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GILA. E lis ie  E^OJì'jCT 
KXV3H3 ,  ARIZONA

February  23, 1945

l'KKORANDUK TOt D iv is io n ,  S ec tio n  and U n it Heads

P lease  bo ad v ised  th at out* g a s o l in e  a llo tm en t  
f o r  the T h ird  Q u a rte r , 1945, w i l l  be  d e p le te d  toyW E  
e a r ly  M arch, u n le ss  d r a s t ic  s tep s  a re  taken to  cu r­
t a i l  consumption*

T h e re fo re , each D iv is io n *  S ec t io n  and U n it  
Head i s  r e s p e c t fu l ly  requ ested  to  us© h is  in f lu e n c e  
and e f f o r t s  to  a v o id  d u p lic a t io n  o f  any s e r v ic e  end 
to  c o n so lid a te  a l l  movements under h is  c o n t r o l ,  
w herever p o s s ib le ,  and to  avo id  any unnecessary  
t r a v e l*

The Kotor p o o l S u p e rv iso r  i s  and s h a l l  be 
au th o r ised  and in s t ru c te d  to  deny a l l  t r a n s p o r ta t io n  
req u ests  which in  h is  op in ion  m y  be  unnecessary  o r  
may be  c o n so lid a te d  w ith  o th e r  t r i p s *

Your coop e ra tion  and c o n s id e ra t io n  w i l l  be  
ap p rec ia ted *

m G aso lin e  Supply

I
Tom B . V inson
Rquipment ^ in t o n a n e «  Supv,
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llaroh m , 3ÿ*$

TOt Divisian, Section ár M t  Heads 

Ifptp. Until further nob i o» plsasé bava letters 

preparad for the sigmtaare of Bau F* Rooyan,

Mting Frojeot Direo : or*

U  B» Bonne fcfc 
Project Diroo tor



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROJECT 
RIVERS ARIZONA

March 17> 1945

MEMORANDUM TO: D iv is io n  and S ec tion  Heads 

SUBJECT: Personnel Changes

Th is w i l l  n o t i f y  you th a t Mrs. M arguerite Brown 

is  now A ss is ta n t S t a t is t ic ia n .  E f f e c t iv e  March 19 th , Mrs 

Iren e  E. Herren w i l l  be A c t in g  O f f ic e  Manager in  charge 

o f  the O f f ic e  S e rv ic e s  S ec tion .

B F Runyan
A ss*t P r o je c t  D ire c to r  
A d m in is tra tiv e  Management D iv is io n



UNITED STATES
DEPART?TOT OP TFS INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROEEICE MEMORANDUM 
GILA RIVER PROTECT 

RIVERS, ARIZONA

March 20, 1945

MEMORANDUM TO: A l l  D iv is io n , S ec tion  and U n it Heads

SUBJECT: R e s p o n s ib il ity  fo r  Government P rop e rty

The fo l lo w in g  is  an e x tra c t  from the WRA Handbook, 
P rop erty  C on tro l 20*4«

E X T R A C T

20*4*3 S ince t i e  va lue o f  government p rop erty  acqu ired
rep resen ts  a la rg e  investm ent o f  government funds, 
and because cu s to d ia l r e s p o n s ib i l i t ie s  are p laced 
upon the a u th o r ity  fo r  o th er p ro p e r t ie s  o f con s id er­
a b le  va lu e , i t  is  necessary that th e a c q u is it io n , 
usage, and d is p o s it io n  o f  a l l  p rop erty  be r i g i d l y  
accounted f o r  and th a t the a c c o u n ta b ility  and r e s ­
p o n s ib i l i t y  fo r  a l l  p rop erty  be d e f in i t e ly  e s ta b lis h ­
ed* A c co u n ta b ility  and r e s p o n s ib i l i t y  devo lve  upon 
any person t o  whom pu b lic  p rop erty  i s  in tru s te d , and 
who is  requ ired  to  m aintain a p rop erty  account th e re o f*

A P rop e rty  O f f ic e r  who c a r r ie s  p rop erty  on a Stock 
Record Account, and has such p rop erty  in  h is  posses­
s io n , e ith e r  in  use or in  s to ra g e , has ’ a c c o u n ta b il ity ’ 
and R e s p o n s ib i l i t y ’ f o r  'the care and sa fekeep ing o f  
such p rop erty*

He has A c c o u n ta b i l i t y  but not r e s p o n s ib i l i t y ’ fo r  
p rop erty  which has been issued to  o th ers  and fo r  which 
a r e c e ip t  has been ob ta ined* Thé P rop erty  O ff ic e r  
continues to  remain ’ a cco u n ta b le ,’  and the person to  
whom issue has been made assumes ’ r e s p o n s ib i l i t y * ’
Any in d iv id u a l who g iv e s  hi s s ign a tu re  as a r e c e ip t  to  
th e P ro p e rty  O ff ic e r  f o r  p ro p e r ty , becomes resp on s ib le  
f o r  i t s  care and p rese rva tion  u n t i l  such p rop erty  has 
been returned to  the accountable o f f i c e ,  o r r e c e ip t  has 
been ob ta ined  by th e P rop erty  O f f ic e r  from a successor, 
or u n t i l  he has otherw ise been r e l ie v e d  by an approved 
Report o f  Survey*



A
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20*4«5B — -th e  heads o f  a c t i v i t i e s  using minor equ ip­
ment s h a ll remain accountable to  th e P rop erty  
and Warehousing O f f ic e r  th e r e fo r  u n t i l  r e l ie v e d  
o f such a c c o u n ta b ility  by retu rn  o f  su'ch equ ip­
ment to  warehouse s tock , by t ra n s fe r  to  o th er 
a c t i v i t i e s ,  or by survey a c tion *

A c t i v i t y  heads s h a ll  m ainta in  a c o n tro l card fo r  
a l l  minor equipment issued to  each emuloyee under 
th e a c t i v i t y *  Form OHM-188, P rop erty  Issu e Re­
cord s h a ll  be used*

Evacuees should not be perm itted  to  lea ve  the P ro­
je c t  u n t i l  p rop erty  c learance is  obta ined from the 
A c t iv i t y  Head. Evacuees should be c lea red  by A c t-  . 
i v i t y  Head on any p rop erty  issued to  them«

E N D  O F  I  2  2  R A C T

This memorandum is  issued to  b ring  t o  th e  a tte n t io n  
o f  a l l  concerned, th e  a c c o u n ta b ility  and r e s p o n s ib i l i t y  fo r  
Government P rop erty*

The r e v is e d  Handbook, P rop erty  C on tro l 20*4 from which 
e x tra c t  was taken , became e f f e c t i v e  February 1, 1945, but has 
not been d is tr ib u te d  to  a l l  s e c t io n  and d iv is io n  heads on ac­
count o f  a l im ite d  number o f cop ies  r e c e iv e d .

