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WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

July 2, 1 *3

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. 1

TO: A ll Appointive Personnel 

Current Tax Payment Act of 1 *3SUBJECT:

In accordance with the War Overtime Pay Act of 1 *3  and the 
Current Tax Payment Act of 1 * 3 ,  there is  attached hereto Salary 
Tables fo r  the information and guidance of appointive personnel 
and others concerned, e ffective  July 1, 1 *3 .

Commencing July 1, 1 * 3 ,  the War Relocation Authority w i l l  be 
required to deduct on the pay ro lls  from gross earnings, 20^ o f  
wages and sa la ries  (3/» Victory Tax and 17/° Inoomo Tax L ia b i li t y )  
in excess o f certain  exemptions (0622+ annually fo r  single persons. 
$1,21+8 fo r heads o f familiOs, and $312 fo r dependents). Tho 
amounts so deducted w i l l  be credited against the curront income 
tax and Victory tax l i a b i l i t y  of those to whom the withholding 
applies.

Ia  tho event there is  any ohango in marital status as a resu lt  
o f marriage, divorce, separation, death, the b irth  o f a child , 
or a dependent child  reaching the age o f 18, employees w i l l  be 
required to f i l e  a new exemption c e rt ific a te  within 10 days.

Please bear in mind that a l l  persons w i l l  be required to f i l e  a 
fin a l and complete return on March 15 at tho close o f  each taxable  
year at which time any necessary adjustments w i l l  be made.

In the event there are any questions on which employees desire  
discussion regarding tho new Tax Payment Act, please fe e l free to 
consult the Personnel O fficer or the Finance O ffioor.

G ilbert L.' Hie sso 
Finanoe O fficer

Deputy Director



euftREN? TAX PAYMENT ACT Of 194 3

IF  THE PAY-ROLL 
PERIOD WITH RESPECT 
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WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

Topaz , Utah

August 13, 19b3

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. 3 

SUBJECT: Property Control & Warehousing

I .  Organization

Effective th is date, the D ivisional Storehouses w i l l  be under the 
administrative as w ell as the technical ju risd iction  o f the Head 
of the Cost Accounting and Property Control Unit.

The personnel w ill function as follows:

The Cost Accountant under the supervision o f the Finance 
O ffioer w i l l  supervise the control of a l l  property and 
supplies and th e ir proper warehousing.

The Property O fficer under the supervision of the Cost 
Accountant w i l l  maintain complete records of a l l  property 
purchased or owned by the Federal Government within the 
center.

The Head Storekeeper under the supervision of the Cost 
Accountant w i l l  have complete charge o f the receipt, 
storage and issuance of equipment, supplies and other 
materials in the Project Warehouse and D ivisional Storehouses

The Assistant Storekeepers under the supervision of the Head 
Storekeeper w i l l  have charge of the receipt, storage and 
issuance of equipment, supplies and other materials stored 
in the D ivisional, and Delta Storehouses.

Under the Divisions thore w i l l  be the follow ing storehouses:

A. Community Management Division
1. Health "Section
2. Education Section
3. Community A ctiv it ies  Section
4 . Welfare Section

B. Operations Division
1 . Agricu ltural Section
2. Engineering Section
3. Motor Transport & Maintenance Section

W
C. Administrative Management Division

1. Central Warehouse



Property Accountability

Property, fo r the purpose o f accountability, w i l l  bo divided into 
four classes, namely;

A. Non-oxpondablo Property
B. Semi-expendable Property
C. Fixed Equipment
D. Expendable Property

The accountability o f Class A property w i l l  be the responsib ility  of 
the Property O fficer. Ho w i l l  maintain Property Control Records of 
a l l  Class A Property, Such Proporty w i l l  bo transferred to the 
various Division Storehouses on Proporty Transfer, OEM 6l .  Issues 
to individuals shall bo only on memorandum receipt bas is . A ll  
classes of property w i l l  be issued to the D ivisional Stores by the 
use o f Proporty Transfer Form OEM 6l ,  which w il l  bo signed as to 
receipt by the Head Storekeeper or his designated assistants.

Property Control Records

A. Class A Property

1. Non-expendable proporty w i l l  bo accounted fo r by Proporty 
Control on Ledger Sheets, Form V/RA 9» These forms w i l l  be 
arrnngod in the ledger alphabetically  and w i l l  show complcto 
descriptions with adequate iden tification , such as seria l 
numbor, motor numbers, etc. The Division Storehouses w i l l  
also rocord Non-oxpondablo Proporty on Form YTRA 105, Stores 
Rocord Card as abovo,

B, Class B Proporty

1. Class B proporty shall roprosont somi-expendable itoms, such 
as hammers, saws, knivos, forks, dishos, boots, otc. This 
class o f property w i l l  bo recorded on 7fRA Form 10, Lodger 
Shoot, and maintained by Proporty Control un til transforrod  
to Central Tool Room. The Central Tool Room w il l  record 
semi-expendable Property on Stores Record Cards, WRA IO5 , 
Issues o f somi-expendable Property w i l l  be made on Form WRA 
109, Receipt fo r  Hand Tools & Personal Equipment, to the 
workers.^ Form 7fRk 109 w i l l  bo made in o rig in a l nnd one copy. 
Both copies w i l l  be signed by worker at time o f issue. The 
orig ina l w i l l  bp f i le d  in Central Tool Room. The copy w i l l  
bo sent to the Section Hoad employing the worker, "When 
worker returns Hand Tools or Personal Equipment to Central 
Tool Room, the o rig ina l receipt w i l l  be given to worker and 
the receipt w i l l  have notation theroon to the e ffect that 

Tools havo boon returned” and followod by signature of 
Storekeeper. The worker w i l l  then take receipt to his Sec­
tion Chief who w i l l  return the copy to worker and also give 
worker clearance, vThen Personal equipment becomes worn out 
it  must be returned to  the Central Tool Room in order fo r  
worker to  obtain new equipment. A ll storerooms w i l l  reoord 
th is tyne o f proporty on Form WRA 10?.



C. Class, C. Property, Fixed Equipment,

1* Fixed equipment represents such items as furnaces, bath 
tubs, shower apparatus, e le c tric a l fix tu res , etc*

2. Such equipment shall be handled by the Property Control
Unit as expendable property and shall be recorded on Form ‘
WRA 10. The D ivisional Storehouses should handle Class C 
Property in sim ilar manner. Such records w i l l  be main­
tained un til the property is  permanently a ffixed  to build ings.

D* Class D Expendable Property

1. Expendable property acquired w i l l  be t a ll ie d  in at the Pro­
ject Warehouse and recorded on Form WRA 10, Expendable Pro- ■ 
perty Control Sheet, Any such property transferred  to a 
Division Storehouse w i l l  be covered by Transfer Form, OEM 6 l,  
and w i l l  be recorded by the Division Storehouse on Form 
V/RA 105. Stores Record Cards. A separate card should be pre­
pared fo r each item and unit p rice. Issues from the Division  
Storehouses w i l l  bo made on Form 7JRA 96, M aterial Issuance 
Ticket. In computing costs tho " f i r s t  in and f i r s t  out" 
method should bo used. Division Chiefs or Section Hoads w il l  
designato individuals authorized to receive materials from 
the Storehouses. The Storekeeper w i l l  then issue materials 
to those individuals on verbal request and record tho items 
on Form WRA 9&# and obtain the signature of person actually  
receiving the m aterials. The issue w i l l  be blocked o f f  on 
Form WRA 96, and the signature w i l l  be on the last line  op­
posite the last item* Form WRA 9& w i l l  be made in Original 
and three copies. These forms w i l l  be priced, extended and 
posted currently to the Stores Record Cards and the Daily  
Inventory Form WRA 111, The Original w i l l  be forwarded each 
day to the Division Chief fo r signature and return to Project 
Warehouse fo r posting and f i l in g .  Form WRA 9& may be used by 
Section Heads as a requisition  on Storehouses.

