


mkFT
7/14/42
1 . Sbere is drastic need for a weXl**orgaaized and carefully super-
vised mai&teziazice progrsua at each relocation center* Such a program would
deal partictilarly with the saintenaace of buildings* fixtures, Imilding
equipment, and utilitiea, /but maintenance of other types of equipment mast
not '"be overlooked*
2* Kalntenance prooedures mat based upon
«u Anticipation of seasonal requirements aind preTeation of damage
or deterioration before ©xtensiTe repairs or replaeeaents 'te
come ndcessar™r*
W ' laspeetion and reports on ‘baildiags and equipsent to *® mais™
/... tainted and prciffipt. repairB.or replac eafes*.
<% Statistical recording of repairs and replacements by Tjuilding
or unit, together with dstixoates of fa™are repairs needed as a
basis for requisition and srapply*
d* fire preveatlon, operation™ and safety ins ruction ©f residents
in order to prerent damage and thus avoid repair>
3* Dae to var needs a&d national shortages essential materials9
difficulties in obtaining necessary aateriala and parts for repair will co»*
stantly iacrease* A Irniber shortage uast te anticipated* lails are now mider
priorities and will 7B more euid more difficm It to obtain* Brass# copper,
bronze, steel* and other metal parts for repair or construction already are
practically impossiMe to obtain*
I It is the responsibility of each project director to inaure that
the residents of his relocation center conserve in ©very manner possible the

"buildinge and material now furnished use* "but never aTmse, the facilities of



the caap? meport* without ddlciy dasage* "breakage* and deterioration ro-*
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quiriiag repair** as well as conditions Xifeely cs-use s"cbh. damage* Vr~akagd*
or deterioratioa* further, the Project Director, by personal inspectioii and
inspections ©y his staff, must be Informed of the cdnditioB of his center and
the equipment and utilities therein. And finally, the Project Bireetor must
p6Y8 B&IXy OT@ry HCA'HIrO© p3stct*icsld® to Ins'Qird til© siipply of rOpatir
material and parts withia his center i* adequate and that substitutes for «s-
sentlal war materials are txaed*

4# Bach Project Director will designate one resident of eaca "block

- . - , & N
of Ms reiocaU” center to>e assigned the tep siMUty for daily isaift

tenaace of tke Imildings of his T)I ck. [lhis person will work directly nnder
the Buildings and “rotuods Superintendent. He will make daily minor repairs
witBin his capaTuility. and report to thiO Btiildiags and G-rcoiuis Superiiatend“iat
rét)&ir8 which, lie is 'HilalEb & aiafe®* H4 sli0QiN pE€U?ticux&rly &8.1X dowii loosO
tar paper* repair stripping and roofs* replace fire guards» laaintaln Tmildlag
firt» eaui”aients and Inspect for fire hazards* This pisrson will responsible
fQY the wrapping and pi’cfedcfeion sill pipes ajad faUrCcts "Eh8 bt&q, 0Oi
big Islock in order to prevent freezing. He should also carry on as second
priority & "bailding improvement program* Performance of th4s6 duties sho"oXd
k ¢ sidered in a de/ty status <5ia<8sified at fclie rate of $1 per leoiitfe*
fhe Baildlugs and “roiands Superintendent, under the Project Direct”
or, will 'te responsible fortasuring that all pipes aaA faacets within the re-

location center are suitably protected against freezing. These precautions

ist ''e taken well in advance of the advent of cold veattier*



6» Snow removal details soist be pz*oTided* especially in connectios.
with roofs of slight pitch or dout>le/"miildings with two ridges.

7* Attention is directed to the necessity for an adequate supply
of coal or other fael well or to the winter months*

8* Fire hazard inspection *by members of the lire Department should
be made at I~.st weeikiy daring the opening of the center* and at least
monthly thea?«after» Replacement of buildings destroyed ty fir©O will te siost
diffictiXt and every effort sraet ''e mde to reduce fire hassards.

9, Building inspections I>»y members of the Maintenance Staff should
1>e aadO at least wOOkly during the opening of Uie center* and at least aiontb-
ly tlierea’ter* fhere should also be an iaspectioi” imedlately after a storm
or high wind* Estimates for materials should he prepared as t© the immediate
a d future Jiseds.,. aad es”erience :tE@blds madee It should 'O Ik>me in mlad
that i~ction, accomplish two principal results; they determine what has
or has not Tseeil do&6» and whetiier the repairs have bBOes. e&tisféctory*
also diseloce what needs to be done, and what materials are necessary.

