


CgFICS Of THE RSGIOHM ATTPami

Principal Attorn” P-6 5f600
A»*t. Cl«pk-N3t«no. CAF-3 1,620

PUBLIC iOR"S DIVISION

Principal ingioBrnr P-6

A gin««r P-4 g
Prin. Sng. Drsfts«tn SP-7

S«n. CArtogrftphic Draft. SP-6 s

Cl«rk-Stetiograph«r CAF-4 g
Asti. Clark-Star»>. CAF-3 [

BUPLQIMaiT DIVISION
Prin. fiaplojaent Officer CAF-13 S—ap

Junior Statistician P18
Statistical Clerk CAP-4 =
CIATK-St«no. CAF-4 1=
Assistmnt Clerk CAF-3 g

a

TK regional chart por d x vkr AND LITT

OFFICE OF TOE REGIONAL OQIAiCTUR
Regional Director CAF-U 6,500

Senior Cl«rk-Stenogi*mph«r CAT-5 2,000
8sl*t4nt Cl#rk iténograph r CAF-3 1, 620

ACRICULTURAL AND INDUSTRIAL UKHKGSUSKT DIV*

Pria. Agrlcalt. Specialist CAF-13 5,600 Prin. Adain. Officer

* »
Clerk*Stenographer CAP-4 1,800 Library Aide
Clark-c>teno«

Assistant Clerk

OMMUNITY iSRVICES DIVISION

PrL*i. £dacmtion Adriter P-6
Sariit«ry £ngin«er P-* 3,800
Clerk-Stenogr«ph«r CAF-4

ROCE

PU3LICATIONS AND REPORTS DIV.

CAF-13
SP-5

CAF-4

CAF-3

ADMIMISTHATIVE DIYISIOM

AdMin. Offie«r CAF-13  $,600
Cl«rk-Stenograph«r CAP-4 1,800

FISCAL SSCTION

Uaad Fiscal Acct. CAP-12 4,600
Prin. Accountant CAF-11 3,000

Sr. Acct. Cl«tk  CAP5 2000

1,620

PROCUR(ikElfr SECTION

Frocureaent(gf. CAF-U 3,300
Assoc, Pp. = CAF9 3,200
Asst. Cl«rk-St«n. CAF-3 1,620

PERSONNEL AND OFPICS MAM SW!.

Personnel Officer CAF-11 3,800
Sr. Per. Clark CAF-5 2,000

Sr, Clerk CAF-5 2,000
Asst. Clerk CAf-3 1,620
Asat. Clr.-St«n. CAF-3 1,620
Jr. Clr.-St«n. CAT-2 1,440
Ufwd«r ClIr.(Fil«) CAP-11,260
Uet««ng«r CU-2 1,000
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War Relocation Autho”r C5NTRAL mi"INSTRUGTIOH HO>
Centra-1 Region ] ;
Denver, Colorado N ] \%

SUBJECT Administrative Instractions, Notices, Bulletins, etc.

Xt There are available from Washington*the following classes
of Administrative material*

A* Administrative Instructions govern policies and®
procedures to be carried out Tsy tlie War Relocation
Authority on a national basis#

me / _— -
B* Administrative Notices sOt forth, regulations effect-
ive _foy limiijed periods of time, 6r provide the staff

with information of a topical nature,

C. Opinions of the Solicitor, iDeginning with Ko, 8,
render opinions on various legal aspects of the
War Relocation Authority®s operations,

IX* Procedure Manuals Available

m . Regional Office, Three complete sets of Washington
Instructions, ITotices, and Solicitor®"s Opinions are
available for Regional office use. These are avail-
able in the Reports Division, the Administrative
Division and in the Mail, and !?iles rwiii* One conplOtG
set of Washington rel ses has "been furnisued the

Eegional OSM office* *

Project offices* Pour sets of Washington Administrative
Instructions, Notices, and. Solicitor*s Opinions are

.m _ _-awBila'ble in the offices of the Project Director, the
Administrative Officer, the Tran«po”tation ajid Supply
Officer, and the Supt, of Schools. Additional copies
of important fiscal, personnel procurement, oirrployment,
housing, and other procedures requiring ?ido circu-
lation will be furnished the projects.

DistriTaution 411 regional and project staff mem®bers

(8/15/42) (Sheet 1)



The Central Region will issue the following types of pro-
cQdural and other releases!

A.

Instructions. (These will "be on yelloy paper.)
There will 'be two types of administrative, fiscal
and procedural instructionst

1*.

2*

Circular Letters,

Detailed in-%erprotations of Washington* ~ "broaA
policies anc& procedures as they apply in this

projects*

Central Region Instructions will '"be mmbored in
accordance with Washington Administrative Inst-
ructions, and arc to 'te filed in the same pro-
cedure, "binder with tho Washington Administrative
Instructions immediately after the related Wash-
ington Instraction”J e g*» this Central Region
Instruction Tee filed after Washington

*Administrative Instruction No* 2«

Instructions establishing temporary procedures in
tho absence of specific Washington instructions#

The first temporary instruction issued Tv the
Central Hegion (in the absence of any Washington
Instruction on the subject) willl)e thored

1000, and later temporary instructions will 'te
ntunbered consecutively fron th.oro# IRiggc inst—
r\ictions will Tijg cither cnncclod, or rcnuKibcrcd
in accordance with Washiiigton Instructions, when
the latter arc received .

containing discussions of "broad policy

or employee activities* (These will e . pink paper*)

Circular letters should filed numerically,

Bulletins, containing information or notices. (These
will be on green paper#)

Bulletins should to filed numerically*

(Sheet 1 * Hcvcrsc)



XV.

yj-

DistriTmti

. * Ten-copies..ofWashington Instructi9ls, otipcs, and
Solicitor” Opinions will be furnished to the Regional
office and ten copies to each project, / =«

B* TOn copiss of all Csntrstl R@giona.l Instructions, Circular
Letters and Bulletins will "te furnished to each project,
two copies to"the Denver OEM office, three copies each
to the San Prancisco and LiUle Rock regional offices,
and three .copies to the Washington War Relocation Author-
ity office*.T -

. . m - : . " | T,

C, In the Regional office and on the projects it will '"be the
responsibility of the Reports Division to service all pro-
cedure iftanuals for insertions and deletions and to route
"ifaSiiington and Regional-administrative releases to the
apiDropriate divisions and personnel* Insertions and de-
letions in vhe esta"blishftd procedure manuals williDe
accomplished az tlie Game time that office routings are

7initiated to insure current status of the manuals. Copies
of the Washington emd Regional releases, will "te routed
around the regional and project offi cbs"for einployeeS,
inspection and reading "before filing.

In the regional and project offices extra copies of pro-
cedural material will Te filed in the central mail and
files room.

It 1s emuhasized that in the presence of a Washington Instiruction
a related regional instruction is to be considered as interpretive
only#

Regional office Division heads will be responsible for preparing
rough drafts of instructions, circular letters, or "bulletins
covering their fields of activity. These Yill 'e prepared in an
original Sind five copiss and forwarded to the Administrative
Officer with a statement explaining the noed. for the issuance*
The Administrative Officer will circulate the copies among the
Division heads and Project Directors and got thoir concurrence
or recommcnds.tions* Definite time limits will "be set for the
return of the proposed material to the .Administrative Officer.
®ie revised draft prepared according to the recommendations
contained in the various copies returned will be edited "by tho

(Sheet S) *



VI,

VI, .

Reports i”Hsion Valid su™nit"ted: to tke Regional.*Pi.rptoy* for
approval..4fter. numbering, erecording, n for
d\g>lication in~thelAdministrative 1)iViei&n, the Reports
Division riU; effect duplication and distriMUoiu

Project ..Director's afe orized to. issue enpor”rtinstruc
ions for ..project Aise* The routine to Te used f"A J herren 011"
sxbiliiy for issuance will be similar to that in the Regional
Office, Project Directors-will forward an original and five
copies of the temporary project instruction to th«.regional
office with an explanation of the need for the instruction*

The Regional Office will forward three copies of every tem-

porary instruction, whether issued "oy the Begional Office or
a Droject, to Washington for revie and consideration, ex

pliii*ng ke ed for its issuance. This wiliDe the respon-
sibility of the Administrative Divisiozu

It ShOU|d be ei"phas.UeA s”hain th at Regional O m .ce | tI’UCUOI’]S
or Project Instructions are of a temporary nature and may oe
superseded at any time lay the issuance of Washington Instructions

Jos* H* Smart
Regional Diroctor

(Sheet 2 - Reverse)



¥ar Relocation Authority G30TBAL R3GOT IINSTRUCTIOH HO, 8
Central Region
Benver, Colorado

SUBJEOI! Public Statements "by War Relocation
Authority Personnel of the Central
Region

i# Ho member of the War Reloct®.tion Authority
personnel, in the Central Biegion is Lthorized to
make any public statement regarding the program
or activities of the War Relocation Authority with-
out the specific approval of the Regional Director.
This includes newspaper interviews, radio interviews,
and all talks “eforo public gatherings of any kind.
Reporters seeking ififonnation sliould 'Q referred. to
the regional office. All press or radio statements
mast T)e cleared through the Office of War Information
at the Regional Office.

XI. Exceptions to the aTaove will"bs releases of news
lay.Project Directors (not to 130 delegated) of a local
character not involving WRA policy or matters of wide
interest of military concern*

>t - - o
Jos* H* Smart
Regional Director

PistrilDution All regional and project staff memters.

8/15/42
(Sheet 1)



War Relocation Authority CENTRA.L REGION I!JSTRUCTION NO . 15
Central Region -
Denver, Colorado .. A

SUBJECT: Employnent Procedure of Appointive Personnel

General This instruction applies to. the employment of all
appointive personnel in Central.Begion ; offices.

Il. Authority: Effective September I, 1942 all* requests for
personnel action or lists of eligibles, including inquiries
of agencies or individuals pertaining to employment in the
Regional or project offices, will be channeled.through the
Regional Office Personnel Section in order to facilitate
the maintenance of applicant and position control records,
and to avoid duplication in recruiting. All personnel action
requests originating in division or project offices are in
the nature of requests on-ly. Actual appointments and term-
inations can \W". recommended only by the Regional Director
and are effected O01l13r bjA the Office for Emergency Rfenage-
ment and tho Civil Service Commission*

Thus until specific notification that an appointment action
is completed is received from the Regional Personnel Soction
acting for the Regional Director» no person can tell a pros-
pective omployoe that he is to be employed, or to enter on
duty. Reimbursable or"non-rGiiribur.sable details of employoos
from other,, fodoral agendiOs T jrwork with the WRA. must have
the specific approval of the Regional Director and aro re-
coimend.e*d in the same manner as appointraont actions. Under
our Appropriation Act wo arc prohibited from making details
of over 60 days or over ”~1,000. Should such a detail 'to
desirable, the information pertaining to tho need for tlie
detail will be furnished the Administrativo Officer in tho
Rogional Office and it shall bo his responsibility to soe
that proper clearance has boon obtained from the other fed-
eral agoncy before recommending approval to tho Regional
Director. .

I < Basic Personnel Raquirements: Bepruitment, Appointment,
Classification, qualifications, Transfers and other basic
personnel policies as set forth in the Basic Personnel “fenual
(1/feshington Administrative Instruction 13) and the Civil
Service WLr Scrvico Rogultitions will ho, adherqd. to. <All

Distribution All Regional and Project Staff Members

(9/1/42) (Shoet 1)



1v.

personnel ac”ities involving, requests of, p3*Ribmissions to
the Civil Service Cormnission will be made fey-tile"Regionall
Personnel Section through the Office for Emergency “nagqmenti™

Positions To Be Filled Strict adherance will be observed to
the Pei®sonnel Charts of the Regional Office (6/11/42) and the
Projects (6/6/42) and their revisions,

A. It is the policy to utilize evacuee personnel to the great-
est exteni. possible. It is hoped that only those positions
sho™vn on the charts as will bo pormanGntly fillod with
appointive Caucasian porsonnol. For all positions on the

.chart marked H<¥8w, or uJn filled by Caucasian personnel,,
Projoct Diroctors will report at “tho end of each-month the
name, title, salary and reason for continuing to employ the
present incumbents.

B* _Recoromendations for reclassifications or now positions my
be made, but these must.be accompaniod by a couipleto job

as to the need for tho position, and how its functions relate
to the. functions of the balance of the division or section

. and tlie organization.

C. The reassignment of the function and responsibility of divisions

or sections, so as to change the lines of function, respon-
sibility and flow of work mst be reported and justified to
the Regional Director*

D. Such recommendations and reassignment of functions must have
the administrative approval of the Director of WRA in Wash-
ington and of the Office for Emergency ifenagement and the
Civil Service Commission Glassification Sections.

SraploOTient Procedure: Tiie following steps are mandatory for the
completion of any appointment action*

A. Regional Office administrative clearance of the position
to be filled and the prospective employeets qualifications*

B. Administrative clearance by the Vfeshington I Office of
all prospective employeels qualifications for positions of
¢3800 or above. Washington administrative clearance is
also required for all traiisfcrs from other federal agencies
to Wi where an incroase in salary of more than two grades
mis involved.

C. Clearance by the Civil. Service Co ission of all prospective
employee®s qualifications*

[T} []
—_— ‘__ - L J L ] ®—
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A1l regllests for personnel actions will”Srry a
written statement as to the need for taking the
recommended personnel action. In the case of pro-
jects, Project Directors must pay particular
attention to submitting justifications for all
appointments of Caucasian personnel to Aw and wJn
positions (as shown on the chart of 6/6/42), and
approval of these requests will be nade by the
Regional Director.

To insure and expedite the completion of appoint-
ment actions, the following procedure is established;

1*  Forms involved and routing:

a. Form OEL-1-E6 will be prepared in quadruplicate
(4th copy, a plain tissue copy to remain in
files of originating source), and all copies
initialed by the Project Director or division
head.

b. The original and two copies (white, yellow
and green) of Form OEtl-28 and five copies
of CSC Form Ko, 57 (together with any just-
ifying statements or other data) will be
routed to the Regional Director, Attention
Regi6llal Personnel Officer, All copies of
Form 57 must 'te acknowledged in the presence
of a duly® authorized Notary Public.

