolntncni 1s had6 subJact to character

c.!6. b. ErrBtad M rddltloul tlt enthr tq rhloh ,p obtat!
. Grtlflcrtc or to fumlrh proof lo aoD othrr ny. .
{. llh.a.vcr th6r. ar. .lra.dy ta or Drr Ebarr ol r fEtltr
ln Ura cl.rtlflod tcrvlo.. @ ourir ulbrrr of th.t lully $a
cll€lb:,o for rppolotncnt lB thrt ..rvlo.. Ellglbl.r u.
nra.d Eot to .cocpt rppolBt@nt @ntr.r7 to thlt prcvttlon ol
thc lir. Ihc CIYII Scrtlo. Coui.rloa lDt.rprata th. Et.d
'fully" ln r r.thcr rc!trlctcd..d.., homv.r, ud !U6tb1.r
.rc sdvllcd to rubd,t rII factr oE thc Btt.r to th. Co-lrtlu,
whtoh rlIl drt ralnr rhcthcr thl! r.rtrrqtlon lr rppltorbl..

5. SubJcct to crrtrl! rtrbrtor.y .xo.ptloaa. E lprsoa rooapt-
lng tppolntDcnt to r polltlon ln thc olrt.lfl.d olvll ..rvloa
uy r.Dln oa uDr othcr Pcdlr.I p.yFoll. 

'tth 
rdm aroapttou,

lncludln3 mon€ othrrs thc.ppolDtc.! to c.rt ln porltlona
dlrcctly rclr:cd to th. ilstlonrl, Dcfcncr prcCrN, & p.rao!
uy hold sy .tat . couty or Dnlolprl of flo! tlrll. qloy.d
ln th. clalllfl.d c1"11 rcrvlcc. ru! prchlbltlou do.a lot
ipply:o offlcc! 1n o6rt.ln runiclptlltlcr rdJfoot to tha
Dlltrlct of Colubla.

OI]IIR INFOLVJTION

Su.p.nllon of ellEiblllty. lYhcn i p?r.on l! lMblc to acorpt
u ap?olntmnt he shoulil notlfy thc Clvll S.rvlcr Coulral@
qd r6quolt that his n@ b€ rcDrcd frc[ th. rllElbl. ltrt
untll h6 r! a6alB .b1. to .cccpt a??olnt .nt. At uy ttD
',hilo this tlst 1r rtill ln u!c, hl! n.m ily bc rcpl.c.d l!
lts prop€r positlof, upoa rc@a!t. If th! oondltloEa ,eda!
rhtch he nll accopt .ppolntMnt hryc 6hEgrd, hc rhould ootlfy
thr Cotullsllon of th€so nar @idltion!. Ihr Conl!!loa Dlr
{lso rcrcv.. perronr! tr@ frc[ th. cllitbla lllt lf ha frllr
to rcply to offlcial corrclpoudlncc or lndlcrta! thrt ha EuId
Dc un lIIlnE to.cc6pt. posltlon.

Prcc.durc la c.r. of noD-.€Icctlon. f,1r@ r prraoa rcDll.a to
in--ofirlEf iT'Tn:ffi TiErTTEi-EEi'th.t..ratl.bl.f ;rthc
po6ltlon if offer.d, he is conlid.rrd wlth oth.!! rtro ala ale
rBlliblc. tho appolntlng offlccr my tckot Ey on! of th.
thr€o hlthdst afrllablo eliglblc! to ftll thc Ec.ncy. Ordl-
narlly the porsor lrlcctcd Ell1 b. the only on. rottflcd. lht
nmcs of those cliclhlo! rho ,e.6 not s.l.ctcd rlll bc rctum-
rd to tho Clvt1 Serlco Cml€61or for rcrtoEttoB to th! Fg-
lltcr. th! tact that thry uoE Dot aclcotad rlll lot alfcqt
tbclr .l18lbl,lity for othor rp!ltloD!.

iost of trqlportatl.n. th. p€.ei s.l,cctad for r pollttotr
nuG{: p.y all translbrtatlon co!L! coan.ct.d ,1th roportln!, fos
duty. If hc shorld lubscilcntly f.l] to mct th. rafl!,rcmnta
to whlch appointh.nt ls rub.lcct, o. lf hl!.nplolnat l! t.t-
minatod'for injr reason, he nust ply lor hls r.lum r!,ao.

(Fl

-l S#o;i-r-dd-rd; t-
(stat-ci - - --

I E@th?

2 aonthol

5 rcntha?

6 Donthst

I
It

y@Do to Ey rlllt.ry oF
D.?rl ortulr.tlont
Yo! ! noE
If ro,.rpeolfy lanlc. ual bratoh.

I lrc you n@ @ rotlvc
ter J-l f,o

rl thlD
2. Ildtoatc y@r rv.lhbtllty for t@

Stito of or.cnt I

AdJollbt .trt.!l I

t$hlugtoD, D. C.t c

fiiyrhoro l! thc
Itrrited St.tclt 3

Ortlldc oqtln{trl
Irnltod Strtolt I

thc!o oltle!t ,B.D

duty,

tr

I tr

I

I

trtr

h6b-Tnd.ftnl t.
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A)DUena EBt All AJ,L bluk in aLt @lui (typeEit8 or iu.k)

Tto addE flEn belor -iU bo trc.Ld E tho .Dpllet'6 Et-ofio rddre
uul DOc., I! rrlti!9, of ut cts!8o lr @l'rd. hilr phirl, h ht, c ayDe-
kia., you ruo (om 8l@ @q ltrlaLl a idairl& Dd rure). If . DluE,
prtOr "Md c dME ' ud lf @iEd, w ,tout o@4 giren ruc, r "Mra,
MorU L.D@"

Dslaolblrrh------- -- AgeonlEtbtrthdlr----.----

ODlloEl @br6t

@Ar.dlfu)

Nucol,iGlrtlon

o.
s,

o.
R.

n.
&
x.
P,
E,
D.

d
I

t-

c;z
d

E,

AEL Dk. Ea

uNmD STAIES CMt SERVTCE COMMISSION, WASHINGTON, D. C.

otr
dt

ot

to C ordN. AEwc
tor

tho

ApprcYed

AdDltdqu.----- tr&hdie

Ee

Not['d ratilg-------
Date

ot

bo iE

APPUCATION FORM E
Jenur4z l9ll

trAppc .tl@.&
trN@pDorudcd.

trMstelsl ilod.
trMstalslEt'&
trMEtsl8l att'4
trOE ags lr[o !reL
trMILw.(Eopmt)

Pr€&!ao:
Allowed-

ElPrel@Da.
trDlsbluty.
trWtdow.
trWilc.

trDisUdv€d.
trcl$d.

tr4r7. ONsvr.
trMals C. OC. O.
trNo pmf grrd.
trNoto rE$y.

READ TEIS BEEIOR'E EILfINGI OgT Y()t,R APPIICAIION
.- -Be!9!! 

f,[h,8 oPt thJq sppliptton, @asult tbo ulgu@eEt oI tho e@istloD ual stualy @tqlly ths DlDlou roqulroE@ts rpeloed th@i!. ]l.pplt6doD!
,mE pcrsu who do Dot D@t ths r€quir@sDts will be @El€d

AEy !8lss Et8taeqet F thls _8ppu@ttd, w-blch ls- udgr @tbr or olteEtion ol s trtubEt€, c the prMt8tio[ to tic Comhlclou ol E IEIE otrreinrng et hls.stst@ut c eltstion oI a @ti.06!a, ls s vlolatioD ol tho l8w ud is Duishablo N mch.

tbe EtlES of the winaHoD, tho CoEEjslon ffi
. b, thmlom, higDly iElfftet that you spplt@tioE bo

l. Arc,or r cla&eB ol lL. Utttrd gha..,

NEt@ll@d dd4B Eut subDlt rtur8llailon @rtli. 
ya q Nc

6to: other rorelgE.bom, d@@entsry pr@f ol citlaEhlp.
CqtiflGt€s rill bo retmod. Do Dot aubEit prcoI oI cial-
4!!blp uDl6 requEtod to do rc.

It. YIUyou aceof fcuporf 3Dphbot,a 6@abd . . -------------yail No

IEG rll atE D.tlt
of tllr quetlon

For I mrtL?
YaqNo

lZ ErE rou GE Da! dlrde4crlc fmd aorrds! llu EDt
!'cla!oo?. .

Yqq No
It 8m b .ry6," ststc vhen eal vbm uployed ed

glvo thc @e and sddB ol you eEployer ud the EM
,or you dlschargo or rored rcslgBtlon lo eh N.

lI wlatrh tho D.rt 12 DdtLs bare yoq @d ltrao8ietltr8 bor-cn(E?.. ,...._-_y;;iw_

rLblrldb? ...,__i;;tv.;:_

Tod.o?. ...,--y;;;i;-

la. (a) Wcrc y@ Gre! Ia tho U. g. Eiuts, d uvrl Er"le? ya r .lJo
(D) wcE dl dirch.rt€ Suted udq toDnblo @Ddl-

tloE? : . .
Yqq No

If you clalE vetem preIercBs, you should obtah For
uud subElt ltwith tboeYiry

BEAD CABEFITIIY.-An usw to the lollorlsa
quEtion @E@allDg eitho trivisl or sioB ofloM Esy
caw rel@tio! ol appli@tlotr Ed dobmt ftoE osEl-
DtioE.

YaE No

2. Wl6rey6

3. Whra t! a[. &t otroE birth?-- (M@tth) <Day) (Y.or)
Do Dot flbElt pr@l of datc ol b,rth uDles rcq@sted to

ot

do s.
a. CleL h thc.l0(Arlrao Er

M8letr | Sisglotr Divded:O Igtdostr
FeDletr | Msiledo Separrt {O

5. WLrt b ,oE hotha, rlahut lhffi? ------------ let ------------ tELlrj
q Wt!]t LyGr !!9lg!t, rlthoEt o@t G b!? -------------------- prndr.
7. Il.rc you ut DMEI defe! r dlra* q dbrbiliE rtia-

Erqr...
If uswfi ls "Y6," gtvctullpsrtlcutm. Cor@alE@I 

yaq No
o, a dlee o! s dissbility or a pbysiql del@t o, uy Et@
@y r6ult lE @elation ol you 8ppii6tlon ud debu-
meDt froE €ruhauoB. Us e addltloDal shet of p8p€E
It nmxenrv

8. AF olt D6b6 of ,ou frtnll, c rclrUyq (oithq bl6d d
by urrllgo) lD .ry Bt of tho UdLd Sha6 Gqquena
a'ierLatEE?

Yqq No
II awer k "Ys," glve BaEo, addre$, relaug&hll)' sd

bruch ol $rgto ot ea.h ouch relBtlyo.

9. Wtrt L ab loGa oln@ ahry ros rill.qtt . . . . t---

lDio al& Eryo m beu anqfed. c
d

Datue

@. II

G 6nod,

t'a t No

RoslstsB my bc wd lor relsted p6itioDs at sahiles
other the th8t epecif,od lD the uou@Eent. You Elll
Eot b€ ertLoed ta poslttor payiDg les the tho uort
SIED lE Nre!. @e

10. mll rtc UdH SbaBl
YacNoL ry6 ls "No," ""r" 

rcptablo lmlitlos.

lor Indle Elerylco E a[ IDdle, you Dut trlo wttb thts &ppUo&tlm a @rtloo&t6 frcm t,D,o suIE n-
arole8rstEoalr oa Eo[r tLo OoE,EfE$oD.e!, Buro&u ol baua,D, A.l!Elr+ ahowlng tJrat you

Pl@ol*il..tloD

llst dl
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The info@.tion 8i!e! uEder Qu6tion 16 will trot ifiect eligibility lor exBEinetion hut *ill be uful to the Commislon tE erpedltt!8 tho hedlllt o, rppuotloro.

lC N.e cL .slElbn for tllch ,o! h.vc il.d .rpll6-
ab! rlti alo C.mL.lor or.!, of lar ol8q

(ll.oD, r;L Noe )

In ,hat cltirg rere you
ctelucd?

DldnE?Glv. aiG d.tG oa 4t .elualon
(U.!!h .d ye)

17. AE ru Dr @Dlor.d b, atc Fcd.nl Gotcrhcnt? ---i;;-i;-- (T.hErry or E q!.r!)

D.Gra
Elrd

Ppm- TF

Dal- oftlacnd.n@
(Civ. Donrh.nd r...)

Sl!n€br-
ho[il
@dll

reivcd

MrJq .ubJel

Nuc

tt. GIE h aLG bl.!L L.br hfom.alon tqiudlnt ,our cdu6tlon, lEludht d.aa:
(c) G@rbl: AtlrndGd fEh ---- -----, l----, ao

(b) Hlal-Lol:Nuc.rdlqalon-- -- .

(c) Coll.f.d.nlvdrlt,
(Oto. hl ddqb.nd urkrduh 

'.rt)
D.a. oI
daG''a

N.D Ic.alor

(d) gl.L ri.tLc .tt Ed.@ .a cl -lot cr 6lldc ru Drra- alnc or tEll-tlh€, .nd ,h.thGr .( d., I ercillt cl.&i - - - -,--
(.) Il aLc.-DluUoD.nmrMctrt 6ll. fc ahe ffipletlo! of 4lehllrcd .ours, Gt(hcr ln hla} Etol, @llcte, or t[duL El6l. t df, lu! afc rt{dlcd

@ tllcL lbE LarG @DrlGaGd and tndiqac th€ crcdlts r@ivcd for qch @uru

lt (a). FunbL h fDG blanla bclor r @mDlcb, onDrchcmivc Blraemcna, Bbof,ing Gvdy cmploymcna tou hrvc hrd tlne rou irt bd.n ao wl. lElldht tau tEnt
uDLyDalt, ald .@unilni for ill tEalodr of Encmploymcrl.

PLa o(
@DL!rc!a

NATUBE OII YOUB DUTIEE
AND PAI.IOLL TIT.LI

8hb

8bt.

8bb

8bh

8bb

Yculy
oLryd
,dl, rct
dninla

sbt.

cia

D.a€ ol
Ghplordcna

_______, lo___

__-_____,19-_
To

___-,______, l0
To

__- _ ___ .10_---
To

__--_--,_,-, l9___

_-________-, te__ _

____-_____ . l9__---;;--
-___-______, t9-_--
To

_,_----__-_. l9-- --F;;--
___________, l0__-_
To

-______. l9___

, _____. l0___

_- -_, l9_--

_____, le____

To

l9____

t0_-

te-_ ,

NAME, STNEET ADDEESS, AND
NATURE OT BUSINESSI OF EM.
PLOYER

NAME, ADDRES{I, AND TITLE
OT TMMEDIATE SUPEEVISOB

(GiY. rE..ddB, .ity, .nd abb)

the

tF MONE SPACE TS BEqI'IBED, CONTINUE YOUB ENTRIEA ON A SEPANATE SHEET ANBANGED Ag ABOYE

g.n. lE.
ln mJa

ciu

ctv

-Ei;;-----------

ctE

sbh

qr
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I
ItO).(bltfcq'cltt ffitolthLqnlutlooto.Ei.blL.I..|icrt{rl@.t toboDL OootDrb.L.dhgaocbymitrfi6Et

trt-cad+tutEtc0c GlErd.lilGd&rrstlafEotdt$hEr rhlcltoro&tcEaoclEqEhco.ra.art dt!thtE@g blbEl
tt u, oll.tal a.qDaaha ra..lmi ftrc tL3 .liar oElra ct EGh lt@ to l.lualft ll rta] atc draor ol tlo mcodhs lte tnoa Il fur{lo
lD(c). 8br dt rlrt a'-! 1 utl tlrlc o(*h GD|llFr @l!s durl!! cL fqlod ol rylu .rlElt d D&r, lb lubc ud dE ct
qlry* ll uy, srdc tE .r!E"Lac!. rEftlE m h bvlqt eh qloyeL

(IF MORE SPACE rS REQUTRED, PASIE A SHEET OF PAPER HERq AND COI{TINIE YOrn STATEI|EI{I)

,L GilE tlc E ud i@ ud bodnd eddrE cf in tmt' otE tDu abc Utt d h rffi to Q@tlor l9(r), w llvl4 h tte Unttqt Eart* tto
bE hrlGdt! ol yoEt ch.Eac, q0..t Dq ad .bltlt (do NOT jlrc rc of rcletla).

FrlI@ hdEC@FaloD

tl. E E yoE ut oDletlon to tL. C@Dtdo's rII!3 l!{c.Ly rc.ldlll ,our cL.traE, c[.lif,etloE& oac., of ,ou ptaent @ilargl
YqtNo

Ecrddu
GEG!|lDE.&r.udhL)

Budrerddrs
h.!@b.dE.d8h$

I

2a Do toE Bd u.l arudrt 6dtr, E entr Irqulol
Yaq No

Ildlc.ac rLlch -----

PUBITCATIONS, TEESES, AND BEPOBTS

PubftqdoEtlqcEDda&lfelf.dft.bythemumtot'tt .'.irp{oD&trtlctyoun4rflyln3,E@tt 0t dtithtft .IdLrttoD,lrlsofb.
rb irtcd h tla roL WLo r @Dfcte ll]rt of DrbUatioE L 6ll€d fo. h lt d-tln-Oor r@t, ltrt dtb otr.} FbtlqdoD, thn' thB
rEd bt rh et w eubltbd. ud rhr . agt s bc folrd. Erh F[8 Ebolaa€d iLorld bqr tb .tDuqnt's @ Ed rddlE Dd tL. @ ol tb dElF-
alE fr. rtlch.Dellcrfbo ! iled. r6F-20586
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1

lt h rLa 8t !. d TdlL.t Ltc
t@ lcttl, voaha Eldc@t

Irrath of ,Et Ead.E OGh? I! rbaa @E!E Lara ror ldrl d
vctltra rildcE?

L{aL of el !d&m li oElt ?
(x*N 6-! b.bor. uD o Ah d iuh!,(kE.u6 6u b.[or. uD 6 O. d ruho

-------. l------, to ----------, l0-----
(Motrrh) (Yc) (Iontt) (Y.r)

From --------, l-,------, to ----------, l9-----
(I-tD (Yry) (I6d) d*,

fa.ffdultsafcF.arctortrc@,rldcd@ntllmulthtLga.acorTclao.rl!tLkhyord.hl6rlo.v.ahaBldGE,-EDaE EaqU, llthahrcl
Arrba Tcitllcit, .rri ttG lollorlra Qldtlor ltllr:

(.) f.. rl.a Frlod. alE m.h rild.E w lEa tt blbhcd t t. d b.ci .t .ra tha.fEt (Glv. d.lt)--------

(D) Dl@ lD th. ELa. - *l

-.-------. --l-.--
II E rrde 2l of tlc

Lti r-ld.E of lrenL a ,urdL!
alG ed&r of d I

h-.!a F.a-i@ rdd.{

(tu.)

______-_-__, l9___-
(xoall (Ydl

i. If lr o e qrrlcd tc.. lll h tlo aolLrltra Uarl.r

(D) I4rl .d&E of Lub.!d:

(6) Dualo! of lL rold.E tl@h: trrom

,.AErd.robcofu,lFllaLlFrt,'dd!ilL.ttorrllcL.dt6t-aLordalF of{.c@tlacalor.lloa.fartclEahalGUnlaGaSL.ai?

JWAT (OR OATH).-Thfu iurrt (or orth) nurt lc crccutcd.
The fotl,owing oath must be teken before a notary public, the secretery of a United Statee civil service bord of examiners

or other officer authorized to administer oaths, before whom the applicant, muet tppear in pereon. The following are among thoee
not authorized to adminieter thie oath: Postmasters, Anny officers, post-office insp€ctorg, and chief clerks and assistant chief
ffirks in the Railway Mail Service.

The composition and worl in connectio,n tith r1y ntterirl r-equired.to be eubmitted for thie crrminrtlon rre- entirely Et
oyn. etceDt ihere I hrve riven full credit for qloted matter or the colleboration of others by quotetion marks end refercnccs,
rnd in the compogition of t-he srme I hrvt recelved no raaiettnce ercept aa indicated fully in my erpllnatory at.tement.

I, the undersigned, Do aoLEMNLT swEAB (oB AFFrnir) thrt the ststements madc by rne in tnerer to tte foregoing queetiona
are frill end tlue t6 the be8t of m, knowledae rnd belief, So IIELP ME GoD.

Iil@61e, Dreir 'rMks" or "MB.," aDd L marri6d,
u ,@r @n givc! DsEo, N "ME. Mar, ,. D6." (Signature ol

WTTC PEN INT

Subecribed and duly aworn to before me according to law by the above-named &pplicant, this ---- ------- -------. -------------- day

county of and State [or Territory or District] of----------

(Oficial title) . ..-

From ------ ------, l------, to ---.---.-----, l0----(Ionrr) (Y-, rMonr[) (Yq)
-----, l- .---, to ------.--. ---, lb-- -

Lnath.f,c} EIdGE

From --

Eoltt u gGrln d b.lot, thl. ctliat l. r.tuhcd of .ll .rtlL.ltr for DOIibE Ir ahG.ttutlon.d dcr.rh.nhl EdIE rt WDhhJtcn, D. C.,INCLUDING
BEaIDENTSOFTHEDISTBICTOFCOLUMaIA. Elltlbllltylorrhc.rprttoncdErriccrlllmtbcrllorcdunldlq.l.rqulrch.nbuGhcartrdthlr@r$46a.
L rart rl, creutad- For ldltlou li tto rDtaillon.d -f,le, aptlletrb EUa ahor lcaal or rotltra r-ldaE in ILG St & d TfrlEy drimad fcr aa lda I d Ett
l'radlil abc d4iit d.a. fot tEelrt ol.tDlh.UoE ll clicd In ahc.nDou@m.na of ahc GElEalon for rhlch rl|iiqtion i. Edc.

This @rtl,1c8te must be erecuted by I notary public, @unty, muoicipal, or lolie.court cler}, msyor. jusl,ie of the pea6, or ocher omer ln the @unty or city tn
whlch th. applicsnt clrims !6ideD@, pr@id.d th. oficd i@ an olririal (impr.rsi@) r.ar, or, in lieu therrcf, that his omcbl chsretar is @rti0ed !o by proper ofner, zadr.
ofr.cidl (iilpr.rtin) r.aa, Bnd provid€d he is atr Bctual residenl strd omer ln the samc @unty or city cl8imed by the Bppliqut.

Applients who @upy p€rmaucnt positions in tho .DFratonGd dcFran.nld Evicc .l Wohlnrton are oot requrred to h.E tbis @rtlicsto oxeutod, but should
msie tho tollowiDt ootstion opp6ita it: "Am in the spportioned dopattmental service."

ThGrrDllantbmarGquiEdlor!D..rlnEcDnb.fNlhcolncc.rb€reua-thl€aln6ac,butShG ol[G.tould-tl-f, IID-llsblrt tortLhhcs.
at0{, lru crodlblc rtrd @FIGDa Gtldarcc.

OFFICER'S CERTIFICATE OF RESIDENCE

I, a ---------------- --.------- of the county of -,- ----, and State [or Territory] of -----------------.---(OG.i.l d.a...tio. d ofio.)

do hereby certify that --, the applicant who submits the above in oonnection with
(Wrt. n.m. h {E.rcU, ri.h replic."t'.,M....iv.tr.&v.)

a civil service examination, is now a is-,-;i;;;;;L:;;;----,resident of the county of ----------------- end Stete [or Territoryl

of ------- and has been such resident for --------- years --------- months next preceding the date hereof.

Dated et county of and State [or Territory]

IorrrgAL
llP ThG orncbl

txPirssroN srALl

of

If qsuo or @rr@tlon b€ made ln "Omrer's Certi6c8tc," ertldotlou must b€ made oD Esr8iD by tbe ofn@r wbo ot4utes the ertiiBtc, showiDg such corretio!.

(G)h rl&L a
tar

(Signaturc o! ofrcer) - - - -- - - - - -. - - - - - - -
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70iL l€. raaa t
{ovlLtli, llao RPORT TO THE DISTRICT MANAGER ON CERTIFICATION

Udtcd St t{ Clvll llqvtcc Coarl..lol

Dhuict Manager@u. S. Civit Service District

[G. fi,or". G. Hendry
t'ederal Tforks Agency
Pub1lc Works Adrdnistretton
Sen Franclsco, Califernla
L

4 Jr. C1k Tvp CAF-? $f++o

L-49247
(canrlcrrirc.I

ap"l]-f;*J.9l11-

-----l--ffi-Cr-
4-7-41 Teles.

(imurrr D^rrf 
-

Pnobatlonal TndefJni f.e
(vAcANcrrr) . (TaITION AND ilLARY) (NATuRr o? itForEMDIf)

.ACTIC)N

taken
issued,

(PLACE oP EMPLOYMffi)

ts rvill indicate on all three cupies
at the of certificate. One cop! of
reDort

in the first column opposite each name the
thrs form is to be retained by the officer to

Va

cD

D C

Y

c

action
whom

to the District Manhier

SALARY RATINGNAME

Y Sm i th - IIJTa nrrn r.a t LU I l.rlnq

trVal tens - I,rer.v,Tcne{MY.s -

#

4

#

Jones. Lucilfe E. (Mlss )

Broun l4srfy A. ll[jss)
Brown. Helen T. (lrilrs. )

Schott. Edith (Mrs. )

Ross. Edith M. (Mrs. )

Jones. Vlrslnla (Mrs. )

Lloore, Elalne (Mlss)

L{onnls. Vinsinla (Nins^ )

To provlde for deellnatl

Thoma ( I,lrs . )s. Allce L.

ons

x

THE DISTRICT MANAGER:
Certi6cate retmed with eramination papers and pre*ribed foras.

.ICNATURE oFncrAL Trlt-l

19_-

'KBY TEIE:
A-S.letcd.
CRU-CoEmuictioE r.tumcd uaddivered,
D-Delined.
FR-FrilGd to rcDlv-
NS-Nd xld.d- -

Dough, John
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I{OVIMIEI, rle REPORT TO THE DISTRICT MANAGER ON CERTIFICATION

Unltcd StatGt Clvll Somlcc Connl..loa

Di"t,i"t M"*3",, Tw€If th U' S' Civil scrvice District
lIr. Henry Huooard
Federal fforks AgencY
Pub1lc Butldlngs Adnlnlstratlon
rsan Frsnclsco, Cellforn{ a
L

L-49247
lqfrrrc ilro.f

Aprll 7. 1941
(q li)

(REUlf xo.)

4-7-4L Teles.

-irrelrErErrr-

(ucr o7 EMPIOYMET)

R TIN(;SALARY

I 83.26

il I 85.53
ll

VJalters, Mary Jane (Mrs.

Jones. Lucl11e E- (Mlss I 80-89

ll Bnown. Marv A. (Mlss) 79-9e

Brown. Helen T. (Mrs. ) 79.78

Schott. Edlth (lt1rs. ) 78-60

il 77 ^F6Ross. Edlth M. (Mrs.)

ll 76 -63Jones. Vlrglnla (Mrs.)

n Thoms.s- A'l{aa T.- (It/irrs-) nA 54

il 75-04

n4 n4 0A

tl # 74-96

4 )nsl

x

Moore. Elalne (-tllss )

Morrls. Vlnsinla (l,{ns- )

To provlde for deellnatlr

Pneference al'l owed

Dough, John

. Va.

c

c

D

CA

NOTE:-The officer to whom this certi6ste is issued will indicate on all three copies in the first column opposite each name the action
taken by him, using the proper key term, as shown at the foot of certificate. One copi of this form is to be retained by the ofrcer to whom
issued, as a combined carbon copy of certifiete and report thermn to the District Manager.

THE DISTRICT
Certificate r

MANAGER:
returned with epmination papers and prescribed forms.

Apr1l 23

- 

--:9l-]--

'KEY TaMt
A-Sclsted,
CRU-ConmEietio[ rcturtrcd urdelivered.
D-Delincd.
FR-Fail.d to EDlv.
N$-Not clctcd, - Henrv liubbard ,Field

AICNATURI
Apoointine Officer

mrs[ TtTtr

4 Jp. C1k Typ CAE'-2 $144.c) Pl.ohFtronal Tndefinlt€
(vacarcrEs) " ("oarrrox No aMRy) (x^TURr o, A-airrx-.o- - -

r

ll
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I\ a tto'o
Jdt l5?