B. F* Runydn 
A ctin g  p ro je c t D ire c to r



UNITED STATES
DEPARTMENT OF THE INTERIOR 
WAR RELOCATION AUTHORITY 

GILA RIVER PROJECT 
RIVERS/ ARIZONA

March 21, 1945

MEMORANDUM TO: A l l  D iv is io n , S ection  and Unit Heads 

SUBJECT: Attendance Reports -  A ppo in tive  Personnel

Beginning w ith  th e pay p er iod  ending March 51, 1945, 

i t  w i l l  be necessary fo r  a l l  Attendance Reports fo r  A ppo in tive  

Personn el to  be submitted t o  th e Personn el Management S ection  

not la t e r  than the beginn ing o f business A p r i l  2nd*

Attendance Reports fo r  a l l  subsequent pay periods 

must be submitted to  th e Personnel Management O f f ic e r  no 

la t e r  than the morning a f t e r  the 'end o f  the pay p eriod *

The above is  necessary  in  order that we may p ro p e r ly  

submit A p p o in tive  p a y ro lls  to  the D isbursing O f f ic e r  to  

r e c e iv e  sa la ry  checks on the due dates*

Tour coopera tion  w i l l  be g r e a t ly  apprec ia ted*

3  »
B* P* Runyan
A ctin g  P ro je c t  D ir e c to r



UNITED STATES 
DEPARTiENT (V* THE INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROE^TCE *^morandum 
G IIÀ  RIVER PROJECT 

RIOTERS, ARIZONA

March 22, 1945

pr^ORANDUM TO: A l l  D iv is io n , S ection  and U nit Heads 

SUBJECT: Th ird  Quarter O b liga tion s

Under th e  new accounting procedure e f f e c t i v e  
"February 1, 1945, i t  is  necessary that a l l  o b l ig a ­
t io n s  be es ta b lish ed  in  the fin an ce  Section  no la t e r  
then the 25th o f  each month in  which a quarter ends*

A l l  r e q u is it io n s  fo r  purchase must be submit­
ted  to  the Procurement O f f ic e r  in  s u f f ic ie n t  tim e 
fo r  him to  execute purchase orders or con tracts  and 
have them o b lig a te d  in  the "Finance Section  by th is  
date •

R eq u is it io n s  not processed as o u tlin ed  above 
w i l l  be returned u nob liga ted*

A .s. ytd'-wJ
B. E. Runyan
A ctin g  P ro ie c t  D ire c to r



Rivera, Arizona 
March 29, 1945

MEM)RANDOM ' gg , | ,. , ; J g| L

TO3 Division, Section & Unit Heads

^ ¿ ';..-'-Ef|,éctiye today I  «d l l  again sign a l l  

mail that was previously routed through the 

-Director's o ffic e  fo r signature.

X»« H« Bennett 
Project Director



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROJECT 
RIVERS ARIZONA

A p r i l  £0 , 1945

IpSfOMIOTM TO: D iv is io n , S e c t io n , and U n it  Heads 

SUBJECT: Correspondence Handbook £07

T h is  i s  to  c a l l  your a t te n t io n  to  Handbook R e lease  

No* £07, dated  A $ r i l  1 , 1945« T h is  Handbook o u t lin e s  u p -

t o -d a t e  p rocedu res  f o r  WRA correspondence«

A  v e ry  lim ite d  su pp ly  o f  th ese  Handbooks were re c e iv e d «  

P le a s e  be su re  th a t  eve ry  sten o g rap h er, t y p i s t ,  and s e c re ­

t a r y  under you r su p e rv is io n  has a chance to  study  t h is  p ro ­

cedure and th at a copy I s  a lw ays a v a i la b le  f o r  t h e i r  ready  

r e fe r e n c e «

The O f f ic e  S e rv ic e s  S ec t io n  may send back  f o r  r e w r it e  

correspondence th a t  i s  not p rep a red  in  accordance w ith  Hand­

book 807 •

/ s/  Ben
Ben F * Runyan
A s s is t a n t  P r o je c t  D ir e c to r  
A d m in is tra t iv e  Management D iv is io n



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROTECT 
RIVERS, ARIZONA

April 26, 1945

TO; DIVISION, SECTION & UNIT HEADS 

RE; REDUCTION IN EVACUEE EMPLOYMENT

From th is  date on we w i l l  be making reductions 
in  evacuee employment throughout a l l  o f  the sections  
that employ la rg e  numbers o f  persons.

In  order to a f fe c t  the reductions without creat­
ing hard fe e lin g s  or res istan ce  from the communities 
I  suggest that you n o tify  the Manpower Commission at  
le a s t  ten days be fo re  any reduction i s  put in to  e f fe c t .  
By so doing we can secure the support o f  the Manpower 
Commission i f  we explain  to them the reduction in  budget 
or elim ination  o f  a c t iv it ie s ...

P lease  cooperate on th is  point.

L . H. Bennett 
P ro jec t  D irector



W&R REUOOmCK AUTHORITY W *U 
INTEROFFICE ÍÍÜ & IO T  

H  GIU EIFER
EIFERS, ARBORA íĵ p | | | ¡| | | ^ | | | !