Receipt of Property in Project

1. A ll property, other than Moss Supplios (fo odstu ffs ) entering the 
Project must cloar through Warehouse Ho, 101, When shipments are 
received at Warehouse No. 101 which are fo r a particu lar Store­
house, they w i l l  bo routed to tho Storehouso and ta ll ie d  in .
//hen shipments are received fo r various Storehouses then the 
material w i l l  be ta ll ie d  in at Warehouse No. 101 and afterwards 
delivered to the respective Storehouses. Form QMC 1*89, Tally  
Sheet, w i l l  be prepared in Original and two copies; orig ina l and 
one copy w i l l  be sent to Property Control and one copy w i l l  be 
retained by Warehouse No. 101, On basis of Tally  In forms received, 
Property Control w i l l  prepare Transfers* Form OEM 61, covering the 
shipments to the Storehouses.
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V* Inventory

1. Daily Inventory Balance

The Property Control Unit w i l l  maintain a Daily Inventory Bal­
ance, Form WRA I l l *  Form WRA 111 w i l l  re flec t the monetary 
value of a l l  m aterials, supplios and equipment in the Project 
Warehouse, except non-expendable property* The statement w i l l  
be prepared in duplicate; the pages w i l l  be numbered in sequence 
fo r  a day*s business* The Original w i l l  be forwarded to the 
Cost Accounting Unit supported by the day! s delivery  tickets , 
not la te r than the close of business o f the fo llow ing day* 
Immediately a fte r posting receipts and issue# to the property 
control cards, the to ta l amount o f each document, except memo­
randum receipt, w i l l  be entered on Form WRA 111*

2, Monthly Inventory

Not less often than once each month the to ta l of the detailed  
Stores Record Cards shall bo balanced with the to ta l re flected  
on Form WRA 111.

3• Quarterly Inventory

Not less often than once each three months a physical inventory 
shall be taken and balanced with the detailed property control 
cards, and Stores Record Cards. Physical inventories w i l l  be 
prepared on Form WRA 108, Physical Inventory of M aterials and 
Supplies.

Daily Central Warehouse, Storehouse, Tool Room Inventory Balance

ihe Head Storekeeper w i l l  prepare oach day a "D aily  Inventory 
Balance", Form WRA 111 fo r  Central Warehouse, Tool Room and Store­
houses in Original and two copies. The Original w i l l  be forwarded 
to tho Cost Accounting Unit through the Property Control Unit 
supported by tho Material Issuance Tickets, Form WRA 96. F irst  
copy to romain at Project Warohouso O ffice fo r f i l e .  Tho second 
copy w i l l  bo forwarded to the Division Cost Accountant.

VI. Requisitions

1. Monthly Requisitions fo r Stock Items

The Head Storekeeper w i l l  propare a monthly memorandum covering 
the items "Low in Stock" fo r  each of the Division Storehouses, 
except Mess, showing the amount in stock a fte r each item. This 
memorandum w i l l  be forwarded to the Division Chiefs fo r  perusal 
and guide in makiag up the Monthly Requisitions, Form ?/RA 7,
The requisitions w i l l  be rendered to the Property Control in an 
O riginal and three copies. The Property Control w i l l  route 
Original and one copy to the Procurement O fficer,



-  5

2* Requisitions fo r Items Other Than Standard Stock Lists

These requisitions w i l l  be submitted to Property Control in>flin 
Original and two copies. Property Control w i l l  review the re ­
qu isition  and i f  possible f i l l  from warehouse or storehouse 
stock, i f  unable to do so, the requisition  w i l l  bear the nota­
tion  that the items requested are not availab le  in the Project 
Storehouses* The requisition  w i l l  then bo routed to the Pro­
curement O fficer*

G ilbert L* Niesso 
»Finance O fficer



FORM OEM-61 
( 1 2 - 2 6 - 4 2 ) EXECUTIVE OFFICE OF THE PRESIDENT 

O F F I C E  FOR EMERGENCY MANAGEMENT

REPORT NO.

P R O P E R T Y T R A N S F E R  R E P O R T

FROM TO
RE^j ^ING AGENCY RECEIVING AGENCY

NUMBER AND STREET NUMBER AND STREET

CITY [ s t a t e CITY STATE

• C U S T O D  1 AN C O N S  I G N E E

T E R M S OF TRANSFER

ITEM DESCRIPTION IN DETAIL QUANTITY UNIT UNIT
PRICE AMOUNT

#

/

j

SHIPPING INSTRUCTIONS APPROVED
(Slgnature)

DATE (Title)

RELEASED
A

RECEIVED

W ' (Signature) (Signature)

DATE (Title) DATE (Title)



STORES RECORD CARDB i n N o . ___

U n i t  P r i c e
DIVISION

F o r *  WRA -  1 0 5  RW

D e s c r i p t i o n  of  i t e m :

t ■ ■ ■ _______ Max imum___________________ Minimum
ORDEREO RECEIVED 1SSUED BALANCE

Oate Refe rence Qty. Date Reference Qty . Cost Date Re fe re nc e Qty. V a 1 ue Qua 1 î t  y Amount

% _______

C- 0 0 39



WRA"109
WAR RELOCATION AUTHORITY

RECEIPT FOR HAND TOOLS & PERSONAL EQUIPMENT

The undersigned hereby acknowledges receipt of the 
following described property, which he agrees to return 

in demand and to be held personally responsible for.

Quan ti ty De s c r i p t i on

Property Issued To

Signature

I . D • Number



WEA-96

i s ion

N o .__________________
A

WAR RELOCATION AUTHORITY Sheet N o ._____ o f

MATERIAL ISSUANCE TICKET

S ec t ion ______________________________ D ate__________________________

Foreman Approved

Account
Number Articles Bin

No. Quant. Unit
Price Total Signature

.

A ________
W

Total Issnes lor this date $

I certify that the above Foreman or Section received the articles listed above.

Division Storekeeper

Issues Approved
Division Chief



Q. M. C. Form No. 489 
W AR  DEPARTMENT  

'  Revised June 20,1938 TALLY SHEET
INCOMING

Station

Tally-in No.______

Sheet No.________

Number of Sheets

Warehouse Nò.______________  Date received________

Consignor Car No. Car Seals No.

V ia____________ ,_________________________
(Rail, truck, boat, parcel post, mail)

Requisition, Purchase Order, or Shipping Ticket

No. Bill of lading No.

Contents of packages have 
have not I been verified (strike out words not applicable)

U. S. Nos. on 
Packages

Number and Kind 
of Packages CO NTENTS

Gross Weight (Pounds)

Unit Total

016— 20028

Checker



INSTR UCTIO NS T O  T A L L Y  CLERK

Mark heavy circle on other side of this sheet around numbers of damaged packages and list them below, 
with full information as to condition in which they are received. This is of the utmost importance, as claims 
will be made on the basis of this information.

PACKAGES RECEIVED IN  D AM AG ED  C O N D IT IO N

PACKAGE NO. W EIGH T ARTICLES EXTENT OF DAM AGE TO  CONTENTS

•

i has
Above facts have been reported toi Transportation Officer, who states that notation thereof G  ^  .

been made on B/L prior to surrender to carrier and that carrier’s agent j  acknowLdge(s) }  ̂ dbility ̂ or damage*

V. S. GOVERNMENT PRINTING OFEICR 0 10—  200 28
Receiving Clerk.



VftA-111 WAR RELOCATION AUTHORITY

DAILY INVENTORY BALANCE

Relocation  Center

For
(Varehouse or Storehouse)

Date_________________:_________

Document $ Value Doeunent $ Value

Type Humber 1 Receipts Issues Bal anee typ* number Receipts Issues Balance

Baione« Fren previous Day

*

0

Appro

ire d  By T »tais xxxxxxxx

v e d
Balance Close of Day

8-297B-nobu-ct-ep



1

WKA-108 WAR RELOCATION AUTHORITY page No.
Central Utah P ro je c t

PHYSICAL INVENTORY OF MATERIALS â SUPPLIES 
IN PROJECT WAREHOUSE j01 DIVISIONAL STCRnHOUSES

Warehouse Or Storehouse Date"

The Items Listed Or. This Page -  Were Called By_______________________and Listed  By

Do not forward to ta ls  -  prepare summary sheet fo r  a l l  pages in inventory.



