


V/AR RELOCATION AUTHORITY

Washington

MEMORANDUM

June 15, 1943

TO:, M1 Project Directors

SUBJECT: Allotment Ledger Accounts

In line with the revised organizational charts there
is transmitted herewith a chart of Allotment Ledger Accounts.

These accounts vary from those prescribed in the pre-
liminary Finance Manual and correspond to the accounts which
will be prescribed in the official Finance Manual when re-
leased. This advance information ig being released iIn order
that the accounts may be correctly established as of July 1,
1943, for the ensuing Ffiscal yearr
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01,1

01,2

01.3

Community
Management
Division

Operations
Division

Administrative
Management
Division

01.A

—X=

Personal Services (indefinite Appointed)
One Account (total project)

Personal Services (Without regard to Civil
Service)

By divisions based on specific allotments
Personal Services (Evacuee)

Project Management (Including Project Director.
Employment, Legal Division, Reports Division)

Health

Education

Internal Security

Gommuni ¥ Activities

Welfare

Other Gomniunity Management Division

Fire Protection

Industry

Agriculture

Engineering Section

Jlotor Transport & Maintenance
Other Operations Division

Finance

Supply Section (other than Mess)

Mess

Other Administrative Management Division

Personal Services (Temporary Employees)

Project Management

Community Management Division
Operations Division

Administrative Management Division

Travel
Project Management
Community Management Division

Operations Division
Administrative Management Division

C-025i 1-P2*BU-CO.3-WP



Community
Management
Division

Operations
Division

Administrative

Management
Division

03

05

06

o7

08

Transportation of Things.
One Account (total project)
Gommunication Services

One Account (total Project)
Rents and Utilitz Services

Pro ject Management
Community Management Division

Operations Division
Administra ive Management Division

Printing and Binding
One Account (total project)
Other Contractual “rvices

Project Management

Community Management Division
Operations Division

Administrative Management Division

Materials and Supplies

Project Management (including Project Director.
Employment, Legal Division, Reports Division)

Health

Education

Internal Security

Community Activities

Welfare

Other Community Managemont Division

Fire Protection

Industry

Agriculture

Engineering Section

Motor Transport & Maintenance
Other Operations Division

Finance
Supply Section (other than Mess)

Mess
Other Administra ive Management Division
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09 EauiDiaent

Project Management (including Project Director
Employment, Legal Division, Reports Division

Health
Community Education
Management Internal Security
Division . Community Activities
ITelfare

Other Community Management Division

Fire Protection

Industry
Operations Agriculturo
Division Engineering Soction

Motor Transport & Maintenance
Administrative Finance

Management Supply Section (other than Mess)

Division Mess o ) L
Other Administrative Management Division

"10
/ N N
One Account (total project)
11 Grants

Proje ct Management
Gonununity Management Division

16 Loans

One Account (total project)
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VAR RELOCATION AUTHDHIrr

Washington
January S, 194"
Memorandum to Project Directors .
* i -
Subject: Standard Ey~aouee-Employment- list
Third-Q,uarter, Fiscal Year.
jam V.

In preparing the evacuee personnel trodget for the third quarfer
we have had two objectives] - u ” »

" (1) to provide the "basic uniformity of personnel organisation
required for administration of a coordinated program; and

* (2) to permit the maxinnun flexilDility poseitle within this

Isasicl’brganizational pattern«

- d l R ,.,,.f* = VAR o« " E

To achieve the first O“jectiTe the follpwing guif§ _lines have "been

established. Most of these have teen in effect for the last two quarters
"but merit -teview at this time* - !

(I™"-i Staiidard positions, have "b™. established to 'te used on all
centers.* Attached.” with this memorandum is”a -revised list, of the titles
of these positions/ their cede num"bers, and their™ salary rates.. . This
list is to 'ke considered authoritative ald supersedes any previous re-
leases, ~ The titles listed should te. us.ed in all_official correspondence,
personnel actions, étc Position descriptions have t)een prepared for
these positions or are in the process-.of preparation# Evacuees may. 'te
employed only in positions proxi-Asd. for.-onjthi,s list*.