Rrqorer lVo. ----L---

DTANAGBB 9th

rrilTED ST TES CtVrL SERVTCE cOMMlSSrOll

REQUEST FOR CERTIFIC,ATION-{RIGINAL APFOINTMENT

_Ep4-era1-'!l_o_r-Ef 4-r-e_B-s.Yr----.LUnq.-t-tgp-_.-q-L!_Y-,Kansas-'---tiEfii '-'---itr;;ii6iai;t----

. -{-u}y...3e.-.f -e-1}...----- .--.(rr)
CTYIL SBNYICE DISTRI Cf :

Please ccrtify to thig ofrce the nemer ol pcrronr cudbh for {m } appointment to thc portdon lndlotrd brlor.

If lor tr.mponty aetwicc, tJre folloring inlonnetion ir furnirhed: Reuonr

Temporary employment will not ertend bcyond ------EO-Uf-..-- -- ---

believed an ertcnsion will bc neceuary.

NUMIEF TO IE
EXPI.OYED

To dig dltches, lLoles
plle luuber; mlx anr; carrY
perform other slmifar tasks
and sklI1eo r,vork; and

{ifff*} and at the expintion of thrt pcriod it i! not

1

LqJattota"

I'ort Riley f)efense
Houslng ProJect,
Junctlon City, Kansas

'C.ttl6cti,on rill h. E dr ril}dt ntrtd to u unLr 6.8 or tL ott r la rfdlrd ln tha rquad,.
"It tbc DIE ol @Dlor.at i. rot th. q u tb Istlo ol tL .DtDhUnS o6or, tllr rhould t cl{rly dm,

REMARKS (qualificetionr decired, etc. If thc porition to be frllcd ir thrt of hborer, the kind of hbor to bc pc,rlormod.rbould
llt rpecrfrcally ret fortb below).

To svreePr scrub, mop anC pollsh floors, wash windows' walls and
woodwork; collect and dispose of garbage and rubblsh; to

Mow lawns; trlm hedges and shrubbery; pu]l and cut woeds; water
grass, flowers rild other Plants;

To l,ove furnlture and place and repalr awnin'is and screens;

sirnple repalrs'to the walks, fences, roeds and publlcTo make
areas;

anc simllar excavatlons; Ilft and carry and
cement, concrete and plaster; pess tools; and
in assisulng those engaged 1n seml-skilled

To perlorm other .';lmlLar work as asslgned.

-Henrw llubbard----arGli

-_ 
F i p'l ri Anaai nt l no Of f{ aar

3901.

3E.x'

It Unskllleci Laborer

ro.tYtoa{ 3AIIRY

."i10J0

a
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COII YERS IO}I WAGE SCALE TABLE

SCHEDULE OF DAILY A}ID

As Determined on Basit of Annual

HOURLY RATES

Compenrat ign Paid

?-hour day
Dally rate*

IIourIy rate
At annua] rate of-

$ooo
660
720
780
840

1, O8O
1r14O
1r2OO
1r260
lrg2o
1r38O
lr44O
1r5OO
1r560
1 r620,
1r680
lr740
1,8OO
1r860
1rg2O
1r98O
21 0oo
2rO4O

,1o0
t2oo
,3oo
,4oo
,5oo
,600
,7oo
,80o
,9o0
, o0o
,1oo
,2OO
,3oo
,4oo
,5OO
,600
,7OO
,8oo
,9oo
,oo0
, lOO
,2oo
,4oO
,600
,8oo
,0oo
,2OO

5r400
6r600
5r 8O0
6r0oo
6r200
6,4OO
6r5OO
?, ooo
7,5OO
8 ,0oo

500
ooo

8-hour day

2
2
2
2
2
2
o
.)

2
3
3
3

3
3
3
3
a
3
3
4
4
4
4
4
4
5
6

$r. oo
1.83
2.OO
2.L6
2.33
3. OO
3. 16
3.33
3. 50
3.66
3. 83
4.OO
4. 16
4.33
4.50
4.66
4.83
5. OO
5.16
5.33
5.50
5.55
5.66
5.83
6.11
6.38
6.66
6.94
7.22
7.50
7.?7
8. 05
8.33
8.61
8.88
9. 16
9.4
9.72

r0. oo
to.27
10.55
10.83
11.11
11.'38
11.66
t2.22
L2.77
13.33
13.88
t4.44
15.00
15.55
16. 11
16.66
t7.22
t7 .77
18. 05
19.4
20.83
22.22
23.61
25.00

$0.237
.261
.285
.308
.352
.428
.451
.476
.50
,622
.#7
.671
.594
.618
.642
.665
.69
.7L4
.797
.761
.785
,792
.808
.832
,872
.911
.951
.991

1.031
L.07l
1. 11
1.15
1.19
t.23
1.268
1.308
1.348
1. 388
r.Q8
L.467
1.507
t.54?
1.587
1.625
1.665
r.746
L.424
1.904
1.982
2. 062
2.t42
2.221
2.301
2.38
2.46
2.538
2.578
2.777
2.975
3.L74
3.372
3.671

$o.20?
,228
,25
.27
.291
.375
.395
.416
,437
.467
.478
.50
.52
.541
i562
.582
.603
.625
.M5
.666
.687
.693
.707
.728
.763
.797
.832
.867
.902
.937
,971

1. 006
1. O41
1. 0?6
1.11
1.145
1. 18
1.215
t.25
1.283
1.318
1.353
1.388
L.422
L.457
r,527
1.596
1.666
1.735
1.805
1.875
1.942
2. O13
2.O42
2.t62
2.22L
2.zffi
2,43
2.603
2.777
2.951
3.125

8
I

*tlo retlrenent deductlon rrde.



ExHrerr A PERSONNEL POLICIES AND ADMINISTRATI0N o D.083

EXHIBITS

UNITED STATES CIVIIJ SERVICE COI.TMISSIO}{

WASI{INGTON, D. C.

November 25, 1940
CX:JFI:XB

DEPART}TENTAIJ CIRCULAR NO. 243

stBJECT: Transfers during Probation to Defense Ageucies pursuatrt to Executive 0rder No.
8514 of August 13, 1940.

TO I{EADS OF DEPARTHET{TS AND INDEPENDEIT ESTABIJISHHENTS:

Executive Order No. 8514 of August 13, 1940, reads in part as follows:
* * * tbe clvll gervlce coEnlssloE ts hereby autborlued to pernlg transfers durln8 DroDatlon Bo !ts
Droprlate posltlons dlrectly concsrned ilth the naglonal derense prograE.

It will be troted that this Order applies only to "appropriate positions directly concertred
with thenational defense program" and transfers maybe effected undqr this0rder, therefofe,
only to stch ageacies, 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 goveru transfers effected under this Executive Order:

1. Transfers maybeauthorized atanytime during probationandno rninimun lengthof serwige
will be reluired ia the position to which the probatiooer was originally appointed.

2. During the first 3,O days of probation the-transfer mustbet"o the same position, grade
and salary as that towhich the probationerw€rsoriginally appoiated; afteraoaggregate
of 3O days of probational service transfer maybeauthorized to any position for which
the probationer is qualified.
In all cases of transfers involving pronotions in which the line of work is differeut
and the rules require the establishnent of qualilications ooocompetitively, prior ap-
proval of the Conunission will be required. Prior approval of the Comrission will also
be required in all cases of transfers from one agetrcy to another and from the field to
the departmetrtal service of any agency.

3. An ernployee transferred during probationwillDot be requiredtobegin a new probation-
ary period but will be permitted to complete probation in the position to which he is
transferred.

4. The general procedure goveruing the transfer and reinstatement of employees to and from
defense agencies as set forth in Departmental Circular No 2il5 and Supplenreats Nos. I
and 2 will be applied to transfers and reinstatements during probation.

5. An enployee separated voluntarily during probation may be reinstated (subject to the
usual requirements) to conplete probation in any defense agency regardless of whether
a waiver of the tine linit oa reinstatemetrt under Executive Order No. 8425 of l(ay 29,
1940, is involved or Dot. In all such cases reinstatement will be restricted to posi-
tions of the kind, gradeandsalary towhich the enployeewaseligible for reiostatement
in the agency frorn which separated utrtilatraggregateofS0 days of probatiotral sertice
has been cornpleted.

By direction of the Cormission:

Yery respectfully,

L. A. Mornn,
Executive Director dnd Chief Eraminer.
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UNITED STATES CIVIIJ SERVICE COMMISSION

WASHTNGTON, D. C.

May 16, 1941
SR:l.lCR:VC:HK

DEPABTMENEAIJ CIRCUIJAR NO. 259 CX:JF:XB

sIrBJEcr: Eligibility for transfer of reitrstatement to the classified civil serwice uader
Executive order dated April 2]1, )r94I (No. 8744).

TO IIEADS OF DEPARTHENTS AND INDEPET{DE}IT ESEABIJISHMENTS:

AttentionisinvitedtoExecutive order dated April 24, 1941 (No. 87441 readingasfollors:

IUTEORIZING CERTAIN EI{PLOTEES OT' THE GOYERNI{ENT
TO ACQUIRE A CIJTSSIT'IED CIVIL SERVICE STATUS

By vlrBue ol bhe authorlty vesced ln ne by sectlon 2 of the clyll servlce Act, (22 gt8t, 405, 404),
snd by sectloa 1768 or the Revlsed 8tatut68 of tho utrlted gtBtes, lt ls hereby ordered as follows:
The lncuDbent of any Dosltlon covered l[to the classlfled clvlI servlce of the GovernDent by 6ectlo4
1 O, the Erecutlve order o! lprl1 89, 1941, entltled rErtendlns th€ classlrled clvll Servlce,r 719,
betweeD the date or t,hat order a[d the erfectlve dale o! sectlon 1 thereot, 18 lnvo]untarlly separated
froD tbe servlce by reasoa of a reduct,lon 1! lorce, tbe abolltlon of hls Dosltlon, or the llquldatlo[,
1B f,hole or ln Dart, orthea8encylnwblch he lsenDloyed, nay acqulre a classlfled clvll-sBrvlce atetult
lor Cratrsfer go a Dosltlon lD the classllled clvll ser lce: Proaliled, (1) that, be has rendered slr
DOnthS Of SAtl3lAcDOry SerVlCe lEDedlaDely DrlOr to h1s lnvolutrtary seDaratloD froD the servlce; (e)
that Ue ls'u[quallfledly recolDended for further OovertrDetrt eDploynent by tbe head of the agency ln
rhlch he last served; (S) tnat he quallfles ln such sultable noncotrpeEltlve era[lnatlon as the Clvll
garvlce coEDlSslon Day preScrlbe, otrIy oDe such DoncoDpetltlve erenlnatlon belDg glven to any Such llr-
cu[beaB; ancl (a) uhat he obtal[s such traDsfer rlt,hlE one y6ar froro the dbte of h18 seDaratlon froD the
aervlce. ;-' t

The following information regarding theiaterpretation of, andtheprocedure tobe foll-owed
under, this Order is furnished for the guidance of Govertrment depa,rtnents and agenciqs:

1. The Executive ^rder is applicable to the incumbetrt of auy positior covered into the
classified civil service by Sectior 1 of Executive Order No. 8743 of April 23, 194L,
i,e., any position in the Execut,ive civil service of the United States except:

a. Positions in the Tennessee Valley Authority.
b. Positions to wttich appointments are made by t,he 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 At,torney.
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.

2. To be eligible for t.he benefits of the Executive order an enployeers separatiotr nust
have beenbetweenlpril-25, lg4l, and January L,1942, and because of (11 reduction ol
force; (2) the abolition of his position; or (5) the liquidation in whole or in part
of the agency in which he was enployed. The ernployeers separation must have been en-
tirely involuntary, &s the Executive order is not intended to confer eligibility for
transfer upon employees whose services are needed.

3. The general procedure which will be observed under Executive 0rder No. 8744 will be
the same as that followed for reinstatene[ts to the classirfied service, that is, an
enployee eligible under this ',rder must hinself locate a suitable vacar.cy in the clas-
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sified service, and the appointing officer desiring his services wiLl nake forrnal re-
quest for reinstatement otr Civil Service Comnission Staudard Form 46, acconpanied by:

a. Form 3696 (executed by the appointing officerofthe agency from which the employee
was separated ) .

b. Form 375.
c. Form 2413 (medical certificate).
d. Form 2390 (fingerprint chart).
e. Forn 12 (proof of legal residence) if the employeeisto be reinstated to a position

in the apportioned departnental service.
f. Form 124 (declaration of appointeel.
g. Fom 14 (application for veteran preferencel if the ernployee is a veteran.

4. The benelits of the 0rder willbeextended, priortoactual separatioo, to any employee
who has been definitely notified that he will be separated frm the ser.vice within g0

days for one of the reasons specified in paragraph 2 of this letter.
5. An employee willbegiven a noncompetitive exarnination underthisOrder only iu connec-

tion with an official request for his reinstatenent. An ernployee who fails in such
examination can not be reexamined.

6. Requests for reinstatemetrt under Executive 0rder No. 8744 must be received by the Com-
rnission withio one year lrom the date of the employeers separation frocr the sertice.

7. The 6 months of service required by the Order need not have been rendered entirely in
one ageocybutnust have been continuous service for 6 months irredlotely prior to the
date of involuntary separation.

By direction of the Comrnission:

Very respectlully,

L. A. Morsn
Erecut ive Direct or. and Chief Eronincr.

Enclosure (Sample Forrn 3696)
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Dellll 3696
llry 194I

BEooxuElID uou r0B cL ssu'Icalroll
UTDER I]XECI'TIYI ONDEB 8744

CIYIIJ SERYI@ @UMISSIOX:

DrrBsI[m 0B A0Ercr

Datc

Ihc euployee uaoed. belor, rho last occupled tbc posttlon ladlcated, ls
recoonended, for clssslflcatloa uadcr Sxccuttve Order 8?44:

Nane Pocltlon

Sureau or Servlcc

Ofllclal Statlon

Oraie aail SaIa,47

1. 8Bs thls eoployee boen, or 1s bo to be rl,tbln 90 il4's, lamlrentarlly separetetl
fron the gerstce for angr of tho reasona spcclfled la 8.0. 8?r[41

ye8 or no
2. If ro, glve tlate aad reasons for ternlnetlon of employnent:

3.

4.

5.

b

Degree of efflctency ln rork per{oroeill

Isbeuaqua.11f1edIyreconoerdei[forfurtbergov9rnuonteql1oynent?-
y€8 or no

fas ecployee la a noa-pay atatue for perlotlr aggregatlng Eore thA$
3O ilays d,ur!,ng laat ek noaths of caploymentt

If ao, glve epeclflc tlatce. 
lrcB or ao

Conplcte record of enployuent ln reconnend.lng agonq/ (ehorlag d.ate of appolnt-
aent (entranc€ upon duty), promtlone, chsngea lu asslgnneat and separatlon.)

\TE POSITION SALABI

I certlfy that thls enployee rendered. slr nonthe of satlsfactory eervice lnned.lately
prlor to bte lnvoluatarlr eeparatloa.

Slgoature

Offlctal Sltle
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UNITED STATES CIVIIJ SERVICE COI.{I.{ISSION

WASIIINGTOX, D. C.

DEpARfi'{E{EArJ crRcuIJaR No. za6, Supplement No.' 1

SUBTECT: Restrictions on shifts of personnel from defense agencies.

July 29, 19110

CX: JF:KB

fO IIEADS OF DEFARII,IENTS AND INDEPENDEIII ESTABIJTSHUENTS:
Attention is invited tobasic Departmental Circular No. p25 setting forth in full a letter

dated July l, 1940, fromMr. TiIliamH. McReynolds, Administrative lssistant to tjre President,
regarding the desirability of placing restrictions on the shifting of personnel to and from
defense agencies. fn order to effectuate the policy set forth in that letter, the folloring
procedure will be observed with respect to personnel t.ransactions concerning positions over
which this Commission has j urisdictiotr; that is, traosfers, reinstatements i and certificatiotrs
from competitive registers in accordance with the Uivil Service Rules in the case of persons
who are employed in defense agencies and positions. The list of defense agencies and posi-
tions is .;et forth in Departmental Circular No. 2p4.

TRANSFERS

Departmental Circular No. 202 advised departments and independent establishments that the
indorsement of thedepartmentoragenctr ia which an employee.formerty served would no longer
be required inconnection with reinstatement and transfers. Effective immeCiately, horever,
in the case of a tratrsfer of an employee from a defense agency or position clearance from
the agency in which the persotr is employed must be secured.in writing. the request for
transfer fonrarded to this Conmission (Statrdard Forn 16) must be accompanied by a copy of
the letter fromthe defense agetrcy in which theperson is employed, consenting toth'e release
ol the enployee. Requests for the transferofemployees from defense agencies or positions
which are received w.ithout the letter of clearance from the defense ageocy wilI- beieturned
trithort action to the department or agency from which they were receiveC unless adequate
rea,sons a.re presented to the Comnission to show that the transfer shoulC be allowed in ac-
cordance with pollcy stated in the letter from the Administrative Assistant to the PresiCent.
HETNSTATET{ENT

Request for reinstatement (StandarC Form 16, in the case of any former empl-oyee who within
3O 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.

CERTTFICATION FROU COI,IPETITIVE REGTSTERS

All certifications fron registers of eligibles resulting from competitive examinations
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 securiog release in writing from the department or agency in which the eligible
is employed. Reports of the selection of eligibLes rho are employed in defense agencies or
positions nust 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 d.gency or position
and, ifso,with the responsibiLity of securing release fromtheagency in which the eligible
is employed.

PERSONNEIJ TRINSACTIONS INVOIJVING POSITIONS EXCEPTED FROU TIIE CLASSIE'IED SERVICE

In view of the policy suggested by the Administrative Assistant to the President and the
exigenciesofthe National defense program the Commission suggests that a similar procedure
be observed in personnel transactions involving positions which are excepted from the com-
petitive classif ied service.'

By directiotr of the Commission:
Yery respectfully,
L. A. Mornn,
Erccutiac Dircctor ond Chicf Eromincr.
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APPOINTING OF'FICERS-

National Advisory Committee for
Aeronau t i cs
Civil Aeronautics Authority
l,laritime Commission
Bureau of Employment Security

F'OURTTI UNITED STATES CIVIIJ SERVTCE DISIRICT

Office of the l{anager

929 Seventh Street, N. W., I{ashington, D..C.

c.t. N0. 460
(Appt. 0ff.,
Rating Bds. ,
Nat1. Def. I

August 9, 1940

UniteC States Coast Gtard
Federal Communications Commission
Bureau of llines and Geological Survey
&.rreau of l,larine Inspection and Navigation
Coast and Godetic Survey

SECRETARIES, LOCAIJ RAIING BOARDS AT WAR DEPARTUENT ESTABIJISHMENTS:
RECORDERS, IJABOR BOARDS AT NAVAIJ ESTABLISHMENTS:
RECORDER, IJABOR BOARD, CURTTS BAy COAST GUARD DEpOr, MARYIJAND:

SECRETARY, CENTRAIJ BOARD OF U. S. CIVIL SERVICE EXAMINERS, BAI,IIMORE:

SUBJECT: Indefinite extension of tenporary employees appointed under Section 4, RuIe VIII,
for duration of National Defense Projects for which empl-oyed

C.L. 4C9 215 addressed to Naval and l,larine Corps establishments, C.L. 4Og 3/5 addressed
to War Department establishrnents, and C.L. 445 addressedtoother defense agencies provided
for authorizing the retention, subject to the conditions outlined therein, of temporary
appointees whose employment wurs necessary under Section 2of Civil Service Rule VIII pending
the establishment of a registerofeligibles, if they qualified in the examination held for
their positions and notwithstanding the fact that their ratings had not been reached for
probational appointrnent, provided the Departmetrt 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 proceduretobe followed in the case of
those ernployees who received temporary job employment under Section 4. Rule YIII, either
prior to or subsequent 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 original-ly appointed, the following procedure has been approved:

In the case of those employees who were appointed for temporary job employment under
Section 4, Rr1-e VIII, on or before }hy St. 1940, national defense agencies maypropose such
appointees for retention under Section 2, Rule VIII, where such department or ageicy certifies
that such retention of the temporary employees is [ecessary in the public interest because
of the training and experience acquired during the period of their temporary service. This
proceCure 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
alreaCy qualified in an appropriate examination and, even though notwithin reach, could be
proposed for retention under the terms of circular l-etters above mentioned.

In the caseof those employees appointed under Section 4, Rule VIII, on or before May 31,
1940, in the absence of an appropriate register for either temporary or permanetrt appoint-
ment, such appointees may also be proposed for retention under Section 2, Rule VIII, where
the announcement of an examination is cootemplated, 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 ten-
porary appointment has been authorized under Section 4 of Rule VIII in the absence of
eligrbles for such appointnent, but there are eligibles now available or no exanination is
contemplated, retention of such tenporary appointees may not be authorized uader ,Section 2,
Rule VIII, but extension may be authorized under the regular provisions of Section 4,
Rule VIII.

In the case of those enployees placed otr duty on or after June 1, 1940, for job enployrnent
under Section 4, Rule VIII, suchappointnents may be proposedforindefinite extension under
Section 4, Rule YIII, for the duration of the project for which originally employed under
the regular provisions:

Such genporary aDpolntnent shall noE erEend beyond 6 nonEhs, unless bhere ars no ellglbles ayallable
for bhe sddltlonel perlod ot uliter uursrel clrctrsfurrces whlcb aeer co Ehe Connlsslon to JusElly an
extenslon beyond 6 rdonBhs; and ln no caae shall such tenDorary aDpolDtileut oltend beyond 6 Donchs fDr
any purpose other than lo corlDleEe ghe Job of rork lor rblch Ehe persoD ies orlslnslly elDloyed.

Ihe emergency has created extrenely unusual circunstances which in many cases could not
be foreseen by the appoiuting officers and, in view of that fact, the indefinite extension
of puch temporary appointments may be approved to "coorplete the job of work for which the
person was or.iginally employed." This will obviate the necessity for requesting and auth-
orizirg extensions periodically.

In the case of such appoitrtments to posit,ions under the District system, requests for the
retentioo of temporary employees will be submitted by the field official concerned to the
District Manager under whose jurisdictiotr the tenporary appointmetrt was originally authorized,
together with a statemeot by such field official that the retention of the tenporary 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. McAulrnrr,
District l{anager,
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C.L. No. 601

FOURTH UNITED SIATES CIVIIJ SERVICE DISTRICT

Office of the tlanager

S20Seventh Street, N. t., fashington, D. C.

December 17, Igrm

APPOINTING OX'FICERS:

SECRETAR,IES, IIOCAIJ RATING BOARDS AT WAR DEPABTI.{ENT ESTABIJISTIMENTS:

RECORDERS, IJABOR BOARDS AT NAVAIJ ESTABIJISTIUENTS:

RECORDEB, IJABOR BOARD, CUBTIS BAY. COAST GUARD DEPOT:

suBJEcT: Extension of tenporrry appoinLments and promotion of tenporary appointees-national
defense agencies.

Iu Departmental Circular, NationalDefense Series No. 8, of Novenber 23, L94A, theConnis-
sion brought to the atteotion of departmetrts atrd independent establishments the regulations
with respect to the exteasioo of temporary appointments and the pronotion of tenporary ap-
pointees in all nationsl defense agencies and positions.

For your infornation and guidance, the regulations mentioned are set forth:
I. EXTENSION OF TEMPORARY APPOINTMENTS

A. ippointnents under Section z, CiviL Service Rute YIII
In view of the presetrt emergetrcy the Commission will suthorize the retention of ten-
porary appointees serving in l{ashingtoa, D. C. , or in the field under Section 2 of
Civil Service Rule VIII, pending establishnent of an eligible register, subject to
the followitrg conditiotrs:
l. Ihe appointee must qualify in the examinatioa held for his position (or in an

exaninationfromwhich his eligibilitycanbe transferredtotheregisterresulting
from the examination heldforhis position) butnotbe within reachforcertifica-
tion for probational appoitrtment;

2. The department or agencyinwhich he id employed must certify that the retentiotr
of the tenporary appointee is necessary in the public interest because of the
training and experience he has acquired during the period of his temporary service;

5. The temporary employee may be retaitred only during the preseut emergency;

4. The tenporary appointee will re'"ain his temporary status;
5. The temporary appointee may be continued during the life of the eligible register

established for his position;
6. If a subsequeot examination or examinations become trecessary, the tenporary a,p-

pointee may be retained during the life of the resulting registers, provided he

enters such examination and attains an eligible rating thereih;
7. In the case of temporary appointments under the district systen, requests for the

retention of a temporary appointee under the conditions outlined above should be
submitted by thefieldofficial concernedtothe appropriate District Manager who
is authorized to act for the Conmission in these cases and who will advise the
head of the field office of the action taken.

B. Appointnents under. Section 4', CiuiL Seroice Rule YIII
I. Appolntnents nade on or bef ore llay 3l , l9ltO

a. Aplointneats mode fron Ciail Service Registers.-In the case of temporary
enployees who were appointefl under Section 4 of Rule VIII ou or before l'l,ay

3I, 1940, from a Civil Service register retentiotr may be authorized utrder
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Section 2 of Rule VIII in accordance with Paragraph I-A above, even if the
appointee is not lvithin reach for probational appointment.

b. Affotntnents mode in the absence ol an offrolriate register uhere the dn-
nouncement of an examination is contemf loted.-Such appointees may al'so be
proposed for retention under Section 2 of Rule VIII, with the understanding
that if they subsequently qualify in the examination their retentiriln may be
authorized, subject to the conditious outlined in Paragraph I-A above.

c. Afpointnents outhorized in the absence of an affrofriate register uhcrc no
eramination is contenfLated. or uhere eligibles becomc otoiloble,-Retention
of'such temporary appoiotees may not be authorized under Section 2 of Rule
VIII but extetrsiotrs nay be authorized under the regular provisions of Section
4 of Rule VIII.

2, Appolntrcntr nade on or after June l, l9r+0

Such appointments originally effected under Section 4 of Rule VIII may be pro-
posed lor indefinite extensious 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 extetrd beyond
six months unless there areuoeligibles available for the additional period or
under unusuoL circwstanccs which seem to the Commission to justifyatr ertension
beyond'sixmonths; and inDocase shall such t,emporary appointmetrt extend beyond
six moaths for any purpose other than to completethejob of work for which the
persotr was originally employed. " The ernergency has created extremely unusual
circumstances which inmany cases could not be foreseen, andin viewof thi's fact
the indefinite extension of 'such t€mporary appointments may be approved "to
compLete the job of work for which the person was originally employed." This
will obviate the necessity for requesting ertetrsiotrs of temporary appointmetrts
periodically.

3. In the case of temporary appointmetrts under the Di'strict system, requests lor
the retention of tenporary employees should be submitted by the field official
co'rcerned to the appropriate District Manager, uith a statemetrt that the. retetrtioo
of the t€mporary employee i's uecessary in the public interest because of the
training and experience acquired by the appoitrtee during the period ol hi's tem-
porary service. The District l.lanagerisauthorized to act for the Commi'ssion in
such cases and will advise the head of the field office of the action taken.

II. PROI.{OTION OF TEX,IPORARY APPOINTEES

Subject to compliauce with applicable decisiors of the Comptroller General and the
provisiors of Bureau of the Budget Circular No. 363, relating to "administratiye
within-grade promotiotrs,rr the foLlowing regulatiors will govertr administrative
increases within the grade in the case of telnporary appointees in national delerse
agencies:
A. Appointees under Section a, fulc YIII

1. Temporary eorployees appointed under Section 2, Rule VIII, may receive adrninistra-
tive increases within thegrade after 30 days of serviee. If certifledforpro-
batioaal appointment theymust 'serve 0 days at theminimum rateof pay'specified
in the examination aunouncenent before being eligible for increase in payasa
probational employee.

