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the soczni, mpkmmt

tb# Social WeljTftre ot lake 1&ty ou
Project is resp<»i9ibl0 for laaintaising a d”™parl~raat to whiish any
on the project may eaiiie for assistaaoe in Ms mentalj
8 ei«lIf pr fluaneial probing*

Th# Bool aX 1Iflu® &apartment Is  a SOX*vicd Section*  Qbleos

«e give S vtee» we have no excuse for «kl t ee & department
Hierdtortt™ tin# ftijs of the depsirtiii™f is to glY6 iiepvictt*

116 SoeiaX Service Departmearfc, regardless of how well equlppe<|f
can hope to solve all of the wied probla”™ videh are brought
to its attention* Beeogoising our lialtations «e will coailzme
tr? vvo/r\l|< frith all possible integrity to help our elicits in helping
thems -

Ja order that we nay be of tbhe oost possible servieet wo 101
be able to guarante© to ever”™ applicant the following itesits

11# Jhat h© will have opportunity to tell u» of hl«
<HffieiiXtie8 in as eos™plete af faahlon as he d&stir*B* He m\ist haT#
the Irigptt to ooiapladn and NdXov off BteamO idthout fear of repesr™
eusslonft*

2 That mder no clroiiagtanoea «U1 the infoznation h« giv»@
ue be repeated outside of the offle#«

3* that we 1 not ntak« tides" nor will be "blame*1 him

5 If ~ eannot help him# we will give hla as dear an
N o tinof uu am ( ”

In all of our work wd have a t«o*>f61d respoxuiiMlit/rt

X« le are responsible to our In dlsoharging this
reapexrudbiXlV — ansi insure the f«et that exy applicant idio i_ in
need ot aideligible for any sendee Is giren that 8”rvie«*

2* Ve are responslisle to the »g«noy for liiieh me vork» We
mast carter out tim purposes of th« agmej to tb« best of our ability*



W orkers llamiaX
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fsi socut. gass wmm

fmMmmiiim of gociiO. Cag# i gfef

they® ere muxy defiaitlons of case nosHc, Okie sis”™e defixdtioxi
has beos th&> oase wrk 19 ~halLping outers to h"Lp tbtsi8elTe8«yv

Social ease irork usually is ivorlc 6me by the case worker with
individuftls md/or idth the indlvidtala ae a part of a

A« la oxder to be a ease mox®$ a person shotild have th«
following qtialitiess

le A gemxlne interest in other people*

2« folcranee of other people#l ideas and of their rmj
of life* A ease»Yrorker eaimot hare good vorkixig
r«latleiiOhipfi vitli Me eli if he i« ”bla]aingf
a client for asy n»y the elient acts or live®*

% An Mearstandlzig of the reasons for aotione and
of people*

4« maturity to give the client eonfldenee*
Also in order that he (the vorker) id Il be able
to ke«p a "Qse of balance and personal adequacy*

Sound Judgsieat* ie gained partial”™ throu”i
Intelligence and partially through 6 background
of experience and adju6tffiknt on the part ot the
N0XKer« ;p

B* the ease vorker ehotLld be extrently eauti.ous on the
foXloving itesBBi

X*  The ease yfoxker should never mke deei81006 for
a elleoit«  The obj«eta of the dideu881011 aret

«= to allow the elient to talk so ~iat \m
ean clarify his oan thiaking*

b. Tb giv« him any infornation he desires*

e To point out both advantages and disad«
vantages of any given courae of action*

d* fo help hint think thorou”ly throts™i aYy !
problem nhich confronts him* ‘

== To give him any assistance tiiat ean be
glY«n«
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4*
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the ease yroik™r thoiild be vexy eareftil not to aeke
judgmentd about a elient* That la » the worker ean
never deeldie that a client is "good" or thadn#
Each individual has the privilege of deeiding hi®
own nay of life* The case worker must learn to
accept all pecvple as ther art«

The case ivorker should be opeQMidnded rt all times*
Listen to the entire story of the client before
making deeisloos*

A ease worker can gain the eonfld”ice of his cXI”sts
by a qulet# business like jet s”patketie attitude
toward all of the facts*

A ease worker should alna”s remember that each pers<»i
i« ft different iMITidual* Th# problems w&y appear
to be the e&ne tout the person is different so his
reactlcms 11111 be different*

k case varker should be alxle to look at facts in
an memotlonal siaimer« 1f a client lies to the
110rker, the iugportant thing iis 81  did he lie?*1

If the person is angry °lhy is he angry?* None of
the clients reaetlons should be taken as personal
reaetions against the worker*

geations in Interviewingi

Any person 11111 prefer talking to soadonB iHo ahom
an llitereat in the dlseustlon*

Clienta are usually able to talk more naturmlly If
the vozicer refrains fYosi asking question after

guestion* It my be necessary to ask some general
leading questions in order to guide the Interview*

It is better to listen eloselj to a client and
reiaeo”er he is saying than to be ivriting down
everything he say®. It is all right to write dova
certain things cmbh as spoelfie <late jp»>unts of
monejf names, etc* Howewver, It is better to a™oid
the feeling of writing ooostantl™ throughmtt the
int™rviev* |

Ggsdbrfcers H™pongiMIiti ).
/I Pablie Asslotanee Ca«@8

Xate™ew t,e client to .ete™~ne ~ e U AT

b* Bietate case carefully and acourately so
“mt a true pietore i8 showu



e See that material is turned in as soon as
possible# e

20 1f client IM not eligible

A Give ffily referral that my be indicated*

b»> Explain c*i*efally to the client the reason
i for hit iaaXlIglbllity*

c* Dictate carefully*

d* Fallow procedure as ootliaed*

6* Tii® workw is responsible for his active case load*

See that th  11gib:111ty is eh Kked at\
intervals*

2» Give any service requested which can be given*
3* feep dictation currant*
G« la All Cades.
X* al t to help clients event hcngh thi r inay
be heeitant to discuss certain problem8f
2*  a* Is means that the irozicer should show
idllingnese to help but does not mean
that ny should be Ade to
force a cllnet to give confidences that
he way not be really to give*
2* Ba olear and accurate in all inf<maation given*
17, la applications for (Mily
1« Llstm carefully to clientfs story* “ou can
ft«n be of real service by merely 4110wing &
clI™t to give vent to his feollngs and discuss
his trouble.
2m |f any eezndce can be perfoiraed, it shotdd be
done as soon as possible*
3* team to use all other resources on the project

fe

sudi a«t Project Attomery, latern&l S@carll®
Placesientf Hospital, Medical SociallOrkerf Bed

e S

further™ make appointmenta as indleatedi



20

APPLIGATIONS FOm PUBLIC ASS“"mMCE

1*  Applicant comes into the office*
2» Nb per®on”™ is to be rejected by the receptionist*

3» Reeeptlcmidt takes the name* If it is an application} h6 fills
la name and address, and the name of the vork on the lal™ke
For® #le (3 copies) II* appointment is givoi for a later date
nrrite the time of appointment in upper right hand comer*

4* 1f an appointment is given for & later date the receptionist
idXI file all 3 copies of Intake Form the pen™ng flit on
reception desk under the date of tbo appointment*

5% I"hen the ell«nt returns for his appolnti&ent follow procedure
as outlined bc3owr

6* The 3rd copgr of the Intake Form is to be retained by the
receptionist until the close of each day, at which tim9 he
will tabulate the total number oit forms plus the total
ntuaiber of other per80113 nho came Into the offiee* Henill
turn Into the Unit Clerk the duplicates of the Intake Forn¥

7% Give 2 copi  of Iwtafce Formto file clerk o idlIl clear
the master files to find out idiether or not there is a
previous case reeorcl*

8* If the case should be already active, destroy the Intake Forms*

9» *nie file clerk nill mark on the Intake Form *0 caaell if there
\Y; is no record*

10* The file elerk then takes the Intake Form (and eaee if any) to
the woHcer*

IX* If the worker ie busy he should let the fil« clerk know whm he
is free™ at vbieh time the fllir clerk vdll conduct the client

Irrrr -

intake Forau

*e |f th™ case needs more information op investigation
before eligibility is established it is to be con-
sidered a "Pending Cas©1 and the wori IPendingl
should be nrritten on the Bitak® Form* In that case
the lover part of the form iroulxi not be con™pleted
until the worker has eoa™>leted the Investigation*
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16.
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b. If the C&6 is rejected m»ite a brief statocieat
on both copies of the Intake Pb*au Also urite
out all izifoxmatlon received and turn in for

typing.