(2 A ceiling has-been s?t o th6é o tal%niinilDor of svacusos
who may 'be employed on eacii-center* « -TMs c”ilin™ mo™ not 'te exceeded
without prior approval from Washingtan-~. . . . -

(3) Allotments of funds for 01*3 iDeen made on an activity
Msis and -are subject to .the same .r quireroen,ts as all other allotments
to centers* i : | : - "

- - - V.

(4) The iranloer of $19 positions on each center is limited
15¢ of the total nlllYer af evacuee positions*

W - .. Y, - -/

Vi thin these limitiations the Qenters have-""been authorized, to .make
certain determinations~

(1)Unless otherwise specified.! each center may determine the
rmm*ber of each type of authorized position it requires* The
recommendations included. o.n-the list of authorized positions may I ~
varied from without prior... approval as.long:as no definite restriction
has "been placed on the individual position. To assist in determining
centerneeds we have provided certain advisory standards of employment
such as the numloer of janitors per "block, the numlDer of cooks per mess
hall, the num"ber of pupils per teacher, etc* These standards were used



i4 .

in evaluating third-quarter requests-"and wi.XI; 't® the yardsticks for sub-
sequent allotments*

(2) Recommendations for establishment of positions not ineluded
pn the authorized li-st may 'le submitted to WL.chington OfFfice. These
should., 'te accompanied 'by descriptions aJd I;if: jations*

{}) A 15¢ margin®of adjustment loet"A¥n activities is permitted,
for 01*3 allotments .as for all other allotments*

Major Organizational Change.si" In -reviewiAg the schedules you will
jiotice that the Mess Operations Unit and. the Education Section have "been
reorganized this quarter% The new Mess Organization was discussed 'hy
Ohief Project Stewards at” tHe" G-ila meeting with Mr* Harding, head of the
Washington Mess Operations Unit* Several of the i1Dudget requests sub-
toitted 'by the centers did not conform to the new organization; howevere®
we have in all such case"s conyerted. requests to the standard organization*
Wherever possible, we have approved center recommendations making Ollly
such changes as were required, to maintain necessary uniformity*

. . . n Se o _ 7

""In the case of thie Hducation Sectionv we ha\)/e prepared a
completely new organization knowing that the iiev. procedure permits you
to make, such adjustments as may ile required* Allotments are based, on
uniform application .of standards which are."being transmitted in detail
to the Education Section* -* - -1 4

= RO | . .

The ne.w organizatxofi®provides for the estalDlishment of the new

position af .Classified. Teacher”™ Heretofore we iiave limited, the $19
rate:.t teachers who qualify for certification in the state* _Hjv/ever,
under the new organization a limited numlier of positions ifiay Le establish-
ed at the $19 rate for" teachers having two years of college a."d training
including at least 12 semester hours of approved education corr™c® or
their, .equivalent* Please note that the experience requirements for
this position must 'te adhered®"to strictly and that the Classified. Tcache”
must carry the same load as an appointive teacher.,

. o T-eee* .

Th? new education organization also places the vocational train-
ing work In a sut-unit in the:Education Section separate from the adult

education program”

It should 'te" noted. mthat although the schedule designates all
clerical assistants iIn Education Section as Clerk-Stenographers, this
mes done merely to simplify the list#. The center is expected to
determine whether a Clerk-Stenographer, a Clerk-Typist or a Clerk is
required* n

Mesb5sen™ers, Heavy Power Eauiment Operatorsj and Secretaries*. The
Messenger Service Tunction has "been centrallL.zed in the G.:Services
Section. .This should 18 ~rought to tihe attention of e".; -J.-visionsV
so mthat they will understand why no messengers, have 'bee.i a.+.horized. for
individual orgariizational unitrs*_,