2. No general authority is granted for promotioos to dilferent positiousthan the
one to which appointment uas originally authotized. Such promotions nust be
presented as new appointments under Section 2, Rule VIII, eitber to theComnis-
'sion or thq appropriate District l.lanager.
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B. A)pointees under Section 4, Rule YIII
1. Consul t i ng Erperts. -Consulting experts may receive salary increases at any time

after the date of original appointment ('see Departmental Circular No. 204, of
0ctober 27, L9391.

2. Aryothertemporary employees appointedunderSection 4 ofRuleVIII may receive
increases within tha grade after 30 days of service.

3. No general authority is granted for promotionstodifferent positions than the
onetowhich original appointment was authorized. Such promotiors must be pre-
'sented as new job appointments under Section 4 of Civil Service Rule VIII, either
to the Corunission 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 above.

Very truly yours,

M. J. McAulrrrr
District Manager

Office reference:
National Defense Series No. I
of November 23, 19rn



D.092 . FWA DEFENSE HOUSING MANAGERS' MANUAL Exxrerr F

C.L. No.tt61
(Appt. 01f.,
Rating Bds.,
Natl. Def. l

POI,'BTH IJNITED STATES CIVIIJ SERVICE DISTRICT

0ffice of the Manager

820 Seveath Street, N. Y., I{ashingtoa, D. C.

August 9, 1940

AIJIJ APPOINTING OFF'ICERS :

SECRETARIES, IJOCAIJ RATING BOARM:
RECORDERS, ITABOR BOARDS AT IAVAIJ ESTABIJISHI,IENIS:
RECORDER, IJABOR BOARD AT CURTIS BAy COASI GUARD DEpOt:

SUBJECT: Restriction on'shifts of personnel from deferse agencies

0n July I0, 1940, the Comrission addressed Departmental Circular No. 225 to the fleads of
Departments and Indqrendent Establishnents, in rhich was quoted a letter frorn Mr. I{i11iam
fl. McReynolds, Administrative Assistant to the President, regarding the desirability of
placing restrictionsonthe shifting ol personnel toand from defense agencies. In order to
effectuate the policysetforth in that Letter, theCommission now advises thatthefollowiag
procedure will be ob-served with respecttopersonnel trausactiotrs concerning positions over
which the Commission has jurisdiction; that i's, trausfers, reitrstatsretrts, afd certificatiotrs
from cornpetitive registers in accordance with the Civil Service Rules inthecaseofpersors
who are enployed in defeuse agencies and positions (defense agencies are li'sted at the end
of this letter):
.TRANSFERS

Departmental Circular No. 202 advised departnents and indqlendent establishments thatthe
indorsementof the departmentoragetrcy ia which an employee formerly served would no longer
be required in connection with reitrstatement and tratrsfers. Effective innediately, howeyer,
in the case of a tratrsfer of an employee from a defetrse agency or position, clearance frm
the agency in which the person is employed must be secured in writing. The request for
tratrsfer fornarded to thi's Conmri'ssion (Standard Fonn 16) rnust be accornpanied by acopyof
the letter from the deferse agency in which the person is employed, cotrsenting to the'release
of the employee. Requests for the trarsfer of employees fron deferse agencies or positiors
whicharereceived without the letter of clearance from the defense agency will be returned
without action to the dqlartment or agency from which they were received unless adequate
reasous are presented to the Conr-nission to show that the trausfer should be allowed in accord-
ance with policy stated in the letter from the Admini'strative Assistatrt to the President.

REINSTATEX-{ENT

Requestforreiustatenent (Standard Form 16) in thecase of auy former employee who within
30 days was sE)arated fron a defeuse agency or position.must similarly be accompanied by a

copy of a letter from the defense agency cousenting to the reinstatement of the employee.

CERTIFICATION I'ROM COMPEIITIVE REGISIERS

All certifications from regi'stersof eligibles resulting fronccmpetrtive examinations wil-l
hereafter be issued'subject to the sane iestriction; that is, in the case of eligibles who

are celurfied and who are employed in defeuse agencies or positions certification will be

subject to securing release in nriting from the department or agency in which the eligible
is empioyed. Reports of the selection of eligibles who are enployed in defense agencies or
positions must 'show that the release has been'secured. In cotrtacting eligibles regarding
availability for appointnent, therefore, appointing officers will be charged with the re-
sponsibility of ascertaining whether the eligible is employed in a deferse agency.or.posi-
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tion and, if so, with the respousibility of securing release from the agency in which the
eligible is employed.

PERSONNEIJ TRANSACTIONS INVOLVING POSITIONS EXCEPTED ['ROM m{E CIJASSIFIED SERVICE

In view of the policy suggested by the Administrative Assistant to the Fresident and the
exigenciestit ttre national deferse program, theCommission suggests that a sinil-ar procedure
be observed in personnel trarsactiotrs involving positions which are excqrted front the com-
petitive classified .service.

LISI OI XIIIOTIL DERTSE IGEXCIES

WAR DEPARTMENT

NAYY DEPARTT,IENT

STATE DEPART},IENT

NATIONAL ADVISORY COT,}IITIEE FOR AERONAUTICS

CIVIL AERONAUTICS AUTHORITY

I.IARI TII.'E COU}1ISS I ON

PAN.A}TA CANAL

FEDERAL BUREAU OF INVESTIGATION, JUSTICE DEPARII'IENT

II.I},IIORATION IND NATURALIZATION SERVICE

pRocuREuENT rrvIsIoN, TnEtsuRy DEPARTI.TENT

CIVIL SERVICE COHXISSION

BUREAU oF slrployiinxt sEcuRITy, socr^L sEcuRrry BolRD, FEDERIL gEcuRITy AGENcy

VOCATIONAL EDUCATION BRANCH, OFFICE OF EDUCATION, FEDERAL SECURITY AGENCY

NATIONAL DEF'ENSE ADVISORY COT{I{ISSION

UNITED STATES COAST OUIRD, TREASURY DEPART}TENT

BUREAU OF THE BUDGET

BUREAU OF LABOR STATISTICS, LABOR DEPARII,IENT

APPRENTICESHIP SECTION, iITVTSTOX OF LIBOR STANDARDS, LABOR DEPARTI{ENT

FEDERAL CO!.THUilICATIONS CoXITISSION (work lncldental to survelllance or coununlcstlng channets)

BUREAU OF'UINES AND OEOLOOICAL SURI'EY, INTERIOR DBPARfl.TENT (WOTK INCIdENBsl UO SUTAUEgIC NAICT1AI8, CXDIO-

slves, and naDpln8 ol straue8lc areas lor uhe neclonal defcnsc progran)

BUREAU 0F TIARINE INSPECTIoN AND NAYIGATIoN, Col.t}tERCE DEPARTT'IENT (work lncldenB Uo DroDer equlDDlnS and nan-

nlns of vessels of the Unlted StaBcs l{erchanL }'tarlne)
CoAST AND 0E0DETIC SURVEY, CoUI.IERCE DEPARTIIENT-the followlng po81t1on8:

Junlor englncer (f1e1d DoslBlon)
Deck otflcer (tleId postEton)
Junlor cartographlc cnSlncer
Topogrephlc drefEsnan
Asslsuan! cnglneerlng draftsEan (charE correccor)
Pho tographe r
AsslsEant Ilthographer, Dechanlcel (llthograDhlc Lransferrer)
LlthograDher, ncchanlcal (Ilchographlc Dregsnan)

Junlor IlthoSrepher, nechanlcal (typcsegger)

lrtlsulc llEhogr8Dher, negagtvc cuEtcr (llEhographlc draftsDan)

Very truly yours,

M. J. McAuLIpre
District ilonager
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UNITED STATES CIVIIJ SERVICE COMI,'ISSION

WASI{INGTON, D. C.

Septenber 4, 1940
CT: AB: SPR: JI,

DEPARTMENTAL CIRCUIJAR, NATIONAI.' DEFENSE SERIES NO. 4

SUBJECT: objections to eligibles certified to positiotrs itr FederaL ag€ucies concerned in
preparedness and the national defense progran.

TO I{EADS OF DEPARTMENTS AND INDEPENDENT ESTABIIISHMENTS:

The first sentence of section 2 (b) of Civil Service Rule YII was amended by Executive
0rder No.8423 of May 28,1940, to read as follows:

The tronlnatlng or aDDolntlng ofllcer shall Eake selecElons for the tlrnl vacancy fron Dot Dore thaD
Ehe hlghest three Dersons ceiBlfled, or frou ube-reflsu-er, ritn siile iefe-iehce to lierlt an?l-f-ltnEde,
unless obJectlcrn shall be nade aBd sustalned by the Connlsslo!, tooD.e or nmeortbe DeraoDs certlfled,
lor any of the reagons stated ln RuIe v, gectloD 3, or ln the ca8e ot posltlons l[ Federal aSencles con-
cerned ln DreDaredness snd the nailoDal deleise Drogr&r, tor such other reasons as may be aDDroved by
the ConElsslotr.

In order to be sustained, the objections must be based on a statemetrt that the eligibles
are unsuitable for appointment for any of the following reasons, in addition to those enu-
merated in'sectionS, rule V, inasmuchas 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 oatiotral defenSe.

1. Disloyalty to the United States oranydoubt or suspicion on the partof the appointing
officer as to the loyalty of an eligible.

2. Subversive activities or suspicion ot' affiliation with subversive elements.

3. Inabilitytoproduce without opportunity for training, orlack of specialized training,
or experience necessary under emergency conditions.

4. Very low earned ratings as, for exarplerinStenographer and Typist examinations where
the duties of the position and the needs of the service are such as to require ability to
produce results irnmediatelSr and ability to measure up to high standards of performance.

5. Undesirability of transf.erring an eligible from a positionina private industry vital
to thB oational defense program.

6. Membership in the Commuuist Party, the German-American Bund, or any other Comrnunist,
Nazi, or Fascist organizatiot.

? Utavailability for inrnediate employment of eligibles who are now serving an enlistment
in the military or tavrl services.

By direction d the Comisslon:
Yery respectfully,

L. A. Hornn
Erecutiae Director otd Chief Erominer
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TIOUSING MANAGER

( for Fort Proj ects )

50 to 1OO Unlts

JUNIOR ADT{INISTRATIVE ASSISTANT

cAF-110-7

Salary: $2SOO to $32OO

Under the general direction of the Chief, Management Sectiou, lfashington Central 0ffice,
with wide latitude for the exercise of independent judgmeut within the limits of National
Policies and Proceduresrtoserve as Eousing Manager ofaDefense Eousing Project cotrsistitrg
of 50 to I00 units;

To be responsible for the efficient and econonical managemetrt, operation, and maintenance
of the entire Projecti

To be r€sponsible for the interview and placement of applicants for tenancy certified by
the Cormanding Offic.er of the Fort in the several units of the Project; and orgatize and
develop appropriate cooperative recreational and educational activities, functions, and
relationships aaoag the tenants residing at the Project;

To be responsible for thecollectionr"u"aoiy, and accoutrtabilityofrental and other Pro-
ject incomes; and to personally receive 64d receipt for the sane;

To be responsible and accouutable for all other propertyoftFe United Statesreitherreal
or persotra1, forning a patt of or pertaining to the Project;

To be responsible for the operatiou, repair, and maintenaace of the builditrgs; theplurnb-
ing, heating, electrical and mechanical systens, services, parts, and equipment; thetools,.
machinery, fixtures, and equipment, whether portable or statiotrary; the roadways, walkst
yards, and grounds; and all other appurtetraDces and parts of the Project development atd
fac i1 it ies;

To maintain the cost recordsandaccounts coveritrgallphases of thernanagement, operation,
aud maintenance activities; and the books, records, and accoutrts for controlling budgetary
all-otmetrts, authorizations, and conditions and reflecting, byobjective c1ass, expenditures
and obligations chargeable against such budgetary allotments atrd authorizations;

To prepare the regular and speci.al financial and operational reports coveriag the various
fiscal and managemetrt activities of the Project;

To make an adninistrative audit and examination of all vouchers; purchase orders; requisi-
tions; invoices; and similar fiscal documetrts; and otherwise;

To administer the national policies and conduct the business affairs of the Project to
effectively serve the need, iu the community, for housing facilities for workers engage{ in
essential defense activities and to adequately protect the Governmentrs itrvestnetrt.
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TIOUSING MANAGER

(for other than Fort Projects)
50 to 10O Units

JUNIOR ADMINISTRATIVE ASSISTANT

cAF-110-7

Salary: $260O to $32OO

Under the geoeral 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 ofaDefense Housing Project consisting
of 50 to 100 units;

To be responsible for the efficient and economicaL management, operation, atrdmaintenance
of the entire Project;

To select, in accordance with the provisions of the Lanham Act (Public No.849-76th Con-
gress) orany other applicable Federal laws andthe regulations promulgated pursuant thereto
by the Federal Works Agency, the tenants for the occupancy of the Units; and organize atd
develop appropriate cooperative recreat.ional and educational activities, functions, and re-
1-ationships amotrg the tetrants residing at the Unit;

To be responsible for the co1l-ection, custody, ar.d accountability of rental and other
project incomes; and to personally receive and receipt for the sane;

To be responsible and accountableforall other property of the United Statesreitherreal-
or persotral, forming a part of or pertaining to the Project!

To be responsible for theoperation, repair, andmaintenance of the buildings; theplumbing,
heating, electrical and mechanical systems, parts, andequipment; thetools, machinery., fix-'
tures, and equipment, whetherportable or stationary; the roadwaysrwalks, yards, and grounds;
and all other appurteoances and parts of the Project developrnent and facilities;

To maintainthecost recordsandaccounts covering all phases ofthemanagement, operation,
and maintenance activities; and the books, records, and accounts for controlling budgetary
allotments, aulhorizations, and conditions and reflecting, byobjective c1ass, expendit,ures
and obligations chargeable against such budgetary allotments atrd 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 documetrts; and otherwise;

To administer the national policies and conduct the business affairs of the Project to
effectively serve the need, inthe comnunity, for housing facilities for workers engaged in
essential defense activities and to adequately protect the Governmentrs investnent.
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JUNIOR CTJERK-STENOGRAPHER

50 to 1OO Unlts

JUN I OR CI,ERK-STENOGRAPHER

cAF 310-2

Salary: $1440 to $18OO

Under the general supervision of thg Housing Manager with some latitude for the exercise
of independent judgment atrd unreviewed decision and action to perforn clerical and steno-
graphic duties in connection with the Defense flousing Project consistiag of 50 to 1@ units,

To interview applicants for tenancy, display unoccupied units, furnish infomtation con-
cerning rental charges, provisions of tenaocy agreemetrts, general util.ity services available
to tenants, and similar matters;

To arrange for cleaning and otherwise servicing vacated units;
To receive and receipt for rental paypents and other Project income and revenues;

To post from time records and records of materials used to approximate cost sheets;

To typethespecifications for requisitions from brief instructiotrs for geaeral purchases
of maintenance and office equiprnent, materials, and supplies, and cotrtact vendors in proc-
essing the requisitions, inserts in leases and rentalagreements, and othergeneralmaterial;

To preparei pay rolls from the time records; requisitions and purchase orders from brief
general instructions; toatrswer the telephone; andperform miscell-aneous duties of a sirnilar
nat ure;

To take in shorthand and transcribe dictation consisting prinarily of the business cor-
respondence and reports of the Project;

To rrctal1 and maintain a filing systenforthe retention, undera subject-natter arrange-
nent, of correspondeace, contracts, leases, reports, and similar papers; and

To perform related duties as assigned.
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JUNIOR MAINTENANCE AIDE

50 to 1OO Unlts

JUNIOR MAINTENANCE AIDE

cu-321-5
Salary: $15OO to $186O

Under the getreral supervision of the Eousing Hanager of a Defense Housing Project consisting
of 50 to 100 units,

To make repairs to interior and exterior of buildings andotherstructures, necessitating
the performance of a variety of general carpetrt?y, plaster, and cement work;

To make general upkeep repairs to plumbing, lighting, heating, and laundering equipment
and fixtures, and minor repairs and adjustments to kitchen ranges and refrigerators;

To mow grass; trirn hedges, bushes, and shrubbery; spade, water, aud weed lawns and flower
beds; rake leaves;andperform similar tasks incidetrtal to the care and upkeep of the yards
and grounds;

To sweep, scrub, mop, aud polish the floors, ceiling, wa11s, and woodwork of the halls,
stairs, office, walks, storer laundry rom, and othei service roons atrd quarters;

To supervise the duties performed by unskilled laborers; and

To perform related duties as assigned.
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UNSKII,IJED IJABORER

cu-234-2
salaryi $1080 to $1580

Under inmediate supervision to perform ordinary undkilled nanual labor, requiring oo spe-
cial training and little experieuce, in connectiotr with the operation and maitrtetratrce of
the Defense llousing Project, and cqnsisting of 50 to 100 units, and more particularly,

To clean porches, walks, and yards; collect and dispose of garbage and rubbish; sweep,
scrub, mop, aod polish floors, wash windows, walls, and woodwork;

To mow lawns; trim hedges and shrubbery; pull and cut weeds; water grass, flowers, and
other Blants;

To move furniture and place and repair awnings aud screens;

To make simple repairs to the buildings, fences, walks, and operatitrg equipnent;

To dig ditches, holes, and similar excavations; Iift and carry and pile lumber; nix and
carry cement, concrete, and plaster; passtools; andperform other similar tasks inassisting
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

Thtrd

Four !h

FIfLb

UNITED STATES C]VIIJ SERVICE COMISSION

wASHINGEON, D. C.

UNITED STATES CIVIIJ SERVICE DISTRICTS

For convenience in administration of the field service the Commissiou has divided the
United States into districts and territorial units. The following shows the names of the
Commissionrs district nanagers and the addresses of their headquarters, theheadquarters of
the Comissionrs represetrtatives outside the continental United States, andthe region com-
prised by the respective Civil-Service districts and territorial units.

D is trict freoilqlbrters Supervisors fe,r'ritory Serued

Flrs u PosE0fftceaEdCourthouseBIdg., W111lan A. Foley, Mgr. ldalne, New HaDpshlre, VernonE,
Bosuon, l{ass. Harry A. DutEon, Asst. }rgr. uas8achusetEs, Rhode Is}and, and

Connec clcuc

Second

strEh

SevenEh

Elght

NlnEh

Ten th

Eleventh

Twel!Lh

Thlrt,eenbh

PosE 0fflce and CourEhouse Bldg.,
Clnclnnalt,0h1o

New PosE 0!flce Bldg., CblcaEo,
III.

Charles t{. Palne, Hgr.
Cec1l E. Snyder, AssL. l'lgr.

Janes Y. Swanson, Hgr.
Janes C. Lackore, AssL. ugr.

Federal Bulldlng, Chrlstopher
Sureet, New lork, N. Y.

CuBtonhouse, znd and Chestnut
St,B., Phlladelphla, Pa.

Hccrory B1dg., 8zO 7th St.
N. W., HasblngEon, D. C.

NeIY Post 0fflce Bldg., Allanta,
04.

Jsnes E. RosselI, t{gr.
lawrence H. Baer, Assu. l{gr.

Chas. D. Hert,zog, l,!gr.
H1Illard A. Brady, AssL. l.lgr.

l{aurlce J. HcAuIlffe, l'lgr.
T. D. Dunn, Ass t. I.tgr.

0rle E. Myers, Mgr.
Wesloy E. lndra6s, As8t,. ilgr

New York and New Jersey

Pennsylvanla and Delaware

Haryland, Vlrglnla, t{es E Vtrglnla,
Noruh Carollna, and uhe Dlst,rlct
of Columbla

South CaroIlna, Georgla, Alabama,
Florlds, l'llsslsslppl, Tennessee,
and Pueruo Rlco

0h10, Indlana and Kentucky

Hlsconsln, )'l1chl g8D, and IIllnols

l'llnnesoEa, NoPUh DakoEa, SouEh
DakoEa, Nebraska, Bnd Iowa

Kangas, MlsEourl, 0klahona, and
Arkansas

Loulslana and Teras

MoIItana, oregon, Idaho, WBshlng-
ton, and t,he Terrltory of AIBska

caIlfornla, Nevada, Arlzona, aDd
lhe TerrlEory ol Hawall

CoIorado, New Hexlco, ULah, end
Wyonlng.

Post 0fflce andCustronhouE€
BId&, St. Paul Ulnn.

Hlss Rena B. Smlth, lr8r.
DanleI C. I{helan, Asst. t{gr.

CusUonhouse BIdg., New 0rleans, E(lward H. Jennlngs, Hgr.
Is. Arnor C. Dorks, Assc. llgr.

Post, 0fflce BIdg. , Sea gtIe, JaDes P. CooIey, Ugr.
I'Iash. Paul N. CoIe, Asst. )'lgr.

New Federal BIdB., St. Lou1s,
).to.

Federal 0fflce Bldg., Sa1 Fran-
clsco, CaIlf.

New Cusgonhouse BIdg., Denver,
CoIo.

Henry H. Renpe, Ilgr.
Mrs. BoDb le U. Snoddy, Asie t,.
Hgr.

Harry T. Kranz, I'lgr.
llllllam E. Stsyuon, Assu,}lgr.

Clarence L. Edwsrds, Mgr.
l'llss PearI Hopper, Ass E. Hgr.
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EXECUTIVE ORDER

8760

RESfRICTING TIIE EIJIGIBIIJITY OF EEDERAIJ EUPIJOYEES

TO TAKE CIVIIJ SERVICE EXAMINATIONS AND TO BE

CERTIE IED

By virtue of the authority vested in me by the Civil Service Act 122 Stat. 403), and by
section 1753 of the Revised Statutes of the United States (U.S.C., title 5, sec. 6311, and
in view of thepresent emergency conditions, theCivil Service Comrnission is hereby directed
to refuse examination to atry person who is, orwho has been within three months of the date
of the examination, ernployed in the civilian executive branch of the Federal Government, or
to certify any such person who is on the eligible register of the Comnission, unless such
person submits the writtetr asseot of the departmetrt or office in which he is or has been
employed to his taking such examioation or to his being so certified. Such assent shalI be
based solely upon the finding, after due consideration, by such departmeBt or office that
the person can render better serviceforthe Goverument in the positionforwhich ttre 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 emecgetrcy has ceased to exist.

Fnrxrlrx D. Roosrvslr
Tne [{Brrs Housp
llay z7 , 7947. .
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PUBLIC RETATIO}IS

PUBLIC RELATIOXS

The importance of good relations with the public for insuring the success
of the defense housing projects cantrot be overenphasized. Much depends on
the effectiveness with which local housing managers use available media of
publi.city and develop contacts with other departmetrts of government, civic
groups, and the public generally. The Division ol Informatiotr responsible to
the Federal Works Administrator handles public relations on a national scale
and is available to assist local managers by proviCing material and advising
on specific problems, but the managers are responsible for public relatioits
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 comnunity.

It is essential to rernenber 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 trothing rather than give out inaccurate
information. Predictions and propheiies should be avoided. It is perfectly
proper to give publicity to established policy but dangerous to speculate ou

future decisions or courses of action.
Establishment of cordial relations with loca1 officials and civic leaders

should be effected as early as possible. Invitatiotrs toaddress localorgani-
zations such aschambers of commerce, civic improvement associations, fraternal
organizations, etc., should beaccepted ahd used to the fullest extent to gain
support for the project. The cooperation of loca1 leaders should be solicited
at all stages in its construction and operation.

Araong the first contacts to be made in the cotrununity are those with local
trews?apers. the Housing l,laoager should make it his business tobe on friendly
terms with reporters and to kaow local editors. It would be well for him to
visit their offices soon after his arrival and introduce himself. The news-
pal,ermen should be made to understa.nd clearly that the Hanager is interested
only-in the project and the tom, not in seeking publicity for himself.

An importatrt paft of the l'lanagerrs function is to give the papers factual
information cotrcerning the project and its relationship to the general coruru-
nity. 0ccasionally there rlLl be humau interest stories and pictures worth
su.ggesting to the palErs. fire l{anager should oot try to write the story him-
self but should call the city editor and tell him about it.

In the evetrt of fire, crine, or serious accident, the M,anager should oever
try to couceal the fact of its occuretrce, but should refer the reporters to
the responsible loca1 police .or fire authorities. Under no circumsta.nces
should he discuss for publication the personal affairs of tenants without
their permission.

L001
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AVOID
CONTROVERSY

AVOID
PIBIIAIJITT

UEEKI.Y
PAPEBS

PUBIJICITY:
NAXTTG M{B
PROJECT

DEDICATION
OF TTTE
PROJECT

TENI}IT
REPBESEN-
TATION

I,IUSIC AT TIIE
CEBEI,TONY

TIIE DIVISION
OF INFOBMA-
TION

Controversy in tie nerspapers should be avoided wherever posaible, evetr
though the prov@ation is great. If unjustified charges are made against the
project, a facl-lu.al stateneat rnay be nade but it should be prepared with care
and presented with noderation.

Great care should be taken to avoid sh6wing any preferetrce or favoritisn
where there are tro or nore trewspapers or radio stations in the area. All
should be given the same treatmetrt. Copies of statenents for publication
should be nade available to all papers at the same time.

Housing Hanagers should not overlook the county papers, which are for the
nost part published reekly. Iu many communities the weekly paper wields con-
siderable influeoce. In general, it nay be assuned that the newspapers atrd
radio stations in the area are willing and anxious to help the lbnager and
the project and their hel-p can be of tremendous value.

Certain special opportunities for valuable publicity will occur during and
after the construction of the project. All defense housing developnents are
given an appropriate trane. Ihe whole comnunity ca.n participate in the sel,ection
of the name. Suggested trames are submitted to Washington, where a selebtioa
is recomnendeC for the approval of the Admioistrator.

The best possible program shoulC be orgao,ized for the formal dedication
ceremonies. The nayor of the city ortortr and other leading public official.s
should be invited to participate; if the project is on or trear a military
post, the conmandant of the post; and rgpresentatives of the cotrstruction
agency, if possible, aud of the contracting firm should be on the progran.
lhe coostruction ma[ager or project engineer should be invited to cooperate
in arranging the celebration.

Perhaps most inportant of all, everything should be done tohave thetetratrts
feel that it is ,their celebr4tion as neIl as the Governmentrs. A committee
of residents might be selected toassist in the arrangements. Representatives
of the tenants should be seated on,the platform and one of their numbgr, if
possible, should make one of the dedicatory speeches.

The press and the radio statiotrs may be depended otr to carry atrtrouocenents
of the date of dedication. Timeon theradio may also be given to the l'lanager
or some 1ocal official to tell about the project and issue an invitation to
the public.

l{herever possible, a lca1 band should be obtained for the ceremonies. It
an Anny or Navy band from a nearby post ca.o be obtained, it is generally pre-
ferable to a civilian band. In.some comnunities TPA bands are available. It
is important to secure clearauce lron the local musiciansr union fot ony ba8,d

to play.
If any difficult public-relations problems arise or if there is any doubt

in the Managerrs mind as to the proper procedure to folIor, he should not
hesitate to get in touch with the Washington office. The Divisiou rill not
ask the l{aaagers to make atry routine reports, but they should advise the
llashington office of any unusual occurences or of any important publicity in
connectlon with the project.
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F!SCAL 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 cetrtral office attaches great importance to the l,l,anagerrs.judgment concerning
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 explaiaed in subsequent pages is based upon
the requirement that the local ldanager shal1 plan his operations and his spending in advance.
Adequate flexibility is introduced by permitting rnodification of the spending plan as con-
ditions require adjustment of the operating p1au. Yet it is a requirement- that at all
times there must be a llan of olerstion and a flan of sfending consistent therewith. A

system of this kind has been found to be a decided aid to manageneBt.