Í l ! Í f c Í * i l l l  i  ^  I0# 19h5

■ÏQ» DIVISICm,|:SBÖTIÖBf & WtÍT HEADS , S » ®

REt ÀÓtlKG PROJECT MBO'TCm '. ; ' „ , . v: V  < " ;

During my absanoa fresa Hay la  to M$y 2$ M¿É& ' ■ 

Inoliali?»* Er* Ja&os U  Shplly w U l b» Aoting 

Prosasi Dira»ter and sa il signaturas should, ha É 

prepared In' Hls nana*

1%. H« Bannett Vlf^V
Projeot Direotor



UAH RELOCATXOH AUTHORITY 
INTEROFFICE !4EkORAH0mi 

O IU  RIVER PROJECT 
RIVERS, ARIZONA

12, I9k5 
IX 130 A* IS,

IMPORTANT

TO* DIVISION, SEC TICK & UR IT ire Am 

RE* CORRECTION

Plea«# mark your records to show that 

kr* Herman A* Ott w i l l  be Acting Agsjgtant P ro > o t  

Dlreotor in charge o f Administrative Management 

fear the thirty-day period ending Jine 12,  19^5.

U iie morning at 9*00 A# I.* a memorandum waa 

emit out with the emission o f the word ’’A ssistant”* 

This was an o v e r a l l  t#

Jmae« l *  Shelly  
Acting Pro ject Dlreotor



May 12, 1946
f,;: g '■
71 I . I ‘ I I ! I I : la

TOj a ll  d iv is io n , section  and unit  heads

RE* SUPPLY OFFICER

This is  to advise that Nr# St ©man 

A* Foust w i l l  bo Acting Supply O fficer fo r  the 

SO day period ending June I Z 9 1946*

H* A* Ott
Aoting As slbtantyPro^eot;*Director 
Administrative Management Division



TO.*

mt

DEPARTMENT OP THE XNTKBICft 
WAR RELOCATION AUTHORITY 

INTEROFFICE MEMORANDUM 
GILA RIVER PROJECT 
RIVERS, ARIZONA

Nay I t ,  1945

Curing the abeenee o f Mr. f .  1. Reynold•, 

Evacuee Property O ffleer, from May 18 to May 85 
inclusive, Mr. Marlowe B. Beale w ill be noting 

Kv&euee Property O fficer .m

m m ,
tfllliaa  Hu«©
Relocation Program O fficer



UNITED STATES 
DEPARTMENT OF THE INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROFFICE MEMORANDUM 
GILA RIVER RELOCATION CENTER 

RIVERS, ARIZONA

May 14, 1945

MEMORANDUM TO* A l l  D iv is io n  S ection  & Unit Heads 

SUBJECT* E xpenditu re  o f 1945 Funds.

Th is I s  to  adv ise  th a t a l l  r e q u is i t io n s  
f o r  purchase must reach  the Procurement O f f ic e  
on o r b e fo re  June 15 f o r  expen d itu re  o f  1945 
f i s c a l  y e a r  fu n d s • Th is i s  n ecessa ry  to a l lo w  
s u f f i c ie n t  time f o r  encumbrance o f  funds p r io r  
to  c lo s in g  o f books by the Finance S ection  on 
June 25* The Procurement Unit w i l l  be unab le  
to  p ro p e r ly  o b lig a te  funds a f t e r  that d a te *

H*A* Ott
A o tln g  A s s i t *  P r o j e c t  D ire c to r  
Adm* Management D iv is io n

SAFoust/kk



HAR RELOCATION AÏÏTEQRITT 
INTEROFFICE W â Œ tM im  

GIU RITO PROJECT 
RI TO S, ARIZONA

¡ I I  15# 19 k5

TOi DIVISION, SECTION it TJRIT HEADS 

REt IETEEVXEYïS

Ihe Welfare end Relocation Divisions w i l l  
ocdI w considerable znxabwr o f residents in fo r  
scheduled interviews* -j&j

the m ajority o f the persons w i l l  be 
on evacuee payrolls, th is m©y a t  tisses cause you 
a certain scoimi o f inconvenience« However, I 
wish you would smile about I t  and encourage every 
erne to keep these interviews« He need the oo~ 
operation o f everycaae in  th is  matter«

Thank you*



UNITED STATES
DEPARTMENT OF THE INTERIOR 
mR RELOCATION AUTHORITY

GILA RIVER PROJECT 
RIVERS, ARIZONA

May 18, 1945

TO: D iv is io n , Section and Unit Heads

SUBJECT: Attendance Reports -  Appointive Employées

Since pay days fo r  appointive employees have been changed 
to the 12th and 27th, a l l  attendance reports  are not being re ­
ceived in  the Finance Section by noon o f the next day fo llo w in g  
the end o f the pay period as previously  requested. Some attend­
ance reports have been as much as three days la t e .  Our p ay ro ll 
employees have had to work a great deal o f overtime in  order to 
submit p ay ro lls  to our D isbursing O ffic e  in  su ffic ie n t  time to  
receive  a l l  pay checks on the designated pay day.

Our new pay day procedure requ ires that we prepare pay­
r o l l s  from attendance reports to avoid overpayments. Beginning 
with  the pay period ending May 31st, (the pay day o f which is  
June 12th ), attendance reports not received in the Finance Sec­
t ion  by noon o f the day fo llo w in g  the end of a pay period w i l l  
delay receip t o f pay checks fo r  the a c t iv ity  a ffe c ted .

Your cooperation w i l l  be g re a t ly  appreciated by us, in  
order that we may f a c i l i t a t e  d e live ry  o f pay checks on the due 
dates*

W. G. Graham 
Finance O ffic e r



WAR RT3L0CATI ON AUTHORITY 
GILA R IT O  PROJECT 

R ITO S/ ARIZONA

May 88, 1945

MEMORANDUM TO: D iv is io n  and S ection  Heads

Mr* Bennett w i l l  be on the p ro je c t  

May 84, 1945* As o f  that date and th e r e ­

a f t e r ,  o le a s e  p repare m a il re q u ir in g  the 

d ir e c to ra s  s ign a tu re  fo r  L« H* Bennett to  

sign#

Your coopera tion  and a ss is tan ce  dur­

in g  my »a c t in g  d ir e c to r s h ip »  i s  s in c e r e ly  

appreciated#

SUBTOT: Return o f  P ro je c t  D ire c to r

ames L# S h e lly  
A c tin g  P ro je c t  D irec t



t

WAR RELOCATION AUTHORITY 
GILA RIVER PROJECT 

RIVERS, ARIZONA

May 25, 1945

MEMORANDUM TO; A l l  D iv is io n , Section and Unit Heads 

SUBJECT; Retirement Meeting 10:15, Saturday May 25

There w i l l  be a meeting in  the Recreation ^ a l l  o f a l l  
D iv is io n , Section , and Unit Heads immediately a f t e r  the morn­
ing co ffee  tim e, Saturday morning.

