


WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

t&ifia; ■ St—

M

A pril 19, 1-9Ì+3

Adm inistrative D ivision  Memorandum No* 13 

MEMORANDUM TO: A l l  Appointive Personnel 

SUBJECT: R e l ie f  from Property Accountability

When an individual is  transferred to  another Pro ject or Governmental 
igtncy or is  sopprated from the War Relocation Authority, i t  w i l l  be 

the resp on s ib ility  o f  the Personnel O ffic e r  to n o t ify  the Property 
f f io e r  in order that negotiations may bo undortakon to c lear tho 

individual o f  a l l  property fo r which he has accepted respon s ib ility *. 
The individual must account ibr a l l  property charged to him e ither 
y r ■ urning same, or submitting a Loss Statement acceptable to the 

Board o f  Survey, or by submitting a physical inventory o f such 
property which may la te r  bo transferred  to his successor; and when 
th is  is  done the Property O ffic e r  w i l l  then and only then g ive the 
individual - a clearance on r e l i e f  from property accou n tab ility  on 
rln a1 Salary Payment Report. J

Unless the above prooedure is  followed, an in d iv id u a l's  fina l pav 
settlement w i l l  be withheld pending clearance o f h isp ro p e r tv  
resp on s ib ility . r J

G ilbert L, Niesse, Chief 
Adm inistrative D ivision
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WAR RELOCATION AUTHORITY

CENTRAL UTAH PROJECT

TOPAZ, UTAH

April 27, 1943

ADMINISTRATIVE DIVISION MEMORANDUM NO, 14

MEMORANDUM TO! Appointive Personnel

SUBJECT : Designation of Beneficiary

The Civil Service Commission grants the right to any 
employee to designate a beneficiary to whom shall be 
paid) upon the death of the employee, any sum remain­
ing to his credit in the Civil Service Retirement and 
Disability Fund.

The designation of a beneficiary is not compulsory on 
the part of the employee, but it is suggested that 
unless the employee has made a will, the necessary 
forms be completed so that in catìe of death no undue 
amount of delay will be encountered by the beneficiary 
or beneficiaries in obtaining the amount paid into the 
Retirement and Disability Fund by the employee.

Forms for Designation of Beneficiary may be obtained 
from the Personnel Office.

Grilbert~L. Niesse, Chief 
Administrative Division

1

Approved:

/

'.Ass't. Project Director



M R  RELOCATION AUTHORITY 
Central Utah Project 

Topaz, Utah

ADM IN IS  T RAT BTE

MEMORANDUM TO: 

SUBJECT:

DIVISION MEMORANDUM NO.- ,15

AH  D ivision  Chiefs 

S aLavago. Mat oria ls

To e ffe c t  the utmost u t i l iz a t io n  fr.om salvageable a rtic le s  „• wo wish to  
bring th is  problem to  the attention  of Topaz.. employees and residents.

For your, information, we p a r t ia lly  quote Soction XIV, "Salvage” o f 
Administ'rativo Instruction  No* 70,

"In  order to  conform with, t b ) Government’ s, p o lic y ,  ̂i t  w i l l  
be the duty and resp on s ib ility  o f a l l  persons within, a pro­
jec t to  save such salvage materials as t in  cans, scrap m etal, 
worn-out rubber a r t ic le s ,  oto, and deposit same in spaces 
provided on the project fo r  such salvage m aterials, The 
Procurement D iv is ion , Treasury Department, has Procurement 

(O ffic e rs  in each State and 3uoh Procurement O ffioors w i l l  
..cooperate w ith :the Project Property O ffic e r  in disposing 

-v o f the salvaged •material# When salvage materials reach a 
su ffic ien t ’ quantity, the Project Property O ffic e r  w i l l  con­
tact the Regional'Procurement O ffic e r  who w i l l  make a l l  
arrangements fo r  the removal and d isposition  o f the salvage 
m ateria ls•”

The fo llow ing items constitu te appropriato examples o f salvageable a r t io 1 
on the P ro ject:

1» Tin cans
o Egg crates
3, Bonos, fa t and grease
4. Wooden boxes, fru it  and vegetable contaihors and other sim ilar

containors•
5. Burlap sacies, cement sacks, flou r sacks, rio® sacks and

s im ila r wrappings.
6« Wooden and metal barrels o f 5 ga llon  capacity.*or more,

7. Glass, b o tt le s , jugs, and sim ilar cont a iners•
8. Rags, worn-out c lo th ing .



WAR RSLOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

Juno 23, 19^3

ADMIN ISTRATIVE DIVISION MEMORANDUM NO. 15

MEMORANDUM TO: A l l  D ivis ion  Chiefs and Section Heads

SUBJECT: R estrictions on Purchases o f Selected Items

There is  ouoted below a dirQC'fcivo from Mr. Myer concerning r e s t r ic ­
tions placed on purchases o f selected items:

"TO: A ll P ro ject D irectors and F ie ld  Assistant D irectors

SUBJECT: R estrictions on Purchases o f Selected Items

The D irector o f the Bureau o f the Budget in his Circular 
Letter t ^20 has requested tho Hoad o f each Government Agency 
io is s u o  instructions to  a l l  o ff ic e s  under his ju r isd ic t ion , 
proh ib iting^ for the duration o f tho war, to  purchase in the 
commercial market the fo llow ing l i s t  o f items:

1. A ll item s„of stool fu rn itu re, such as desks, tab les , chairs, 
stands, f i l e  cabinets, supply cabinets, wardrobes, costumers, 
coat racks, e tc .

2. All* items o f le a th e r ’upholst'ored fu rn itu re ,>suoh a s "ch a irs ,t 
davenports, etc .

3* Baskets, waste, metal 
I4.. Bqok ends
5. Calendar pads and stands, 

other than standard 
Government sp ec ifica ­
tion , as furnished from 
procurement stock or 
from the General Schedule

li*. Guards, telephone w ire or 
c o il

15. Lamps, dosk and f lo o r
16. Lettor oocners, metal 
17* Mats, chair, from rubber

or sim ilar m aterial
18. "Memo-pal” or s im ilar metal

ro lle r - typ e  metal pads
19. Mirrors

6, Carafes and carafe sets 201 Pens, fountain, dosk sots
7* Carpets (over .$2.00)
8, Cases, b r ie f ,  leather 21. P late glass tops fo r  desks
9» Clocks tab les , e tc .

10. Cushions, chair, rubber, 22. Rugs
cork, or from sim ilar 23• Shears
m aterial 2i;, Stands, smoking

11. Cuspidors 23* Tables (ovor 96 inches)
12. Desks (over $100) 26. Trays, ash
13* Frames, p icture (except 27» Trays, dosk, metal

frames fo r  maps or charts 28. Work organizers, leather
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ADMINISTRATIVE DIVISION MEMORANDUM NO. I5 
June 23, 19̂ 3

Many of the items listed  above ■will bo available, from time 
to time, from Federal surolus stocks cind may be obtained from 
that source by submitting prooer purchase authority to the 
appropriate Regional Property Officer of the Treasury Pro­
curement.

The Director of the Budget further advises that instances 
have been reported whero Agencies, especially Field Offices, 
have ignored VfPB priority regulations and purchased such 
items as stapling machines, staples, gen c lips, rubber bands, 
twine, etc., in local markets at exorbitant prices. I f  such 
practice prevails at your Center, immediate stops should bo 
taken to prevent such purchases.

In the event any of the items listed  herein are found to be 
absolutely necessary fo r the operation of your Center and 
unavailable from surplus stocks of the Treasury Procurement, 
or are unavailable from other Government Agencies such as 
Central Administrative*Services, Treasury Procurement Stock,* 
etc., request for purchase in the open market must be sub­
mitted to this o ffice for advance approval.

The restrictions contained herein w ill ,  at a later date, be 
included in a supplement to Administrative Instruction w P , 
(Revised).