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 coutrtry, is a new functioo atrd that only field experience can point the way to wholly
acceptable procedures. [e also realize that the financial aspect of managing these hous-
ing developments is but oae element of the job. l{e need atd ate 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.

rrre specific rutrctiotrs of the Executive Assistant and Budget Officer with respect to
budgetary, fiscal, and administrative maoagenent activities have been defined by the Admin-
istrator in General Order No. 10 issued May 16, I94), as supplemented, as follows:

1. Elfectlve uhls date the Erecutlve Asslslanu, 0t!lce of the Adnlnlstrauor, Federal Horks Agency, ln
addlElon Eo other duEles hereBofore or subsequently asslEned and ln Dehalf ol Federal l{orks Agency
and the 0lrlce ot uhe AdnlnlstreEor, shalI do and perfoml ghe follo[ln8:

e. Act as Budget 0fflcer DurausnE Eo the Drovlslons ol che.BudgeL Bnd AccounBlnglct,,1921, epproved
June 10, 1921, and aDDroprlate Erecuulve orders and oLher orders perulnent gherego.

b. Coordtnate alI budgetary releclons rlch lhe Bureau of Ehe Budgel; coordlnate reporls to uhe Trea8ury
Departnenc requlre<l by lus Clrcular 494 and those reletlngtDesulmeled cash wlchdrawalsand0Eher
speclal reports requesBed by lhe Treasur7 Departnent; clear requests for oDlnlons by Ehe oenerel
AccounElns 0frlce lnvolvlng adnlnlstraclve erDense and changes ln adnlnlgtraulYe Drocedures.

c. Asslst or represenB ihe AdDtnlsuracor ln Dudget hearlngs beroroEheBureau ofEheBudSeEandlDpro-
prlatlon connlBtees or Ehe conSiress.

d. Esrsbllsh a budSeE sysieD deslgned to neeE the requlreuenEE ol the 18w, and ol reSulatlons lssued
by the Dtrector of the BudgeE pursuant Ehereio, end 8o rar as practlcable lo develop unlfomlty
ol budgetary pracilce, classlflcatlon, feDorts, and c0nlrol.

Rcvlsrd Au& 1, lerl F'oo1
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e. Prepare ror the AdnlnlsEraEor a consolld8.ted nonthly flnanclsl stateDenB showlng che sEaius ol
approDrla!lons and auBhorlsa!1 ons.

l. Neep the ldnlnlsErator lnforred concemlng the obllgatlon of adulnlsEratlve funds ln rela!ton go
(1) approve<l eppor0lonDenrs 8nd (2) the siaBus of ghe resDec0lve xork DrograJls.

g. In cooDeratlon wlUh Che heads of consultuen! unlUs, sranlne the adDlntsUratlve orgianlraElons,
nethorle, and coBts, end recoDnend lnDroveDenEs ln adnlnlsEratlve Denegenenu, lncludtng consollde-
tlon of adrlnlstraBlve actlvltles 1n the 0fflce ol the AdmlnlsUraUor, de8lgned go lncrease econoDy
snd efflclency.

b. Revlef, DroDoscd neJor chan8es ln adDlnlstraclve pracUlce or organlzatlon a,B tnlgtaBed Dy consElCu-
ent unlEs ol Pederal tforks Agency and f,hen necessary lnforn Bhe ldnlnlstrator concernlDg the
slSnlflsance ghereo!.

1. ldvlse EIle ldnlnlsEraEor concernlng Ehe !lnancla1, budg.!ary, Bnd adnlnlsgratlve asDects of (1)
proDosed IeglslaElon affectlnB Federsl WorKs ABency 8nd (2) Droposed general ordera, clrculars,
and DulleElns suttDlEt,ed for lssuance by the ldnlnlsErauor.

J. In respect or Ehe ofrlce o! the AdnlnlstraEor and aII luncllons chereln and funds eDDroprlated
or avallable uheret,o; DreDere budget esglnaEes and ednlntster apDroved budgetE; eslabl1sh end
DalnCeln a general Dlan of flnsnclal pracllce and supervlse flnenclel allalrs end elpendltures;
wlthapproprlateedvlceendcooDeratlonofUheOeneralAccountlng0fflceandofgheTreasury, esUabllsh
and nalntaln en adequete systen ol accoungs and accounElnB procedures, flscal records and reports;
certlfy as D0 the avEllsblllty ol lunds forDroDosedcontracts, comnlgnents, andper8onnel appolnu-
lentsi supervlse Drocurenent and the operStlon ofall central olflce servlceunlt,B; develop flEcal
and edElnlsEratlve Drocedurea; revlen Dropo8cd Ieglslaclon and all orders proposed for lssuance
by the AdrlnlsBrator; nalntaln Ilalson rtth the 0ener&1 Accountlng 0f11ce, Trea,sury DeDarUtrent,
8nd other perElnenU egencles of Dhe Oovernment concernlng naELers arlslng ouU of t,hls order.

2. The head of each constltuent unlc of Federal I'IorkE lgency shell deslgnate an offlcer rho shell be
recognlaed as the budget, ofllcer thereof and Derfom budget,ary dulles fop such unlE ln a Danner nou
lnconslsgent xlth the Drovlslons of thls order.

g. The Erecut,lve tsslsuenb shall exerclse general dlrecEton and suDervlslon over lhe DreDaraBton Dy
cotrsCltucnt unlBs of all esCluates, lncludlng supplenenbal and deflclency esClDates, requlred to
carry on thelr rork All such estlnaEes shall be revlewed by Uhe head of the resDecBlve constltuent
unlE rho, per8onelly or Ehrougtr hls bud8ec offlcer, Ehall lndlcate ln wrlElng hls vlews concernlnS
Ehe sare. After aDproval Dy the .fdulnlstrator Ehe ErecuClve AsslsEang shall transnlt the estlnetes,
lncludlnS uhaE for the orflce of the ldnlnlstrator, to Dhe Dlrector of uhe Budget wluh the vlews of
lhe ldnlnlsgraEor lor t,he use of the PreBldent and uhe Con8ress. The heads of constlEuent unl0s end
Uhelr respectlve budget offlcers shall be presenE at hearln8son Ehelr approved estluetes before Uhe
Bure&u of the Budgeu or conmlEEees of Congress and shall be paeDared Eo Jusllfy Ehe sare.

,1. In gatherlnS lnfomaulon for estlDaues or cotrcemlnB Euch estlnates the Erecuulve ABslsEenE ecEs for
the Adnlnlst,raLor and hls calls for Ehe purDoge of conaulgeBlon or lnlorDatlbn shall be Eo lnierpreEed.

6. On or belore June 1si o! each year, or as soon Bhereafter as eculon by the ConBress perDlts, Ehe
Erecutlve Asststant shell suDrlt !o the AdElnlsgrator hls reconnendatlons concernlng lhe DlnltruD
neceasary oDeraElng DudgeE for each congtltueng unlu as Droposedbythe heed Ehereolror Ehe aucceed-
tng flEcaI ypar, togelher rlth a quanBluatlve es.Ulnaue of each work Drogran forecast for such year.

6. AlBer aDDroval ol an estlnate by Ehe ldnlnlstraBor no offlcer or enDloyee of Federal Works Agency or
of any consultuent unlu t,hereof shall subnlt to Uhe Bureau of the Budgec any dlfferent esElDate or
request for an aDproprlallon or proposal for an lncrease ln an lgen of any such estlDate or requeat
ercept by dlrecclon of Ehe Adnlnlstrator, or at the requesE of ghe Dlrecgor of the BudSet and lhcn
only after clearlng wlch the ErecuElve Asslsuant. No esBlnate or request for an apDroprlatlon, or
for an lncrease ln an lUen of any esUlnaue LrdrsnlEted by the Presldent, shall be suDnllued to the
Congress or to any coDDlttee Lhereof by any olllcer or enDloyeeofFederal l{orks Agencyorofanycon-
sBlEuen! unlt Lhereor unless aU the requesE of elBher House o! conSregs or e corullttee Ehereof 8nd
Lhen only aftep clearlngrlBh the Erecuulve.AsslstanE Bnd conpllance f,lEh Clrcular 644 ot EheBureau
of Che Budgct. No esiluate or requeaC lor auuhorlzatlon of an approprlatlon thall be sutrmltCed
f,lUhouB approval by lhe Adnlnlstrauor.

7. ADproprlaElons and auuhorlzaElons nade by che Congress or so nuch thereof Es Day be aDDroved Dy Ehe

PresldenE Bhall be consldered as llrlng Ehe narlnun of oDllgatlons Bo be lncurred endEheprograD of
adnlnlsCratlve erDendlture shall be subJect io contlnual revlex and revlslon ln che lnUerest of
econoDy end efflclency. l{hen requlped by the Adnlnlstrator Beneral reserves shall be Drovlded (1)
go neet energencles tha!. cannog be anElclpaEed aE the tlne the apportlonrenc ls nade 8nd (e) to
ellecU savlngs ln Ehe approDrlatlon where such savlngs can be uade rlEhout deBrlnent go the serYlce
lnvolved. ErDendlBures fhat nlghE be nade tn the IasE quarter of the flscal year fror funds ac-
cunulaEed through uhe Drecedlng nonuhs, but whlch nay De Dosuponed wlEhoug deUrlnenBto the scrvlce,
shall noE be lncurred.

Nothlng ln the loregolng shell be so consBrued as to relleve the heeds ol constltueng unlts or of-
flcers Uhereof of any dutles or responslbllMes lEDosed by ,.ax or Dy ednlntstratlve order or ln-
structlon noE lnconslstenE herexlth.

Joxx N. Eor,
Erecutiae /ssistanf ond Budget ?fficcr.

I

tlevlsed .f,u& 1, 1941



F.l.A.{ F I SCAL PRACTI CES o F.001I BUDGET PROCEDURE FOR IHE MAIIAGEMEilT OF DEFE}ISE HOUS II{G
DEYELOPMEilTS

Budget lnstruct ions t{o. DHil-t June 30, lgttl
l. General

The managenent and operation of all housing developrnents, superyised or
controlled by the Division of Defense llousing, Federal ,{orks Agency, shall
be in accordance with a predetermined budget to be initially prepared and
proposed by the Ilousing Manager, subject to review, adjustment, and final
approval by the central office. The budgets for all such projects, t{hether
(1) managed directly by the division 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 otr the part of the i{anager or
his staff that is not dictated by souud and safe managemetrt practice. The
plan may necessarili vary according to the size, type, coostruction, 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 ar.al-yzatiotr. Ihe procedures set forth hereafter have
proved to be the best for the use intended. The sole objectives are to as-
sist the Maqager in developing a sound and acceptable month-by-month plad
for oper4tion and to provide the central office with sufficient information
to provide necessory 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 motrths
and in summary, in (Ll tobulor fola, supported by (2) sufficier.l norretiae
to portray clearly the plan and conditioo of operation, together with com-
plete justification therefor. The estimates shal1 be divided into three
primary categories as followsl

1. Plan of Operation
2. Forecast of Income
3. Estimate of Expenditures

The plbn of operation (11 shall be advanced by D,arrative, but (2) and (3)
shal1 be recorded on Ft{A Forrn DEM--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 officet' of the
local housing authority at least one month frior to inttiol occulancy of the
developnent. The regular annrol budget shall be submitted not later than
the first day of April each year, See Part III hereof for detailed explana-
tioo of periods to be covered as well as differentiation between these and
sullLenentq, budgets.

ll. Plan of 0peration

A. MANAGE.
MENT CONTROIJ

B. PI,'RPOSE
O[' BIIDGETS

C. GENERAT,
PIJAN AND
SCOPE OF
Bt,DGETS

D. DATES FOR
SI'BMITTING
BUDGETS

It is essential that the ldanager shaIl aprroach the budget problem by first A. APPRoACH

planningandcharting the worktobe acconplished during the period, bymonths, [o PI,AN

before any attempt is made to prepare the actual budget from a dollar stand-
point. It will be helpful to cornplete first the "Description of Developnent"
found on gage 2 of Fl{A Forn DEM-31 attached. It is of the utmost importance
that he ataLyze 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
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into consideration special conditions on the developmeot, seasona, weather
conditions, income, etc. That such a plan may require modification from
time to time is inno sense justification forfailure to platr in the beginning.
In other words "plan your work and work your plan't and when it fails to work
as planned, itwill show up on your monthly reports (Fi{A Forms DII}1-20 and ZI,
revised 6/%/4L, copy a;ttached) and adjustments can be made.

After developnent 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 Ft{A Form DIII'{-3l, pages 1 to 12, inclusive,
covered in detail in parts IV and V hereof.

A report of the general plan for operatiotr sha1l be prepared in aarrative
forslforsubmission 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 schedu.le in the budget (Ft{A t'orn DflM-3I) is
trot wholLy explanatory. Such justification should be in budget sequence and
appropriately keyed so as to be readily identified with the corresponding
itern in the budget.

I I l. FUA Forn DHM-31

FIIA Form DflM-3I consists of 12 pages, including a sunmary or recapitulation
of income and expense (page 1); a complete description of the development
(page 2l; an itenized forecast of income,withsupporting schedules (pages 3,
3a, ard 6); an iteurized estimate of expenditures, with supporting schedules
(pages 4 to 12 inclusive) ; and a request for approval (page LZl. All items,
statenents, tables, and schedules otr this form must be fulLy confleted,, or
positive indication made that no incone or expenditure is contemplated for an

item because of the type or physical aspect,s of the development' by placiug
a dash or zeto in the space opposite each such item. This form, together
with the plan and justification for op€ration referred to in Part II, con-
stitutes the confletc budget request, four sets of which shal1 be subnitted
to the centrol office, Budgets rrhich ate iaconflete Ln' any respect, will be

returned for completion.

As will be noted from an examination of Fl{A Form D[M-51, the itenized
stateneots of both income and expense cover 5 fiscal. years: Column I, "Ac-
tual Past Fiscal Year"; columtr 2, "Estimate Current Fiscal Year"; and colunn
3, r'Estirnate Next Fiscal Year." Column 4 is for the excLusiue use ol the
Principal Budget Examiner ia the Ottice of the Admitristrator. The support-
ing schedules, which are not divided intodifferent fiscal years, shallalways-
reflect and support the year or period for which the new estimate is requested.

As indicated in part I, section 4 hereof, initial budgets are to be sub-
mitted I month prior to operatiotr ol the project and annual budgets aretobe
submitted by April I each year. The initiol budget, if submitted betweeo

July I and March 1, need cover only the current fiscal year, but if subnitted
between March I and July I, it shall cover, separately, both the current
fiscal year and the next fiscal year. The sccond regulor. budget (as distin-
guished from a supplemental request foradjustment of a budget previously ap-
proved) shall cover, separatelyr Z or 3 fiscal years (or portions thereofl,
according to the length of time the development has been in operation. Column

No. 3, "Estimate Next Fiscal Yearr" 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 incone or expense. All itens
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 $6'550.

I
B. RECORDING
OF PIJ,ltN

C. REPORTING
OF PIJAN

A. DESCRIP-
TION AI{D
REOUIBEMEI{TS

B. PERIOD
BREAK ITI
BT'DGETS

C. I{O}TETARY
AMOTJNTS
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aacflstitr8 classil rcations.

lY. Forecaat of lncome

Inqlude in the items under this group all income which is derived from ten-
ants, whether f.of shelter rent, util,ities, or other sutrdry charges-see FYA

Forn DEM-51, page 3.

Include the total rental estimated to be receivable for shelter rent of all
dwelling units. Do not node an ollouonce for toconcy Ioss or coLlection loss
in this figure,

I. taoancy.-Estimate the anount of rental which nay be lost due to vacant
dwelliigs. Dcelwt th'ls antount fronestirnated incone from dwellings. Consider
shelter.rent only.

2. Collection.-Estinate the anoutrt of charges against tenaots which may be
lost due to bad debts, elc. Deduct this amount from estimated income frqm
dwel1ings. Consider sheltar retrt otrly.

Include the incone rrhich it is anticipated will be received from dwelling
tenatrts only for electricity, water, g&s, and heating of dwellings, when
utilities are purchased by the management for distribution to tenants. Show
bn each utility item. Estimate and deiluct vacancy and collection losses sep-
arately fdr these iterus in the saue rlatrtrer as under 9100 above.

Include incone. to be obtained fron tenatrts for uriscellaneous services ren-
dered, which will be charged for on a service basiS. This group will include
such itens as replacenert ol keys, breakage, funigation of tenants'r househbld
effects, etc. Do not consider losses under this iten.

Under this classiliiation include incone to be derived fron stores, parkiug
spaces, coacessiors, etc.; developing tbe infornation iu the sane detailed
breakdown as provided for dwelliag units, including vacancy and collection
losses-see Fl{A Form DEI'{-31, page 3.

Each of the above items are to be supported by schedules indicating the
nethod by which the amounts shofir were calculated. The schedule for dwelliag
rents is set forth at the botton of page 3 of Fl{A Form DHM-sI. The utility
schedules otr page 6 of said forn, ifproperly conpleted,willsupport both in-
cone and expensb (see also part V, sec. 3, I'Cost aud Charges for Utilities"
fgr method of conputing). A rental schedirle for nondwelling rent, to neet
the conditiotrs oD the specific developnent, or a statement explaining fully
the incone to be derived from this source shall be prepared by the l,laqager
and attached as page 5a of said forn. A11 schedules ,zrs, identicolLy stt)-
fort t-he aoouats shown opposite each of the itens in the estinates or con-
'fletc justlficotion sior,rz for their disagreement.

D. ACCOUrI-
IIIG CLASSI-
FICA!IOTS

A. DWETJLIIftI
UNITB

Rcatol (9ooo)

Losses (gtoo)

Wilt.tics(pot)

B. NON
DWEIJIJING
T'NITS

C. SUPPGT-
ING
scHsDuras

Lu ca&e rhere oneHousingl'{anageroroffice has charge of 2 ornoredevelop- !._cloUpIlQ
rents, a separate FlfA Forn DEM-BI (pages 1 to 12) slailuecompleted aud sub- DEVELoPI{EMS

ni.tted f.or each development, prorating those erpetrses which are incurred for
the mutual benelit of the several developnents concerned. This includes
salaries; andthe percetrt of prorations.houldbe shorn opposite eachsuch iten.
In oddition, the results should be combiued and pages I and 2 only of Fl{A Forn
DIII'I-3I, rrRecapitulation of Incone and Expenset' and "Description of Developnent, "
prepared to reflect the several developments as a whole.

S.ndn
C.horgqs
(9oo2)
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Y. Estimate of Expenditures
(Ft{A Forrn DllM-31 , pager tt to 12)

Estimates of expenditures under this classification will include only those
expetrses which relate to purely nanagerial activities on the developnent.
As will be noted later, separate classifications are provided for janitorial
expetrse atrd naintenatrce expense, which include salaries as well as materials
and other costs.

Include saLaries for all people on the nanagerial staff such as flopsing
Manager, accoutrtant, clerks, stenographer, etc. In any case whereaaemployqe
is employed for less than the full year, show actual salary payment in column
headed "Annuaf Salary" in t,he supporting schedule 60d show an4ual salary rate
in the "Renarks Colunn.",

Iuclude qffice supplies of stationery, accoutrting forns 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 matragenetrt purposes, ozly 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 forn.
Include travel expeose 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 Goveronent frank.
A11 priating and binding to be done in field srust be authorlzed in writing

by the central office in, addition to budgetary approval prior to incurring
the obligation.

Estinate all eguipment to be, purchased for exclusive use in connectioa
with nanagement activities, includiagfuruiture, files, addingnachines, type-
writers, desk lamps, etc.

Include armored car service, laundry, special charges, etc,
A supporting schedule for each of the above iterns will be found on page 4

of the budget forn. The total of each must agree with the amoutrt shorn op-
posite the corresponding accounting classification., or any difference must
be fully jnstified.

This estimate should include only those expetrses necessary in connection
with purely janitorial functions (as distinguished from repairs, alteration,
atd nointenoncel, such as washing and cleaning (excepting decoratorrs wash-
ing and cleaningl, rubbish and garbage removal, etc. 0n a majority of the
projects this expense will be linited to the community building (if anyl,
the Managerrs office, adjacent walks, and refuse remoyal 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 saldries and wages for purely janitorial seryices. Do

not includ,e salaries.for uotchnen (if any) as these are reflected under ac:
count 9416. 0n the smaller develgpments janitorial labor may be accomplished
through part-time services of the maintenance group, in which case the salary
shoul-d be prorated. 0n developnents where "Comnunity Facilities,, require the
equivatrent 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,

t
A. HOI'S'INO
}fANAGER IS
OFFICE
( 9{OO )

blorics (g4ot)

$bblies and
lldt:erials
g4az)

Qompicatlcrutccs
(caq)

ton

fiittil'd/&P

Tratel Eabense
b4oil

Transbortatioa
sl Thlinss
(9400)

kinting ond
alnrltrg
(%o7)

Eouihtcnt
G4a)

Jlisielloneous
Expense (94q)
SUPPORTING
SCHEDUIJES

B. JANUoRIAI,
EXFENSE
( 9{10 )

Salories(yu)

Subblies ond
I'latbriols.
@4n)
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broons, cloths, fire-extinguisher retil1s, etc. Do aot. iicludc.disiafcctont
and fumigotion itcrs.

Include eguipment which is used in colnection with jani'torial serrice,
h.and operated fire extitrguishers, nachine rashers, etc.

Include supplies, materials, a[d equipnetrt'. The cost of salaries for this
work wil-l be prorated fron janitorial salaries, lten 9410 above. If ttris
work is done under coltract, clearly indicate this fact and list the con-
tract anou[tr'

Follotr the sane general instructiong as ia 9414. If this service is in-
cluded in the payment in lieu of tares, so indicate, but show uo erpease
under this account.

Include salaries, wages, and,supplies ,or watchnin service. It tne serv.ice
is to be performed under contract, indicate this lact aod list the cotrtract
anount.

The supporting schedules for this category of expense will be fouud on page 5
ol the budget forn and, as previously indicated, nust be in conplete agfee-
nenti with the total anounts shown opposite the corresponding classification
in the estinate,'or aay difference nus't be fully justified. It is Uelieved
that these schedules are self-explanatory. In any case where services are to
be lurnished by contract, folIow the course outlined in lrPurchasing Procedure."

The estirnates for the various utility services atrd materials reguired in
connection with the oferation of the entirc dcuclofnent (as distinguished
frou-utilities furchascd directLy fron conpanies by the tenantsJr accouating
classifications 9421 through 94i8, :together with the supporting schedules,
stra1l be recorded in the maaoer provided on page 6 of the budget for4. 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.
Thc ntiLity-eipcase 2stinotcs. should bc based on thc lvrchose frtce onil shotld
not ineludc s'ervice or moiz.tenar.co chargcs for the.distribution system qf
other overhead cests. Account number 94P7 should trot be used. The following
items nerit separate discussions:

If sewage disposal is included in the ."payment in lieu of taxesrr', shou no

chargc offosite this iten. If there is a se)arate chorge or contract, shor
the basis for the charge as well as the amount.

As will be recalled, the supporting schedules for utilities on page 6 ol
the budget form serve to supBort both income and expense, and any difference
between the two should be rellected by the anounts showo for. charges to ten-
ants. .

The schedule for ronogeneat rses of utilities should include only heat,
light, andwater for managenent purposes and should be postedtoaccount 9lo4.
Accordingly, such anoutrts as are shown in this schedule should Ue estinated
aad deducted fron the total purchase prici ol the respective itens before
postiDg to accounts 942L-26, except where netered, or otherwise charged lor
separately. In other words, the sun of accougts 942L-2? and 92104 should
rellect all expenses for the puichase of consunable utilities on the develop-
metrt.:

tfith feferetrce to the rate, costrandcharge schedule at the bottm of page

6. of the budget fonn, columt 6 shall show the result ol the cosf per unit per
nonth, tines the number of dwelling units, times the number of motrths of
operation; aud column I shal1 show the result ol the charge pef unit per
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Eonth, tines the trumber of dwelling units, times the trumber of months of op-
eratioo. lfhere there is income lrom nondueLling uqits for utilities, a

similar sclorate schedule should be prepared and attached. The onount showr

as chorgcs, both by item and in totpl, shoutd identically support the corre-
sponding estimates for incone otr page 3 of the budget forra and should be dc-
terttncd, by odding the cost ond thc seryice charge iovering-distribution
systens and other adninistrative overhead in this cotrnection. The service
charge rill be deternined separately for each developnent aud approved by
the central office.

This category is subdivided into "Drelling Structures" (9430), "Nondwell-
ing Structures" (9440), and "0ther than Structures", (94501, treated separately
belon. It rill be noted from the schedules for these subdivisions, to be

louad on pages 7, I aad 9, respectively, of the budget forn, that tbe estinate
lor each item is subdivided between "Salary" atrd "0ther." Undgr ,S,1aryr,
include both salary and wages lor both regulai or seasonal enployees. Salary
costs must be supported by the schedule at the foot of page I0 ol .the budget
form. Uader "0ther,"' include all expenses for naterialsr suppliesy:minor
equipment, etc. If the r.rori is to be accomplished by contract, thecatirc
u,.ount should be included under t'Other," and this fact should be footuoted.
If the worh is a combinotion of contrsct oad force' account an explanatory
statement or schedule should be attached showing the anounts and nature ol
work for each.

All items must be fully supported by the schedules on page 7 of the budget
form. All schedules ,should be amplilietl, 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 paitrter 'and assistants, paperhanging,
floor refinishing, exterior painting, and interior painting.llt is important
to show the interior wa1l fi'nish atrd the exterior surlace material, the Area
to be paitrted, nunber of uuits to be painte4, number of roons lo be decorated,
aud the average cost per unit or room.

Include cost of labor, supplies atrd naterials, and minot equipnent applicable
to roofing and sheet-metal work, masonry, caulking and raterproofing, tile
setting, lathing and plastering, carpentry, hardware, glazing, screens, in-

..'cinerator grates and doors, outside ironwoik, etc. Show structural features
and extent of repairs reguired.

Include cost of labor, supplies and materials, andrninor equipment applicable
to work on interior wiring, neters, check meters, lightingfixtures, etc., in-
side the dwelling unit.

Include cost of labor, supplies and materials, and mi4or equipment applicable
to workonhot and coldwaterlines, tanksand meters, circulatingpumps, motors
atrd controls, plumbing fixtures, etc.., inside the dwelliog unit.

Include cost of labor, supplies and materials, andminor eguipment applicable
to work on gas piping, valves, and neters inside the dwelling structures,

Include labor, supplies asd materials, and ninor equipmetrtforoperation of
the central heat,ing plant,, if any, prorating between this heating item and
the heating itern 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, heatingstoves, furnaces, fans and feed pumps; distribution
system including mains, pipes and ducts, meters, atrdautomaticcontrols; radi-
ation, including radiators, radiator valves, tfaps and grills, etc.

3
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F.l.A.-€
PERSONNEL POLICIES AND ADMINISTRATI0N o F.OCvI Include cost of labor, supplies and materials, and minor equipment appli-

cable to work on mechanical refrigerators and ice boxes.

Include cost of 1abor, supplies and materials, and minor equipment appli-
cable to work on all stoves or ranges rrsed 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 accouot 9460), such as stores, office space, etc. Estinate
these items ia 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 prqrared in more flexible fonn, due to the great
variance on different projects. 0n those developnents where nondwelling
s!ructures are more than incidental, the flousing Manager should prepare and
attach more complete schedules, similar to those prescribed for dwelling
s t ructures.

This classification includes all expenses for the rqrair, alteration, and
maintenanceofall nonstructural locilities other thon 'tComnunity FociLitiesn
(see 9460), such as sidewalks, grounds, machinery, and distribution systems
fgr sewer, water, gas, and electric systems, the form for estimates and sup-
portitrg schedules beigg shown on loge g of the brdget fom. In each case
the supporting sbhedule must clearly indicate the type atrd extent of work to
be done and the type, quality, and quantity of materials to be used. 111
objectire classifications should include purchase of materials and supplies
for operatiotr, 'such as petroleufl, gasoline, and oil for motors other than
utility distribution systems, bulbs and globes for yard lighting, 'seeds and
platrts, etc., as well as materials and labor for rqrairs and alteratious.
Itenized stat€oents of operati-ng supplies to be purchased should be attached
as page 9a of the budget torn, clearly identified with the accoutrting clas-
sification in ionnection with which the supplies are to be used.

This iten includes workon surfaced areas covered with nongrowitg materials,
such as gravel and bituminuous surfacing, exclusive of comnunity recreatios
areas. Estimate area involved ia 'square feet or square yards and show cost
per unit, type of coustruction, and materials to be used.