Mr. C. J . Benner, Retirement Representative o f the Un i­
ted States C iv i l  Service Commission, w i l l  conduct a conference 
on Retirement r igh ts  and p r iv i le g e s .

* i
A l l  Heads are expected to  be p resen t. Any other member 

o f the Appointed S ta f f  may attend, provid ing i t  does not in­
te r fe re  w ith  important d u tie s .

L . H. Bennett 
Pro ject D irector



M i  RRIDCATIGH jaiTHOUpf 
IHTER0FFI0E MEMORAHROM 

oiLA i i rm  PROJECT
rivers ,  ,m xm m

May so, X&4S

Division, Section and Rnit Heads

S RJECT» Timekeeping fo r Evacuee Employees

He wish to s a i l  your attention to  ths follow ing instructions  
pertaining to tlmskaeping fo r  evacuee employees*

X« Evacuee Leave Regulations E ffective ley  X, 1944*
!*  Signature Card Procedure, Project Instruction So* 1$ and 

memorendum dated February S3, I $44 by B* F* Runyan*
3* Timekeeping Manual o f Procedures dated A pril 18, 1944j  

end memoranda dated A pril 4, JtxXy 5, end Movemt-er S, 1944 
pertaining to th is Manual o f Procedures*

4« Traumatic in ju rie s  instructions dated A p ril S, 1943 and 
March i s ,  1944*

5* Compensatory Tine memorandum dated Janurey 1?, 1944 and 
Project Instruction Ho« 3 Rated September IS, 1943*

6« Memorandum on M ilita ry  Leave dated May £, 1943*
7* Memorandum on employment procedure dated July lo , 1044*

We w i l l  appreciate the cooperation o f e l l  Section Heads on 
the submittal e f  Rally  Time Reports (Forms WRA^&lla 17 and WRA- G ila  
IS ),  slgnaturs cards (Form WRA*Gila 42), appllostions fo r leave 
(Fora WRA*35§ and S*0L2S3), as severed by the above Instruction»«

Thank you fo r your past and future cooperation*

m
11* 0* Graham 
Finance O ffice r



•UNITED STATES 
DEPARTS NT OE THE INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROFFICE MEMORANDUM 
GILA RIVER PROJECT '
RIVERS, ARIZONA

June 11, 1945

A l l  D iv is io n , S ec tion , and Unit Heads 

In ven to ry

'The WRA Handbook, P rop erty  C on tro l, 20.4*8B, req u ires  
th a t a p h ys ica l in ven to ry  o f  a l l  Government p rop erty  be taken 
at th e c lo se  o f  each f i s c a l  year*

Th is in ven to ry  s h a ll  be subm itted in  th e  o r ig in a l  o n ly , 
as o f  June 30, 1945, and must be forwarded to  the P rop e rty  and 
Warehousing Unit not la t e r  than Euly 10, 1945* I t  sh a ll be pre 
pared on Form WRA-108 r e v is e d , P h ys ica l In ven to ry  o f  P rop e rty , 
a supply o f  which may. be obta ined from the P ro je c t  Warehouse on 
Eorm WRA-7 re v is ed *

Separate in v e n to r ie s  s h a ll be submitted on each c la s s  o f 
p rop erty  (M ajor and Minor equ ipm ent), and each c la ss  s h a ll be 
l i s t e d  a lp h a b e t ic a lly .  A complete and accurate d e sc r ip tio n  o f  
each a r t i c l e  l i s t e d  must be g iv e n .

The fo l lo w in g  c e r t i f i c a t io n  sha^l be shown on the la s t  
page o f  each in ven to ry , and s h a ll b^ signed by the resp on s ib le  
o f f i c e r .

*1 hereby c e r t i f y  that th is  in ven to ry  rep resen ts  a tru e  
and accurate l i s t  o f  a l l  government p rop erty  in  use by th is  
a c t i v i t y ,  and th a t th is  equipment is  in  my possession  as o f  June 
30, 194&.* 

i r
•S i  gne d______

T i t l e

A l l  equipment which canno.t-be-lbchted^when making the 
p h ys ica l in ven to ry  s h a ll  be rep orted  in  a request fo r  survey 

. in  accordance w ith  P ro je c t  In s tru c t io n s  No. 11, dated November 
25, 1945.

1  7 m 7
L. H. Pennett 
P r o je c t  D ire c to r

IflMORANDUM TO 

SUBJECT:



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROJECT 
RIVERS, ARIZONA

JUNE 12, I9I4.5

TOi DIVISION, SECTION & UNIT HEADS

RE* ACTING ASSISTANT PROJECT DIRECTOR, 
ADMINISTRATIVE MANAGEMENT DIVISION

As o f th is  date Mr* Lyston S* Black w i l l  be 

Acting A ss istan t P ro jec t  D irector in  charge of 

Adm inistrative Management* P lease d ire c t  a l l  cor­

respondence to him instead  o f to Mr* Herman A* Ott* 

Mr* B lack ’ s appointment w i l l  be e f fe c t iv e  through 

July 11, 1924.5.

L* H* Bennett 
P ro jec t  D irector



UNITED STATES 
DEPARTMENT OF THE INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROFFICE MEMORANDUM 
GILA RIVER PROJECT 
RIVERS, ARIZONA

June 18, 1945

MEMORANDUM TO: A l l  D ivision ,. Section , and Unit Heads

SUBJECT: C losing of Warehouse

In order to sucessfu lly  complete an accurate inventory of the 
Project Warehouse Stock, it  w i l l  be necessary to close the Project  
Warehouse on June 26th, 27th, 28th, 29th, and 30th.

I t  is  requested  that a l l  Un its forward req u is it io n s  fo r  o ff ic e  
supplies and forms immediately so that issues can be made by June 23, 
1945 r

I t  is  also  urged that a l l  U n its o r A c t iv it ie s  submit req u is it io n s  
fo r  m aterial and supplies during week of June 18th to 23rd, since no 
issues sh a ll be made while the warehouse is  being inventoried .

I t  w i l l  be g rea t ly  appreciated i f  A c t iv ity  Heads w i l l  comply 
with above requests; a l l  emergency issues during inventory week sh a ll 
requ ire  the approval of the Supply O ff ic e r .