/ s /  D.S.Myer 

Director"

Pleaso be guidod by the above instructions in submitting requisitions 
for purchases.

c /y V /
A  . ?li

Gilbert' L. Iliesso,
Admini st rat ivo Divi s i on

Chief
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WAR RELOCATION AUTHORITY 
Contrai Utah Project 

Topaz, Utah

December 12, 19̂ 2

Administrative D ivision  Memorandum No. 1

MEMORANDUM TO; D ivision  Chiefs & Section Heads

SUBJECT; Authority fo r  Appointee to  Enter on Duty

In order to  insure that necessary information is  ava ilab le  to the Administrative 
D ivision  for payro lling o f adm inistrative employees, the attached Form PF-8, "Au­
th o r ity  fo r  Appointee to Enter on Duty," has been devised.

■'hen an employee, o f any c la s s if ic a t io n  whatsoever, is  appointed, he w i l l  be given 
two copies o f Form PF-8 by the Personnel O ffic e . These are to be delivered  person­
a l ly  by the appointee to the D ivision  Chief, or his designated rep resen ta tive ., NO 
APPOINTEE SHALL BE ALLOWED TO ENTER ON DUTY UNLESS THESE FORMS ARE PRESENTED AT THE 
TIME HE REPORTS. /

Ahe D ivision  Chief shall place the o r ig in a l PF-8 in his f i l e s  and shall return the 
P ip lic a te , properly completed and signed, to the Budget and Finance Section o f  the 
Administrative D ivision . This must be done immediately and NO APPOINTEE WILL BE 
PLACED ON A PAYROLL UNTIL THIS FORM, PROPERLY CERTIFIED BY THE DIVISION CHIEF, IS 
RECEIVED IN THE BUDGET & FINANCE SECTION.

This process is  necessary and desirab le in  order that proper records may be main­
tained and payrolls  issued. Your cooperation w i l l  be appreciated.

G ilbert L. Niesse
Chief, Adm inistrative D ivision

/UameiSs/ F. /ïiughe s 
iAssti^ Project Director

t



• PF/8 !« 11/12/Î42

A 0 EMORMDUH TOi 

Division}

AUTHORITY FOR APPOINTEE TO ENTER ON DUTY

Data:

The appointee named below is  hereby authorized to report to you for duty and 
assignment as indicated t ^

Name: ^ Per Hour
Grad«) Salary) Per Diem

T itle : Per Annum

Kind o f  Appointment:

Effootive: Durât ion t

Signed1
Personnel Ofiioer

THE DUPLICATE MUST BE COMPLETED BELOW AND RETURNED TO BUDGET AND FINANCE OFFICE 
IMMEDIATELY.

Employee reported and wae properly assigned«

Date Reported 1________________________ Signed:________ __________________Title 1



WAR RELOCATION AUTHORITY 
CENTRAL UTAH RELOCATION J RC J EC T 

? O p , UTAH

January Ĵ , ISLfi

ADMINISTRATIVE DIVISION MEMORANDUM NO, 2

MEMORANDUM TO; A ll D ivision  Chiefs and Section Heads

FROM;

SUBJECT;

G ilbert L. N ierre, Chief, L 1;.: u i s tra t i vg D ivision

s 7 -A.
fo r Per Diom Personnel.
" Submission o f  091 Forms 7-A, "Request fo r Compensation

E ffe c t iv e  w ith the close o f  the pay period end ins December 31 a ll m 
V ision  Chiefs and/or Section Heads responsible fo r  the c e r t i f ic a t io n  o f

g ^ a te  OmeFoms 7 A C,?p°aSiaf  Per Dism employees are requested to ore - 
and to T U T t h Z ' Z  ^  f ?r ComPens^ io n  for Per Diem Personnel," 
Z ! 7  r  th ln an 0ris lnal only to the Personnel Section as soon 
a fte r  the close o f  each pay period as possib le. I t  is siifrosted that

r N K ^ t l h t l D T 1- M  ‘ l0ur3fo rk ed 's h o u ld

r n t i iT ® L n f ptheS0 t0np0rar;' o^Pioyoos cannot be placed on the payro ll 
S o c tioN  f ° mS arS Pr° p0rl-V f i l l e d  - d  received by the p L 's o ^ e l

 ̂ supply o f  those forms is  being forwarded to you.

jL
X—

f  / / )  S *
v/ 1 / v f v yS - !  I U  1 i t

GILBERT L. HIESSE
Chief, Adm inijbrativo D ivision

approved.

r\
\y  V \ fc/\£>-?> ‘ I ' 

P io jec t D irector

C/\ \AA



Form OEM-7a ^ E X E C U T IV E  OFFICE OF THE P R E SID E N I^ ^
OFFICE FOR EMERGENCY MANAGEMENT

/3,& 63

REQUEST FOR COMPENSATION FOR PER DIEM PERSONNEL
(To be submitted semimonthly)

Date _____ _ 19
To: ADMINISTRATIVE SERVICE OFFICER 

From: __________________________________

Request is he

N a m e

reby

(Agency) 

made for compen s a t ion f o r  t h e  

T i t l e

e m p l o y e e

(Locat ion )

n a m e d  b e l o w  a s  f o l l o w s :

R a t e  o f  c o m p e n s a t i o n

^ p r io d  covered: From t ft

I N I T I A L  M O NT H L Y  P A Y  P E R I O D

Date 1 2 8 4 6 6 7 8 9 To 11 12 18 14 16 Total

Hours worked

CL OS ING MO NT HL Y  P A Y  P E R I O D

Date 16 17 18 19 20 21 22 28 24 26 26 27 28 29 80 81 Total

Hours worked

^ ^ p r o v a l  recommended: C e rt i f ied  to be correct by:

(Signatare)
(Immediate Supervisor) (Title)

RESERVED FOR USE OF FIELD OFFICE

Total days or hours worked_________________

Rate per day or hour__________________________

Total amount due, $___________________________

Certi f ied________________________________________

3 - 0 3 6 7 -n ob u -w p



UR RELOO^fica: AUTHORITY 
0EHTIU1. UT.AK PROJECT

January 8, 19^3

ADTHUlr'TRATIVE DittfSt&t iMidlUN23Ui.t NO* 4

MEMORANDUM TO* D ivision Chiefs and ¡Section Heads 

SUBJSCT ? P rop e r ty  C ont ro l

The Property Control & Warehouse Section has been having considerable d i f f i ­
cu lt^ in completing required documents due to  the fact that a l l  property re­
ceived on the P ro ject is  not c learing through the P ro jec t Warehouse, which 
has been designated as rece iv in g  agency fo r  the Center.

.E ffective th is  date a l l  equipment, supplies and m aterials, which are procured 
fo r  the P ro ject involving expenditure o f  Government funds, donations to  the 
URA, propertv produced on th is  P ro ject, and the acqu isition  o f  surplus property 
iron other agencies, are to  be routed through the P ro jec t Warehouse fo r  proper 
ra lly in g - in . NO EXCEPTIONS ARE TO BE MADE. This does not include items con­
signed to and purchased by Consumer Enterprises,

In the event the item, such as lives tock  or services rendered, is  o f  such na­
ture that i t  is  impossible or im practical to  route i t  through the warehouse, 
nhe Chief o f  the D ivision  rece iv in g  such items should immediately’- fam ish  the-
Prone. '■o/itrol & Warehouse Section with a pencil cony o f  T a lly - in  QMC Form
439 fl T a lly  Sheet-Incoming,: lf cony o f  which is  attached.

Coal by the carload w i l l  be ta l l ie d - in  by the Storekeener at the Delta Ware­
house, Automotive u n itsy  tractors  and other heavy equipment are to  be routed 
to  Warehouse #L21 fo r  ta lly in g - in .

I t  w i l l  be appreciated i f  a l l  concerned w il l  cooperate fu l ly  with the Property 
Control & Warehouse Section in order to  insure proper ta lly in g - in  o f  materials; 
supplies and equipment.