10* Director, War Eelocation Authority* desires that reports on
aiai.ntenaBC9 programs fee sisulo ©ach. Project Director* thread regional head-*
quarter#» quarterly, eoffimencing Septeiaber and that iaforiBatioii as to the

state of maintenance of the 13Mlldlers and. facilities /be 1aeluded in the re-

port
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nmtkm Xa «taiti<»i t© Preset W«rdlioixse» N mi f#lloviiig
or «etlaB- U bs Mwlgiwd « vtorrtioow «r cp««* for e
tli« «t«rii™ of «ai property tliat «r« Wtag u»«d dally sad la l«r »
BdUmtiim toetlon Worfci
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TIst#«i 99 imMmmm«111 b« uatar th« adbrialsterstlw «apMrri®lon 9f th* or
eecMoft «od wetnr tlw teeimSeml sapMrrisiQn ef Property Control «aa Witr"KOOM
Seetloa. 1%y Ule ftll ti o 7o et t» by rspreewtstivee of

rr jy~oiagiaiiLCTr AN A
All gevemaro* property* lj 1 I« ] e«» lubbA 1 aai
la to b« for* Tiw ta* property U tl»« I*rop«r™r
Coxxtroi «aA WurdioiiM sal of thl« se«tloa b» imA« a beod™dl,
— n”~Uam -r. thor 1

Pr f#rt~M» for tlw pisrpoM of fttooimtahili“r# vill b# dlvld«d Isto four «ljuiMi«
7h Aurt . * ’ N

km @ 9pad !'e property (otlittr a hanA tool.» pcrMiua «gitlpMnt.
and ftac«i #qpftipHiSt)
B» IsaA tools mi pesvmiftl «<|ui]M»iit
G« Fla»d .
Facp_alfINJ# prop it

M eaRt«3»iiity f«r Class A prop™e will mnmdA in th» Fro~wfty Control «M

e S«et™oa «od jparchwirty nill hm iuwmd to th» fwrioo« dITt«l<mi «»Xy
on a nmorftBdim ba«lt* Tlai o®wr qUuimc «f *re™r™r will b« Is««i«d to
divitmi «ai Freptr™r aoi INp~Misim S#otleii 'will b« r«likinO4 «P

th«r«f«r upon itMtaaM*
oe pmsioxm?* soomi

All proptrtf* to «4M r throu”™ tlw Proj«ot Pr«p«rtgf Control rwa”™a> «ad b« t«lU«d*
la th» Pr«|»«t tkla for* will b# prufd in tdw oricIMd aai %m
«ople« « &V Il he 4i«trlil>uM| *mfftlIM t

le Ortslaal and om ~ipy t& Fropnrt™f Control*
2*  Osw Copjr r»t*la«i
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ui firan DMLAl1ss $tos*dboiM9 311> fT4»| r«d la
NiintiMlick«W and ment be reut«l to A Frepcrtjr Costrel W it
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on rM«lpt of ti e by tlw I¥0pwty Costal JSaHt
tbsyviH b# mmAmMA t» (1)iliftt an m"
lidti 12g ofl™«r Lift* _i # ntquisitlcH® sal (2)
«tor«ii ttM le «t«t«A «id th«
& laiIMUL m t e«9an cyajbol is tistowu
Aft«r |riel3en# «aA rhos™iag* arl”bml a»
eo 11 b« forward to wurtioiiMiim  r laka u
Th« Mooad niH «!#«rl|r ladtiof™ tls» 4*te of flttlay la

Pr«p«rty CaB%rol r««9sA« aai «111 bt tmnme™A mt tbs ! ee of
AUy ta Cost AoeoantiBC "si% I» twogpart <if th« Psily
3r«e ry MUomw. rr» ISUHmM

?h» this™t «03y «&I1 b« r«talz»»d in * poadlas fil« uzitll th»
origlaal i« rgtowwd froa fttrohoow*

Tte mkouc wii Ul is O tbit HKt«rlas d pH««, niiag
e origIsMCl «ai cm o fy wi  ~le adiipmit. ?k» drigliiftX wilt
be I 4 o> SMr*ls»ep”™» r«tnnai4 to manvkmwm
meA i"moom to tfea Frcp»rty C«nfcrol 1&dt* "« ttr™i oofy will

