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Am Purpose

tA is the purpose of this section to pronot# of fio lost handling of 
nil correspond#!!©# i to inauro a uniform filini; system In adhoranoo 
to ©molai regulationsf to hoot on hand« mod easily available at 
all times« inf ©mat ion regarding effiolal o ornmnioat 1 ©ns § umi to 
inauro the Usuano# of supplì#« to other sections« duplicate of 
material when me***«*?, a# w#ll as maintain i#l#graphie and tale« 
phone eoseauaioatiozis*

CSaart #1 0$Mmìmé «homi tho poaltlona in thla *«eti©n duriag thè 
period of eocupamoy« Meet of th#a# nere filladi by s i « i »  personiaelj 
th# peeltlima of ©hief« Halle 111«« and Ctmunioat ione, t#l#pheme 
•uparvisor, t#i«ph©n» ©paratore in c*np I, and t#l#typ# ©p#rator m  
appoiated persona#1.

Ohart #8 show# th# poaltlona whioh «ere flllod by eppointed p#reonn#l 
tót#r #vacue# h#lp had beone# unbbtalaable, la Eoweafeer th# firemen 
r#plae«d ielepho®# ep#rat#r# ©a Camp 8 «ad $ boarda, bufc #up#rrislon 
remained th# respeasibility ©f th# Off!©# Servio# Seetlea» Ih# tele* 
filone operatore thue r#plao#d w »  u##d t© fili muoh msedad olerolal 
poeltlons in ilfferent departmenta» Fewr of thè» «ere r#taln#d la thìe 
seotlon and u##d ae FU# Clark* far Coasolidatlag File®.
S#v#a girli tip» dstailed to thle «eotioo for tir© weeks to «et up th# 
file of addr#eeoe for ferwarding evacuo# sudi» titani thè file «ae ©osa» 
piotai tw© tf th# girlo «ero retalnod la thlo afflo# to forward sali 
**& ***p ^ho filo up to dato« ae «oli a# gl## asciatami# to athor 
saotieae»

It le th# responsibility of this scotica tot sort incoming nail to 
dieserà whether lt le afflala! or personal« delirar personal »ail ta 
the Individual to whom lt la addressed« rotaia record» osi iaocnlag 
official sail« and route to various sections of the protest aedi whioh 
pertains to that seotloa« survey outgoing effiolal nail so that it 
©oaferos with replatioms« maintain a oontral filing eyetem ^  0¥étr
that information contained In Incoming and outgoing nail is easily 
aeoesable« operate a telephone eystea in the three ©amps« reproduo© 
feme and memoranda after reviewing to be aure it oonforos with re*» 
gelations« and maintain a telegraph station for transmittal of offioaT
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aswi pere oziai vira« to Western tmioaf a« veli aa & telotype unit far 
ttmmitUl 0  officiai tflotypeo#

IS Biro cernei

l&art haa b««» a eoaetaat ehift ©f pera cernei in thie seotion due t® tb« faet that a larga part of thè«® enployed nere evacuo«, and tb« tondoaay me to vork at oh« job trniil tired and transfer to «&*&&&? or fuit o «spiately. tamver* thie ma aot truo la all o&oe«} ama ' $ of tho evacua« «mpleyeee werksd for sovoral yoar« la thie «coti»* and proved themelvoo «apatie and cooperativo*
Appointive pere carnei beo alwaye beo» hard t® g«t «ad rotaia due te th» leolatod diotrlot ia vhioh tho prejoot la looatod and tho un* oaiief aot©ry Uriag e onditi®»« During tho early pari of tho croi*et thoro varo oaly eigbt appoiniiv* positi©» la thie aootiou# They 
vere «8 follo«««I# Offioo Manager

8« Clork Stypiot (Toletype operaior)8# Sapervi«iag felapton® Oporator 4* felapton® Operatore (4)®* Filo Clork
’Iho folleoriag Job dieorìptians «ad duiioo appliod to tho prò««afe «teff aro «a aasJjnilation of tho du&iea foraerly porfonaod by evacuo© «teff »ubera# (Dlooriptìoae of dutioe for «vacue« «ad appoiative porooaaol aro overlapping)
io ooator alesare approaohoe, tho positioa of Offioo Manager vili toocrao oao 0  aotual performance® ae m ll «e aupervieion of tho porferssaaoo of othoro«
Short&gest Duo to «hortage «ad eoaetaat turnover of «ppoiatod 
perorane! ao voli «8 evacuo© mrkers la thie depariaent# jaueh tino 
had to ho «poat in training#

a# Appaiati*® CCfiae '3muager
il# W t M  {fowwrìy fearam M  Mail#» f i l m  «ad

CoiasÉaioatìe»«)
(a) Dati««

1# Sapervi«« »intonano« of Goatrai Filai 
a# Traisi Filo olerks# 
b« Suporvi«« dolly operai ione#