The- salary for the Heavy Pow$Tr-Shipment <Operatoa: has “been .
raised from $16 to $19, r= Hov#er t~iespi”tion ~hthis pcritioii:

indicates hat the only Wsitions-whi. - clapsf. AHeayy Pow r
Equipment "Operators are tHose Tconcer-n8d mth draglines -motor patrol

vehicles, "tull dozers, and GaterpiUAT. type tractors.” “YAll.other
equipment operators not ispecificalliy provided, for including truck

drivers must 'te paid at""the-"$I6 irate#
<«

_.* .**_. a\—
The policy hag "been set that no additional $19 secretarial
positions shall T authorized. In the. future., the”only "-"secretarial

positions-"_will 't® thosQ in which an. evacuee®is Tilling "a,.position which
could be authorized."as an appointive position; i.e., the secretary to one
of the Assistant iProject Directors, th,e Internal Security Officer,, the
Attorney or the Counselor. All other stenographic positions shall be
compensated r at the $16 rate,. However, to*permit this change to te-
come e.ffsctivre with: the least possilsle disruption of present relationships,
we are authorizing the continuation-of present incumbents,, in presently
established $19 secretarial positions. Upon termination of--the present -
incumbents.these "positions, shall te abolished and™lerlc-Stenographer
positions at $16 shall te substituted in their places,.

Clerical Specifications m typing and stenographic positions land the®
iiip® iingpCeis-lized.” clOric3 1 posi“tions h3-y© "b€bn unifornily tiitlsd. ss
Clerk-Typists, Clerk~Stenographers aiid Clerks and have Besi assigned.
number in the 9 0 series.” m In thp future,- there _will be only one Clerks
Typist description, and one Clerk-Stenographer description, and one general
Clerk description for use in all divisions* _The 900 nnmlDer indicates that
these are specifications for,-center-wide use. From™time to time, -
additional positions will 'te added to the specifi cation” series and you
will "te notified accordingly. This 1is. a step in the direction of
simplifying evacuee position classification aiid providing for more mfree-
dom in assigninent cf duties. It wirl be largely the responsibility of
the Personnel Management Section-wi~h the cooperation of the \“rious *
divisions to determine where typists and stenographers ar.e requiredes

to establish such positions.

Gtiane in Code Humber®s fe To coordinate the evacuee position code, with
the position® control-codel system the Personnel Management Section code
has. teen ch.anged from bg: to I ¥ and the S~cuee Proper® Section code

has "been changed from U-h to U-g* — -

Change in Title The title of the position in the Welfare Section™ ©
formerly known as Counselor has. been, changed, to Senior Counseling Aide,
"This was done to eliminate- confusion with® the t-itie of the appointive

Counselor.

, ed » . - *a#
Appointive Positions Which Ma™ Be Ued By fe”cueeg;; Ve have dis-
continued the us™.pf the term ~classified0 to distinguish positions which
are identical with thos™ prized for-appointive, personnel, |In the
future, all suc” positions” Idl~ TE given nuin”rs .ift .the ¢ series., In
doing this we should like to clarify the use of appcxative posAtipns ior
evacuee personnel*

There are two condition? under which appointive positions may be
filled Ty evacuee personnel*



(1) If a position has "been authorized for an. appointive
incun"berLt *tut no Civil Service- employee has ID=ii appointed it may 'te
filled 'by an ev&cuee meeting the minimum qualifinations .yrithout prior
authorization from Washington -unless specifinstructions have pre-

viously "been issued to the cgntrary.. Unless ot’ervrise indicated by
special notice or ty !istir_lq on the.authorized schedule the salary®
rate for such a pdsition will 'te $19»e will 'te made against

the eva.cu.ee personnel ceiling iIn. this case* Should such employment
require a transfer of funds-.from 01*1 to 01.3 a request to the
Washington Office will ordip~rily 'te consii.ere.dl fav.orably™

(2) Positions identical with appointive positions which have
been given an 800 nuinDer and. listed on the evacuee.schedule™may. 'te
psed in the same manner as any other authorized evacuee position, ” The
duties of these positions will conform to those S.escrimed for appointive
positions of the same titles Such positions imist te charged against
the evacuee personnel ceilings

Where the center feels that an appointive position which has
not been authorized ~or evacuee employment shpuld 'be, so. authorized, it
should send a recommendation and justification to that effect to the

Washington Office, -If the recommendation is accepted an 80G numlDer wrill _
e assigned.! and. the* position will 'te estalDlisiied on the authorized
schedule* -