M oa|Mtity tii» ghlpm” mMma dipping tl«I»t«

mr»kow t» y»tlT» xi«B*iag"NaftAbl» profNirlsr ftmt FroJ rt
fmm WSA«ES»
Tlii_ f«m U pr pr«i la ripli it*.
OrigiIMtl med iuplimim to Profrty C«nr«l.*
TripU _t« to Blrinimtl
W YSh8anm 9@ ks«p Stm»« B««ord C«rd *10$ 8i «H ~cpead«I»l#
Whm ttmm r«cpiliitiaMit a aotatloa will mMd« 1o tlw
181» e
If thi* itm i« ft r««rd«r rad it is t“tmdaad FMNIIpt thftt tI”
h&«< ehoafiiNI# sotation ~icmld bm d«l A XMW MO~
prmpmsnAm
Hh«a th» lt«K« fNmiTtd* thifyvin b« b tlic r«o«1™«d
eol~Ki*

tb» JU« d «Qlcm 11 W po«t#d d<dI7 fMi1 <« IUsrial Uvium*

ntw HA euld b« frtfAfuroi far «*ok ohui®e in wait prle« for th«
mm |t«aB*

on
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6. 0lt wtiiod 9t tmmumsm ~ ksuM Imi fAtlowid*
OlTlcl«a&l NflAM ts evVip Frowgrty MOWA Cesad WIKN an #11
19 fthmm o«ris 4101114 bm m « | ft*ordiag to tffm «T
preperigr* thMMi eMPS* thomn i#s«riFtdmr ~.ili
mek at mspt™"X metfomtn, laotor raiw rt* «t«*
e frep~rty shall «eoslat of *1X «f adur™l#

I« sot elmwMA as hand tools* ptrwmftl «gnijaOa™» >
aot b«@ne m pmttasixt ptart a stmeteire.

S CUm Nipnnxt Ny #i«li uad«r umMKI
mmigB hhmm m lasi™nritf of «t l«ast »» fmr a Tal™tion of «t
l«kMt | 6*00*
BITivloa™l wt™ioommhi to l«« * «xp«Bdfl™"2« property for on ZsraaM
fiek~t fem Li ARARARARS ft ] '
tm nim tmm «ill pr«»ar<Oi in
fe Q1 eo fvili be fcnmx~Mvd to « &ivl i C/ct €ksle»
8* Th» €r|s||»t «LIt b« plftoad i» a poaftii® fllc« At th# | «e of
e I ifill forwuni tke e Kxt«riLl I<MraflVik
?l<istt to &iTl«iai Chief ftor sigimissre*
4. ~il» fora vlILl b» «st«aa«a tasA posM t« 10ni Stores
CaaNU"p
8¢ Kk Ust of I»licid»ftl9 «mttaris«i t# fWMIvtt
mA «@pf>X"Mi frtm ihm etwrtum— illissM Imi th« sttsrelteeNipwr
ilikKd v

vardbooiM to immm mmr-mt®"mAMLmM pre”*cHy ineludissg hand tools fora

U ?hi« foraviU Iw pe&ard la s ori“Una sal on* e— *

Zj Ocl™iswh. will b« filed mt th» *%0or*h ttw« until Ym tools vte rmtvsmtA
XA wpf g~rm to the for- Miu

S* Tko «l0 uit«r« of th« ptrma rw”mlrix® t&« prop”tjf b« ototaijwd
at tls» of t«sw*
e fh« ator«Ze«wr td Il the to th« f»r«m iribm th« todls «r«

r«timMi to tii* &wmhmsm*
Dltlslim | Property ffl«® to pr9p«r« Dally 3»r«At«r3r BalwM ?«m WSA-tll*

1« fAs» «111 b« E)rvflml g
$e Tint orlsSaia «iU % forwri«l to < 0 A4 Kstlng dte fl»»%

tiw dITliioii etor«lioii«© and 990mA copy, supported by eo”les
KfeMrlil |ssuiohmi TIMaitc* «11X b« irtrfealjVM tiwi Slrisifiii OwH» Clerk4



trmxtmt \mtmm dlIrislosts or of grogrty to Pr®j»ot Hur«)iouM to b# by fom

<m t™Nu

1* Thi« tmn will Inp pr«pitr™ In «n orisi»Kl aat tbr»e «epi«9.