8« Suporvi«« felapton« IMit
a» Suporvi#« oervioe la all throo imito io# reporte 

of troublo, oonplaisi« «te# paoood m  hy Chiof 
cporator#

h* Chook Schedule, for ti» off# 
e# Chook tell*# and aonthly bilia#

S# Suporviao Telaiypo unit
a# Chook to «oo that ooploe of nasoagee roaoh 

propor divie io»#
h# loop Oporator iaforswd regardlag chanci« er 

prooeeduro# or operatiime of offices*
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4* Superala* Messenger Service
a* Cheek for propar routing «ad distribution* 
b* Keep messenger informed if any change of policy* 

off loo* or prooeedur© regarding deliweiy ©f mail# 
e* Answer questiona regarding distribution and any 

complaints*
6* Supervise rais» ©graph operation

&# Supervise section# giving help or suggestions 
as seeded*

S* Supervise Stock Roe® Operation (afflo© Supplì©s) 
a# &aks purchase requests for supplies • 
b* Requisition supplies for warehouse*
©• Cheek stock room and ©larks records«

(2) Pile Clerk
(a) But lest tftsier the supenrlslon ©f Office Manager mala* 

tain central files for center*
1* Cede iaooraing nail and route*
2* maintain USA decimi filing system*
3« Supervise filing of material# and assist in searching 

for material as requested*
4* Charge withdrawn material to persons requesting it*
5* Consolidate material from other offices into decimi 

file system*
(3) Mimeograph Operator 

(a) Duties
1, Esceivs Incoming stencils and assign file nuafcer*
2* Cheek requisitions for signature and number of copies 

required*
3* Operate machine 
4* File stencils when run*
i* Keep rsoord of ©spies run and whatever other in* 

formation is necessary*
6« Handle incoming personal nail 

a* Sort for general delivery 
h* Deliver to office where individual le working* 
c* Forward mall for persons who have left project*

(4) Chief falephone Operator 
(a) Dfctios
1* Supervise operation of Camps 1* 2 and 3 boards*
2* Prepare schedule*
3« Collect cash and post to register*
4« Check ticket« for error*
S* Prepare bills of tiofcets for audit and accounting*
6* compile directories as nedded5*
?* train operators*
S* Keep peg count periodically to discern where tele* 

phenes are most needed*
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(6) Supervising Telephone Operator 
(a*) Duties

1* Assist ehlsf operator in supervision« 
a« Train operators cm board*

8* Assume duties of Chief Operator in her absence« 
I# Operate board in emergency#
4* Act as long distance operator« 

a« Pass tickets« 
b« Cheek toll charges« 

i* File tickets*
(6) Telephone Operator 

(a#) Duties
1« %erate switchboard«
3# Transmit long distance calls« 

a« Prepare ticket* 
b* Cheok for authorisation* 
c« Take tine and charges for all long distance 

calls#
3* Assist in aa^ way possible#

(?) Hail Clerk
(&*) Dutiesi Under the supervision of the Office Manager 

sorts and routes incoming and outgoing mil«
1« Sort incoming official sad personal mil*
3« Open and time stamp official mil«

a« Civs to File Clerk who routes and codes«
5# Type routing slips to cover incoming mil*
4# Separate route slips* and attach green and three 

white copies tc mil#
@# Fils pink and yellow copies#

a# Fils green copies when returned with reply 
necessary, or other information*

6« Assist in file room as necessary*
7# Emits incoming releases and memoranda according 

to prooeedure#
3« Maintain record of ¿¿tamps used* and quantity m  

hand#
D# Make time sheets and post time for appointive personnel*

(8) Supply Clerk 
(a#) Duties

1# Issue supplies to authorised persons*
Zm Keep records of requirements*
3« Bequest supplies from warehouse«
4« Assist in office as necessary«

(§) Teletype Operator 
(a*) Dutioe

1# Record incoming and outgoing teletype messages* 
end assign number consecutively* Hots time received 
in office#
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2* Survey outgoing messages and decide if it 
complies with regulations*
3* Transmit to Hioenix for relay to other WRA 
offices«
4« Route ino<®ing teletype« to sections*
5# File chronological and project copies after 
coding*
6* sail Information copies*
t* Assist anyone requesting informi ion regard*
iag messages*