/ ' ¿ ' ■ f U A '  / ,  % 's .  o- <■
G ilbert L. Niesse 

Chief, Adm inistrative D ivis ion

APPROVED*'-.-"'

KZ, '
. ' / n < - „

/* *  James F. J&ighe3
Ass’ t/  Pro ject D irector



Chooker





WAR RELOCATION AUTHORITY 
Central Utah P ro jec t 

Topas, Utah

January 8, 19^3

ADtHNI ST NATIVE DIVISION MEMORANDUM NO, 5

MEMORANDUM TO:, D ivision Chiefs and Section Heads

SUBJECT: Administration Stockroom

In  order to  obviate many d i f f ic u lt ie s  which have been encountered In the oast, 
and fo r  the furtherance o f  improved services rendered to  sections, the sta­
tionery stockroom hereto fore located  in the Administration Commissary Building 
is  being moved to  Warehouse $L21. The procedures outlined below r e la t iv e  to  
requ is ition ing  and the issu ing o f  stationer?-7-. o f f ic e  supplies, etc, supersede 
instructions contained in Operating Memorandum No. 2, dated November 2, 19-42,

1. s ta tionery , o f f ic e  supplies, e tc ., are to  be requested, on Form ERA- 
CU-32, S tationer”- Request and Recoiot0 rhich w i l l  be orooarnd In 
original, and one copy.

2. Requisitions are to  be submitted on Thursday o f  each week fo r  the».■ »I. . . ■ ■■■!! I. ,Vf ..
cutting week1s supply. I t  is  requested that the section heads deter­
mine the amount that is  actually  needed and to requ is ition  no more 
than that amount.

3* A very small stock o f  suoplies consisting o f  pencils , scratch pads, 
letterheads, onion skin, carbon paper, ink, eraser w i l l  be main­
tained. in  the Mimeograph Room located  in the northwest corner o f 
the Administration Commissar??- Building to  serv ice  Administration 
o ffe red  in  that area.

4. Supplies stocked at Warehouse $L2L w i l l  include:

DESKS. CHAIRS, STIFLING MACHINES AND OTHER OFFICE EQUIPMENT are to 
bo requ isitioned  on Forri WRA—7 only, as those are equipment. 
S ta tio n e ry  Request and Receipt,T Form is to  be used only fo r  expen­
dable items. D istribution  o f  these items w i l l  bo handled by the 
Assistant P ro ject D irector1s O ffice ,

OEM Forms 
ERA Forms 
Standard Forms 
Local Mimeographed Forms 

(on ly fast moving ones)

C iv i l  Service Forms 
C omp ons at ion A et Fo rm s 
U.S. Treasury Dept.- Forms 
O ffice  Suoplies, paper, 
pencils , etc.



Upon roce io t o f  rtStntioneiy Acquest and r e c e i p t a t  Pro ject Warehouse, 
o i l  items possib le r a i l  be f i l l e d  ond de livery  r i l l  be made to  request 
ing ind ividual. I t  is  requested that the d e livery  system be a llow ed ' 
to operate and ca lls  to  the P ro jec t Warehouse suppl”  rooms should bo 
avoided. U n filled  items w i l l  bo carried  on a back-order record, and 
completion o f  d e livery  o f  such items w i l l  be made as soon as stock is  
replenished. . . . .  ... . . . . .

P ro jec t warehouse employees operating the o f f ic e  supply room w i l l  en­
deavor to  maintain a su ffic ien t stock to simpler a l l  needs, and r i l l ,  
place orders as required .with the Procurement O ffic e r  to  replenish 
stocks. D ivisions or sections are not to  p lace stationer'/ orders on 
Form UIU-7, EXCEPTION: Education Section w i l l  ‘requ is ition  school 
supplies on Form T/TU-7.

Mimeograph work w i l l  continue to  be requested from the O ffic e  Services 
Section by use o f  Form UlA-ClM-lO, n Ac quest fo r  Mimeographing, 11

G ilbert L. N iesso 
Chief, Adm inistrative D ivision

APPIO "TED:

i “ 7  ' /

y  / V 7  j *
/ : y  — n

rdAssH. P ro jec t D irector

Attachment: •• '•
ffStationery Request and R ec e ip t7 1 U -C U -2>2



WAR RELOCATION AUTHORITY 
Central Utah Project 

Topaz, Utah

May là, 1943

MEMORANDUM TO: Division Chiefs and Section Heads

SUBJECT: Administration Stockroom

Procedure Number 1 should bo corrected to read as 
follows:

^Stationery* office supplies * etc., are 
to bo requested on Form rTRA-cu-32, ”Sta- 
tionery Request and Receipt," which will 
be prepared in original and two conies.
This is necessitated bv the fact that one 
copy is required b^r the Cost Unit.”

Gilbert L. Niesse, Chief 
Administrative Division

Approved by:



WAR RELOCATIOil AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

February 9» 19^3

Administrative D ivision  Memorandum No. __

MEMORANDUM TO*. A ll  D ivision Chiefs and Section Heads

A ll evacuee residents must properly id en tify  themselves 
before pay checks, clothing and tra ve l allowances, un­
employment compensation e tc .,-  may be released to them* 
Resident Id en tifica tio n  Cards have been d istribu ted  to  
a l l  evacuees in order that the holders may have a ready 
means o f establishing th e ir  id en tity  fo r  a l l  purposes* 
The cards should be signed by the persons to whom they 
have been issued and should be carried on th o ir  person 
at a l l  times*

The Id en tific a t io n  Card id e n t if ie s  the owner by in d iv i­
dual signature and descrip tion  and would be invaluable 
to the holder in case o f  accident* For thoso reasons 
a l l  evacuees under your supervision should be urgod to 
comply w ith the suggestions outlined above as regards 
signature and possession o f the card*

SUBJECT* Id en tific a t io n  Cards - Evacuees

G ilbert W  Nioss'e, Chief 
Adm inistrative D ivision

Cft -L4JL

Approved byi



Ur sal K. Bark dull

WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH •

February 18,- 1943

ADMINISTRATIVE DIVISION -mORANUUIJ KO. *7 

TO: • ..' .A ll Adm inistrative Personnel

SUBJECT: Instruction  on Travel

In order to prevent disallowances and suspensions and assure'prompt 
reimbursement of tra ve l expense, the fo llow ing  instructions are 
hereby promulgated. ,Y ;

REQUEST FOR - TRAVEL' AUTHORIZATION ’ rl ; •

Requests fo r  Travel Authorization, Form 0E1T 39, should be made 
through the D iv is ion  Chief and'transmitted to  the Assistant 
P ro jec t D irector fo r  approval. This form must bo f i l l e d  out 
in complete d e ta il and.the purpose o f tra v e l c le a r ly  explained 
in opder that issuance o f the tra v e l authorization  w i l l  not be 
delayed* Since.; tjravel by government-owned conveyance is  not 

: shown on the Form OEM 39. th is  informat i  n should bo inserted
under a new paragraph ( f ) , . i f  such means o f tra ve l w i l l  be 
used. Emphasis is. given to the fa c t that the form must be pre­
pared, in complete d e ta il ,  and a l l  blanks f i l l e d  in with the 
exception of Appropriation and Allotment Symbol spaces. The 
estimated expenses should include a l l  costs; i f  tra v e l by 
r a i l  is  contemplated cost o f transportation requests, per 
diem, and miscellaneous oxocnscs should bo included.

The reouest should be made s u ff ic ie n t ly  in advance of the 
tra v e l to allow  time to issue the actual Travel Authorization 
p rior tp thé beginning- o f the t r ip .  Fa ilu re to secure such 
authorization before performing the t r ip  may resu lt in non- 

’ payment o f the reimbursement voucher should funds not bo 
ava ilab le  when reimbursement is  claimed.

In connection with the per diem allowance, to bo recommended, 
ex is tin g  regulations prescribe that the d ximiim'amount which 
me.y bo paid is  $>6,00, Since i t  was obviously not the in tention  
that the maximum should be paid in a l l  cases a l l  trave lers  w i l l  
be informed as to  the ra tes , applicable to the type o f tra ve l 
performed* ....