WRA-7—Rev. Requisition No.,_____

Date._________________

W A R  R E LO C A T IO N  A U T H O R IT Y  

________________________________ Relocation Center

REQUISITION FOR MATERIALS AND SUPPLIES

To: Chief, property Control and  Deliver to:
W arehouse Section.

Please furnish in accordance with instructions above the following items, which I certify are necessary 
for use in the public service:

Approved____________________________________________  Received by.

Filled b y ________________________________ ____________  Date

U. 6. GOVERNMENT PRINTING OFFICE 16— 33431-1



YŒR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

ADMINISTRATIVE MANAGEMENT MEMORANDUM NO# h

TO* A l l  D iv ision , Section and Unit Heads«

SUBJECT» Prooedure For Submission o f Requisitions#

The fo llow ing instructions are provided in order to estab lish  a 
uniform system of advance requ isition ing, together with defin ite  
instructions on the proper method of preparing requisitions#

ADVANCE REQUISITIONING

The Project Procurement O fficer w i l l  be responsible fo r  developing 
**Standard Stock Lists*1 fo r  the Center ■which w i l l  include a l l  items 
that must be stocked to insure uninterrupted operation of the Center# 
Eaoh D ivision Head w i l l  submit by September 1st a suggested l i s t  of 
stock items that they consider essentia l to carry as stock items in 
their d iv is ion  or section warehouses# The Procurement Unit w i l l  con-» 
solidate and compile the complete stock lis t#  A fter the Standard 
Stock L ists  are issued, each D ivision Chief w i l l  be responsible fo r  
the preparation of advance requisitions fo r  a l l  items contained in  
Stock L ists# The D ivision  Chief, in  preparing requ is it ion s, should 
take into consideration a l l  stooks in  h is D iv isional Storehouses#

The f i r s t  Requisition submitted in September w i l l  bring the estimated 
stock needs up to four-month supply# Each month, th erea fter, month-» 
ly  requ isitions should be made# This w i l l  provide fo r  a three-month 
supply on hand at a l l  times and one-month supply on order#

In order to provide the F iscal Section with information fo r posting 
to Allotment Ledger Accounts, the follow ing information w i l l  be 
shown on a l l  requisitions#

The name of the D ivision and the unit or seotion 'that the items are 
to be charged to# Example: Operations D iv is ion ,

Engineering Section 
Construction

The complete breakdown has previously been supplied to a l l  Divisions  
and Seotions by the Finance Section# Requisitions w i l l  be submitted 
to the Procurement Section between the 25th and 30th of each month#

Emergency Requisitions can be submitted at any time# However, an 
emergency as defined by Administrative Instruction 42 (Revised) is 
as follows#

**A situation that demands immediate attention to protect 
health , l i f e  or government property, or to insure the 
uninterrupted operation of an essentia l servioe#**



(2)

I t  is  further stated that the simple determination that an item is  
necessary is  not su ffic ien t to place it  in the category of an “emer­
gency” unless one of the circumstances mentioned above is  present#
The fa i lu re  of a d ivision  to adequately foresee its  needs may resu lt  
in an emergency» However, i t  is  d e fin ite ly  an indication of nonoom- 
pliance with a basic W# R» A* policy  whioh stresses advance requ i- 
sitioning# A le tte r of ju s t ific a t io n  explaining the emergency w il l  
be required on a l l  emergency or rush requisitions not submitted as 
scheduled#

PREPARATION OF T7»R»A. 7

The requ isition  number should indicate the d iv is ion , section and 
unit to be charged fo r the items»

The requ isition  must be signed by the D ivision Head or an appointive 
representative designated in writing#

Item No# : TMhere possib le\ items on a requ isition  should be arranged 
alphabetically  by classes^ the items to be numbered conseoutively 
in the le f t  margin without regard to classes# Each itemrshould be 
entered on a single lin e » Yihen a requ isition  c a lls  fo r  various 
sizes of any one a r t ic le ,  the quantity of each size should be entered 
on a separate line and each size given a separate number#

Descriptions In describing items* Standard Federal Specifications 
can d o  used# These standards may be incorporated on the requ isition  
and referred to proper specification  numbers» YThen adequate des­
cription  cannot be provided by reference to some recognized standard* 
a statement describing the necessary requirements in ample d eta il 
but without restric ting  possible competition, should accompany the 
requisition# The torn, ’’Best Commercial Quality” sha ll not bo used 
in describing a rt ic le s  requisitioned# Trade names should be used 
only where necessary (except in case of proprietary items) and shall 
be c lea r ly  indicated by a statement to be e ffect that the use of 
trade names is  fo r description only# Reference to catalogs may be 
made when in such cases the name of the catalog must be indicated# 
Requisitions proprietary to a single company should bear the follow*» 
ing form in providing the statement of ju s t ific a t io n  required i

The above mentioned m aterial is  proprietary
to the (name i t ) ________ company and
no other w i l l  meet the requirements#- 
This statement should be signed by the 
authorized employee sighing the requisition*-

Date of Delivery and Estimated Costs I t  would ass ist the Procurement 
Unit i f  the requisitioning unit would show the date the order should 
be doliverod# I t  is  essential that the estimated unit and to ta l  
cost be indicated on a l l  requ isitions, Form WRA 7# The d iv ision  is  
responsible to sec that there is su ffic ien t funds in  their respective  
budgets to cover a l l  requ isitions submitted to the Procurement Unit
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for  purchase# Requisitions w i l l  he returned i f  the estimated cost 
is  omitted# Considerable trouble comes from duplicate requisitions  
within a division# (For Example s In one week there were three 
requ isition  fo r one drum each of kerosene* This meant three pur­
chase orders, three vouchers and three receiving reports, and in 
other words, three times the work for several sections)# Under the 
new system of Warehousing, th is trouble should be eliminated because 
now only requisitions w i l l  be accepted from Divisions or Sections 
fo r items that they have been authorized to be purchased as stock 
items# Construction M aterials w i l l  only bo purchased on D ivision of 
Operation, Engineering Section requisitions# Gas, O il and Kerosene 
w il l  bo purchased only on D ivision  of Operations, Motor Transport 
requ isitions, etc« Separate requ isitions w i l l  be submitted fo r each 
typo of commodity as illu stra ted  in Stock Numbor Catalogs such as 
Stationery, Hardware, Gasolinef etc#

I t  has been determined that Divisions or Sections w i l l  requ isition  
fo r  purchase, items fo r tho entire project fo r which they arc the main 
users# Exhibit A attached is  tho approved grouping of items that 
w il l  bo purchased by D ivisions or Sections# The L ists aro not in ­
tended to be comprehensive but to serve as a guide in stocking the 
Warehouses#

In case same D ivision or Section received an excessive demand fo r  
some particu lar item, they con indicate on their requ isition  to 
procurement, the breakdown of the amount to bo charged to the other 
Division or Section as substantiated by the requ isition  in thoir 
f i le #  This information w i l l  bo indicated on tho Purchase Order 
and charges mado accordingly#



EXHIBIT A

Under the D ivisions there w il l  be the follow ing Storehouses».