C. The Regional Personnel Officer w/ill examine
the recoramendation in regard to compliance
with oxisting regulations, and will initial
Form OSIvl-28 01l the original an,d two copies,
prepare the administrative personnel record
card, and assemble the personnel docket,

d. The Personnel Officer will route the complete
personnel docket for regional administrative
cloarance through the Administrative Officer
for initialing and to the Regional Director
for signature.

e. On all recommendations requiring Washington
approval, the Regional Personnel Officer
will propar© an original and tissue of Form
WRA-23, attach a completed copy of Form 57,
and prepare a letter of transmittal to the
Director, and include as a part of the per-
sonnel docket for the signature of the Region-
al Director*

(Sheet 2)
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of the TPath of OffiGen and a fPersonnel
Affidavit.” numbered 2-0072. When a supply Is
received, this form vtill .supersede the Standard
Forms 8 and 47, and the above instructions will
be applicable to the new form.

One Standard Form 47, "Personnel Affidavit;** e
(This must be completed by all eiiiployees. It
may be attested to by the Project Directors,
;  Personnel Clerk, Postmaster, Pcrstoiinol Officer/
Admini“strative Officer, or duly authorized persons*)

*(5) One Form CSC 124b, ~“Declaration of Appointeell

*(6) One Forra C-1ilk-62  ~Notification of Address
for Mailing Ohecks.™

* tems checiced by. asterisk need not be completed
by employees who are transfers from other fed-
eral agencies and have established Civil Service
status*

fhe following forms are forwarded by the appointee to
the U« S. CiYil Service Corjimission, Washington, D. G.J

(1)0ne form CSC 2806-1> "Designation, Change or
Revocation of Beneficiary,’!" (This must be signed
on both sheets by the employee and ti7 witnesses¥*)

*(2) One Jorn CSC 3008, ~Beneficiary Card.*1 ,

— ® !

Upon completing the above forms, tile employee is
officially entered on duty with the War Relocation
Authority; and all of the forms together with an original
and one copy of Form. C-VJRA.~41, "Notification of Arrival
of New Project Employee,u are to be submitted immediately
to the Hegional Director, Attention Regional Personnel
Officer, Promptness in submittal will expedite salary
payments. In the Regional Office, the Regional Personnel

Officer will be responsible for seeing that all proper
forms for Regional Office employees are completed*

All prospective employees should execute an Oath of Office
when entering on duty; Oaths may be executed not later
than fifteen days after entering on duty, but pay checks
V7ill be held until ithe Oath is executed.

No payments will be made for services prior to the date
of personnel journalization, or the entrance on duty,
Whichever is the later.

(Sheet 3)



VII.

VIII.

D. —Hﬁ%ne event of a. transfer of, an- omplroyGe from

another j3rd?ial-agency, to WRA, it is .the responsibility
of Office for. Emergency Nfe.bageinot to notify tho other
agency by v/ire or letter of the effective date of tho
transfer, and request the® transfer of any accumulated
annual leave duo 11 employee. The Office for Emor-
goncy I3anagGment v/ill furnish the Rogional." Office with
copies of all such correspondence*

A. All details or loans of personnel, vdiGther on a reim-
bursable o,r non-reiinbursable details, must be reported
on Fom OEM-28 1in the same manner as effecting any
other personnel action.

B. If a detail is effected, pending the completion of a
transfer action from another federal agency, two sets
of Foms jovI-28 are required, one for the requested

e . transfer or appointment g.nd one for the detail*

Ge n the case of a detail, the date sliowii under
UProposed effective dateM on Form OEfi-28 will be
| .the actual date of detail.

D* No reLmbursable detail can bo raade for more *tlian 60
days and / orJ”1,000 withbut prior approval of the
Bureau of the Budgete In addition, travel expenses
of detailed employees which are paid by the lending
agencies must be approved by- the Bureau of the Budget
before reimbursement may be made.

Reporting Attendance:

A. Effective September 1,1942, each, ragjor division on
the projects and in the Regional Office w/ill, on the
15th and last day gf eacii month, prepare an original
and one .copy of Fom 00i-396, reporting the attendance
of all appointive personnel.-in that division* Each
division head will sign and forward tlie original of

, Form OElvI-396.

in the Regional .0Offices."bl"ee .forms will be forwarded
to the Office of the Regional Director. On the projects
those forms will be forwarded to the Project Director.

B.  The liegionai Dirocitor"s Office will prepare an original
and two copies of Forra OEM-396, representing a consolid-
ation of all Regional Office division reports. The
original and ono copy will be signed by the Regional

(Sheet 3 "reverse)



Director or his delegatee, and then fortvarded to the
Office for Emergency Management.

G. The Project Director” Office will prepare an original

and three copies of Form OEM-396, representing a con-
e solidation of all division neports# The original and

mtvo copies will be signed by the Project Director and
foirwarded to thfe Regional Director. The Regional
Directorfs Office will check the attendance reports
received, initial and forward the original and one
copy to the Office for Emergency “nagement.

D*  All Forms OMvI-396 will be prepared so as to so'V* the
largest grades and salaries first, and the lowest last.

E. Absence, leave, entrance on duty, or _termination will
'te shown in accordance wij;h the instructions on the back
of Fom OEM-396.

Pay Check Ifelivertjr

A. Except as otherwise noted, all pay checks for projects
will be seiit direct from the U# S, Treasury Disbursing
Office in accordance with directions given by each
individual employee on Form C-ViR«-SS, fAuthority for
Check Ivfe.ilingl> wlien entering on duty or subsequent
virritten revisions,

B. Checks for Regional Office employees will be delivered
in bulk from the Office for Emergency Management to
the Office of the Regional Director#

Qe Erroloyees desiring checks sent direct to banks for
deposit or other persons fol* endorsement may complete
Treasury Form 6569 in triplicate giving this delegation
and pov/er of attorney,

Copies of all paid payrolls will be forvtarded by the
Office for Emergency ~fe.nagement to the Office of the
Regional Director, Those payrolls relating to projects
will be forwarded to the appropriate project.

Leave 1 Federal regulations require that appointive personnel
work a minimum of 44 hours a week. In the event of
emergencies, additional v/ork time may be required for
which no additional compensation "may be allowed. In
view of the war effort, it is expected that personnel
will cooperate to the fullest possible extent. The
only overtime officially recognized in federal regula-
tions is work on Saturday afternoons, for which com-
pensation time may be allowed in equal amount, not to
exceed one-half day, during the following week*

(Sheet 4)



A. pE~"a. Dejaver maintains, the only of**ial leav®
records for appointive™Vi/RA. employees ill the Central
Region. * * "

B. All employees nust,, rec™es.t .annual, .Bick, or any
other leave on Form OBI'I-8, Application for "Leave*",
in duplicate#” These will b0 signed by the employeels
inimediate supervisor and by the Regional Director
or Project Director, as tlie case may bc4 or by their
delegates.

C. Strict adhorenco will be"observed to the leave laws and
regulations. (See Instruction No.13*) Annual
must bo applied for®in advance, and sick leave must
be reported immediately upon returning to duty. Sick
leave of longer than throe days* duration requirea
a doctor*s attestation,

D«  Leave while in travel status musa be applied for
in the usual manner and shown on the Travel Vougiier...

E. Requests for military, court, or other leave will
be made in .the prescribed manner*

F. Temporary employees must take any leave earned
within the period of their appointmeiit. There
will be no extensions of appointment for the pur-
pose of leave to temporary employees,

XI* Ratings

A. At least once a year, all personnel will be rated
as to efficiency eind all personnel will be advised
of the ratings*

B. Ratings will be made on Civil Service Commission
Form 51 and made in accordance with established
procedure,

G« Interim ratings will be made on all® employees of

a division or section by .the outgoing’'chief in the
event the chief of that unit is changed.

D«  Termination or transfer ratings v/ill.b.o made by
the chief of a division or section in the event
an employee under his supervision leaves the
service, transfers to another federal agency or

. to another division or. section*
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X1,

X1

E.

All rat”~g forms will be prepared and issued by ®EM-

Promotions: ey

A«

No within-grade promotions will be made except those
administrative promotions authorized by law, granting
a pors-on an increase of one increment v/ithin the
grade after eighteen months of satisfactory sorvico,
for a person earning up to $3,200 per annum, and
every thirty months for a person earning over "3,20.,
(Promotions should not be confused with reclassifica-
tions, or reallocations of positions.).

Transfers

A

B*

C*

All transfers within the Central Region of VIGRA must
have the v/ritten approval of tho Project Directors
concerned and the Regional Director*

All transfers botwoen tho Central and other regions
of R must have tHG written approval of the Project
Directors or Division Haads concerned, 1in "both
Regions, and the approval of both Regional Directors.

Transfors from otiior Fodoral Agencies to VAla arc

— — —

If an eraployee leaves the service of WRA of his own

accord, it is necessary that he submit a resignation
in duplicate on Form COEt,1-13, properly signed, dated

and stating the reason for his resignation.

1, Resignations prior to six months of service may
be accepted with prejudice by the Regional
Director.

Z, Resignations obtained under duress will not be
accepted by the Regional Director#

Persons holding permanent or war service appointments
may be separated only by resignation, reduction in
force due to insufficient funds, completion of work
assigned-to them, or for cause.

1*  For reductions in force due to budget reduction
or completion of work assigned to them, the
persons to be separated must be governed by
tormination registers established and maintained
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by OEM on the basis of length of service and ~
efficiency ratings. These registers are
established on a basis of title, grade> anO. L
classification, and all \IRk personnel at the

same headquarters with the same title, grade,

arid classification are iA competition with

one another regardle&s of wliat division may
employ them.

2, Any termination for cause must be submitted
immediately to the Regional Director for con-
sideration and decision* Such recommendations
must bo in writing and supported by a complete
jJustification and narrative, including affidavits
ox* airbheivbicated copies of statements of wit-
nesses, documents, etc* Project Directors are
authorized to suspend an employee for the per-
iod of*on® weok and request his immediate
departure from the project* Tho employee is
required to advise the Project Director or
Regional Director of his address during his
time of suspension so that the Rogional

eDirector may communicate v;ith him if he so
desires* The Regional Director will, if
possible, v/ithin the sovon-day period, render
a decision, or adviso both the Project Director
and tho suspended employee of the extended sus-
pension, pending referral of the case to the
Director of the in Vfeshington,

]

a. The Director has the right to refuse to
grant accumulated annual leave for any
tormination.

b«  The Diroctor has the right to direct
termination with fi"ojudice# *

On tho last day of active duty of an employee leaving
tho service of IVRA (or prior to thou, if tho last day
of active duty is known), Form OEM-28 will®" be prepared
in quadruplicate, sotting forth the portinont inform-
ation, and three copies will bo forwarded to the
Regional Office immGdiately, together with duplicate
copies of the resignation (if present), Form OEM-13,
and two signed blank copies of Fomi iM-QFf ""Request
for Leave-

Employees separated without prejudice are entitled to

accumulated annual loave, unless it is to bo transferred
to another federal agency. Immediate attention to the
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E«

submission of Form OEf-1-2S-as notificatioiTof

. separation is Very important so as to avoid over-

payment duplicate payment of employees leaving
the service, of WA.» . y

"When a Project Director is contacted by another

federal agency pr ,Jy. an employee regarding-, transfer

to another federal agency, he is to advise-.the em-
ployee pr agency to make a formal request, of the
action &p the Regional Director, requesting, that a
copy of the letter be sent him. The Regional Director
will consult the Project Director regarding the action,
and advise the agency, the Project Director and the
employee of his decision.

i* wPersonnel transferring to other federal agencies
will request the transferring agency to notify
the Regional Office of V/RA of the effective <iate
of the transfer. Duplicate payments of salary by
the federal government are prohibited by law,

Before the final pay check may be released, the em-
ployee must surrenderand account for all governraent
property in his possession or charged against him

01l the property records. He must turn over to an
accountable officer all transportation request books,
identification cards, government drivers license,
receipt books, funds, etc. The Project Director or

his delegatee, or Regional Office division head, will
transmit the material received to the Begional Director
for proper disposition,

1. In order to have proper advice of the address for
the last pay check and that all accountability
has been effected, projects v/ill prepare and
complete Form 0-VRA-67, "¢ Advice of Termination
or Furlough> in an original and two copies,
sending all copies to the Regional Office. If
possible, these should be forwarded with the
other forms making up the separation docket.
In the Regional Office the division heads will be
responsible for preparing Form C-1JRk-67, The
Regional Director” Office will make the necessary
notations on the administrative personnel card, and
route all copies of Form C-tJRA-67 through the
Regional MjA Personnel Section to the OfFM.

2* In order " insure correct information on Form

OEM-396, "Report of Attendance > for an employee
being terminated, CEI'l will complete the computation
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of the leave due an employee, note the correct
effective date 6n the first copy of Form C-l1i/RA.-67,
and transmit it to the Regional HHA Office.
(Notices for project personnel will be for-
warded to the project by the Regional Office.).

Once an employee has been terminated he may not bo
reassigned further duties with until he has once

again been employed by the appointment or detailing
procedure described in this Instruction.

Regional Director
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Tiar Relocation Authority CENTHAL 1USGIOK INSTRUCTION M 9 13
Central Region Supplement A«
Denver, Colorado

SUBJECT: Employment Under Letters of Authorization

iTh.e Regional Director, the Regional Administrative Officer,
Project Directors, and Senior Administrative Officers, individ-
ually, have been delegated authority by the Director of TA®R: in
hashington as appointing officers to hire temporary employees

for periods not to exceed 30 calendar days. This delegated auth-» !
ority will remain in effect until June 30,1943 unless revoked

by the Director, canceled by appropriate legislation, or 0 long
as funds are available or services needed. It may not be
redelegated.