(1©) Clerk Typist 
(a*) Duties

1* Assist mail olerk in opening mil*
2« %pè briefing slips*
3* Code and file material*
4* Bo general typing and office work*

With the closure of Camps 2 and 3« operation of the switch- 
board was turned over to the fireman# under the supervision 
of the Camp 1 office* and operators thus freed were used in 
the file consolidation unit in Camp 1«

(11) Telephone operators (On detail from boards in Camp % and 3) 
(a*) Duties

|| File material on individual evacuees in alphabet!« 
eal file folder*

2* Include material in consolidation folder of evacuee* 
upon its receipt in this section*

(12) mil Clerks (Evacuee Address Files)
(On Detail from other sections)
(a*) Duties

1* Brepare file of addresses for all evacuees who 
have left the project*
a* Consolidate Information from three departments* 

2« Forward evacuee »ail*
3* Answer routine requests regarding forwarding of 

mail# and information regarding addresses* 
nessenger (Position not filled)

b* Evacuee Personnel
(1) Clerk Stenographer 

(a*) Duties
1* Do routine stenographic work, taking dictation 

and transcribing notes*
2* Humber and timers tamp mil*
3* Assist in coding and typing briefing slips for mail* 
4* Type wires for delivery to different sections*
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(g) Fil# Clark 
(&•) Duties

1» Classify material for filing by decimal code*
2« Survey fil# copies for initialing and number 

received*
3* Maintain charge of out file*
4. File briefing «lips»
S* Maintain file of Administrative instructions*
®* Record air mall* special de lively, and register» 

ed mail*
Jp} Mail Clerk 

(a*) Duties
1* Pick up and deliver mail t© Pott Office*
2« Supervise distribution of second class mall and 

personal mil to boxes*
3* Weigh and count outgoing mil*
4* Deliver wires promptly*
5* Survey outgoing mall for special handling*

(4) telephone Operators (Camps Zt and 3*)
(a*) Duties

1* Operate local board*
2« Record long distance calls and pass to Camp 1 

operator for completion*
3* Collect money for long distance calls for delivery 

to Chief Operator*
4* Report trouble or irrigularlty Immediately*

(8) Telegraph and Information Clerk 
(a*) Duties

1* Accept outgoing personal telegrams*
I* Deliver iaoosaing personal wires*
3* Keep records

a* Dally record sheet 
b* Report to Western Union 

4*. Collect money for incoming collect and outgoing 
wires*

$* Assist evacuees in wording messages*
6* Figure rates and assist in discerning type of 

message to be sent*
(6) Chief Mimeograph Operator 

(a*) Duties
1* Cut stencils*
2* Operate machine*
3* Clean and preserve stencils in file*
4* Record stone il run*
6* Maintain supplies as needed*
3* Supervise assistant mimeograph operator*
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(7) Assiaiart Mimacgraph Operato**
(a») Duties

X» Assist ehìaf s&j»aogyaph opor^tor 
(a) Stock Clark 

(a.) Butias
X* Issus supplì«« t© authoriscd parsemi»
2» K«sp raoorda of ra quiraiaont» ©f eaoh saoiìon«
$• Rcguast supplici! fresa Warefeouaa*
4* Assist tu eutar offio©*

(f) li»ss«ager 
(&*} Builas

1* Assist in e&rryiag sali to and ikera Boat Off io©, 
t* Mal» regular round« of off iosa oollaotiag and 

distrìbutiag mali*
S* Seal aeigh and wap outgoing sali*
4* Melntai» reeerds of oiugoing fraakad mali*
5* Delirar vira*«

XX* Si&VXCgS 

..-A« Ino ondar Hall
MiTWWiili* i i, i,

1« <%Pflolml Mail Is saparabed £rm th© personal sali»
XH$resoe3"io m i* or to individuai employad, mali hearing 
officiai tltla is ooasiderad Cffleìal mil*)

a* C^aaod, nus&cr«*8tafiip m  front* tir» and data «tampad ssa back* 
Snvelope oostalniag lattar li nutóbar staaped sith oarroapoadiag 
nuabar, and rotainad far a psriod of tfcrae days* fhla aakss 
®s«ily arailabls isfonaatisa m  numbsr of placa« isoludad in 
©nvalope, and aaount of mali handlsd daily* 

b* Houtad to Ssotlons
Contaats of lottar is not«d, a»6 n n  of «action whioh arould 
taka action ia pl&oad in oppa? righi band cornar*
Attaohad oarbon copi©« of lattar« with partinsnt informatica 
in body, or crigin&ttng in Wa*hingtoa or San Francisco afflo« 
ara «ant to tha JVoJaot Diractor*

o* Codad
laob lattar is thea asslgnad a coda mmìmr «orraspoadlng witfe 
tha subject smtt@r it contai»»*

d* Briafaé.
(Originai and five copia® of briefing slip ara Biada*
Contsnt of thè In^iaflng slip ss fellemaj 