Ly^fcon S . Black 
Acting A s s ' t *  P ro ject D irector  
Adm inistrative Mgt. D iv is ion



WAR RELOCATION AUTHORITY 
GILA RIVER PROJECT 

RIVERS, .ARIZONA

June 19, 1945

MEMORANDUM TO: A l l  D iv is io n , S e c t io n , and Unit Heads,
and Timekeepers

SUBJECT: Timekeeping Procedure«

There appears to  be some con fusion  p e r ta in in g  
to  documents in  connection  w ith  th e -p rop er  record in g  
o f  tim e fo r  Evacuee W orkers.

In 'o r d e r  t o  c l a r i f y  e x is te n t  tim ekeep ing in ­
s tru c t io n s , the fo l lo w in g  documents -and requirem ents 
are necessary:

FIELD TBTEKEEPERS: _

1# Do not a llo w  a worker to  en ter on duty, and 
do not record  any tim e worked w ithout a p rop e r ly  
executed assignment document. Contact Personnel 
Management S ec tion  im m ediately.

2. Workers should be checked tw ic e  d a i ly .  Do 
not post D a ily  Time Sheet un less worker rep orted  and 
worked, or was in  a Leave S tatus.

3 . Vacation  Leave and Leave Without Pay a p p lic a t io n s  
must be subm itted to  Personnel S ection  and approved
in  advance o f  tak in g  le a v e .

4. S ick  Leave a p p lic a t io n s  must be subm itted to  
Personnel S ection  not la t e r  than the da3̂ c f  retu rn  
to  du ty; and absences beyond 3 days must be sup­
ported  by a p h ys ic ia n ’ s statem ent.

5. D a ily  tim e rep o r ts  must be signed by the P ro ­
p e r ly  designated  Foreman and Tim ekeeper, and proper 
s ign a tu re  card fo r  th is  Foreman and Timekeeper must 
be on f i l e  in  C en tra l TambJceeping O ff ic e  b e fo re  
tim e rep o r ts  are subm itted»



6« On any questions p e r ta in in g  to  timekeeping, 
c a l l  the C en tra l Timekeeping Sub-TJnit*

7* Submit tim e rep o rts  d a i ly  to  C en tra l Tim ekeeping« 

OTHTE’CE t im f ic t o b r s ;

1# Upon r e c e ip t  o f  D a ily  Time Reports in  o f f ic e #  
the fo l lo w in g  a c t io n  should be taken ;

(a )  Check s ign a tu res  o f Foremen and Timekeepers 
aga in st s ign a tu re  cards* These must conform*

(b ) Check d a i ly  tim e rep o rts  fo r  P ro p e r ly  ap­
proved Leave a p p lic a t io n s  b e fo re  p o s tin g  to  
115 cards* These Leave a p p lic a t io n s  must bH 
attached to  d a i ly  tim e rep o r ts  b e fo re  p ostin g  
115 cards* A lso  see th a t proper s ic k  lea ve  
a p p lic a t io n s  are w ith  d a i ly  tim e sheets b e fo re  
p o s tin g *  I f  a 115 card is  posted  w ith  s ic k  
lea ve  over  a p er iod  o f t im e , approved a p p lic a t io n s  
must be f i l e d  w ith  d a i ly  tim e rep ort showing
la s t  dajr o f  i l ln e s s *

(c )  Check d a i ly  tim e r e p o r t 's  names, I*D*.numb­
e rs , ra te s  o f  pay, e t c * ,  a ga in s t 115 b e fo re  '

p os tin g * Time sheets must show com plete names* 
e tc *

(d ) Post d a i ly  tim e rep o r ts  to  115 each day*

2* Check assignments a ga in s fs ign a tu re  cards when 
re c e iv e d  b e fo re  p ostin g  to  115 cards*

3* In s e r t  and complete two way stamp on a l l  documents 
b e fo re  p rocess in g  to  Pay R o l l  Sub-Unit-#

4* Check'URA-112 cards f o r  compensatory tim e shewn 
on 115 cards, and post 112 cards i f  compensatory^ 
tim e has been p ro p e r ly  approved by the P ro je c t  D ire c to r  
in  w r it in g *

5# Any d iscrep an c ies  on d a i ly  tim e sheets should 
be r e fe r r e d  back to  the f i e l d  tim ekeeper fo r  co rre c tion s*

6* Ask su perv iso r questions about anyth ing you 
d o n 't  understand*

W* G. Graham 
Finance O f f ic e r
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0 I U  T O  PIOJECT
x im s t ahiioia

¿ton* £9, 1945

m o  fOt D ivision tad Section Heads 

SUBJECTi Surrey o f  Personnel Requirements

Between new end the completion o f  the liqu idation  
process there w i l l  be constantly recurring problems concern* 
lug the necessary personnel repaired to properly ooaplete 
eur mission*

I t  Is  requested that yon w i l l  please «sake an Isaee* 
diate survey as to year anticipated future needs fro «  a 
personnel standpoint# sending a aeaerandum o f thsse findings 
to  the dating Assistant Director o f  Admlnlstrative Management

| Please break th is  plan deem into requirements fa r  too 
periodss , 9

&•§ la y  additions or changes that slight be necessary 
during the f i r s t  quarter o f the 1946 f is c a l year 
beginning July 1* and ending September SO, 1945«

8« Requirements and changes fo r  the second quarter | 
beginning October 1«|*

In c asiderotic» i f  year requirements fo r the f ir s t  
quarter« your attention Is  invited to the possible necessity  
e f  establish ing new posit lens to take ear# o f  those teachers 
when you especia lly  desire to transfer to your ac tiv ity *

In the second quarter I t  w i l l  be especia lly  necessary 
fo r  you to consider the fact that evaeoee assistance w i l l  be 
greatly  curtailed and in »mm instances non-oaistant*

Tour prompt consideration and desired plan would be 
appreciated«

L . H* Bennett 
Project D irector

co itFxm m L



KAR RELOCATION AUTHORITY 
| INTEROFFICE UEUQRABXfQkH'