An appointing officer, desiring to hire a temporary employee under
a .letter of authorization, will have the anplicant complete one
copy of Form GIMiHk68 (Brief Application for Eanployment)* If the
applicant appears qualified, Form ViRA-24 (Notice of Employmeii
under Letter of Authorization) will be prepared in quadruplicate,
and the applicant and the appointing officer will sign all four
O0Qoies. The applicari will also sign one copy of Form C-Vii’4-69
(Oath of Office and Personnel Affidavit)*

A* Regional Office. For temporggry employees to be paid from
regional office funds, one copy of Form VnHA 24 will be given
to the employee, one copy will go to the regional personnel
files, and the original and one copy, together with Forms.
C-MIA-68 and C-1fdgi-69, will be forwarded to the OEM*

Project Offices. For temporary employees to be paid, from
project funds, the original and one copy of Form YiRA-24
(together with the originals of Forms C-Y"RA-68 and C-T/sHA-69)
will be delivered to the Project Personnel Division, on0®

copy will be given to the employee, and the fourth copy

will bo forwarded to the Regional office for tho Regional
personnel files. The Project Personnel Division will forward
the originals of Forms V0O1A-24 and C-VCRA 69 o the Project
Finance Division after proper signature,

If, in the course of the thirty-day period, the classification

of the employee is changed to a higher or lower rate of pay, a new
set of Form TO1A-24 will be completed showing the new classifica-
tion, rate of pay, and effec ive date of he new classification,

Iftider a letter of authority, dmpldyment in any calendar year may
not exceed a total of thirty calendar days, regardless of the
number of times the employee is reclassified or employed.

Distributions All regional and project staff members.
10*»26«,42
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X*

XI.

AXT*

XX

For reporting 1ime worked, appointing officers may use
daily time books, time slips, Form OEM-7a, or any other
practicable device* It is recommended that jme be re-
ported once a day to the appointing officer, or his
delegatee, to enable him to keep a consolidated record of
all employees so employed for a given pay period*

Temporary employees who work less -than 2/-g- days contin-
uously are not entitled to annual or sick leave# If leave
is earned, it must be taken within the period of the
temporary employment. (Temporary employees hired at an
hourly rat® are not en"bi*tled to leave of any sort*) In

no case will extensions of employment beyond 30 days b0
made«

Only appointing officers may sign Forms ViBA-24# ViRA-25,
and O£M«?a*

Funds to pay for 30_day employment imder letters of Author-
ization are to be obtained from aliotments to personal
services for Civil Service employees#
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?{ar Relocation Authority CENTRAL REGION INSTRUCTIUK NO. 13

Central Region
Denver, Colorado Supplement B

SUBJECT; 30-Day Temporary War Service Appointments and Civix
Service Schedule A i”pointraents on ¥RA Projects.

General: Funds to pay for ten“jorary and part-time appointments
mentioned in these instructions come out of the allotraerrb for
personal services for Civil Service employees. None of the
appoiirbnents mentioned in these instructions need to be jour-
nalized, However, he Civil Service Commission, ei her at
Denver or at Washington (dependinguponthetypeofappoiiit-
ment). must 'te notified in all cases, as well as the Regional
officee These appointments are not reported to the Regional
OEM officee

11, All appointments of a temporary or part-time nature should be
made in accordance with Civil Service procedure> and wherever
possible, these appointments should, conform with positions
listed on approved 1iRA charts. |If it is desired to make a
temporary appointment to a position not iis ed on an approved
I/.RA chart, prevailing rates of pay in he specific locality
should be used. Schedules of pay for temporary and part-time
employment should follow, in so far as possible, the schedule
established in accordance with he provisions or* the Classifi-
cation Act of 1923, as amendede Rates of pay for positions
involving construction or skilled workers, and unskilled
laborers, will usually have to be established from local pre-
vailing rates for similar jods.

I11. The Project Director has the authority to effect at the pro-
ject all tyDes of appointments in this instruction without
prior approval from the Regional office, OEM, or the Civil
Service Commission. All 30-day War Service Appointments, and
Civil Service Schedule A-1-6, A-1-10, and A-1-14 appointments
will be effected 'ty "the forms listed "below.

A* Application - in duplicate - either CSC Form 57 or
Form C-YsillA68,

Original- Project personnel files
Copy - Regional V*HA office

B* Notice of Employment « in triplicate - Form IfiBA-24
(The type of appointment effected will be typod. on all
copies in the upper right-hand corner of Form IVRAL 24j
viz: - 30-Day War Service, A-1-6, etc.)

Distribution: All regional and project staff members

12-1-42
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Qe

G*

Original- Project Finance Division
Copy - Project personnel files
Copy - Regional 1TRA office.

Oath of Office and Personnel Affidavit - in duplica e.
S andard forms 8 and 47 - or new combination form
C-Y<RA-69, (This is not absolutely legally required for
these particular types of appointments, but is deemed
extremely desirable*)

Original- "Project Finance Division
Copy «Project Personnel Piles

Finger Print Chart - Form 2390 - original
(This is not absolutely legally required for these
types of appointments but is deemed extremely
desirable as the Civil Service Commission desires
o0 build up its finger print files as completely
as possible.)
mOriginal Civil Service Commission
Attendance Reports - In duplicatee
1. For employment at annual salary rates - Form OEM-396
2. For employment at hourly, daily or monthly rates -
Original- Project Finance Division
Copy - Project Personnel files
3. When leave is taken one copy of signed leave requests
(Form OEM-8) will accompany he original of ail
attendance reports.

Notice of Termination - in vriplicate - Form lAIBA-25.

(The type of appointment will be t”ed in the upper
right-hand corner of all copies)

Original- Project Finance Division
Copy - Projec personnel files

iil forms relating to employment will nomajly be prepared
by*the* projec personnel division, based upon requests,
memoranda, and reports* Other arrangoments may be made at
the projoct level,

The Rogional Director has he authority to effect all types of
appointments raentioned in this ins ruction for the regional
office. The same forms vd1l be used and prepared in the same
number of copies. The Regional OEM Finance and Personnel
Divisions will receive "the copies designated above for the
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Project Finance and personnel divisions* The Regional HiRA
Personnel Division, will prepare all forms*

Types of temporary and part-time appointments that can be
made under Civil Service procedure:

A.

V, Sechon
Stiergency appointment without examination.

win cases of extreme emergency, where positions must
be filled without delay, and wkeremsime does not per-
mit the securing of prior authority, emergency
appointments for not to exceed 30 days may be made
without examination and without specific authority of
the Commission.

uSuch appointments may not extend beyond the original
30-day limit without express prior approval of the
Commission. These appointments shoul be kept a

a minimum©4.

(@) This type of appoirrbmeirt is virtually he same
as that permitted under the letter of authority
(See Central Regional Inst* 13 - Supplement A)
except that it implies that an indefinite or Ytar
Service appointment will follow this emergency
appointment for the same job and the same person.
The Regional Director and the Project Directors
have been given authority to make emergency appoint-
ments for 30 days without prior authority from the
Civil Service Commission. It should be used in
emergencies only, and should not customarily be
used as a fill-in to employ someone on a permanent
basis or a temporary basis pending their approval
by the Civil Service Commission.

(b) Indefinite or War Service Appointments require
the normal procedure of the sulamission of a Request
for Action (Form (EM 28) and other documents (Com-
plete - even though it duplicates those prepared for
the 30-day appointment), as set forth in Central
Regional Instruction 13* Such an action must be
journalizede Since journaliza ion may not be retro-
active, the action should be submitted wel l-enough
in advance (not less than 10 days) to insure comple-
tion by the desired date*

(¢) Requests for action for indefixiite appointmeii s
should, in so far as possible, be for positions shown
on approved YiHA charts. Positions not shown he
chart must first be classified "ty the Regional Office
of Central Administrative Services, Office for Emer-
gency Management. A description oP duties will be
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drawn up, and Form OEM-27a completed. Final approval is
given by the Regional C*A»S* who return two copies of.the
approved version of Form OEM-27a to K.R.A. (one will be
returned to the project) and the position is then ready

Tor Tilling# Projects will be iimriedlately notified by wire
when the position has been established* The OEM -28

should indica e he effective da e vrell enough in advance
so hat necessary approvals can be received.

Schedule A-1-6 of* th© Civil Service Rules and Regulations.

1* wAny person receiving from one department or establishment
of the Governmerit for his personal salary compensation
aggrega ing not more than 540 per annum whose duties
require only a portion of his time, or his services are
needed for brief periods at intervals may be employed
without examinationeu

2. Appointments under he above regulation should be made
only in those cases where the type of job is for a
brief or intermittent period only, and not continuous,
and the aggregate salary can no exceed 540 per annum*

3 The determina ion as to the hourly, daily, monthly or
yearly salary ra e is entirely an administrative one
and may be determined bye he appointing office (Regional
or Project Director), The salary pattern established by
the Classification Act of 1923 or approved V™R charts
may be adhered to, or the local prevailing wage for the
work to be done, which is acceptable o "both the appointee
and he appointing officer*

Schedule A-1-»10 of he Civil Service Rules and Regulations
(Refer to 13th ¥/, S. Civil Service Region Circular Letter 478)

UTemporary, part-time,, or intermittent employment of
mechanics, skilled laborers, and tradesmen on construct-
ion or repair work in the field service, in places where
there is no local board of examiners of the Civil

Service Coimiission for the employing establishment, and
where the Commission deems it impracticable to establish
registers of eligibles* Seasonable er/iployreri s of a
recurring nature are not authorized \mder this paragraphll

2. We have been informed tha the Civil Service Commission
deems it impracticable to establish registers of

eligibles at KRA projects for filling these positions.

3% _ corrtemplated o last; more han six niorvfahs are
not au horized under this section, nor employments of a
recurring seasonal nature. These appointments differ from

A_1-6 appointments in that the aggregate amount -of compen-
sation may be more than J%40, but the employment may last
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for a maxinaim of six continuous months. A-1-10 appointments
are generally continuous and not intermittent, although they
may be iii ermi tent* Schedule A-1-10 appointments apply
.only to construction or repair work in .the field service,
usually skilled workers,

4« The determination of rates ot compensation is an administrative
one to be determined by the appointing officer* (See V, B, 3
abovee)

D. Schedule A-1-24 of the Civil Service Rules and Rejulatioi”®

X* "eUnskilled laborers at any city, locality, or establishment
where the Labor Regulations were not in effect on July 1,
1941, The Commission, with the concurrence of the depart-
ment or agency conoerned, may include vdthin the classified
civil service unskilled laborer positions at any such city,
locality or establishment.

2. Appoiirbments under this pravision are limited to unskilled
laborers. The appointments may bemsm an _hour y, daily,
monthly or yearly basis, and the rate of compensation may
be determined by the appointing officer (Regional or Project
Direotor) in accordance with the established CPC levels of
the classification Act, or at prevailing local rates. It
is suggested that local prevailing rates be used, and where
there is some questi.on as to the rates, the U« S. Employment
office may be contacted for advice and assistance* m

3* The Regional Civil Service Coiffinission office in Denver
advises tha as far as they can determine there is no time
limit on the employment of unskilled workers under this
provision. However, because of the very naturo of TR v/ork,
employment of unskilled workers "under this provision should
be very lira.ted as to frequency and length of eirployment -
if at all#

Leave: All appointees under any of the provisions in this instruction
are considered ten“jorary employees* All temporary employees employed
on a continuous basis for a month or more, .and who are paid a daily,
monthly or yearly rates, are entitled to two and one-half days annual
leave and one and one-fourth days sickvleave for ea*ch full month of
service* IxThermittent or part-lime eiaployees, or those engaged in
construction, work at hourly rates, do not earn annual and sick leave*
Any leave earned by temporary empiloyees must be taken within the
period of the appointment*

A. Leave records will be maintained on the project on all temporary
employees. It will be the responsibi ity of the personnel and
payroll sections to flag the payroll axcl leave cards of temporary
employees so tha no over-paymerrt is" made, and that all leave due
a temporary employee is taken prior to the expiration or
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termination of his temporary appointment. Sufficient notice
must be given the employee r his termination so that the

leave will be taken. There will be no extensions of appoint-
ments for the purpose of granting leave to temporary employees*
For example, a temporary 30—-day (War Service Regulation V,
Section 4) appointee who has worked continuously for 27/
calendar days shall 'be granted 2 days annual leave* and his
appointment terminated at the end of the 30-day .period.

B. All leave shall be applied for on Form ai 8, Request for
Leave, in duplicate approved by the appropriate supervising
officialsi and forwarded 'to the Personnei Division. The

original of Form OEM 8 will accompany the attendance reports
when sutsoi ted to the Finance Division for payroll purposes.

ReD rts_to Civil Service;

All War Service 3 0day and Schedule A appointaaents must be reported
to the U. S, Civil Service Commission. However, different types

r temporary appointments are reported " differenl; offices of the
U. S. Civil Service Commission* The office of the 13th Civil
Service Region has supplied the following information*

A* The following "types of appointiaentis are to be reported to
the Director, 13th U, S* Civil Service Region, Room 140»
New Customs House, Denver, Colorado.

1* Vaar Service Regulation V, Section 4 - 30-day Temporary
(hiar Service)*

2, U« S, Civil Service Schedule A-1-10.

B, The following types of appointments must be reported to the
Director, U* S. Civil Service Commission, Viashington, D, C,

1 . U* S. Civil Service Schedule A-1-6.
2» S. Civil Service Schedule A-1-14.

C# The information required on the reports to the U. S» Civil
Service Gommissicm for Schedule A appointments must includes

Name of employee

Date of birth

Working tixie

Bate of appointment

Brief statement of duties

Rate of pay

Place of employment.