{!*) asma and addras« og originata*
(2*) data »ritta»
(S*) mmh9r assidasi lattar upo» raoaipt in offioa
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|*§tJ ooatent« in brief fora
{$#} date of receipt is ©ffioe and typist*» Initials 
(8.) section to whoa original letter mm seat 
|f|| code number under which letter la to bo filed

Brief tag. Slips ¡¡pi disposed of m  follows*
(1.) Original and thro® white copies aoooispaay letter, 

mhsn the original lottor is received in an office* 
notation as to final disposticsi is said® m  green 
briefing slip* or it retained in effloe fils®* green 
slip Is returned to Office Service. If Isttor has 
served its purposs green briefing slip is attached 
and It la returned to filss#

{&.) Tallow copy of briefing slip is retained In this offioa 
fils, than corresponding gman slip is returned pall air 
copy is removed from files and destroyed* therefore* all 
yellow eopias serve as a tioklar fils if it is main fila 
original lattar or inforaation regarding disposition at 
m m  has not reached this offioa.

(3#) Piok copy of briefing slip retained and filed chrono­
logically* by years • It is a permanent fila which reeords 
all corresponded« which has cleared this section sins® 
installation of this system*

(4*) . *$fcite copies of briefing slips aoeempanying original
letters to sootions are detached by sections and need as 
tinkler file or for information*

(S.) |̂|#ilo*ryand ;^SiS}brlaf img sllpi are filad in ssaae drawer, 
tallow oopiss ¿'fila desigaate rneabar of letters pending, 
or meaber for t&iefe this ¿fine has not received copies 
of reply.
(a.) Office listed as receiver on briefing slip contacted* 

and information regarding disposition of letter re» 
guested.
Hebei Due to shortages of personnel this procedure I 
has not been carried out o ©ns latently* however* it 
has prosed practical.

ft| F®leases* airculars» end immcmmM (Duplicated Material)

a. Opened and time stopped.
b* Surveyed for content»*
o. touted to sections concerned.
d. File copies retained and filed for reference.

(Manual and haadbeok filed in book form containing only active 
material)#

o. Recorded as to oontents# number received and disposition made.

3. Psr&oaal

Delivered to Office*



©# gHUttimasl attached tO 0i$|ti SOOtiOa is kept, J||| jEMtii for pere am«! is delivered to that esotica*
Delivery distributed*

Personnel act working la afflo« (timidi mmemml) call for their 
m i l  at the Oeaere! Delivery Window*
Doling rod to Bus Departments*
Sail for Oas#o 2 and 3 is do Uso rod to Bus Depot to be taken to 
malt Administrator ®s Office for distribution to porakiael* 
Forwarded to absentees*
mil for pere<mml gone t r m  the project li forwarded to the 
address gire» upon ¿earing» in the «seat no forwarding address 
is left la this office It is forwarded to address available at 
fissaste# or fOrsoaael Office*

Official nail

All outgoing nail is routed thru this section attere it is surveyed 
for conformity with ISii regulation,. i*a*
(1*) Content Is official business*
(2*) Reparation of letter 1® mat end spelling eorreot#
(3*) Envelop® is addressed properly, and is franked for regular 

mil, or without permit for airmail*
(4*) All persons interested in contents of letter have noted same, 

and initialed file copy*
C%) &***&&& siting letter is authorised and section head is 

familiar with contents*
(0*) Oorreot au^er of file copies ha$e boon prepared*
(7*) Briefing slip accĉ paines outgoing letter if it is- in reply 

to one received*
All Air Mail and Special Delivery letters are listed in ®tbook* This register shows I
Cl*) ?o whom letter is addressed* . . . -, ^  ■
(3*) Busker of stamps necessary*
(I*) Bsitial of persene issuing stamps*
All Important nail, is* reports, releases, payrolls, etc, are re«* 
corded in special bock listing date nailed, te siila addressed, and content of letter*

V**, Mw«s*®4ogic«u rii® copy is filed daily by date*
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&♦ When letter has met the above requirements It is scaled* All 
letters carrying permit for mailing arc counted and the number 
listed in a record book shooing number of permits used daily#

e# The m i l  is then delivered to Post Office«

2« Personal mil

During the closing days of the project* the lost Office m s  transfered 
to Barker and personal mail m i  oolleoted and taken to Barker for 
convenience*