2. tl_erlgiai®l idalle leee N e *N*p U * U b« nat
lik« PrefNNrt Control S«otiaa far «p{»n»fftl of Hm transfer.
e Th« Properly Ccmtrol S«etiaa will retain I*«t o«fy la * p«adi»g fll#
4" fk» €riesml aadl tm 9 pi»9 Vv Il be retunMft to i"Hi taltl*tl»c dI™rinNoei
and tr«Bsf«r o«n Imi
6. Tlik tipiatir* of pftrty «131 be tadnad N # ostlslUnll

ko& nieemivd tm th« Prepwrty C«ntrol S««ti tt.

ee fim Pyop”riy CoafeoX Sadlo>i vill i~mk tlilxift to timi
JA\ Cot% X~it *ft«r ~Ing $rte«d*

T Thitr iiia«  Till (1V) ontt ©fy. aai * r«UiUiia« iTi*i
will hmp one 9&py* Both dITIsimi should formrd their copy to
towt Cl'rle prior to filiag”

$v. “tonuButfwm vitliaut tted Bpps*®@fel <€ ti_ Preperty Cealyol
willlhi ite T««pmdLbiUtY of 41risiett r«kXM”ag  wtofty «ed
ilrim im b« h«]d tyoeoustviil™*
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JU Authorization to sign requisitions

1« The chief of each opgfating division will furnish the Property Control
Unit and the-Procu}eﬁé;l Officer, in writing! the names-and signa-
tures of sny person authorized to requisition property for that
division* All pfopertjr will be charged to Chief of Section, Yo may

in turn issue it to employees®under his direction bv use of memorandum
receipt#
B* Persons authorized to receive -pro-perty
1* Hequisitions will bo presented to Property Control Unit for determin-
ing iIf items are in stock and for processing* Tho requisitions will
"0 forwarded or taken from property Control to the Storekeeper who
will deliver property to any individual presenting a roquisition

sigaod Tjy an author! zod person*

O Tvop~tion of tho roaul sition

1 . The roquisition \fill "o prepared by thr ® ratin” Division in original
aad throo copies, in accordauco v/ith tho following Instractionsj
(Rofor to sample WHA-7) *
(1) Jor cost accounting pfarpdsos oach Oprrs,ting account® ntunbor in
accordance with Adraiiaistrativo Instruction !"o* 2 of SoptomUor
3, 1902* divisional "broakdown assigned to oach division
should bo usod as a prefix in numbering requisitions; for

oxamplo, Administrative division roquisitions will bo numborod,

AB-1, A3V2, AD-3» tc» Profix identification for tho Divisions

wm, f. " (]
is as follows*



PD Projoct Diroctor

*APD AssH project Director
PA Projoct Attornoy

PW Public Works

PR Brojoat Reports

m War Works

GE Community Entorpriso,..""
TS Transportation & Supply
PC . Property Control Soction
EH Eraplojnnont & Housing

CS Community Sorvico

HL Health Soction

ED Education Soction

AD AcLmini strat ivo

71 Pinanco Soction

Procuromont Sogtion
Porso™nol Section

Date issued

Bolivoiy instructions should o as explicit as possiblo.
Signature must To th?t of a person duij® approvod by tho Division
Chief to sign rog uisitions*

Items should I “rura."borad consocutivolv, beginning- v/itH ITo# 1
Descriptions should bo comploto onough to permit roadyidoirbi-
fications? for oxanplo, !Shovolsn is not sufflciontj: spocifv tyjpo, **
as »Sh vols, L. H. R. P.& ="
Hero indicate (for material and supply items) tho activity

to "o chargod, following tho broakdovm on tho attachocT schodulo
of cost accounts; for oxamplo, items intondod to bo*usod in tho
ropaii* of buildings should "o codod UI0, }o appropris/to account
for Maintonanco of buildings and grounds. In tho ovont tha.t

natorials or supplies roquostod ero not clearly chergoablo to

any of tho suggostocl accounts, loavo tho spaco "blank and noto

e . .. & r . / n: e e .
at thn foot of tho roauisition titom ITo» for fl,
» . oN w o . .. "