Expected duration of _service u

History of any schedule of employment in the
previous 12 months

10len payment is not made at a per annura rate the total
service rendered and he-distribiruaron,“of such

e service during the yoari . *-
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This information is to be subraiiTted at; the close of "the fiscal
year* or whenever the employee is separated, from the service#

Reports of* appointments, "bemiiiia tons and length of service 'to the
U. S, Civil Service Commission may be made on Notice to U. S* Civil
Service Commission of Appointment (Form GYiRA-4 ) and Notice to U. S.
Civil Service Comraission of Termination (Form C-»i»iRA42) e« These
forms "will be prepared in quintuple, sending the original and two
copies direct to the appropriate U. S. Civil Service Commission
office, one copy to the Regional WA office, and one copy for the
project personnel files* Extreme care will be exercised to Till
in all of the required information, with particular attention,
directed to filling in the proper A schedule number, or War
Service Regulation number* Circular Letter 478 of the 13th U. S»
Civil Service Region makes this type of report mandatory only for
appointments made under Schedule A-1-10* Since some type o:T
report must be sent in to the Commission on all the other types

of appointments mentioned in this instruction, it is recomraended
that Forms C-YiRA-40 and C~VmA-42 be used. If desired the projects
may make their reports to the appropriate U. S. Civil Service
Commission office on 30-day Service Regulation V, Section 4,
Schedule 4, Schedule A-1-6, and Schedule A-1-14 appointments by
sending in copies of Forms YVRA-24, Notice of Appointraent, "VJIA-25,
Notice of Termination, and attendance reports OEM 7a or OEM 396
(whichever was used.)«

1* Changes of appointmen may be reported as a redesignation
(carpenter to carpenter foroman) rather than a separation
and reappointmente All ohanges in status must bo reported,
however

Jos. H. Smart
Regional Director
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WAR RELOCATION AUTHORITY
GEMEAL REGIOKAL OPyiCB.
Denver, Colorado

AMMSMM? HOe  to ADMINISTEATIVB INSTRUCTION NO . 13

. V. - N *r e
: . EXHIBIT .1 . - ee \ 7
[/ ee: " ?. /" L L .
, .War Service RogulCLtions T

. % .

The -following excerpts have Taeen received from the Office. of the 13t" »
District Qf the Civil Service Commission, applying to War Service e>
| Re.”ulations# e ; .

(1) .War Service Regulations - Amendment (ffrom Circular Letter No, 395,
NS~ plement 2, United States Civil Service Commission, Thirteenth United
mbtates Civil Service District, Denver.)

War Service Regulations are hereby amended as follows .

. . Regulation VIII, nReappointment and Reinstatement,l is amended
1. ré&ad ass follows  »SulDject to the prior approval bf the Commission,
a fonner civilian employee of the Executive Cratch- of the federal govern-

- ment may te, reinstated (or reappointed) "hby wietir service appointment to

. any-position mwhich is covered, '"by these Regulations and for- which he
estaMUhes tHe requisite, qualifications- Such reinstatemeat mustJdg
for actual service and.not primarily for the purpose of bringing the
person within the provisions of .the Civil Service "Retirement. Act, as
amended._M

Procedure, in ReinstateTaents is as> follows . -

Jar Service .Appointments! mender Regulation VIII may 'be authoriz-
ed in *the .C9se of por&ons who were formerly employed-in _the executive
"branch*of the federal® government, regardless of whether such/former._
employment vwg,.s temporary, excepted from civil service rules or class-
ified. Such appointmeiits .will" 'be -authorized the Oommis.sion s central
office, i1ts-UMson fh6er®, Its District Managers or -their representa-
tives, 1in tiieir discretion on-"the Tiasas of available information as to
the applicants qualifications for: the’'pcMiU.wi in que””i n. Prior
authority of th$ Commission, the District Manager or his representative
must W olDtained in all mse"s” for- such appointments. Appointing officers
should submit their requests fo'r reins®atemenfc on Standdx“d Foid “Ho# ;46
accompanied >y .thq following forms -
(1) . Regular civil service application ferm
(2) Form 2390 (fingerprint "Chart/) -

DistriMtionJ All regional.and project staff memlDers.

8/17/42 (Sheet )



* = A

the employee was formerly employed (as* e*g., N

AMority
within ninety days, were employed in an agency
classification) ¢
s

o"s recrd i?X~"tevtlHrSe C-icsion for matters ao
€ s -

rx~nation ? ft 1 in the absence inf r»
the Comiftis™ion, the employing agoncy may assume that ~
ation on warranting sep<aration has been inclosed Sreln”

review, and no action need be taken other thar. the ) )
statement on"the re”mlar reports of changes. In cases in which tho
L 1 Ssi n»S review"discloses adverse . ) .
department or agency concerned will”e notified at the earliest pr..ctica

date#

reln

Ut>on receipt of such forms and approval of a War Service appoint-

thP District Manasei* will forward them a copy of letter, of approval
trtheTen?rir ?2fxn~ 2 Commission, mttention-.Service Record Division.
I<F the records of the District ~”"e discX se”verse infection regard

N

the case will.e forwarded to"thc
M I I i Z attention Service Eacord Division, with a copy of letter of
disapprdval showing the reasons therefor.

15/5515 officer will Obtain a FOTWWiW

Assume responsibility for the ap intee*s meeting the physical requirement
a”"Hhe notation on memDers of a family that may De employed

Mendment of the War Service Il lalUons S 3
Letter No. 421, Supplement Fo. I”"United States Civil
Service Commission, Thirteenth United States .Civil
Servico Districti Denver#)

War Service Regulations are hereby derided ty the addition to
Regulation IV of ia new Section, No. 5 as follows mm

«5, Svery person to whom an offer of appointment is made

shall De advised at that time Dy the appointing ~”cer that if his
services are found satisfactory he will be expectod to serv.e a

,
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minimum period of six months, and that any resignation during

period will 'te accepted with prejudice unless in t'he judgment of the
appointing officer *da reasons for the resignation warrant accept.NJico
ofXthe resignation without prejudice™H -

(Hie Civil Service Ooirunission cid.visGs that ,tho cibove regulation
applies to persons who are separating themselves absolutely from the
Government service regardless of whether appointment was effected, vy
original appointment, transfer, reappointment ormsfieid4statoment» It
docs not, however,fpply to persons who leave Government positions for
the purpose of transfer to other Government positions.

(3) Certain exclusions from the Operation.of the Civil Service Rotiro-
ment Act of May 29,1930, as amended.. (i*rom circular Letter No. 431,
" United States Civil Service Commission, Thirteenth United
States Civil Service District, Dcnvarv)

»BX3CUTIV3 ORDER
AIMtelZING C3HTAIN 25)CCLUSIOHS PROM T.H3 OPSHATION

CIVIL SERVICe RSTIR3M3NT ACT OF MA.Y"29, 1930, AS AM31TDSD.

"By virtue of and pursuant to the authority vested in mo by
Section 3 (™) of the Civil Service RotirGment A t gf May 29,
1930 (46 Stat. 468), as amended 'by the act of January 24,
1942 (Public Law 411, 77th. Coilgr8ss)i it is hGrol?y ordered
as follows

X. ..Employees in the following classifications of

.... Federal personnel in the Executive brr,nchtof
the aoverhment® are hereby excluded, from the
operation of ths said Rotirenioiit Ac-t THiless
eligible® for retirement "bonofits Toy continuity
of ssrvicGi 2y rsinstD,toniont or otiiurwisc*

(a) Employees whose ejected service will 'te
for brief periods not to exceod one
year*

(b Sbployoes pnid ty the hour» day» month»
mr year when actually employed, whCiAO-t uH"
ployiriGnt is periodic, part-time, or Re-
current -nd for whor™ a regular tour of
duty is not contemplated*

(c) Employeos and consultants paid on a

contract or fee "basis.- - .
() ﬁmployees paid on a piece- work * baS|s,
"except*when serving-under regular, or .®

permanent appointment*
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1e) -GoopMrativq .employees not wholly under
m  “tiB" ooG-t.rol $ tlis J'Gd.oyo.X "GovGruniGnt
and not otherwise subjacti .to khe Civil
Service Retirement Act*
() Officers an'd employees without; cornp.ensa-
tion or with- nominal c "“pP"sD<tion of
.$12,00 or lgss, per annum.
(g> Intermitterit alien employeos engaged on
Y rk outside.the cPutinentaX limits cif,
*-1he-Un|ted St-Ates.m
(h) Member and patient employees in govern—
Vv.”¥ "meat hospitals or homes*:
—Cl) -SinployGes™erying.under temporary appplpt— n
pendi3~g:fipal detornii”i ?f.
eiigitoility. for, .permanent or i"ndefinitO.
__ nppoihtment.
(J) Acting jpo.stmastors,, glerks in fourth class
post .offices, substitute rural _Ajar.ri®xs»..
.and spoci“kl. delivery. mossi3n"ts"."t..aec nd”. (
third, and fourth class post offices*

fho Civil .Service .Commission is authorizea® to
determine the applicability of;"the alDdy.e".qUs"
flection to .specific offi-cers axJ. employee.™ r
groups of officers and employees in" t*e/J”cutive
"branch of the Govermaent*

5. ‘=m{Ts order sh?5,11/"be effectiv- S ¥ &

" ; 1942, except that it shall not Tg s construed
as to.,defoat any. retirenciat rights, of bfficors
and employees acquired 'be.fore? the . of this

order* v.:...

HIES HOUSH ..
May 1,1742 OTiifeIN D. ROOSSYSDT

@ .".91541d

(@) Eubmismg formrl res&gnatlon no;1mn ~ ~__irGd ,
gency .transte r 39:
cfvil Ser ite: Co_l siQn’ S eenUint,d.Stn.tes Civil Service
District, Denver) <er rv. ee .

MThe Commission has "been informed that tho Council of Personnel
Administration has approved tho discontinuance of ths practice ox
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reauiring the rofeigStion of employee transferring from one Federal
Agency to another It is Understood that employees have ob octed to
rIsiAng in connection with War Service transfers because tho5*Relieve
that™in so doing they would waive any roemployment rights afforded tliom
under the War Service RGgulations*

nThe Gomnission approves this change in proceduro and suggests
th~t in the future when an employee loaves one agency for transfer to
another agency under War Service Eegalation IX, without suteittmg
fornrd resignation,, the report of transfer to the Coi™n:ission show tic
nature of the action as separation for transfef jjwhich nay, of cours

bo aVoroviated where appropriate, as "S. Trans.).

"(Shoot )



War Relocation Authority CELTTR41 ESG-ION IHSTRUCTXONS NO . 15
Cen ral Hegion
Denver, Colorado

SUBJECT:

I* Regional- OFfice Correspondence:

A*

B«

3r

Correspondence

All correspondence or documents prepared in the Regional Ofiice
and addressed to projects will 'te addressed to the Project Director.

All correspondence or documents prepared in the Regional Office
and addressed to Project Directors or other WR4. offices, other
Federal or State agencies, or private individuals or firms, will
'te prepared for the signature of the Regional Director, or the
Acting Regional Director, as the case jnay Tsg# The Regional Direc-
tor may delegate the signing of his name to such correspondence
or documents as he may elect,

¥nen matters relating to "broad policy or. inter-agency relation-
ships are the culDjecb of correspondence with Qther Pederal
agencies, Regional office correspondence giving all details per-
taining to these matters will '"te directed to the Tlashington
Office of the War Helocation Authority with the request®that the
Washington War Relocation Ai*.thority Office obtain the appropriate
information or decisions, and inform the regional and project
offices.

Inter-officc memoranda T/ill bo prepared for the signature of the
division or section head, from which the momoranda originates,
and will be addressed to the division or section head in charge
of the work covered L the memorandum*

Correspondonce directed to the head of an agency or project
director may © directed to tho attention of a particular
person*

All correspondence will 'te initialed, on the file copy iDy the
dictator, division head or section chief and. the signer*

Xl. Project correspondence.

A*

* ok

Correspondence and documents preipared on the projects and direc-
ted to the Eegional Office will 'be addressed to the Regional
Director and prepared for the signature of the Project Director
or!. keting Project Director*

Distribution: All Regional and Project Staff members,

(8/17/42)
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B* Project offices may correspond with other field offices.® ~
federal or State agencies of the sajne level, or with
individuals or firms on matters of a routine nature, which do

not involve policy or establish procedural practices,

correspondence t Central

forth the information in question, and the Regiona " AN
prepare appropriate correspondence to bo transmi uted thrown
established channels*

Project offices in receipt. 6Ff Congressional correspondence will
prod)tly acknowledge receipt of the correspondence and

the Congressional source that, a reply will-"e received "
Regional™* Office. The Project Office will forward the orxgma

of the Congressional letter said any information N the
subject to the Regional Office at once. The Regional offl?e
will prepare a reply to the letter and forward copies of the
Congressional letter and the rep” to the project and Washington
offices.

Inter-office carresponddncs on the. project will oe prepared i r
the signature of the division or section head from which the
correspondence origins.tes, and will “~e-directed to the di 101011
or section hee’d having the responsibility for the suoject covered
in the memorandum*

Correspondence prepared in project offices may 'te directed to
the"attention of a particular person.,

n a,ll instances the file copy, of correspondence will Jnit+aled
"by the dictator, the division head or section chief and tho signer,

Rnforence Sym"bols

A. In the upper right hand corner of the m letterhead appears the
wording »In reply, please refer toj" Under this, caption ~ould
- appear, first the Division a"b“reviatioii, colon, and initials
the dictator#

For example: RB JH ' p q
For example: BB 351 | Hiispe cen BRITSEMIR HIag.47) 2417 (Project

B Listed belov/ are the divisions.l reference: symbols:

Regional Office Project Offices
: . RD Project Director, PD
Regional Director, Ass*t Project Director, APD
-.Regional Attorney, EA Project Attorney, PA
Public Works pw Public Vorts - P
Publications Reports PR Project Reports PR

(Sheet 1 - Reverse)



Regional Office Project Offices

.Agricultural & Indus-
trial Manager, m War 7orks, .
Comn-unitjr Enterprise, C3
Transportation <« Simply,TS
Property Control Section,PC

EErployment, m Employment & Housing,  SH
Coimmnity Service, GS Community Service, GS
Health Section, HL
Education Section, SD
Administrative, AD Administrative, AS

Divisional and sectional symbols on the projects will shov/ pre®
fixes as follows?

Heart Mountain Relocation Center, HM
Granada Relocation Center, GR

A subject should 'te given on all letters# The word subject is
to 'te placed opposite the first line of the address and m line
with the coiriplinientary salutation*

Directly "beneath the subject, nlIn reply refer to*l, informa ion
oh the incoming letter should 'te shown.