A« Community Management D ivision

1« Health Section 
2» Education Section 
3» Community A ctiv it ies  Section 
4# Welfare Section

B# Operations Division

1* Agriculture Section 
2* Engineering Section 
3« Motor Transport & Maintenance Section

C# Administrative Management D ivision

1» Central Warehouse

The items requisitioned to be purchased for stock by the above ware­
houses w i l l  be as fo llow st

Af Community Management Division

1» Health Section
See Medical Depot Catalogue (s e l f  explanatory)

2m Education Section
Stationery items 
Paper oups
School Supplies ( a l l  types)

3« Community A c tiv it ie s
Athletic Equipment 
Recreation Supplies 
Crepe Paper 
Folding Chairs 

4# Welfare Section 
Cots
Mattresses 
Quilts  
Blankets 
Baby Cribs
Clothing (other than work clothing)

B# Operations Division

1« A gricu ltu ra l Section
Agriculture Tools (used prim arily fo r  agricu lture ) 

Diggers 
Forks
Handles (Forks, Hoes* etc*)
Hoes
Rakes
Boxes (lettuce orates, lugs, etc#)



1« A gricu ltu ra l Section (oont*d«)
Agriculture Tools (used prim arily fo r  agricu ltu re ) 

i*eed (Stock, poultry, e tc*)
Seed
F e rt iliz e r  
Wire (barb)
Staples (fence)
Repair parts agricu lture machinery 

(does not include motor parts)
Mosquoto lotion  
Medicine A Dip fo r stock 
Stock Salt 
Twine (Binder, e tc *)
Sacks (Potato, Onion)
Work Clothing

2* Engineering Section
Hardware Plumbing Supplies 

Bibs
Bushings
Caps
Cork
Couplings
Crosses
Elbows
Faucets
Nipples
Okum
Pipe
Plugs
Tees
Union
Valves
Washers, eto*

Hardware Builders Supplies 
Bolts 
Hinges 
Latches 
N ails  
Nuts
Padlocks
Sorews
Wire

Hardware Tools & Miscellaneous 
Chisels 
Collars
Elbows, stove pipe
F iles
Hammers
Hatchets
Pipe, Stove
P lie rs
Saws
Sledges



Hardware Tools & Miso» (oontld>)
TTiSS
Construction Tools

Paints, O ils , G lasses, etc»
¿rushes (Paint)
D rier
F i l le r
Glass
O il (lin seed )
Paints
Thinner
Turpentine
Varnishes
Wax
Polish

E lec tr ica l Supplies
(s e l f  explanatory)

Cleaning Supplies
(s e l f  explanatory)

Miscellaneous Items 
Toilet Tissue 
Towels> Paper 
Cup , Paper 
Coal
Stove Oil 
Wood (K indling)
Work Clothing 
Hese (Garden & F ire )

Repair Parts f i r  maintaining equipment such as stoves, washing machine 
Wringersi etc#

Building M aterial 
Lumber 
Cement 
Plywaod
Building Board 
Insulating Material 
Roofing Paper 
Asphalt

3* Motor Transport & Maintenance Section

Anti-Freeze 
Belts (Motor)
Bulbs (Cars)
Chains (Car & Misc*)
Hose (Radiator A ir Water Heater)
Patches
Solder
Spark Plugs



3* Motor Transport & Maintenance Section (cont’ d , )

Tape
Gas
Oil
Kerosene 
Waste Rags
Motor Repair Parts (including parts for motors

of the Agriculture Section)
Work Clothing

C, Admini strative Warehouse

1« Central Warehouse
Stationery Items 
Forms
Wrapping, Paper 
Wrapping Twine
Mess Supplies (Mess Storehouse) 

( s e l f  explanatory)
Work Clothing

NOTE* Major Equipment other than hand tools w i l l  be requisitioned  
' by the division  or section and may be submitted at any time

during the month. This is  also the policy  fo r Contracts fo r  
equipment or services.

Work clothing w i l l  be stocked and issued by each D ivision or 
Section, The Procurement Unit w i l l  consolidate the clothing 
requ isitions.



N tC A i/U ^ y  WAR relocation authority
CENTRAL UTAH PROJECT 

Topaz, Utah

September 1, 19i|3

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. ^

TO: Assistant Directors* Section and Unit Heads

SUBJECT: Compensatory Overtime -  Appointive Personnel

In accordance with the provisions of the "War Overtime Pay Act of 
191+3" » (and as sp ec ific a lly  covered in Supplement 6 to Administrative 
Instruction No. 13 ) the War Relocation Authority is  permitted to 
grant compensatory time o ff  fo r authorized overtime in excess of the 
regular forty -eight hour week fo r fu ll-tim e per annum employees.

The overtime in excess of the regular eight hour day must be ordered 
and approved in advance by the Project Director. When it  is  found 
necessary to perform overtime work, the section or unit head shall 
prepare the authorization fo r signature of Project D irector, and 
route it  to the Assistant Director to be forwarded. Form WRA-cu-81 
(Memorandum) shall be prepared in orig inal and two copies, to be

O riginal: Personnel Section, a fte r completion of work
1st copy: Budget A Accounts Unit
2nd copy: To bo retained by the Division

Regular "Application fo r Leave" is  to be submitted to the Personnel 
Section when compensatory leave is  to be taken, with the wording 
"Compensatory Leave" typod on tho leave s lip . Leave s lip s  are to 
bo approved in advance in tho regular mannor.

A ll compensatory time earned, taken, and uncompensated shall be 
accounted fo r by the Personnel Section on Form WRA-262 (Compensa­
tory Time Record).

Appointive Personnel should fam iliarize  themselves with the instruc­
tion  contained in Supplement 6 to Administrative Instruction No. 13*

routed :

/ / , ✓ i



WAR RELOCATION AUTHORITY 
Washington

j  t

ADMINISTRATIVE INSTRUCTION No. 1J, Supplomont 6

-~b^ °op! Hours o f Work, Overtime and Compensatory Leave fo r Appointive Por- 
sonnol at Relocation Cantors

Section V-A o f Administrativo Instruction No. 13, approvod July 3, 19tó i «  
horoby ohangod to  road as fo llow s: y

A, Hours of Work:

Tho o f f ic ia l  workweek of the WRA is  prescribed as forty -eight hours 
ased on sa-x eight-hour days per week. Except in cases of eirorgency’ or 

peak loads, regular hours of duty w i l l  bo followed and supervisors and 
.employees w i l l  plan th e ir  work on that basis . The exact t S I  0? begin - 
•ri f  r °S « }ar eight hour day may bo fixoc? by tho Project Director.
tional^ov P?^i0y of th0 War Rolooation Authority not to authorize addi- 

íonal ovortimo work on a prearranged sohodulo basis . That is  i f  it  is  
nooossary that appointive personnel bo on duty outside of tho rogular 
2 C.r f f  working hours o f tho projoot, thon such arrangements fhould bo 
mado through a staggering of working hours among tho porsonnol Additional 
overtime work shall bo limited in a l l  oases to L o rg o n o io s^ r  unusual
t í r o r w b 00E’ s -nd Shr'U  b°  th0 p oU °y  t0 oomponfa?o fo r  this work
K 3 5  or°unusun? ° í r° ° mP°a5atory ^ l y  in casos of extremo omor-
f i b i l i t v  of n0C,f.' whoroia oiroumstanoos preclude tho pos-
basis w ithinPbho r i i  £ í? °  sraf tiia£ of such overtime on a compensatory
componlatefbv a d d l T  P° r i ° d ° f  n i* ° ty  days' sha11 tho overtime be oumponsa-coa oy additional payments.

1. Overt imo

In accordance with the provisions of the "War Overtime Pay Act of 
19h3 (Public Law Í4.9 ” 78th Congress) and C iv il Service Commission 
Circular L2L, T itle  5» Chapter I ,  Part 20, the WRA w i l l  grant compen­
satory time o ff  fo r  authorized overtime worked in excess of 1+ 8 hours 
per week by fu ll-t im e per annum employees at the Relocation Colters, 
.uthority is  hereby delegated to Project Directors to approve overtime 
in excess of the 48 hour week. This authority may not be redelegated.

2• Recording of Overtime-'

The ovortimo in excess of oight hours in any work day must bo ordered 
&pnrovod in advance by tho Project Director in tho form of a memo­

randum addressed to tho Division Hoad. Copies of such memoranda shall 
bo forwardod to tho Finance O ffice and tho Porsonnol O ffice.