At the end of each day the noric«r should turn in th» 2nd copy

of.tbe ljstftke Foms a& aXl c&s@8 irhleii h@ has intefvlefwed
the day* thegr are to be placed in the basket provided for that
purpoae on the table In the Supervisor's Office*

Hie Dhit Clerk will match these with "fge r<®ceived from
the receptionist and idXX destroy the reception copy as soon
a& she has the ivozicers cop™

the original copy of th© Intake Fora is to be elippod inside

the ease folder and is to stay with the record til it is
typed, approved the Supervisor and reAchea the IMit Clerk*

The Unit Clerk will destroy the Intake Forms after «h« has
made th® atatlstleal card and has obtained the eount of all
intake for the entire mnth*

Itei the ttoit Cl@rk has made up tha statietical card and pre-*
pared the Public Ascistaace forms she nill give the eases to
the file clerk to be filed*



RECCB|g

Since/the Case Records are a part of our eqtdpment which wc nee
day*/it is iirportant that they be properly cared for#

Raison For Case Records
Records are important fo ths folloidng re consj

le  Ore case cannot alm™iys be taken care of by t>he same
worker* \When -woikers are absent from the office or
~en toey leave the office for any reason, it
neceeeary that another person be able 'to take care of
any situation that may arise* Unless adequate lziforw
matlon is in the case record this cannot be done*

2*  Nb worker can resiesiber all facts concerning all cases*
It is difficult for the client to be repeatedly asked
the same questions*

3. In payment of Public Assistance ire are using government
funds* It is absolutely necessary that our records
M justiiljjr th® payment of all govemssnt noacgr*

4| The Case Record ie <me of the most important imys in
; which a supervisor can judge the work of the case
-workers* It is the basis for training of wTicer«*

5« In the future the Case ~cords may be an iaportazit
part of research*

e of Cas™ Records
1* Case Records amst be used carefully and trUoly*

2* the material In all caee records is cozutidontlal
arki information from them should ne”ezlbe given
to a third person* Aiy requests by outsiders for
loformatlon from Cas* Kecords “lould be referred

3* Informeeson which we receive from client® should
never be diseussed with anyone outside of the
office*

4« All troxicers should be very eftrafol with ths
records since thcrf are of paper and are easily
tom or destroyed»| Thegr should not be carelessly
thrown about or roughly used*



General
1*
2*

3*

4*

Office ~ile0 Regarding Eeoorda
Case Eeeords should never be taken from the office*

Starting Norember 1 ,1943> the wrkers are to return
all cases to files at tie close of each dir* In thie
evoit that the itoiker is working on a case and does
sot ulsh to have it placed in regular files, one set
of files is provided for use of the wox"cers* Pleas
be carellzl not to accomul&te too many cases in the
norkersl filee*

Workers are not to pull cases from the files* This
is to be done by the file ol™k* In every instance
an *oiit-«<ardn nill be placed in the file iiKHcatlng
the date and to nhom the case was givezi* Ihen the
case is returned the ~out-card*1will be reaioved.

Ihen case records ar® written out by the worker for
iyplng”™ they should be placed on the desk just

Inside the Supervisor™ office* ‘'Bray® ifill be pro-
vided and id Il be labeled A\ew C”eean9 nActive Cases*l
and ™Closed Casesl¥ Please be earefol to pixt the
record into the correct basket*

Dictation in Case Records should be kept up to date*

Face sheets should be eheeked at the time of each
interview and shoxild be kept accurate*

A Case Activity Record form is to be filed on top
of dictation In aU cases. It shotted be kept \ip
to date ty th® -worker in pencil* Stenographers

will type this sheet ‘idien one hahd-m*itten page Is

Stenographersl Reaponalbillty for Case Becordo

1*

4*

It is the responsibility of the stenographers to
type Case Record isfttcrial In a correct and neat

graphors by the IMt Clez’c Gt her assistant*

Stenographers frill retiim completed eases twice each
day (at noon ax5 at night) to th© table provided for
that purpose by the Supervisor's desk*

After the cases s-re approved by the Supervleor, they
v IIl be pioked up by the Unit Clerk for statistical

WOrtce N



5»

6*

7*

AH entries izxto Case Records are to be dated in
the left band margin*

At the end of #ach dictation entj™r should appear
the noiicerls last name and the st<”iograph6r,B
inltiala-«lh thl® jaanner M~ tgon”rytay»

All case material is to be filed in the recoafd *
by means of paper fasteners* Each stenographer
should file the ma terial in the record En it

is typed*

Method of Filing in Eeeorde

x*

2*

SH#

Case folde ;™ should idmys be raade tip eo that
the name-tab is on the right hand side*

Material to be filed on the right hand side is
as follows.

a* Correspondence * to be filed on th«
bott<Mh Mth aost recent correspondence
nearest the top*

b« Case dictation on top of corretrpondenea*
Case dictation ehotild alleys be filed
nith th® oldest date at the bottom ainl
the most recent <Mite on top#

e* Ontop of dictaticm file Case A ctivity
Fora#.

to be filed on the left hand side of
folder ifif as foiloust

a* All forms « in chvonologioal order fdth
oldest, at the back*

b* Fa«e sheei dn tgp«
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R for Application

le Abrief etatas™nt as to tha reason for the mpplleatloa
at tfai partieu!Ur tla«*

2« :nelu” the niiB® o:f pem<xic or vhocdcrdd
the elient to our d«pftrtaen™»

fasxlr 2> gitika

le |t is s&t zi6 9ssi>"™ to rdpeat trhe sp/eiSi™ infotaM”

tlon glv  oa the skoett Make 2N
laent s”eh ae$ tt"isIXy eonslsts ot M« and Ifrs« and

their 4 minor chUdaren*1l
Oive names and preset tiheroabout of menders of
fsamily not la this emter* this Is partleiilarly

Irjfortftnt in the ease of single per80L6 haire
so ralatiTes her#*

miIXy Backgrona™

U BirthplAoe*

i<* |h€n tbej came to the United States*

3* ?ihere thegr ««ttXed*

4* Business or wYk they engaged in* the mema of
evtpport of the

5% Eduoaticmal background and plane*
| 81, *mua— W
7« Contact with soeial agencies outside*

3* Any other soeial iofoansatlon availftbXt«

A< MaBX Pripertgr*
le  Amount of property*
2* Hkere located*
3« Per cent arrangementa for rental ete*

4*  Indebte<fei©s8 ocm prgE>erty, n

5* Income IVom property and how used*



B« Periootl property

%
4*

6«

s N\NNNN? I
]

As&ouat of mamiy
Am th”r using th$ mon™ ox* r«tftlaing for reloeati”™i
I£ retained give oaayfMLl expXanatioxi of idiftt it is
Headed for either reloeatl”™ or posWuar plfttming*
life Insurttn
a«  Amount of y»lu«
be a»e of e )any
« krrwagmm%6 for pa™resxi of preisim
d* kmsmt of pcmixasa
e» Hare of boneflelaiy
Stoics or bonds
Mortgages hold by client
Biooia»
m«  Sourer of Inoom*
Aroacfe
How

M » ti

b« Person owed to

9 Flans for payment

ItelatiTm

A* ldentifying tnfoTsatloii

I*

2«

Names

Present address
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VI*

HI*

fin*

B* Ability to Aid ltelL?2j
BaClLatlves should be eonsidered a possible reecaro™
1 1 /\
Have they aided in tim past
Baployaent Hiatoiy VE
4*  Present ej“ployment of evei*y penoa In the fsiidly "Wo
norks*
B» Fiast «Rplo~tt~°t history (at Itaat one year befov*
194X)« 7M 8 should somelearlj tbe i™ans
of support of the f«sdly snd change mde neceasaxy
by the outbreak of the war*
G« Plans for poet-nar N
Dx Plans for reloeatioa before the end of the nar* A
Health
A= S|>eelfieally otato all health probleae«
B« Xf any adtilt persona Ulster 6% cure unaKLe to «
Hmj need a medical statement* Give Informatloik
from the doctor*s report* :
C« Oive approsKlaftte length of tisie before persons 11111

be able to work*

Spselfically gtate all health probleaf

A,

B*

Oiv0 c<»Bplete information regarding any partietilar
soeiaX problem that the elicit brings tip* Wiere a
apeolfle social problem is present«d”™ this seetlon
will b« most is™>ortant and ~iould be enlarged aa
mach as is necessary to give a elear of the
dituatiwu m-/( 1 1

Qi7e family's attlixxd* toward receiving Publio
Assiatanct*



A* Qire a artateewnt as % itof fm H j aeetpt™d meA
aid v 11l be tmpoata>ry or long tlaw* («xaisp3.e) “Fsasily
in need because nag#»eazner is persiaiifSiiXy disabled*
NAId irill be necessary far a long tlnNe#ll
le Action taken
& Referred to plac”™«pjst
tu Referred to Medical Social Welfare
A a’
. 2# to be dam

e (IT6 a stAtement of axxj plans vhieh need
to be cairled out*

3* Note how often home eaXIH v Il be neee6B«ry*
Anount of inonthly incoiae

B* Amoust ot meximuRi Poblie AsO10tanoe Gr«nt

# Amount of PubXle Assistance reoonmeoded

XI* If the ease is rejected give as nsush of the sbove infoacmation as
has been obtained* (Hve also the exaet reason for rejeetlon*



mmiWK K>g RIOQIXNG fMHBFM CKBES

X*  Rgag<m for Application
XX Coapogltioii
l« Hftmll ~Rmtiag rtiu”™tr

2« FtodXy In other canter

regular diotatlon)