This applies to all correspondence in the Regional Office and

the projects. Exhibits A and 3, representing a letter or memo-
rand\L~a for the regional and project offices are attached,

(Sheet 2)



"War Relocation ilu hori y CENTRAL REGION INSTRUCTION NOi

Central Region
Denver, Colorado Supplement No .1

SUBJECT: Correspondence with the Wartime Civil Control
Administration

Project Directors are reques ed o0 address correspondence to
he V<ar ime Civil Control Administration, or any of its
officials, only in answer to specific direct inquiries made
by that ilgency. In replying to direct requests from the

Wartime Civil Control Administration, always send a copy to
he Regional Director.

In all other cases correspondence should be addressed to
the Regiona Director, who will 1in turn make he referral as

required.

Similar policies should be followed with respec to YJIA
Washington, Regional, and project offices.

Distribution; All regional and project staff merabers.

10-14-42
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War Relocation Authority CEHTRIL REGION IHSTRUCTXOH NO .
Central Region
Denver, Colorado

SUBJECT: Appropriation Limitations and Cod® Symbols

I» In accordance witl) General Regulation No* 1, issued under
Executive order Ho* 85X2 and the Act appropriating Tunds
for the Viar Relocation Authority, objective classification
will be maintained in the Regional Office and at the proj-
ects in the Central Region as follows!

A* Appropriation: 1130500*111
TR.9 (01) r T R-9 (01.1)

PERSOHAL SERVICES* All salaries and wages for labor”
or other services of officers or employees of the Y'RA,
in the following categoriess

Regular Civil Service employment

Schedule uAtt appoinillents

30-day v/ar service appointments

Temporary appointments

Per diem employment

Consultants oii fee basis

Cash allowances i'or quarters, heat, and light;
and other payments incident to personal
services*

Intemit"tent eu™loyment not involving payments
of more than $540 in any one year*

Any employment tthat can be made xmder the
Civil Service Laws and Regulations.

T-J R.9 (01) or T R-9 (01.5)

SHI™>IRIES TO EVACUEES# Payments to all evacuee workers,
including office workers, kitchen help, laborers and
0 hers eniployed "by the iaT Relocation Authority*

TR.9 (055 r TR-9 (3)

TRANSPORTATION OF TEI2JGS. Includes all charges to be
paid directly by the Government for the transportation
of goods, supplies, equipnent, personalty of evacuees,
animalst and other thing e virietlier the shipments are
made by land, sea, or air. It also includes charges for
the care of such things in transit.

Distribution; All Regional and Project staff members.

10,30-42 (Sheet )
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mmES

C I,MN CARRIER# Freight, express, demurrage, switching”
recrating, refrigerating, and all incidental charges.

DRAYAGE M D OTHER LOCI®L TRANSPORTATION. Cartage, handling,
and other charges incidental to local transportatioru

MAIL TRANSPORTATION* Contractual services for the trans-
portation of mail by water, rail, air, motor vehicles,
etc.

T R.9 (04.) or (T R-9(04)

COISMUNICATIOR SERVICE# Includes tolls and other charges for Ic™d
telegraph service> marine cable service, radio and v/ireless
telegraph service, telephone service, postage, iind messenger service,

T R.9 (05.) r T R-9{ 5)

RENTS AND UTILITY SERVICES* Includes charges for heat, light, power,
water, gas, electricity, and o her utility services exclusive of
transportation and communication services, as well as rental chargese

S-UIMPLES

RENTS. The right to use land, structures, or equipment
owned by another, with the proviso that the property will
be relinquished to 11 owner at a future timee Purchase
rental agreements are also included*

. HEAT, LIGHT, PO¥*ER. "ATER™ GAS, aiTD ELECTRICITY, All such
services vtien not included in rental charges* e

TR.9 (07*1) r TR-9 (7*X)

REPAIRS TO PHOTOGRAPHIC EQUIPMENT. Special allotment to National
Photograpxuc Unit, headquartered in Deliver- Not available to
projects*

TR.9 (07.2) r T R-9 (07,2)

0TB12i1 CONITRACTtIAL SERVICES* Includes all contractual services
not otherwise classified,

EXALFPLES

REPAIRS IND ALTERATIONS* Repairs and alterations on
buildings, bridges, viaducts, vessels, equipment, and
like items, when done under coutroict, excepting capital
improvements «

STORAGE M D *IAI»TENINLJCE OF VEHICLES, Storage and care of

vehicles, excepting expenses incurred in travel v/hich
will be classified under ®2* Travel.ll

(Sheet 1*-Reverse)



SUBSISTENCE AUD SUPPORT OF PERSONS; Services for
providing board, lodging, and care of persons,
excepting travei ifceiRS wkich are included under
tt 2« Travel*1*

PHOTOGRAPHIC iSD STMOGRAPHIC SERVICES* Includes
contraetua s€eiiograpiuc* typewriting, and duplicat-
ing work, such as multigrt®)hing and miineographingi
also photogra™iing, developing, and blueprinting*

ADVEHTISIHG AID PUBLICATION OF NOTICESs Advertise”®
ments inserted in newspapers i W Dids, notifications
of final payments, or public notices required by iaw.

T R.9 (08.1) or T R-9 (08.1)

SUPPLIES AWD MATERIALS* Includes all oomniodities which are
ordinarily consumed or e3™ended within a comparutively short
period of* time* which are converted in the process of con-
struction or manufacture, or which form a minor part of
equipment or fixed property* Also includes coimnodi“cies
purchased for resale*

OFFICE SUPPLIES; Includes all iteaas other than
printed forms, letterheads, and duplicating supplies*

CHEMIGALS, SURGICiO, MW ~IEDICaL SUPPLIES. Does not
moluae surgical instruments ancf laboratory equip-
N ment*

FUELS; All substances, such as coal, wood, petroleum,
and oils used in cooking, heating, and generating
power, or in making artificial gas«

CLOTHING m> CLOTHING SUPPLIES: Articles of clothing,
together mth materials and sewing supplies used in
the manufacture of wearing apparel.

PROVISIONSs Food and beverages for human consumption*

PORMGE AH) STABLE SUPPLIES-. Feed for livestock and
other animals, and supplies such as stable bedding,
horseshoe”, collar pads™ otc.

GUSHING TOILET SUPPLIES

iikD EXPLOSIVES: Snells, powder, fuses,
detonators., primers, pyro-cechnic supplies, and com-
ponents thereofe

MIITERXiIiX.S 1ilD PARTS: Commodities, including building
material, entering into tho construction, repair, or
produgtiQn of supplies, equipment, machinery, buildings
and other structures*

(Sheet 2)



T H*9 (08,2) dr T R-9_(08.2)

DUPLICATING SUPPLIES* Includes all paper, stenoijbs9 ink™ and
other supplies used in miraeographing or reproducing forms,
reports, or other documents. Printing not included*

TR.9 (09) first quarter
T R-9 ( 9*2) second quarter

EQUIPMENTe Includes machinery, implements, tools, furniture
and fixtures, livestock (other them animals purchased for
slaughter), armaments, vehicles and other apparatus which may
be used, over extended periods of tiiae, without material
impairment of their physical condition*,

TRAKSPORTATIOH EQUIPMENT. Vehicles, including motor
trucics* motorcycles, tractors, aircraft of any
character, wagons, and carts* Does not include
passenger-carrying automobiles and buses.

FUTOTURE, FURiaSHXNGS._ AND FIXTURES. Movable furn-
iture, fittings, and fixtures, such as desks, tables,
chairs, typewriters, adding and bookkeeping machines,
and household equipment*

MACHINERY: 1) APPAtFAXUS* Engines, generators, manufac-
turing machinery, transformers, shop equipment, sta-
tionary pumps, and other production and construction
machinery. Surgical instruments, X-ray machines,
signaling and telephone and telegraph equipnent,
scientific instruments and accessories, photographic
equipment, picture"*proSection equipment and accessories,
and mechanical drafting devides,

]

T K.9 (11) or T H-9. (V) .

GRIMTS TO £VACIJEES« All payments "to evacuees as outlined under
Administrative Instruction No* 35* dated August 24t 1942.

T R*9 (16) or T R-9 (16) L.

INVESTMENTS IJDANS*  All loans madei t0 cooperative enter-
prises operated by evacuees on the proiecijs.

(Sheet 2 Reverse)



Appropriation: 1130500*112
TR.9 (06) or T R-9 ( 6)

PRINTING AND BXHDIHG. [Includes all contractual services for the
printing and binding of books, pamphlets, documents, and other
publications* Printed forms and letterheads are also included
under this classification*

C* Appropriateoiu 1130500#113
T R.9 (02) or D R-9 (02)

"TRAVEL- Includes transportation of persor’s, their subsistence
while in authorized travel status, and other expenses incident
mD travel Twhen such: expenses.are to be.'.paid by the goirerrnnent,
either directly or by reimbursing the traveler*

EXAMPLES

MNSPORtATION OF PERSONS. Contractual services
rendered in connection with carrying persons from
place to place, whether by land, air, or water,
and the furnishing of accomodations incident to ,
actual travel# This includes commercial trans-
portation charges, charter of passenger cars,
trains, vessels, or airplanes, and expenses inci-
dent to the opOrution of chartered conveyances*

It also includes mileage allowances and reimburse-
ment for gasoline and oil used in privately owned
vehicles* Also street ear fares, and taxi farese

SUBSISTENCE; Food and lodging, whether based on
reimbursement for actual expenses, or Oll a per diem
allowance in lieu of subsistence,

INCIDEIim TRAVEL EXPENSES. Other expenses necessi-
tated by travel, such as baggage transfer and
telephone and telegraph expenses, as authorized

by travel regulations*

D* Approoriation: 1130500*1X4
T R*9 (09)

PURCHASE OF MO PROPELLED PASS GER CARRYING VEiilCLEa. This
includes automobiles, statioli wagons, doid buses. It does not
include pick-ups, or other types of trucks*

E. Appropriation: 1130500115
TR.9 (0i) or BR-9 (01 1)

SALLIES VaTHOUT REGARD TO CIVIL SERVICE. Includes payments
to employees who cannot otherwise be employed xmder Civil
Service Laws and Regulations» or T<ar Service Regulations and
Letters of Authorization*

(Sheet 3)



F, Appropriations 1130500»116
T R.9 (11) or T R-9 (II)

RAYMENTS 1K LIEU OF TAXES# Paymen™fcs based upon negotiated
agreements, and made to I*ocal taxing bodies in lieu of
taxese

G  Appropriation; 112/30006 (15) .001
Allocation symbol T R-9 (1)

TRAVEL EXPENSES FOR EVACUEES™ For the payment of all
travel expenses for nidiich may grant funds to
perform suoh "travel as may be necessary in the interest
of T®A activities where directed by HIiRA administrative
instructions*

Document Kiaabering

(2) Each project concerned will te identified on all encum-
brance docum.en"ts and vouchers as indicated in Administrative
Instruction. Ho* 19:

(Example)
Heart Mountain YIRA. -~"1-4S
Granada TRA e 143

(Interpretation)
Project Document Budget

Project A"enc™r  Number  Number Period

Heart Mountain YFAA X - 43

Granada TiRA. 25> X e 43
Regional office documents are numbered OEM in one general

series for all war agencies serviced by the Denver OEM offico*

In order "t min*fcain. a breakdown of allotneii*ts, the Denver OEM
office identifies the Regional Office, tho Granada center, and
the Heart Mountain center by number, as follows;

Regional Office - X
Granada -2
Heart Mountain -3
Photographic Unil;-4

For example

Allotment T R,9 (0X) e 1 e = e « *Regional Office
Allotment T H.9 (01) 2 o # #
Allotment T H.9 (01) 3 . . e
Allotment T R.9 (01) -4 e « »

(Headquartered in Denver)

(Sheet 3 ”* Reverse)



Even though the responsibility for accounts has now boen
shifted to the projects, it would appear desirable to con
tinue these distinguishing suffixes*

Regional Director

(Sheet 4)



IMr Relocation Authority CENTRA HEGIONAI, INSTRUCTION NO. 21
Ccn ral Region

Denver, Colorado

SUBJECTS Army Divisions and Depots Designated to Ha&dle Purchases
for Iitar Eelocation Centers in the Central Region.

I» All procurement agencies of the U, S. Army -- Quartermasters,
Engineers, Medical Department, Ordnance, Signal Corps, and
Motor Transport -- have been authorized to purchase supplies
and equipmeji for the Hkir Relocation Authority* For example,
the nature of the authorization is set forth in he following
ex ract from a telegram received by the Missouri Division,

U* S. Engineers, frora the.Chief of J, S. Engineers in
Washington*

wArmy agencies are authorized to purchase for the
WWNar Relocation Authority on requisition received
from that agency and charging the cos thereof to
the Kcir Relocation Authority appropriation and
limitation symbol stated on the requisition#
Therefore, upon receipt of requisitions for items
not maintained in stock, the army agency Yd1ll issue
a purchase order charging the Relocation
Authority appropriation. Such purchase order will
direct hut certified invoices for the purchase
should be mailed o the Hr Relocation egional
Office for payment. Two copies of the purchase
order should be mailode o that office* Tho pro-
cedure outlined above does not preclude he fill-
ing of requisitions approved bye he Army Fiscal
Control Officer of the Wo.r Relocation Authority and
quoting allotment FD 1905. Notify ail agencies
under your supervision*

End SPEFB 1172. - REYBOLDIL

I1* Instructions outlined in Administrative Instruction No. 21
(Revised) should be followed in preparing and submitting
requisitions* The requisition must carry tho appropriation
and allotment symbols, and a statement that funds are avail-
able, signed by the fiscal officer. Tho requisition should
also carry the notation MMail three copies of purchase order
and three co )ies of certified invoice to the
Relocation Centerll, giving tho mail address. This change from
Reybold* s tolegram must bo noted because of the change in
location of fiscal accounts and authority to purchase, effected
October 1,1942,

Distribution: All Regional and Project,staff members.
11-3-42 (Replaces Central Regional Instruction No* 21# issued 8-27-42)
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A list of the Army depots that will normally serve the
Granada and Heart Mountain Helocamion Qeirfcers i appiended
hereto, together with a list of other depots (aside
from Quartermaster depots) that have: been .designated and
notified to honor VRA requisition$ in accordano® with
Administrative Instruction No. 2 1 (Revised).