- 2-

The P ro jec t D irector is  authorized to  approve tra v e l w ithin 
the states o f Utah, Nevada, Idaho, Oregon, and C a lifo rn ia , 
Requests fo r  tra v e l to points outside the boundaiies outlined 
by-these states must be made s u ff ic ie n t ly  in advance to secure 
Washington approval before the authorization is  issued.

Regardless o f the period fo r  which the tra ve l authorization 
might have been issued, each t r ip  must be cleared through the
O ffice  o f Assistant P ro ject D irector, A fte r  the t r ip  is  
opproved Transportat1oiTRequests, I f  necessary, should be 
secured immediately,

PREPARATION 0? TRAVEL VOUCHER

Actual preparation and submission o f expense accounts are the 
solo responsi b i l i ty  o f the t ravele r ,  "and,for that reason you 
are urged to fa m ilia r iz e  yourselves with Standardized Govern­
ment Travel Rcgulati ns as amended march 7, 1941,- a copy o f 
which is  attached. However,' since the regu lations do not pre­
scribe the actual preparation o f the voucher i t s e l f ,  the f o l ­
lowing, points are outlined fo r  your information:

: VOUCHER FOR PER DIEM* AND/OR REIiSURSEiaUTT OF EXPENSES 
INCIDENT TO TRAVEL, Standard Form No. 1012, should be 
prepared in o r ig in a l and two copies (1012-a), In the 
event that tra v e l vas performed on a mileage basis, 
Standard Form 1012,-e must'be prepared in the same number 
o f copies as the trave l, voucher,

... BLANK SPACES ARE.TO BE FILLED IN AS FOLLOWS:

Face o f Voucher - -  -  .

U, S , : O ffice  fo r  Emergency Management 
• War Relocation Authority

THE UNITED STATES, DR,, TO: Name of tra v e le r  exactly  as 
shown on the tra v e l authorization , i , c , f i f  the tra ve l 

■ authorization is  issued in the name o f JOHN JONES, even 
though John Jones’ regular signature is  .JOHN D, JONES, the 
tra v e l voucher should bo prepared as JOHN JONES,

ADDRESS: Exac^ address where you wish check to bo mailed.

OFFICIAL HEADQUARTERS: 'Should be exactly as designated on 
the tra ve l authorization,

* *OFFICIAL DUTY FROM**TO: Give the inclusive dates o f 
tra ve l covered in the body o f the vouchor, even though 
claim may not be made fo r  certa in  days.
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In th is  connection vouchers should bo submitted once 
monthly Immediately a fte r  the close o f each month.
In some instances, however, a tra ve le r  in tra ve l 
status at the end o f the month with expectation o f 
returning to A. . > o f f i c i a l  headruartors

. on the f i r s t  or second day of the fo llow ing  month may 
defer submitting o f the tra ve l voucher in order that 
the completed t r ip  mas?- be shown on the voucher fo r  
that period,

AUTHORITY NUMBER AL\TD DATE: Should be exactly  as shown 
on your tra ve l authorization. A l l  amendments to a tra ve l 
authorization should be shown immediately beneath the 
tra ve l authorization number, i . e , ,  WRA-A/T-1-45, amended 
1-15-43 and 2-1-43,

AMOUNT :■ The to ta l amount due as shown On the item ized 
schedule o f the tra ve l in  the body o f the voucher,

OATH: This should be executed in accordance with paragraphs 
Nos,- U2 and 93 o f Standardized Government Travel Regulations, 
Vouchers may be acknowledged before .a/"Designated Employee” 
o f the W.R.A, (G ilb ert L , N icssc, J, H, N ichols, and P a tr ic ia  
Brady .of the Ada, D iv ’ n, have been designated on th is  P ro je c t . ) 
i f  acknowledgment is  made by a Notary Public or other o f f i c ia l  
w ith a sea l, the tra ve le r  should assure himself th °t  the seal 
has. been a ffix ed  and that the date o f exp iration  of the Notary 
P u b lic ’ s commission is  shown. The signature on the voucher 
should, of course, be id en tica l to the name given on the face 
o f the voucher.

Body o f Vouchor -  -  -

PARAGRAPH 1 -  DATE AND. HOUR OF DEPARTURE FROM OFFICIAL 
HEADAUART!nKS: This space should be used in a l l  cases in 
which the tra v e le r  was in trave l status at the end o f the 
previous period and should show the date and hour o f de­
parture from o f f i c i a l  headquarters, even though th is  was 
shorn on the previous voucher.

PARAGRAPH 2 -  APPROXIMATE DATE OF RETURN TO- OFFICIAL 
HE. ADQUARTERS: This space should be used fo r  the purpose 

. designated only i f  '-t the end o f the voucher period the 
" tra v e le r  remains, in a tra v e l status away'Yrom-' hi a o f f i c i a l  
s ta tion .

PARAGRAPH 3 -  Should show that per diem allowance shown on 
the tra ve l authorization , i f  any., or the mileage rate i f  
mileage is  authorized.
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DATE: The year in which the tra v e l is  performed, Imme- 
d ia tc ly  beneath should be shown the month*- In the column 

.below should be shovjn the dates on which the tra v e l was 
performed.

Character o f Expcnditu ro :

EXAIIPLE 1 (Travel by Government conveyance only)

Lo ft Topaz, Utah ( o f f i c i a l ' sta tion ) 9:00 A.M, 
Arrived Salt Lake C ity , Utah ’ 2:00 P.M,

Per diem 3/4 da,
(Statement a t end o f voucher that a l l  tra v e l per­
formed in Government car if_______________ .) •

EXAMPLE 2 (Travel by p riva te  conveyance, no mileage 
authorized and common ca rr ie r )

L e ft  Topaz, Utah (O .S .) 9:'00 A,M.
• in personal car at no cost to the Government '

Arrived Delta, Utah 9:35 A,M.

L e ft  Delta 11:35 A.M.
via  U,P,R,R, tra in  No. 1 (scheduled to 'le a v e  at 
•10:00 A.M, -* 1 -hr, 35 min, la te ) ; . * ' “ '
Arrived Salt Lake C ity , Utah: 3:45 P.M,

Per diem 3/4 da," * '

EX/hIPLE 3 '(Travel by Government conveyance and common 
ca rr ie r )

Same as above except statement regarding f,personal 
car at no cost1’ changed to read "in  Government 
car H____________ , r?

• EXAMPLE 4° (Travel by private conveyance, -mileage ■ 
authorized) ■ v . ...

Same as Example 1 and claim fo r  mileage made on 
Forti 1012-o,

The above examples arc only intended to serve as general 
guides. The tra v e le r  must o f course show the circum­
stances o f tra ve l covering his particu lar case,

SUB VOUCHER (TO. : The number assigned to receipts' or mileage 
forms attached to substantiate your claim  should be shown 
in th is  space,

AMOUNT:• Only the amount claimed fo r  per diem should be shown 
in the '’Subsistence" column. A l l  other expenses represented



-5-

by subvoucher should be shorn in the "Other" columr^ A 
sub-total of' each o f these columns should bo taken a fte r  
a l l  tra ve l has been item ized•and a grand .tota l taken in 
the "Other” column.

Reverse of Voucher.,- -  -

The Statement o f tra ve l performed fo r  which reimbursement 
is  not.claimed bjr the tra ve le r  on the reverse o f the voucher 
should show the in form sti n requested by the columnar heads 
which arc se lf-exp lanatory , and the white copy o f transpor­
tation  rooucst should be attached to the vouchor at the time 
o f submission to  the Audit Unit, Care .should .b.o..shown in 
ind icating the amount on the transportation request at the 
time o f issuance in order that only the amount * heeded fo r  
payment w i l l  be ob ligated .