3* Granting of Compensatory Time

Employees shall bo givon compensatory time o ff  through tho preparation 
o a rogular lcavo s lip  with tho nature of tho loavo typod in as "Com­
pensatory Leave." Such leave s lips must bo approvod in advaneo by tho 
porson who ord inarily  approvos leave” -------------------------

C-dj22-Pl of 3-BU-COS-WP
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This compensatory leave may be accumulated but shall be granted within  
90 days a fte r the close of the week in which such overtime was per­
formed. I f ,  because of unusual or emergency conditions, the compen­
satory leave can not be granted within the specified period, the em­
ployee shall be given additional compensation fo r th is overtime in an 
amount equivalent to the regular overtime rate paid to such employee, 
AoDrove.1 fo r the payment of th is overtime compensation must be obtained 
in advance from the Director by submitting fo r his consideration the 
reasons why the employee was not allowed compensatory leave w ithin the 
90 day neriod and reouesting a special allotment.

1+, Compensatory Time Records

A record of a l l  compensatory time earned, taken, and uncompensated 
shall be. maintained by the Personnel O ffice on iorm WRA-252

7ÏÏÏE-2&2 '

D ivision

Position

5 x 8 __________

WAR RELOCATION AUTHORITY 

Compensatory Time Record 

Na me

Grade

Date
Hours
Earned

Hours Taken Uncompensated
Time RemarksLeave

5 • Forms

A supply of forms w i l l  bo forwarded in the near future. In the interim  
a supply should bo reproduced at the project.

T u J a ^ n
Acting Director

C-Q[£2-F2-B U- CO S -WP



WRA-cu-81
WAR RELOCATION AUTHORITY 

CENTRAL UTAH PROJECT 
Tomz, Utah

Date

MEMORANDUM TO : _________ _

T it le

SUBJECT: COMPENSATORY OVERTIME -

T it le  '

In accordance with your request, you are authorized to have compensa­

tory overtime performed by tho above-named individual in accordance with 

the regulations set forth in Administrative Instruction No« 13 Supploment 

No* 6, dated August 5 , I 9J+3,

To work approximately on
hour's ‘ date " “ —

fo r tho purpose of

CHARLES F. URNST 
Project Director

I hereby ce rtify  ..that I performed 

__________________ _____ from
dato

purpose as shown above.

AM to 
PM

Date

hours overtime on

AM fo r  the 
PM

Apnrovcd•

Signature

T it le

Signature of Soction or tin it  Head

it  le

O riginal: Porsonnol Soction 
1st copy; Budget & Accounts Unit 
2nd copy: To bo retained by Dvn,



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

November 15, 19^3

Administrative Management Memo No. 6

To: Section Chiefs and Unit Heads

Subject: Compensation Bonefits fo r Resident Workers

The Administrative Manual, Sections 50.5.50-61;B, establishes the 
right of residents employed by the War Relocation Authority who sustain 
traumatic in ju ries in the performance of duty to compensation benefits  
under the provisions of the United States Compensation Act,

It is  important fo r an injured resident to establish  his rights under 
the Compensation Act inasmuch as the Act in some cases provides bene­
f i t s  in addition to pay fo r services a fte r they are re-employed and 
benefits^may continue a fte r the termination of tho relocation program, 

his indicates the importance of promptly reporting every in jury  
sustained in line of duty. v

The Administrative Manual designates tho chief of the Administrative 
management^Division as tho person to nerform the duties and responsi- 
l l i t i e s  given by the Manual Sections re lating  to compensation bone-

I  IT/  S •

Forms aro availab le  fo r  proper reporting o f in ju rie s . Section heads 
should fam iliarizo  themselves with tho provisions of tho Administra­
tive .»anual referred to and see that a l l  in ju ries are reported promptly.
M L  M id0nt WOrkors aud foromcn should be advisod that workers are en­
t it le d  to compensation benefits fo r  traumatic in ju ries  received in tho 
performance of duty and tho importanco o f reporting a l l  in ju ries  
promptly should bo strossod.

J .■'E'./Hughe s
Depúty Project Director

ce. Labor Committoo of Council 
Staff Safety Committee 
Project Attorney



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

Topaz, Utah

November 26, 194-3

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. 7 

SUBJECTS Instructions on Travel (Applicable to Residents)

Administrative D ivision Memorandum No. 7, dated February IS , 194-3, provided 
instructions fo r trave l fo r  appointive s ta f f  members. The follow ing instructions 
are now being provided to cover a l l  trave l by resident employees.

1. Request fo r  Travel Authorizations

Whenever i t  is  necessary fo r a resident worker to perform o f f ic ia l  travel 
fo r  the War Relocation Authority, Request fo r  Travel Authorization, Form 
OEM-39, should be prepared by the Section Head and approved by the 
Division Chief and routed to the Budget and Accounts Unit of the Finance 
Section. This form must be f i l le d  out in deta il indicating the mode of 
travel and the ju s t ific a t io n  fo r  such trave l. In the space indicated Per 
Diem Allowance, statement sha ll be made ’’actual expense basis not to ex- 
ceed $1.00 per meal and $2.50 per night fo r lodg in g .”

These Requests fo r  Travel Authorization, Form OEM-39, must be submitted in  
a l l  cases in advance of the t ra v e le r ’ s departure and must be used to cover 
a l l  resident’ s travel away from the project. The Agent-Cashier has been 
instructed to refuse to pay any meal or lodging receipts where the forms 
authorizing that expense are not on f i l e .

Since the procedure covered in O ffice Letter No, 30 dated November 19, 
1943, requires the resident trave ler to carry the Travel Authorization, 
Form OEM-71, with him, the request fo r  issuance of the authorization  
should be submitted in su ffic ien t time to permit orderly processing and 
delivery  of the Travel Authorization to the trave ler.

2. Rendition of Accounts

.ng from the + r»-îp, the ■
Form ICI ¿—•a 9 ReCe f
¡et sb.cwing his itine ra:
iject and at the pc in.is

I 1-4-1ed out ind ic a t i ng

(Standard Form lC12-d, Receipt fo r  Cash) to the Agent-Cashier together 
with a sheet showing his it in erary  including departure and a rr iv a l times

of destination. A ll  receipts must be 
the payee’ s name, the amount of the re­

ceipts, the location of the hotel or restaurant or other business signing 
the receipts, and the fu l l  name and t i t le  of the individual acknowledging 
receipts of that particu lar amount o f money.

3. Meals in Delta

A ll  work crews from the project working in Delta, such as warehouse crews, 
truck crews, agricu lture crews, e tc ., who anticipate being away from the 
project during meal time are to obtain lunches from the Sandwich Kitchen, 
Block No. 1, p rio r to th e ir departure. Under normal operations, meal 
tickets are not to be approved fo r  meals in D elta , since the tr ip s  can be 
scheduled to allow fo r  meals on the project or lunches may be obtained



from the Sandwich Kitchen. The only exceptions in th is case w i l l  be emer­
gencies fo r  which approval must be obtained from the Section Chief. These 
emergency purchases must be fu l ly  ju s t if ie d . The maximum amount allowable  
fo r  meals authorized to be taken at Delta is  $.75 per meal.

When meals are authorized in Delta, i t  w i l l  not be necessary fo r the Sec­
tion Chief to prepare a “Request fo r  Travel Authorization;'* the ju s t i f i ­
cation w i l l  be shown on the reverse side of Standard Form 1012-d, Receipt 
fo r  Cash, and signed by the Section Chief.

Transfers Between Centers

Transfers between centers w i l l  be handled in the same manner as at present 
in accordance with Manual, Section 50.3*11 through 50.3.25, and relocation  
trave l w i l l  be handled in accordance with Leave Handbook, Section 60.13.

James F. Hughes 
Deputy Project D irector



OATEfORM OEIK-30 
( 1 1 - 2 3 - N 2 ) EXECUTIVE OFFICE OF THE PRESIDENT

O F F I C E  FOR EMERGENCY MANAGEMENT
R E Q U E S T  F O R  T R A V E L  A U T H O R I Z A T I O N

lE OF EMPLOYEE
Sumió Miyamoto

Kov. 22, 1943

TI TLE
Truck Driver

OFFICIAL STATION
Topaz, Utah

AGENCY
War Relocation Authority

TRAVEL FROM TO

Topaz, Utah Salt Lake C ity, Utah and return

EXHIBIT

OATE EFFECTIVE TERMINATING APPROXIMATELY NO. OF TRANSPORTATION 
REQUESTS REQUIRED

PER DIEM ALLOWANCE RECOMMENDED

Nov. 22, 1943 Nov. 23, 1943 — —

PURPOSE OF TRAVEL
To transport materials and supplies from Fort Douglas, 
Utah, to Topaz, Utah.