0« Ccsaaunioationa

1« Telephone operator in three camps» 

a* Camp 1*
(!•}! derate switchboard 24 hours a day«
(2*) Issue telephone directory*
(3*) leap records of all long distance calls and rendet 

accounting thereof* (Collect money when necessary*
Balance hooks and Prepare hills#)

(4«) Superrise operations of camps 1 and 3 switchboard#
(3*) Take peg count periodically to assist in placement 

of phones were they were most needed* and give traf­
fic count of business«

b* Camps Z and 3
(1#) Operate switchboard full coverage*
(2*) Make tickets on long distance calls* and collect 

money for same*
(3*) Balance tickets and money and deliver to supervisor 

for deposit*

a* incoming
(!•) Eeoord by nuis&sr* sender's address* contents of message* 
(2*) Beute to sections*
(3*) Type copies for distribution*
(4«) Fils machine copies*

(a*) Project copy is coded by subject* (After August 
ISti it is included in individual folder*)

(b*) Chronological copy is filed by date*
(3*) Check bill for time and charges*

b# Outgoing
(1*) Check for authorised signature* and subject matter*
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(£♦) Assign muabstt in sequence, for transmittal, and timo filed* 
{§#) Record by number» issuing office» date and subject matter* 
(4*) Transmit*
(&♦) File*

(a*) Original signed copy in subject file (or individual 
file)

(b*) Original machine chronologically
(c#) Duplicate typed copy to fiscal for auditing
(d*) Third typed copy mailed as confirmation copy

a* Incoming
(It) Register by number» date» to whom addressed and subject 

matter«
(St) Deliver personal wires to individual by phone or messenger« 

Collect money when necessary and make daily report to 
Western Union as to number received and amount collected *

(St) Route official wires to interested offices» make necessary 
copies for distribution and code for filing by subject 
matter and chronological order« (Copies of collect wires 
sent to Fiscal for auditing«)

b* Outgoing
(1*) Designate type of message (is* Day Letter» Night Letter» 

Straight wire*) according to time received end lengfrt of 
message«

(2«) Make word count and figure rate*
(3*) Assign number consecutively, record person to whom addressed, 

originator of message, amopat collected and subject of 
message*

(4«) Transmit to Parker#
(a«) Personal

Assist individual in wording message, collect money 
and send daily copies to Parker«

(b*) Official
Check for proper signature and Justification of wire» 
record cost and file (Original copy is filed in project 
file (Or individual) | duplicate is sent to finance for 
auditing! triplicate is mailed for confirmation and 
machine copy is filed in chronological file«)

(6«) Hake original and two copies of report to Western Union on
number of messages sent and amount collected for each as well
as for incoming collect messages« Balance with cash on hand 
and deliver to Poston Co-op«

a« Cut stencil If necessary*
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b* Accept stencil and ©hack f w  errors, proper signature and num- 
ber of oopies requested» 

o* Assign file number (consecutively)* 
d* Run desired number of oopies»
e» Distribute or return to originating office as indicated on 

requisition» 
f* File by number»
g* Maintain record of stenoils run and quantity of each»

6. Supply

a» Cheek incoming requisitions for supplies»
(1*) Proper signature
(2#) Quantity requested and quantity formerly used should 

nearly correspond, or written explanation of increase 
should .be requested*

b* Prepare supplies to fill requisitions* 
e» Issue supplies #
d* Maintain inventory of stocks on hand and stocks issued in the 

previous period#
e» Order supplies as necessary*

6» Messenger

a* Pick up First Class Mail fro® Post Office and deliver to 
Office Service*

b* Pick up nail in offices every two hours (Official data goes to 
nail room where it is sorted by route slip for distribution 
end delivered in next delivery*) 

e* Mail for Camps Z and 3»
{!*} Ckatgoing mil is listed on routing sheet and delivered 

to dispatcher who signs receipt«
(3») Incoming mail is picksd up in dispatchers office, re» 

ceipted, sorted into boxes for different offices and 
delivered in next delivery*

d» Available at all times for special handling of important mail* 

III* m&LWWim OF ACCOMFUSIMMTg 

A* Files

Useable files have been maintained, although all material was not 
available in the central files» However, this material was in most 
cases available*