GILA RIVER PROJECT ^® if3 K ;
Hip rivers J  Arizona I I H I S I I

June JO, I9 k 5

TO 1 D ivision, SEC TIQR h tBfe HEADS 

RE 1 REOTAR SIAFFMEETIBG, WEDNESDAY,

§ ¡ ¡ 8  FOURTH OF JULY* ; y i  ' : j f f l H

Pleas# attend a regular s ta f f  n#eting 

in  th# Butt# S ta ff Recreation H all nt 9 tOQ A® , 

Wedno ed«y , July 1*, 19 h9* |

’f|v’K 1* H* B#r*u#tt 
Project Direeto#



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROJECT 
RIVERS, ARIZONA

July 6, 1945

MEMORANDUM TO: D iv is ion  and Section Heads

SUBJECT: U n c la ss ified  Jobs Needed For Center Closure

Washington Adm inistrative Notice sta tes that 
a wage survey must be made in  order to e s tab lish  pre­
v a i l in g  wages fo r  u n c la ss ified  jobs needed fo r  center 
c lo su re •

A l l  Unit Heads are requested to an tic ipate  
a l l  po ss ib le  needs fo r  sk ille d  or unsk illed  labo rers  
between now and closure and n o tify  the Personnel 
O ffic e r  at once whether or not such personnel w i l l  
be needed. A fte r  such d< term ination, an extensive  
survey must be made and Washington approval secured be­
fo re  h ir in g  would be p o ss ib le . Hence, action  now is  
im perative.

P ro ject D irector



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA R i m  PROJECT 
RIVERS, ARIZONA

July 13, 1945

MEMORANDUM TO: D iv is io n , Section and Unit Heads 

SUBJECT: Federa l Employees Pay Act o f 1945

On July 1 , 1945, the base sa la ry  fo r  a l l  c la s s i f ie d  position s  
was increased on the fo llo w in g  b a s is :

Twenty per cent of that part o f the base sa la ry  not in  excess 
of $1200, p lus ten per cent o f that part o f the base sa la ry  in  excess 
o f $1200, but not in  excess of $4600, p lus f i v e  per cent of that part 
o f the base sa la ry  in  excess o f $4600,

The above increase in  base pay is  in  add ition  to the overtime 
which we receive fo r  a l l  hours worked per week over fo r t y .

The adm inistrative work week fo r  the centers has been designated  
as s ix  8-hour days, eight hours fo r  each day Monday to F riday , inc lu sive  
and a f u l l  dight hours to  be worked on Saturday. Leave can be taken on 
each day o f the week without lo s in g  overtime pay i f  Saturday i s  worked, 
Saturday is  the overtime day and i t  an employee is  absent on that day, 
he receives no pay. No leave o f any kind may be charged fo r  absence 
occurring on Saturday,

P ro ject and A ssistan t P ro ject D ir  ctors may authorized compen­
satory time, provided employee requests same in  w rit in g  fo r  ir re g u la r  
or occasional overtime work.

Employees re g u la r ly  scheduled to work between the hours of 6 p.m, 
and 6 a.m. receive a ten per cent increase in  base ra te  as a night 
d i f fe r e n t ia l  but no overtime pay on th is  night d i f f e r e n t ia l .  In other 
words, base pay, overtime on base pay, and night d i f f e r e n t ia l  on base 
pay.

A l l  w ith in  grade promotions have been changed from th ir ty  to  
eighteen months fo r  a l l  employees whose base pay i s  $3800 per annum 
and over, and from eighteen months to  twelve months fo r  a l l  employees 
whose base pay is  under $<5800 per annum, i f  the employee received an 
e ffic ie n c y  ra t in g  o f ’ good* or b e tte r  than ’ geyod*. Service C red its  
sh a ll include serv ice  in  the Armed Forces, Merchant Marine, or on War 
T ransfer IWOP, i f  such serv ice i s  a f t e r  July 1, 1945.



A ll appointive pay ro lls w ill be on a bi-weekly basis and w ill 
be paid on the second Thursday after the close of the pay period. The 
first  bi-weekly pay period w ill end July 14th, and the pay day w ill be 
July 26th, The next bi-weekly pay period w ill end July 28th, and the 
pay day w ill be August 9th^etc.

There has been no change in the Income Tax law. Tax deductions 
w ill naturally increase on the same basis as the pay increases.

Lump Sum Payments w ill be made 'on the basis of forty hours per 
week with no overtime payment involved.

The evacuee work week and pay period remain the same, or eight 
hours each day Monday to Friday, inclusive, and four hours on Saturday, 
and pay periods monthly.

Deductions for Bonds, hospital, quarters and subsistence w ill 
be made on a bi-weekly pay period basis instead of semi-monthly as in 
the past.

In order for the Finance Section to prepare the Appointive Pay 
Roll in sufficient time to receive the pay checks on the prescribed 
pay day, it w ill be necessary for a ll attendance reports to be submitted 
to the Personnel Management Section by noon of the Saturday on which the 
bi-weekly pay period ends. A ll attendance reports must be approved by 
the personnel Management Officer and must reach the Finance Section no 
later than 8 a,m, on Monday morning following the end of the pay period.

Attendance reports and leave regulation procedure remain the 
same as in the past.

A ll of the above procedure became effective July 1, 1945

L,H, Bennett 
Project Director



/

GILA. RELOCATION CENTER 
INTER-OFFICE MEMORANDUM 

RIVERS, ARIZONA

July 14, 1945

TO: D iv is ion , Section and Unit Heads

SUBJECT: D isposa l o f Incoming and Outgoing correspondence 
to Washington and San Francisco .

O ffic e  Service Section is  preparing to  consolidate  
A ll  records as can be withdrawn from a l l  o f f ic e s .  Recently  
a le t t e r  was received from Mr. U tz , A cting D irec to r , regarding  
a i l  correspondence between th is  .'Center and Washington and 
San Francisco, to the e ffe c t  that a l l  papers prepared fo r  
C entra l f i l e s  be marked w ith a d iagonal stroke from l e f t  to  
righ t in  red p en c il. This should apply to a l l  copies retained  
by each o f f ic e  who uses these copies fo r  reference or fo llo w ­
up purposes. L isted  below are to be marked:

1 . Correspondence, requests, tran sm itta ls , telegram s, 
te le typ es , p e r io d ic a ls , sp ec ia l reports whether o f 
general a c t iv i t ie s ,  o f f i s c a l  m atters, o f personnel 
tran saction s .