A l l  other spaces on" th is form should be le ft 'b la n k , 
otherwise provided her-in .

unless

GENERAL

The time of; departure from-and a r r iv a l at your o f f i c i a l  station
and points- v is ite d  during the period of tra v e l arc required.
I f  an unusual length o f tim e*is taken to  cover any,one t r ip ,  or 
i f  there is  any great v a r ia t i  ?n in time taken to  cover id en tica l 
t r ip s , an explanatory statement should be made at the end o f the 
voucher ind icating the reason, fo r  such excessive tin e ,.

You should not f a i l  to  ind icate the State in which the places 
mentioned are located .

Receipts whenever possib le should be secured on Standard Form 
1013-d. which should be prepared in ink or in d e lib le  pencil 
and should be signed with, the complete signature o f the person 
rece iv in g  the cash, ind icating his t i t l e .  A supply o f  these 
rece ip t forms is  attached.

Statements., as. fo llow s , should be made a fte r  a l l  tra ve l, has 
been itemized?

1. Duty status, at end o f voucher period. This is  
p a rticu la r ly  required when the employee remains
in  tra v e l status at the end o f the voucher period,

2, When meals and/or•lodging have been furnished by the 
government and not paid fo r  in cash, deductions should 
bo made in accordance with paragraph 47a o f Standardized

• ' r‘ Government Travel Régulâti  ns.
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9. When tra ve l is  performed in the company o f other 
persons, i t  should bo indicated also whether, or 
not they were Government employees, and by what 
agency employed, »

4, Any other statements necessary to clarify-'arid ju s t ify  
unusual tra v e l and emergency purchases,

Computations o f jrour claims should bo made on the b as is •o f the 
schedule given below:

Departure from O ff ic ia l S ta tion :

12:00 Midnight to 6:00 A.M, -  one’ day
6:00 A.M. " 12:00 Noon -  3/4 day

12:00 Noon « 6 :00**P.M# ' -  i/2 day
6:00 P.M. ” 12:00. Midnight -  1/4 day

A rr iva l at O ff ic ia l Station ;

12:00 Midnight to 6:00 A.M. -  1/4 day
6:00 A.M. 12:00 Noon -  1/2 day

, 12:00 Noon " 6:00 P.M. - 3/4 day
6:00 P»M.’ " 12:00 Midnight - one day

You w ill.n o te  that the above applies only to  departure from . 
and a rr iv a l at your o f f i c i a l  s ta t i n, One day w i l l  bo 
allowed fo r  each day spent away from your o f f i c i a l  station  
unless you are a t the point where you maintain residence, i f  
other than your o f f i c i a l  s ta tion .

When a rr iva l at your o f f i c ia l  s ta t io n .is  w ithin a h a lf hour 
only in to  another quarter.o f the day, there should, be included 
an add itional statem ent'to the e ffe c t ,th a t  time as given-was 
taken at the lim its  o f your o ffic ia l^headquarters.

Likewise, when.you depart from your temporary post o f duty 
ea rly  in the day, to return to 3̂our o f f i c ia l  s ta tion , there 
should be included an explanation g iv in g  the reason why you 
were detained a t , that location  overnight--when the distance 
to be traveled  is  short and i t  is  apparent that return could 
have been made the previous day.

For the purpose o f insuring the a v a i la b i l i t y  of funds to re ­
imburse employees' fo r  trave lin g  expenses, the Budget & Finance 
so ts 'as id e  a certa in  amount o f money p e r io d ica lly . Inasmuch

Section



-7-

as such funds are lim ited  by the Bureau of the Budget, i t  w i l l  
be necessary that each employee holding tra ve l authorization 
submit his voucher not la te r  than one week a fte r  the close o f 
the previous month, or inform the Audit Unit that no expense 
was involved.

Additional instructions w i l l  be released as considered neces­
sary, In the meantime any problems, the solution o f which is  
not contained in th is memorandum, should be referred  to the 
Audit Unit fo r solu tion .

Although the shortage o f tra ve l funds has been mentioned above, 
we again wish to emphasize the fa c t  that mmey a llo t te d  fo r  
tra ve l purposes has been d ra s t ic a lly  reduced, and a lim ita tion  
©et by the Bureau o f the Budget, Therefore, tra ve l to be per­
formed should be confined to that absolutely essen tia l to the 
operation o f th is P ro jec t, Your cooperation in th is  regard 
w i l l  be appreciated,

A copy of Instructions to  Travelers, issued by tile O ffice  fo r  
Emergency Management g iv in g  additional information in d e ta il,  
is  enclosed fo r  your information,

E ffe c t iv e  with the release o f th is  Instruction each tra ve le r  
w i l l  assume a l l  resp on s ib ility  fo r  the proper request, re ­
cording and submission o f tra v e l documents. No re troac tive  
arrangements w i l l  be sanctioned.

G ilbert L, Niesse 
Chief, Adm inistrative D ivis ion

APPROVAL:.



EXECUTIVE OFFICE OF THE PRESIDENT 
OFFICE FOR EMERGENCY MANAGEMENT 

Washington, D* C*

INSTRUCTIONS TO TRAVELERS

DO YOU WANT TO SAVE MONEY FOR YOURSELF^
DO YOU WANT TO SAVE MONEY FOR THE GOVERNMENT?
DO YOU 'TANT TO BE PAID PROMPTLY FOR TRAVEL EXPENSE?

Those ob jectives  can be accomplished i f  you w i l l  cooperate

Analysis o f the tra v e l vouchers submitted by tra ve le rs  in 
National War Agencies indicates that most suspensions aro taken be­
cause o f fa ilu re  to  observe a few simple rules in the preparation 
o f the voucher, Suspensionsare being made on approximately 70 
per cent o f  a l l  t ra v e l vouchers submitted* This resu lts  in:

1* Expense to  the tra v e le r— ho is  not reimbursed fo r  items 
claimed*

2* Expenseto the Government—additional peronnel is re­
quired'to process travel vouchers because of the extra 
work required in handling*

3* Delayed payment— production is  decreased because o f  the 
additional time required to process vouchers,

; observance o f the fo llow in g  ru les prescribed in the Stan­
dardized Government Tr .vol Regulations and in published decisions 
o f the Comptroller General, w i l l  obviate over 90 per cent o f the 
suspensions now being taken:

1. EXPLAIN UNUSUAL SITUATIONS*-You know the reasons fo r  
taking certa in  actions, but i f  you f a i l  to explain them, the tra v e l 
examiner can only audit your voucher in the ligh t o f the fa c ts  
presented. For instance, your tra in  was due to a rr iv e  at 11:50 PM 
and i t  did not a rr ive  u n til 12:30 AM* You w i l l  claim an extra 
period o f per diem to  which you are en tit led *  However, you 
fa i le d  to  note on your voucher that the tra in  was la te *  The 
tra ve l examiner, not knowing the fa c ts , w i l l  make a deduction bo«* 
cause you did not exp lain  the s itu a tion .