It was to the detrement of this section that the file room was not 
accessible to all offices, and that the system used was not decided 
upon until duly 1, 1943, and not put Into effect until January, 1943, 
almost a year after the project started* A number of sections were
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already maintaining their work files for their respective divisions» 
and the backlog of material to be coded and re-filed was great*

During the early part of the project not all ooramunications were 
cleared through this office, due to the fact that some eeotioaa were 
still functioning in Parker. The sect!mis transferring here were in 
the process of reconversion, and systems for each division were in the 
formative stages. On November 21, 1942 regulations were issued to 
clear all official mil and telegrams through the Office Services Sec­
tion (then known as Mails, Files and Gormaunicationa Division). This 
greatly facilitated the workings of the division. Before this occur­
red it was impossible to knew what mil had been received, or if reply 
had been made *

On «January 7, 1943 the syStem of briefing all incoming maillf was insti­
tuted, and this made available pertinent information regarding all in­
coming mail*

About July 1243 material held for coding was completed end subject files 
then began to function.

During the first year and a half it was necessary to send and receive all 
wires over the telephone from the Western IMion office in Parker. They 
were then typed on blanks and necessary copies made. All wires were 
transmitted over the telephone and copies were delivered at the Barker 
office in the evening, along with money to cover personal wires. This 
was a long drawn-out process and subject to errors. It was not until 
May 1943 that the Western Union company installed a teleprinter machine 
in the office for sending and receiving wires. This facilitated our 
work, and while it was necessary to have one person assigned to this 
duty, it relieved the work load as a whole.

Delivery of wires was made by messenger service or by telephone.

The Boston 0o-op took over the operation of the Western Union section in 
September 1943. The operator was carried on our payroll on a re-imburs- 
able basis, and worked directly under the supervision of the office mana­
ger, The movement of messages was smooth, and although there were the 
daily «hitches’* to be expected in this type of work it m s  on a whole 
vejy satisfactory.

C. Teletype

Until July 1943 the project used the teletype machine installed in the 
office of the Boat Engineers about 1/4 mile from the main office« It was 
necessary for the operator to make this trip four times daily for the 
transmission of outgoing messages, and to pick up messages the engineers 
had accepted for us. At that time all stations were contacted individually,
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and there was often a delay of several hours before a call could be com­
pleted»

The teletype machine m s  installed in this office in duly 1943. The of­
fice in 111oenix Instituted a system whereby the office here would be con­
tacted at certain hours during the day to receive the messages Phoenix 
had taken from other WRA offices* At the same time we would transmit |f# 
them the messages we had received from the various sections. This system 
has been functioning since that time and has proved very satisfactory» | 
All incoming and outgoing messages are posted numerically end are easily 
found in the files. I §g||§g g || | I H ||| ' I , r . , 5 * ■ * <! I ■
Certain persons of each section ware authorized to sign outgoing messages 
and each section head or someone authorised by him reviewed outgoing tel­
etypes or wires pertaining to the workings of that section, before they 
were transmitted*

It was necessary to teach the operator the functioning of each section
and the key personnel employed therein, so that it was possible for him
to route incoming messages to the right people#

11 | ¡| 11 T'\ |. | I * ' §| | '! ll|t |f, | o H g  V/:,;,' V S§§ || ¡¡¡§ ■ |;.. ^ ; */ ; ;• : ’ ‘ ■ ’ /¡r
iintH May 1945 copies were made for each interested section, at that time 
a system of “action copies« was started. This consisted of simply sejad- 
Ing copies to the project director, assistant project director and thjree 
copies to the section moat vitally interested* The word “action“ was 
noted besxde the section# The section receiving action was responsible 
for initiating a reply, or taking whatever action was necessary# Former­
ly it was necessary to make as many as twelve copies of incoming messages 
but it m s  no# reduced to a maximum of six copies •

This unit has been able to handle a large amount of traffic, with few 
problems other than the ever present one of personnel.

B* telephone

This unit has maintained a 24 hour service in all -three camps• Until 
May 1943 we had only one small one-place board in camp I. it consisted 
of about 24 plug-ins and three long distance lines# There were insuf­
ficient telephones to give proper service and the work load was very 
large. It was necessary to install telephone sin key offices and in the 
event that calls came for m  office without a telephone, someone would 
have to be called to the telephone* Gamps 2 and 3 had telephones in 

ofiices but on Saturday and Sunday and off working hours they were
of little or no service to them, since there would be no one in the of­
fices to answer the telephones.