Include in this item work on planted surface areas, such as lawrs, flower
beds, and landscaped areas. Estimate the area invohed in sguare yards,
square rods, or acres. Do not inchde )loygrounds here-see "Corununity Faci-
1ities," (9462).

Eere estimate a1l expetrse for rqrairs, alteratiors, and naintenance of all
operating equipment .oa the development other than automobiles, such as sta-
tionary motors, nowers, hose carts, etc,

Includes work on drainage and sewer systems outside of buildings, 'such as
house connectiotrs, 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 otr rater lines outside buildings and street lines. Use same

kind of justification as for sewer system

Covers workon exterior distribution systems, yardlighting standards, etc.,
includiug rqllacement of bu1bs, globes, etc.

Include under this class thelcost of labor, supplies, materials, and miaor
equipment applicable to the operation and maitrtenance of pr6ject-owned auto-
mobiles. Support lully, using the schedule included on page II of the budget
form.
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Gos Svstan
bass)

E. COMI,II'NITI
FACIIJIIIES
( 9460)

Covers work on -gas lines outsi.de buildings. Use saure method of support as
in 9454.

The term "comnunity facilitiest' refers to those structures, grounds, and
equipment which are provided exclusively for the recreation, health, and
relfare of the teoaots al latge, such as club roons, playgrounds, wading or
swiming pools, slides, horizontal. bars, etc. (see page 1O of the budgdt forn).

Under this subclassification should be included purchase of equipnent and
supplies, salaries of recreational supervisors, andall other itens connected
rith the operatiot of such facilities as distinguished from purely mainte-
nance expetrse.

Include in this estimate all salaries and other expenses as in accounts 9430,
9440, and 9450, and in addition, solary for janitoriol seraice only uhen thc
rcgairencnts ia tids rcs)ect cquol or excced 5o fercent of the tine of oac

lerson, prorating such items fron the respective accounts.

Ihis classification lncludes all nonexpendable erjuipurent required in cou-
nection with the operation of the entire developmentr'such as automobiles,
furniture, stationary motors, mowers, trucks, fire apparatub (except hand-
operated fire extinguishers, iacluded in 94151 , tools, hose carts, el.c., erccft-
ing such itcms os orc frolerly chargeobli to thc Eousing llonogerts officc or
connanity focilitics os hcrltoforc frcscribcil. This includes accessories,
btt docs not includc forts for refloccnent in the refoir of srch itens. In-
cludc only original cquifncnt. (See page 11 of the budget form.)

Under this classification estinate expef,se to be incurred by reason of
agreetnents with the local government coveriug the assumption by it of the
operation of facilities and the furnishing of services and benefits. Show
paynetrts to the various governing bodies involved, the services received frour
then, and the date payment is due.

Attach a separate sheet shming kind (1. Fidelitl, 2. Burglaryy 3. Messenger
ii.r office hold-up, 4. Ormers, Landlords, Tenants I Liability) , rates, total cost ,
and whon the insurance covers. Thcrc uill bc no insurance coaeraga on Direct
0f c rot i on Devc Lofncnt s.

This item is to be written in the first budget. An amount of noney will be

set upinthis iten to be used for the prrrchasedftrot in excess of one yearrs
stock of parts, supplies, and naterials which rill be he.1d ready for use in
repair, alteration, aod maiatenance work chargeable to the deveiopment. This
iten will be set up once, and will be shown in subsequetrt budgets only when
l.here is to be a reduction or atr increase, approved by the Director of the
DefenseHousingDivision, inthe stores inventory account. This account serves
as a revolvingfund for the purchaseof items from noneys all.ocatedtoRepairs,
Alterations, and Replacenents (cleaning supplies are not to be included in
this account ) .

Reserves for insurance and replacement will be accurnulated oa the books of
the cetrtraL office. .Whenever it becomes trecessary to use these reserves,
the Eousing Manager will request the amoutrts he.feels necessary to carry out
the replacement program, includingwith such request a statenent fully justi-
fying the aeed. The Director of Defense flousing will notify hin as to what
portiotr, if any, of. his request has been granted.

The Housing Managerrs budget will be reviewed by the central office'atrd an
approved copy, reflecting any revisions, returned to the flousing Hanager by
June 1, in the case of the regular annual budget, and within 2 weeks after
receipt with respect to initial budgets.
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FISCAL PRACTICES O F.011I Upon receipt of, the allroved copy of the budget tie Eousing }tanager shall
imrnediately o)fortion both income'and erfense by nonths, atd prepare FYA
Form D[H-43, cogy attached, and forward 4 copies thereof so as to reach the
central office not later thaa I week after receipt of the approved copy of the
budget. After review and approval by the central office, I copy will be re-
turned. This apportionment is to serve as a guide for the administration ol
the budget (part VI).

Yl. Adn i n i strat i on of the 8ud get
The careful planning of the work program and the resulting budget are of

but little value as a basis and guide to matragement unless the program be
followed faithfully throughout the budget period. To be sure, situatiors
nay 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 nade would ever be folloned
without an orderly procedure of periodic checks and cotrtrols. In fact, all
too often work programs and budgets are prepared with care and thoughtfuluess
and then set aside and lost sight of utrtil it is discovered that expenditures
are out ol line, necessitating drastic curtailment of operations, or a deficit,
or both.

In order to provide for cotrstaut control and periodic checks, the annual
budget is to be broken donn 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 ro11 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 cotrtrol before it becomes an obligation.

0n account of the remoteuess of many housing developmeuts from the central
office, the control of the budget shall be the respousibility of the Eousing
Ilanager. fle will in all probability delegate the work to one of his clerical
employees, but it is import4nt that the work be done by only one employee.
Eowever, 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 predeterrnined or anended work program and keep his expenditures
under control.

The control of the budget is effectuated by the use of the Budget Control
Record, FTA Form DHM 44. These for:ns are notapart oftheaccounting system,
but each entry nust be kept "up to the minute" in order to make the cotrtrol
effective. All entries on this form shall be made by hand.

As soon as the Breakdown of the Budget by Months, Fl{A Form DHM 43 has been

approved by the central office, one sheet of the Budget Control Record shal1
be prepared for each division or subdivision of the budget listed on the
Breakdown of Budget by Months, FI{A Form DBM 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

RevlEed lu8. 1, 1041
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form should be used only for showing changes in monthly breakdowu-s which may
be fouad necessary due to changes in the timing of the rork progran and ex-
penditures which are discussed under the headings of "Trausfers by Manager"
and "0ther Transfers. " The third and last line ol this section ol the form
is lor recording the curnulative total approved for each itemasof any month,
to serve as a check of the curnulative expenditures at any period during con-
trol. Cumulative totals should be entered in pencil in order to allow ad-
justmeuts caused by transfers.

The importance of clearing through the cootroL cuery action which involves
finances cannot be overenphasized. It is not possible to illustrate every
type of trausaction, but the usual types are shown on the specimen copy and
it does not requife any great amount of ingenuity to fit others into the form.
It will be noted that ao cents colunns are provided, entries being adjusted
to the trearest dollar only.

At the start of the rnoathly period the full amoutrt of the breakdown for the
current nonth sha1l be entered in the "creditn column. As papers.initiating
a financial obligation reach the control, the appropriate amoutrt shall be
etrtered in the 'rdebitrr col-umn with a.n identification by the Requisition number,
Purchase 0rder number, or Youcher nunber. The balance remaining shall- be
shom alter each entry in the column provided forsuch pur?ose. The fact that
the papers have passed through the control and the appropriate anount encum-
bered shaII be noted on the encumberitrg itrstrumetrt. 0n the larger develop-
ments, which will have a corsiderable nunber of purchase ofdersandvouchers,
it may be found advisable to purchase a rubber starrp to indicate that they
have passed the cotrtrol. If so, the stanrp should be similar to the box on
the bottom of the requisition form and should be applied to the file copies
on1y.

As additional requisitions or other initiatiug forns ate received, they
shall be entefed as in the preceding paragraph and the balances determined.
If and when the amount shom on a reguisitionorother initiatingformexceeds
the balance available, it shal1 not be passed. The alternatives to stopping
the transaction entirely are to feduce the quantity and amount of the articles
or services, so as to bring the encumbrance within the existing balance, or
to tratrsfer funds as is prescribed in sections J and K of this part (TI ).

All purchase orders or vouchers sha1l also clear the control belore being
signed or sent out. The amounts shall be conpared with the amouots entered
for the corresponding requisition or other initiating form. Inasmuch as the
amoutrts shown on requisitioos are estimated, it is to be expected that the
linal anounts showtr on the resulting purchase ordefs and vouchers will dilfer
slightly by beiug greater or 1ess. Adjusting entries shaLl bernadeeither as
debits or credits, asthe case naybe,rith the proper reference to the requi-
sition or purchase order by nunber.

At the end of the monthly periods totals shal1 be dram for debits and

credits for. the month and also lor the period to date. This information is
Decessary lor the Monthly Budget Report which is described in the following
paragraph.

Immediately at the close of each month the status of the budget abcouots
sha[l be reported to the central officeonthe Monthly Budget Report, Fl{AForm

DEI'{ 45. This report shall be prepared in tripl-icate and the original and one

copy forwarded to the central olfice not later thanthethird day ofthemonth
following the period of the repoft, the ofiginal being for the Budget, Plan-
ning, and Procedures Section, the fifst copy for the Hanagernent Section, and
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FISCAL PRACTICES o F.013t the'second copy for the files of the development office. This report shall
be filled in neatly and legibly by hand except for those developnents where
an 18-inch typewriter is available.

In order that there may be no misunderstanding of the use of thi.s fornr.a
brief explanation of each colunn is presented.

Colwt l.-Enter ghe erounB of the lien ln Ehe aDproved budget. Thls anoun! la never
changed throughout Ehe flscal year.

Cohan z.-Enter on]-y allroted changes ln rhe Dudgeted anouncs and lndlcaue xheBher DIus(f) or nfnus (-1. If DoEh sddlt'lons and deductlons have been nade, show the ne! reaulE
only, (t) or (-) ae Bhe ceae nay De.

Col,tnn 3.-En!er lhe resul! of colunn 1 plus or nlnus colurnn 2.

Colun 4.-Enter the arounE ahown on the BudBeE ConErol Recoral for uhe epproDrlalc nongh
es shown under rttonEhly AllocaUlon. I

Coknn ,.-Enter Ehe goEal encunbrences lor Che paat monuh only, tal.en troB che Eudge0
Contror Record.

Col.tnn 6.-Il coluDn 6la greauer uhBn colunn 4, enuer the dlflerence ln thls colurn.
Thls lndtcales fhaf thls lte[ ls ouE of concrol.

Coknn 7.-Ir colunn I ts greaDer ghan colum 5, enger uhe dlf ference ln uh18 coluln.
Thls lBdlcaces thet ghls lgen ls under control.

Coltna 8.-EnEer the anoun! shorn on the hrdger controt Record for lhe rlscal perlod, a8
shoxn under rHoDthly lllocaElon, r Eo and lncludln8 Ehe Dast Donth.

Coltnn 9.-EnEer che curulatlve uotal enculDrancea for the llscal perlod to and tncludlng
the Dasl ronuh teken fron Bhe Budget ConUroI Record.

Colrtt 10.-It colunn g ls EreaEer than colunn 8, enuer Ehe dlflerence ln uhls coluDn.
Thls lndlcates that Ehls lteE ls ou! of conurol.

Cohmn 11.-ll colunn 8ls greater than colunn I, enter bhe dlfference ln lhts colum.
Thls lndlceEes EhaB Shts tBer ts under conirol

Col,tnr Iz.-Enger che anounE shoin on Ehe Budget Control Record for Ehe nerE ronEh.

Colstr l3.-Enter lhe dtfferense beiiee[ colurn ta ard coluu 10, or Ehe suDof coluu 12
and coluu 11, as ghe case ney De.

Cokmt r4.-EnBer the dltference betreen colurn 5 aid'colurn 9.

Coltnn.lS.-Ihe entry ln Ehls colunn does noE necesserlly bearanErlBhneElc relaUlonshlp
to any ol Ure other enErles. Il the l{anager esglDate8 thatthef,ork progrsr forthe balance
of Uhe year 1111 requlre the arount shorn ln coluDn 1{, Bhe anount ln colum 16 should'bc
the Bare. If the t{ansger esDlnaues thst the work p.rogran f,ltl requtre Dore or les8 Ehan
ahom ln coluu 14 he shall enter Ehe revlaed estlDaBe ln colunn 15. tlhen the change froD
coluln 14 becones slgnlflcanl ln aDounE, a request for revlslon of the budgeu shell be Dade
to uhe cenural ofllce, adequegely suDported and ln the sane Danner es for the orlglnal b,udget
re quesU.

In case the Monthly Budget Rqrort indicates that the Manager is Dot exer-
cising proper or adequate control over the encumbrances and expenditures, it
will always be theprerogative of the cetrtral office to make such adjustments
in the budget as it nay feelaresound. The Uanager will be informed pronptly
of any such action on the part ol the central office.

As the incone itens do trot leod themselyes to the sane coatrol as do er-
penditure items by meatrs of the Budget Control Record, the "actuaI" income
nust be taken from the regular accounting books. Ercept for this, columus 16

to 27 inclusive are sufficiently parallel to columns L to 12 to require no
detailed explanation.

Coluttt rS.-Enter che dtrferenco Detween coluEn 27 and colunn 28 or lhe sun of colurn 27
and coluIn 26 os Ehe case Day De.

Coltmn 30.-Enter the dlflerence Deuf,een colum 18 and colunn 24.
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F.014 o F'tA DEFENSE HOUSING MANAGERST MANUAL I
I. CHANGB
Ir{ n{E WORK
PROGRAM

J. TRANSEERS
BY MANAGER

K. OTHER
TRANSF'ERS

L. REVISIONS
OF THE BUDGET

Cohnn 30.-,,8 ln the case of column 16, t.Iltsentry doelrnoIneseasarlly bearanarlthneBlc
relaulonshlp Uo any of the other entrles. IE ls very lmporcan0.Uhat the Heneger revlew hls
lorecasC of lncome monEhly and revlse hls orlglnal forecasus 1f necessary. If and when htg
revlslon regults ln a slgnMcant, dlfference fron the orlglnal, a comDlete sEeBenenD shall
be Dade Bo the central ofllce ln the sane forn a8 the orl81n81 request ror Dudget. Thls
Day resulu ln Ehe approval 0f Bn lncrease or decreeae ln the lncone forecasE of whlch Ehe
Hanager wlII De noclfled. He wlII lhen chan8e the ronuhly lncone allocaDlons to conDly.

It is essential to sound budget administration that full and synpathetic
recognition be given both by the Manager and the central office to the oeces-
'sity of changing and adjusting thepredetermined work program toneet changing
conditions and situatious of operation. The responsibllity for recognizing
these changed conditions and situations rests with the Manager. 0n1y by con-
'stant review ol the original program, cotrstant cmparison with current opera-
tious, and constant alertness in anticipating future operations can he chart
his course of management successfully.

It is essential that otrce the necessity for changes in the work program rs
recognized, the corresponding adjustment of the financial aspect of the budget
be made. Such adjustments must be made with certain fonnalities dqlending
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 trarsfer (without prior authority of the cenrrar
office) anounts betueetr cotrtrolled divisioss or subdivisions of the budget,
as shown on the Breakdown of Budget by l.lonths, FWA Form DHM 43, not exceeding
a cumulative total of 10 percent per annum of the total amount allocated to
the division orsubdivision, to or from which tratrsfers are made, ercefting
that such tratrsfers may not be made to or from "Salaries," "Utilities,"
"Stoies," or "Payments iu Lieu of Taxes," or ia any case where the tratrsfef
is likely to cause dn overrun in the account from which the trausfer is made.
For example, the l{anoger may tratrsfer, within the 10 percent limitation,
betneen "Janitorial-Other Expense" and "Manager r's 0f f ice-0ther Expeuse, "
or between "Qrerating Equipment" and "R. A. and M.-Non Dnelling," etc., but
he nay tot trausfer between j'0perating Equipment" and "Managerrs Office-
Salaries," between "R. A. andM.-Dwellings," and "Electricity" or "Electricity"
and "Fue1. "

The Manager is also authorized to transfer a,mounts which he originally allo-
cated for spending in a later motrth by moving them fonrard in part or in fuIl
for earlier spending to meet a change in the time elenent of the nork program.
However, the Manager should assure himself that the balance remaining ts
adequate to meet the remainder of the work program. Such trassfers will re-
quire corresponding changes in the monthly allocatious on the Budget Control
Record.

Changes in the nork program which involve tratrsfers to or fron any of the
budget divisions in excess of the 10 percetrt limitation imposed above, or
transfers between restricted divisions, rnust be authorized by the central
office. A request 'shall be sent in letter forrn in quadruplicate settitrg forth
the reasons for the change in the program and all possible information which
will be helpfulindeteflniniag the reasonablenessof the request. The trausfer
'shall not be made until one copy of the request is returned approved by the
cetrtral office, or, in case of erergeocy, telegraphic authorizai"ion is received.

Major chauges in the work progran which indicate the need of additional
operating funds, or trarsfers between budget divisions, shal1 be reported to
the central office by letter, in quadruplicate, setting forth the reasous for
the changes in the prograrn nitb ful1 supporting information. In case the

Revlsed Aug. 1, 1941
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3 cetrtral office sees fit to approve the request, otre approved copy will be re-
turned to the }Ianager.

In case the changes which require additional fuuds or tra.nsfers betneeu
budget divisions are trumefous, a cornplete supplemetrtal budget shal1 be sub-
mitted itrstead of the letter required by the preceding paragraph.

As soon as the Maoager has received the approval of the central office of
changes in the budget, he sha1l submit a revision of the "Breakdown ol the
Budget by Months, " in triplicate, one ol which will be returned, if approved.

The budget procedure described herein conternplates 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 resultiug incone. It
lurther cootemplates periodic checks to determine how closely the Manager is
adhering to his predetermined progran or to indicate where and uhen deviation
from it becomes advisabl-e or necessary.

It is importatrt that the Hanager realize the need of lolloring a definite
plan of operation until he finds it necessary to change the platr and then that
he do so with delinite fornality and dispatch

It ls hoped that Hanagers will be impressed with the principle of planning
their rork and then working according to their plan. The fact that it may
become trecessary to adjust or change the work plan aud spending plan trom time
to tine, asconditions under which the work is actually perlormed dilfer lrom
those on which the original plans were based, is in no setrse an indictment ol
the validity ol controlled budgeting. Ratherit is thesoundest kindol support
for the kind of fonrard planning uhich is designed to neet courageously, yet
sympathetically, any and all conditions (many of them unpredictable) which
affect operatiotrs.

The procedure herein outlined is not established prinarily.for the inlormation
of the central office. It has been adopted as being ar essential tool of
matragement to enable the Manager to operate intelligently and successlully
by establishing a work plan that he knows and a spending plan which is con-
sistent rrith it.

FllA Forms Dil,l 18, DEM A, and DHM 2l are hereby rescinded. Fl{A Forms Dfl}l
14, Dfll.t 15, Dflu 15a, DHM rsb, DHI'{ 16, DH},t 17, DEM 19, and DflM 21a have been
previously rescinded.

Itevlsed Au8. 1, 1041
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FISCAL PRACTICES o F.033I PURCHAS ItIG PROCEDURES FOR DEFEI{SE H0US IIIG DEYELOPMEI{TS

1. The Housing Manager will purchase the supplies and equipment necessary
for the operation of the development which have been affroued in the budget
estimote for the period, with the exception of items in Section 2. A11 pur-
chases shall be made'in conformity with the procedure herein specified.

2. The following items will :rot be purchased by the Housing }lanager but
will be obtained by submitting written requests to the l{ashington office:

a. Att forms prescribed for general use.
b. Standard printed statiotrery.
c. Automotive equipment.

3. FI{A Form DflM 110 shall be usedtoinitiatetheprocurement ofallarticles
except from Stores Account andallservices other than'pay ro11 salaries. The
requisi'tion will be prepared hduf licate by the employee who will be responsible
for the use of the articles or services. Separate requisittons sha1l be used
for each different account number to which charges will be made. In case the
requisition covers an article or service which is cha.rgeable 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
Jhe Housing Manager for approval and the copy shall be retaiqed by the person
originating the requisition

In preparing the requisition, the quantity and description of the articles
c." services nust be fully shown and described and, in case it is of importance
that articles match existing ones, asample of those desired should accompany
the requisition. It is importatrt that the cost of the articleorservices be
estimated as closely as possible and that the accoutrt uumber indicate the an-
ticipated use according to the approved budget.

trf the Eousin'g 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 rernain in the purchasing file attached to the office
copy of the bids, purchase order, etc. In the case of autonotive equipment,
the requisition shal1 be prepared in triplicate, the original and one copy
of which shall be fofwarded to the Centrbl Office alter having been signed
by the Manager and passed through the budget control

4. Before making a purchase the ilousing }lanager shall consult the "Gbneral
Schedule of Supply Contractsrr and th€ "Schedule'of Products Made in Federal
Penal and Correction Institutions."

In al1 instances where the articles are found on the General Schedule of
Supplies, (appendix II attached), they'nust be p.urchased 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 Geueral Schedule of Supplies is available, a purchase order
(FtlA Form DHM IO4) may be sent direct to the..con.tractor, uslng the prices
showa 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, voucherscovering paymetr! 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.

AUTI{ORITY
TO UAKE
PURCI{ASEi

EXCEPIED
ITET.6

PI'RCHASE
REOUISITION
FWA FORM
DHM 11O

GENERAIJ
SCI{EDUIJE OF
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ITRIES CATAIJOG
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In all instances where the articles in the catalog, "Schedule of Products
Made in Federal Penal and Correction Institutiotrs," (to be sent under sepa-
rate cover) are to be purchased, the purchase must be made from the Federal
Prisoo Industries, rnc., by issuiug a purchase order (FIIIA Form DilM ro4)
using the prices shown in the Schedule and sent direct to: Federal Prison
Iudustries, Iuc. , Dqrartment of Justice, I{ashington, 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 I'lanager shall determine which of the following
limitations is applicable and shall proceed accordingly.

a. Such purchases maybemade in the open market without obtaining bids,
but the Housing Manager must assure himself that the price is sup-
portable for the quanlity and quality obtained. "Public Voucher for
Purchases, etc.,r'Form 1034-Rev. (exhibit A), shall be fi1led out in
4 copies. The execution and disposition of the copies shal1 be urs

shown in appendix I, exhibit A. (See paragraph 22 for instructioos
relative to rqrorting purchases to the Procurement Division. l

b. Such purchases maybemade after obtaining three (3) bidsbytelqrhone
or verbal solicitation. The Voucher, Form 1034-RW, sha1l be fi1led
out in 4 copies, as in "a" and in addition the names of the bidders
and the amounts of their quotations sha11 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 fot iustructions relative to reportin'g purchases to the
Procurement Division. )

c. Such purchases may be made only after soliciting Uy letter not Less
t/raz three (5) bids from norrnal sources of supply of the commodity
desired. Copies of Forrn 53 may be used in soliciting bids instead
of a letter, but the words "Sealed" and "and then publicly opeDedrl
at the top of the form should be crossed out and there is no need 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 suppty or for atry other
reason, afull explanation sha11 be prepared to accompany the voucher.
Following receipt of bids, the Housing Manager shall issue a Purchase
Order, FI{A Form DilM 104 (exhibit F}, in 4 copies, the original being
givetr to the lowest responsible bidder. Upon receipt of the articles,
he shall prepare the Voucher Form I034-Rli in 4 copies with a list of
the bids and bidders as itr "b" above, also by filling in }lethod'of
Advertising, 2 (al 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 bul-letin board in the Housing l{anagerrs office and

another copy posted on the local post office bulletin board. Tnvi-
tatioos sha1l be mailed to not less than three normal sources of sup-
ply and separate invitations sha1l be sent out for different classi-
fications of articles. Invitations in this class must be accompanied

t
PURCI{ASE OF
ARTICI,ES

Less than $j.oo

Fron $q.oo to
Sz5.oo'

Frcm $zq.oo to
Stoo.oo'

Oler Srco.oo
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I by detailed specificatiotrs for the articles. Upon the receipt of bids
at the time stated, they shall be publicly opened and read and the
award sha1l be made by the Housing Manager to the lowest responsible
bidder. "statement and Certific'ate of Award," Form I036, shal1 be
filled out as described in exhibit D. The Purchase Order, FUA Form
DHM 104, is then filledout and distributedasdescribed in exhibit F.
Upon receipt of the articles, the Voucher Form lOB4 is prqrared as
described in exhibits A and B.

e. Such purchases sha11 follow the same procedure as "d" above, with
the following exceptions:
The result of the negotation becomes a contract and shal1 be assigned
a number which shall then be used to identify all papers. The contract
number shal1 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 CentralOfficeof theDefense
Housing Division for transmittal to the General Accounting 0ffice prior
to the due date of the first paymetrt to the cootractor.

6. Energencies may arise or conditions be such that the procurement of
material in excess of 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 prqraring vouchers to cover such purchases,
sha11 certify ori the vouchers that an emergency existed and state the circum-
statrces thereof, and that it was impracticable to advertise and obtain writ-
ten bids. An exigency is defined to be "an inmediate pressing necessity and
one requiring resort to unusual power and effort. " If the approved budget
does not cover the item to be purchased, the Chi.ef of the Management Section
shall be communicated with previous to an expense being created. Telegraph or
telephone should be used for this comntunication. An emergency purchase shal1
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 atry service requiring the
hiring of labor for the specific job, the following condition must be typed
on Standard Form No.33:

No laborer or nechanlc dolng any parE of Ehe work contemp-ated by [hls conLrscB, ln
Ehe enploy of the conEractor or any subcontractor contracclng lor any part ol sald
work conEenplated, shell be requlred or pernltted to work nore than elght hours ln
any one calendar day upon sucn work al Ehe slte thereof. For e&ch vloletlon of the
requlrenenEs of thls artlcle a penalty of flve dollars shaLl be lmposed up0n Ehe
contracCor for es.ch laborer or nechanlc lor every calender d&y lnwhlch such enployee
ls requlred or pemlltted Eo laDor nore than elght hours upon sald work, and ell pen-
alUles Ehus lrnposed shell be lvlthheld for Uhe use and benellg of the oovernnenE:
Provlded, thet thls stlpuletlon shall be subJect ln aIl pesDecEs to the ercepUlons
and provlslons ol the act c! June 19, I.SLZ (57 SEaE. 157) relallng to hours ol labor.

This provision does not apply to any manufactured products, but does apply
to aily contract involving labor in the production of an item specifically
produced under that contract.

8. i{here a contract for construction, including maintenance and repairs, in
excess of $2,000, involves use of labor 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 inco4rdrated in the bid invitation. I{here a
contract for construction, iocluding maintenance and rqlairs, for $2,000 or
1ess, involves use of labor at the site, the Housing Manager shall determine
the prevailing nage in the locality for each classification oI labor to be

used in such contracl, and sha1l set forth such determination in the bid in-
vitation and in the contract together with the requirement that the contractor

Oter $2,s6s
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shallnotpay less than such rates. Uhere a cotrtract f.or services for $2,OOO
or less involves useof laborat the site, the bid invitation and the cotrtract
nust contain a clause to the effect that trot less than prevailing wages shall
be paid in performing work covered in the bid invitation and the contract.

9. In all irstances awards shall be made to the lowest responsible bidder
whose bid neets the specifications. In case several itemsare included on the
invitation, the award shall be nade to the low bidder on each item. In case
of tie low bids, cousideration shall be given to discounts and in case these
too are tie, to definite advaotage in delivery. If the bids are stiIl tie,
the award may be rnade by drawing lots. In no case shall the award for tie
bids be split.

All contracts shal1 be on cotrtract forms prescribed by the Director of the
Division of Defense flousing.

10. Telephone utilities for use of the Housing Managers are to be obtaiaed
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 For:n 40, exhibit E, and executed by the respousible
officialof the telephone conpaoy and the flousing Manager. No purchase order
is necessary as this form serves the purpose.