A lso , you are in Now York on business* You havu conferences 
which delay your departure fo r  Washington u n til 11:00 PM* Nor­
mally you a re supposed to  have concluded your business at the 
close o f the working day and return by the e a r lie s t  tra in * I f  
you f a i l  to  explain the reason fbr not taking the e a r lie r  tra in , 

a suspension must be made*

2. BUY ROUND-TRIP TICKETS CR THROUGH-RATE TICKETS—You must 
tra v e l by the most economical method. Railroad companies and other 
common ca rr ie rs  o f fe r  discounts fo r  round tr ip s . I f  you are in
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Washington and you are ordered to  go to  Cleveland where further 
orders w i l l  he given to you, you should huy a round-trip ticket 
bebwoen 7/^shington and Cleveland since a discount is  o ffered  by 
the ra ilroad  company fo r  the round t r ip »  I f  you aro then ordered 
to return to Wshir.^ton, you w i l l  be protected in that you w i l l  
not have to pay the discount o ffe re e  out o f your own pocket» 
Explanations to the e f fe c t  that you d id  not know you would be 
required to  return cannot be accepted, since you could have pur­

chased a round-trip t ic k e t  and returned the unusd portion  with 
your tra v e l voucher#

3. OBTAIN RECEIPTS-*The Government regulations require in 
certa in  instances that you obtain receip ts where you claim re­
imbursement fo r  payments made by you in cash» In other instances, 
no rece ip ts  are required# To be on the s<ufo side, i t  is  advis­
able to obtain rece ip ts , i f  i t  is  at a l l  practicab le to do so«
Mere inconvenience in the matter o f taking rece ip ts  is  not con­
sidered a v a lid  excuse# To aso is t you in determining when rece ip ts  
are required, re fe r  to the fo llow ing l i s t :

A# Receipts are required fo r ;

1# Excess baggage
2» C le r ic a l, stenographic, and typing assistance, where 

the amount is  in excess o f $1»00»
3» Hire o f spec ia l conveyances such as autos, boats, etc# 
4# Miscellaneous emergency expenses in excess o f $1»00#
5» Rental o f rooms f o r  o f f i c i a l  business#
6» Rental o f typew riters»
7» Sleeping ca r, pa rlo r car, and stateroom fares when 

paid in cash#
8# Long distance c a lls  where the amount is  less  than 

$1*00 except that whore a s lo t machine is  used at 
an automatic station and is  so stated in the expense 
account, a rece ip t w i l l  not be requirea#

B# Receipts are not required fo r :

1» “’ S treetcar, bus, and lo ca l ta x i fa res »
2# Railroad and other fa res  when Government transporta­

tion  are used#
3# Local Telephone Servic»

4» ATTACH COPIES OE TELEGRAMS TO YOUR TRAVEL VOUCHER—When 
you send a telegram while in tra ve l status, reta in  a copy and 
attach i t  to your tra v e l voucher# Unless a copy is  attachee, you 
cannot be reimbursed#

5. INDICATE THE COST OF TRANSPORTATION ON MEMORANDUM COPIES 
OF TRANSPORTATION REQUESTS— The cost o f  transportation should be 
obtained at the tick e t o f f ic e  and inserted on the memorandum 
copies o f transportation requests# This w i l l  fa c i l i t a t e  audit 
o f your tra v e l vouchor and expedite payment#



6« USE OF TAXICABS—You are en tit led  to  use tax is  from 
your home or o f f ic e  to  the s ta tion  or a irport when departing from 
your o f f i c i a l  station . Upon a rr iv a l in a c ity  where you are to 
transact o f f i c i a l  business you are en titled  to  use tax is  from the 
sta tion  or a irport to  your hotel or to your f i r s t  duty poin t. You 
are not en tit led  to reimhúrsemeA fo r  tax is  from your hote l to 
your f i r s t  duty point or v ice  versa. You are en tit led  to reim­
bursement fo r  tax is  from your f i r s t  duty point to your second and 
a l l  subsequent duty points, provided that no other means o f con­
veyance such as a streetcar or bus is  ava ilab le  and, i f  a va ilab le , 
i t  is  not fe a s ib le  to  use such means o f  transportation .



OEH-39 EXECUTIVE ôfflCC OF THE PRESIDENT 
OFFICE FOR EMERGENCY MANAGEMENT

REQUESTS FOR TRAVEL AUTHORISATION

APPROPRIATION,_____
ALLOTMENT SVMBOI^ , 
ESTIMATED EXPENSE^

NAME ... .

OFFICIAL STATION, 

TRAVEL FROM*

■’......................  - ^
TltLSL^____________ ___

OIVISI OIL________________

TOI

PURPOSE OF TRAVELS
D ate eff ective, , ___ ... T___i Terminatin g a p p r o x i m a t e l y,„.,

IF PERIOD OF TRAVEL IS IN EXCESS OF(ONC MONTH AND DEFINITE ITINERARY CANNOT BE 
DETERMINED PLEASE STATE AN DETAIL JUSTIFICATION FOR QENCRAL TRAVEL!

PER 01 EM ALLOWANCE RECOMMENDED NUMBtR OF TRANSPORTATION REQUESTS REQUIRED
MODE OF TRAVEL IS REQUESTED AS ^NDlCATCO BY LETTER *X"#

(a ) Common car rier*
(s) air l i n e«
(c) Pr iv aT^lY o w n e d AUTOMOSIle o n  a m i l e a g e basis n o t to EXCEED COST by common

CAPRIER#(o) Privately o w n e d automobile o n a m i l e a g e bas is at the rate s pe cified bel o w
WHICH HAS BEEN ADMINISTRATIVELY DETERMINED IN AOVANCC TO BE MORE ECONOMI­
CAL AND ADVANTAGEOUS TO THE UNITED STATES*

( e ) PRIVATELY OWNED AUTOMOBILE ON A MILEAGE 8A0IS AT THE RATE SPECIFIED BELOW 
WHEN IT IS DETERMINED TO BE MORE ECONOMICAL AND ADVANTAGEOUS TO THE UNITED
States# As the eco nomy and advantage mas not been det e r m i n e d in aovance a
COMPARATIVE COST STATEMENT MUST BE SUBMITTED WITH EXPENSE VOUCHER# SEC 
PARAGRAPH Li ( a) OF TRAVEL REGULATIONS#

MILEAGE RATE .............
(f ) Special authorityi

JUSTIFICATION OF MODE OF TRAVEL IF OTHER THAN COMMON CARRIER?

ADPROvctv, r i r t c

24 MC



S ta n d a rd  F o rm  N o . 1012—Revised 
Form Approved by 

Comptroller General, U. S.
July 19, 1937 (Amended Aug. 27,1941) 

General Regulations No. 88

VOUCHER FOR PER DIEM AND/OR REIMBURSEMENT D 0 Vou No 
OF EXPENSES INCIDENT TO OFFICIAL T R A M  Bureau m . . . . . . . . . . . . .

ment of account must be completely filled in by payee prior to signature, and there must not be any erasure or alteration unless initialed or signed by him.)

General Accounting Office 

P R E A U D I T

Certified for payment in the

sum of $. . .......

Comptroller General of 
the United States

U. S.
(Department, bureau, or establishment)

THE UNITED STATES, Dr., To
(Payee)

PAID SY

(Address)

Official Headquarters_______________________________
B y ............................................. Domicile _ ■ __  Residence __________

(For use of Postal Service only)
(For use of paying office)

FO R  P E R  D IE M  in lieu of subsistence, mileage for privately owned motor vehicle, and/or R E IM B U R S E M E N T
of travel and other expenses paid by me in the discharge of official duty from _________________________________ , 19____ ,
t o ------------------------ , 19____ , as per itemized statement within, under authority N o ._________ , dated___________________ ,
19----- , copy of which is attached,* or has been previously furnished with voucher N o .________., paid____________________ ,
19----- , b y -------------------------------------------------------------  $
______ __________________________ (Name of disbursing officer)______________________________________________________________________________

I  do solemnly swear (or affirm) that the above account and schedule 
annexed are just and true in all respects; that payment therefor has not been 
received; and that my statement of travel performed upon transportation 
requests and/or by motor vehicle correctly reflects travel performed by me on 
official business.

SIGN
ORIGINAL

ONLY

Payee-

Title..

(Payee will NOT use this space)
Differences______________________

Account verified correct for. 

(Signature or initials)____ __

A M O U N T

Dollars Cents

Subscribed and sworn to (or affirmed) before me a t ____________________________________ this
___________________________________________________________  T it le ________

day o f ----------------------, 19.