In Ootcfc.r 19*8 th* K U i t w y  Polio, wor. on guard duty in tho telophon# 
office. For several days during the strike of November 18, 1945, they 
operated the switchboard at night, (the two appointed personnel of the 
office service section operating the day shift), as well as performing
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regular off i©# work* It was palili io keep t b» affi©# open» and th» 
«witchboard operati:^ all th* tir a* Gali* to eaxnpjg and 3 « i n  menitar- 
té duriag ibis tías* bui work w a t  m  asura&l«

Ih* board» at oa»p 2 and 3 -»»are operated by svaeuees «dio work*d durine 
th* strili* • (It «timi th* pr&otle® of th* affi** to eornr th* board at 
camp I with appointed pera canai and ommsp 2 and 3 board» with «meuees 
with a supervisor » ?  all three eamp*#)

Ss, Hay 1943 idi* ssw swltehbe&rd was tustalled and a short timo after 
wa» rondar for operation. Whil» only a one*plao* board, li waa ®lactrioal~ 
ly operated and was a great iiaprov*®»2it orar th* hand nmg ©ne* li allow» 
«4 for 00 plug-in» and three Barloar» three long distane* ©Irouits, a» well 
a» thre® oireuits for eaajéE and 3* Soard* w n  instali ed tu c&ap I and 3 
et that ila* ani nere put iato use a short tino labor*

Th® Ca&g» 1 board h&ndled m. enormous naaber of ©alla, 20 to 40 per min* 
ut* and oftea th«rs w»re no cord® with whioh to mate® con&eotlona* Lights 
hai to remin uniti a oall waa finish» d so that plugo wor® avallati«*
Of oour** ibi» worked to th# ¿«triswnt of all aano*ra*d bai thè re a i  
aothlag that oould be don® to oorreoi th* situatimi* Meno* w*re issued 
resetting persone to limit th® length of thè ir oall», mà to oak* enly 
a*o*ssary enlls*

Bere orni long distane® «all» wsn® handl«d through th* effie* telephon«» 
bui «mntualiy ther® w%» a pay te legione inst&lled for persomi use*

Tieksts wer* m d e  on all long dittano® «alla* tersemi «alla were eoi* 
l*«ted for anda repori was mai« twiee aonfchly on th* nunber of offieial 
«alla, th* diri»leu and peraoa plaoing thsm, a» w»ll ae th* peri«*, pili* 
M g  Éhdmth# «est*

3&sa&2 and 3 placed thè ir long distane* ealls througfc th» oaaip 1 switoh- 
board, bui w*re retpoasible for thè e elisoti©?* of money te m m r  eost*

When thè re lesati on program «tortai th* long distane* ealls for «momios 
inoreased tremendously* It waa neoeaaary te barn <m persesi ©a duby 
durian th* day shiffc for long distane* ealls alen«*

Mesi of th* tisi# rebatían «hlfis nere maintainsd* lewevsr elea* to th« 
«ad of th* proposi streight shlfts wer* aaatgasd eaoh persen b*oaus* 
som of th* |lrl* were married and had amali ehlldron in sehool* C o r  
sfqusnily, rotaiion shifts worked a hardshlp m  ihaa*

Uni il August 1943 thè oasp I and 3 boards wer® ©owered by «meue«*#
The ir work provod **ry satisfaotory* Girl» eorered th* d^r shift and 
boy* w*r® aasigaed to night duby* Howerer, a# o vacuatici* procreased 
ws wsre fhoed with tb* probità of familias moring with little or no
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notion# It was difficult to find replacements and finally it was neces­
sary to ©over the boards with appointed personnel. Three girls were 
assigned to each camp with the relief operator wearing out of camp I# 
However# it was difficult to find operators and usually there was no 
relief* Hash girl then worked a seven day week* Some difficulty was 
encountered regarding meals for them but this was finally solved by in** 
stalling kitchen fixtures near the telephone office where they could 
prepare their meals*

J$r the first of October 1946 the evacuees were all out of these camps 
and all offices were closed* The girls were removed frera these boards 
and assigned to clerical positions in camp I* Firemen who were on 24 
hour duty covered the switchboard which remained under the supervision 
of the Office Service Section*

£« Supply

The question of of fife supplies arose early and this function of service 
was assigned to the Office Service Section in «January 1944* It is hard 
to realise the amount of work involved in this unit. It was their re­
sponsibility to estimate the quantity of supplies required for each of­
fice for a week's periods to survey requisitions when presented to be 
sure no office would be overstocked on supplies which were difficult to 
obtaini and to keep an inventory of stocks on hand together with esti­
mated monthly usage*

It has been our experience that forms were the most difficult to keep 
supplied, for as work of sections increased at an alarming rate it was 
almost impossible to keep them supplied with necessary forms. These 
forms# when ordered# often were months in reaching us.