11. The other utilities for use of the developrnent or the Managerr's office
will be negotiated aud contracts prepared by a representative of the central
office.

12. All items of purchaseof services other than personal (garbage renoval,
rental of furniture for office, armored carservice, etc.l, which will cause
monthly recurring charges, for a period in excess of one month, shall be
oegotiated as in section 3 (dl and (el and will result in a coatract with a
provision for a 30-day notice of cancellation. If only one respotrsible 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 rrin accordance with specificatious at-
tached, I' and attaching a copy of the 'specificatiotrs to the purchase order.

13. The Housing Manager shall purchase only sufficient cleaning supplies
for approxirnately 6 months as it is contemplated that nass contracts will be
made for these items by the lt'ashington office as'sooo 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. Thi's will be used by the Housing Manager to purchase not in excess
of one yearr's stockof supplies atrd materials'such as.valves, fittings, etc.,
for use in the work of repair, alteration, aod maintetrance. When supplies
and materiats from this stock are used, they shal1 be charged to the appro-
priate iternof the budget and the stores accoutrt wi1lbe credited. Replenish-
nent and new purchases of stock shall be made in the arnount of credits to the
'stores account. The val-ue of the stores account must remai.n at the figure
allowed in the budget uotil the llousing Manager has received authorizatiotr to
change it.

15. The policiesas to major repairs and replacements will be deterrnined by
the central office and furnished to the Housing Managers. The purchase of
paintand other naterials for major repairsand replacements is to be deferred
until such determinatious are nade.

Revlsed Au8. 1, 1941

t
BASIS OP
AWARDS

TELEPHONE
SERVICE

OTHER
UT IIJITIES

CONTRACTUAI,
SERVICES
OTI{ER THAN
PERSONAIJ

CIJEANING
SUPPIJIES

STORES
ACCOU}.lT

}.{AJOR RE-
PA]RS AND
REPLACEUENTS



FISCAL PRACTICES o F.037I 16. The Housing Managersare hereby authorizedto rent such office furniture
aad 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 articl-es. The purchase of a foreign-made or foreign-produced article
nust oot be made without specific authorization by the head of the Depart-
metrt or Agency, eveu 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 Government
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 Government. Should a vendor refuse to accept
the tax-exemption certificate, it should be completed and forwarded to the
Director of Deferse 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 done 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 mimeograph equipment does not require central
office apptovaL 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 shipmetrt at the time of mailing the purchase
order.

21. Uhen necessary to advertise for work in trewspapers, authority from the
head of the Agency must be obtained. In order to advertise, the Ilousing
Manager shall request the cetrtral office to secure approval of the Adrninis-
trator of the Federal Works Agency. Detailed irstructioos as to forms to
use and methods of advertising will be furni'shed with the authorization to
advertise.

22. Housing Managers shal1 use official Federal Works Agency envelopes
havingthe penalty privilegecl-ause printed. thereonfor official correspoodence
in accordance with the postal regulatiors. Supplies of these envelopes will
be provided by the Washington office. Attention is called to the four-pound
limit on packages via parcel post uoder the penalty privilege. Postage is
required for material over the four pounds and for all air-rnai1, air-nail
special-delivery, and other special types of nail. Postage stanps may be
obtained by preparing the voucher, Standard Form 1034, having the post-
master sign the certificateof paynent due and the Housing Manager then send-
ing the voucherto the Regional Disbursing 0fficerfor payment. I{hen the check
is delivered to the Housing Manager he cau obtain the stamps from the post-
master. The accountabilityforstanpsis covered in theaccounting procedures.

23. 0t the last day of each month the Housing Mauager shall mail to the
Purchases Classification Sectiotr, Procurement Division, Treasury DepartmeDt,
l{ashington, D. C.,.a record of each purchase made during the notrth. This
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shall include one copy of each purchase order written and a tabular list of
each purchase made under paragraph 4 (al and (bl showing for each:

a. Narne and address of the developnent

b. Date of order
c. Name and address of vendor

d. Details of purchase:
(1) Sufficient descriptionof itemsto enabLe readyaad positive identifi-

cation (manufacturerr's oame and model Np. is not adequatel
(2) Unit and unit prices
(3) Number of units
(4) Total price
(5) Discoutrt teflns
(6) Delivery point, if purchased for other than deLivery to destination
(7) Required delivery date

I

Ret'laed Au8. 1, 1941
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Standard Forms Used in Purchasing Procedures for
Management of Defense Housing Developments

Public Voucher for hrrchases andServices Other Than Personal, Standard Form
No. 1034.

Prepare original and three copres. The signature of the vendor shall be
obtained on the line labelled "payee,rr 'signature or initials of the project
accoutrtant shall be obtained just beLow the line which reads "accoutrt veri-
fied, correct for." The section of theform entitled "Accounting Classifica-
tion" shall be fitled in with the proper appropriation and syrnbol numbers.

l{hen the form has been properly filled in and when the account has been
verified, the Eousing Manager will siga the original only and send it and
the following attachments to the Regional Disbursing 0fficer for payment:

I. Two confirmed copies of Forn 1034.
2. The vendorrs invoice, if ao,y.

3. Il over $I0O inone paymentorrecurring charges, the original of Invita-
tion, Bid, and Acceptance, Standard Form 33.

4. If over $lO0inone payment or recurring charges, the original of State-
ment and Certificate of Award, Standard Form 1036.

Illustrates the mantrer in which Form 1034 should be prepared for purchases
up to five dollars ($5.0O).

Illustrates the manner in which Form 1034 should be prepared for purchases
between five dollars ($5.00) and twenty-five dollars ($25.00). Thisexhibit
shows the case where three bids were obtained by telephone cal1s.

Append i r I

EXI{IBITS
AANDB

EXIIIBIT A

EXHIBIT B
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Tirh

Strta ia hu d pycc

.mtr

--------t3---



F.042 o FI{A DEFENSE HOUSING MANAGERS' MANUAL ExHrerr A rxo B-Cotrrtueo I
METHOD OF OR ABSENCE OF ADVERTTSING

1. After advertlslng in newspepers.

2. (o) After advertising by circulrr l6tt rrr sht to 
------ 

- dealor.
(D) Aad by notices postcd in public pleceo.

(If noticee were not post€d ln addition to advertiriag by circulr,r lettere oent to dealers, explanation of guch omldon murt
bs made. The notstion on tho certifcato oa the faoo ol the voucher must be '2(c)(D)" ot "2(a)", depending on whetbss or
not notices were posted.)

8. Witlout advertising, under aa erigency of tbe *rvice which exlst€d prtor to tho order and would aot adEit of tlo delcy lncldent
to advertieing.

tl. Without advertising in accordaace wlth hrbllc 849. 75th ConEress. ee 1 (

6. Wthout advertlsing, tt beiog lmpraefieeblo to gocure oompetitloa becoue of

b

(86 st b lD dctslt tbo utdr ot tb. rdg@y a dtE@t D6 slda thfch $a'Ed!S ol @D.dtbs tE hEtoalabb uab t .Etl a)

Norr.-The above fom "Method of or Absence of AdvcrtisiDg" ls to bo urd whea purcbaSna are made or rcrwlq recurud uuder
proper authority without written agir*ment in .any form. In cam df s trrltneo agreement (formal contract, propgsa!, o.4 acceptanoe, or
Ieas formd ageement) Stsndsrd Fom No. f O3G-Rbvised ehould be used for abltractlng t'he method of or abanco of advertlrlng end awud
of contrect - (Soo General Regul,ations No. 61, Eupplemeat No. 6, Geaeral Accountlag O6ce, Aug. 20, f9:IO.)



ExHrerr C FISCAL PRACTICES o F.043t
tI. €1. Eits(rar(t For 8a (B6ilDd)

ADDt6Ycd by the Sc@tu
ol tlc Trsury

&Durt, l7, t08e

Invitation No. 2

INVITATION' BID, AND ACCEPTAr'ICE cotrtsact No' ------------'
(sHoRT FORM CONTRASI)
Division of Dgfense Ilqusiqg. !e! 91egqFEDERAL WORI(S AGENCY

(DeDsb@t or G.tabUrhE6t) (Ofre or drtba)

Sealed bids, in triplicate
INYITATION

subject to iJre conditions on the revelge hereof, will be received at this
ofrce until --t0-------- o'clock ---------4.-- m., -Apfil -I4,---I9-4I- ---, and then publicly opened, for funiahing the
following supplies, and/or serices, for delive'ry.1 -JA,S--R] ank--Strgat*--SaD.-Dieg9-,--Ca'l i farn i a -------.

---------------A--J*-Sl[tur-- -------Housins.Ja$?f;&si-

rIE!T
No.

AIiIOUNT

DollrB Oat

I

2

3

r'atura
arard

8nd
tb

a tcrtal
coatracto

rlth

oesrfirl AUC-

oa fl1c

In

BID

In complia,ace with the above iuvitation for bi&, and sobject to all the couditions tbereof, tl!"Hao"igo"a ofren, and

agreer, if this bid be accepted vithin --------------- celendar days from the dete of the opening, to funish auy or all of the itemr
upon which prices are quoted, at the price set opposite each item, delivered at the poiat(g) as opecitred aad, uiless othersire
sp€cined witlin --------------- calendar days after receipt of order.

Discountg will be allowed for payment as follo\f,s: petc€nt 10 csleadar days; ------------ perceat 20 calender
days; --------------- perceut 30 calendar days.

Bidder Addrees

fitIe
(Slgaaturc ol xrrca autborized to rtgn thir bid)

ta

By

QUANTITY I'NrI I'NITPBIOE

Brick, oonnon

,"i"0,-r""r, r"rir"ul u."o-""r;;il;
wire Eesh nottle, eto.
Cenent, Portland, 1001 bags

ABTIOI,ES OB EEBVIOES

4, 000

4,000
20

------BmEEitF
:lgLnal end tro coplcs rILL be pmp.red end
I orlglnal and oe oepfo If tb enoUnt of t
r becn @&r thc orlgfue1 flllcd out by tbe
;outraet mtnbcr ln th6 Houetrg uanagar:is 0ff:If tb coatract motrntc to lcsc tben t2r0q
.ddcr rlLL bc ettachcd to tb hrhllc Vorcficr
Standard Fqu 1034o tb raerorne copy of I
r tb Bour{qg ltanagcrts Offtcc.

rgo tho snccorsftl blddcr on a Eontract dsrL:
. cogf rey bc parpsFgd for bln.

tcnt to (
tc eontrr
nrccorstr
.sa e8d !
l, ttt ot
for Pur<
I. S. Sfu

rras&

aoh H.da
rct ts fi
tL bldacr
ttachcd
{.ghr,t I
hasea er
ndr$ tr'o

ncd coF

tr rbo t
,0@ or
rtII bG
lo thc u
LIIcd otl
t Scrvlor
il33rt

of Forr

tlt rlga
,7Ar, ft
nDbcrct
dcrcd
; ty tb.
)s otbati
LJl be kct

33t s

ACCEPTANCE BY TEE GOYERNMENT

Accepted as to items uumbeled

Name fitle

(Drt )

(ovE)



F.044 O F}TA DEFENSE HOIJSING MANAGERSI MANUAL Exn r a rr C-Coxrrxueo I
CONDITIONS

a!y

@s

ex@ga

@ntrctor,

from dltr
deliv.ry at

aceptan@
or port of

acceDtance

a DEper
Irrice.

a, Il the @Dtrscto! rcfue! or lails to mskc dellreriee ol the etalial! or
opplier within the time tpeified, or aDy qtearloa thercf, the Gove@eDt
Ey by vrittpn notice teriDate t}le right bf t}le @ntractor td pEe€d wit!
dellverier o! sch Dart or psrts therof as to which there hu been delay.
In och mDt, the Goveroent may Durchare gimilar metqials or mpplics
ln tio opeu @rket or mre the manufactue ud delivery of ttre Eaterial!
sDd dDDlie! by @ntract or otheml*, aDd t}le @ntrastor and hlr dretie!(if atry) lhBll be liable to tbe GovemEert for any ex@s6 @st @@sioned tbo
Govenneat lherebyt Ptooidd, That ttre @DtEctor rhall aot be cha4ted with
ary deB @!t occaiohed the Goeemeut by the DuchM of materials or
sDDlie ln tho otEn Darkot or under other contract6 wheu the delay of the
@ntnctor lu naking deliverier ll due to unforeeble eues beyond thc
@ltrcl and wtthout the lsult or ngli8lence of the @ntr4ctor, includlng, but
Dot restrlcted to, act! ol God or of the public eE@y. act€ ol the GoveroeDtr
nre* flodr, epiduiq, quaEDtlDe restrictioB, gtlikeg freigbt @be!g@!,r
uuaually oere wotlcr, ud delayr o, r Eb@ltEctor due to mch 6llg
Eal6s the @ltncunSi o6er shrll dst rElD. that t.hg Eoteltal! or eDDlIq to
bc auEilh€d uEdcr th€ .ub@DtEC are preable iu tbe open market, lf tie
dtBsto! rhall rctify tle eltr*dng o6s ir mitias ol th. e@ of u,

or other
d.te Eet

qru&
16roa

arsrded s a

INSTRUCTIONS TO BIDDERS
l. Supler ol lturu vhen reculre4 Eult bc funlshed, fre of exDen*, {. tlnvoloDB @ntolnlna blib EEst b. slGd ud EElcd c Ui. w

Drlor t9 tle oppaing ol bidr, and, l, rot deBtby€d, will, upon rquert, be left-hud @m.! with ttre reG oDd adalE!! of ttre btddcr aad tlc drta Ed
retuqted at t.he bidder'a expene. hour ol opeulngl, aad addsred u ln.tructed.

2. Pri@! should be stated iE unlt! of qoantity rDeci6€4 with pscking 5. For furtber lnltructlou lqd U. S. St ndard For 22 (hrEucd@ toIncluded. Blddq!).
3. fiEc of prcDorcd delivery nult be ltated iD deiait. ta6s. If tiDG

vuie for .liEeeDt ite8 the bidder .hr.ll @ rtat .

INSTRUCTIONS TO CONTBACTING OFFICERS
l' It rhlpEent I! dayr. The pmvlslou rcladrg to di!@uEt! uy ab Ds dcltrErtilca

not be@Ee evellable o tb8t Dment ry b. Ead. slthLla mcL tlq
the udclG on t ttatt

8c@DtaDe eaaot be ac@Eplilhed

lE*rt at
Standard

to Dees.ity for t€!t! o! Articlo
tiEe, delet , beloE i@- linee 6

dry. o! to hoth f0 ad 20
qtoa€

g

c@ ercr

6. Pries
Cong:rese

e@&r @

g



HIBIT D

STATEMENT AND CERTIFICATE
OF AWARI)

FI PRACTI CES o F.

No. 49-167
(Oo&d)

Date 3-31-
I BI.dTC!!CEIrO. lGE Il

tmDmdbt
cmDtrollf II!.|L U. 8.

f{ombrla l(!7
O0.8.3. No, !1, guD, No.C 1e--L-1

FEDERAL W0RKS AGENCY, Offioe of Adninistrator Division of Defense San Di
(Dcrrt@t or (:060) (Idtlo)

METIIOD OF OR ABSENCE OF ADVERTISING
(&d0 fro C tl. A.drd StrfsL)

f . Aftc dvctldng la'nerOcpan
2. (o) After edvertLiag by olrcula,r lcttan ont to

(b) ADd by notioa polt€d ln puHlo plra.
(lf aa,rila re ra pCrd b efdltfo b.&-tllDt L, dEd.t LCt- Et to d-l-, .ar*dF ., r.f GLt . D!* t

u& Ttr adrdo o thr rrrllf,rrb blr u.t b "t (r) (lP c'f (.)'" dardlq o t*k c rd rode r pixj.)

8. Without advertlstng; under en cdgoaoy ol thc aervloo whtoh eadrtcd prior to the order and would not rdntt of the
delay iacideut to adverUein6

4. Without edvertielag la aooordraco rltb
6. Without advetiriag, lt bolng lnpreottoeblc to aourc ompetitlon txcaur oI

farr n deelerr.

AWARD OF CONTRACT
A. To
B. To
C. To
D. To

lo*ut bidder ar to orioe (Ereaditurs).
other thau tUe towrit Uiader ir to orioc'(Exoeaditures).
hich6st $tflfl61 u to orioe (Reoeiofa).
ot'f,c th^' the hlgh;t bldder er'to'prioe (Reoetptr).

CERTIFICATE
I clrrrrr that the lorsgoing ctstonont ir trus aad coraost; thst the agxement waa made itr oouoquoloo of No.2a-&-b

of trhe method ol or a,bcnoe of advertiring 1qd i1 ;666sdrnoe rith esa,rd of oontraot lett€lod ---C------, r. rhown rbove;
thet the tobl nunber of bidr reelved b ---{r^r--, aod thrt vhere lov€r bldr (erpeudituro oontr$t ) or hlgher bidr
(rooipt oontaote) ar to prioe were reoeiv'C8 i ltrtomot ol raoeone for their rejrxtion, togother wlth rn abrtnot ol bidr
reoelve4 inoluding all lower thea thst aooepted iu oece ol expeudihrre ooutnota gDd dl high6 ln cap ofrteipt oontrectr, fu
glven below or on the rcverre herof or oD.r seponto rheet ettlohed hereto; thrt the artiolee or gorvlcor oova€d by the .grconcot
(erpendlture) an6 Doceosa,ry for the publio service, aad that thc prioer chargeC are jurt and rearonrble.

The John Brown Coupany
Apex Plunbers
Plural Plunbers
Suith BrotherE

Itslnocrtorg
?hl.s Forn tdll bc prcparcd aftcr thc ootraot hsr becn lct, aad trlll l.tg! rrr t[

Ilcrlonr to *to lrrvltatloas hrrp bcn luH.tt d. Stcd.rd Fsm 1O36 dat br 1ncp.trdln dupllcatc. Tttc orfgtud rlII aocqrery tb clglnrl hrblLc Touobr for hobucl .nd
Scrrtcct stbr ttren Perconrl, Standard flot 1034. l.tr copy rbsll bc rrtdEd by tb
HourJrg Xen grrtr Offl.cc.

fhs! tb contreot lnvolvca aa aoornt of l2rm or orr, tlp cctrect ntlt br rlbrd
torLalbr bf th! Hoslng tteneeer and th, orlgr.nl of Sterailerd Fon lO36 rtt ob.d to lt.

60
20
10
40

$125
L45
r46
158

Housing Uanager
cn$.)

Notr.-Itb ltrlemt ail Gd.oat rlll D. ud to EDDrt dl mtf DoCh hrd stnoE lod L ldlal EErts o0 tblar- oh!r.tr. ffi
tb-. aDqdltqr. c tdpt d ptrbuo lblda I! Eurt b. .r.odti.t rDd tbd b, tb ootrrdu odr (udr tb .rrt{ lr Dr.l. b, a b rDrd to .Earrrl tt roEa otha tD.! tha oaErotlDS o6c, rb@ cotb! .sd Cforluro 6y bc iad. Dt ElD o6oc).

(Eo ltrtc dMbr u[de rtloh tb EIDS o( mDdtlm w lEDr$tl6bl.)



F.046 . F|YA DEFENSE HOUS]NG MANAGERS' MANUAL Exnrarr E I
u.a.atrErr.il IED No.ao(8.vbd)

ADDrcYdt brth.ad!..r,dth.Tre
SoEEbr lo, rE,

OO!{IBACT FOB TEI,EPEONE SEBVICE coutract No ---------------

IEE I,NITED STATES OF AUERICA Td. No......TOE-TL55--:. 7

(Em c de)

Ce.llf ornlie lla'l enhonc Canmanv _-__fgs _D!9C9-. Callf ornla
(eddu)

For the Fiscal Yer Eading June 80, 19-, and thereefter Until Further Notice.
(See Instruction No.6)

psj IEDE8AL WORKS AGENCY.
(D.trtbct c raucr)

(NrD ot qtnclc)

IIt! PIB XONTE
DtaclrPtroN ot attvlct

l!.a.! trla

Thle foro ylll be DrerDarad tn ftrnllcate by__-rh

Intomation for directory listin$ : fiJgeaecaf-Uorke-lc€ncJr*len- Dl ego Dewelo?ncat-
(Z) .9,. J. Sntth- Eousln^E lrennoar

(Whcn d€cting Gfifin8 *wlca, nU in tha rpacel)

Supplernents Contract No. 

--, 

erecutd 19--, under Tdephone No. 

-

Ihe Urrm Srerrs or AuEBIcr, by tlre undenigaed, its duly authorized egcnt, requestr, and
the oontractor agxees to furnish, the senrice above gpeciffed and toll sewie ia connection ttrelu
with, eubj€ct to the following tcms 8nd conditions:

TIBUS AND OONDrTIONS

lrd

NONEICI'I.
IINO GEATGI

't RA EN q_
11 trn

------ll-
EA

I oae] t c'l
qltoah ai +

phone-
E.r!

1 l+ 6n,l 6 r ,l ?^ nB-JOr\-
Offl a

,lo-,1 T r^ lrn

3. 00 15.

Servics bogun -------Uarcb.-2l------------------, 19--llL
XONTELI E TE By A^ J. SUI4E

Title Eousine tr{anazer
hrlElbt l

Erecuted tlifu - 
18th 

- day of
(Tobrotrd Df lDdq)hor Conoy)

_ L{arnh lgIL_
TEE IINITED STATES OF AUEBICA,

By

__94!qgfg Telephone CorpaLy
(Nlu d @rEtc)

JOEtr DOI

Tlrchrngs -------!-is-!-r-o-----------Telephone No.IL56=7 Title Jurlrasr.Janagst-
€EEflafTnI C:TtOtraaONIlVlnE) !c-!,

luu DC

aDm0Tbb
C@tild PE-t Toa.l

I mllaa

lcbon
rbrr,c or rralt ol
to qtod-to thL

tt: contrrctor ftom end l,8riart
rrdcle. cmbiaatio. or DrcGu
and uind ty tho Uittcd-Sbb



ExHretr E-Coxrtxueo FISCAL PRACTICES o F.047I
INSTRUCTIONS

1. G.catl
(o) Tbtr lorm wlll be ure4 witb the erception ot the Aray, Naty, and Coast Guard, in ordering tclephone

sarrice wiillin tlre United Ststes excopt iD the Dbtrist of Colurabia-

(D) Originsl of fom end copies as requind will be prepared and erecntcd ou behalf of the Uaited Stst s. If
fom covcrs orderr in connoction with cxisting rervice, such as additions, discontinuanceg, changea, etc., the Dumbor
and date of execution of the exiating contract which the new forr gupplements or affects and the odstiug telephono
numbor will be entered in the spacer pmvlded.

(c) The telephone oompany receiving the fom will, upon completion of the work involved, fll in rpacea indtcated
and return all coples, rigled by its'authorlzed 8gent; wlth the exd€ption of ohe'copy whlch thti-telephone cottpahy
will retain lor its f,ler

2. Erchroge Servtca

(o)r Every quentity of oichange'rcrice trith which a speciflc charge is aeeociated by the eontractor ehill eppcer
as a rcparete itern'in the contract.

(b) Tho wording oloech it€E .hdl fully irlentify t,he sfivicb qurntity for shich a charjs is Dede. Coatrecti
indudins unlt quantities ahall anecify the number of units of eaeh Innd and the cherge per unit-

(o) Eachcontractchargeshallbesoepccifedartoclearlyshowwhethcritisamonthlycharge,oranonrecurriry
chargc such as a service connection, instsllation or other flat cha,rge.

(d) Where any eupplementary addition to, dircontinuance of, or change in any existing sewics is requircd by tJre
subecribcr, the additionsl, digcontinued or c,hanged iten or it€Es shsll be covered by a supplementel agtt€mDt
executed on e separate Standord Form No.40.

E. Abbreviated \f,ording.

In naking thc contract, thc wordr urcd to idcnttfy eervice to bc rcndered nay bc abbreviated, but-
(c) Service guantitiea which according to the tariffs of the contrector are aubject to differrent individual cbergea

shall-not be conrolidsted lnto me iten, aad

(D) No rpecifcatlon neceerat7 to full ldcntiicstion and checking or 8ny charSp shall be omitted.

L Toll Shrvice.

Charges for tolt service ghall not be set lorth ia thir contract, but such charges shsll be quoted at any Hm
on Equcst of the subrcribor or any rcprceentatlve ttrereo( ro ar to indicate clearly in each casF

(1) Type of call to b. hondled
(2) Inittal rete and peilod.
(3) Overtine ratc and period
(4) Eourr, lf limited, within which the quoted rstes apply.

No error in any auch quotations shall afrect the billing and payment of the correct chargee lor any ecrvice
rcndcred.

5. Authority for Clrange la Ctargu ud Generrl Chrngca

I{ e.ha4es rrc lpptord or orderod by any legally conetitutad euthority heving jurirdictim, or d,bcwLc lu-
fully ertabliahed by the contrector, which afiect the charger lor exchangc servlce, or a,ny ol the tou of an odrtiry
contract or of thcse irrtnrctioru, the gubscriber shall be notifed thereof by the contrastor prornntly iB vrifirrg,
and requeded to prepare and forsard to the contractor signed Standard Foim No. 40, covering the change lnvolwd.
The notice of th€ coDtractor ghsll gtst€ the telephone involved, the authority for the change, the dote effertive,
the charge or provision of the contract or iDstnctioDa afrected, and the trew charge or requitrmaht.

6. Duretion of Contnct.
'Where the term of the contrast is to b€ linited to the fecal year, the words "and thereafter until lurther notice",

appearing at the top of t.bc fom, ahould be deleted.



F.048 o FWA DEFENSE ING MANAGERSI MANUAL ExHratr F

F.l?.A. loru No. DHII 104 IDlRrI. trCRtrS AGE}ET

OFtrIOE OF THE IDUINISTR,ITOR

We*urrror, D. C.

tt ict{Atllwi oFrlcE

TO

TO lE gHlt"to TO (OiltlaloltE)l

Frank Green, Housing llanager
Fort Custer
Battle Creek, Michigan

IlorE{lr }]rrrrtt l,'l I GEturr amD 515, Ot 6rr tE c qmllE

Itft. l'ao.

fa orletna.l
rlJt bo fo.rar.'&d
r.ctalncd ln s
oarkcd
hnd Gllgatlona
fou*h cqry abrlI

trccoumtrc coPY

Pudnrc 0nhr Io.-- l5---- --
DAT! 4_15_41

itEllrratTtona io.
oal-tYriv ao. ]

.HIP VIA

.lrl O? l.ADltraO trE
ra-rHoo ot FuicHAaa

orEariaT
At;icrtAYtoa

ATOT,.{T

790

Td'AL

$43.20

tu

ttp

bc

fui
th.

thc

t

flle rhall bs a

s43.20
THE vDtEo|i WAa otvrx A f,JUt{K VE[rcHtil Wm{ ?HI illOlNAl Ot THla FtrlCDlAaI Oioli AxO lt{aTiIJGTED TO aElO tT wrTH latf

tHr"uElrr no TxI oorctolG oi tf aHpi €tlGAL Io mo lY r.all.

coPtEg
TC,

T. M. BLACK SUPPLY COMPAI{Y

14 Main Street
Detrolt, Uichigan

rauxE
EUAXTTTY iEE'JIiID

tt{tT rfilTttct

24Bu1bs, Iight doz $1 ,80

a

for

fon

D[r'l.clo,

ForrsrfA 202DIIII or,
erdrntd.lfLLcaln ocperetc

hosureDcnt treesurlT

ty thathcc copdca

3 918

toucflIr No.__
At,oaJiaT. t __

rrerrp Frank GIeen _ii{;Ea=-

rIn rlTllt-T]

tbr lndloetodt[D co8fr
fIIa of thsrcoctpt

b6 torcutcd tbooop6rtt



ExHtatr G FISCAL PRACTICES o F.O+9I
trll loE UI llo(8-r-.r) tEDttlt t0trs a0EtcY

0trt!t0r 0f 0rr€rlt rouilra

hrchrle ttq. No.