I commended for approval:
(To be used at discretion of department, bureau, or establishment)

(Immediate supervising officiai)

I  certify that the official headquarters, domicile, or residence of the claimant is as stated above; that the travel was authorized from 
and to the points stated in the account, and for the period and at the subsistence rate or rates claimed, as shown by the authority on 
file, or (if such authority was not issued in advance of travel) as satisfactorily explained and approved hereon as required by the Stand­
ardized Government Travel Regulations; that the within itemized statement including claimant’s statement of travel performed upon 
transportation requests has been examined and is certified correct, except as noted; and that the amounts therein claimed are just and 
reasonable, except as noted.

fApproved for $.
SIGN

ORIGINAL
ONLY Title

A C C O U N T IN G  C L A S S IF IC A T IO N  (For completion by administrative office)

Appropriation, L imitation 
or Project Symbol

Appropriation T itle
L imitation or Project

A mount

Appropriation

A mount

A llotment Symbol Amount Encumbrance
L iquidated

Cost A ccount Object of Expenditure

Symbol Amount Symbol Amount

$ _______________________ S $ ___________

,

f Check N o .________________ , dated

, Cash, $_____________ , o n __________ ., 19.

., 19____ , for $.
SIGN

ORIGINAL
ONLY

J on Treasurer of the United States 
■ I in favor of payee named above.

__________(Signature of payee)__________

*If there was no prior authority state circumstances which rendered securing prior authority impracticable.
f l f  the ability to certify and authority to approve are combined in one person one signature only 3s necessary; otherwise the approving officer will sign in the blank space below 

‘Approved for $_____________________ ” , and over his official title. w —23573-1



ITEMIZED SCHEDULE OF TRAVEL AND OTHER EXPENSES

Jl  
*,

(Date) (Hoar)

19.

3.
4.
5.

e and hour of departure from official headquarters-------------
\re duty status on first day of voucher period:
♦Arrived a t ____________________ ___ _______ o n -------------------

for temporary duty for approximate period........... ............. -......... -..... ............................. .................................
Approximate date of return to official headquarters-----------------------------------------» 19-----

fState authorized per diem in lieu of subsistence, $— -------------
fState authorized allowance for actual subsistence expenses: Not to exceed $..................... per day.
Where for traveler's personal convenience or through the taking of leave there is interruption of travel, deviation 

from the direct route, or where traveler delays at a place other than post of duty, a statement showing the facts 
should appear on thé voucher. __________________ _______________________ ___________________________________

•If authority provides for travel to more than one point, time of arrival and departure from each should be stated in the body of the account in chronological order, 
fit more than one rate of allowance is authorized, full statement of application of each rate must be given in some convenient place on this voucher.

D A T E  

19______

C H A R A C T E R  OF E X P E N D IT U R E  
(To be itemized by  the day and fully explained)

SUB-
V O U .
NO .**

A M O U N T

Subsistence Other

N O T A T IO N S

(Payee must not 
use this column)



I

S ta n d a rd . F o r m  1012 e— Revised 
Form approved by  

. Comptroller General, U . S.
’ r August 13, 1942 

General Regulations No . 88, Supp. No. 3
STATEMENT OF TRAVEL BY MOTOR VEHICLE

Subvoucher N o .________________

(Department or Establishment) (Bureau or Office)

Statement of official travel accomplished b y ______________ _______ _______________ _________ during the period
(Name of traveler)

from _________________________________ , t o ________________________________, a s ----------------------------------------
(Insert “person in charge o f ’ or “passenger in”)

_________________________ :_______________ owned by 1_______________________ ____ _________________ __________—
(“ Automobile” or “motorcycle” )

Official Letter of Authorization N o ._________ ____________ dated

%
I  h er eby  certify  that the travel indicated above was accomplished in the performance of official duties pursuant to the 

travel authority referred to on the voucher to which this statement is attached; that the information given is correct; and that, 
except as otherwise indicated above, no part of the travel for which compensation is claimed was performed within the corporate 
limits of my official station or post of duty.

I  further certify that I  actually incurred or paid (except as otherwise explained) the actual operating expenses of the 
motor vehicle indicated, for which commutation is claimed on a mileage basis.

TÜT U. S. GOVERNMENT PRINTING OFFICE : 1942 16—8350-2
(Signature of traveler)



I
f otals (to be carried forward to continuation sheet, if necessary)--------------------------------------1—

T otal amount of voucher (not to be used when totals are carried forward to continuation sheet)
**When subvouchers required by  regulations were not obtained, state fully the circumstances showing reason for omission. le— 23573-1



STATEMENT OF TRAVEL PERFORMED FOR WHICH REIMBURSEMENT IS NOT CLAIMED 
, BY TRAVELER

m
D A T E  OF  
T R A V E L

N O . O F  T R A N S ­
P O R T A T IO N  

R E Q U E S T  OR  
S P E E D O M E T E R  

R E A D IN G

F R O M — T O —
V IA

(R ind of carrier 
or vehicle)*

CLASS OR  
M IL E A G E  f A M O U N T

.................

1. -

...............

-  "  -------

' ..... .... .

—

•Railroad, steamship, airplane, bus. etc.
fAbbreviate class of service or accommodations used. Railroad: F, first class; I, intermediate class; M , mixed class; C, coach; P, Pullman accommodations; D R , drawing room; 

C P , compartment; BR , bedroom; SOS, single occupancy section; SEC, section; L B , lower berth; U B , upper berth; S, seat. B y  other mode: Number of miles traveled.

INSTRUCTIONS
1. The provisions of the travel regulations must be strictly observed in order to avoid suspensions and disallowances in the accounts.
2. When more space is required for itemization of the account, use continuation sheets (standard forms 1012b— Revised and 

1012c— Revised) and fasten together in upper left-hand comer.
3. As many copies of the approved memorandum voucher may be made as required for administrative purposes.

U. S GOVERNMENT PRINTING OFFICE 10— 23073-1





Y/ÂR RELOCATION AUTHORITY 
CHUT RAL UTAH PROJECT 

TOPAZ, UTAH

A pril 29, 19tó

ADMIN IS THAT I'VE DIVISION MEMORANDUM HO. 8 SUPPLEMENT HO. 1

MEMORANDUM TO; D ivision  Chiefs and Section Heads 

SUBJECT; Doctor's Excuse fo r Sick Leave

Adm inistrative D ivision  Memorandum Ho. 8 dated February 22, 19^3' 
is  hereby revised to read as fo llow s:

"Absences due to sickness shall be allowed up to  
three days without a doctor ’ s c e r t i f ic a te ,  and 
up to 15 days fo r  one illn ess  provided a doctor's  
c e r t i f ic a te  is  presented w ith in  I4.8 hours a fte r  
return to duty. "

I t  is  to bo c lea r ly  understood that such doctor’ s c e r t i f ic a te  
can be provided to patients only i f  the doctor attends the 
patient vrhile s ick . From th is  i t  w i l l  be evident that, a 
doctor must be consulted a fte r  the th ird  day o f  illn e s s  i f  
the c e r t i f ic a te  is  to be used by the patient fo r  excuse o f 
i l ln e s s .

G ilbert L. Hi o s so , Chi e f  
Adm inistrative D ivision

Approved by:

/  A -*--o
«Mmé& F. Htfghes 

„-••Asst. P ro ject D irector



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

Topaz, Utah

March 22, 19¿4-3

ADMINISTRATIVE DIVISION MEMORANDUM NO* 10

MEMOR/EIDUM TO: A ll D ivision Chiefs

SUBJECT: Inventory o f  Govornnent Froperty

Rofcronco is  mado to Adm inistrativo Instruction  No. 'JO which requires that 
a quarterly physical inventory be taken o f  each Relocation Center, Accord 
in g ly , wo are requesting each D ivision  to submit to the Property Control 
and Warehouse Section a complete physical inventory by actual count o f  a l l  
Government property on hand as o f March J>\, 19Í4.3 •

The actual physical count o f the property w i l l  bo accomplished under tho 
d irection  o f the D ivision  Chief who may in turn delogatc tho actual taking 
o f tho inventory to any competent appointed employee under his supervision

The method o f taking th is  inventory w i l l  bo l e f t  to  tho d iscretion  o f the 
respectivo D ivision Chief, However, i t  must bo submitted to tho Property 
Control and Warehouse Section in  an o rig in a l and one copy on Form WRA 108 
(sample attached) in alphabetical order in accordance with th o  follow ing 
in stru ctions:

1, Inventories are to  be divided into three classes o f property 
and a separate inventory submitted on each c lass ; namely,

Class A. Non-expendable property (other than hand to o ls , per­
sonal equipment, and fix ed  equipment.