. (Sheet 1-Reverse)



Appropriate Kar Department Procuring Agencies

for Central Region V»RA Projects

(Address all Communications to the Commanding Officer)

War Depar@ment, WRA Relocation Center
Procuring Granada Heart Mountain
Quartermaster Quartemaster Depot uarternuxster Depot
) ) H-Lh dfld Hsurdesty Avese  17th and Hardesty Aves*
1* Other than perishable s Kansas City# Missouri Kansas City, Missouri

(in emergencyi
Quartermaster Depot
Ft. Sam Houston

San Antonio| Toxas)

Denver Market Center
Denargo Market
Denver, Colorado

Nepn™ifNMieers

1, Coal (Rent and, U* S. Engineers
Utilities). Missouri River Division
Rent and Utilities
Section
Farm Credit Bldg#
Omaha, Nebraska
(Technical Specifioa-
tions and Procuring

Agency)

Quartermaster Depot

Ft. Sam Houston

San Antonio, Texas
(point of contract
award)

2« Construction U« S. Engineers
Equipment Southwest Division
Dallas, Texas

U* S« Engineers

Albuquerque District
Albuguerque, Now Uex,

(Sheet 7)

(in emergency:
Quartermaster Denot
Ogden, Utah)

Denver Market Center
Denargo Market
Denver, Colorado

U* S» Engineers

Missouri River Division.
Rent and Utilities

Section

Farm Credit Bldg#

Omaha, Nebraska
(Technical Specifica-
tions and Procuring

Agency)

Quartermcister Depot
Chicago, Illinois
(Point of Contract
award.)

U. S. Engineers
Missouri River Division
Omaha, Nebraska

U* S* Engineers
Fort Peck District
Fort Pock, Montam



War Department
Procuring
Agencies

3, Construction Materials

A« Maintenancg_Materials

Signal

1. Installationsj equip-
ment ana extensions

2« Repairs and Bnergencies

1. Medical Supplies and
Equipment

.Granada

U.S#- Engineers
Albuquerque District
Albuquerque, New Mexico

U* S. Engineers
Post Engineer

La Junta Air Base
La- Junta, Colorado

U* S. Engineers
Mi“souri River Division
Omaha, HSbraska

U. S. Engineers
Post Engineer
La Junta Air Base

1la dntti,. Colorado

[

Signal Officer

bigna Corps

7th Service Command

Omaha, Nebraska *
(Procuring agoilcyi
Signal Section
Chicago QM Depot
Chicago, Illinois)

Local .Agent Mtn. States
Te. and Tel* 0 »

A ] >

Medical Officer
Medical Depot
3800 York Stroet
Denver, Colorado
(v/hen complete)

Medical Depot
St. Louis, Missouri

(in emergencxess

San Francisco Medical
Depot)

(Sheet 2-Reverse)

ReXoc"ation Center J

Heart Mountain

U, S« Engineers
Tort Peck Bistrict
Fort Pock, Montana

U, S, Engineers
Post .Engineer

Casper Air Base
Casper, "looming

U. S, Engineers
Missouri River Division
Omaha, Nebraska ,

U, S* Engineers
Post Engineer

Casper Air Base
Casper, Vwyoming

Signal Officer
Signal Corps -
7th Service Command K
Omaha] Nebraska
(Fro.our.ing agency;
Signal Section
Chicago QM Depot
Chicago, Il1linois)
(Point of Supply)
Local Agent Mtn.States
Tex* and Tel, Co*

Medical Officer
Medical Depot
3800 York Street
Denver, Colorado
(when complete)

Meaical. Depot
St. Louis, Missouri

(in emergencies:
San Francisco Medical
Depot)



>ar Department
Procuring
Agencies

Ordnance

S*

Auto and Truck Parts

Tires and tubes - other
than replacement on
CCC vehicles.,

Tires and tubes -
Replacement to CCC

¥iliA Relocation Center

Granada

St. L»ovds Ordnance Supply
Depot”

7140 North Broadway

Ste Louis, Missouri

7th Service Command
Repair Shop

Denver Motor Repair
Depot

4002 South Clay Street

Fort Logan, Colorado

St, Louis Ordnance Supply
Depot

7140 Horbh Broadway

St* Louis, ilissouri

7th Service Comnand
Repair shop

Denver Motor Repair
Depot

4002 South Clay Street

mort. Logan, Colorado

(Sheet 3)

Heart Mountain

St. Louis Ordnance

Supply Depot

7140 North Broadway
St* Louis, Missouri

7th Service Conmand.
Repair Shop

Deliver Motor Repair
Depot

4002 South Clay Street

Fort Logan, Colorado

St* .Louis Ordnance
Supply Depot

7140 North Broadway

St. Louis, Missouri

7th Service Command
Repair Shop

Denver Motor Repair
Depot

4002 South Clay Street

Fort I»ogan, Colorado



Additional

list of toiy Depots that-have been designated and notified

to honor Tm requisitions in accordance with,the grooedur©® outlined
in Administrative Instruction No. 2 1 (Revised)*

ORDNANCE .

Unatill”, Hermston™ Oregon
Kavajq, Belmont, Arizona
Pueblo, ™ Avondale, Colorado
Sierra, Doyle, California
Tooele, Tooele, Utah
Wingate, Gallup, New Mexico
Benica, Beriica, Califomié&
Ogden, Ogden, Utah

Black Hills, Bldck Hills, S.D
Lit le rook, Arkansas

ENGINSEHS
San Antonio General Depot
Fort Sam Houston,5 Texas

Lathrop General Supply Depot
Lathrop, California

(New Depot - it is possible

that purchases cannot yet b0

made here). o
San Franoisco Procuremen®"t,District
San Francisco CalifCustom House

Utah General Depot
Ogden, Utah

Atlanta General Depot
Atlanta, Georgia

Memphis General Depot
Memphis, Tennessee

SIG1JAL
Utah Signal Depot
Ogden, Utah
San Antonio,
Chicago,

Texas
Illinois

MEDICAL '

Los Angeles Medical Depo.t
2001 South Alameda Street
Los Angeles, California

Fort Lewis”.dshington

Pomona, California
San Francisco Medical Depot
F e« kason, California

Seattle ifedical Section
Quarterimstor Depot
4735East Marginal Ymy
Seattle, Washington

Ogden.Medical Section
Utah.Quartermaster Depot
Ogden, Utah

Medical Section
an Arrbonio QM Depot
Fort Sam Houston Texas

Savannah Medical Depot
Savannah# Georgia

St. Louis idfidical Depot
St, Louis, Ilissouri

MOTOR TRAIJS?0RtS
~amp Robert?, California
Motor Trsmaroort District

Camp Horn Motor Transport District
Salt Lake City Motor Transport

District
Salt Lake City, Utah
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War Relocation Authority CENTRAL REGION INSTRUCTION 21-A
Central Region

Denver,

SUBJECT;

Colorado

Procurement Procedure for Perishable Items from Denver
Market Center.

For items purchased from the Amy through the Denver Market
Center, Denargo ldarket, Denver, Colorado, the following pro-
cedure shall be observed*

A.

The Project Steward will prepare requisitions for per-
ishable commodities, and sulamit the requisitions to the
Project Procurement Officer, who will complete QMC Form

400 (original and six copies), listing the kinds and
quantities of items de$ired, and estimating the cost of
them* .Each requisition wili then be submitted, firs

to tUe Projec Finanoe Officer, who will ascertain and note
on it that funds are available to pay for the goods
ordered. Tho original and two copies will thon be forward-
ed direct to the Denver ldarket Center. The fourth copy
mwill be kept by the Project Fiiiance Officer, and tho

other two, by the Projoot Procurement Offioor and tho
Project Steward, respectively*

The Denver* Market Center will make the necessary corrbao s
with vendors and issue purchase, orders on the basis of
the requisitions received* These purchase orders will
carry uni prices and extensions of he items ordered*
Tho original and one copy of tho purchase order will bo
returnpd to the appropriate VIRA project office* The
original will then be routed to the Project Finance Div-"
ision and the copy to the Procurement Division.

Upon, receipt of perishables and commodities purchased
through the Denver Market Center*, a Receiving Inspection
Report (Form 393 QJiC) will be completed in an original
and five copies. It is imperative that the Receiving
Inspec ion Repor be prepared "withiii twenty-four hours
after receipt of the shipment,

The original and two copies of the Receiving Inspection
Report will be mailed direct to the Quartermaster Denver
Market Center, Denargo Market, Denver, Colorado. One
copy wiil be retained in the project warehouse office.
The other two copies will, 'te routed, one to the Project
Finance Division and the “other to the Project Procurement
Division. -

Distributions All regional and project staff members*
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War Relocation Autl”™.ty CENTRAL HbA) N [INSTRUCTION NO. 22
Central Region N
Denver Colorado

SUBJECT: Tentative Procedure for Eraploynien’t of £vaouoes Outside
Relocation Areas

I*he following procedure for employment of evacuees outside relo-
cation areas will be observed in the Central Region pending issuance of
regulations on che subject I?% the Director of tho War Relocation Authority*
(The Central Region includes Wyoming, Colorado, Now Mexioo, North Dakota,
South Dakota, Nebraska and Kansas*)

I* All rooruitment of evaouees for csiriploymont within the Central Rogion
will be handled through tho office of tho Regional Director of the
War Rclooation Authority™ Kittredge Building, Denver, Colorado.

This offioc also Will bo rosponsible for supervising all oraployinent
of evaouoos v/ithin the Region*

I1* Tho employer will submit an offer of omploymont (Form C-\VHA-7 ) to
tho nearest U* S« Employment Sorvico offioe* Tho omployor or a
responsible company or other organization, suoh as a sugar company
or a potato or boan grower”™ marketing association, v/ill also execute
and submit to tho U* S« “mployiaont Sorvioo offioc an agroemon®t to
pay transportiition costs to and from the place of employment of tho
workers to whom tho employment is offorod (Form The U. S,
Employmont Sorvioo will certify that there is a need in tho employ-*
nient locality for tho workers offorod omploymont egid that tho wages
offorod aro not loss than tho prevailing wage rates of the locality
for similar v/ork« Tho offor of employmont and agrooment to pay
transportation oosts will then bo transmitted to the Regional Diroo-
tor, War Rolooation Authority, Kittrodgo Building, Donvor, Colorado*

111« If more than "ton v/orkors arc neededt or if tho form boars tho ncuno
of a sugar or other organization* such as a potato grov/ors or a boon
growors markotlng assooiatioh, the offor v/ill bo oonsidcrod for work
group omploymont. Othorwiso, the offor will be for iadividual om-
ployraont*

IV. Tho Regional Dirootor is rosponsiblo for dotorminlng that tho terms
of omploymont, v/orking ajid living conditions, oto. arc mot j that
the assurances of protection by stato and local officials aro
provided in the case of -work group omploymont; arid that tho destina-
tion is one to which the workers ocin safely go. The Regional Employ-
mont Offioor may obtain tho assistance of the W« S. EmployniGiTb Sorvioo
or other agency in this oonnootion#

Distribution: All regional and. project staff members
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VI

V.1,

VI

IX.

THe. ofIWs for. "worki group omployment fo~. particular locality
will be considorcd an omploymont projoot and ao ovaouco shall
be permitted to leave a relocation center to participate in
group work in tho locality until after tho project has boon,
approved by the Regional Dirootor* V/hen tho Regional Director
approves a project he wfll® approve a work group leave statement
(Form C-WRA-72) and transmit it to tho Project Director*

The Project Director shall be responsible for rooruiting worker”
who dosire to ciooopt”.outside? ompJLoymont* When sovoral offors of
work group omploymont aro submittod through a company or organized
group, a roprosontativc of suoh company or group may hbo" permitted,
to visit tho project and discuss tho shortage of labor tn the area
and. the need, for workers, and %j*ange with tho Project Director
and the Projoot Employment Offioor for recruitment, loavo periods*
travel, oto*

Any avaouoo v/ho dosires to except an offor of employment may do
so by signing nn agreement under "Aoccptanoo*. In the oaso of
v/ork group employment, the ovr.ouoo shall submit to tho Dirootor
an application to participate in c v/ork group (Form C-1.7RA-73)*
In tho ease of individual employment the ovacuoo shall submi.t to
the frojeot Dirootor an applioc-tion for individual v;ork leave on
Form C-WRA-74* No ovaouco shr.ll bo pormittod. to leave? a rcloocv-
tion ocn or for individual omploymcnt until r.ftor his c.pplioation
for individua.l v/ork lonvc is r.pprovod by tho Regional Dirootor#

Xho Project Dirootor shall bo responsible for investigating

oaoh workor who aooepts outside omploymont* Ho shall issue a loavo
(Form G-1VHA-7J> to oaoh suoh worker exoopt v/horc thoro is reason-
able oauso to believe that he is disloyal, to tho United Sta os or
potentially dangerous to tho poaoo and security of the United
-States, and except v/horo tho Rogional Dirootor has not approvod

his application for individual work loavo, or a work group loavo
stc.temont in connoction with his application for loavo to partici-
pate in a v/ork group*

When any alien is issued a leave tho Project Director shall send a
oopy of tho leave to tho United States AtJbornoy for tho judicial
district into which tho alien proposes to go. In addition* if suoh
an on has boon paroled, by order of tho Attorney Gcnoral ho shall bo
Jrequired to report in person suoh Unitod States Attorney, and ho
shall be subject to tho conditions of parole presoribod by or
pursuant to the authority of tho Attorney Gcnoralj and those roquiro-
monts shall bo stated as succi d conditions in tho leave issued to

..him Any other applicable regulations of tho Department of Justioo

with rospoot to the travel and conduct of aliens shall bo Complied
with* »

(Shoot 1 Revorso)



War Relocation Authority CENTRAL REGIONAL INSTRUCTION NO. 45
Central Region
Denver, Colorado

SUBJECT: Grants to Evacuees in Paymeri of Expenses

Paragraph I of "Washington Administrative Ins ruction Noe 45

has been amended as follows: “"Payment for transportation of
evacuees 1s no limited o "wha iwas involved in moving them

from one WhHAproject to another. | may 'te made whenever evacuee"s
are sen under orders of the ViiRA from one ioca ion to another™* e

"Travel of evacuees raay be authorized at governmeri expense:

1. To reunite members of immediate family separated
during evacuation

2# To distribute persons wi h needed skills and professions

3, To permit married persons, or persons about to be married,
o live at he same center

4. To satisfy condi ions outlined in Administrative ns ruc-
tion 46

5% For any purpose in fur hering program of INRA

6. To transfer incompetents, orphans, minors, and physically
disabled persons to residence of guardians*

7. 1ii he disere ion of Regional Director, to prevent
undue hardship on evacuee.H

IT travel is betW\reen two regions, approval of both Regional
Directors should be secured. Paymeri will be made by cash grants
at rates specified in Administrative Instruc ion No* 45 from
regular ¥iRA funds*

Distribution: All regional and project staff members*
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War Relocation Authority CENTRAL REGION INSTRUCTION NO
Central Region
Denver, Colorado

SUBJECT: Appraisal and Offer to Sell- Used Equipment

X# In order to institute a formal system of appraising and
arranging for the purchase of used equipment, the following
procedure will be observed.