2 . Correspondence w ith  Relocation  Area or D is t r ic t  
O ffic e s  r e la t iv e  to job o ffe r s  o r Relocation  
opportu n ities .

3 . With the c lo s ing  o f the f i s c a l  year 1945, records are  
now due fo r  conso lidation  to the F i le  U n it . P lease  
c le a r  your f i l e s  o f m ateria l no longer needed fo r  
current operations. A l l  records must be bound or 
placed in  boxes and a l i s t  o f same be made sta tin g
i f  the m ateria l i s  dup licates of records, o r ig in a l  
records, non-records or excessive paper. P lease r e fe r  
to Manual Section 20.8.60, regard ing d isp o s it io n  of 
WRA forms app licab le  to your section  or Unit,

Acting A s s * t . D irector  
Adm inistrative Management D iv.



UNITED STATES DEPARTMENT OF INTERIOR 
WAR RELOCATION AUTHORITY 

GILA RIVER EROJECT
RIVERS, ARIZONA

TO: ALL DIVISION, SECTION AND UNIT BEADS

SUBJECT: INTER-OFFICE AND INTRA-CAMP MAIL

The U , S . Post O f f ic e ? R ive rs , has announced 

e ffe c t iv e  July 16, 1945, a l l  intra-camp m ail passing  

through the lo c a l Post O ffic e  must he transm itted in  

envelopes bearing the penalty in d ic ia .

A l l  in t e r -o f f ic e  m ail going by messanger 

serv ice should be placed in  non-f ranked envelopes^ Such 

m ail w i l l  be d istribu ted  by the M ail Room, P lease n o t ify  

a l l  c le rk  and typ is t  o f these in s tru c tio n s ,

Douglas M, Todd
Acting A s s 't  P ro ject D irèctor
Adm inistrative Management Div



WAR RELOCATION AUTHORITY 
INTEROFFICE MEMORANDUM 

GILA RIVER PROJECT 
RIVERS, ARIZONA

July 23, 1945

MEMORANDUM TO: D iv is ion , Section and Un it Heads

SUBJECT: Analysis and Survey of Section Noeds

A committee has been appointed by the undersigned, 
with Douglas Todd ~ Chairman, W. G. Graham -  Executive 
Secretary , and James L . S h e lly , Robert S , Davidson, Joe H. 
Janeway, W illiam  M, Huso, and Ethel A. Fleming -  Members, to  
analyze and a s s is t  in correcting  s itu ation s  perta in ing to  
shortages Of Caucasian personnel, and the stream lining of 
functions and o rgan ization . I t  is  reguested that each 
D iv is ion  and Section Uea<j submit to %*, Todd an analysis  of 
the Caucasian personnel requirements that they deem necessary  
to  e f f ic ie n t ly  operate th e ir  Sections from now u n t il the 
c lo s in g  o f the center on November 15th, and th e ir  problems now 
ex isten t.

Please l i s t  the number c f  position s which you have.and 
the number o f position s which you w i l l  requ ire  in add ition  to  
your present approved actual o rgan ization .

A lso , p lease submit to t t , T#dd any recommendations you 
wish to make perta in ing to  stream lining the functions o f your 
Section, and e lim ination  o f excessive documentation which you 
consider is  unnecessary to the function ing of your Section,

The above should be submitted immediately. Upon rece ip t  
o f th is  inform ation, Mr. Todd , and the committee appointed to  
work with him, w i l l  in terview  each Section Head and go over h is  
suggestions and recommendations w ith the view o f making an equ l 
tab le  d is t r ib u t io n  of personnel now a v a ila b le  and endeavor to  
s e t t le  the problems a f fe c t in g  h is  Suction.

Your cooperation w i l l  be g re a t ly  appreciated.

L.H . Bennett 
P ro ject D irector
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UNITED STATES 
DEPARTMENT OF THE INTERIOR 
WAR RELOCATION AUTHORITY 

GILA RIVER PROJECT 
RIVERS, ARIZONA

August 3, 1945

MEMORANDUM TO: DIVISION, SECTION AND UNIT HEADS

SUBJECT : LUMP SUM PAYMENTS TO EVACUEE WORKERS

We have received the fo llow in g  authority  from our Washington
o ff ic e :

"Authority  is  hereby granted to make lump sum payments to  evacuees 
fo r  vacation  leave earned and unliquidated compensatory time when serv ­
ices are terminated due to re lo ca t io n . Manual and Handbook Sections 50.5 
perta in ing  to payment o f evacuee workers fo r  vacation  and compensatory 
leave w i l l  be changed accord ing ly . The present provisions fo r  extending 
the term ination date to cover vacation  and compensatory leave remain in  
e ffe c t  fo r  other than term ination due to re lo ca tio n  and may be fo llow ed , 
i f  d esired , in l ie u  o f making lump Siam payments when an evacuee re lo c a te s .  
I f  lump sum payment amounts to $44 or more, w ithholding tax  deduction is  
to be made in accordance with schedule shown on page 9 o f treasury  c i r ­
cu la r ?JT- rev ised  1944. Evacuee worker w i l l  have to declare h is  depen­
dency status on form W-4 and deduction made accord ing ly . Refer to Manual 
Section 50.9.5 and .6 fo r  d e ta ils  on preparations o f form W-4. Any taxes  
withheld from evacuee workers are to be handled and accounted fo r  in the  
same manner as fo r  appointive personnel.”

Evacuee workers should be encouraged to work as long as they can 
p rio r  to th e ir  re lo ca t in g , as a lump sum payment w i l l  give them that 
much more money to use when they re lo c a te , and it  w i l l  a lso  help  the 
Pro ject due to the labo r shortage.

W i l l  you please advise a l l  evacuee employees regarding th is  lump 
sum payment.

Douglas M. Todd 
Project D irector



UNITED STATES
DEFAHTi&tfT OF THE IKTER1CR 
T AR RELOCATION AUTHORITY 

lîtmOFFÏCB ÆL'ORANDUîl
____ GILA RIVER PROJECT
' " RIVERS, ARIZONA

August 15, 1945

UBMGRAHDUi TOs Unit Section & Divison Head3 

SUBJECT: Detail of Evacuee Labor

Starting Friday, August 17th, every able bodied 
evacuee in the Butte conaur.l ty is  subject to one day per 
week detail to the engineering section for the purpose of 
picking up, packing and crating, transporting and loading 
tvacuae proparty and for making or delivering boxes for 
Evacuee Property.

