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Jane 26* 1942

MEMORANDUM TO: Department Heads
UROHi 
SUBJECT :

Wade W. Head, Project Director 
Election of Temporary Community Council

A Temporary Community Council v/ill "be elected at Poston, Ariz. 
on July 21, 1942 pursuant to regulations which will "be issued 
by me ♦

The Temporary Council shall consist o f  one representative 
from each block whose duty will be "cooperating with the 
project staff in facilitating and supervising the participa­
tion of the inhabitants of his block in all community func­
tions and in the application to his block of all administra­
tive regulations and policies."

The Temporary Council shall hold meetings not less than once 
weekly* It shall make recommendations- "with reference to any 
matter relating to health, welfare, recreation, education, and 
any other matter of internal administration,"

Although at first the function of this body Will be advisory ̂ 
the permanent Council which v/ill evolve as a result of the ex­
periment will afford the evacuees "the greatest possible lati­
tude in forming and administering democratic institutions by 
which the various community services will bo carried on*" The 
Temporary Community Council will be of important educational 
value to the project staff and the evacuees themselves in the 
organization and processes of self-government and will servo 
only until plans arc completed for a pormanoht Council.

Successful self-government at Poston will depend to a large 
extent on the cooperation of the entire project staff. There­
fore, each department head should make every effort to fam­
iliarize the Temporary Community Council with the work of his 
department *

The quotations arc from "Memorandum from War Relocation Authority,
Washington, D*C., June 5, 1942."
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ALL DIVISION HEADS

FRCM: W # Wad© H©ad, Project Dlrector

SUBJECTï Train Ing Replacement Employées 
DATE: July 21, 1942

The Bureau of the Budget has specified that the teaching 
staff of schools In the Relocation Centers must Include 
as many as possible of the Japanese who have been gradu­
ated from colleges, Borne 50 employees, at present work­
ing in various capacities, f 11 Into the above category#

On August 3, a training course for prospective teachers 
will be opened, and all Japanese who are to work In the 
Poston schools are obligated to attend. For each of 
these present employees an apprentice will b© appointed, 
and during the period between now and August 3, the 
present employee will train the apprentice to take over 
the job.

The sympathetic and understanding cooperation of all 
Division Heads In this necessary replacement program 
is solicited.

W.Wade Head 
Project Director
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MiMOHABDUM TO DIVISION HMDS*

Will you please notify all ©saployees of your division that there 

will be a meeting of all employees tonight at 7*30 p.m* in the 
personnel dining roots,

Wr* ¿ohn Collier, Commissioner of Indian Affairs, will be the 

guest speaker and everyone is cordially invited to attend*

tot Gelvin 
Svans 
hmpie 
Findley 
Carey 
Leighton 
Bupkey 
Saas '
Burge
Crawford
Tickers

Project Director
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UNITED STATES
DEPARTMENT OF THE INTERIOR 

INDIAN FIELD SERVICE 
COLORADO RIVER WAR RELOCATION PROJECT 

POSTON, ARIZONA

Circular Letter No, 6 September 7, 1942

TO: All Department Heads, Division Heads

Based upon my observation of the internal operation 
of the three units of Poston from an administrative point 
of view, I am of the opinion that the Police Department 
is a definite administrative responsibility.

Several factors have made it Impractical for this 
department to be included among the activities operating 
under the heading of Community Services, as was previously 
contemplated,

I have therefore determined that the Police Department 
in each unit shall bo directly responsible to the Project 
Director; responsible to him, however, through the Admini 
trator of the unit in v/hich the department operates, Thu 
each unit will have a separate police force with a Police 
Chief in charge of that force.

Each Chief and the force under his command will 
operate under the immediate supervision of the respective , 
unit Administrators, who will act for the Project Director 
in all matters affecting the internal policing of the 
throe units.

Wáde Hettd/ 
Project Director

(593)
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September 16, 1942

MEMORANDUM TO THE STAFF

FROM: WADE HEAD, PROJECT DIRECTOR

SUBJECT: ORGANIZATION OF THE DIVISION OF EMPLOYMENT

1. Mr. Vernon R. Kennedy, formerly Deputy State Labor Com­
missioner for California, has been appointed Director of Em­
ployment at Poston^ Mr* Kennedy will have full charge of all 
activities of theEmployment Division and will report directly 
to the Project Director. A description of the duties and 
responsibilities of the Employment Director is attached hereto 
for the information of all staff members.

2. The Division of Employment under Mr. KennedyTs direction
is responsible for developing and putting into effect a unified 
system of placement, employment'relations, merit procedures, 
fair employment practice, wages, working conditions, and in 
cooperation with the Education Department, a program of vocation­
al training.

3. Within the Employment Division there is established a 
Placement Section and a Statistical Section. These will
be headed respectively by a Placement Officer and a Registrar, 
both of whom will be immediately responsible to Mr. Kennedy as 
Director of Employment. The Statistical Section will be re­
sponsible for compiling and tabulating the Individual Records 
(Form WRA-26), maintaining employment records, and preparing 
statistical reports for the Project Director and for Regional 
and Washington Offices.

4. Effective immediately, all job placements must be made from 
referrals by the Employment Office (Placement Section). Wide 
latitude will be given the various Division in the selection 
and hiring of specialized employees but no worker may be placed 
on the payroll without a Notice of Assignment issued by the 
Employment Office.

3* The Employment Division is responsible for recruitment and 
selection of workers for outside employment, both temporary 
and permanent,

6. Under the direction of the Project Director, the Employment 
Division shall be guided by uniform national policies an em­
ployment established by the Director of the War Relocation 
Authority. Administration Instruction No. 27, containing a 
comprehensive statement of national employment policy is at­
tached hereto.

W. Wade Head 
Project Director(719)



WAR RELOCATION AUTHORITY 
WASHINGTON

September 1, 1942 

ADMINISTRATIVE INSTRUCTION NO. 27

Subject: Employment and Compensation

\ y  jy
I. Basic Policies \

\J
A. All employment both within and outside the relocation 

centers shall be voluntary* Evacuees shall be free 
within the limitations of the War Relocation Authority 
Leave and Furlough Regulations to accept employment 
outside the relocation centers. It is the policy of — ■ 
the Authority that evacuees shall be employed in all 
administrative positions within relocation centers ex­
cept the principal staff positions.

B. It is the responsibility of the Authority to provide 
subsistence for all evacuees who are not free to leave 
relocation centers* Subsistence is defined for the 
purposes of this instruction as food, housing, medical 
care, and elementary and high school education*

C. Compensation in cash, and clothing allowances, as
distinct from subsistence, shall be considered as com­
pensation for work, and shall be paid only to those 
who work, excepting that certain classes of persons are 
eligible to receive public assistance grants as pro- 
vided for in Administrative Instruction No. 25*

D. Complementary to the policy of providing cash com­
pensation and clothing allowances for those who work,
a system of cash payments and clothing allowances shall 
be provided for those who are involuntarily unemployed. 
(See Section VII of this Instruction.)

E. Employment programs should provide ample opportunity 
for training and advancement. Training should be vi­
gorously developed, both on the job and in the schools, 
and oriented toward (a)1 developing the skills needed 
for project operation, and (b) equipping the worker to 
secure jobs outside the relocation centers.

II. The War Relocation Work Corps and the Order of Merit

A. The President established the War Relocation Work 
Corps by Executive Order No. 9102. The Work Corps 
was designed to place in the hands of the evacuees
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an instrument of organization understood by the American 
people, and an organization which can focus attention on 
work for the public good and will give recognition to 
evacuees*'

B. Each evacuee, upon first being assigned to a job, shall 
become thereby enlisted in the War Relocation Work Corps« 
Earlier instructions and procedures on enlistment in the 
Work Corps are hereby modified accordingly. Upon the 
completion of three months’ employment, if his conduct 
and the quality and quantity of his work for that period 
are certified to the Project Director as outstanding by 
the Merit Rating Board, an evacuee may be cited by the 
Project Director for special recognition and be made a 
member of the Order of Merit which is hereby established 
as a unit within the War Relocation Work Corps.- The Merit 
Rating Board may recommend that such merit recognition 
shall be withdrawn, for cause, and the Project Director 
may, upon such recommendation, terminate the membership
of an evacuee in the Order of Merit.

C. Preferential consideration shall be given to members of 
the Order of Merit in connection with leaves for private 
employment, assignment to preferred types of employment 
within the relocation center, promotion to supervisory 
positions, and in such other matters as the Project Dir­
ector may consider appropriate, in recognition of the 
superior initiative, efficiencey, leadership and loyalty 
of evacuees who achieve membership in the Order of Merit.

III. Merit Rating Board

A. There shall be on each relocation center a Merit Rating 
Board of seven members, appointed by the Community Council. 
Members of the Administrative Staff may serve on the Board 
if requested to do so by the Community Council. This 
Board may be assigned a full-time evacuee secretary.

B. The Merit Rating Board shall develop and install a simple 
work report to be made periodically by each superivisor 
for members of the Work Corps working under his direction. 
This work report shall cover quality of work, quantity of 
work, and conduct. (Attitude, punctuality, loyalty to 
the United States, etc. shall be considered as part of 
conduct.)

C. The Merit Rating Board shall constantly seek all proper
work incentives by planning awards and recognition and 

may make appropriate recommendations, from time to time, 
to the Project Director.

IV* Compensation and Work Rules

A. Compensation in cash at the rate of $12, $16, and $19 per 
month shall be paid to those evacuees employed by the War

(721)
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Relocation Authority and these employed in consumer 
or WRA-operated producer enterprises operating with­
in relocation centers, according to the following 
schedules :

1* Group I: $12.00 per month. This shall be an 
"Entrance rate", and shall apply to new workers, 
trainees, partially qualified workers and appren­
tices. Everyone in this group shall work under 
the immediate supervision of a more experienced 
worker. This rate shall not apply to common labor 
on simple tasks requiring hard physical work. Pro­
motion to a higher group shall be upon recommen­
dation of the employeeTs Section Head, when app 
proved by the Project Employment Officer*

2. Group H r  $16 per month. This group shall in­
clude all evacuees not included in Groups I and 
III, and is expected to include the majority of 
the evacuees*

3. Group III: $19 per month. This group shall in­
clude complex or responsible jobs requiring for 
their proper execution considerable formal train­
ing, or experience of such scope and character as 
to be equivalent to such training. These include:

a. lobs involving responsible supervision of the 
work of other employees.

b. Positions on the project chart in grades CPC-7, 
SP-6, CAF-5, P-1, and higher.

$. Jobs requiring professional training.

d. Jobs making an exceptional contribution to 
project operation, entailing extremely hard 
work essential to the Welfare and morale of 
large numbers of people, or which involve ex­
ceptional skills.