Class B, Hand to o ls  and items o f personal nature (such as boots, 
rosp ira tors, e t c , )

Class C, Expendable property

2* A ll ava ilab le  description must bo given on a l l  non-oxpondable 
property. This information w i l l  include motor numbers, se r ia l 
numbers, capacities , Tredo name, etc ,

3* Items on which survey is  contomplatod (worn-out or damagod 
property) w i l l  bo included in tho to ta l number o f t h o  itoms,

ij., Itoms on which survey is  contemplated ( i f  lo s t or sto lon ) w i l l  
rLQ̂ :. included in  tho to ta l number o f  itoms on hand,

5, A ll m aterials on the project ordered s p e c if ic a lly  for the con­
struction o f tho s ta f f  housing and tho high school aro not to  
bo reportod on th is inventory. This includes only thoso items 
on which tho order was placed by th o  San Francisco U. S,
Engineer Procurement O ffic e ,



Adm inistrative Mémorandum No. 10 
March 22, 19l|3 - 2

6. Tho Public Works D ivis ion  shall include in  th e ir  inventory a l l  
buildings and structures on the P ro ject and tho Class C (fix ed  
equipment ) property t  herein.

7* The inventory shall include those items in th o  D ivision  Store­
house and algo a l l  other property under tho respective D iv is io n ^  
ju r isd ic t ion . .

8. Tho Adm inistrative D iv is ion , Block 2, and the Dormitories w i l l  
bo inventoried by tho Property Control and Warehouse Section«

,9* Items on loan to  any D iv is ion  • from another D ivision  shall bo
reported on the inventory o f  tho loaning D ivis ion . I f  the items 
arc not inventoried physica lly  th e ir  appearance must be supported 
by memorandum "from the borrowing D ivision  that the items are 
■physically on hand. "

10. The Housing ■Unit is responsib le 'fo r the submission o f an inven­
to ry  on a l l  Government property "issued to the residents-and the 
Blook Managers. ............ ' ..............

•• •• •’ — "'.’‘I  f i ¿ r -•••

11. , The inventory shall be reconciled w ith  each/Division property
• records before ' submission to the Property Control and Warehouse 

Soction. Tho inventory shall be submitted not la te r  than A p ril
20. ' L 1 ' : ' . ' j  o  A  - ■ . h ' S  ;...’ ■ a ■

There is  attached sample inventories which may bo. Used as a guide, and i f  
further c la r if ic a t io n  is  desired, please d irect a l l  inqu iries to th e  
Property Control and Warehouse Section,

APPROVED:

./vVU
Charlos 
Proj oct

G ilbert L, 'flies so *
Chi o f Admini strat ive D ivi sion



mu-108

WAR RELOCATION AUTHORITY
Page No.

PHYSICAL INVENTORY OP MATERIALS & SUPPLIES 
PROJECT WAREHOUSE OR DIVISIONAL STOREHOUSES

Relocation Center

Warehouse Or Storehouse Date

D E S C R I P T I O N  O P  I T B M
Q U A N T I T Y  

ON HA N D
U N I T U N I T

P R I C E
B X T B N S I O N

i

¿V «

Ï



AH RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT

TOPAZ, UTAH

A p ril 14, 1943

Adm inistrative D ivision  Memorandum No» I I

MEMORANDUM TOî A ll  D ivision  Chiefs

SUBJECT: Salary Checks fo r  Appointifo Personnel

We would lik e  to  stress again the importance o f having each 
salary check signed fo r  on the oheck l i s t  by the payee# We 
notice that the o r ig in a l check l is ts  oontiniie "tcT~some" in 
w ith checks signed fo r  by other than the payee. I t  is 
assumed that in the absence o f the payee, the checks are 
acc iptod and th> check l i s t  signed fo r  them in order to 
avoid delay, but th is procedure is d e f in ite ly  against -.¿sta» 
blishad procedures and must bo discontinued# The check 
1is t  is a receip t record and consequently i t  is worthless 
i f  a chock made out to  one p.rson is accepted and signed 
fo r  by another#

I f  the payee is abs nt from work at the time the checks aro 
d e livered , the chocks and chock l i s t  may be kept by the D iv i­
sion Chief fo r  3 days. I f  the chocks remain undelivered 
a fte r  that tAme, they must be returned w ith  the check l i s t  
to  the Finance ejection whore the payee may c a ll  fo r  his check 
when he returns# Checks that must be mailed w i l l  be handled 
by the Finance Boot ion# Wo fu rther request that no chocks be 
mailed to absent personnel by the D ivis ion  Chiefs,

Your future cooperation in th is matter w i l l  bo appreciated, 
and i t  is requested that you make th is  information known to 
a l l  appointive personnel in your D iv is ion ,

G ilbert L. N iesso, Chief 
Adm inistrative D ivision

Approved by:

~  «/ames F* Hughes 
Asst, Project D irootor

r



WAR RELOCATION AUTHORITY 
CENTRAL UTAH PROJECT 

TOPAZ, UTAH

Adm inistrative D ivision Memorandum No, 12 

MEMORANDUM TO: A ll D ivision  Chiefs and Section Heads 

SUBJECT: Transfers o f  Property intra-Pro je c t

I t  has been brought to  our atten tion  that o f f ie e  furniture and equip­
ment and other property has been exchanged or transferred  from one 
Section to  another Section and from one D ivision  to  another D ivision 
without regard to property resp on s ib ility .

For your guidance, we are quoting below Section IX o f  Adm inistrative 
Instruction No. 70* ’’ Property Control and Warehousing” :

IX, Transfers and Returns

A. Transfers

’’When any type o f  property is  transferred  from one D ivision 
to  another or returned to the P ro ject Warehouse, the trans­
fe r w i l l  be accomplished on F'orm uS'i-6l ,  Transfer o f  Pro­
perty (Sample Attached). I t  is  tho resp on s ib ility  o f  the 
d iv is ion  releasing custody to  prepare tho tran s fer.

The tran s fer should be proparod as fb llows:

The form w i l l  bo prepared in an o r ig in a l and throo copies. 
The o r ig in a l and a l l  copies, before the tran s fer is  made, 
w i l l  be sent to  the Property Control Section fbr approval 
o f  the tran sfer. The Property Control Section w i l l  reta in  
the la s t copy in a pending f i l e .  The o r ig in a l and two 
copies w i l l  be returned to the in it ia t in g  d iv is ion  and the 
tran s fer can be completed. The signature o f the receiv ing 
party w i l l  be obtained on the o r ig in a l and returned to  the 
Property Control Section. The Property Control Section 
w i l l  then release the th ird  copy to  the Cost Unit a fte r  
being priced. The receiv ing d iv is ion  w i l l  rotain  one copy, 
and the releasing d iv is ion  w i l l  keep one copy. Both d iv i ­
sions should forward th e ir  co^y to the Cost Clerk p rio r to 
f i l in g .

Any transfers made without the approval o f the Property 
Control Section w i l l  bo the respon s ib ility  o f  the d iv is ion  
roloasing custody *nd that d iv is ion  w i l l  boho ldaccounta-  
ab lo ," ""

A pril 19, 19b3



I t  should be nctod that i t  is  the respon s ib ility  o f  the ind ividual 
releasing the property to  prepare the necessary Transfer Form. Un­
less the re leasing Section or D ivision  assumes th is  resp on s ib ility , 
the offending Section or D ivision w i l l  be hold accountable.

I t  is  respectfu lly  requested that a concerted e f fo r t  on the part o f  
a l l  porsonnol bo made to  assure the immediate and proper operation 
o f  th is  procedure.

G ilbert L. Niosso, Chief 
Adm inistrative D ivision