XT*  Miv tranEfer if rmnmt®
?7¢ Recoamandati f,

1 , Bogmm x7e™nnesded ax* reMon denied
Hnftl Entyy4to«ftyy

1* Date transfer reqcuseted

28 Date reeoimmesidatioxi ! ade

5* Date approved
m 4« Date left ea’™p ||

Closed



XI*

(N

1?7*

PmgFggRE ONf  SFEBS

Application

N Get XX noeessaz'y* ttee otitHae f T tnnsfepB#

If 'tilere Is a posslbUitj of reeosoiaeKidlAg the transfer
hare applicant sign 7&m H9*

ReccManendation
A< Notliy applleant If rejected

B* Xf the transfer is reoo™MnYNded under Adadii* Pastas
#46 Revised™ sake three more copies of Form WA

C a eoiNsoriag letter to the other eenttttp and

ene!lOlle the orlglmCl and one copy of .Form WM 349
and forward to the other center

lj At the time the abo™# letter and forms aro fbx*wai*ded
to other center attach the original copy of WAU TL 546#
Ihe Project Dlreetor of thl ceatez* r tuxns Form RH
546 ulth hl0 slgnatuar™ii vith the Ok @<*r olltha
covering letter*

jpgrovml

The other proj«et the faially on their side and
retuoms the original eopy of Form HU H9 vlith tlwir
d«el«lon on tlie ~Betconaad Heferrall*

Irraneemmt with Thtaaferma
(After the Farm WL 149 1¢ approved)

A« Arrangement* made worker

t« Contaet applieant to Inquire the ap”roxinAt#
date trazisforeO8 ivieh to depart*

2*  Ceoitflust the Ziesnre Office and set tlie dat# of

departure* Forward to the Office the
nases. ages, and addresses of 61
txmnsfere«8«

3* Inform the transferees of the d*t<i and time
of d”™>arture about a week or 10 days in adi~
vanc« |If poasililt*



2—

B« Information given to taransfere@s

le “ fe “ -
gontrOl Ofilce ()£r* Araki Whse* #379) to smA
but frei”™it baggag®© before they depart* freight
is paid by but e press expense has to be
transfers

44 Advise the transferees to secure receipts
tr™ their block managers vhen they return
government properties*
1 NYYYYYYYYYYYYN N\ N\ Y\
Xnf~ra transfers  that hand baggage ia
118dted* Hand baggage i0 In$p«eted l]y i*ar»
and pieked up by the Motor Pool before
N d#portor« |(Th© time could be obtained at
Lea™e Office)*
PANAN N\ 1 ANN - aA N
4* Inform the transferees nhen tb”~r can receive
traTellng scpens© from agent oashier If the
vowsher is approved* Jhoy should axso go to
traVOl bureau to get a copy of trciTel Itinwyv

NN

3» Adhrl™e the transferees itot time th"y should
Jeo™ to the Leave Office to receive thdir
permits before departure*

Arrangement, ttith trav | Bureau

A« Oive nameSf ages family numbers, destination.
JIGut@ «nd dat« of departure to Travel Bureau
a”at a wedc before the date of d”™>artare*

B« frs”™i”Ml Bureau iake9 travel itinerary s”ods
one copy to Budget and Finance Division*

cC If a eree fishes to travel by Pallswa be»

efttiliie of health t*ea8 0 11the SoclaX H™Xfftre Office
the tran f«re® to Chief Medical Officer

ov the Radical Social Service Dept* to secure the
Chl«f Medical Officer*« recommendation* A copy
of th» Chief M«dlcaX Officerl# ststemeont is far*
IKai“ed to the travel Bureau if a puUrsasi is neces-
gia’Sif* (Iteccmend under Adsdri# 2jast« R
Yutsd 7111*08.)



fll.

DU

3

Arrangeiaant Budget and Finanet

A * Farmed the original copy of the Form WRA
(poet the return referral on other three c&ptes)
together vith approved Formirai TL 546 to

and finance Z3ivlOiGn (about the awm time
Tra'ViX Bureau is asked to mekit out travel
eraxy), bo that th” can mke out youdiere*

Notify Evipiee Property Office

A* Give ntmes and addresses of transferees to Eva«
euee Property Office at #369 a>nas dat« of
departure for transfers are set so that th«y would

notice of “spending Departure

Several da”™s before the transferees* departure™ notify
the folloning offices9 the transfereesl names» agesj
fasnily numbers, the date and time of departure*

X* MBS Imo 8 6« Mr. Pedc (Mess Stewd)
2« Budg«t and Flnanee 7+ lir* Harknese of
3*  ‘mpXoym&a% (Mr* F~tnk Ssdth)  Schools

4*  Leave 8 Ivantu and Simply

5* Intem”L SecyrivV (2eopies)9# KlLoek Manager”®
10« Housing Dlvled

Qa Bate of Bgp&rfeay

See that the transferees get the necessary travel permits*
(Leave 0 IXice secures Militazy Travel &uthoris»tdoa9)

After Depftrtur®

A* Forward me copy of Form WAA 149 to Census Section
of i”ployment IHvlalon*
A . * vV ooty k "1°41
B. Notify Clothing Unit to forvjard a eopy of transferees
s basic family card to B~loymait Division*  linpXoymknt
Division forwaisds all records to the other Project*

G« SNimnarlse Case

Close Case
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Form IBi 1/

the oilgim| and & copy of Fora 149 is recaived from
other project*

Ihterviwr

Interview the farrdly here. Follow the transfer outline
and get necessary- iaforaatioat inquire T(fcether parson*
here c&n accommodate the Ineowiag trsniiltexiee»

Cleaj™with Houcing,
Hetum Referral

If the transfer is sppi*oved return ths original copy of e
Fodni X49 ultli approval vith a covering letter (advised

th® other ceotssj* to contact , his office before they aat the
date of depa™tur#}# Xt the transfexlis disApp™OT™d or needs
elarlfle&tlon retum th« original copy of th« Form WU 149
with the notation*

Priding Arrival

Close Case



ms HJWCARCH DFHOKIBr
ftsle Lake Pzojeet
Newell. Califoniia

mMTEi
M 0 TO
mmt SOCIAL 1HFAES DEPARTMmM,1804
SUBJECT. $mCIKL THIMSFEB
S iIs to notify you that arrangements are being made 4br you to leave
m Project on -
Please take care of the folloulng matterii
X* Flease have yoxir freight baggage ready by tiine -
A truck from Warehouse #79 will collect it on datdIP™ -

2« lour checkable bagg&ge 11111 be collected at _

on tar the Motor Pool* Hote: For those who travel
by way of Reno, hrrada# it td |l be necessary for you td go to the
depress Offlc® with yovr baggage to have it expressed ifeo Reno, Hi«da
at goremm”it ®xpens#» .

3. Your hand baggage will be collected at tIne tm
date ber the Motor Pool* Notes For those s tyav

I>y Tsay of Reno Neva @nly 6 Ibc* of hand bag g% is allowed! piea««

send the rest lay freight or checkable bftggag««

4*  Please see Mrs* Heltf Agent Cashier at the A.<]i4ni8tratlon BiiildIng
ol day before to received your traveling 9xpe Oe«

5 (On the day of departure,, dat# cNeiLse come to the Lea”™e
office sot later thim tlae

6* Please secure receipts on government properties (sueh as blankets
and cote) vhen you return Bloek Managere=

7* If there ar® ary other questiona, please feel to call m*

3« Stke lunch for first day*

SOCIAL WHLEGRE DEPAHTENT X8 4
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~hen a client 19 no longer In a«ed ot Scrvic# or Poblle AesistttaeiB
th® ease ahcmld be officially eloeed

X« 4t the tlae it is found that the eas« nmy be elosedf
the Irork”™t should prepare the elosing notied
duplicate*

2* Aclosing € ti7 should be mi de in e~ch cae«» It
rtiouldi be dictated in the following oanners

Closing Suanav
X* Susssary stateiftent of ea«e vaa aetlv«»
IX«  Length of time case vaa aeti¥0*
11« Reason for eloelng*

Cose dosed

= the ease with the two copies of tile elosing notice
dipped inside should be placed in an api?r |»riat«
basket in Supenrisor*s OftU”

4*  After the ease is typedi It will be given Il th«
typist to th® Supervisor*

5% After approval by S™enri«orf th® ease tdll go to
the HEili Cle~c o ™11 re ve e of elosla
notlc« for her OtfttiOtieal e<nmt* the case will
th b® to the file cl 'u

6* Hie clerk idXX is'ce notation of the flaet tbat the
eate le closed on the mastei”file card* The ease 6
11111 then be filed with the elosed eas—«

SE  CE CASES “ PPLICATI

Service cases are those cases idiere an application is made for sond
aervice other than Pablie ilatlstaset*

le  Applieations for eervice will be pr 6#s»ed in
the same nay as “vibllo Aesistanod casei*

2b At the present time all service ses will be
referred to one vo”cer « Ifirk Obayashi*

% lhe 89V% procedure frill be followed by
Sex”ice noxker In routing of intake tarsm and
eai»e reeords*



The job of receptionist th« So i« Velfkre P«part8Mnt Is a social
work job* It Is e3ttr@BMly laportant that the reecptlonlst be anare
of methods of dMIlIng idgi people as well as all of tlie ftxnctiozis
of the offiee*