IF  PERIOD OF TRAVEL IS IN EXCESS OF ONE MONTH AND DEFI NITE ITINERARY CANNOT BE DETERMINED PLEASE STATE IN DETAIL JUS­
T I FI CATI ON FOR GENERAL TRAVEL:

MODE OF TRAVEL IS REQUESTED AS INDICATED BY LETTER "X"
A ( a)  COMMON CARRIER ( RAI L ,  AIR,  WATERl

(b.) -EXTRA-FARE TRAIN

t c )  p r i v a t e l y  Owned a u t o m o b i l e  on a m i l e a g e  b a s i s  at the  rate  s p e c i f i e d  b e l o w , not  to  e x c e e d  t h e  cost  of  t r a v e l
BY RAIL PLUS PULLMAN, IN ADDITION TO OTHER EXPENSES IN ACCORDANCE WITH PARAGRAPH 1 2 ( a )  OF THE STANDARDIZED
g o v e r n m e n t  t r a v e l  r e g u l a t i o n s .

( d 1 PRIVATELY Owned  a u t o m o b i l e  on a m i l e a g e  b a s i s  at  t h e  rate  s p e c i f i e d  b e l o w , w h i c h  has  b e e n  a d m i n i s t r a t i v e l y  
d e t e r m i n e d  i n  a d v a n c e  to be  more  e c o n o m i c a l  and a d v a n t a g e o u s  to t h e  u n i t e d  s t a t e s , i n  a c c o r d a n c e  ywI th
PARAGRAPH 1 2 ( a )  OF THE STANDARDIZED GOVERNMENT TRAVEL REGULATIONS.

( # )  COMMON CARRIER WHENEVER PRACTICABLE, OR WHEN NOT PRACTICABLE TO TRAVEL BY COMMON CARRIER, BY PRIVATELY OWNED
a u t o m o b i l e  for  wh i c h  r e i m b u r s e m e n t  w i l l  be  allowed  at  t h e  m i l e a g e  r a t e  s p e c i f i e d  b e l o w , c l a i m  for  a u t o -
MOBILE MILEAGE AT THE RATE MUST BE SUPPORTED BY STATEMENT SHOWING IMPRACTICABILITY OF TRAVEL BY COMMON 
CARRIER.

( f )  SPECIAL AUTHORITY:

Actual expense basis not to exceed $1.0C per meal 
and $2.5G per night fo r lodging.

JUS1r 1 F 1 CAT 1 ON OF MODE OF TRAVEL IF OTHER THAN COMMON CARRIER*.

EST 1 

•
MATED PER DIEMi MILEAGE RATÉ APPROVED

/s/ Carl Rogers
( 8 l g n a t u r a )

Head. Motor Transport & Maintenance
t r i t i « )

'm a t e d  other APPROPRIATION

TOTAL
s 6.5C

ALLOTMENT SYMBOL

nobu-wo



OFFICE FOR EMERGENCY MANAGEMENT 
Washington, D C.

TRAVEL AUTHORIZATION

No------------------
Nov. 22, 1943

Date--------------- —
Sunjio Miyamoto Truck Driver

Name----------------------------------  Title------------- (T'olur Transport and-------------
Topaz, Utah Operations Maintenance Section

Official Station-------------------- - Divisioh------- --------------------------- ----
1. You are hereby authorized to Incur such expenses as may be necessary for the purpose and during 

the period stated below, to be paid from available appropriations in accordance with the Stand­
ardized Government Travel Regulations and the fiscal regulations of the Office for Emergency Man­
agement.

2. Travel frof.°Paz> Utah To:Salt Lake C ity, Utah and return

OEM-71

EXHIBIT

For the purpose o To transport materials 
Utah, to Topaz, Utah

and supplies from Fort Douglas,

Mode of travel is authorized as indicated in paragraph(s) 
(a) Common carrierCommon carrier, Including air line

.below:

b)
(c)

(d)

(e)

( f )

V/UU UII UIA  v d i  1 I C l  f  U U i u f t  a x *  a a u v , .  u  ^ ^  ^Privately owned automobile on a mileage basis at the rate specified below, not to exceed the 
cost of travel by rail plus pullman, in addition to other expenses in accordance with para­
graph 12(a) of the Standardized Government Travel Regulations.privately owned automobile on a mileage basis at the rate specified below, which has been ad­
ministratively determined in advance to be more economical and advantageous to the United 
States, in accordance with paragraph 12(a) of the Standardized Government Travel Regulations« 
Common carrier whenever practicable, or when not practicable to travel by common carrier, by 
privately owned automobile for which you will be reimbursed at the mileage rate specified be­
low, such allowance having been administratively determined to be more economical and advan­
tageous to the United States. Claim for automobile mileage at the rate must be supported by 
statement showing Impracticability of travel by common carrier.
Special Authority . . . . .  ,Actual expense basis not to exceed frl.OC per meal

and $2.50 per night fo r  lodging.

4. Date effective Nov. 22, 1943

See F5. Per diem allowance____

Terminating approximately, 

Mileage rate------------

Nov. 23, 1943

Appropriation ------------- -----

Allotment Symbol ------------------

Estimated per diem $ ------------ ------

Estimated other < ", —
Total ft 6.50_____________

Finance Section
Submit Reimbursement Vouchers for clearance To---------------—----

/s/ G ilbert L. Niesse

Finance O fficer
Tit le

992



Standard Form lC12d-Revised 
Form Approved by 

Comptroller General, U, S. 
July 19, 1937 

(Reissued Oct. 3C, 19-42) 
General Reg. Mo. 88

RECEIPT FOR CASH— SUBVOUCHER

(To be used when dealer1s 
b i l l  is  not ava ilab le )

Subvoucher No.__ 1

EXHIBIT

RECEIVED IN CASH FROM_______ Sumio Miyamoto_____________________________

Seventy-five Cents Only ____AND 75 DOLLARS ($ ,75_________ _________
in f u l l  o f the follow ing account: ICC GPO 16-32516-1

DATE ARTICLES OR SERVICES AMOUNT
Nov. 26, 1943 1 Dinner .75. . .

■11 ' " 1 ■1 - L 1....j... '....*—  ■

Witness to signature by mark: B TTT,.
_________________® _____________ DO not CARLTON RESTAURANT_______________

(Signature o f“witness) SIGN IN (Signature)
DUPLICATE P.0. Address 10 S. B'dway. SLC. Utah

(Address of witness) By (S igned); Charles Smith.... ..........
,__________________________________ _ T it le _________ Cashier _______



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

Topaz, Utah

TRAVEL ITINERARY
EXHIBIT

Traveler Sumio Miyamoto____________________Section Motor Transport & Maintenance

T i t le _______ Truck Driver____________________________________ .

Purpose o f Trip To t r ansport materials and supplies from Ft . Douglas« Utah

___________ ___________ to Topaz, Utah_____________________________________________________________

Mode of T rave l_______________ ________ _____________________________________________ ______________

Date Point o f Travel Time

Departed Nov. 22, 194-3 From Topaz, Utah S:4-5 a,m.

Arrived h Ft. Douglas, Utah 2:15 p.m;

Departed Nov. 23, 194-3 From Ft. Douglas, Utah 9:00 a.nw

Arrived « Topaz, Utah 3:00 p.m.

Departed

Arrived

Departed

Arrived

Departed

Arrived

Departed

Arrived

Number of "Receipts For Cash" attached ___________________

Comments: Loaded materials and supplies on truck from 2:30 P»m.