¿y& inventory of forms on hand as well as the estimated six months * re­
quirements# was made* However it was found that in a great many instances 
it was impossible for the offices themselves to know the quantity they 
would require for a given time*

Form reeferd cards were transferred to this section from the warehouse 
which had formerly maintained them, in April 1946* They were maintained 
until September of that year when the warehouse again took over the issu­
ance of forms and supplies*

It was difficult to maintain a stock of vital supplies due to the fact 
that requisitions were placed with a vendor and often filled months later# 
if at all. This was the most difficult unit to operate*

this unit reproduced forms and memoranda for the project. It was necessary
F
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in most oases to request th® office requiring work to be dons t© 
out their own stencils because moat of the time there was not 
personnel available in the section to perform the task«

Some of the time it was possible to hare evacuee help for this 
unit, but usually personnel were not interested sinoe the mimeo- 
graphing was at best a dirty job* However, we had several very 
good operators and the work turned out was excellent* The 
greatest difficulty encountered was requests for work which were 
presented on the same day that the material was needed* Emer­
gency oases were handled whenever necessary but the general ten­
dency of presenting requisitions the same day the material was 
required worked a hardship on this unit*

The first fall text books had not arrived In time for school o«* 
pening and quantities of material were duplicated for the schools 
in order that they might operate on schedule•

It was the duty of this section to keep files of every job run 
and the quantity of work completed in a month’s time, as well as 
files of stencils by number* This was accomplished by assigning 
each incoming stenoilaeanseoutivs number«

The supplying of paper and stencils was often a difficult problem, 
since both were at a premium«

9« ijsaseagsr

During the occupancy of the project there was maintained a messen­
ger service for delivery of official and personal mil to the dif­
ferent sections in the three camps* There was a mail clerk whose 
responsibility it was to pick up and deliver mall to the post of­
fice and to sort the mail for the offices, as well as supervise 
the messengers*

Messengers were, in most cases, school boys who worked part tins 
during th* school tens and full time during the vacation periods* 
These messengers delivered the mail to the offices end picked up 
any outgoing mail at two hour intervals* Mall for offices not in 
the area was delivered by oar messenger and mail for office or 
personnel in camps Z and 3 was delivered to the dispatcher’s of­
fice* It was then taken by bus to i&ese camps where It was deliv*
ered to the unit administrator’s office and from there in turn by



.1« V

messenger# Each of these oamps maintained a sub-section of both 
supply and mas «sugar service*

All mail going to, or coming from, the othor oamps was registered 
and signed for before delivery, which aliminatad tha possibility 
of mats rial being lost in transit*

IV CMTBR CLOSUHE

A* Iftratouee Folders

Consolidating evaouea individual foldars at this tit?« was on# of 
our big Jobs* It m s  necessary first to consolidate mats rial on 
hand, than inoludt such material in foldars when received in this 
offioa* Personnel assignad this duty had to acquaint themselves 
with evaouee names and discern exactly which material parfcainad 
to that avaouea* In scorn cases it was vary difficult due to the 
fact that often only initials ware used on communications and no 
family number or block address was givsn* Telephone operators 
formerly in oamps 2 and 3 were assigned to this task* Consolida­
tion was started by teachers who were on detail*

B* Forward Mail

On November 15, the post offioa closed and it was the duty of the 
Office Service bastion to forward all mail for evacuees* A fils 
card system was set up containing the name, family number, former 
block address and forwarding address« This proved a difficult 
task because information was not maintained in any «me placs and 
had to be obtained from four different sources*

C* Files

File consolidation at this time was our chief concern* It was nec­
essary to survey files prepared for disposal or storage by other 
auctions, check for record material and issue memoranda regarding 
suggested disposal* All record material was then delivered to 
this office, coded and re-filed in the project central files* If 
material was already duplicated in our files, it was destroyed or 
sent to the University of California Library at Berkeley, Calif* 
as the oase mi$it be* A great deal of time was spent in giving in­
structions, reviewing material and general supervision of this pro­
gram*

23• Teletype and Telephone
Buring center closure there was a marked increase in the telephone 
and teletype work load* Naturally the peak of relocation sew the 
peak of this work* It was nscessazy to have two girls on the switch­
board during the day shift, cm® to operate the local board and the 
other long distance* In the teletype unit it was neosssary to have
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as extra girl to type copies of incoming wires* The operator spent 
all her tins sending and receiving and the telewriter operator was 
equally as busy*

#
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