Since the receptionist is the first p@r*on idio is seen by the client
he (reeepticmist) eaz’sra the reepoaslbllity ot glviiig the clioBb the
eozreot picture of the

Hie client should realise the following batio faetors regarding a
Soeial Welfare Offices

(a) fhat this is a bofiinese axid professional office™ |

and that all
_ emk 1 -y _ _
(b) fbat courtety be expected trm. all «ozicer» in

the office* I

(«) That every eonsidoratiozi «<U1 be glv«n to all pro*
tolesus of any elienW

(4) That all persone idIl be given eg”™al eonelderatloii*
Tha duties of the reo«ptl«alst include the folloidngt

1» fhe raoeptionitt is responsible for nakizig appoint*
meats for all persons nho are naklag appllea™on
4e for theli
B$>lete pro*
cedure for Intake)*

2 The receptionist should see that the elient is
given an Appointment fdLth ~he correct vozicep*
Attached i a list of the &sOignment«i of eaeh

\m Wworicer la the

% the ree~tlonist shcmld be prepared to giTe Infoav
mfttloa iaeludingt

(@) Location of various €>ffice on the Project*
(b) The functions of various offlees*
(e) The general fmetloa of the Welfare Office*
‘e lhe r*epti<mi8t should refer elienta ~10 are alke
ready receiving Publie Asslstane« to the coxTeot
voriceiu



5*

06«

?e n lhe reeeptloniat shall also be r

fh# r~oeptionlet is reaponsible for keeping ae-

eurftte records of the follovLng ItiRUit

(a) Areglst r of the names of al™ persons
ease Into the office for any t]tp«
of serviee”™ Infofnatlozij referralf
ftpplieatloiif eie*

(b) A separate eoimt of all rxawv Bppltea™
tions for service or Pi2lllle Aaslstaaoe
(those on inNlieh Intake Fom® are stade*)

(e) At the close of <cb day & tally should

be mde ~dcb 11111 Include the follovingt

le Nui&er of persons in office
2« Itaber of persons intervi«fwed
*by workers
% Htaiber of new a$pXlcaat(i
| “ Huaber of applicants pending
ANinterriew

The receptimiist will also keep track of the ntmiber of
supplies on hand* Onoe each week si”™pplld« should be

chedced and a list given to the fUe cledc for

tim of the neeeseaxy requisltiond* An adequate e\ipply
of fon&8# atatltMrsr ftnd other si”pplies ehoixld be kept

in the office at all tliaes*

Appearance of the usilting-roon*

ponslble for the
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4« file eleHc is responsible for the f loving parts of offle.
nozict |

1* AIll Case Heeord files in the office#
2* All general files in the office* ;)1:;
3« 3he master card file of all eases in tb# offlee*

4« CXdaranee of all Intake Form over the iMt#r
N ® ® N NN NN

5% fhe preparation and follovh»ttp of SiQiilsitlons*
6« Typing of ease records*

B« Gftae Racoyda are to be filed In the large file eases in
| __E35ES~Saner* |

X« as maj fil$ draners as aro nodded and place
NX aetlyq eases In one ftiphftbetieal sequeno#*

2« 1 In another group of drawers$ place all cloggy
cas”™s jja alphabetical ox*der» (Uhls is to In*
exude closed transfer cades al9 «) Zbe8« easeis

' shoxild be placed in the loimr file drftvexvp

since th™y are not at oiTt™ as active cases*
At the back of the cX 6ed caaes™ place th« oM ™ ~
ineldctital extract sheets flid old fineral
repoz*t«* These sheets should be filed in Manila
folders in alphabetleal order*

3* Case records from other Projects houlN be flltd
in a separate drawer ftlphab”tieally by center*
A* separate cas'd file has already been made for
these caseo= |If and idien the applicant comes

§ into thi- offlo## the record from the other

eentesr will be combined with a aefii record set-
up for this offlee* At the saae time the card
hould be ta3ctfi the s parat>_ file and
plaeed in the niaster fil»*



4* Set up another grotap of diwO0 1 for the ue# of
the workers* lhree vorkere can use one drawer*
Place in the file drairers™ dividers showing the
rent\B of all ‘wor”QIBt Also pu reevM In 00ant
of file drmiPer8» " ’ N (V4

5* AIll case records are to b© pulled by the file
clerk as they are needed* When a record is
tak”ci from the files an "out”™cardll Is to be
eubstlttited* This outward ullX show the date”
case nBm$ and name of worker* this out™asnl
Is to rentain in the file imtil the case Is
retamed.

6» Filing should be d(m9 dailjr*
tlhe Magter Card FlI#

1* %is file is the 3 by Jf file containing a card
for every cas« In the office. Thi$ file Is to
r in on the file clex *8 table beside the file
cabinets* IMer no cireiwtonees are these tards
to be rmmred from th© flI© or changed except by
, the file clerk*

2* k current check should be nade the file elexic
as ooon as the November Public Assistance Oraxrb
Lists are prepared* this clerk should mako o$r-
tain that cards are made for all active cases and
that they ar« correctly isajfkedl* remainder of
the cards are to be marked as closed*

3« Th# routine prepaidticm of these cards will be
d<re bj the Uait Cleric (Miss Yamasaki)# It say
be dela”ted gy the eleHc to one of the other
clerical norkera but will b© under the supervision
of Iftilt Clevk*

4« The eards will be prepared at th® same time the
statistical cards are pr~ared* the eards 11111
thm be given to the file eXerk -will see that
they are filed ijr™ediately*

5* caOea are elosed™ the case»woi”er will prepare
th« posing notice in dupllcat«* the orlgiaal will
be taken o f th© case by the Ifeit Clerk and retained

by for the monthly ~tatietical report* e
oS te 11111 remalii attaehed to the case imtlX it
r the FlI<i Clexke le le Clerk vim ehaag.

master eard from active to closed and note the
elosing date on the card* She will then place thd
closing notice Inside the case and file the ets#*
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fhe ree~”tonist ~nlll fill out %» Intake form and
ask the client to sit down and tsait*

He id Il j™ace the fora on the table just inside the
ioor into the file roonu

The Clexic vill check this form against th@ master
file* if there is no case 8W® will ?rrt.te *no cas©Hin
ttie upper left -hand corner of the foinn. If there is,
she wUI poll the case record from t)w files*

The 11lc Clerk will then take the Intake form (and
ease if any) to the appropriate worker«

: A V . 4 -1 D ] ..
If thé norker 1¢ not firee at that t|rr51)e he id Il notily
the File Clexk "ien he is free* Thd Hie CXark will
theh ealX the client and ccsiduet him to the worker's
boiMIu b

P/eparaticm and Fallo»-Up of Requlsitiong

recepti<«iiet i« to be responsible for the ordering
i( supplie and for an adequately supplied office at
ail times*

He id Il inform the file Clexic of requisitions that ar$
neceseaxy” including items and aisouate*

The file clerk will prepare the requisitions and bring
to the Supervisor signature*

Hie File CX«r™ id Il one of the reqtii»itl«ii
and nil! file It in a isanlift folder*

It is the responsibility of the File Clerk to cheek
these requisitions regularly* If the requisition
has not been filled idthin a wekt make a delicate
requisition (oarked Miu|>Xicat«f)* Attaeh to that
requisition a mmorandm stating that
tithe previoue z'equisltion for thifl material
was subialtted on date e Sinc« im are
not in receipt of the supplies™ ue are sub*
alttlng a second requisition* We will
Appreciate your early attention to "this
notice* M

If the requisition hae not been filled loy the end
of the 2nd th« File Clezk 111XI bring th«
matter to the attention of S™ervleor*



On de face of each requisition form on flle®
the HXs Clet™ mill mark clearly in red paaeil«
the date™ the supplies received* ("Eeceived,

During any free time, th® HX«I Cleric nill type
ease records#
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funeral arr&ngen™ntB are the responslbUItj of the SoeiaX
Welfare Department* One worker is aeeigned to perform this service*

the worker in charge of Funeral A«*ang«nents should realist
that the family will natxirally be eiaotionally ~tetwebed and possibly
confused about details* Zt le necessary that the ‘'worker be prepared
to assist the family in their emotional adjustments as iiell *s actual
arrang ents for the funeral*

In attempting to help a fasd.l7 with an emotional adjustment
it sh™old be remembered that an overly-®s) tlonal attitude cm the
part of tke worker idll be detrimental to the faintly*

The attitude should be one of kind busings**
XI"ve arrangements) and a gen\dne desire to b« of c”/siatanee* \
The worker should also make himself amre of all th« /
customs of the people regarding funerals* J
Following la the procedure % be followad] /

I* |h ease of deaths the hospital notifies the Soelal Welfare
Bepartinent and th« txnder~aker*

k* The worker in charge of funerals,goes to the hospital
to obtain necessary info-raition regapding the deceased
person. - n k

B» In the event that the pe¥®s Qhas a family or rel&tiireB
on the project, the worker contacts the family in

includes the followingi ~ 0 ™I\ 5
a« (2iolce of minister =
b* Time of vake service and fxtneral

e« Flac© for service and arrangements
for seating

*  The worker discusses -with the fasdly
and undertaker thedboice of flowers
and othdr details*