WAR RELOCATION AUTHORITY 
CEiiTR.lL UTAH PROJECT 

TOPAZ , UTAH

December 2|, 19b3

ADMINISTR..1TIYE MANAGEMENT DIVISION MEMORANDUM NO. 8

TO; Section & Unit Heads

SUBJECT; Procedure fo r  Handling Drums and Cylinders

To exped ite return , and obtain more accurate con tro l o f  drums and c y lin d ­
ers , the fo llo w in g  procedure is  es tab lish ed :

Drums: A ll  f u l l  drums sha ll be t a l l i e d  in  at the garage. Bach drum

1, 2, 3» e tc . r e s p e c t iv e ly . The penciled  t a l l y - in  sha ll be immediately 
routed to  P ro je c t Warehouse $101, where i t  w i l l  be typed up and handled 
in  the usual manner.

ered, and then only a f t e r  the p rev iou s ly  issued drum has been emptied 
and returned in d ica tin g  a need fo r  another f u l l  drum. I f  th is  p ra c tice  
is  f  o llow ed , drums should not remain on the p ro jec t more than the a llo te d  
90 days.

The ta l ly -o u t  fo r  shipment o f empty drums sha ll be made by the garage, 
in  o r ig in a l and s ix  cop ies , at time o f load in g; showing in  a l l  cases 
the purchase order number on which o r ig in a l ly  rece iv ed . The d r iv e r  o f 
the truck  sh a ll b e ( in stru cted  to  take a l l  cop ies o f t  he ta l ly -o u t  to  
P ro je c t  Warehouse $101, where ho w i l l  sign as c a r r ie r .  Upon d e liv e r in g  
drums to  the poin t o f d es tin a tio n , he w i l l  procure the signature o f  the 
r e c e iv in g  party  on the o r ig in a l t a l ly - o u t ,  and return i t  to  the P ro je c t 
Warehouse fo r  handling* Ho w i l l  leave a copy w ith  the rec e iv in g  party .

C y lin ders ; A l l  cy lin d ers  sh a ll be t a l l i e d  in  at P ro je c t Warehouse $101 
and w i l l  bo tra n s fe rred  to  the garage on a property tra n s fe r . The gar­
age storekeeper w i l l  keep an accurate record c f  a l l  cy lin d ers  issued 
and rece ived ; w i l l  prepare m ateria l issuanco t ic k e ts  and w i l l  make sure 
th a t none arc kept on the p ro je c t lon ger than necessary. The con tract 
requ ires  return o f cy lin d ers  w ith in  30 days. The ta l ly -o u t  o f  empty 
cy lin d ers  w i l l  bo e f fe c te d  at P ro jec t Warehouse $101. Ic t iv e  cooper­
a tion  by a l l  concerned w ith  any part o f  the handling o f drums o r  c y lin d ­
ers w i l l  bo expected and appreciated .

shat1 be numbered w ith  i t s  p a r t icu la r  purchase order number fo llow ed  by

Ho drum sh a ll be issued from the garage w ithout having f i r s t  been numb-

Deputy P ro je c t D irec to r
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WAR RELOCATION AUTHORITY

Central Utah P ro je c t 
Topaz, Utah

January 10, I 9M4

ADI'UUICTR\TIVE MANAGEMSNT DIVISION MEMORANDUM NO. 9 

TO: A l l  Appointed Personnel

SUBJECT: In d iv idu a l Time Records and Salary Checks

I t  has been the p ro je c t p o lic y  un to  the ’"resent time to  have two tim ekeepers make 
d a ily  checks o f  time worked by appointed personnel and to  prepare semi-monthly 
time ‘reports  fo r  signature o f  the responsib le supervisor. This procedure has not 
proven e n t ir e ly  adeouate, and a new procedure as ou tlin ed  below is  to  be placed 
in to  e f fe c t  upon rec e ip t o f  th is  memorandum.

An "in d iv id u a l Time Record” w i l l  be maintained by each appointed 
employee, and i t  w i l l  be the employee’ s r e s p o n s ib il it y  to  nmke 
record ings d a ily  o f  hours worked and leave  taken.

The time record w i l l  be c e r t i f i e d  by the employee and submitted 
to  the Section Head on the f i r s t  and s ix teen th  o f  e«ch  month.
The Section Head w i l l  approve or e f fo c t  necessary co rrec tion s  
and w i l l  forward a l l  time r e c o rd s 'fo r  h is  section  to  the Personnel 
Management Section . ( i f  a Section Head desires  the approval o f  a 
Unit Head on a tim e record in  add ition  to  h is  own approval, such 
approval may be shown below the space provided fo r  signature o f  
the Section Head. )

3« Upon rece ip t o f  the tim e records by the Personnel Management 
Section, sa lary  checks fo r  the period  covered w i l l  be g iven  to  
the Section Head fo r  d is tr ib u t io n  to  the employees w ith in  h is  
section .

In order th at the semi-monthly p a y ro lls  can be prepared according to  schedule and 
sa lary  checks d is tr ib u ted  on the f i r s t  end. s ix teen th  o f  each month, i t  is  necessary 
that p roperly  c e r t i f i e d  In d iv idu a l Time Records be submitted to  the Personnel 
Management Section on the requ ired dates.

The f i r s t  time records w i l l  be due in  the Personnel Management Section on the s ix ­
teen th  o f  January *nd are to  include recordings o f  a l l  hours worked and a l l  leave 
taken fo r  the period  January 1 to  15, 19^4 in c lu s iv e .

/  J. F. Hughes
Deputy P ro je c t D irec to r

Attachment
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WAR RELOCATION AUTHORITY 
Central Utah Project 

Topaz, Utah

INDIVIDUAL TIMS RECORD

N ame___________________________ T i 11 e_______________________ Grade______ S al ar y_______ _

Payroll period from_______________________ 194 to__________________ 194

(Postings must be made dally)

"1
16

21 3
¿ d m

4
19

5
20

6
21

7
22

e
23

9
24

10
25 U

26
12
27

15
28

14
29

15
50 51

Hours worked-regular

Hours worked-comoensatory

Annual Leave-taken '

Sick Leave-taken

^ p m o e n s a t o r y  Leave-taken
■ ■

^  I hereby certify that all time shown above was performed by
me during regular assigned work hours, that if time worked in excess of 
48 hours per week, that the same was approved in advance and is shown 
as compensatory time. I further certify that all annual, compensatory, 
and sick leave requests have been submitted as required by regulations 
and that this is a true and accurate record for the period stated a- 
b o v e .

Signed_______________ • _________________

Certified to be correct:

Section Head

Postings are to be made dally to this form. It must be submitted to 
the Section Head on the morning of the first and sixteenth of each 
month. The Section Head will approve, or effect necessary corrections, 
and will forward all Individual Time Records for his section to the 
Personnel Management Section; upon receipt of the time records, the 
salary checks for the period covered will be given to the Section Head 
for distribution to the employees.



WAR  RELOCATION AUTHORITY 
Contrai Utah P ro je c t 

Topaz, Utah

March 31» I9bh

TO; A l l  Anpointod Porsonnol

SUBJECT: In d iv idu a l Tino Records and Salary Chocks

E f fe c t iv e  w ith  the p a y ro ll period  ending January 15, 19^4# sa la ry  chocks 
wore rc loascd  by tho Porsonnol Management Section  upon re c e ip t  o f  tho 
timo rooords from tho Section  Hoads.

There have boon a considorab le number o f  d iscropancios on those time 
records and in  order to  ensure that accurato c e r t i f i e d  tim e reports  and 
annual and sick  loavo records w i l l  adequately support p a y ro lls , tho 
fo llo w in g  procedure is  being in s t itu te d  in  l ie u  o f  that estab lish ed  
by Paragraph Ho. 3 o f  Adm in istrativo  Management D iv is ion  Memorandum No. 
dated January 10*

3. Upon re c e ip t  o f  the time records grouped by section  in  the 
Personnel Management S ection , they w i l l  bo forwarded to  tho 
Budget and Accounts Unit fo r  audit against the leave and 
other records. A fte r  tho audit has boon completed and any 
necessary co rrec tio n s  made by the in d iv id u a ls  concerned, the 
chocks w i l l  bo re leased  by tho Budget and Accounts Unit 
to  the Section  Hoad fo r  d is tr ib u t io n .