Butte is  to be divided into a lx  d istricts and 
male residents in eaoh district are to eork one day par 
eaok for engineering.

The section from which workers are absent on de­
ta il r i l l  do required timekeeping and r i l l  pay the detailed 
employee for the time ha devotes to engineering detail.

Domglaa » .  Todd 
project Director



THS. DEPT*. OF INTERIOR 
WAR RELOCATION AUTHORITY

RIVERS -  ARIÄONA

August 13, 1945

MEMORANDUM TO: A l l  D iv is io n , S ection  And Unit Heads

In  con s id era tion  o f  th e  44 hour week and in  
order th at the pay r o l l  may be subm itted at th e p ro ­
per tim e,, su perv iso rs  are requested  to  submat the^ 
b i-w eek ly  Time and Attendance Reports to  th e P er*  
sonnel Management S ec tion  b e fo re  J5 p* m* o f  the F r i ­
day .iiist p r io r  t o  the end o f  each ‘pay p e r io d *

'T n  subm itting Attendance R eports , i t  w i l l  th e re ­
fo r e  be necessary to  a n t ic ip a te  th e la s t  day o f  the 
pay p er iod * 'In  case th ere  is  a change o f  s ta tu s  o f 
any employee, a f t e r  submission o f  the Rep o r t ,  super­
v is o r s  are requested  to  rep o rt such change to  th e  ^ 
Personnel Transactions O f f ic e r  as e a r ly  as p o ss ib le  
Saturday morning*

So th a t t h e r e w i l l  be no d e la y  in  the submission 
o f  th e pay r o l l , , s u p e r v is o r s  are e s p e c ia l ly  requested 
to  d e l iv e r  Attendance R eports not la t e r  than the dead­
l in e  s p e c i f ie d .

SUBJECT: Time Change in  Submission o f  
Atténdance Report

Douglas M* Todd 
P ro je c t  D ire c to r



t UNITED STATES

-y
DEPART»!T OF THE INTERIOR 
WAR RELOCATION AUTHORITYVAR REDOLI 
¿̂ •ftîŸERsT1RS, ARIZONA

August 21, 1945

TOs D iv is io n , Section and Unit Heads,

E ffe c tiv e  August 21, 1945 the fo llow ing  procedure w i l l  he placed 
into e ffe c t  in  it s  en tire ty :

WRA. employees sh a ll he allowed to enter and leave the p ro ject upon 
presentation at the gate o f th e ir  permanent pass which is  issued to  them 
upon th e ir  entrance on duty w ith  WRA,

Caucasian v is ito rs  who wish to enter the p ro ject on business, or fo r  
the purpose o f  v is i t in g  WRA pro ject employees, sh a ll he the re sp o n s ib ility  
o f the Gate C lerk . Gate Clerks sh a ll issue a v i s i t o r ’ s pass, in an o rig in a l  
and one copy, to  v is it o r s  when they enter the camp. V is ito rs  sh a ll he in s ­
tructed to have these o r ig in a ls  signed by the ViRA employee w ith  whom they 
conduct th e ir  business, or the employee they are v is i t in g  before they leave 
the camp. The copy sh a ll be held by the Gate Clerk in a pending f i l e  a lpha­
b e t ic a lly .  Upon the v i s i t o r ’ s return to the gate , the Gate C lerk sh a ll take 
up the o r ig in a l pass, being ca re fu l to see that the pass haaobeen approved 
by the proper WRA employee. These o r ig in a l passes sh a ll be turned in d a ily  
by the Gate C lerk to the S ta t is t ic ia n . The copy w i l l  then be discarded.

The evacuee v is it o r s  pass w i l l  be WRA-338 only. When a v is i t o r  en­
te rs  camp the Gate C lerk w i l l  make the co lle c t ion  fo r meals, i f  necessary, 
and w i l l  deposit same w ith  the Agent Cashier the next morning. WRA-397 can 
be used by Gate C lerk to support h is deposit w ith  Agent Cash ier. The Gate 
Clerk w i l l  inform the evacuee that before he/she leaves the center, he/she 
must contact Agent Cashier to pay any amount due or secure refund, i f  due. 
The Agent C ash ier’ s notation on WRA-338 w i l l  a llow  the evacuee to get thru  
the gate when leav ing camp. A l l  Gate Clerks w i l l  be furnished su ffic ie n t  
change by the Agent Cash ier, as a l l  are now bonded.

The outgoing gate s l ip  as used at p resen t, WRA-*Gila-6, w i l l  remain 
in  e ffe c t  fo r  in d e fin ite  and short term leave , but short term leave w i l l  
a lso  use WRA-133 Rev. as at present.

WRA-139a, Gate P ass, as used at present, w i l l  remain in e ffe c t  fo r  
evacuees who have to  leave the center on business.

GATE CLERK PROEEDUPE -  STATISTICS SECTION

CAUCASIAN EMPLOYEES

CAUCASIAN VISITORS

EVACUEE VISITORS

EVACUEE RESIDENTS LEAVE

Douglas M. Toad 
Pro ject D irector



U . S . DEFT. OF INTERIOR 
WAR RELOCATION AUTHORITY 

INTEROFFICE MEMORANDUM 
GILA RIVER PROJECT 
RIVERS, ARIZONA

August 22, 1945

To D iv is ion , Section and Unit Heads

Subject: Surplus Property

I t  has come to the atten tion  o f the Supply Section  
that representatives o f other agencies have been con­
tac tin g  various units d irec t  regarding our antic ipated  
surplus property.

Since i t  is  incumbent upon the Property Control and 
Warehousing O ff ic e r  to "earmark” property surplused or 
about to be surplused fo r  tran s fe r  to other agencies, 
please r e fe r  a l l  v i s i t o r s ,  rep resen tatives , and in q u ir ie s  
in  regard to surplus property to the Supply O ff ic e r .  
F a ilu re  to do so w i l l  re su lt  in  m isinformation to the 
prospective purchaser and lead him to b e lie v e  he w i l l  be 
able to receive certa in  equipment already "earmarked" 
fo r  someone e ls e .

P ro ject D irector