B. The classification of individual jobs within the three 
groups will be provided for in schedules to be approved 
by the Director. Jobs not listed in such schedules 
shall be classified by the Project Director with the 
advice of the Project Employment Officer in the same 
groups as similar jobs so listed.

C. j The cash compensation of an evacuee employee for a^
monthly pay period shall be established at a rate in 
which he was classified at the beginning of the pay 
period. A change in classification shall become ef­
fective only at the beginning of the p^y period fol­
lowing the date of reclassification.

(722)
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V.

(723)

For purposes of calculating deductions under Paragraph 
IV F, and for any other purpose for which it becomes- 
necessary to calculate compensation on a daily basis, 
the rate per day shall be the monthly rate divided by

1. Workers employed on a full-time basis on regular 
work projects shall be considered in continuous 
monthly employment, provided that they report for 
duty as requested by their immediate supervisor 
and that all absences are accounted for by having 
been officially excused. Upon temporary or per­
manent cessation of a work project, the jobs shall 
be terminated and the workers made available for 
reassignment.

2. Merely reporting to the Placement Office for work, 
without assignment to a specific job, shall not 
entitle the evacuee to compensation for work.

Where any evacuee employee fails to report for duty 
for reasons other than illness without having been 
excused for cause by his immediate supervisor, he shall 
be liable to discharge or to deduction of three days* 
pay, or both. In addition, he shall not be entitled 

to pay for the days of unauthorized absence. Such an 
employee shall have the right to appeal to the Fair 
Practice Committee from any action taken under this 
paragraph.

Hours of Work

A. The work week for evacuees shall be the same as for 
administrative employees. Unless the nature of the 
specific work requires other arrangements, the working 
hours shall ordinarily be:

From 8:00 a. m. to 12 Noon and from 1:00 p.m. to 5:00 
p.m.

on week days.

From 8:00 a.m. to 12 Noon on Saturdays.

B. The Project Director shall have authority to require a 
longer work week, or work at other hours, or both, 
when the nature of the work, in his judgment, so re­
quires.

C. When at the direction of their Section Head workers 
are employed in excess of the standard work week under 
the authority conferred in the preceding paragraph, 
they shall be entitled to compensatory leave. The 
worker may elect the date or dates of such compensa­
tory leave with the approval of the Section Head, pro-

D.

. E.



-5~

B.

G »

vided that any compensatory leave must be taken prior 
to termination of the job.

This section shall not be construed to prevent the em­
ployment of workers on a part-time basis. No employee 
who is assigned to work more than the equivalent of 
twenty-8-hour work days in any month shall be considered 
to be employed on a part-time basis. Part-time em­
ployees shall be paid on a daily basis at the following ,

1 Employment Practice Procedure

Fair employment practice procedure shall be established 
at each relocation center, in accordance with the provi­
sions of this instruction, to enable workers who feel 
that they have received unjust treatment to obtain a 
hearing. This procedure relates only to complaints re­
garding employment, working rules, and employment com­
pensation.

There shall be a Fair Practice Committee at each center 
composed of not more than seven members of the Work 
Corps. Members of the committee shall be elected by 
members of the Work Corps, for a six month term. At 
least one committee member shall be elected from each 
of the following occupational groups: Agricultural 
employees, professional employees, industrial employees, 
and mess employees.

The Committee shall elect its Chairman, who shall be 
designated as ’’Fair Practice Chairman” and who shall 
devote full time to the job and be compensated by the 
War Relocation Authority as a member of Croup III. He 
shall conduct investigations of all cases coming to 
his attention and shall keep records of the activity 
of the Committee, which records shall be open to in­
spection by anyone concerned.

Any evacuee employee may report in writing any employ­
ment complaint to the Fair Practice Committee or to 
any of its members. The Fair Practice Chairman shall 
investigate and, by consultations with the parties con­
cerned, seek to effect a satisfactory solution. If 
such solution is not promptly secured, he shall present 
the case to a meeting of the Fair Practice Committee, 
which shall arrive at an opinion on the validity of 
the complaint and shall authorize the Fair Practice 
Chairman to^the Project Employment Officer for his

rates:

Group I 
Group II 
Group III

JUiw ̂
(724)



action# Appeal may be taken from the action of the 
Employment Officer to the Project Director, whose 
decision shall be final,

* Ohemployment Compensation

A, Those evacuees involuntarily unemployed may, upon ap­
plication, receive unemployment compensation, which
is intended to cover minimum essentials for themselves 
and their dependents. A Person unemployed through his 
own refusal to work, or who has been discharged for 
cause, shall not be considered to be involuntarily un­
employed.

B. Any evacuee involuntarily unemployed may apply to the 
Division of Employment and Housing for unemployment 
Compensation. The Division shall certify the facts of 
unemployment and family status, and forward the appli­
cation tothB-^oject Director. Upon approval of the 
application by tîî^^cpject Director, unemployment • com­
pensation Shall be pardrrto^the head of the family, ac­
cording to the following monthly^ schedule:

C. For purposes of determining unemployment compensation 
payments, a person’s age shall be computed as of his 
nearest birthday at the beginning of the fiscal year, 
and this age shall apply throughout the ensuing fiscal 
year.

• Clothing Allowances

A. In addition to the compensation paid in cash, each em­
ployed evacuee and those eligible for unemployment com­
pensation, shall also receive a supplementary allowance 
for clothing, for himself and each of his dependents. 
Clothing allowances shall be in the form of script, 
redeemable at the community stores.

B. An evacuee shall be eligible for a clothing allowance 
at the end of each monthly pay period, if he has been 
employed or eligible for unemployment compensation 
during àt least 15 days of the preceding month.

C. Where there is more than one employee in a family, the 
clothing allowances for all dependent members of the 
family shall be paid only to the family head. Dis­
charges, or deductions from compensation made under 
paragraph IV F of this instruction, against any em­
ployed member of a family other than the family head, 
shall not affect the clothing allowances to which mem­
bers of the family other than such employee are en-

Unemployed jaetif (18 and over) 
Unemployed woman (18 and over) 
Depeptdent child (13 to 17, inclusive) 
Dependent child under 13

!» 4.25 
82.50 $1.50
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titlecU
D, The following schedule for clothing allowances shall 

apply to the Tule Lake, Minidoka, Heart Mountain, 
Central Utah, Manzanar, and Granada relocation centers:

Persons 16 yrs. of age or over 
Persons 8 to 16 yrs. of age 
Persons under 8 yrs. of age

Annually Monthly 
$457o6 13.75
39.00 3.25
27.00 2.25

E„ Tho following schedule for clothing allowances shall 
apply to the Colorado River, Gila River, Rohwer, and 
Jerome relocation centers:
uhX

*sons^vl6 yrs* of ag/\br ovoé\
--- L to yrs/ of ag/ '

^íd^r 8\¿pe. ojNaáe

t  ■
Annually
$4ÍlOÜ

^ 2 4 . 0 © ^

Monthly

3
Hr; 00

In addition to the clothing allowances, special uni­
forms shall be issued free of charge to the following 
persons: Cooks, mess personnel, doctors, nurses, and
police and fire department personnel, in those cases 
where the wearing of uniforms is required by the 

Authority. Also, special work clothing, such as rubber 
boots, welding gloves and masks, etc., shall be issued 
free of charge, where their use is so required.

IX. Employment in Consumer Enterprises
Standard cash compensation and clothing allowances shall be 
required to be paid by consumer enterprises to their em­
ployees, on the same basis as these are paid to War Reloca­
tion Authority evacuee employees. Subsistence shall be fur­
nished workers in consumer enterprises and their dependents 
by the War Relocation Authority,£until such time as the con­
sumer enterprises are determined by the Project Director 
to be financially able to assume these obligations.

X. Private Employment
A. Evacuees who accept private employment and reside

outside the relocation center, may retain all earnings 
received, but shall forfeit for the period of such em­
ployment any right to share in the distribution of the 
’♦Evacuee Trust Fund” which may be provided for under this 
instruction. Such evacuees and their dependents, if 
any, shall not be eligible for the period of such em­
ployment to receive any compensation or allowances from 
the War Relocation Authority except that any of their 
dependents who remain within the Relocation Center shall 
be entitled to subsistence.

.(726)
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B. The Project Director shall secure the recommendations of 

the Community Council as to whether evacuees who ac­
cept private employment and reside within the relo­
cation center shall be permitted to retain all wages 
after repaying to the War Relocation Authority the
cost of subsistence for themselves and their depen­
dents, or shall be required to deposit their excess 
wages in an Evacuee Trust Fund. The Community Council 
shall be asked to indicate which of the following pro­
posed procedures should be adopted:

1. Such employees shall retain all wages, and shall 
be required to repay to the War Relocation 
Authority the cost of their subsistence and of 
such of their dependents as remain within the 
center; or

2. Such employees shall be required to deposit in a 
special fund, to be known as the "Evacuee Trust 
Fund", to be held by three trustees chosen by 
the members of the Work Corps, in trust for these 
persons who are entitled to share in the distri­
bution of the Fund, an amount equal to the dif­
ference between their actual wages and the sum of 
the cash compensation and clothing allowances 
which they would receive if employed by the War 
Relocation Authority on similar work, with the 
understanding that the profits of all evacuee- 
operat'ed industrial enterprises producing goods 
for sale outside relocation centers will also be 
deposited in such Fund, and that all members of 
the Work Corps shall be entitled to share, in peri­
odic disbursements, in the proceeds of such Fund, 
in proportion to their work classification under 
Section IV of this instruction; or

3. Such other procedure as the Community Council may 
wish to recommend,

C. In considering the alternatives stated in the preceding 
section, the Community Council may secure for its 
guidance information as to the preferences of the eva­
cuees by holding public hearings or otherwise, and may 
arrange a special election on this question. If such 
an election is held, only members of the Work Corps 
shall be eligible to vote and the voters shall be asked 
to indicate their preference among the possibilities 
stated in the preceding section.

D. Each Project Director shall report to the appropriate
Regional Director the choice of the Community Council •
among the alternatives listed in Subsection B of this 
Section, and the results of any special election that
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may have been held pursuant to Subsection C of this Section. 
Thereafter, the Director will issue supplementary instructions 
to govern assistance to the evacuees in establishing and ad­
ministering the Evacuee Trust Fund on those relocation centers 
where such Fund is to be established.

D. S. Myer 

Director

/
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October 15, 1942

MEMORANDUM TO: Department Heads

SUBJECT: USE OF TERMS "JAPANESE” , "GAMP" , AND "INTERNMENT"

The words we use in correspondence, in reports and-in con­
versation with the evacuees, exercise a great deal of influence 
in determining the attitude of the evacuees and of the American 
public toward the activities of Poston and she entire War Re­
location Authority. It is, therefore, distinctly worthwhile for 
employees of Poston to make an effort to avoid using certain 
terms that are misleading and inappropriate.