Ap-orentice Positions Ho-positions have teen included in the authorized
eviacuee position list at the $12 rate.*, All positions listed are full
grade positions requiring mastery of the duties involvedv Hovever, a
separate allotment has 'been made to continue the wocatioi).a-l training
program outlined in Memorandum No* 5 issued 'by the Vocatioxial Retraining
Committee October 26 .1 3 This allotment, "both of funds ana
positionsl is separate from- and In addition to allotments made .for
regular evacuee personnel requirements#

Authorized Evacuee Position List Attached is a list of all authorized
evacuee positions, their code numlDers, salary rates and recommendations

as to the nmilDer. of each to te established on your.center. It will 'te
followed as soon as possible by a detailed, explanation of revisions of
yourreauests and by descriptions for new positions. We suggest that

the list and the explanations te discussed by thp Personnel Management
Section with the Divisions involved, so that they may 'te informed as to
Washingtonls policies, and, recommendations. This, suggestion 1is in.
response to comment”™ that information submitted to th”™ Adinihistrative
Management Division is not always transmitted to other Divisions concerned.

The total number of positions entered on the last sheet* of the -
list -is; your- -evabuee personnel ceiling f.or the third. quart,erc In some
cases this Varies somewhat fron* the figure given you in the third-qi®artbr

allotment docomenW. ¥here-this is the c”se the total on bhe attached.”
list supersedes the previous figure* —
------- P . — I. - - - - -

/e welcome any suggestions you may have concerning this
quarterns evacuee personnel “budget* Ve are making every effort to



provide a system of evacuee personnel management tha™ will meet 3.11 the
operating requiremefits of the Authority.

/s/ 1EIMD BAEUOWS
EX3CUTIYE OFFICER



June 13 1944

The eff ctive date of the leave regulation is June 1,19 *

(O Vacation leave can not be taken in Advance of date_
earned* so that nc vacation Xdave can be taken between Jime
1st euia July 1st*

52) Sick leave uader the new regulation Is Halted to 15
ays a yeare It can be taken anytime within this limite

(3) Leave without pay In excess of 6 days requires the app*
roval of the Assistant Personnel Officer and normally would
not exceed 12 days*

(4? All leave applications to be prepared in triplicate#
Sulssit to the following™*

1st copy— — —» — -— —eDivision
2na copye ee= eee_-"eesTimekeeper i
3rd ~Personnel Office
-
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THE SECRETARY OF THE INTERIOR
WASHINGTON

AUG 16 1944

MEMORANDUM Tor tfee Personnel of the Department of the Interior
(Departmental and Field)e-

Like all previous bond drives in the Department, the Fifth
War Loan Drive, which closed July ~1, was a success. It is a
graad feeling to know that you may be depended upon when the
Government asks for your help to finance the war. Sharing
responsibility makes any burden lighter, and the returns show
that all bure&u8 and offices of the Department participated*

O\ir continuing effort in the war bond program is ~he Pay Roll
Savings Plan, Kud while those idio are participating are giving a
good account of themselves, the Departments percentage of
participation is low* The Departmental Service is 83-8 per cent
and the Field Service is 85*7 per cent. Combined for the Depart-
ment, it is 64 per cent* We have not been able to reach 9
per cent participation after two years operation of the plan.

By this memorandum, 1 am asking administrative heads of all
bureaus and offices to cause a complete recanvass to be made with
& view to bringing each employee under the plan. If employees
realize the benefit to themselves, and the service to their
country, there should be no hesitancy in reaching the desired
goals of at least per cant participation and +wleas™t 15 per
cent allotmait of gross pay rolls.

Aoting Secretary of the Interior.

U712k



"Personnel

Excerpts

0 TO* Charles F* Emst, Project £ir©ctor
Central Ut&h War Relocation Project

K&lph P. Merritt, Project Director
M#jjaacaar 1 r Reiocfitiola Pro eet

Leroy H. Bennett, Project tirector
Gila EivOr far Beloc&tion Project

Elmer % Irr 11, Project Director
Tule Lake i&r Relocation Project

Harry L* Stafford, Project lirector
Minidoka War H#locetion Project

SUBJECTS 1M1"teriai Procedure for* the Handling of Perscmnel
t th® Project Level.