QrrFgo to accolrt No. q\I2

llnda Vlsta 

-DovctoF.nt 

to

PURC HASE

F.eI-!+oE-rt

REoU tS r r t 0x

San Dleeo- Callfornla

trc foUdlng rrtlcLa oPleivlcs rra t qulrod for rork ,n coitracuan rlth tlro rrnrgomt of tlll! DBfdEc Horltnt
Dovelofsot.

Dollver to Malntena^uce guBt. at u-3 6-h^ Salr Dleeo,t,
m or b€fore Sept.15 Prairt lupply 2 of each rlll llat I 46.

,IE

Roqu6t€d supply rlll l.st

AccoDt

tu03tr Gortr0r

ra- ,ilZ

I tct.

llqnt

&quo.t d Dy
?l tr.

/tr/?r
llur

qlantlW h!crlptlcr th-tt prlcs fotrl prlce

15

15

10

18x Janltorl s Snrshee

Haadles for above Bnrsheg

Mope (nedir:n) conplete wlth EandLes

$t.t5 ea.

.09 u

.\5 "

$ rs.55

1.1+4

4.50

F"TF

E|terrd

/as.
ffrprovtd 8dalng lgr.

hh

,a6,



FrscAL PRACTTCES . F.051t
Cotroilltles

Batteries: Dry'
Dry, radio
S torage

Bits: Pneunatic jackhammer
Blades: Hacksaw, machine
Blasting: Caps, electric

Caps, nonelectric
Galvanometers (Circuit testers)
Mach ines
P1_ugs

Powder, nonsensitive
Powder, regular

Blast ing-powder primer

Carpets: Axninster
Cork conposition
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, jackhanuner
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 Y)
Grinders, portable electric: Aerial

Bench

Harmers, electric
Holders, tool, lathe and shaper

Kerosene (see note)

Lamps, electric: electric discharge bulbs:
Fluorescent lumiline
Glow
Mercury vapor

APPend lx ll
MANDATORY ITEMS COVERED BY

BHE GENERAIJ SCHEDI,IJE OF SUPPIJIES
Treasury Department
Procurement Dlvlslon

February 6, tg47

t7-L-520
r7-L-540
r7-L-560

Itet tutbers
17-8-7000;7650
16-8-3200;3520
17-B-8205; 8916
40-8-529;565-57
40-B-582
4{-58
4{-65
4-G-50
4-M-100;190
4-P-265;284
4-P-670
4-P-390
4-P-765

2?4-224
2't-c-?26
274-?28;234
274-235-5;235-50
274-245
2?4-3855;3867
Class 7

53-C-16780 ; 16782; 16788 ; L67 92 ; L679 4

40-D-137
40-D-339;35I-1@
40-D-610
40-D-1720
4O-D-23*;2572-47
4-D-325;610
4{-38
4-C-65

8-C-5,m0
I7-F-13@
17-F-186 ; 324; 530; I0O0
27-F-zlt
8-F-1305
2?4-3595
Class 7

7-M-95-15; 7-M-105-20: 7-G-28:295
40-G-I18; 128-I0O
4O-G-I4O;148-Im

4O-H-245;245-100
40-fl-5e5

Class 14- IfiIl be purchased
beginning July 1, 1941.

A PPEIID IX I I
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CottoitLtl.t

Lamps, incaadescent (bulbsl :

Carbon filament, miniature
Tungsten filament:

Large, st,andard and special
Min iature
Photographic flash (bulbs)
Sunlight (bulbs )

Linoleum, battleship
j aspe

Lubricating oi1 (fromNavy Dept. contactsl

Machines: Floor polishing and scrubbing
Machines: Sewing

Mats, floor for chairs
floor, rLmovable-link type
floor, rubber
Rubber door

Matting, rubber
Motor Fuel Y (gasoline)

0il, lubricating (fmnIIaWDept. ccntracts)
Pads, floor-polishing and scrubbing machine
Polishers, electric
Polishing machines

Reamers, machine
Rugs, Americau oriental

Axminster
Grass
Linen
Wi lton

Sanders, electric
Saws; back
Switches, tip-over
Tire chains
Tires, single-tube; bicycle

industrial, wheelbarrow
Tires, solid: Iadustrial, solid

Cushion,
tractor and trailer

Tires,and tubes, pneumatic:
Airplane, autonobile,
bicycle, bus-truck,
implernent, industrial,
motor cycle, tractor,
wheelbarrow

L7-L-22t5
17-L-5100
L?-L-7400
L?-L-7450
27-L-471;52L
2?-L-562;572
Class 14

4O-M-8;24-100
66-M-883
66-l'I-995-1@
27-14-t75;L78
2t-lt-4i5-50
27-14-422;424
27-14-4LO;4D
27-l.l-560;585
? -M-95-15;7-U-105-20
Class 14
4GP-2;tO-P-I7
40-P-1O80; IO80-I0O
40-M-8;21-100

40-R-160;8OO
2?-R-362:37O
27-R-385;450
27-R-525;530
2?-R-547-L5;550-200
27-R-?Ll;78O

4O-S-25; rc-S-z5-IOO
4I-S-52;58
8-S-1r910

B-0-t@O; $-C-3AOO

I tet nutbcrs

17-L-585

Classes 8 and 83

,

Classes I and 83

Classes 8 and 83

Valve refacers, electric 40-V-500;515-10O

Note: All items in Class 54, Labor Saviag Devices, are maodatory items
except those in Class 54, Supplenent No. 1, which are trot included as nanda-
tory itens. All itens in Class 26, Ollice Furniture, are included as nanda-
tory items.
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!I{STRUCTIOXS GOYERIII]IG TRAYEL OF EMPLOYEES II{ COI{ilECTIOII WITH
DEFEIISE HOUS IIIG DEYELOPMEIITS

When it is necessary for the Housing Manager or a nember 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,
194r.

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 expetrse in excess of the anoutrt 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 Governmetrt-owned car, or
streetcar, or bus tokens, tickets, or scrip for use withinthe official sta,tion
by employees on official business only.

The Manager is authorized by Special Order No. 0A-89 (Revised) toauthorize
his own travel, and that of his subordinates, from t.he housing development
to which assigned to atrd from (a) the nearest district office of the United
States Civil Service Conmission, (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. Frorn 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 lravel- or reinbursemeot of expenses outside the of-
f.icia.L duty statiotr, the Manager nust properly execute a Travel Authorization
(FWA Forrn 22-El. fle may then issue a Transportation Reguest (Standard
Form 1050), for travel by cornnon carrier, to the employee who is to travel.
The traveller may be reimbursed upon presentation and proper execution of
Standard Forrn 1012 (Revised), one white origiual (1012) and 3 yellow carbon
copies (1012a) must be forwarded to the central office. l{hen mileage has
been allowed, one copy of Standard Form 1012e must accompany each copyof
the voucher forrn. The manually signed (original) copy of Fl{A Form 22-E must
also acconpany the voucher form.

lfhen an employee travels on official business,.he may be authorized to use
a privately owned conveyance otr atr actual expense basis, in accordance with
paragraph 12 ofthe Standard Government Travel Regulationsas amended llarch 7,
1941. Note that exemption from payment of tax on gasoline in States provid-
ing such exemption must invariably be claimed on Standard Forrn No. 1094,
(see paragraph L7, purchasing procedure, this Manual).

Mileage in lieu of actual expenses of transportatiotr may be allowed by the
Manager when an employee travels on official business in a privately owned
automobile outside the official duty station. The Maoager should determine
the mileage rate to be a11owed, but in no case sha1l the rnileage rate exceed
4 cents per mi1e.

The Managerof each housing development shallbe responsible forthe storage,
maintenance, care, and protection of all Government-omed vehicles assigned
for the official use of the personnel under his jurisdiction.

Theft or lossci a Government-owned vehicle, orof the accessories or equip-
nent thereof, shal1 be imrnediately reported by the Housing Manager to the

G EI(E RA L

Stondordized
Trouel Repu-
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lhno1er lkv
Auth-orize'
Trquel
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Aficial Sta-
t,ioa
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TRATETJ

Eoo to Au-
thorize
Troue I

USE OF
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OWNED
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Theft or Loss
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Iocal law-enforcement authoritres and a detailed report of said theft or loss
and of such action sha1l be submitted by the Manager to the central office.

Government-owned vehicles sha1l not be insured against fire or theft.
Generally, the Government is not 1iab1e for injuries or damages to the person

or property of an individual caused by torts or negligence of its officers
or employees. Ernployees using Government-owned vehicles derive no immunity
from personal liability for injuries or damages resulting frorn their own
negligence merely because they are employees of the Government.

Insurance carried by an employee for his own protection is a personal nat-
ter and reimbursement will not be made by the Government for the cost of the
premiums. It is understood that employees carrying liability insurance in
connection with thdir personally-owned automobiles may, by the paymeot of a
small additional premium, extetrd the coverage to ioclude 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 autonobiles be kept al a1-1- times.
The use of a personally-owned vehicle should not be atlhorized if a Govern-
nent-owned vehicle is available.

Government-owned vehicles shall be used exclusively for official purposes.

OnIy such persons as may be entitled to travel on Government transportation
order or who are engaged in the transaction of official Government business
shall be transported in Government-owned vehicles.

Qfficial license tags will be furnished by the central office for use on
all official cars. State license tags nay alsobeput on FUA 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") shal1 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. 574, issrted June 18, 194I, 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 avai1.able and should be placed upon
vehicles immediately thereafter. Standard United States Government license
tags will be forwardedbythe central office before Jao.uary l, 1942, and will
replace FWA tags now in use..

All ernployees operating Government-owned vehicles shall carry FI{A Forrn
No. 64-E ("Motor Vehicle Operatorrs Identification Card") whichwillbeissued
upon the receipt and approval of FUA Form No. 65-E ("Request and Record'r).

The .Identification Card will beforwarded by thecentral office to the Eous-
ing Manager for issuance to the employee. FWA Form No. 66-E ("Receipt for
MotorYehicleOperatorrs Card" ) shal1 be conpleted induplicate and the original
forwarded to the central office and the copy retained in the Housing Managerb
f iles .

Failure to obtain proper credentials will not be accepted as a satisfactory
explanation in support of claims for mil-eage for the useof a personally-owned
automobile where a Government-or,vned automobile is available.

The Identification Card is charged to the employee atrd must be returned by
him upon his separation from service with the Federal Works Agency. Failure

o
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to account for such card properly may cause delayiuclearing such employeets
account and in releasing his final pay check.

Standard Forms Nos. 26 l"Driverrs Report-Accident"l, 2? {"Investigatorts kctdents
Report-Accident"I, aad 28 ("Claim for Danages-Accident") ate required in
connection with all accidents involving Governnent-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 circumstauces that rnaybedeened irnportant or necessary shall
be prgpared in duplicate; the originals shall be forwarded to the central
office and the copies shal1 be retained in the Eousing Managerrs fi1es.

Gasoline and lubricants shal1 be purchased in accordance with the "Schedule
of Contracts; Service Station Deliveries of Gasoline and Lubricating 0i1,"
copies of which have been furnished to each Housing Manager. Special atteo-
tion is called to paragraph 21 of the Schedule, and to paragraph 17, Purchas-
ing Procedure, in this Manual, which relate to exemption from State gasoline
taxes.

Federal 1aw prohibits payment for the maintenance, upkeep, and repair (ex-
clusive of gatage rent, payofoperators, tires, fuel, and lubricants) on any
one notor-propelled passenger-carrying vehicle, except bussesandambulances,
in excess of one-third of the market price of a new vehicle of the sane make

aud class, and in tro case in excess of $400 per annum. This monetary limita-
tion applies to the amount spent duritrg any one fiscal year.

Goverrunent-owned vehicles shall be stored in Governrnetrt-owned garages in or
near the housiog development. If no such garages are available, and it is
practical to do so, vehicles sha1l 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 overuight or
transient storage thereof should be paid by the traveler and reimbursenent
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

Governnent-owned vehicle. In any case where there is an insistent demand by
1oca1 authorities that such a vehicle be subjected toa State inspectiotr, the
matter shal1 be reported to the central office.
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F..w.A.tuENo.tl-E FEDERAL WORKS AGENCY
OFFICE OF THE ADM!NISTRATOR 22ll0No.

TRAYEL AUTHORIZATION AprnornHrrox:

60x0t9r.00,

Nlup: Joho Doe Washington, D. C.

OFflcrALSrlrrox: Saa Dlego, Gall,fcrmLa Apntl 30, Lgll
(Dat ofordCr)

WhileengagedinfieldworkforthisAgency in your capacity as -_---kleg*-e!-4-c-S@.-(O6.td

dcdrBruon)
you are hereby directed to travel in accordance with the Standardized

Government Travel Regulationa during the period and for the purpose indicated below:

From- San I)lep, ElIfor"nla Te SaA Franct.cco, CalLfol?ia

Date effective -- - .Iey--Il" -194I--------- or as soon thereafter as practicable.

Duration of authorization IaI 1r 194I to Xay

purtnrqe Obtalnlng Psrgoacl llo U.S. Olvll Sgrrlce Cmisal,on

Conditions:
The following paragraphs applicable to your travel are (indieate paragraphs) :

(o) 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.

, ^a (b) You are authorized to perform the above travel by public conveyance.

. (c) You are arlthdrized to perform t}re above travel by a privately owned automobile, it heving
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 mileagB at the rate of ___________ cents per mile, in lieu of actual expenses
of traasportation in accordance with paragraph 12 (o), Standardized Goverament Trevel
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 Governrnent Travel
Regulations.

(e) You will be allowed per diem in lieu of subsist€nce as follows: 5'@--- dollars when absent
from your official ststion on official business.

U'

The number and date of this order must be referred to on your voucher claiming reimbursement for
Qrc expenses incurred.

./p/ -a&acro aqa-;;ii---------

Eouatng lanagc
lHl76 (Trtlc)
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o
. /r- Trrn UurrnD SrarEs OTAMERTCI\

lltuad uaLl/

D.

Rcqucszb 20e-
zhfurrzbrterrlbrgl

San Denvtr Colorado

fl

7 s00

D.C.

/e/ ntcura noe7W@@
Bblt Eoirstng lanagen

Saa Dleco. Celtforuta A'u€- 6 .*$_@-

/sl John Doe
@@

'ra"lfrau

.>lL tzl otjv him ar Q2rt-
a

Note: Separate Requests are preparod for pullnarl
accomodations

vDt Asslstaot Housing llanager----

E A,E:

; Ei$
3 E frS*i: riEi

; E EIEI
E i Es:l
5 E:.Hg;
E O o cE !

' f q;E:
>6=.e

El; sE
HgoEb
E EIE !
n & 3E r

oEl{ttal. rxtTtuc:tofl3 To GAtirEr!
1. CarieF muEt fumish transFrtatin of thp ctfc or chanc,tar e[d b.trcan the IDht! EGcifi.d la thc raucd. Th. Unit€d Strta

Govemmmt sill not be rBponsiblc for 6ca coar occaironcd by vbl8tim of the in*ruciirni. Tnnmortatim &ecdinq thet aihd
for on the fae of the rcquBt must ba fEid for by thc tnvels whm obrtaincd and not billcd atri[d thc Goycmmmt.

2. lv'here qcptional onditim rtquire the lsame of tmlDortatim differina frcm thrt rDccilicd in thc ruucrt. thc tnvd6 droutd
note in the following space the actual tnncDort8tim fumiehcd, the roon for the diffqme, and sisa the rtat.nimt:-

3. Transportation for a nuber of pcronr drou.ld bc funilhd at thc low6t avail,able rate fc
sid numbcr.

4. Money must oot br exchaEg€d for TmsDortltim RccrE r.
5. Ticket agmt's insertiro m rcqu€at ehould bc in int or indcliblc pcncil,
6. Requests shorinc emrcs or altmtion8 8hould not ba hmor€d.

BILUNG
7. Bills should be prepared by enier's s66al officm on Govmmmt fomt obtainable frcm

the Public Printer, Washin8ton, D. C., ard mdsed dir€ct to tlle isuing bmu or $fie il shom
on the face of th€ r€que8t.

8. Requests should not b€ pas€d thrcugh banks tor @ll6tim.
9. Original requ€sts mult acompany bius and bc liEt€d thcon by nmbcn.

10. If original requests ale.let, arier slpuH fumish affidavit qplainina lose and drming tlre
exact $ryice mdercd, includina date of isue and nmber of tick€t.

fur.t
prbdin fut*

I!. 1

">VZtWnaAap

rfirtS
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Youffim FoR PER DIEIil AIOT()R REmmSilm D. o. vou. No. 525
0t EIPEIISEi IIICIDEI{I I0 0mCru mfm Bucau No. l+-6-s

(SLfi-dddUtr cqtttGlrdbt7prpo firto rignru:, uil[lt urtrt brq orcr crbrdilr ralorHirlda lpd bth.)

GraJfrmlffn
PREAI,.IDIT

O.rdlrd br poyE@t l! tto
Eotl-----------

Corrtrou,tt OtxBL ottE UlarrD Erlm
Ey -----------------

U.s.--T-e-q-9-I-+1---!-q4-<-c--Aee-q-cy-,---Qf f-l-e-e--of --4d.Elals.trator
(Deport@!t, bM, or dtrblllbeBt)

- - _ - _J_e hn _ _D- 
p_ 

_€_ _ - -TIIE ITNITED STATES, Dr., To
(Psye)

--(-I-rr-e-e-c.!--ed.d-r-e-ee --rrh-er-e-- check - -tr--t o-- tre-senL)---
(-A.d&es)

Oftcial Hcadquartcrc ----9-€{t- - -P-1-e-gq-' ---C-gl-i-ts-r-l-l-9.-- --- -

Dornicile Rceidencc
(For e ol Pdtd SoFto oDly)

PAID BY

(Feudpy'a3o6o)

AMOI'!TT

Ctrtr
of
to

by

I do eolemnly cs'saf, (or alErm) that the above account and schedule
aaDsred aro just and true iu all reapects; that payment therefor has not been
mlved; and that my atatement of travel porformed upon transportotion
rcqueatr and/or by motor vehicle corroctly reflects travel perfomed by me on
oficial buginesg.

SIGN
ORIGII{AL

OT{LY

@almwlll N€If u6brero)
Difieronces-----

Aocouat verifiod correct for-----------$
p'y"a-----LS-Lerie-4-)---f-o-hn--D-o-e

,nitJa ManrEement Aenrnrnt ant

Subsodb€d .Ed aworn to (or aftrmed) before me at ---Sgn--Fre-:c1aco-,---Cat1f-.------ this ------11--s-!--- - dey of --------lfle$---, to-lll-
TiUo

(To bs ed !t db@tloE ol dopftEfit, b@u, or st8blrlhE@t)
Reoommended for approval:

or

Dour!

16

I oertify that the official headquarters, donicile, or reeidence of tho chimant is Es stst€d ebove; tha0 the travel was authorlzed from
aad to tho pointe ststed in the account, snd for tho period and st the subeist€nce rate or lgteg slqihed. ae ghown bv the outhoritv on
6le, or (if erich authority was not iesued iu edvcnce of travel) as satiefactorily explained and approved he'reon ae requircd bv the Stitd-
ardized Governmeut Travel Rcgulations; thrt tho withiu itemized st8tenent ilgtudlng claimant's statenout of travel performed upon
trosportation requegte h8s b6D eramined aad is certifred cortect, ercopt aa noted; ond thst tho amouatr f[erEiq shim-ed arc just iad
reasonable, except as noted.

tApproved for s 187- 20
SIGN

ORIGINAL
ONLY

----(E leaea)--Bichard--Ro-e--------------

Titlo -------Eauslne--lrana€et-

AProEl[ox. Immr
or PEr 8E!oL

80xo107

AOCOUNTINO CLASSIrICATION (!or @DDbtioE by.dEhbtntlyo o(Ee)

Amorll notr

AIogIt

.AMfltrt SnroL

rg------,rors------------------{il##XrT.;t**""J,tYJ3*

"-',i_!f, 
r'.---_-Qg-__{q!__l--I-qi{---ffi .r-)----__-------------

OsEt or EDtxErutr

l@ut

Paid by
{

l'tmomlor lftEr
Lmlflox or PElaf,

l'row

Cor aEsxr
l'rowr ErculrrAnltr

Ije@ ru EyEbot lm@t SyEbot

!ti

'Il t.h6 E Do rrto? Ethdity rt tr c&@tec! rhlc.h mdc.d lo.Ellt pdor utborltt lDErctlab!&
tll thr sbtllty to irgf rld uihortty to tggove e eEbhcd ln om pma dae rlgutrE doly Ir my; ottalrc tbc rpprcihc 066 viu slgD h ths bbat sD.u. bGlot

"ADDmwd br l--------------------", Ed ovq b! olDcld dtlc.

FOR PER DIEM in lieu of subsiet€nce, milesge for persoually owned motor and/or
and

co.py

dated
paia- --- -41-Li-I---15-----,
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ITEMIiIED SCEEDULE OF TnAVEL AND OTEEB ETPENSES

1. Date and hour of departure from official headquarters I'Iay 1. 1941
(D8t )

__g__$_.--M-
(Eouir)

2. Give duty statw ou first day of voucher period:
*,lrrived et --$_a_+__[f_a_49_l_s_.c_9_--_-C_a_]__1_f_.___- on --UQy--J- 1e-ltr-,

4. tState authorized allowance for actual subsistence experute: Not to exceed $-----::-=--------- per doy.
5. Where for traveler's personal convenience or through tbe talril'g of leove there-is internrption of travel, deviation

from the direct roule, or where troveler delays at a place other than post of duty, o statement showing the facte
should a.ppea,r on the voucher.

for temporar5r duty for epproximate period -- - - -- 30 - dey-e- -- ----
Approximate date of retura to official headquarters 1e-IlI-

3. tState authorized per diem in lieu of subsistenco, $ 5-OO

.It authorlty Droyld€ for troyet to more thu oue po{nt, tiDe ol Elv8l md deputuo hoE eeh Ebould bo stst4d is the body ot lho @ut ln c,!rcEbdcal cdr.
lll Eote tl';! ole Eto o, Ellosu@ is autborized, tull stateEont ot sppllouoE ot cach Eto EEt bc glven lD rcEc @uvoEioDt pl@ oa thb vdcha.

NOTATIONS
DATE

(PoyE Eult Dot
uo thlr otma)

Totere (to b€ osrtted forwa,rd to contiauation rheet, lf Decsr.rr)

OI YOI'CEIB to be ueod when totals are oarried loward to oontlnuatiou

"Who EbYdchG Bq[tscd bt nguLtioB vc mt obtdDcd, sart hlly &c ciEEstEG lbovlDS EdoE br @lrtoE.

STATEMENT OF TBAYEL PEBTOBMED FOB WEICE BEIMBUBSEMENT IS NOT CL/UMED
BY TBAVELER

DAIE OF
TBAVEI. TO- A.!IOUNT

9_0_

-Hil---1-----
ltay 1

15.

'R-allrcsd, Etea$hip, slrplDe, bE. 6tc.

"",tALH,H"i1R;i'ff*g:m,l',&*,isH,H3;,*tffi BiE; *i,#iI:tsH.'t3.1$Sfl LTd*.o#fl ?i,8;f *;""a8.*-*?ffi*.ff X?'Hii:"1"u*"fl :y**.'
INSTBUEfIONg

l' The provieiona of the travel regulations hust be atrictly obeerved in order to avoid guepeusione sad dimlroygsses in the accounts.2. when more EDaco ie requiredfor itpmizauon;atr#..;di,-,i* iiiiiritiii"-rh-&G*G6ff;d;il" rol2rRovised l.dl0l2e.Revised) and leston together in ;e*iEEf,.it -"o"""r.
8' Aa many copies of the ipproved 66noraaaun- vo"c[einav bo mrde as required for ad.uiaistra6vo puq)osor.

8I'8.
vou.
NO...

AMOIINT

OIEESB[!ilttr
CEANACTER OF EXPENDITUBE

(Tb bs ltoElnd by tho doy 8d fir[, o-Dr.lnod)

ELeft San Dlego. Ca^lif,- - en route to Sa.a FlancLsco^Cal -

Teri ta cf.at i an

_00_

10Arrlved San X'rancisco. Californla

_75_

_75

_00_

NO. Otr rRANg-
POR'IATION

REQUEST OR
SPEEDOMETER

READINO

vlrr
(trhdof ffi!6

ot vohlds)'
cl,l"88 0B
MIIJEAOEI

r
Sau harclsco hrLlna:r I.B

Unlon
Pa.clflc R.

P

.q_I?eu

872O\?

San Diego, Callf.
San Diego, CalIf.

tBou-

\-_

-

Te-ri to Eotal



Exnrsrr D FISCAL PRACTICES . F.Ml

Et+nd.rll &ra, No.lCllrFE vlrd
lorx A?trovD !t

Oonrrct.Lrl OrIrrI. U.8.
,ul, le, rs? (83v. l4ry rq rO

O.Eml R{uLtJmr No.tt
YoUCIB F()R Pm DIil AIlDroR nEilBIInSilEl{I D. o. vw. ]vo. ._________________

0F EXPEISN IIICIDEIII I0 0mflAl IBAYH, Bureauxo. ----.---------
(Strdof r.c.d d tr cqlrrly 6Ld ir by pryc Fi.. tD dtutu!, ud lf,c! rd d b..qt rrrm c rlntin obo iiilrrl r d;lJ try b)

GrJf.n-!(h
PRI,AI,.,DIT

Octlfid hr D.rut tE th.

@ otl---------.--
ooElorr,rr Orf,lrlL o,,!r UnED Sr rra

E

u. s.

OffictdHcdquertce - ::::]

r'Moutff
fOB PER DIEM la lleu of eubclrtenoo, nileage for pereonally o*aed motor vehicle, aod/or REIMBUBSEMENI

ol tavol and otha exporc peld by ms in tbe dlscha,rge of ofroiel duty from----- --------------, l9------,
b 10---, as pc ltanired dot6n6at wltht!, uader authodty No. -----------, dstod -------------
19._, oopy ol whloh ie ettc.hed,r or hae beeu previoudy furnfuhed wlth vouoher No pEid -------------
19-*--, by

@rlarlIINOf uttrLqlo)
Difiercncee------

Aocouut vorified corect

bEr[, a .atrbtr.htuht)
THE LTNITED STATES, Dr., To

(Pf;l: - - - - -- --- - - - - -- --

Domlcilc Rcridcncc
(for u ol Pdt l 8f,lo! olr)

PATD IY

(Fcscf PrylarOdo)

DoEllr OtE

ol

MEMORANDUM

l't?rommr Tt[.r
fff lror oa Pao[r

l'rovm

Coc Accoum

ItEbot
Arouf,r ErcufrurEr

IlquD trD lE@t SyEbol

si

AOCOUNTINO OI/ASSInOATION (for oEDlotbn by rdElnLtrrds od6)

frrrtrE !or,IrlllotrcPtmgm

Auoratrl ErEaE

ArrrotBuaor

lrovnt

ODE o, EEEMU!!

AE@t

Patd by
Cash,

gtGN
ott--------------.:---------,19------ oRfSJBrt

oilLY (8tD!tEc ot Day-)
t

'IIthG E D DrrcEfHtyrbt drcE.D...dloh rudcGd lmdlS Flosathorlt, hDnstL.bla lFt6ar



F.062 O FIA DEFENSE HOUSING MANAGERSI MANUAL Erxtetr [Hxrt NUE O

ITEMIZED SCEEDUI,E OF TBAVEL TND OIEED EIPENSES

1. Date and hour of departure from ofrcial heedquartere
2. Give duty etotus on first day of voucher period:

voluenco

(Dt ) (EoC)

-------, 19-----.
for temporary duty for appro-imate period

Approximote date of rettnn to official headqua,rters
3. tState authorized per diem in lieu of subsistence, $- -------------- ---

4. tStete authorized allowance for actual subsistenco exporlsal: Not to ercoed per day.
or thrcugh the ta,king
delaya ot o plaoe other

of leave thero is internrption of trovd, deviot'ion
thsn post of duty, c et8-temont showi{ the faote

r9--_-_-

5. 'Wlore for traveler'e personal con
from the direct mute, or where
ehould oppear on the voucher.

traveler

ill"*H',I*[srps"Hs"*r*tT"H.,:]tHH],LHSt#S,fiffiTBf-ig]1k'*H."#'H9,"'iB?rffi.'li$'"r"oo"ac'

DATE

le------

NOTATIONS

(Prtt dlol
uthteb!)