It is inaccurate to refer to the persons who have been eva­
cuated from the West Coast as "Japanese". The Japanese are the 
people who live in Japan. The persons who have been evacuated 
from the West Coast are people of Japanese ancestry^' but they 
are not "Japanese" in all cases. With a few exceptions, they 
have come to the United States because they want to live here 
and two-thirds of them are citizens of the United States.

It is even more objectionable of course, to refer to the 
evacuees as "Japs". They do not like that word; nor would you 
if you were an American of Japanese ancestry. "Japs" means the 
subjects of the Japanese Emperor, and living in Japan.

The Term "Camp" when used to refer to Poston is likewise 
objectionable. It leads people to confuse Poston as administered 
by the Indian Service and War Relocation Authority with the de­
tention camps and internment camps administered by other agencies. 
It is suggested that you use the term Poston I, Poston II, Poston 
III.

The evacuees are not "internees". They have not been "in­
terned". Internees are people who have been individually sus­
pected of being dangerous to the internal security of the Unitdd 
States, who have been ordered confined in Internment Camps ad­
ministered by the Army. In no sense of the word, is Poston an 
Internment Camp.

In lieu of the misleading, quest ion~begging and emotion 
laden terms as "Japanese", "Japs", "Camps", and "Internees", 
employees of the War Relocation Authority in Poston should refer 
to the persons who have been evacuated from the West Coast to 
Poston as evacuees; and to the Project as a relocation center.
The term "resident" of Poston is, of course, also acceptable.

I should appreciate your calling the contents of this 
memorandum to the attention of the members of your staff and 
insisting that they use the terms outlined herein* ^

Project Director

(920)



COLORADO RIVER WAR RELOCATION PROJECT
Piston, Arizona 
October 17, 1942

Memorandum t®: Division Heads

Your attention is called to the provisions of Administrative 
Instructions No, 27, Section VIII~F, which reads as follows:

F. In addition to the clothing allowances, 
special uniforms shall be issued free of 
charge to the following persons: Cooks, 
mess personnel, doctors, nurses, and po­
lice and fire department personnel, in 
those cases where the wearing of uniforms 
iS required by the Authority. Also^ 
special work clothing, such as rubber 
boots, welding gloves and masks, etc.* 
shall be issued free of charge, where 
their use is so required«

Division heads are requested to give consideration to the 
need of various employees for items of work clothing. If 
any doubt exists as to whether the Authority requires Cer­
tain types of clothing to be used by the employees the mat­
ter should be taken up with the Director or the Associate 
Director of the Project.
Purchase requests should be initiated covering the procure** 
ment of necessary items at the earliest practicable date.
If provision has not already been made in the Budget %f 
the particular division involved the matter should be taken 
up with Mr*. A. W. Empie, Chief Administrative Officer, o? 
Mr. Cecil C; Edwards, Principal Accountant and Auditor.

W. Wade Head, 
Project Director



Colorado River War Relocation Project 
Poston« Arizona 
Ootober 19* 19̂ 42

MEMORANDUM TO DIVISION CHIEFS.

This memorandum is merely a re—statement of policy which 

was made upon the appointment of ^r. Ralph Gelvin as 

Associate Director of this project« and is herewith being 

re-stated now in order that the new people arriving may be 

so informed.
I have delegated Mr. Gelvin, as Associate Project Director, 

with exactly the same authority and responsibility I hold 

as the Director of this project. You can, at any time, 

discuss any of the problems or policies with him and the 

decisions made by him shall be final*

/
/ ■ *

W. WADE HEAD 
project Director.

WWHjhj
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November 3» 1942

MEMORANDUM TO: All Department Heads

Mr. Norris James will be responsible for the pre­
paration of all reports as instructed under Ad­
ministrative Instruction No. 57* It Is requested 
that each department oooperate with him to the 
fullest extent to make this report a success.

Project Director
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COLORADO RIVER WAR RELOCATION PROJECT 
POSTON, ARIZONA 
Nov. 17, 19U2

MEMORANDUM TO: All Department Heads 

FROM: W. WADE HEAD

This i s vto advise that Mr. Gelvin and myself m i l  be 

absent from the project for a period of four days, 

during which time, Mr. John.Evans will be Acting Project 

Director.

W. Wade Head 
Project Director

hj
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COLORADO RIVER WAR RELOCATION PROJECT 
POSTON, ARIZONA 
DEC. 23, 1942

MEMORANDUM TO DIVISION HEADS.
Effective December 15, 1942, the Regional Office was discon­
tinued and the personnel transferred to the War Relocation 
Authority in Washington, D. G. .
Project Directors have been instructed that they will be 
responsible to the Director rather than to the Regional^Director 
All project correspondence formerly directed to the Regional 
Office will be directed to Washington, with the exception 
of the following:

1. Requests for Military travel permits,

2. Inquiries regarding deferred evacuees.

3. Correspondence regarding evacuee property 
and possessions.

4. Requests for transportation of evacuee 
household goods.

5. Correspondence regarding the procurement
of subsistence supplies (until the establish­
ment of the mess operations section in Wash­
ington) .

6. Certain other minor matters.
Letters and■telegrams received in the Regional office after 
December 15, from the projects, and which require an answer, 
will be forwarded to Washington for reply, if time will per­
mit or unless the subject matter is of an extremely routine 
nature. Where time will not permit or where the subject or 
the correspondence is a matter of little consequence, the di­
vision chief concerned in this office may reply to the Project 
Director, However, this is only a temporary arrangement and 
future instructions will be issued from the Washington Ori ice.

*A11 correspondence going to the San Francisco Office^at present 
should be addressed to llarvoy M. Goverley-, Acting Regional
Director.

fUjUif /// i
Ralph M. Gelvin 
Acting Project Director

(1369Ï



COLORADO RIVER WAR RELOCATION PROJECT 
POST ¿il, ARIZONA

March 1, 1943

MEMORANDUM TO: ALL DIVISION HEADS AND BRANCH CRIEES

Effective March 1 the procurement Division has been auth­
orized to process procurement requests limited to food­
stuffs, hospital supplies, materials, and equipment, ras- 
oline and oil, emergency repair parts, and other emergency 
purchases essential to the continued operation of the" 
Project, purchase requests issued pursuant to a priority 
issued by the War Production Board v/ill also be processed 
If otherwise in keeping with approved programs. All other 
purchase requests v/ill be held pending the liquidation of 
obligations heretofore Incurred in the operation of the 
project.

This action is brought about by the fact that a great 
number of obligations are still unliquidated and many 
vendors have refused to render further services or enter 
into an agreement to furnish this Project additional sup­
plies, materials, or equip :.e:\.t pending payment of past- 
due accounts. in order tc bring the work of the Fiscal 
Division and Routing and Audit Division to a current sta­
tus, Division Heads and French Chiefs will be expected to 
cooperate with the Administra tive Branch to the extent of 
transferring temporarily for the necessary length of time 
persons best qualified to assist the various sections In 
completing all work involved In the liquidation of project 
obligations•

persons who a re considered best qualified to assist the 
Administra tive Branch should be referred to Mr. Empie 
for interview a n d  appropriate discussions with the Div­
ision Heads of the Administrative Branch,

your complete cooperation In this program is necessary to 
the further operation of the project and v/ill hasten the 
date when additional procurement can be undertaken.

(2018)



War Relocation Authority 
Colorado River War Relocation Project 

Poston, Arizona

March 10, 1943

MEMORANDUM:. Poston Workers and 
Department Heads

FROM: W. Wade Head
Project Director

Effective today all workers must give their department 
heads at least one week’s notice before changing jobs* 
This applies to changes from one department to another 
within the Project as well as for workers'planning to 
work in the Camouflage Net Factory. Department heads 
are authorized to refuse job releases unless this 
notice is given.

This procedure in no way interferes with the worker’s 
right to select his own job in any department in the 
Project or in the Camouflage Net Factory, This is a 
right that all workers have.

Notice of intention of quitting is a courtesy long 
recognized in employment and 1 am sure that all 
employees will see the fairness of it and will cooperate 
willingly and cheerfully.

SO tint no misunderstanding may arise, I suggest that 
notice of intention to change jobs be given the Depart­
ment Heads in writing by the workers.

W. Wade Head 
Project' Director

WRK:MK

(2126)



COLORADO RIVER WAR RELOCATION PROJECT 
POSTON. ARIZONA

¡March 18, 1943

MEMORANDUM TO: DIVISION HEADS, BRANCH CHIEFS, AND OTHER
APPOINTED PERSONNEL

You are no doubt aware that March 1943 has been designated by 
the Amei>ican National Red Cross as the month during which the 
Red Cross War Fund Campaign is to be launched and carried through 
to successful conclusion» You no doubt are also aware of the 
fact that the local Chapter of the American Red Cross has been 
organized for the past six months and has rendered a very fine 
and necessary service to the community of Poston Units I, 11^ ■ 
and H i .
The Local chapter, headed by Mr. Aijiro Takahashi, Chairman,and 
Mr. R. J. Takeda, Secretary, operates in exactly the same man­
ner as any local Chapter under the direction of the National 
headquarters. Local activities sponsored by the poston Chapter 
include Disaster Preparedness and Relief, Home Nursing Courses, 
First Aid and Water Safety Courses, Accident Prevention, Junior 
Red Cross Work, public Health and Sanitation, Volunteer' Special 
Services, and other activities vital 'to the welfare of the com­
munity. As you no doubt recall, the Red Cross took a very active 
and whole-hearted Interest in the recent traffic problems and 
regulations•
The following data are shown to Indicate the unusual importance 
of this campaign during 1943 in light of presen c v/orld conditions

(1) Half of the money collected last year by the Red 
Cross was spent on services to the armed force's.

(2) The Red Cross has expended 165,769,853 on relief 
to war-torn countries, helping 20,000,000 people 
in the united States, Asia, and Africa.

(3) There were 172 disasters last year on which the 
National Red Cross spent gl,500,000 without any 
appeal for funds. r

(4) one-half million surgical dressings each month 
are made by Red Cross volunteers.

(5) The administrative expenses of.the National Red 
Cross were 2.88% last year.

In his message regarding the War . Fund", Chairman Norman H* Davis 
of the'National Red Cross Headquarters stated :

(2185)



’’The obligations of the American Red cross are al­
ways heavy. In a world at war, the grimmest one of 
history, these obligations are almost overwhelming. 
They shall hot become' so. The American people, their 
Red Cross, fulfill their obligations.