In order that the personnel work at jrour project may proceed
gsaoothly and idUaout unnecessary delay following the aboXishaent of the
Regional O ffice on December H> the foilowing procedures are prescribed
and &re to be pLaoed Into effect immediately:

1 . All recomsmdations for personnel actions to bO© prep<red on Fora OM-28,
' copy of which is attached, sad sent directly to Mr* Arch Je«n« Region&l
Personnel O fficer, O ffice for Suergeacy "m&gment, Bm Francisco, C alif-
isrmia, with a Il necessary attacbaierits. Additional copies of For® DEM-28
are being forwarded under separate cover. Eequests for personnel action
oa Fora should coaform to the ts“naiaology giv” in Civil Sarnie©
Fora 2822, & copy of which is ©lso att-ehed* Mr* Jean*a office w ill
review the recosaas"Gatloa to see tixat the action recsaamended is in
aocordé»ce with law and regulation determiningf of coursef the exlstance
of s veic&kacy® appropriate grade of position, etc* Mr* Jeaa*s office will
«dso review the qiu&lificatioEisi of persons proposed to se© thet they meet

t"e miniffitim standard estaolished for each position. |If & proposed ap-
pointment feetion is approved Mr* Jean w ill wire his approval and you may -
thereupon enter the appointee on duty* /

2* Qader no circuastsnces ar© projects to enter employees oa duty without th©
prior approval of CM* Should this be donet Project Eirectors w ill be
held fiaancietlly responsible for the psymeat of s&lary to the appointee
covering the period during which no OBI approval had been given* This
ruling, af course, does not apply to persons appointed for temporary periods
of tim®© under schedule A-I-6, A-I-XOf and A-X-1A of th» C ivil Service Knles
and Regulations™ or Hegul&tloa 5% Section 4 of the War Service Eegul&tlons
where the appointing authority has been vested in th© Project Director,



WAR RELOCATION AU"IHORITI
PEHSONNSL OFFICE INSTRUCTIONS

PERSONITEL SECTION

INSTRUCTION &1

SUBJECTS Prior Approval Office for Emergency Management
and Bureau of the Budget Required to Establish
any Administrative Services Position m the
War Relocation Authority.

The Appropriation Act making available funds for tlie use of the Wax
Relocation Authority5 provides that the constituent agencies of the
Office for Emergency ilanagcmont (except tho War Shipping Administration)
shall not establish in the District of Columbia or in tlie field, Tfiscal,
personnel, procuroiaont, apace allocation or procuremont, duplicating,
distribution, communication or otliur general services, v/herever the
Diroctor of ttio Bureau, of tiio Budget determines tlaat the Division of
Central Administrative Services can render any csuch services#

Because of this ruling it Vill not be possible to establish additional
positions in tho activitios montionod above without Ffirst getting the
approval of tlio Division of Central Administrative Services”™ Office for
Eraei“gency Management and the Bureau of the Budget, Washington, D, G

Referoncos Mr* Lcdand Baxrow*s let cr of August 8,194-2, addressed to
Hr. R. Fryer.

@
Vaugl™J. - *xferguson
Personnel Officer






WAR RELOCATION AUTII1O0RITX
PERSONNEL OFFICE INSTRUCTIONS

PERSOMEL SECTION

INSTRUCTION T2

SUBJECT”™ DETAILS - UNDER APPROVAL

The Bureau of the Budget has given blanket approval to the Office
for Emergency Lianageiaent and it3 constituent agencies to arrange
details of not more than sixty v/orking clays v/ithout specific prior
approval from the Bureau of the Budget, if such details involve

no reimbursement in travel expenses to the agency from \ihich the
employee is detailed.

Details for a longer period or details involving the reimbursement
imcler the objective classification listed in Section 203? of the
Current Appropriation Act, and extensions of origina.l sixty day

details require prior approval by the Bureau of tlie Budget, wiien it

is necessary to secure tiie approval ol tiie Bureau of tho Budget in
connection with any given detail,a letter should be prepared addressed

to the Director? War Relocation Authority, Washington, G”
Attention Mr. Edward B, Md-iesiainin, Ho will secure the necessary
approval .

(

/ /
Vau”™m B~Morguson
Personnox Officer