2* The uorker gives any other service neeessaxy at
that tlone*

G« In the evmt the deceased person has no z*@lative8 on the
project, the worker takes the folloviog stepsi

1« Iny~tozy is taken of all posse381021s«

2. An Is made obtftin complete infozv
isation regarding relatives elsewiier. in the
United States or in Japan*

3* LJie wojicer gets together a group of friend*
$nd the blodc isanag”™r i”Niere the person n

o resided to act as a Committee regarding
ftsieral arrangem”ite and also to decide on
disposition of the ashes for the dimtion*

In cas8 the individual has any ppoperof
value, the -worker notified the legal Aid
BiTisicm in order that they isake ne€#88azy
arrangemeiits with th@ Alien Proper™r C(Hi-
trol Departm”it*  1he iforker then c<msult8
idth the chosen minister Regarding the
service*

D. At the time of the undertakers first trip to the project,
> hd the family and worker isake definite
~as to time of the services*

They also arrange for the uadertaker to
bring out to the project the flowex*s that
are decided upNi*

2* The body is then tak«n to Klaagth fklla to

the flowers on the day of the nake sex*vice«

U* Heret is on the following day for the
funeral and then takes the body to Klamath
Dally ftnd ships Xt to Portlaad, Oregon far
ereanatioxu



o3

E« lhen th6 ashes ai*e sent to him i>om Poi“tland™ he brings
them to the ijorker on the project at the time of hla
nesct trip*

1* In the ease of persons no relatives hGr®,
the grotsp of friends agree upon the closest
friend MO then ~igns an agreement to a33line
the re8pon8ibility for the ashes and any minor
prop nhich the person may have He
also agrees to make necessary arrangements for
their return to Japan after the ivar, if this
Is the course deolded \son by the eommittoe*

II# Avrecord is kept of each funeral. This record containi tb@ folloidng
infonaailont

A+ The service given
B. Bae disposition of property

CN A apy™ of a 8ign@d statement of persons respon810le for
the ashesf ete

I11* After completion of all other detail*# tMe office fomarda the
Allen Registration receipts and card to th© Department of
liTBulgratioB in San Frsuniciseo* N

In case of burial, the same procedure is used except that th«
undertaker arranges for the burial hsi®e in the Project cifeaeteiy
rather than s«a<Siag the rei?mins for cr«maticm«

A This type of funeral is tot the Japaaeee
people and ahould not be suggested unless requested
by fandly« ? V ’

8* Since the Japanese custome make it practically
impossible employ persons for grave digging,
the marker and blook manager Tihere th© family
lives should arrange for volunteer grave-<lif ~er«
from friends of the family.
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Porelj*r Montgcamery
Acting Head Counselor
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9e«rellf California
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421 K)R PUBLIC JKSSISfKSCR

Siao« th” program of segregation im» ixiaugorated r the 1% R0106atim i
AtithcKfl jr the ebarttetcaf tlie ~kXelake Ccntcor bay o”tingedi in nsugy TON
Op#ctc«i fh« ebsages him been partlenlarly & m ait la ® Soelal W slfax”

D/ partiaent®

b~rgiunizig of the laspge influx ¢1* ork into the 4 artment occurred
duarlag the early part of October* Staff to take ear# of the work ms
es”oyed October 1$ to Kov ber X«

Daring the month <af October 999 fam ily heads mde appUeatlOll fo r

Pc e istan * Prior to Octoiber the Fi lie Isslstfymd had/\

m«rer exee«<i®d 4$
tervl i were ¢ dneted ulth 443 of the ap|>li 8« and the others

were girm appolataeiite tor interviews to take plAee from Horentber 1 to
Moireitber 18* llinetem of the 442 aigplieants rm>res«nt@d fam ilies ir*o had
planned to sail idth tl» S»d# Qripsholau fheet applleaiits preedited a
ipeeifle proble% differm t from the r*aizsder of the ease Xoadf so h&m
b kept a separate eat 017%

Attacdied ro the fiadingB of a stmesr ileh nas made of the 423 :
appUcations for PuMIc Aasistanc”

It appears that the mmP% outstanding problem presented Is one of
inadequate provision tov es"Xogna™nt on the project* In ISable No* TO
you « Il note that in 106 faaiUes there ie no oleyabX® person,
Ib 317 fasdlies there are a total of 459 “ngployable individuals* There
are 1021IndiTidtoale represented by the 423 a*>Heaiit«» Therefore 451?

of the total i"iAber of IzuHvidualf Is eraplofable* Bxeluding the fam ilies



in 'Alsieh no <me is ea”loyable there are 863 indiT Idiiftls and 5% of thig
mab 1 >« 107rble* For purposes of thl6 stunrty no nsrried vomni
over th irty year® of age ima considered employable «Dle@s “ie had a
work history prior to evactstik»ix Ko iroaan idth sdnor ehildreo ims
Gonaldered #7>| 3&blL«w»

this Surrey shows that 229 of th 400 le f iXy heads are yoimg
men under 35 years of age* One Irandred fiftyM dght of these young men
ar# unattached. Considering these facts it seema apparent that the W«r
Relocation Authorltgr should provide adequate wozic opportaaltle O«

Although a total of 999 applieatimis were made diiring October, there
vao no apparent deerea to intake during the first four of Hov_Or«
lv®n vimn the «ituatlm at thlelake returns to "nowi&I*, midler cadLsting
conditions we have no iadieatl*a that added work opportunities w ill be

provided* W ith sueh a sltm tion m estisate that the Public Assistanoe

case load w ill Increase uptil it reaches approxiaAtoly 3500 to 4 C&
th t sueh a ease «1X1 not only constituta m embarrass*

ment to the WBI9 bo” 11111 be a decided taeUfr In the adjustment of th«
faniliee ltvolTed* Also, considering the preset eoziditloas at Tulelake”
ym are eonvixieed that It Is imperative for the WBk to provide c<m8truotlvie
outlets for the energies of thea# young people#

It is interesting to note as indicated in Table !( « H | that $2*
ofthe _ i efib«i# 38« &re IsOil and only 6- ar# Of the
gro”p frtm 13 to 35 years 847JS are X ibfl#

Also of Interest is the fact that idierefts the average znxober of
individuals per fesdLly prior to segregation ivsui  5» thi® sxurvey show#
an av™age of 2«4 Individuals per fandi*r*

It is hoped tliatthis infozm tion may be of ascdstance in future

pla nning for th« project.
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400 nmvt heajb and wiutmcam

MELES dAS&inm m k(M,k hB TO XS$£Xf X IS II OH KXBEI

fer Cent DSortributlon

AGE OfOdPS TOfAL ISSEI m m KI1LEI HOf SmT"D

$o0UL 1000 3d*$ 4.2 52.3 3*0

18-24 100*0 32.8 51
5.34 100«0 1*8 0*9 86*7 26

35-44 1000 52*8 2,8 364 8.3

45-54 X00*0 92*0 8.0

5%$*64 100*0 1000

65 & over X00,0 WO0O
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kQt GBOUPS

TOUI

13*24
25-34
35-M

Afb5A

55-64

m&le MMU hmbs

TO&L

144

15
56

23

12
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ISSEI

65

unm wixh wives

NISBX KXBH
7:f 68
X iu
5 43

AMMN>>
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TKBLE f

232 mm CHH) MALES AKD 24 SXHOLE, WIBOTO OR SIPAH&ED

MU* UUim HUES CIASSIFIED BY AGE AND iIS TO ISSEI, SISEI 08 UBEI

A(B GBDOPS f mi| ISSSI NISEI Kim NOT S
TOTAL 17256 do 18 141 8
18124 1~ - X3 BZ 6
25*»34 57 il 5 50 1

2% 5 — 1
45-54 7 5

557U 33 33 $n > 1 _
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TOalLfel 400
IHIW) sSuns OF AMERICA 246

GontliiQntal 204
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\  isdi?lOmis
'\ ABLB TO WIRK

TOTAL 459

Families in “leb someone
la able to viortcs ni

Families in idileh zio*on«
is bl® to 106



ME mJIJXKTim

C«tw/l Utah
Gila Blver
Qzanada

Heart Mounté&ln

Jenm

Portoi
Eobner

701elak®

Noi stored

TABLE Y in

KHWOWLfl CENTEB5 FEOM 1HICH mCtJEES

IRi SE IK THIS STUDY ADf mi

THIS STOTT

m

fe 23 © 0

134
X0

55
In O

wm i,

3572

1447
1915
12$
865
uo4
289

255
2358

834



| mBLE

Pomona 0GOUHR 710N OF XU«II»l HBAO

\GEE  ?0BE

Iton Owner or Manager

ften Foreman

Farm Laborer

Cann&Ty Worker

DcmsTic Aifu wsujsmm w m m

Boa tie

Cook® .