’’These obligations of the Red Cross are imposed by the 
Congress of the united States,■ Moreover, they devolve 
uniquely upon the Red Cross because of international 
treaty, Executive Orders., Army and Navy regulations. 
Out of decades of experience, the Red Cross can cope 
with them effectively and efficiently as the Red Cross 
always'has, to the extent that support and Cooperation 
Is "feiven By The people.” .

I have sta ted in behalf of the appointed personnel that members 
of the Project organization, including appointed personnel of all 
Divisions, should.be given an opportunity to: join the Red Cross 
this year and contribute to the War Fund. For purposes of car­
rying on the campaign, the heads of each Division and the Branch 
Chiefs of the project are hereby designated to act in the capacity 
of campaign workers, or "salesmen,11 In o.rdcr that there may be 
no misunderstanding as to the persons designated, the Heads of 
the various- Divisions and pranch Chiefs are listed as follows;
Engineering Branch; v

R. H« Rupkey, Chief Engineer
E. L. Decker, Irrigation Engineer
D. R. Bowman, utility and operation and Maintenance Supt.
Co A. Popkin, Building Construction Engineer 
H. Ao Short, superintendent of Construction 
Lyle F. Warnock, Road Engineer
Lo Mo Armstrong, Superintendent' of" Subjugation

Community, services Branch;
Miss Nell Findley, chief of Community Services
Dr. John W. Powell, Director of Community welfare and

Activities
Dr. A« Pressman, Director of Healbh and sanitation 
Dr . Miles E. Cary,. Director of Education

Agriculture and industries Branch;
Ho A« Mathiesen, .Chief of Agriculture and industries 
R. Go Fister, Chief of Community Enterprises 
Wo C* Sharp, Chief of the Agricultural Division

Administrative Branch;
Ao W. Empie, Chief Administrative Officer
Clair So Brereton, Chief of Mails, Files, and Communications 
Co Ho Smith, personnel Officer 
J. W. Shepard, Fiscal officer

2
(2186)



P*

0 INSTRUCTIONS 
AMERICAN RED

TO DIVISION HEAD* 
CROSS WORKERS IN

(1) Secure from the Personnel 
list of all apjJointed per 
to insure that no one is

TI ; V 11 V.KIERb
AR FUND l

Mr o C- H\J-L- -J---- L. W  -L ^  1.14- O ' 1 1 °  tw» U J . J .
sonne1 within your Division 
overlooked!

(2) Circulate throughout the Division copies of the pam­
phlet entitled "GIVE11 containing information relative 
to Red Cross activities*

(3) Be sure you have a sufficient supply of forms for your 
use in soliciting contributions from the appointed 
personnel of your Division, Including p o m  1824, Con­
tribute^» List] porn 1828, Certificate of Membership] 
lapel tags and window stickers*

’jf
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Administrative Branch (Continued)
Re W. Gribbens, Procurement officer
P« M» Haverland, Supply and Transportation-officer
C. E. Snelson, chief project steward

Project pirectorjs office;
Leonard L« Nelson, Executive Assistant

These persons will be responsible for seeing. to it that each ap­
pointed employee within their particular part of the organization 
is interviewed and has been given an opportunity to join in this 
important campaign.
One of the important things to remember this year is that ordin­
arily to join the Red Cross it is necess ary to contribute only 
the amount of f>1.00. This year, however, with the conditions 
such as they are it is important that each member contribute as 
much as possible, and with this in mind the divisional workers 
are encouraged to remind .respective members that Red Cross needs 
this year far exceed those of any other year in the history of 
the organization.

It is requested that each Division Head and Branch Chief immed­
iately consult with Fr. A* P« Empie, Chief Administrative officer, 
for the purpose oi securing rec uired materials in carrying on 
the^campaign, together with instructions as to procedure and dis­
position of money collected. please give this matter your whole­
hearted cooperation and make every attempt to conduct a successful 
campaign insofar as the appointed personnel of this project is 
concerned.

Ralph Ko Ge1vin 
Acting project Director

(2187)
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Colorado River War Relocation Project 
Poston, Arizona

April 22, 1943

TO ALL BRANCH CHIEFS AND DIVISION HEADS:

In anticipation of the imminent departure of 
Mr. John G. Evans who is leaving the Colorado River 
War Relocation Project for service in another govern­
ment agency, I am appointing Mr. L. L. Nelson to the 
position of Unit Administrator of Poston I.

Effective today all documents, requisitions, and 
other papers which formerly required Mr. Evans' sig­
nature for authorization will bear the signature of 
Mr. Nelson.

I feel sure that Mr. Nelson can count on the full 
support and cooperation of.the entire administrative 
staff in the performance of his new duties.

Project Director

(2535)





COLORADO K i m  WAH feshocAtiai? fi<©dSCT 
Felton, Artsons

ay 1?, 1943

» ® i  ffls All Division Heads

FHGfll« W • Wad# Head, Ptdjwt direst or 

^reparation of Priority Application Formsi H H i f «

Administrative instruction Ho, ^ r e v i s e d  a# of April 38, 1843, 
Section 3, Paragraph B, states as fellows t

"1’̂  Project Director shall dasinnate one of his 
staff t© he responsible for the preparation of 
all Pi>t0Of®. This person shall tnake a oareful 
study of all pertinent War Production Hoard 
instructions, arrange with the State Office of 
the Board to inform him of changes in instruc­
tions and maintain a file of all Pt)-3CX)®& pre­
pared and approved, if® must be thoroughly 
familiar with all the restrictions of 
Limitation Order L—41« Ail the leleoation 
Centers nm  have copies of this Order,*

1 have designated *%>, S.® B* Parnell, Associate Engineer, a® the 
person responsible for the - preparation of all FD-20Q*g,
Will you pleas© see that all such forms are made through him*

W® Wadi Head 
Project. hirooter

kt



Colorado River War Relocation Project 
Poston, Arizona

Memo To: All Division Heads and Employees
From: W. Wade Head, Project Director• .
Date: July 1, 1943

Your attention is directed to the use of the telephone service on 
the Project. Since the installation of the new switchboards the 
number of telephone calls to be handled has more than tripled.
The Poston I exchange has 12 trunk lines: 3 long distance; 3 
Parker and 3 each to Units II and III. In addition there are 80 
stations on the board and this does not include all the telephones 
on party lines* During business hours it is not unusual for from 
23 to 40 calls to come in per minute. These are both long distance 
and local calls. There are only 13 pairs of cords on this board and 
it takes one pair to complete each call« Obviously the calls come 
in faster than an operator can possibly handle them, Also, as 
happens increasingly often, all cords are engaged and it is im­
possible for the operator to answer an incoming call until a call 
in progress is completed«. There is only one wray this condition 
can be relieved and that is to reduce the number of telephone calls 
being made*

None of the telephones on the Project are here for personal or 
social calls. The only calls to be made over these phones are 
those pertaining to project business. Some offices are abusing 
the use of their telephones by holding long and unnecessary con­
versations thereby preventing other, possibly urgent, calls from 
being completed. Each person, both appointed personnel.and evacuees 
is therefore requested:

(l) To make every effort to reduce the number of telephones 
calls from his respective office.

(2) To limit all calls to project business only.

(3) To make his conversation as brief as reasonably 
possible.

W« Wade Head, 
Project Director

CSB;c
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This office lias been notified that 

rates were increased 20 percent and that

effective July 1st, 

our appropriations

all telegran 

do not contain

any increase allotments to cover additional costs for communications. This 

means locally that much of the telegrams now being sent must necessarily 

in the future be done through correspondence. It is believed that most of

the business now being done through telegram can be handled just as well 

by letter. It is noticed that many departments have formed a habit

of sending a wire rather than writing a letter because it is much more simple. 

In the future no telegrams will be approved by this office if it is felt 

that a letter will serve the same purpose.

HéàcL
Pro^€tl Hir e ct o r

(3381)
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COLORADO RIVER WAR RELOCATION PROJECT 
POSTON, ARIZONA

July 21, I9U3

.ORAI'Dilli TO:

FROlIï

Each Unit AdLh.nl st rat or, Division Head, Branch. Chief, 
Block lianager, and Council

W. Wade Head, Project Director

Hr« Gelvin and I will be av/ay fro: -, the project for approxi lately 

one week« Hr. Horis Burge.» Unit Adroini strator of Poston 3 will he 

Acting Project Director during our absence. I am. sure that you can 

depend upon him with full cooperation and he will be left with full 

atrhhority as director.

yf, W a L  
Protect Director

J Z  ' 7 ; Q ‘
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Memorandum to • All Branch Chiefs , Piv.isien 1-eao.s ano. Soc cion ’"ee.g. s

Effective July 31 the total work force of this project râll hev *reduced 10/°.
At the meeting of the Joint Manpower Comission held Friday, July 
16, the following suggestions were offered as a mid-rice to depart­
ment heads for selecting the persons to he terminated-

1. Their lack of ability to perform their duties and 
their- inexperience on the', job. Consideration should 
"be given to cheerful, Tilling.'and qualified workers.

2. hersons who have, not been giving full attention to 
their jobs, who have not worked their allotted time, 
and who do not seem, to have any appreciation for.the 
work they are doing.

3. Thenever possible, no family "should be left without 
one wage earner within the family. *-nenever pram • 
tical, family heads should be retained.

4. , When the above suggestions have been followed atten­
tion should be given to seniority of workers "’ith.in , 
the section.

5. hen it is necessary to make a reduction of a number 
of workers it might be possible to arrange some sort 
of a shift method of employment, i.e., one groiiw of 
workers could be employed for one month and then, 
laid off and the second group of -.workers mi ght be 
employed for the same period, rotatin'" shifts sc that 
all persons receive e-gual attention*

6. Then the above suggestions do not sesm adequate, at
the discretion of the section head a straw ballot 
could be taken to determine those persons to be ter­
minated. :_L?; - p

Subject• Termination of Evacuee Employees

mf

( 3401)



COLORADO RIY3R WAR RELOCATION PROJECT 
Poston, Arizona 
# July 30 , 1943

Memorandum to: Unit Administrators, Units 1, % &
Unit Leave Offices, Units 1, 2 & 3 
Mr. W. 'Jade Head Mr. Ralph Urennen
Mr. Ralph Ore Ivin Mr* Roy Yoshida
Mr. J. ,Gr. Hunter Block #15 .Manager
Block Managers Supervisor

Subject: Former Arizona Residents

Tiiis memorandum is to clarify the confusion regarding .the status of 
former Arizona residents.
PRESENT STATUS. On March 23 Mr. Myer announced that former Arizona 
residents from areas outside of the reduced military zones "’ithin tha 
state of Arizona were free to leave this project and return to their-, 
homes or go elsewhere throughout the United States, excluding the Wes­
tern Defense Command ares. Therefore, all of -these former residents 

* are eligible to leave this project. However, if they remain in the 
project they are bound by all the rules and regulations pertaining, to 
any other evacuee resident of the Colorado River Jar Relocation -pro­
ject.
INDIIglhll'TE LEAVE. When a former Arizona resident wishes to leavo this 
project on a permanent basis he will be given an-identification release
in the form of a letter.
SHORT TERM LEAVE STATUS. When it is necessary for a. former'Arizona 
resident to leave this project for a trip of limited duration it will 
be necessary for him to make application through his Unit Leave/ Office 
on the usual short term application form. This will be handled the 
same as any other short term leave application and pemission will be 
granted or denied at the discretion of the Iroject Director.