XI* Effective immediately, any member of the Project or Rogional
personnel 1iirteres ed in the purchase of used equipment v/ill
advise the Procurement Officer on the project, or the Admin-
istrative Officer in the Regional Office, by written memo-
randum, that certain used equipment is available at a speci-
fied place, stating the name of the owner. There will bO
included a narrative statement as to why the equijMncnt is
dosired, ~wiat it is to be used forf and the asking price.

I11# The Proouremont Officer, or preferably a competent appraiser,
will make a personal inspectiott of the equipment. A complste
appraisal will always be required and, whenever possible,
two appraisals should be meuie by different repre-sontativos*
Car®© will be exorcised in the selection of appraisers to
ascertain that the porson selected is well acquainted with
the type of equipment o be appretisc-d* At the time of the
inspection, the following fonns will be completed*

Exhibit A - Form C-WRA-64 - Offer to Sell by Vendor
(Original and one copy)

Exhibit B * Form C-IfiiRA-65 - Affidavit and Agreement
(Original and one copy)

Exhibit C - Form C-TSRA-66 - Used Equipment Appraisal
(Original and one copy)

IV, The originals of all forms should be returned to the indi-
vidual interested in the purchase, who will prepare a formal
requisition, noting on it the cost and doscript;l0n of tho
used equipment*

V. The requisition for tho used equipmGnt# together with the
completed appraisals forms, sxd optics oftho original narrative
stating why the equipment is desired and for what it is to
be used, will be forwarded to tho Procurement Officer, Ho
will verify the basis of the appraisal, and if satisfied,
vfill prepare a purchase order, urrimge for delivery, ad.
otherwise conform to established procurement and fiscal pro-
cedures. If there is a question concerning the need for the
eqiipnent, thej Procurement Officer will “bring the matter o
the attention of the Project Directorf.or o hor administrative
official, for proper administrutive clecirraioe*

Distributionj All regional and project staff meinbers.
Replaces Central Region Instruction 1002 * issued 8/24/42
(Sheet D)
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It will be the responsibility of the individual interested in
the purchase of the used equipment to cooperate with the
Proouremeni: Division™ and to assist in the prsparatiion and
routing of the procedural forms, until they reaoh the Procure-
ment Officer.

For Regional office purchases* requisitions will be approved
“the Adininis*tra*fcive Officer and 1"orwarded 'to OEM for purchciso*

Jos H* Smaft
Regional Director

(Sheet X - Reverse)



V/ar Relocation Au® lity CENTRAL INSTRUCTIOH TO. 1002
Central Region
Denver, Colorado

SUBJECT: Appraisal and Offer to Sell- Used Squipment

I. The OM Hlias requested tMt A institute a formal system.in respect
to appraising and arranging for the purchase of used equipment.

Il1. Effective imediately, all project and regional personnel interested *
in tlie purchase of used equipraent will advise the i-Tocurement N e
on the project, or the Adninistrative Officer in the rce”ional Oflice,
by vjritten menorandmi, that certain used equipment is availaole
a s-oecified place that is ovimed by a certain person. There will
included a narrative statement as to \ihy the”equipment is desire.,
v;hat it ic to be used for, and tlie asking price.

e

in. The Procurenent Officer, Adrainist ive Ofi ¢ or

vjill make a personal inspection of the e uﬂ-?ﬁﬂﬁn tlie
inspection, tlie following forms will be completed:

Exhibit A ~ Fomi C-~vilkaes Offer to SelliTy "Vendor
(Original and one)

Jjxhibilj B - Form C—ama—65 Affidavit and iigreeraent
(Original and one

Exliibit C - Form CHi/licce Used Equipment ig)praisal
(Original and one)

A complete appraisal will always be required, and vrhenever possible,
two aiDpraisalB should be made by different representatives.

fv. The originals of all forms should accompany the *requisitions for

purchase, together wit-li a narrative description, appraisal aix
s"ba"teiiieiTb of iirtended use of tiie e( iuiproeirfc«

Y. Rcquisitionins of the used equipment for purchase will f<llow the
established procedure for purchases to be made thru the m.
L
Jos* H* Smart
Regional Director
Distribution; regional nndnProject Staff Mombors
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War Relocation Authc/™"r CENTR4L HEC-10KAL ~(TRUCTION NO, 1003
Central Region
Denver, Colorado

SUBJECTJ Accidents, Accident Reports» and Damages

I* _Many"WEA en™) oyees are driving government vehicles* Constant alert-

v,

ness mast 'te employed at all times to avoid accidents, Negligence
must not 'te permitted.

Should an accident occur which, involves a government vehicle, however,
the driver of the vehicle, if able to do so» must prepare a complete
report of the accident immediately on standard form No, 26. If he is
not able to do so, an eyewitness- of the accident, if available, should
prepare the report. Other reports to -be used in connection with acci-
dents are standard forms Ho. 27 (investigation Officer*s Report) and
ITo. 28 (Claim for Damages) = Forms for preparing the necessary "Oports
should 'te carried in e mei* government vehicle* If they are not in a
vehicle they ma™r bo obtained from the project and regional offices. In
comploting the reports givg as much information as possible* Completed
reports should Pe sent through the employee” immediate superior to the
office of the Hegional Director for transmission to the Office for
Emergency Management.

Drivers Provide. Pi.rst Aid to the injured party. Record names and
addresses of any eyewitnesses, and obtain signed statements from those
witnesses.

Supervisory Employee: Take adequate, steps to prevent recurrence of
such accidents.

The go-vernment does not carry any kind of insurance on any of its
vehicles. In the event of an accident damaging a government vehicle,
the cost for repairs must be pai<i '"ty: (1) the driver of the govern-
ment vehicle; (2) the driver or owner of the other car or object;

(3 government ejependiture after administrative determination®to do

. s0, basea upon a detailed investigation of the case absolving the

employee of negligence, or showing that the accident was unavoida“ble#

Damages to private property or personal liability arising from acci-
dents in which govornment vehicles are involved mast be paid forj

1)"by the driver of the government, vehicle; or (2) a proper presen-
tation of a claim for damages mast be made, setting forth a full
statement of the facts. All adjustments for damages are made in Wash-
ington, Persons carrying liability and property damage insurance on
their own private vehicles may, with some companies, have this coverage
extended to their individual acts -while driving a government vehicle,
Aty such insurance mist 'te paid for by the employee, Where accidents
are caused by the negligence, of the employee* or a sorious failure to
fu 1 1 his responsiMlitics, proper disciplinary action will bo taken*

Distribution: All Eegiona and Project Staff Members
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V. Damages to propert;/ caused 'y the ndgl8%ence -of a government
eriployee, unless paid for 'ty the einployee, canl>e paid for only in e
accordance with the Negligence Act of 1922Bf which provides in part as
follows

. - N
nSettlement of claims not exceeding $1.000; certification of amounts
fotma, ..due tb Congress” time T/ r presentation.

The head of each department and establishment acting on behalf of the
Government of the United States may consider, ascertain, adjust, and
determine any claim accruing after .ftpril 6 , 1917, on account of mm
damages to or loss"of privately owned property where the amount of the
cXsdro does not exceed $1 7000, caused by the negligence of any officer
or employee of the G-oevernment acting within the scope of his employ-
- ment. Such amount as may 'be found to Tse du*e to any claimant shall 'te
p~rtifled to Congress as a legal claim for payoent out of appropria-
( tions that may be made by Congress therofor, together with a brief
statement of the* character of each claim, thg amount claimed, and
*t . the amount allowed: Provided, that no claim shall "te considered 'ty a
" department or other independent establishment unless presented to it
within one year from tho date of the accrual of said claim.

(Dec* 28,1922, Chapter 17, Section 2, 42 Stat.1066””
— . (United States Code Annotateji, Page. 138, S ction 215)

Vi* Drivers of all government vehicles will ' provided with a “License
todrive GoVehicleThese aro issued "by thb _Aldni.riistrativc
Qfficer in the Regional Office and the Transportation and Simply
Officer” on the projects* Ca”oful records will 'to-kept of all licenses
issued, and they must 'to accounted for when employees leave tho service

It is the responsi”bilit7 of the supervisory cnployoo in charge of
\s .go”*rninent veHiclcs to determine that employees who drive these
. » Jiicles. are physica 7 fit* and ual.ificd for such .diities, ..ad. that the
. venxclos arc in conditiord for safe operation.

i If mechanical, condttto™n . I>rslcos, .a” lights®of a government vehicle
are known to an employee lbo IS0™iii poor-condition, he 1is charged with
- the responsibility of reporting this- farct to his siiperior or to some
other re”ponsi'ble person such as the Transportation and S“upply Officer.
e ,, ..it shalliDe the responsibiXity of the Administrative Officer in "H-e
..Regional Offi-ce and the Transportation and Supply Officer and Garage
.Poreaan on.tKe projects to see th?,t all vehicular equipment |’s in safe
-worklng condition*

Be .4dlert. - Avoid ~cidentsl

I1mi. ~

Jos. H* Smart
Regional Director

(Sheet X - reverse)



Vler Relocation Authority CENTRAL REGION INSTRUCTION NO. 1004

Central Region
Denver, Colorado

SUBJECT: Issuance of Work Clothing

A temporary procedure for the issuance of work clothing to evacuee
laborers has been received from Washington. This procedure is outlined below.

I. "Pending tiie issuance of the policy statement and procedures governing cloth-
ing allowances, Project Directors aro authorized to issue such work clothing
as may, 1in the Project Director” judgment, be necessary. It is permissible
under this authorization to issue any clothing now in project warehouse stocks,
whether acquired as surplus from other agencies or 'by purchase.

Il. *rders for clothing to be 1issued under this authorization shall originate in
the divisions in vAich the workers are employed. A suggested fom is attach-
ed* Orders shall te prepared in four copies for distribution as follows

(1)1 copy to be retained by the originating division.

(2) 3 copies, approved by the Project Director, to be routed
to the Project Procurement Officer, who will first as-
certain whether any of the items reg.uested are avail-
able in the project warehouse stocks and request tile
issuance of any such items through the Property Control
Unit. The Procurement Officer will request the Commun-
ity Store to issue any items not available in warehouse
stocks, furnishing the store 2 copies of the approved
order* Upon issuance, the store will secure the work-
er"s signature on both copies, returning one copy: to the
Procurement Officer and retaining one. Payment to the
Communiisy Store for clothing issued under 1llis authoriz-
ation will 'te nade by means of Form 1034 voucher**

Jos, H. Smart
Regional Director

Distribution: All regional and project staff members
(Authority ~ letter; Dillon I”er 8/25/42)
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C-WRAF—6 Order o,

ORDER FOR WOEK CLOTH

Prbject_ Date
*2Tame

Address

Type of" work assigned

*

-Terification of en“loyment:

(Supervisor)
*4PPHOVSt).
(Project Director)
To the Communi-ty S-tor\V v.: . -
e e L. - o o - e L, - ! « o "U_T r
.Please issue ltems Ko»““.. . . - - m e listed on the”Teverse

Of this ofder, returning to this office one copy of the order signed by

the person named at»ve, indicating the cost of the. items-issued-. e o e-

- .

%

(Project Procurement Officer)



Clothing Heauested and Issued

Item
Ko. Description Quantity Issued Cost

fe...mm 7. .. ...
°
® o 8. oes |o oo o o) e Wa. . __*
H y —

Totals |

I heretiy acknowledge receipt of the items of clothiij® shown hereon a‘.
issued to me. | agree to use those articles in" accdrdaiicb,with the
regulations of .the ¥ar Relocation .4uthorit3r...1 further agree to.return
them at such time "as | may "o no -lo-nger en"aed: iriijre type“"work for
.which they .were proyidedffr’\o n .the request of .the .War Ro”ocation

"Authoritjr,

Date
Signature



War Relocation Authority CENTRAL REGION INSTRUCTION NO. 1005
Central Region
Denver, Colorado

SUBJECT: Accountable and Responsible Civilian Property Officer
for Aru™r Property

I To satisfy Array requirements, it is necessary that one project
employee be designated as Accountable and Responsible Civilian
Property Officer, to execute shipping tickets and receiving
reports, and to accept accouivUEibility for all p"roperty*

I1* On eh project in the Central Region, the Senior Transpor-
tation and Supply Officer, or Mministrative Assistant in .
charge of property records, will normally be designated as
the Accountable ajad Responsible Civilian Property Officer.

I11* Accountable and Responsible Civilian Property Officers must. be.
bonded in an amount of not less than 5,600* with an approved
bonding pompany* Miscellaneous Bond Treasury Form 280 will be
used for this purpose. (See Administrative Instruction 38*)

A* Employees designated asAccountable and Responsible Civilian
mProperty Officers wiil complete their "signatures on 10
signature cards, 7kar Department Pom 35. The certification
signatui®e Wi be that of the Project Director, All ten
copies of Form WD-35 will be forvmrded to the Regional Officee

B* The Regional Office vdll prepare a statement that the
employee has been designated as Accountable and Respon-
sible Property Officer for a “ecific project, and that
he is properly bonded* This st-atement (in 12 copies) will
be furnished, ogether’'with two copies of Form "B-35, to
each Army Service Command from, v/hich the employee m 11
receive Army shipments* Copies of the statements and
signature cards will be sent to the appropriate Army Finance
Offices handling payments, or maintaining accountability
records, for (l)project purchases from the quartermaster,
or other Army agencies, (2) transfers of property from he
Army, or (3) property on memorandum receipt i*rom the Armye

IV, The employee so designated must sign all shipping tickets and
receipts for property received frora the Amy. Ho other signa-
ture will be recognized. The name of the AcoountabX® and Respon-
sible Civilian Property Officer should always be shown as one
of those receiving and inspecting property”

Distributions All Regional and Project Staff Members,
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V, An alternate to the Accountable and Responsible Civil.ian
Property Officer may be designated* The alterna e must be
bonded and’.must complete .the _same .signature cards as he"
accountable officer* -

A, The statement of designation to the Army will carry the
full:informa ion as to the accountable officer for whom
the til Grnate is designated. .