% dtEP

KlteiMn Helper
Janitor

Lawi 7 ldx~cer

fMDm
Welder ” 4
4 Carp«at«r
Tailor -
Medheaad™ 1 J
SALES

*If Sales d™Xk ,

mAspomticili

72
[ |
[ |
»A-v*
\"y
Yy V
")

3 4 AN 5%
JNS?
H "f

Track Driver "

Loeonotive Engineer

57

125

[ 4 2

'm> 1

Vv
v} /A

i
t2



m>u XX (c

BtISIHESS <WFR CRMmk m

Hestamnt
Beauty op
Art Goods
ISsrket
Laimdry
Florist

Hotel

lia™port & Export

M¥ESSIQVKL |

T®ach®r

Brugglctt

Di®mian ’ ¢

STOBETO

MISCEIIAI3B tB

TBetory Labor

Fsratctieal Hnrso ~ ;

Hehsirfflan
Offic«-elerle&l

m OCCWATICW

& f smt”D

41

|3

It

15

10

10

11



EXE IVE OFFICE OF THE PRES NT
OFFICE FOR EMERGENCY MANAGEMENT

OFFICE MEMORANDUM

To: John Bigelow, Reports Officer Date 8/16/ 44
From: Harry L. Black, Chief, Conimunity Management
Subject:

15le Welfare Section has been advised that the Placement
Office will, hereafter, notify the Welfare Office when employ-
ment is offered to anyone registered in the Placement Office.
After notifying the unemployed person of the position avail-
able, the Placement Office will notify the Welfare Section if
the position is not accepted.

WRA regulations state that Public Assistance may not
be extended to any person who is employable and who refused
to worke

It would be advisable to publish these facts so that
people receiving assistance will know that if they are employ-
able and refuse to accept employment which is available that
no further assistance may be extended to them, and that upon
notification by the Placement Office that a person is em-
ployable and has refused employment, the Welfare Office may
not approve any public assistance to that personls T mily if
they apply for assistance at a later date*

The regulation that public assistance may not be ex-
tended to employable persons who refuse to work iIs a stand-
ing regulation adopted in all public assistance agencies and
agrees with the basic condition governing public assistance,
which requires that no one is eligible for public assistance
who can provide for his own needs through employment or other
meanse

Harry L. Black

OEM- 32



MIUam A. Huy Snm 1,
Atalstant Counselor
Irene T* Detviii Jr. Counselor

Srnffitiary of th« Action Taken by the Welfare Section

R@cent Arrival And Indtaetion Of Transferees
Ft*ars Other Center

on April 2J3- 19ll3., gi»oup f«ting of all those Sae-
tion and Division heads vbo”e work would be affeoted Dy tiie
arrival and induction of transfars from other Centare wai
held by Harry L* Black, Acting Project Bisector, in the
Personnel Haoreation Club room# The AJrmy was represented
at thia meeting by Lieutenant Colonel Verne Austin, Major
Hazlett, Captain Armstrong and Lieutenant Farbes* At this
time, & flara page memoranda ooncemlng the transfer was
issued to those present* Thia memorandum was then used
as tba bails of dlsousalon for the i&deting as an outline
for those duties to be pr Fbrmed by each section” fta an
approximate guide to the number of people and to thd date
end ti O of arrival bf 6aeh group*

As a result of thl« meeting™ Mr* Blaok gave Welfare
tho following Inatruetion ~members of the Welfare staffs
with appropriate tranaportatlon, vill meet the Incomin%
train and transport apeelal health ea™es as dealgnated bj
the train physielan or medical officer™ as being liable to
be transported to the Center by Army tw'eks, These would
Include pregnant women, mother with very lyoung babies# and
th« Ospecially

During th6 dilfreussion bdeh followed it s ba™ought

th t durin tohm induction of twi6 people fx*on M&nsanar,
the Welfare Section had no way of knowing (except by taking
all mother and babies) whiek oases really needed the help
giveh by our section* Black suggested that & meeting
of a welfare Repr®sent;atilve;i ith the Chief Medleal Officer
should be held iIn order that we might In some way have a
positive identification of eaoh person to be aided by the
Welfare Section* It was alfto d oi0ed that iIn to meot
Army regulations, the Army would provide a driver for each
car we use In transporting people from Klamath Falls to
Tule Ldlce«
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The following day at a meeting with Br* Sleath,
Chief Medical Officer, the following plana w«ra agreed
upon i

1* For th® group fU*rdviag In Klemath Falls,
Friday, May 5# the hoapital will take an
ambulaneo end Section will tal®
a e r* fThe hoapitaX stMff will dasigh®t«
those eases to be taken to TuXe Lake by
Welfare and will provide either the nurse
that acoompanldd the group or a TtiXe Lake
nurse to riae In the car In order that w$
will not b© held liable for the neglect of
th©® health of anyooe. For examplef if a
pregnant woman ahould9 diie to the excite**
ment, give bifth to a child, the nurse would
be there to care for her,

2* For all incoMiag trains a doctor will board
th® train for inapection at some predesignated
point before the train arrive at Ttii® laicOe
It was d6 i1d6d d Welfare) worker would ac-
compaay ©aeh doctor on this Inspection trip.
As the doctor examines eaeh person, the Wdl-
fare Section will tag tboae thet will need to
be taken from th©® train to their homes*

With thi# dlfouasion and plan In mind, the follow-
Iing procedure was set up and carried through with the
work of five ppointed Pernormel and approximst”™ly sixteen
evacuee worlcers, all from the Welfare Section*

Three appointed parsonnel accompanied the medical
staff to Klamath Falls boarding the ti*aln and each ao*
oompanying a Doctor, checking the train before it arrived
at Tule Lak® (approxiiaateiy 1 hour sway) = As the Welfare
T rkOr» accompanied th© Doctor, they tagged those he in-
auclea ne®dfi»g aid In getting to their new homes and a
list wa« made of any special cases to b© taken directly
from the train.

Upon arrival at T«le those on thO© special list
were taken directly to their assigned eipartinenta, while the
rest ware takan by an Army truck to the place predesignated
for baggage Inspeetlon* At thla point, two evacuee workers
circulated throughout the crowd, directing those tagged
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ptmsdngers to the oornor of the Building here mothdrfl
and babies were ragistared by th dietitian and wher# another
taff of d lists of eaoh person”™ under the fol«
lowing heading \

WIFE & GHI3D AGB ADBHBSS F*K, OTSMND

"B (one family)

H*
own

o og
e

These passengers were then assembled Into oar groups*
Three earn were usedf the tation wagon, a *even-paik«ngor
Buick nd a flve.passtngdr cax* Each car was mannj>4 by on#
appointed pejpioniuii and one avaGue Honker* As Nia*t a
filled, the list of those In th© car wa» re-checked, then
taken to tha Housing O ffice, in order that Houting might
beep th is* stsiti tieal Gouni &6curaté, end also that they
Ay inform other family members that the Jcest of till fam-
ily has been taken to the apartment* fhls group vaa then
taken to their apurtaiemte nd eaoh epartiaent _ csheelc
to see if all ndeetsar™ equipment hsd beoa installed.

The above sa jvas repeated until 11 tsg < p&
=0Hg had bedii d~liv~r d to ap At all
times, two girls oiroulsttd throughout the group of tagged
pass9ng6r9, an sring question end preforming all sarvlees
possible* Two avaouass wore also there to act «s quidd? foi*
those living in naarby barrack**

S aary—

During thl» last tran»f© |,7U5 6va<nj©em or® in - ;
duoted into fule Lake of this number i7 are assisted by
the welfare Section* Tbl# entailed a great deal of -ew
time and inconvenience for all ooncerndd* For axampl®,
one tr in due to arrive at 9100 &»ia* arrived at p Hs*
the jsreviou# dé&ra aiiace ©aeh tcan f r took fHaout foul* ft ulr»|
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it very little idtp and a jhiii day of k ah© d*
Alio approximately 55 houi** of work went into the planning
of the job to b« 1tom and how to accomplish thl« Job with**
out interferlj® vith th« himj9 getting housing reoorda

mixed up and doing a neririoe people* After
th« definite pXan«# ih«F« were all down on paper|] thOr«
iwre till hou2- of di«eu98jloii £Kl ion of plans'
Ad of th o"kftra*

It wai Interesting to note fAm ohanga in the
of the morker§ a« e«oh train oama In* At firat, th«y vol*
unt ered Iso oi*k mrely 0 th«y L d friend eo iag in
and irishddl t0 meet tbam at tho g td or pei*h p_, simply to
break the monotony of eamp IIfdf how®©vat*f aftear the first
giroup of trensfero”™s had be#n Ind«ct«d# a meeting vat h@Idi
to dliiew®@8 plana Tor the foldiowing tjrip, JIn thlik meeting

tieii | ~d rtots? f -
linv* | Tiakws@ethe reaponill™ity thom«elv»« of glTI&g

*

a rli ® t ao twi people a tihey ner® noir ioid on tiai
Idtoa that th# p”opX* did need thla hOXp and dt4 aPpreoIate
iriaat was dcma for Sos™ of th_ doriesk® had fla”st

that th«y irouldi do nything but ¢ Mr babyj
before the first #veniag wa« owr, they were not only build
ing Ffi3P0«| making hunting iJlglit globe but; th vy i
carrying babie*.-