HE TURN REGULATIONS. When a former Arizona resident leaves this project 
under the indefinite leave release he is eligible to return under the 
following two categories:

Visits. He shall be permitted to return to the project on 
application to the -¡-Project Director for a period not exceed­
ing seven days. This period may be extended at the discretion - 
of the Project Director. During the period of his visit he 
shall be charged, at the rate of 200 per meal and 200 per night

(3450)



for housing* Should he stay *;iith members of the family during 
the time of his visit on the project, his housing charge mill 
be waived*

with full privileges and all limitations as such. If the appli­
cant returns to the project before permission is granted, he 
shall be carried as -e. visitor and is liable for charges until 
such time permission is granted* .Should the Project Director 
grant this permission the letter of identification, release must 
be returned for cancellation.

Application for re-entry may. be made either directly to thè Project 
Director or through a relocation officer for transmission to thé Pro­
ject Director.

Moris Burge /
Acting Project Director



Colorado River War Relocation Project 
Poston, Arizona
August 6, 1943

KmiORAHDIJM TO: All Division Heads 
SUBJECT: Mimeographing

For the next six weeks, the segregation 
program will involve a large amount of mimeograph­
ing. During this period of time, please do not 
request any mimeographing work to he done that is 
not absolutely essential. It is anticipated that 
the segregation program will take up all the time 
and facilities of the Mimeographing Department.

Please inform all employees of your staff 
so that there will be no unnecessary requests for 
mimeographing work.

RMOrfo
cc: Miss Brereton 

¿-Mr. Hmpie 
Mr. Rupkey 
Mr. Sharp 
Mr. Knutson 
Dr. Powell 
Dr. Harris 
Dr. Pressman 
Mr. Belt 
Mr. Zimmerman 
Unit Administ] 
Mr. Haas

W. Wade Head 
Project Director

/ C H I E F  ADM. 
f f l OFFICERREC’D AUS l i ’43'NOTED( POSTEDFW’D M L u

FISCALO FFICER
REC'D
NOTEDPOSTED,
iFW’D



Colorado River War Relocation Project 
Poston, Arizona

August 1943

MEMORANDUM TO: All Division and

You may be called upon frequently during the next few weeks to 
provide supplies for use in the Segregation program now under 
way. Principle items which may be involved are those of office 
supplies, stationery, office equipment, etc. Mr. Moris Burge, 
Officer in charge of Segregation, will call upon the Procurement 
Office to secure supplies, materials and equipment. The Procure­
ment Office, in turn, may be required to call upon the Divisions 
and Sections to transfer various items immediately, pending de­
livery from outside sources to the Project,
Every effort must be made to cooperate fully with the Procurement 
Office in this regard in order not to delay the Segregation Pro­
gram which has No. 1 priority over all other project requirements 
Your close cooperation in this regard is of paramount importance.

M

APPROVEDi / 4 f /. , Sr- W. Wadé Head
Project Director

A* W. Empie /
Chief Administrative Officer

(3490)



> 4 ^ COLORADO RIVER WAR RELOCATION PROJECT 
POSTON, ARIZONA .- 0

August 6, 1943

MEMORANDUM TO: A H  Division and Section Heads

FROMs W. Wade Head, Froject Director

SUBJECT: Segregation Program

The segregation program is now under way and it will he

necessary to call upon all Divisions f ̂ r assistance,, Work in 

connection with this program will have priority over all other 

activities, .

operation of the program in all three camps. The headquarters 

of the segregation staff will he Room 4$, Administration Building, 

Poston 1, The phone number is 162.,

Will you please give Mr. Burge and his staff 

every ©ossible cooperation*

Moris Burge has been appointed to take charge of the

¥• Wade Head 
Project Director

(3484)



COLORADO RIVER WAR RELOCATION PROJECT 
POSTON, ARIZONA

September 10,1943

IEM0RA1TDTJM FOR DIVISION TEALS

FROM Mr*• »-J• Wade Hoad, Project Director

The last phase of the Segregation Program is now 
underway*. It will involve considerable work in Crating 
and moving evacuees’ household ¿pods and bogy;;re, .aid 
transportation of the evacuees who are leaving. This 
will mean that the Segregation Program will be making 
urgent calls On almost all divisions for both personnel 
and equipment, including carpenter tools and trucks*

I have already stated that this work will have 
priority over all other project business for the period 
of segregation* Will you please meet all demands that 
are made on you and your staff and give this work your 
full cooperation*

(3644$



Mr» Empie
Colcdfco River Via? Relocation Projectg* 

Poston* Arizona ^
October 1»

MEMO TOi Bfcaff Member*
SOBJlCtt Acting Project Director

this is to advise you that 
Liters and wires should be 
Project Director*

gp* Gelvin has returned to the project# 
prepared for his signature as Acting

Dorothy Sfcevick 
Secretary to Mr* Head



Poston, Arizona

October 2, 1943

Memorandum to: All Branch Chiefs

As you are well aware, the departure of the segregees to Tule 
Bake will have a very disruptive effect on the employment situation.
In addition to this, there'are many job openings not filled at all. 
finally, we must reduce numerous positions to come within the over­
all quota set by the instructions from Dillon S. Myer. Immediately 
following segregation, the I&nployment Division will make a detailed 
review of the entire employment situation and take the necessary 
steps to try to adjust the situation.

Peeling that this condition gives us an opportunity for improve­
ment in the employment situation, it has been recommended by the 
Committee on Employment that all terminations and assignments be 
reduced to a minimum, effective October 1st, and remain in effect 
until October 15. Many evacuees are changing jobs and this is quite 
disruptive to the established program. While we do not wish to freeze 
employment completely, feeling that this would be too drastic a measure 
I am requesting that all branch chiefs and their assistants give 
serious thought to this natter and make an earnest effort to reduce 
employment turn-over until such time that we can establish satisfac­
tory standards for the improvement of project employment. Your co­
operation in this regard will be greatly appreciated.

In order to assist you in deciding whether terminations and 
assignments should be made, it will be necessary to have the speci­
fic approval of the employment department on all such transactions 
during October 1 to 15. The unit employment offices have been instr­
ucted not to honor any termination or assignment orders unless per­
sonally signed by the branch chief and approved by Mr. Giles L. 
Zimmerman, Chief of Employment, or Mr. Edward Nossoff, Assistant 
Chief of Employment.

Acting ^reject Erector



COLORADO RIVER WAR RELOCATION 1ROJBCT 
Poston Two, Arizona

NovemM

Memorandum to: All Division Heads

ubjeet: RA Form 21

«Under the provisions of the newlAdmlnistrative Manual 
and Finance Handbook, all Timekeeping functions are being 
decentralized to the Division, and hereafter, it will be the 
prime function of the Division heads, to'keep time records, 
complete time cards at the end of each payroll period and 
prepare cost summaries for each group of time -cards* To 
this end the full resources of the Cost Accounting Unit will 
be available to assist each Division in establishing its 
int e riial proce dure.

WRA form 21, Notice, of Assignment, will be used by each 
division to cheek time cards for workers* eligibility to re­
ceive pay* In this respect it is essential that each division 
have a complete file of Notices of Assignment* To assist 
the division in establishing this complete fild, it is hereby 
requested that each division submit to my office, no later 
than November 5, 1943, all Notices of Assignment in their' 
possession, with proper titles and rates of pay indicated*
It would be desirable to havt? these notices submitted In 
geographical groups, such as the subjugation crew, school 
construction crew, warehouse crew, etc.

.‘..After these groups of Notices of Assignment have been 
received, they will be reconciled with the file maintained 
in Cost Accounting, All missing notices will be replaced 
by this of Tice and all Irregularities will be straightened 
out «a ;.. ;■ ■ ■■' '■ ■ ■ . 'A yf.f' ''■■■. ■■ A ; . , yv

bith the full cooperation of each division it isjhopad 
that we will have this job completed and the division^ilea 
returned by November 15, 1943* Complete instructions covering 
the timekeeping procedure will be issued at that time*

The cooperatlonpf everyone concerned is earnestly solicit

§■','W:
W & Q X o n  t w o  Admini stravor



■ rïorado River War Relocation Fr 
Postai, Arizona

'^Éct

November 23, 1943

MEMORANDUM TO: ALL Division & Section Heads

FROM: John W. Powell, Acting Chief, Community Management Division

SUBJECT : Issuance of Clothing

There is a surplus stock of Army clothing in various sizes available in the 
warehouses on this Project* Under our instructions, they can be issued only 
to individual workers as personal clothing and the cost deducted from their 
clothing allowance.

Appointed Personnel Section Heads must execute warehouse requisitions for the 
clothing required by workers in their departments. These requisitions will 
then come to my office for approval. After clothing is secured from the ware­
house, issuance is to be made to each individual upon execution of a W. R. A. 
Clothing Issue Receipt signed by the recipient in quadruplicate* These 
should be routed as follows*

a* Original to Family Welfare Section which enters the deduction 
against the clothing allowance.

b. Duplicate to the Property Control Officer to credit the account 
to the Section Head.

c* Triplicate to the Section Head to whom the clothing is charged 
by the Warehouse*

d* Quadruplicate to be kept by the individual to whom the clothing 
is issued.

If Receipt Form is not signed and distributed as requested here, the charge 
for the clothing will stand against the account of the Section Head based 
on the executed Warehouse requisition, therefore, attached is a supply of 
these Receipts to be kept on hand and their proper distribution and execu­
tion cannot be too highly emphasized. This will also serve to advise the 
Warehouse that requisitions f>r clothing shall be issued over my signature 
pnly*

John W* Powell
Acting Chief, Community Management

(3970)
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Colorado Rtror ítslooafeion Pre^^Hb 
Posto»* Árisoim

ftmatwr É§g I9I#

»  TOi BIVUIOW K A M  

' CTtfMts Aötiag Project director

Ä** »»à I w ill fe# aar&y froga tb s project for s«vc ral days,
ab»«*##, startin g íYid*y, 2fev««¿b*r Ä s  itr» Morls Surjo w ill 
Aotiag Project Director*

£hr« Mr* 3urg# pour utaaost «ooporatica tââ assistane#*

la our 
serve as

Ralph M*' Gclyi»
Associât# Froje«! Director



Colorado River war Relocation Project 
Postons Ansona {(

December 17'¡> 1343

Memorandum to* Ail acmiinistru.tive'Heads branch Ghieis 
ctxio. niocw. ¿.a .n,«Wju>a. s

.Subjects Shortage ui Fuel Oil

Duo. to a shortage ox ho. 1 Fuel Oil 'which will exist be 
tween now and the First oi January, it is imperative 
that the consumption oi _uol o n  in heating stoves be 
cut bp one-third.