In  order to  a llow  time fo r  computing tho audit and tho making o f  co r­
rec tio n s , pay-days aro hereby changed to  tho second and soventoonth 
o f  each month.

This procedure is  being in s t itu te d  on tho pay period  onding A p r il 15#

W alter Bonderich
Acting Asst, P ro je c t D irec to r



VAR RELOCATION AUTHORITY CENTRAL UT,AH PROJECT TOPAZ, UT AH
February 11,

ADMIIIISTMTIVE KAITAG3MBNT DIVISION T1ETOR AUDUTI 110. 10 
\\ ,  r •SUBJECT: S t«t io n c ry  Stock Room

The s ta tio n e ry  room h ere to fo r  "located at "'«.rehouse 101 h« s 
r e c en t ly  been moved to  Firehouse 121. In order that the 
se rv ic e  o f th is\br«nch  o f th e  Yr«rehouse Unit may be improved, 
the fo llo w in g  procedure is  ou tlin ed :

1. R equ is ition s  fo r  s ta tion ery , o f f i c e  supplie s, e t c . ,  
must be 'submitted; on Form 1TRA-CIJ-32, S tationery 
Request Ano\Receipt, which should be prepared in  
o r ig in a l anal th ree  cop ies , and should shew complete 
d escr ip tion  ĉ f the item  wanted i e : ,  form number, 
s iz e , e tc .

2 . R equ is ition s  mutet be submitted on Thursdav o f each 
week fo r  the fo llo w in g  weeks supp lies . Careful 
req u is it io n in g  ■’" i l l  obv ia te  the n ecess ity  fo r  energetic; 
requests fo r  s ta tio n e ry . Emergency requests - d l l
not be honored unl\ss ve ry  good ju s t i f ic a t io n  fo r  
emergency issuance £s g iven .

3* Form FR a-CU-32 yi'T 1 \o used to  re q u is it io n  items o f 
«n  expendable nature on ly . R equ is ition  fo r  desks, 
c h « ir s ,  stab le mcc hineks, «nd other la rge  o f f i c e  

' oqulament must be submitted on Form "'•FR A-7•

4 . A ll items recu is it io n o d  Irom the ’Torehouse -d 11 be 
d e liv e red  as "oc-n as p o s s ib le . In th e event items 
req u is it ion ed  are not in  s$ock, such items - d l l  be 
placed on back order and do ftiverios  - i l l  bo completed 
as soon as the stock is  rep len ished .

This memorandum cancels «nd supersedesV ldm in istrativo D iv is ion  
, Memorandum No. 5 1 dated January 8, 19^3•

i i  IV S ^  jp' - ***T>
/' / a w ^ y r. Hughes

/^Depuw P ro je c t D iroctor
/ /  r  \

\ / VrtV . x 

">J \  %



NOTE: Because th is  memorandum was delayed* Your r e q u is it io n  

fo r  the f i r s t  h a lf  o f  November may be submitted up to  

Tuesday, October 31*



WAR RELOCATION AUTHORITY 
C en tra l Utah P ro je c t  

Topaz, Utah

October 27, 1944

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANEUM NO. 10 (Rev.) 

SUBJECT: Stationery Stock Room

The stationery room located at Warehouse 121 has been closed fo r  
inventory and w il l  remain closed thereafter except fo r orders 
placed on semi-monthly requ isitions. This is  necessary because 
o f a greatly reduced warehouse s ta ff  and the necessity fo r a 
more r ig id  property control procedure. E ffective October 25, 
1944, when the f i r s t  semi-monthly requ isition  is due no more 
pick up orders w il l  be permitted.

1. Requisitions fo r stationery, o ffic e  supplies, etc. should be 
prepared in o rig ina l and three copies and should show the 
complete supply catalog description o f the item wanted; i.e*, 
catalog number, s ize , and complete nomenclature.

2. Requisitions must be submitted on the 10th o f each month fo r  
delivery on the 15th, and on the 25th for delivery on the 
f i r s t  o f the follow ing month. Warehouse 121 w i l l  be closed  
at a l l  times so that i t  w i l l  be necessary to requ isition  a l l  
of your supplies in these semi-monthly requ isitions. Emer** 
gency requisitions w i l l  not be honored unless very good jus­
t i f ic a t io n  is  given and they must be in itia ted  by the Supply 
O fficer before they w i l l  be f i l l e d .

This memorandum oancels and supersedes Administrative Division  
Memorandum No. 10 dated February 11, 1944»

G ilbert L. Niesse 
Assistant Project Director 
Adm. Management Division



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ4 UTAH

FEBRUARY 21, 19l^

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. 11

MEMORAlTDUT.i TO: D iv is ion  Section and Unit Heads

SUBJECT: Requests fo r  Mimeographing

There has rec en t ly  been such a volume o f  mimeograph­
ing reouested that the mimeograph unit has been unable 
to  cope ^dth i t  during the regu lar —ork ing hours.

I t  is  requested th a t a l l  s te n c ils  o f a d e f in it e  
’’Rush'* nature be cut Previous to  submission f o r ( mimeo­
graphing by the o f f i c e  requesting  the job , and that 
a l l  orders not o f a rush nature be submitted at le a s t 
3 days ahead o f date wanted. In add ition  to  th is ,  a lso , 
p lease ascerta in  from the mimeograph operators the time 
such "Rush” work '■'-’■ ill be completed and c a l l  fo r  i t  at 
that o f f i c e .  There have been instances where ■»’■ork has 
been marked "Rush1* and having been completed remains 
uncalled f o r .  I t  is  not poss ib le  f o r  the mimeograph 
operators to  d e liv e r  orders#

A l l  s te n c ils  must have the approval o f  the Depu­
t y  P ro je c t D irec to r b e fo re  being submitted fo r  mimeo­
graphing. P lease route a l l  requests through the O ffic e  
Manager who w i l l  submit them fo r  h is  approval.

Acting Deputy P ro je c t D irector



1Î&R RStDCATÌON AUTHORITY 
Central Utah Project 

Topaz, Utah

April 27, 19U5

/

A&mi$m.Tvm management vmsiw memorandum no . 11

SUBJECT* Requests for Mimeographing

. The last paragraph of Administrative Management Memo­
randum No. 11, dated February 21, 19^+, has been amended 
to read as follows;

"All stencils must have the approval of the Forms 
Clearance Officer before being submitted for 
mimeographing* Please route sill requests through 
the Office Manager who will submit them for his 
approval.”

Effective immediately Mr. DorenB. Boyce will act as 
Forms Clearance Officer for the purpose of approving all 
stencils.

SŒtaMENT 1

TO:  ̂ Division* Section and Unit Heads

L. T-. Hoffman 
Project Director

MEiAP-105



WAR RELOCATION AUTHORITY 
Central Utah Project 

Topaz, Utah

April 18, 1944

ADMINISTRATIVE MANAGEMENT DIVISION MEMORANDUM NO. 12 

SUBJECT: Issuances of Work Clothing

In order that the various sections ma y  obtain more effective 
control over issuance to their respective employees of gloves, 
aprons, coveralls, and other similar items of a personal n a ­
ture and to expedite issuance from the warehouse, the following 
procedure is proscribed:

The section head requesting issuance for a worker will pr e ­
pore Form WRA-109, Receipt for Hand Tools and Personal E q u i p ­
ment, in triplicate, showing section and unit in which employed 
and will indicate his approval by signing all copies of Form 
WRA-109. Requests for issuance of work clothing should not 
be submitted to the Warehouse if the issuance is not authorized 
under Section 50.5.10 of the Washington Manual* The worker 
will then present the approved WRA-109 at Warehouse #117 and 
the issuance will be made.

The warehouse will maintain a record of amounts allocated by 
section only (each section must maintain records of allocation 
to its units) and will inform the section head when the stock 
roaches the minimum throe months supply in order that a r e q u i ­
sition for replacement may be submitted.

Your co-operation in this matter will be appreciated.

Gilbert L. Niasse
Acting Ass't. Project Director