A« the vorkerJbaoftffld ©ora e3Epericaoed in carrying
out the assignment”™ th«y w@ra alto of inv in bi« ssistsiancii
In wo**felfig I* eeOtioaii wedl in eeejting th# A*Sy,
a» well* F 2 eacampXe# during one of th# reeent tr«iQ move-
26nti# two of & 6v*i IGO0 w x*ks**« ehov#d ©on8ldi#x™bl® ini-
tiativ# In meeting an omergency by ftaiisting th« Airaly pho-
togie ph mt th« PX»oc saiag O ffice* fhoy ai«o ftGted aa n
interpreters and handled many ather problem® which at*oie
with a gironing ©onfidenc# ta their own ability and Judg*

Qt

In Jreviewliag tho iroyk eairjLedl cmt by Seetioft.
= fotand many pr®blem« utoieii ai*oxe ©V a thougli our pla»_
w#re ir02*y oair#fully aiiid#* Ho wve eaeh time the ©vdow®
oFkeXMi nd 3pp int<i<l iMtIpjiOtuaifi a 1
auad eomplet d th« Job begun*

A< ar ult of thd experiimce It jl
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th orkers opinion that wo© have rot; only Imllt wp a

ter relationship between the Welfare Section and s Colonir
but we have also built a better ling betveon the fip_
pointed personnel and the evacuee workers*

Irene Davie
jrr* Counselor
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ARRIVAL

May 5

M«y 12

May
May 19

May 21

May 26

FROM

Minidoka
JeTome
H hwOr
nt4 vt*
Jerome
Rohwer

Qranada

Olla

PA3SBBOBRS

59
500

50

500

KO. OF PASBBNOHHS AIBTO
BY WItFARE SBCTIOH

12
56

59
50

z 2 9 \ 7

2A
X7 Total pa«-

sengei* aided

Accui?«]© list and sugary not available as these passengers
were processed through Housingj th«n taken home*

Housing assignment were not made prior to the tranafei* so

accurate statlstlcA were not necessary*

N



May 30,1944

To: William A. May
Assistant Counselor

Prom: Irene T, Davis
Jr. Counselor

Subject: Monthly Report for District 11 of the Social
Welfare, WRA, Tule Lake

Superviosr: Irene T. Davis

Evacuee Interviewers: Takeo Yamamoto
George Yamashita
Tomio IPakeshlma
Agnes Nakahama

At present we have a population of 2,876
people in our District of nine blocks with a case
load of 409 active casese

During the month of May, we opened 55 cases
(forty-one being Financial Assistance; the remainder
were service of other typb) and closed seventy- five
cases. In discussing these figures with the workers,
Mr, Yamamoto stated that the program now instigated
by the Placement Office, whereby only two in the
family may be employed; all others must terminate, has
created more job opportunities and is giving more
families the privilege of employment. Mr. Yamashita
said -that also in his unit more men with families
were receiving employment than bachelors. These com-
ments were Ospecially interesting as the employment
situation has been quite serious in previous months,
and we are encouraged to find a more even distribu-
tion of the wage earners among the familiese

It was found, the majority of new cases were
referred by the people themselvese Mr. Yamamoto
stated that in his opinion this indicates that the
Welfare Section is being rapidly recognized by the
residents of Tule Lake, Eighty per cent of the new
cases were recent transfers to Tule Lake who applied
for financial assistance as they had no job.
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In the district supervised by Mr, Takeshima,
there were no service cases handled at all; while
in Mr. Yamamotols district, nine cases were reported*
This difference has been iInteresting and a definite
reason is being investigated.

During the past 30 days approximately 1,743
evacuees were transferred to this project in six train
movements-. Our four workers were among the 16 who
attended each arrival, assisting in the unloading and
processing of the people designated by the Doctor to
be cared for by the Social Welfare.

It was interesting to note the individual in-
terest and the development of responsibility iIn each
worker, as they carried each job throughe A more
detailed report of this train movement Is to be found
separate from this summary*

. In concluding this summary, the following
generalizations may be made. At present we seem to
have a more-or- less stabilized case load, 18,75¢
of our cases were closed;13¢ found employment,
which iIndicates that the new employment policy Iis
definately working.

The most serious problem we have this month
from the month previously is that of space for the
interviewers to do a proper job of their work. Also
we have been busy trying to keep pp with policy and
get our authorization for April and May completed
before the first of Junee

/' s/ lrene T* Davis
Jr, .Counselor
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PROM:

SUBJECT

Mr. William A, May May 29,1944
B* N# Shallit , -Cc
Narrative Report for the Month of May, 1944
DISTRICT 1V (Wards V & VI, comprising Blocks
40 to 59 inclusive)-
Supervisor--Bernard N. Shallit
Senior Counseling Aides:
Mr, Katsuji Harano
Miss Haruko Imamura
Mr* Tom Yanai
Mr. George T*akeda

There has been no change in personnel in
the unit supervised by Mr. Shallit during the
month of May, 1944. Additional unit workers are
not being requested at this time as it appears
that the case load has become relatively stabili-
zed. (457 cases on April 30, 1944; 439 on May
16,1944) .

As i1ndicated in the April narrative re-
port, case reviews for the month of April were
completed by the end of the month. Plans were
made, through discussion with workers 1in the unit,
to provide a more adequate case work service In

subsequent contactse This plan could not be
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carried out, however, during the month of May,

r o ; a;::::;. . er ~ n r
were unavailable during the month as inf

was being obtained from the cases for voucher-
ing of March assistance.)

Consequently, greater efforts were de-
voted to more intensive supervision and to in-
service training during this period* During
the recent train movements all workers in this
unit participated in carrying out the work
assigned to the Welfare Section, All workers
volunteered their services and were enthusias-
tic over the role they were able to play. They
all showed considerable initiative in dealing
with emergency situations which arose during
the process of the train movements.

During the month, all workers in the
unit were given an opportunity to gain invalu-
able experience as probations officers (on
April 27,16 young Japanese were placed on 6
months probation for participating in the

school burgulary.) The responsibility for deal-
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ing with this situation was de egated to the
Welfare Section by the Project Director, As all
of these boys lived within the area supervised
by Mr. Shallit, general unit meetings were held
to enable the workers to gain better understand-
ing of the philosophy and procedures in dealing
with such situationse Interviews were conducted
by the workers and plans were made for further
interviews with the delinquents, their parents,
school authorities, etc.

During the month, an experiment 1in inter-
viewing was carried out within the unit. Each
worker was assigned to interview another worker
in the unit. By placing themselves in the role
of the iInterviewee, they were of the opinion
that they gained a greater degree of insight into
the attitude of the Client. Then too, a better
understanding of interview techniques was reached
through a general discussion of these iInterviews.

It is believed that cases will now be
available to the workers whenever necessary, as
the new vouchering procedure institued by Mr.
Bagley will eliminate the necessity of cases
being held by the auditing and stenographic units

for undue periods of time*
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Another problem; that, of inadequate
space, can be solved temporarily by utilizing
the space available in Bldg. 7801 As this
building is in the Mahzanar area, and centrally
located for Wards V, VI & VIII, it would seem
advisable that Miss Stine, Shallit, and the
workers under their supervision be transferred

to this officee

RED CROSS:

During the month the executive committee of the
Red Gross Unit resigned as their term of office
has expired. Temporary officers were appointed
by the outgoing committee, pending the election
of new officerse it is the opinion of the exe-
cutive secretary that some difficulty will be
encountered In the election of new officers,

as fTew persons are willing to volunteer their
services 1In this capacity* It is believed that
the program could be carried out more effective-
ly if committee members were somewhat older and
hence more representative of the Japanese Com-

inanity. (See Red Cross Report for May, 1944)

/| s/ Bernard N, Shallit
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11## In €h™MT sucea”sfrAl rrleeatlon# and hl-s
htr# d&™n not Itad IxI*' to S"el ~.nj s#siArar e0 that a larf®
nujs”r of thf prassnt popul&Xi”™n nt this Center mv. ha

Xo is.t«d im tll thtr® Is a gen#Pfe.l in tfe© O#sfe«s.®

tittid # * not fcav® he it«iticm in ‘iaylrig 1 © Mr*
M&y ihottld b# a Talual*Xi addition to th# «tmrf of a Beloe»
aitlob OrfBt~r or tha ©tiosi Division wh”™n» the haiKlic™ps

would not jflsit that h»v”™ elated for him h/~rA*

If® fens h# 1® seeki-M und 3up®r»
Irislonj he car* aceupt ~v~luatlon and hn perspective on hi®
own -

W# HavQ had no rnque”™t froja OiXa -lor
snd wf? msending, a eopy of this letter to tli© Oilm O™nt™r*

Sincerely.