You are hereby urged to caution and advise everyone 
within your jurisdiction to mare u, serious attempt to 
conserve in the use ox xuei oil*

*,r/ / - h u i
| A t * liatLe Head/ 

Project Director
/



is 4 i

Colorado River Relocation Project 
Poston, Arizona

January 1, 1944

MEMORANDUM TOs All Division and Section Head:

FROM: Project Director

Effective today, all supplies, eq uipment and materials now on 
the'Project, purchased for various activities, are hereby released for
general Project distribution.

This property shall be available to any activity if Requisition. 
Form 5-720, adequately justified, is submitted direct to the Property 
Control and Warehouse Office, located in Administration Building Ho. 4.

Division heads who have previously ordered certain supplies 
materials for specific projects, however, may establish a reserve supply
by the following method*

1, Submit a requisition for supplies required for the first 
quarter of 1944 on or before January 15, 1944.

2* The requisition must include a statement as to whether sup­
plies were purchased on priority, for project approved by 
the W.P.B., the approximate date required, and the state­
ment in the left hand margin ’’RESERVED".

3, Requisitions submitted will be registered and reviewed for
action requested. All other property remaining on the Center 
will be available for filling routine requisitions.

This action is necessary to the operation of WRA Property Control 
and Warehousing procedures.

/ / /Li*
/ W. Wade Head

Project Director



Colorado River Relocation Project 
Poston, Arizona

January 1, 1944

INSTRUCTIONS FOR PREPARATION OF REQUISITIONS

Effective January 1, 1944

Requisitions for materials, supplies or equipment to be drawn from ware­
houses shall first be submitted to the Property Control and Warehousing 
Office located in Administration Building No. 4 for inspection, posting 
and numbering. After numbering it will be forwarded to the warehouseman 
for filling. If it is for materials, supplies or equipment to be purchased, 
this same requisition will be forwarded to the Procurement Office by 
Property Control for purchasing. One requisition form will be used for 
two purposes. 1. Vifarehouse issues* 2. Purchases.

Your particular attention is called to the following information which 
must be shown on the requisition:

Any requisition presented that does not have the above information cannot 
be approved by the Property Control and Warehousing Office for completion. 
Requisition Form No* 5-720 will be prepared in sextuplet* To do this, it 
will be necessary that three tissue copies be prepared along with the 
three printed forms. It is impossible to prepare six legible copies by 
pencil or pen and ink. It therefore becomes mandatory that requisitions be 
prepared by typevfriter. All requisitions will be presented to the Property 
Control and Warehousing Office, regardless of the location of the materials

1. Name of activity
2. Cost account symbol
3. Complete description of article(s) ordered
4. Justification for use of the article(s)

APPROVED

desired

Finance Officer

Acting Assistant Project Director
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# #
Colorado River 'Jar Relocation Project 

Poston, Arizona

January 18, IS44

MEMO TO: All Division and Section Heads 

FROM :• J. Shepard, Finance Officer

The gradual revision of procedure in regard to timekeeping has another 
step to be made before the revised system is completed. The timesheets, as 
were submitted for December by section groups,and alphabetical order were 
very satisfactory, however, the step now to be erecured is the actual 
preparation of the timesheets by each of these various Sections at the 
beginning of each Month, under the supervision and with the assistance of 
the Divisional Cost Accountants. Only these timesheets will be mads for 
those carried at that tine. Timesheets for employees hired subsequently7', 
or received through transfer during the month will bo made .by the Cost 
Accounting Unit* Each Section should have, by this time, their hotice of 
Assignments in proper order, ie: I f i .Q Q  class alphabetically and 16.00 
class alphabetically, and timesheets should be prepared and submitted 
from them, in the 19 and 16 dollar order,... .

After the thus sheets have beer, completed for the month they should 
be sorted by7” Cost Account ¿lumbers, and the Forms 195 prepared, Uhen 
these have been balanced, the timesheets are to be alphabetized by 19 
and 16 dollar order for submission to the Cost Accounting Office, with 
the Forms 195 to cover,

It is the desire of the Regional Disbursing Office that payrolls be 
completed in the vicinity7" of 200 names, therefore, the grouping of each 
section and preparation of Forms 195 must be made tc cover groups that 
will be included in one payroll.

The preparation of timesheets will be made by the Sections, effect­
ive February7- 1, 1944, covering: the worm to be performed during the month of 
February,

T. D. Culbertson 
Cost Accountant

' T h  j

J, W. Shepard 
Finance Officer

(4l£ô)



sS^lorado Elver Relocation Center 
Poston, Arisons

Mr. iavid French 
Community analyst

J anu&ry 24, 1944

MniiOEAMDUtt TQi All Division Heads &■'Section Heads

Sirns of uniform design with the proper designation are being placed on all 
offices* A directory of offices will shortly be placed in the entrance of 
the Administration Building, fill you please see that no other signs are 
placed in the corridors without first clearing through me.
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Colorad© River Relocation Center 
. Poston, Arizona

February 23? 1944

MEMO TO: Division and Section Heads 

SUBJECT: Relocation Program

In recent conversations with members of the staff, I have 

gained the impression that they are, not in agreement with all 

existing relocation policies and methods.

Since relocation plays so large a part in the Authority’s 

program I believe that all staff members, including those who may 

not be directly connected with relocation, should feel free to offer 

advice and suggestions for the improvement of the program. I believe, 

also, that those staff members who have by reason of long service at 

Poston or other centers acquired insight into the problems created 

by evacuation and life in the centers, are peculiarly .fitted to offer 

constructive criticism of present policies and practices.

Mr. Burge and I expect■to be in Washington early in March and 

I should like to take with me an expression of the views of interested 

staff members. Rill you please see that your suggestions are in my 

hands not later than February 29 „

Duncan Mills
Acting Project Director

RONOLOGICAL
(-'19



! r. l 'o ris Purge 
De nut Pro n

COLORADO RIVER RELOCATION CENTER 
POSTON, ARIZONA.

February 24, 1944

MEMO TO: All Division and Section Heads 

PROMs Duncan Mills

There will he a special meeting for division and section heads In 
my office at 8:15 A..M* Monday, Pebruary. 28th, to meet Mr. Harold Pistefie 
of Cleveland and Mr. Robert Cullum of Hew York, members of the Relocation 
Team, who will be here next week. Will you arrange to attend?

/)/0z

Duncan Mills
Anting Project Director



Colorado River Relocation Center ' 
Poston, Arizona

February 28, 1944

MEMO TO» Division, Section, and Unit Heads 
SUBJECT# Acting Project Director

Mr* Burge and I expect to leave Poston Wednesday evening, March 1, 
for a meeting of Project Directors to be held in Washington the week of 
March 6* We expect to return to Poston on or about March 15«

During our absence, Mr* L. L* Nelson will serve as Acting Project 
Director*

l A  Please notify stenographers that mail and wires which I have been
signing should, in my absence, be prepared for the signature of Mr* Nelson

p i e d i  is 
Duncan Mills
Acting Project Director

V

(4197)

Colorado River Relocation Center 
Poston, Arizona
February 28, 1944

MEMO TOt Division, Section, and Unit Heads 
SUBJECT# Acting Project Director

Mr* Burge and I expect to leave Poston Wednesday evening, March!!, 
for a meeting of Project Directors to be held in Washington the week oi 
March 6* We expect to return to Poston on or about March 15*

During our absence, Mr* L* L* Nelson will serve as Acting Proie/ct 
Director* 1t |

Please notify stenographers that mail and wires which I have bpen 
signing should, in my absence, be prepared for the signature of Mr* Njelsoi

f t
Duncan Mills
Acting ¡Project Director



Poston, Arizona

War Relocation Authority 
Sheldon Building 
461 Market Street 
San Francisco 5* California

Telephones Douglas 8173

March 4, 1944

MEMO TOs Division and Section Heads
SUBJECT: Change of Address - San Francisco Office

Effective March 6, 1944, the address of the War Relocation 
Authority office in San Francisco will he changed from the Whiteomb 
Hotel Building to*

Acting Project Director



Colorado River Relocation Center
Poston, Arizona 
March 21, 1944

MEMORANDUM TOi All Division and Section Heads

FRGMi . Mori's S* Burge-, Acting Project Director'

SUBJECTx Reassignment of Evacuee Workers

Reassignment of workers to conform to the Standard Evacuee 
Positions and limitations of the fourth quarter budget must he 
^accomplished prior to April 1, 1944»

The schedule to accomplish this change requires that each 
• Division- fliust; furnish the Personnel Management «-Section current 
and proposed organization information in tabulated form on or 
before March ̂ ? » '1944»- See attached' sample» ' r ;*' •’

The alphabetical tabulations shall be prepared separately 
for Unit I, Unit XI, and Unit III,-and for each activity within 
the Divisioiuas »of March 22, 1944;.and shall shew the name,

• -■ • t i t le ■ and ra te  o f a l l  currently —eiaployed workers and' proposed 
; ' ' t i t le a n d  ;ra te  :for these^wdrSerd^ **" -'-•••-'••• ’ - ' *• - /•. / *  • ' V«

The proposed titles and rates must be identical with those 
authorized by Washington»

The breakdown by activities shall- conform to the attached 
list of actiyitles»** >■ ” ■■■ -

In cases where employees are to be transferred from one 
Division to another, a notation shall be made on the li*t 
opposite the individual’s name stating, rtto Operations”, rtto 
Community Management” , or other appropriate Division *

In those cases where a transfer of workers from one Division 
to another is involved, a conference should be arranged between 
a representative of the releasing Division, a representative of 
the receiving Division/ and Philip J. Cassilly, Personnel Off icer. 
These conferences should be scheduled, and an agreement reached 
prior to the preparation of the final draft of the lists?

In cases where a currently employed worker is no longer re­
quired within the budget allocation and is not ‘to be transferred 
to another Division, a notation should be made opposite the name 
stating, ”to be terminated”.