Torars (to bo carriGd forvard to contiuurtion sheet, if neceslsry)

VOI'CEEB to be us6d when totals 8!e card€d lorrard to oontlnuation
..WDE ![bvooba 

'cqulrdl 
by rogulrtloE re Dt obtrhoq !t to lulty th! dr@t !6 lhotlrt mE bt oE.llbn. !Fr6t

STATEMENT OF TBAYEL PEBFOAMED FOE WEICE BEIMBUBSEMENT IS NOT CLAIMEI)
BY TBAYEI,I:B

DAT} OT
TBAYEL A}rIOUNT

.Railrud, rtenrrrp, slrpbaq bu, etc.
lAbbreviato clN ol srl6 or s@modstioE ud. Rr[!o.d: tr, oEt cls; I, iBtffEodLto ds: M, E rcd cle: C, orcb; P, Pull@ s@EEodrtloE: DB. dBrlu mEi

OP, @EFrtDrt; BB, M@E; BO8, rtDglc @p.!cy wtlo!; 8EC, Btlon; LB, lowq berth; UB, upIE b6th; 8, iut. Drotbq mode: NEbE ol Elldi tEiolod. -

STBUCMONS

l. The provisions of the travel regulations mugt be strictly obeervod ia order to avoid euepensione ead dioll6sgas6g ln the acoounta"
, - . 2. When tnoDe spsce ir required for itemizetion of thti accouut, uee cootiaultion sh&ts (standard forms l0l2b--Revisod aDd
l012o-Revised) aad fasten together in upper left-hand corner.

3. Aa aany copies of tho approved medorandum voucher may be mado as rcquired for adninigtraUvo purposes.

AI(OI'NTguE-
vou.
NO...

OEABAOTEB OT IXPENDITIIRE
(I!o to lt@&od b, tb! drit ud lu[, r-!'hhtd) gmf,Ilcr Orrrl

vrr.(Ehdolffib
6 vchlclo)'

CLA88 OR
MILEAOETrROM_



Exxrerr E oF
FWA I'orm No. 63-E

El.Ler Eqlas Project
(rteta offlce)

plates, FWA No.

1. Name and/or

FISCAL PRACTICES O F.

Tag No. llA 171

FIiDENAL }:OPJ(S AGIINCY

OFFICE OF TIE ADSIINISTITATOi-.
I

BECEI,PT DOR AINOHOBILE AIID LICEISE PTATES

*and!
(clty) (state;

65 No. Elrst St,rcct

Leslhs lggesgE--
(Tltre)

fEs

To the Chlef Clerk.

Slr: I have recelved Goveranent-owned autonoblle, to whlch I have aastgned llcenEe
L77.

na.lce of vehlcle Chclrolet

?' type Ptclorp Capacity t/z rq
3. I'lotor nunber.S !6:o7-2o1549

l-. Vehlcle nanufacturerte serla] number AD LO4?ldP'

5. Date of recelpt of automoblle

6. Tlre slze 600-16

-luIr 25, Lglrl
(oate)

JuIv IL. 19L1

Reepectfully,

FET}ERAL WORKS AGENGY

OFFICE OF THE ADMII{ISTRATOR

MOTOR VEHICLE OPERATOR'S IDENTIFICATION CARD

srATE-._-._-. ro. ...L21-......
THIS lS TO CERTIFY that ths pcraoo rhos. !tg!!tur. aud

photograph appear on the baqk heroof ls duly authorized to

oporate Eotor-propellsd vehioles ,or the Federal Xorks Agonoy.

/ r/ . !.:E E-o*.19ae.....-.. .. /.{.... Lt."..erg..8ee.......
CHIEF CLERK RESPONSIBLE FIELD OFFICEB

.......Hg*-eing-.l{es*ger..-..
F.'.4, -648 TITLE

,ble Offlcer

( Pho tograph )

SIGNATURE OF OPERATOR

Dce.--..!..el



F.64 O FWA DEFENSE HOUS'NG MANAGERSI MANUAL Exnrsrr G

I1.IA Form No. 65-E

Date fon'se.rrded
by centra,l office

Julv 21. 1941

FEDERTL 111XKS ACTENCV l{otor Vetricle
OF'FICE OF TIIE ADTINISTPATffi OITTAIOTIS CATd NO'-![

REQTIE-ST .rt"lD Ir.fC0pDr Ilate lssued \r responsible
ltoToh vEIiIct E opEItAToRrs CARD fleld offrcer

JuIy 21, 1tl+l
(-Dat.)frr.ttte)

Crange llarar.
rcEE) CIate)

-.Gllner Eones Prgtect
(Tie1d Offlce)

So5llrui srr€
@-drEss)

fo il:e Chlef C1erk. (oate) Julv 25- 191+1

Slrs It is requested that lbtor Vehlcle Operatorts Ca.rd be lssued to

John l)oe - who ls atteched to ry office and is quallfied to operate
@-
vehJ.cLes for the Federel l{orks Agency. His re.cord es an operator of notor-propelled

vehlcles ts glven belovr.

Respectfirliy

I sl Rlchartt Roe Ifanrol no lFenocar
GrIe)--

1.

2"

3.

4.

5.

Naue of operarvor Doe Jobn Lewis
PhotograpLr

of
Operator

Present Address

Position rrrrn ,.n.OF@
(Given nee) (Middle nme)

1ffi8-e;r (Street) ---@)- (State)

(tteEf Foor:nf,y] fcity or Tom)
IrCaI Besidence

l{trere Born

-lffilorT6Fe-ign-6d[ry-I (City or Town]

Age on rAST Birthday_

When Born

-TfifI-
6. Eece Itrarrl.ed. or Sirrg1e

fI€er)
Sav

7. Are you physlca{y sourri?_ State any defects_

6. Have you good netural eyesight?_,5-f not, is the defect corrected by glasses?_

inches. Weieht

eolor

9

10. EYes, color

feet

Hei.r,

(over)



Exxtstr .G--Coxrtxueo FISCAL PRAGTICES o F.65

u Prerious driving experience as operLtor of, r,ptor-propelled
fu1ly where, rn:uber of years, arri, other neceosertrr details):

vehicles. (state

12. Holder of notor vehlcl.e operatorts pernlt or perrrlts (f.f any), es foI1o'rsr

Remerks

13. If not the hoLder of a pemit, state fulJy ttre reasons therefon

Ibte of Issuance
Pernlt
Number Date of Dmiration

U. Have you ever been arrested for trafflc violatlons?-

L5. If so, give 1n detalL the date, charge, and disposition thereof:

16. Remsrks:

7.7. In case of emergency, no Relationship_

Address

s
ne in answer to the foregoing questLons ere fuII md trle to the best of qy knowledge
and bellef. S0 IiEI;P UE cOD.

fernale, prefix trlttfsslt or trtlrs.nr and if uerried,
o$m Ghrlstian_-nane, as tlllrs.-!1a,r1y L. Doe.n

of operbto
first iranelnitial or

any, arrl your

El,ohr*..Boo

Eoulng Xarager

r\ lil Johlr .Ibc
i-fifiirrEri-nitials: IJ vou
na,re in'full-)

IIB c

I, th€ undersigned, D0 SQLEliNlY SItrART0BTFIE{-) thst'the



F.066 o FI{A DEFENSE HOUSING MANAGERSI MANUAL EXHIAIT H

FI,A fom 66.E . FEDERAL W(NKS ACiENCY

OF'FI@ OF THE ADI{INISMATOR

EECEIPI g !{OIoR VEIICLE oPERAToBTS CAnp

Oranee
(Elt )-

Gllner Horoes ProJect
(FIoroJj-a)

To the 0blcf Clcrk.

Strr llotor Yeblcle @cratorta Ca,rd Xo. 171 ras le$red to

ilotor V6hlcle Op-
€ratorrs Card llo. 171

llexeg

--lsGlo,
60B First Street

]IdFil
July 2!, 1!l+1

(oate)

John Doe OB

(tlane of Operator)
fro lc attached to rgr office aud la to operate motor-

tlo*s Ageucy.propellcd for thc Scdcral

f,capectfirlly,

/s/ Rtcbard Roc Houslag lrana€err
OPM,ATORTS NECETPT

I have recclved ilotor Vchtcle Operatorrg Card I{o. _JE__ which raa Leaued to me

s1 July ?5, 1941 / e/ ,loun ooe
(oate) @ator)



ExHtatr I FISCAL PRACTICES o F.067

17. Wai an hv€tlgntlon made Dy s Dollc€Dia (clvll or Dlll. Etrratard. For. No. 96
ApDrcv€d by the PBldoDt

,e r0, rgaTtary) ? Il !o, ltete

NaEe No. --.-..,,............

PreclDct or EtatloD -------.....---- DRIVER'S REPORT-ACCIDENT
MOTOR TRANSPORTATION1& NsEes eual aalalre8Bea ol trcr8ola other thaD drlyer lu Gloy-

erEcnt cu
INSTRUCTIONS TO DRIVERS

Ia cero oI rnjury to perlon os r.m.8c to p!op6ty:
A. Stop cer end rcnder suctr rcoirtrncc er nry bo aoodcd-
B. Fill out thir Imm, ON TEE SPOT, co lrr eo poaaibla
C. Delivcr thic roport promfrIy to your immodhto rupcrir.

Feihr-c to obcervo tf,erc iastnctiom will rccutt il dirciplinery
rction.

10. Names eDal sodrEses ol otler wltnEas :

l. Nee of ClovemDelt drlver :

Jobu Doe

/a/ John Do€ 2. Etattoned at San Dlepo-
( Slguture ol alrlE) 8. Urko aDd type ol Govemut yehlcle

Chevrolet tnrclcI cErttfy that the eboye report was aleuvered to nro oD

the ........................ day of 10-.._...,
4. Eerlca IuEber..------...-----..

6. Nue aud adalrBr of mer ot other yeblcle (or omer of
proDertr duaged)--...-,,.-..-..---...-.--.-

-/-el ,Rlchard Roc
(Blglsture ol o6cer ln chslt€)

Eslrptrg Islsse!
0, Name anii sddres ol alrlyer of otler vebrcle

(O6clsl tlUe) 7. LtceDe of otler yehlcle : gtate

Fdiral .lorka.i!€!1cx-...Off....-of .i&.-(GoveEmeDt 
deDufiLent oi &tsbll8hEeDt) 8. Plae olaccldeut: Clty

NOTE -ftfs F{orf chqld be aateh.d to EDort o( IlE{lrtlnt Oia. stret --..1Fl8lO tG-Ero

E. Dato ot icdit€[t .--*--*-*, 10.--. Eo[r ..-... U.

10. Nanes aDal edalE€a ol D€r8ou lljuted ; Eature ol llJurls :

11. Descrtbe atuage to Goverment vehlcle

I fZ. Oo"at" drhage to pdyately orned vehtcle, or other

DToITTF :

18. What dtrsl Ear dven by eaeh drlyer prlor to accldeltt

14. Stste @Ddltlo! of llght, weather, autl roadway: --.-----..--..--..

16. ErDlaLr how accldeDt hsppsed:

16. Iabel Etrmtr aud lDdlcate EeasureBents; sbow the posltloD
ol sch vehlcle at the flEe of ttre scclaleDt ud. shov by
dotted lloeE tDe course ot each yehlcls rrt Delore sDil
Just alter the colllslon.

Indicote polnb
of ompaat
N.E g.W.

lrlSlo



F 8 . FWA DEFENSE HOUSI NG MANAGERS I MANUAL ExHtetr,J

INT'E!YflGAItr{G OFFICERS REFORT_ACCIDE}I
MOII)R TRAIISFORTANON

with the driver's report (Form No 26), must be submitted promptly in aecordonce
with

Date 19 IIou!

ACCIDE{T Place: Clty or town State

Strcet

Crondltlon of

Make antl type of Yehlcle SerYlce No.

Ato,illa,rd' trbE lfo. }7
ADDrcvod by tho Pr6tdoEt

J@ 10, t0r7

This

GOVEBNTE{T
YEEICLE AND
DBIVEB

IIis

M&ke anal tyIF of vehlcle LlceD$ No,

OwDer: Neee

PBTYATE IrEEICLE
OWNE .AND
DBIYEB

AtldreEs

Drlver: Name

Adalr€ss

Llc.ense No.

Namee anal atldreseea atral ertent of lnJurles

PEBSONS IN'I'BE)

If meaUcal altl wae $ate

DAXAGE TO
GIOYENTEYT
YEEICLE

DATAGE TO
PBTVATELY
O.rNED \rEEICLE
of, omEB
PBOPBTT

ALWAYS SECI'BE NAilF"s AND ADDBESSES OF WrIITESISES
Narnas Aildroeea

WTNESSEII
(IEDorirrt)

POIICE BTOBT

If attach

Cloveruent car wag prDceedtag fFo[r

Was alrtyer IErforElngi oflclal duty?OTTICIAIJ DIITT

hdlcate the duE:

to



Exxterr r.l-Coxrtxuro FISCAL PRACTICES o F.69

INVESIIGATING OFFICEB1S STET|CE

Show in blac.k the relrtive pcitions ef 1,[g col[ding vehicleg or of the vehicle and pedestrian, jut beloru
the collision, aodat tlu titrw of the collision.

Show in d their reldive positioue iwt aftc" the collisioD"

Iobel the stloots snal every object depicted, and iadiceto moesurononts; show by dottod line the course
followed by each vehiclg and add any erplonotory statemeat thot would aid in en underatanding of the
oocurnencq

Iri]hd:milrdcms
N,l"s,tft '

If the ebove diogra,n is not opplicoblg attach substitute iliagram.

I hereby cortify that the foregoing is a true and correct report of the accident, acooriling to the best ot
my knowledge and belief, based upon invetigation made by me pertonally. Attoched heroto as e port hereof

/a/ Rtchard Boe
Ianrtlgatlng Otrloer.

l,.alu3ant renataF

INSTRUCTIONS TO INYDSTIGATING OFFICEB

1. Attaph driveds apcident mpofr, with supplemental eigned gtetament from driven Among other thing,
the tlriverts ststcment should describ€ the corirso of the Government car, ond the courso of the vehicle or
pereon collided with, just before and at the time of ttre collision; the rotes of speed and how e0imated; the
signals of worni.g; condition of brakeg of lights, of streets as to being slippery; efforts mode by driver to
ovoid collision I facts showiag whether or not other driver, or porEon was iD foult, etc.

2. Attach sig,ned stotement frorn each witoess.

8. Attarch copy of trafrc regulotion violotetl, it euy.

4. Attech photographs of sceno of accident and of damaged cars, if any tokeo-

5. Attech Findings aad Beco--endations of Investigating Ofrcer.



F.O7O o FN|A DEFENSE HOUSING MANAGERSI MANUAL Exxtatr K

Atonalafif Ilom No. 18
lDDtovGd by tbo PruldGt

J@ r0, lg}7

CIJTIM FOR DAMAGES_ACCIDENT, MOTOR ITANSPORTATION

-E-e-4-e-r-e.-1.-.U.e.r.I-c-c---4ge-npv-,----0.f.f.1-s.e----o-{--t-tre---4r0p-l-a--t--s-!-r-a!-cr
(DGDartEst or ctsbllbEut)

- - -- -9rcilg.e-, - - -Tex.as- -* ;;- - @-I,tgl+f
ro.-----(Ep-rp--o-n.-ulr-q.-u-11-t..ps$.e.-.

clalm for deoeges)

Sir:

In order that the clain for danages subnitted by you nay recelve proper
consideration, you are requested to fill out fia return to this offioE the foru
on tbe reverse side of this sheet, duly srorn to before an authorized offlcer of
the lar, and attach thereto receipted bllls covering expenditures nade necesaary
beoause of said danages. A11 naterlal facts should be stated upon thle foru, as
it rill be the basis of further aotion upon your olaln. If addltional space le
required for'a fuII statenent of the facts, blank sheets tay be attaohed.

Very truly yourE,

( Sl gnature ) -,. -- - --- --l-sl-- Pl ahard Paa

(offrar61 itti") . tHousin-- Mangeer



ExHterr K-Coxrrxueo FISCAL PRACTICES o F.071

CLAIIU DOB DAMAGES

Date of aceldeDt ,

Plac€ of acclaleDt
ACCII'EITT

Descrlbe how aecldeDt happeued

NaD,e8 a.Dd addresses aEd ert€Dt of laJurler

PBAONS
INJI'BE)

If medlcal ald was state whom

Name ol owaer

Address

KlJld of property aaal erteEt of dqDsge

PNOPETT
DT.IAG& Uethod by whleh alrhage lg estebIshed (lf by recelpted bllle or appralrah lndleete at thls Dolnt eaal tttreh

r.IOT'NI
or cLuI

E'here may ploperty be lncpected?

IB the dFmage covered ln whole or l! Dert by Icaurancr? If 80, rtste EaEe of lDrurarc€ oomlnlry

thole maale ttre eccldent?

tror personal lnJury, tror proDerty 6onqged,

( StSrrtuft ol cldFst,

Subscribed snd sworn to before me this ..-. day of 19".--.'

(stlrtEr.)
(Se.r1

[oErcrr, EEAT.I

lIotare e

ot

(I'ltle otro6chf dEfB:btsrlll o.tD)

a



F.072 o FT{A DEFENSE HOUSING MANAGERSI MANUAL Exnrarr L

Bubvouoher No. 1stsDdr,r{ filoem 1O1!o-B.Yl!cdtrm aDDrcv€d bv
O@Dtroltoi i]onBl, u. 8.

JUly re, 100?
Rovbd lf,8rch la, lea0

STATEMENT OF TNAVET BY MOTOR VEHICTE
(Submlt ln dupllceto wltt tdrnbuturmt rccount)

l-1e!era. lslteperv
(N@oltalEk)

Offlce of the Ad.r.rj.nlstrator

2752 dotad Aor1l i0. 19UI

General Rogulatioag No. E8

Fetleral Works

of Rl chartl

(DltrtEiltqlrt burb@t) (Bmco6o)

Statoment of travel accomplished with ----------$f!-9.8-t-SD-1-1-9------- ------ registered in the name
(Aut@oDlb (r EotcroL)

(Stote- of --------C-e]--1-f-o-frl-t-e-------------, Rogistration No. 0E--2Q?3-----),

and oooated under letter of authorizat'ion number
hereto' attached.

Period from Irfa.v 1 to lviav i

D^[
1941

ADgItc,trre

Tmer,,

I hereby certily thet the t'ravel indicated above was accomplished in the performance of official duties
pursuant to the travol authority referrsd to on the voucher to which thie statement ie att&ched; that the
information giveu is corect; and that no part of the travel for which compensation is claimod was performed
within the corporato limiCs of my official etetion or post of duty.
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RECORDS AIID STATISTiCS

STATtSTICAL NEPONTITG FOR DEFETSE IIOUSIXO

The Division of Research and Statistics serves the Office of the Adminis-
trator by providing those iacts ard analyses esseatial to program planaing
aod the general direction and superision of operatitrg programs, the evalua-
tior of the ecoaonic effects of the works program aod its operatioas, fheir
relatioa to other programs of the Federal Goverment, and other factors,rel-
'evant' to the deterrnination of policy. In performiag its work, this Division
draws freely from the research proJects ard the statist'ical data available
in the several cotrstituent organizatioas of the Federal Yorks Agency. It is
accordingly coocer[ed, in the development of. its work, with the establishment
of tniforn standards for statistical reporting by the several constituetrt
o,perating organizatioas aad, so far as feasible, comparability of statisti-
cal data in the operatiag reports; and with the coordiaation of the statis-
ticql reportiog and the research work of the several otgatizatioas in ac-
cordance with the objectives of the Federal l{otks Agency.

The distribution of the coostruction of defense homes anotrg maoy agencies
created aaeed lor a cetrtralized statistical reportiag semice and a research
and analysis unit which has the entire program in its purview. This respoo-
sibility has been assigned to tbe DivisiooolResearch and Statiltics in Gen-
eral order No. 26, the staternent of which follows:

In connectlon rlCh the defen8.e houblng progran of B[e Federal l{orks ABeDcy there hag
developed a Deed lor Yerlous gerlodlc aDd speclal sEaglsttcal reporEs on Che staiua
and operatlona ol the DsoBrS!. Reporus are requlred by uhe offlce ol Ebe AdDlDls-
lreEor, Ehe sgencles .Dn"DtclDatlnB lB tue Drogtratr, and the several defense and other
lnterested agenclee. nrrtherDore, there ls develoDtng a Deed for ba8lc suat,l8tlSI
and econonlc analysls and reBearch to serv€ Eho above Durpose and looklngto the
eDpratsal and sound develoDneuE ol the Drogrer.

In order:

1. To aesure t,he 8v8l18bt1lty ot .th6 bs8lc records to aerve che above-DenEloaed
re qul retreE ts;

2. To safeguard the ad€qu8c, e[d utrlfot!lty of ocsndards for the statlstlcal reporEs
requ lred;

To agsure the accuracy, coDalstency, alrd ualfort[lty of statlsElcs reDorted to
Chg 0lllce of the ldrlnlatraEor by the aoveral ageDcles DarclclDacltrg ln Uho
as8lEnnent of d€lense houBlBg DfoJects, 8[d Ehe staElQt,lcs released Bo oBher
agenclea, rhe Coagregsr or tho genelal Dubllc;

,[. To Bvold, ao fEr aB feaglble, duDllceilotr ol staBlstlcdl rork 8nd reDorEln8;
to assufe lhe tlIeltDess o? the 8v8tlcbtllc, or b8s1c 8t8t18tlc8t tlaDa aa ri-
qulred (lor adnlnlBBraBlvc, advlsory. or Dubllcatlon DurDoseg); andtrore Dartlcu-
1ar1y,

6. To develoD a sysElr of uDllom Derlodlc BDatl8tlcel reDorts to be nade by Ehe
a8encles psrElclDatlBg tn tho Drograr to ghe offlce of the Federal Horks AdElnls-
Erstor, end a suirary 6y6te! of ualforf.Derloglc staElstlcal reDorta for. the
Federal lforks Agency DrogFaD; and
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6. {o coordlnace che llof,ofsgattstlcal reports and ba8lc sBatlstlcel end econoDtc
asta lrom ihe agencles Dsrtlclpatlng ltr the defense houslnS Drogrsn Bo Ehe 0lflce
of the Federel Works AdElnlstrsoor, and Eo centrallze ghe revlew of such rerorts
and daBB for edequapyandunllorElty ol Euandafda, accuracy and conslacency, end
Bhe aDDroval for release by tDe offlce o! che federal l'lorks Adnlnlscretor.

It lshereby dlrected EbEE ghe ofrtce d! tDe ldDtDtsiraBor, by Fo8Eer.Addns, Dlrector
of ReSearch 8nd SEatlBglcs, shall:

a. Develop and ualngaln a 8y8ceD of Eur4l[ery slaElstlcal daca lor the conlrol of
uhe conDleteneaa, accuracy, conslstetrcy, unlfomlty, and authorlcailve character
ot a stactEtlcel reportlng syEteD tor Bhe Drogrs[.

b. DeveloDatrdnalnteln a sysEet! of uulfoni Derlodlc rpDorts of Ehe Federsll{orlG
Agency; snderren8e lucollabor8tlon wlth Bhe Dlrecgor of Defense Houblng wlgh
the 0frlce of the Erecutlve A8slsEanc, che 0fllce of the uanageroent EnBlneer,
8nd the a8encles parllclDatlng ln aEslglments lor constructlon or nsnaSenent
of DroJects, forthe LvalleDtllty of such beslc records or Uhe Dreparatlon of
such 9erlod.lc reDorts es nay De requlred for the DurDosea lndlceted 8nd the
Drocedures lircldent thereto.

c. Be rgsDonslble for che steglstlcal reDorts requlred Dy the CoordlnaEor of
Defcn8e Houslng; tle reDortB requlred by the Dlvlslon of gtarlstlcal St8nd-
ards .of uhe Bureau ol ihe Bud8qt; Etatlstlcal reports reque$ted by Dhe Prlce
8t,ablllzeClon Dlvlslon of t,tre Natlonal Defense Cormlsslon, the .Bureau of Re-
seerch and stetlstlcs or Ehe 0rflce of. Producllon HenegenenB, t,he Bureau of
Labor gtsElstlcs, and research sDd sEatlsBlcal unlcs or other Federet agenples;
and the sEaclsglcal daBa requlred lor uhe lmuel ReporE o! uhe Fe6e"a1 l{orks
Agency and sDectal reports to the Preetdent, go ghe congress, or co[EttEees
the re o f.

d. Prepar.e, or reyle[ atld approve, all statlstlcal daua for release to che gen-
erel publlc.

e. conducB sDeclal st&glsilcal and eco[onlc anelysesandsBudles 8Dd Drepare re-
Dorts thereon.

f. 0ut1lne asyaten orunlforn Derloallc reDorts by agencles to whlctr DroJecus are
asslgned for construcglon or nanagelenE, ao far aB 8u,ch reporcln8 nay aerve
Che purpo8es lndlcsted, and Amatge lor Bhe preparatlon and Dr&nsnlUtal ofauch
reDorBs aod Ehe establlshretrt o! procedures neceEsary therefor.

g. outIlne Bhe data requlred, deslgDeBe Ehe auEhorlBaElve Bources Ehereol, end
deflne stendsrds of st8ttsclcal adequacy, unlforDluy; and'accuracy lor the
Durposes lndlc8led.

Your sooDeratlon lBetlectu8glng the Drovlslons hereln sec !.ort,h 1111 be aDDrecleted.

JOHN I{. CARI,TODY,
. /dt+frlttc.otor.

The Division of Research and Statistics provides the Administrator and
the Division of Defense flousing with a statistical reporting service for
manageoeot as well as for constructioB.

The sane standards of accuracy and pronptness which apBly to construc-
tion reportirg apply equally to matragenett reportiog. The soqrces and
procedures for the reporting of nanageneot data are discussed in another
part of this nanual aod require only brief reference here lor the purpose
of associatirg the adorinistrative procedures rith the statistical objec.-
tives. It raay be noted, however, that the data required in all reports
are all drawn from material lornrally gathered in managemetrt procedures,
and essential to the etfective naoagemetrt within the individual project.

The iader to the statistical reports oIr page G.003 gives for each report
the fotn aunber aad title, the period cwered by tbe report and the date the
report is expected in l{ashitrgton, the number of copies required, and the
source of the data.

The tirst of these, ?'Report on Applications, Leasing and Occupancy" will
initially provide basic data oo the degree to which housing units, as they
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are nade arrailable for occupancy, are being occupied, and subsequently
provide data on the amount of turnover there is among tetrants.

The "Tenant Record Cardrrtthe "l{otice of Premises Vacated,'r and the "Notice
of Chanse in Rental Charge" will provide a basis lor atalyzing the reasons
for turnover among tetrants, and for studying otler industrial factors and

characteristics of the tenants as these may have a bearing on managemetrt
problerns and policies.
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?itle ol report Perio,l covered Date ,lue in Washinqton
Nunber

ol
copies

Source docunents

Reoort on Occuoancy I{eek endine Fri4ay Saturday ot erch week I Managenent records

Report on Apolica-
tions, Leasitrg, atrd

0ccupancy

Preceding week end-
ing Friday, or cal-
endar tronth

Hoodayof each week frm
tinn apolications are
first receiveC until
project is 95 percetrt
occupied. Thereafter on
the 10th ol each nolth.

3 l{ork sheet A

Work sheet B

l{ork sheet C

Tenant Record Calendar month The filth ol eeh nooth
for the precediug nouth

2 Tenaut Aoolication
Fl{A Forn D flt'F7.
Certificatiotr of
Defense Activity
aod iocone data
DEH-1.

l,ldtice ol Prenises
Vacated

Calendar month The fifth ol each nonth
for the oreceding motrth

2 !lanagenent rcorls

Notice of Chaage in
Rental Charge

Calendar month The fifth of each nonth
for .the preceding nooth

2 Hanagenent records