to indicate purpose*



(3 Solf-oxplanatory
(9 nea.l «B z*n «Gr %x otc*
(10) Requisitioning division will | avc this column Bialik.
(11) Blarfc
(12) Proportjr Control tinit mu3t approvo as to availability boforo
requisition can bo fillod.
(13) Solf-oxplsnatory
(V) Signaturo of person rocoiving proporty
(15) Justification or uso
Distribution
(@ Original and throe copios to Proporty Control Unit for
procossing* Aftor proc 3Ging original and thron copies will To
forw~rdod "hy Proporty Soction to Storokoopor for Issuing.
(b) #Ond apfjr rotalnod in pending filo of requisitioning division*
"Onion skin may bn utilizod for this copy*
Issuing Procoduro — -
1* Bxpondablo and non-ozponda®blo proporty
(@ If 1tems rngtiisitionod aro in stock, tho following iIs required
In tho ovont tho individual prosonting or calling for materials
and supplies r*qulsitlonod is not authoriznd to rocoivo tho
natnripls, tho third copy v;ill ' rncoiptod by tMs individual
and hold V tho Proporty Control Unit until original copy is
rocoiptod by roquisitionlng officor and rot*um.od to Proporty

Control Unit#
() If only part of tho itoas can bo issuod from stock Proporty

Control Unit will



1 . 15010to i .a: not ip. st.ock from . rigi:ipl and turn ow'r to
Storokoopor who vrill socuro rdcoiptlon for i1tems

, . dolivorod. re

2 Doloto itoms isnxiod from copy and forward to Procuronont
officor for purchaoco. Purchaso order or purchs.so requi-
sition will bo cross roforoiicod to fiold robui$ition.

3* Purch@so Ordor issued from rnguisition will also show tho
roquisitioning officorj for oxeanplo, War Rnlocation Authority
(Or. !Duffy)* All clolivorios must bo rocoivod bjr tho hoad
Storokoopor or clnarod through his offico# Ko W/ill thoa chargo
out &1l me;tn.rials by viso of en issue s-lip* “

IT all 1toms on roquioition must bo ptirctasod, Property
Control Unit vill forvrard copy of tf fioXd rog\iioitioii
to Procufomont Officer and filo origiiial. Second copy will
bo roturnod to roquislti iain® bffloor to show/ action™ tslcon*
< Ton-porary and Bocurrlag Issuos Of Non-SxnondaT)lo Property
It is not nocossary to uso tho regular traasfnr procodtiro. doscrilDod
abovo for tninporarjr or rocurring issues end returns of proporty. Hand
tools, for 3alipl™, aro often roquirnd on short aotico, and. crov/s
using such tools may v/ish to roturn th”n to th* warohouso. nsch
night for s"Jfokooping* For such cas”s, applicabin. fom is to
A)0 usod and will bo proparod by tho storokoopor, Issues of this
naturn. aro to "o nado onlj® to persons authorized to rncoivo proport
Colonists* Proporty In Stors™o?

yoldnrs with nano ond caso nanlinr will 'to naintainod. for oejch

individual or fsnil7 who has property storod in Colonists* v/aro~

housos™ On withdrawa-Is Monorandun Rocoipt will "m propoxod and



3,

ovacun *s sigaatm”o o"btain d«. Thosn v/ill bo filnd in Colonist”s
folder. No postings roauirod,
Rottiras to thn Vfex“houso
All property for* return to th® warliouso v/ill bo trkon tip directly
with th™ hoad Bt T ko =T who will issuo erndit nnmorDndtsn- covofing
return of the i1tons to the warohouso# Tim storokonpor will-ch™ck in
the property, sign all copins of the credit nonorand®un, dclivcy*
original to onployoo and two cor>i s to tho hoad of the property
control soctiOii.
Pr T) rtv jsstianco to Colonists
Issuanco of proporty to colonists v;ill bo through tho offico of ljto
Block Manager, Vo v/111 sign for tho rocolpt aad vrill bo rosponsfblo
for all proporty dclivorod to his *bl ck* All requisitions proparod
>y "biock nanagors V/ill 'to approved *oy tho Bnploynnnt and Housing
Division. Hoquisitions will to nun“borcd in th ir ros]?octivo iDlock
8 ri B of iiuribors 'y tho “lock Managoy ro™n“un*borod in tho

EnpXoyncnt and Housing Divisioa sorios of nunbnrs”®

?) ) h */ ~C -if
Mark V. RadeXiffo
Transportation & fficor

October 22, 1972
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