(4243)



All Division and Section Heads 3/21/44

I ■■■, Vv-V;; || V

2

' Three copies of each list shall be submitted to the personnel 
Management Section on or b'cf ore March 2 7, 1944,'

The selection of persons for employment shall,, be made, on the 
basis Of-merit* ; Howétej*, when' either factors are equal, the... ' 
following elements should' be given consideration in the order of 
their listing when' persons' are being selected for termination*

; ■ 1 1. ■ Application for repatriation or' expatriation,
■' 2* Number of p'er'sonS employed in immediate family*

' ■ IÛ' effecting the reassignment of these.persons,,,it wiil.not be 
necessary to issue termination notices on all individuals# Term­
ination notices will be required only for those persons who will 
not continue in' employment'. . * .. .

A specific request will be made by the personnel Management 
Section for'the t ermination documents necessary t'o. bring' their 
files into-agreement with the lists sutmittea by bach Division*

A  VC*" A  - ' S C ' A  Y  ' A V A > € _
Moris S. Burge '

Acting Project Director■

(4244)



A C T I V I T Y

project Directojj».
Legal Division ¥.

Reports Division 
Relocation Division 
Community Management Division 

Assrt Project Director 
Internal Security 
Health "i

Education X.
Vie If are
Community Analysis 
Community Activities 
Business Enterprises 
Community Government 

Operations Division 
Agriculture 
Industry 
Engineering 
Fire Protection
Motor Transport and Maintenance 
Heavy Equipment Maintenance 
Drainage, Irrigation, and Flood Control 
Roads.
Subjugation and Excavation 
Utility Maintenance
Building Construction and Maintenance 
Designs and Drafting 

Admin, Mgt*. Division
Asstt Project Director
Supply
Financ e
Office Services 
Statistics
Personnel Management 
Evacuee Property

(4244)



1

March 22, 1944

FOURTH ..QUARTER EMPLOYMENT

OPERATIONS FIRE PROTECTION uni t iii
Name Present Title Requested Title Remarks

Abe, Hitoshi Fire Chief Fire Chief

Bessho, Joe Messenger None To Office 
Services

Chino, Masao Fire Captain Fire Captain .

Doif Yutaka Fir eman Fireman

Ettcw, James Secretary Clerk-Stenographer

Fukunaga, $am Driver Auto Fireman

Hashimoto, Yasuo Clerk None To Be
Terminated

Imoto, Toshio Fireman Fir eman

(4245)
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Nam©

Date

FOURTH QUARTER EVACUEE EMPLOYMENT

Section Unit

Present Title Required Title Remarks

(4246)



Colorado River Relocation Center
Poston, Arizona 
March 82, 1944

MEMO TO: Division and Section Heads 
SUBJECT: Return to Project of Mr. Mills

This is to advise you that Mr. Duncan Mills will be back 
on the Project Thursday, March 23rd.

As of that date, letters and wires should be prepared for 
his signature as AwifflTO Project Director

Moris BurgeActing Project Director



Color&d^Krrer H el, acati cm 0 0
rosto«, à%i%om

March 31 » 1944

ilio fÇït- Di tí si on and toott m  l$mèn 
motti' Maeaft-lKMlat Project Dir actor

mm.Smtx . Block C®mm to to tftkm ©aturda/ «earning tot»«««

At oppiai tod is ito attached ameuM#*e&t« ili rttidtatt 
of the center Istf# toen Manéate© to r « á a  in thelf apart­
ments. between i and 9*30 totarda/ naming* April X» i-or the 
p urpose of à  B l o c k  0 entât*

Please sake-aure that the aiaplo/ees in f m r  ttetion’tra 
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for work until- 10 ef clock on Saturday* ■■

ftiis û m m  not appi/ to appointed per sonaci» who will 
report for work at the usual i faa#»̂

® m â  9*3©

©linean Milla 
Project Director



Colorado River Relocation Center 
Poston, Arizona

March 31, 1944

MSliDRAHOm

All Division and Section Heads

Subject» Rainbow Village vs. Hot Water, Excavation Project Ho. 1

for "Rainbow Village" nay be completed as soon as possible, a per­
iod of relaxation beginning Saturday afternoon, April 1, at precisely 
12:01 of clock and ending 8»00A.M« Monday, April 3, 1944, is here­
by granted employees residing in that neighborhood who have consented 
or who desire to participate in the construction of lateral ditches 
in connection with the subject project.

anyone for this purpose v/here absence from a regular tour of duty 
will prove embarrassing or detrimental to nornal operations on the 
Center.

Employees not residents of "Rainbow Village" will be ex­
pected to observe the usual hours of work*

In order that the installation of hot yjater facilities

Division and Section Heads are requested not to excuse

Duncan Mills 
project Director
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Colorado tiw r Ee location Cantor 
Foaton, Arta»*

W

A pril M ê 1944

8ÎPmwmâvm to* A 11 Divi»ion Boa«
Subject* Acting ftoloe&tlen íyogrom Of floor

Ilr« James II* Crawford ©xpeots to im m m Attom . th® Project for t i m i  
4ny®# In M s Mr# Idmrd w ill aorw &* Acting ft® locationProgram Officer# \

Boïmn mila 
Project Director

: l ' \  '
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Colorado Hiver Relocation Center 
Poston, Arizona

April 17, 1944

MEMO TO: Division and Section Heads 

SUBJECT: Acting Project Director

I expect to leave the project Wednesday morning, 
April 19th, for a week or ten days.

Effective immediately, correspondence should be pre­
pared for the signature of Mr. Moris Burge, Acting Project 
Director.

Duncan Mills 
Project Director



Colorado River Relocation Cen 
Poston, Arizona

April 18, 1944

MEMORANDUM TO« Mp. Moris Burge
Deputy Project Director

This is to advise you that I will be away from the project 
for a week or ten days«

During my absence, for any information you might desire 
concerning the Administrative Management Division, please contact 
Mr. J* W* Shepard or Mr. F. M # Haverland«



Colorado River Relocation Center 
Poston, Arizona

April 26, 1944

Memo to- All Division and Section Heads

prom: philip J# cassilly
personnel officer

Subject: Notice of Assignments (Reclassification, April 1, 1944)

phO new Notice of Assignments dated April 1, 1944 fol* 
reassignment of workers to conform to the standard of Evacuee 
positions and limitations of the pourth Quarter Budget have been 
distributed to,you for necessary signature of the worker and the 
appropriate section ór división head Concerned*

In order that proper recording niay be made in the pi ¿cal 
Section for preparing Evacuee payroll and employment office records, 
it is imperative that these Notice of Assignments be signed and 
distributed immediately*

your full cooperation in completing this transaction 
will be appreciated# /

Philip o» Cassilly 
Personnel officer



:f?.' ív> ̂ Ili V'

April 29, 1944

MSI® TOI Division ani Section Heads 

SUBJECT* Return of Project Director

Thi« i. to infora you that Mr. Milla « i n  be back on the 
project Monday, May l. Sill you prepare correspondence for hie 
signature accordingly.

M ¿5
Morie Surge
Acting Project Director



I ® (? vv li d VV\ » KV

ïolorodo River RaXoaatÎÂ' Center 
Poston, Arizona

Msy 6, 1944

TOt Dr. D. French 
FKCI4i John W* Powell# Chief, Casualty Management Division

Dr» Dalderston and 1 will b# away t r m  the Project from 

May 6th to 15th» Mr# Moris Bürge will he Acting Chief of Cesar* 

uity Management during this period and will sign all necessary 

papers*

John Äs Powell, Chief 
Ceosmimity ¿Management Dir*

JwFtmf



*  - ............................................. •

Colorado Elver Selocation Center 
Poston, Arizona

»ay 19, Idilli.
1$&g|gp|&m&m0 TO 1 Er. Mills ^ 

Mr* Burge k 
Mr. Harper

Mr* Fien 
Dr. West 
Mr. Popkin

We have been notified that power from Parker Dam will 
be off between the hours of Is 00 a.m* and *ftOO a*m., Sunday, 
May El.

Will you please arrange your activities to talee into 
account this power outage.



f «
Colorado River Relocation Contar 

Poston, Aritona

duna 5, 1944

MIHO TO# Dr, David French

I shall be absent from the Project for 
a few days* During my absence Walter ¿aiderston 
is authorised to sign any documents requiring 
vsy signature«

è

1 9 V / a t



Dr. French 
Community Analysis

Colorado River Relocation Cantor 
Forton, Arizona

June 12, L$44

M&MO TOi Division and Section Meade 
SUBJECT« noting Project director

I expect to be away fro® the center fro® Juno 13 to 16 
inclusive* Effective immediately, correspondence should be pre- 
piu^a for U r* l&rls Burge*e signature me Acting Project Director*

Duncan Hills 
Project Director



Dr. French 
Community Analyst

June 12, 1944

MEMORANDUM TO: Division and Section Heads

During the absence of Arthur Harris, Superintendent of 
Education the first few days of this week, Hr. John Girdler ‘will handle 
all matters pertaining to Education as Acting Superintendent.

Duncan Mills 
Project Director

%
• >gp

orado River War Relocation Centei1 
Poston. Arizona



^Colorado River War Relocation ci^er 
Poston, Arizona

Dr. French 
Community Analys

June 20, 1944

MEMORANDUM TO: Division & Section Heads
During the absence of MissFrances Cushman, Miss Martha 

Jacquette is hereby authorized to receive and sign all mail, 
property, documents, and forms as acting principal of the schools 
in the Poston III Chit until Further notice,
¿ 4 * a n } . ¿jf JV ¡1 ► \I "'is ^ yy

Duncan Mills 
Project Director



Colorado River Relocation Center 
Poston, Arizona

June 30, 1944

MEMO TO: All Division and Section Heads 

SUBJECT: Cooling of Administration Buildings

In order to get the most effective use from our cool­
ing system during the summer months, will you please see that 
windows and outside doors are kept closed.

We are instructing the janitors in the administration 
buildings to take eare of this in the course of their regular 
duties, but we will also need your cooperation in this matter.

The vents in the ceilings, and at the bottom of the 
walls insure circulation of air, and it is unnecessary to keep 
windows open for this purpose. I would appreciate your giving 
this matter your careful attention.

U M i a a / u
Duncan Mills 
Project Director



Colorado Ri vor Pelocatioi^fcìnter 
Poston, Arizona

July 13, 1944

MEMO TO; Mr. M. Burge y r Mr. P. J* Cassilly
Mr. J. W. Shepard Mrs. P. B. Brown
Mr. s. Rowley Mr. P. Haverland
Mr. R. H. Rupkoy Mr. J. D. Crawford

Beginning July 15 and until Dr.. Powell *s return 
to the Project, Dr,. Arthur L. Harris is designated Acting 
Assistant Project Director in charge of* Community Manage­
ment •

XL
Duncan Mills,
Project Director

cc j John W. Powell 
A. L. Harris



Colorado River Relocation Center 
Poston, Arizona

August 2, 1944

MEMO TO* Division and Section Heads
Community Council 
Local Councils 
Block Managers1 Supervisor 
Executive Board

SUBJECT* Appointment of Unit Administrator

On August 1, 1944, I appointed Mr* Tsuneo Sumida 
Unit Administrator of Poston I filling the position for­
merly occupied by Mr* Seiichi Nomura#

Mr* Sumida has a serious responsibility in this 
position, and I urge you to give him your full cooperation 
in his work.