B* In signing for the .accountable property officer, the
alternate will sign the accountable officerls name wbyn#
followed his own signature™ The accountable officer
remains responsible for the proper y* ’

* -

Vie New stateménts of ‘designation, signature cards '.arid...boiids
must be obtained to complete the"appointment of‘new Accouivt-.
able* and Responsible Civilian Property Officers*

Av: A formal ffansfer of. the property must be accor‘nplii‘shed.
e .between the old and now Accountable and Responsible
Civilian Property Officers before®"the old employee leaves
- duty. r

VII# For property on ¥RA.projects, received from the Amy axid,.signed
fpr Amy, shipping tickets, iiii.t"a’bie£iC5couritabili*ty rec.ords
“s;will be maintained in o.ccordkanoti with ViHA instructions, in
order to satisfy Array accounta“bility requirements*

..... -(Sheet 1-Rev«r5.e)



Ifer Relocation Authority CENTRAL REGION DESTRUCTION NO. 1006
Central Region
Penver, Colorado

SUBJECT:. Procurement Procedure for Perishable Items from Denver

Iferket Center

I. For items purchased from the Army through the Iferket Center
located at Denver, the following procedure must be observed .

A.

E*

Perishable commodities that are through the Denver
Jlarket Center will be requested in xhe usual manner on

QMC Form 400, listing quantities and kinds of items
desired. These reo”uisitions will be forwarded direct to
the Market Center with a copy to the regional office
showing estimated costs* This copy will be routed to the
OSM finance Division,

Denver Market Centeivwill make the necessary contacts with
vendors and issue purchase orders on the basis of the
requisitions received* These purchase orders will carry
unit prices and extensions of t3e items ordered,. The
original and ohq copy of "the purchase order v/ill be routed
back tg the office of the Regional pirector of the IAEA,
7th Floor, Kittredge Building, Denver, Colorado, The
office of the Rggional Director Will transmit the original
of ttie purchase order to the Finance Division .of OEM and a

copy to the appropriate project.

Upon receipt of porishables and conanodities purchased through
the Itoket Center, Receiving Inspection reports, Form 393
QMC, will be completed in an original and four copies™ It

is imperativs tha'b the Receiving Inspection reports bo pre-
pared within twenty-four hours after receipt of the shipme-nt.

Three copies of the Receiving Inspection report*will be
mailed to the Quartermaster, Denver Hlarlcet Center, Denargo
Market, Denver, Colorado, Attention Xt. Simonson™ One"copy
will remain in the project office files and one copy will

be mailed to the regional office for transmission to the 00 .

The Denver Market Center will instruct all vendors to send
their bills foor shipmonts made to WAL Contors direct to the
Denver Iferlbt Centor, Upon receipt of the Roceiving Inspec-
tion reports from the projects, tho Donvor Market Contor

Distribution All Regional and Project Staff Members
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will compare quantities received with the purchase* order
and the vendorfs bill. If all are in agreement, the Denver;
Ivlarket Center will attach a certified true copy of tli©
purchase order, a. copy of thQ-Beceivin® Inspection report
and the vendor Ts invoice and forvtard "the three documents
direct 1; Mr. J. M. Clore, Regional Manager, OEM,"Kittredge
Building, Denver, Colorado™ attention M. C. Johnson,

Finance Officer., .-

F. The Finance Division of i will prepare from the-certified
copies received frpn tl;e Denyer jvkrke.t Center, Form 1034,
for scheduling paymeiit to the vendor. @A will route“tiwo
copies of the 1034 to the IM, Regional Director, v;ho in m
turn will foward one to the appropriate project for
fiscal use* -.,r-

This arrangement has been rnade to insure pi‘on.pt .payraent to;*
vendors Vfho are supplying large ouantities of perishables to
the government-, not only to tiie MlIA but ftp..Arny .camps, and they
must receive prompt and ouick®paj™ient. or .they, are unable tom ’
continue buBiness. The keystone of;this v~hole.arrangement
hinges on.prompt s.ufmiss.i.0n.. f Reee ving and Inspection, reports
and it is mandatory that-., they leave ths project office

within. tArenty-four. hour.s...after receipt of the. goods*

A* *The Denver Q,uarterma3ter Ivferlcet Center, Donargo llarket”
Denver, Colorado has that we pay particular
attention to the preparation of QX5 .Form 393 to roako sure
that signatures are affixed for both thecGrtificate of
inspection and the- signature pf receipt. “Facsimile
signaturps:and signatures in rpd ijik. aro not acceptable

‘mon- RecGivir® Reports. .. -

B* Extensions-and totals, must, 'be entered in all cases and
references must be iaade on the face of the report as to
the Purchase Order..or...Contract-N"mb"er d Requisition.

J6&< H. Smart -
"Director



Tiar. Relocation Authority xc ee-  CENTRAL REGIONAL INSTRUCT10 1008
Central Region ;> e m "7 N "NQA.

SUBJECT:* Rationing

I* “The Office .of .Pric ..Mniirais ration ha.sdirected 6uratf'ention
to the following provisions.-of. Su

e _Section 1407.76 ,
m- m.f "
UI ocnsumer— who arraljlges to eat 1H dr more meals per
.week in .an. Qstablisl”e t -registeFfed -as .an institutional
user-must surrender his War."Ration Book t6 the owner
or manager of the establishmenteu

Sectlon 1407*70 (b> . v~

LI 7
v - 'ea

uY<hen a consumer to whom a Ra ion Book has been
21 sued becomes “confined O.an ins iiution for a'..
periodmhike}y to .exc.eed ten" days, .he ".sha 1 sui*i*elide:r
.his 1Aar Ration Boo.k to .the .adminis rative '.head of
the institution* On his discharge from the in. titu-
ion - he War Ra io.nBook shall be returned to him™
A*  The word ,.cpnfinedt, as used, in this section- carries no
cormotation. of ~involunifcary cctnfineinen-tm but refers to
hospital patients and 0 her persons reS|d|ng in public
institutions of. any kind*.
"B, ,1h€l Office frlce Adm|n| strati-on advuses ha under
5 these sections evacuee3 and adininistrati-ve employees taking
their meals in mess halls am the relocation ceriters are
..required, . surrender .ifcheir War eRationjBooks to the Project
.Liirec ors ... ccordingly,..the Project"Directors are requested
to, pick up ~.nd hold any Mar Ration Books held by evacuees
.Jr project "rapl.qyets. .ea.ting in roes.s:liA s in the relocation
centers,

Il Vihen an ev.ac.|iee .or: an,mmadnvinis._trative .employee leaves a reloca-
ion center, or. ceas.es tp eat "twelve 6r more meals per week at
a relOcatian cent.er mess hall, his War Ratio'ri Book shall be
returned ,to him. U VA
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Evacuees whose War Ration Books were surrendered at assembly
centers, and who are granted leaves from relocation centers
in the Cen *al Region o0 accept private employment, attend
school, or for any other purpose, should be re-registered by
h.e...local .War Price and Rationing Board having jurisdiction
over the ar*ea®in.which they are employed or otherwise
engaged. The Office of \fnce Administration has advised the
Var Price and Rationing Boards ha they..are permitted to
re-register such evacuees and issue the necessary War. Ration
Books with the expired stamps removed.

Evacuees who (lltain ¥ar Ration Books while on leave
e shall surrender such books and stamps to the board from
vwhich they obtain<d them, before returning to a reloca-
tion center. The Project Directors are requested to

pick up and returrl . mhp.. Ccpunty Price and Ration-
ing Board .any War Ra ion Book; ..which. "aa’c.ue.e hae failed
.to surrender prior to his return to tiie cfoi The *

County Board will hen re urn such books to the proper
County Boards*

The Pacific Coast Region has supplied the following informa-
tion relative o the: .disposition/of methe ¥ar Ration.Books of
persons evacuated from the various assembly centers;

«For. your..information, he Assembly Centers, from #iich
persons have been evacuated, arc mhisted, .here* .together
with information relative to the d.isposi ion made of
Yifar Ration Books by Assembly Center Managers:

1* Ration Books for evacuees of the following

centers have been or will be sent to .he Project
- Directors concerned: Fresno. Santa.Anita,

Pmedale, Stockton and Tanforan.
inoeVd B e V. . ' it

2, .. Ration Bboks. fQ.r. he. assembly: ceiiters. listed in
this paragraph .have.-been—). urnedL o0 Rationing
"Boars., which were l.ocal*"to.";fchese centers: Merced,
Puyallup, Turlock, Pomona, Tulare and. Portland.

., :3 ...The ._faXlowing a_jred "center” were. mwacua ed prior
. the" receipt of instructions from the Office of
Price...Admini.str«vbi n, :.aiid:+..evacees from hese
centers, and .those persons who were evacuated from
the free zone, may have .Ration Books still in
their possession: mbacram$‘iro,. "Salinas, Mayer,
Marysville rind Manzanar..

Jos. H, Smart
Regional Director
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Vilar Relocation Authority CENTRAL REGION IHSTHUCTION NO. 1009
Cen ral Region
Denver, Colorado

SUBJECT; Reporting Injuries and Injury Compensation for TCRA Employees

1% Government en~loyees are entitled to injury compensation under
oerbain conditions as set forth in the rules and regulations
of the United States Employees Compensation Commission. Each
project has been furnished with copies of the following
regulations of the Compensation Commissioiu

AP Rui<;s ad. Regulations No.governing Compensation
and Medical Expense for Eknpioyees of th United
States Reoeiving Security Payments.

B* Regulations Concerning Duties of Employees» Official
Superiors, Medical Officers, and Others, Under
Federal Compensation Act of September 7,1916.
(Revised June 26, 1929%)

Cf Regulations Governing the Administration of the
United States Ekaployeos * Gompensation Act of
September 7P 19X6, as Amended, Relating to Civil
Employees of the United States, ad. as Extended
to Emergency Relief Employees and Others*
(Effective June 1, 1938, as Amended to June SO,
1939.)

D. Medical Facilities Avuilablc to Employees of the
United States Government Injured in the Performance
of Duty, under Federal Co Ollsation Act of
Soptomber 7,1916*

1*  L&itil superseded an officialinstruction from Washing-
ton* this instruction will serve as a guide in the preparation
of injury reports and claims for corapensation*

I11* Attached, as a part of this instruction, are copies of
Instinotions FSA 252#2 and 2 5 2 of the Farm Security Adminis—
tration, U, S« Departraent of Agriculture. These FSA instruct-
ions explain the forms to be completed, the facts to be pre-
sented, and the routine to be followed in making injury
reports and corapensation oXaims. particular attention is
directed to Sections VII, VIII, IX, and X of PSA Inst, 252.2,
relating to types of injuries, and to he proper U* S«
Compensation Forms to be used for reporting them* Names, titles,
definitions, and routing of forms given in P$A Inst* 252*2 and
252.3 should be disregarded*
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Projects have been furnished with a minimum supply of U. S.
Compensation Commission forms. In addition. Form C-Y<RA-3
will be found helpful to physicians and others in specifying
the location of injuries*

All accidents incurred by WTIA employees while on duty will be
reported, regardless of whether they required medical atten-
mmion or resulted.: .in a loss of time from duty,

A« Injury reports, prepared at the Projects and
aocompanied by claims for compensation, will be
prepared in quadruplicates One .copy will go ta _
the Project personnel files, and three oopies#
including th,e original, will be forwarded to the
Regional office. The Regional office will retain one
copy in the Regional personnel files, and send the
original and one copy to OEM for transmittal to the

Bk Compensation Commission. Regional office injury
report wilX be prepared in triplicate” and given
the some routing*

B» Project injury reports not accompanied by compensa-
tion Claims, will be prepared in duplicate, the
original for the Project personnel files, exud» one
copy for the RegixshaX personnel files# Regional
office reports will be prepared in an original only,
to go to the Regional personnel files,

tftitil further notice reports of injuries to evacueeswill be
reported, on appropriate U. S. Coraponsation Commission, forms,
to the Regional office for transmittal to the Washington

ViR, office.

Josf H, Smart
Regional Director
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"War Reloca ion Authority CENTRAL RBGIOKTKISTRUCTION NO . 1010
Central Region
Denver, Colorado

SUBJECT: Reporting of 10ymen Statistics

I Form he month ending Noveniber 30, and. for each month thereafter,
statistical employment reports (Forms C-?"RA-6la and C-1r.RA-61b)
are to be.completed ori the projects, in an original and two
copies, and submi ed to the Regional office of the JEmploymeii
Division. The data, so prepared, will be combined in over-all
tabulations by the Regional office, and copies wi i 'be forwarded
to Washington and to each project reporting.

e The co iection of the da a and the preparation of the forms may
be handled by an evacuee staff, headed by an evacuee registrar,
under the direction of the Project jEinployment Officer.

11, In some instances, owing to variations in employment organization
and occupational groupings on the projects, a project employment
staff may encounter difficulties in furnishing certain inform-
ation requested on the forms hat are provided. These difficulties
should be reported to the Regional Employment Division, 1in Denver”
for the purpose of suggesting possible revisions and improvements
in the forms. Also suggestions pertaining to thO extension of

the forms to include other significant data vYill be welcomed,

since reports in greater detail will be desirable as the employ-
ment program develops.

IV* These monthly statistical reports are to be completed and submitted

not later than the 10 h of each imonfch following the period cov-
ered. by each report.

Jose H. Smart
Regional Director
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