Harr”™ Le ?X7"ek
etini? Project Dirct™r

CCi Qil% c~nt~r

I~agleyjbr

9/ 7/ 44
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IM loa O in 1 nti JL tsMt w pi»#p >r
tor mppoiut®mx”~ Or iw peraon# ~ tin# Staff
tms~s* 311100 Mr** [laCord w&ll In. ONY"gsosi
as™ It isd.glst b®™» suggest€4 thmt ah# routa
h#r travel Jla ai™ a w/f tb«t mbm «otild make €mtset”
iIXS tbgt»e Btutm Xm~SIn,~ to th# «aeurlis™ of tfe#
«p# n«#dU Rt

subj
desk
%. HUok



me, TIMAL SiKsticn
lm ﬂm,b\wil,li_ ii#y%A# 2 ks

r(er«rring to yoiir lettor of B~ptm!heT 13, tha oaa?
reported in Sections _C7_§d) end B*€ / tfee iao”™thly r#t™ort
ar Gardictjaril> the m in cr.res = trie instructlor-gf
for -r*.TIn™ the atatiatical r* ort# wliich we rac®iv@4 f~om
Nashin~ton”™ require that itm B-C Include the wofcNl mxmhnr
of grniitc, oth«r th«2 those fm? clothing, authorized from pay<
««nt this »sonthn* fliissd Instructions stste that Item 07
should include 8tha m«ab«r of frilly ~Ita Tor whe™ clothing
allowimces wer* lIsaaad durinr tho «onth *ee*e** 7 ,* "0
' self explarigiori®

Accordingiy we have T”ported on this <33 «aeh 130ntb.
the number r ¢ ©a foi* who “ritrts  ris ed, sep -
«.tlng thve meunt «utfcorli?ed for Incldentml nmdMt reporting
tbi 5 ssjount undor 1t02l B«6t and tlid asaount antlioriz™d Tor
cX t!ing n00ds, reporting ihi.3 \xM#r 1t¢l5 G (d)¢+ In

crt$s v - fr.rrilj eli..'lI' le for /lotixIn.~ all Trmc-j would
elzjgible for ] ussiatunoa, smt n“noa would be revertcs
andOr both 07(4) ind OacKSlomlly w# find & fmu>-
117 #li“lble for  grruat for olothInf iIs«eda net ~liglfcl.®
for n otii#rwls@j fclsis woul;!! be—* ported tinder 1t®@ '-6
.but. 0111d mfc bs iri th# count of €7{d5 ) .e*g-

Tmilj of two adults liavl™® wage Incoa« of onlj |7*50 would '

no b ©Hgifel® fo* eiothifig 8Xi wa ¢c©*md Might tliua b
ell”ibla for 4 gr™nt fox' clothing: need®, "but tor Inci-
dent»l n«®@does Wp™ ~rrgntntly we find aitmations the
r~ily raeeivs4 &llawanc« on th© bapis ol Luving
tsorka™'O™N© than balX £ tie month, "but whosn >U\g9 Incosa# la
InsntfSclent to th@lr ~trSmm «n4 iéfco woul” thun
>0 fai* b grmit lor Irxeld#rital n™du. 1 fsslly with
onti epXo™«d ‘working full lism mj to for
suirplm”™&ntmry to meet their minXmm n”eds for
dOntaX”™-,mxd thu& p~rim'9&  eligible for a ior Ineldmt”

but nat f B cXotlilisg



e In tula ten m&d& u
sarious effort T#r a period of tim# to th# grsnt#
in eich & faihlon that the” c*m d”Eidnatr&t# a rsconcllim tion
brtw”en grants* waga pnAflaitSi tnd c<KS|>tnfiatlon ps™m&ntB aM
the total poiadatloa, tiUcing into oonsld®i**felon th# popu™*
lutlon thiit h«» r®c«iv#d no payui*nt from WHAM Vit

h ik® vi»0 pursued tha © fforfe but has
I5«mdtealj|3«N2 by i ek of dequ«t ] jou w ill flisd
attached hereto th# final rasult of tha nfforta of fch# FInaRO#
Section in the form of « r*oonclilation of pajsasnta w ith

population for the mnth of July# fcimt thar#
ar« no dupllomt® pn™”~ntn and hmé& validates, In ® g#n#ral
wajf th« of tht eaa” Xoftd*
A f estop in the proKt of using th figm? on tla
HA form 43 Ir* to j*e.Onell®© ® a® 3 ad w ith
totsil popilafeion in is t fiscal in th<& for ro«*

porting, »s not 1 bov@» Tou w ill not$ that the F&hrushj
report 60#@ .not shc” any grsmtg authorised A~itfeaugfc. tha W#i»
Stctloti wan taking pxjUG«tiona during ®o*t of th onfch*

[lia Marini report uliows mtot®l of 1,185 for Inold«ntiiL
needs and 1,159 for clothing n®od»# Ap™Il report nhow»
291 gpmntB for incidm tal n««ida and E5S grmta for elothing

no ds* nil of then# grunt» "©ported in %m thr#s laoniiia
m®«tidn©4 wnv”™ for ih» moaths of fAbrusrj and Hmroh# Isut It

Is mfe posalbl® to tell.@ xa'etl|r how mwy wer® for ~oh

of thos two nfhai of tbem er© foi? A pril* F#b«
ruary r«poi»t#¥ under'Section 3h?wa IpX7 tmm opened for
firm nelsl stance; ttm Maroh report &am& | f9Q8 omm

©PanC<i for fiBaneiid tssi fcstnce

Toia figures fo'r Section B imd 3tetlon C ar©® tttkon lie*®
T ueh«rs written during th™ month, but in Sceticm A
canmt b# reeoncll«4 with figures In Section B C b«esua«
Baction h reports e&s status during th# wnth# #i#r- a Saetiosa
B.aiid C reports gpiwrits whi©h wtr@ vouchar®d tIM rir® tha »nt&#
HOM\sxH previous to AugLstH th™ 7Ssints reportin SHctloa
B and 0 w r« not for tfc a period r®port d 1»

Wh«n th” W alfar® Station w®s Op<m#d In F«bna«jrr* It lab*
oro4 *ev@ r# handin&p# whieh mmd™ it irpos”i*X# to coss»
plet® author!ElInf con8e”u«ntlyf F#t)ruu*j frmntM wetm
voucherad in Mai*€ih. end. % rll «ndl wOr« r©ported uml”™r Station
B eisd € on the Md.mh «md April reports* Mireh gr~tn ware
vouuh”~red oroT » period «Kt.«Min| Into ilmy#

<lr«.nta for A pril not voueh”i*d tintll May «md “unt#
Aune grants w«re vouoh#red in July# &nd August grtata
W ircmch#red jad ip po™t d la At this pointf ftIX
Arouchifriiac M w8 placed 035 a current b«si» for th«
first net be rapopt d cm b&aii
A hm ani wm ui y 8 s"mmt

t
g&™ for .i™rlous periods* )



Dillon S#

We to plac# grants for oXothlng n«adla on a
Aunrterly b2ais Ui tfie® ik~ quarter” eoias guantiy. thm ~rantg
for clothing ne~da r~por't®d on the July report oovOr©4 k™ riXg

With mxpArri&orj ntm fi, with In“xp~r1~mo~d
«va u«# rirorker® md t.h mmny otia#r _ during thm _
Eilonths fallowing th# opening of tlie W#lf«r» offieo
in B#brumi™rf It hut M n pr otledbl to __ _ ecurato
cosapl™ta mtstistio™l reporting« diTfimiltiaE, coupled
with the f.cfc that tti# report _fom 243 pg rantiy jb ba® 1
upon th# a’sumptioii tiiut 011 gr»nt# will b# author!sett »nd rt*»
corded in fth eal@3ad«r In _ioh IJLeatiim 1 nmd##
mk It Jisipo iiibl# to 1R fllguros TFEPB* 4 on_ form 243
for hO Hast qy t#r in r~ccmcliing ga @ in el
popuXutlon*

report form "M~ will f'sirt.hwwar« not provide thla
r#eanelltatloti 1b the futur® lis viciw of th« fact that menj
Trmlli#® pequ! r# sui>"p>knsrrétimi of th« wWg 1MMieh y e
rnc#lv#t In sdditioil f m fosr  grimi __
although 038pl 7«4 during ~ period _mIpX_qu"nt is Ierta.iilmg#
b#o«us® a £amllj J*@e#iTin™ #mplo™m«nt tjbla 1jonth will not r#\*
c«ivO any Income from this ®iepl ps#nt ~ tirentl~th of
3ttt sjonth#  Coworaaly* 4tjrin® thwa eo’ixig mmths# we
pat« oonsid™mbl# reduction in th© misiber of persons @impl T»d
du# to th #Casitm nd tii# ee of J maefciTitu at témt
el the® «Miploy# who 1@ &t th# end. of tne south
will r#o«lv® _ fop tsiit sionth 6nrin® the last tan dt*s r
following 1Xuthf imd h«nea Is not* In  of ftsilstane®
ortlinarllj imtll a nonth _ O#g*™ Kt famll’y of throi5
la*y# In B"ptimtng t#minat#4 on October 31* rtoaive® Wag\e#
ar - etob«r “plo™m#nt abo«t “orm h~r 20 and.l« not oansld”rad
for aaslstanet prior to D«eMmbxir M0, «’\:eef)t as thej
may h® @3Ligibl™ for asalstanee to supplfssifnt wag# Ibcosig#

Sinoor™lj#

« H«n*7 1# Blaek
sJ);ngl, xbr Astlag Froj”~t Director
CC: chrcm
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