Duncan Mills 
Project Director

(4602)



Colorado River Relocation CenWr 
Poston, Arizona

September 20, 1944

MEMO TO: Division and Section Heads

SUBJECT: Designation of Acting Assistant Project Director

During njy absence from the Center for the period September 23 
to October 2, Mr* J. W. Shepard will serve as Acting Assistant Project 
Director in Charge of Administrative Management*

Duncan Mills 
Project Director



Coloralo Riyer Relocation Center

Posten » Arizona

ovember 18, 1944

Memorandum tot Division, Section and Unit Reads 

Subjects Mimeographed forms, letters, etc*

The mimeograph machine is being sent to Phoenix 
for a general overhauling and cleaning on November 22# 
It is estimated that t’-e time required to overhaul the 
machine vill be 15 days, therefore, it will be nece­
ssary that any stencils requiring tvs use of the mimeo­
graph machine before December 10 be in Office Services 
by Tuesday morning, November 21#

/

Duncan Mills 
Project Director



Postonf Ariaona

December X* 1944

TO i Division and Section Heads

SUBJECT! Designation of Acting Project Director

During my absence from the Center Deoember 3 to 6 inclusive* 
Sr, John W* Powell will serve as Acting Project Director*

Effective immediately all correspondence usually signed by 
me should be prepared for Dr* Powell*s signature*

Duncan Mills 
Project Director



Colorado River Relocation Gente 
Poston, Arizona

December 7, 1944

MEMORANDUM TOs Division and Section Heads 

SUBJECTS Call for Estimates, Fiscal Year 1946

General
The call for estimates for the Fiscal Year 1946 has been received 

from the Washington office. The material requested must be mailed in 
time to reach Washington not later than January 1, 1945, which means that, 
it must be mailed from Poston not later than December 88, 1944. To per­
mit proper review, consolidation, and completion of estimates for submis­
sion to Washington each Division head must present his complete estimate 
to H. T. Weiler, Acting Fiscal Accountant, by the following dates.

Health 
Education 
Engineering 
Motor Transport 
Mess Operations 
Office Services

)
)
)

c Maintenance ) 
) 
)

Not later than 
December 15

Estimates for all other activities shall be presented not later 
than December 12«

Estimates shall be prepared on the assumption that the situation 
as regards the war fronts and the exlusion order remains unchanged o 
June 30, 1946»

on the 
time s

Estimates shall be based on an 
minimum of activity necessary

estimated population of 10,300 and 
for maintenance of necessary war-

orvices„

Submission•of Estimate

The following requi 
requirements for specific 
Notice No* 183-A«

rements apply to all activities * Any special 
activities are fully covered in Administrative

Narrative Justification by Objective Classes;
Each activity must present a well justified and complete statement 

of needs by objective classes.
This statement should start with a concise but clear explanation 

of why the activity is needed in carrying on the work of the Center,
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what are the activity’s functions and how does it fit into the general 
operations of the Center*

The fact that we locally can see a need for funds to carry on 
certain requested work is not sufficient. Reviewing agencies must be 
informed of those reasons if we expect approval of our requests.

Wherever applicable such information as unit costs* workload 
analyses, relating of other expenditures to numbers of employees and 
evacuee residents, will be of great help in securing intelligent eval 
uation and final approval of the Budget request as written.

Personal Services
Personal Service (appointed) estimates must be submitted on Form 

3~a (blank forms attached). Activity estimates shall be filled in for 
Fiscal Year 1946 only. Columns for 1944 and 1945 will be filled m  from 
Finance Section records*

Positions are to be presented in the following order on Form S-as

In the wide column (without heading) show grade, title, and annual 
salary rate for each position which you are requesting for Fiscal Year 
194.6» In column ’’Estimate 1946” show estimated years of occupancy or 
each position and the total salary. Show fractions of man years in tenths 
to the nearest tenth, Midway between tenths tho next highest tenth sha 
bo used.. Show ’’Total Salary” to the nearest dollar. bas£ pa^ only, no
overtime included

"fist permanent positions (including temporary employees occupying 
permanent positions) in the following orders

Clerical, Administrative and Fiscal
Professional
Sub~profossional
Crafts, Protootivo and Custodial 
Unclassified

Under each service list grades in descending order of salary. For 
unclassified positions use hourly rate of pay in lieu of grade, and list 
each position*

Following "permanent" positions as outlined above, list any of tho 
following which may applyt

Temporary employees occupying temporary positions 
Part-time employees

Personal Service (evacuee) 
(attached)» On this form only the

shall be presented on the form provided 
’’Grade” ($12, $16, $19), "Title”, and
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"Eatimtto-1946" columns are to to filled In. Estimate ovacuoe personnel 
on the basis of your proposed program for 1946 and justify by work load
figures«

In addition to the justification for personal,services, both ap­
pointive and evacuee, each activity shall present requests and justifi 
cations for each objective class for whioh its noods require an alio - 
sent. See instructions beginning on page 8 of Administrative Notice No. 
18 3-A» Those objective classes arc as follows:

C2¡>1 Travel, Administrative
02i2 Travel, Evacuee
03 Transportation of Things
04 Communications (Not to be es
05 Rents and Utilities
06 Printing and Binding (Not to

timated by activities) 

be estimated by activities)
07
08

Other Contractual Services •
Supplies and Materials - All Activities
Please note the special instructions for 
activities in Administrative Notice No*

the following 
183-As

Health 
Education
Agriculture
Engineering
Motor Transport and Maintenance 
Moss Operations 
Oihe r \ctiv it ie s

09

10
11 ol

Equipment (State by item whether new equipment or 
replacement of worn out or obsolete equipment;» 
Land and Structures (Engineering only)
Public Assistance 3-rants
To be estimated by Personnel Management Section: 

Extended illness compensation

for

To be estimated by Welfare Section*
Grants for professional licenses and ma-practice 
insuranco.
Other public assistance grants

11.2 Clothing Grants (Welfare Section)^ ,
11.>3 Relocation Grants (Relocation Division;
11.4 Project Travel and Transfer Grants

Attention of the officers 
octod to the last paragraph on pa 
** Grants ** General Statement •

concerned with estimating grants is dir- 
cfo la of Administrative Notice No«. 183-A,o'”' ■*’ M
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Asido from tho activities listed under 08 c,bove, Objective Class 
estimates and justifications, other than 01, are to be reported and 
justified in tho samo form as on quarterly budget estimates.

Copies of Administrative Notice No. 185-A havo been given to each 
Division head and to the heads of activities requiring special forms of 
presentation. In case of question as to procedure, tho Finance. Officer,
J, W, Shepard, and the Acting Fiscal Accountant, H. T. toiler, will be
glad co give assistance*.

Due to the short time remaining for preparation of Budget esti- 
« W  before transmittal to Washington it is essential that activity heads 
have their estimatos completed and forwarded to Mr. Waller by the date
set aboye,

0
/ / / ' ¡ M s

Duncan Hills 
Project Director
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A h  Colo rado River Relocation Cen 
Pòston, Arizona

Division and Section Heads'

December 13, 1944

SUBJECT* Distribution of Washington Procedural Releases

We have been instructed by the Washington Office to survey our pre­
sent distribution and need for various types of procedural releases.

To date the distribution of Washington releases at this Center has 
resulted in a large number of incomplete Handbooks and Manuals, maintained 
by those having little or no interest in the subject matter* Consequently, 
reserve file supplies have been depleted to the extent that the Office Ser- 
vices Section has had to canvass various offices in order to locate releases 
which were urgently needed by personnel charged with the functional responsi­
bility prescribed in those releases*

Accordingly, we should like to eliminate unnecessary distributions 
and more fully comply with the distribution intended by the Washington 
office*

There is listed below the intended distribution of the various re­
leases by code symbol* Should any Division or Section Chief notice an 
omission, please bring it to the attention of the Procedures Officer prior 
to December 20, 1944 at which time our final list will be transmitted to 
Washington*

I CODE A (Primarily for manual releases, solicitors 
opinions and administrative notices),

A* Project Management

1* Project Director Mr, Mills
2. Project Attorney Mr, Rowley
3* Reports Officer Mrs • Brown
4. Relocation Program Officer Mr. Carter

B. Administrative Management Division

1* Assistant Project Director Mr. Lipian
2.
3.

Supply Officer 
Procurement Officer Mr, Palmer

4. Property Control &, ?/are­
housing Officer Mr, Barrett

5. Finance Officer Mr. Shepard
6, Fiscal Accountant Mr. liieiler
7. Cost Accountant Mr. Goetting
8, Chief Project Steward Mr. Snelson
9* Office Manager Mrs . Fetta

10* Personnel Officer Mr. Cassilly
11. Statistician Mr. 0*Day
12, Evacuee Property Officer Mr, Schmitt
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C • Community Management Division

1. Assistant Project Director Dr. Powell
2. Chief, Internal Security Mr. LeBerthon
3, Counselor, Welfare Miss Butler
4. Hospital Administrator
5. Community Activities Supervisor Dr. Baldersto:
6. Community Analyst Dr. French
7. Supt. of Education Dr. Harris
8.' High School Irincipal Mr. Girdler
9. High School Principal ^2 Mr. McLaren

10, High School Principal $3 Mr. Light

D. Operations Division

1. Assistant Project Director Mr. Rupkey
2. Senior Engineer Mr. Parnell
3. Irrigation Engineer Mr* Warnock
4. Ass’t. Construction Supt, Mr. Anderson
5. Utilities plant Supt. Mr, Bowman
6. Chief of Agriculture Mr. Sharp
7. Equipment Maintenance Supervisor Mr. Horn
8. Fire Protection Officer Mr. Fien

E. Evacuee Administration

1. Administrator Unit I Mr. Sumida
2. Administrator Unit II Mr. Uyeno
3- Administrator Unit III Mr. Yoshimine

code B (Primarily for handbook releases).

A. Pro.iect Management

1. Project Director Mr. Mills
2. Project Attorney Mr. Rowley

V}« Reports Officer Mr3. Brown
4. Relocation program Officer Mr. Carter

B. Administrative Management Division

1, Assistant Project Director Mr. Lipian
2* Supply Officer
3. Finance Officer Mr# Shepard
4. Fiscal Accountant Mr. Weiler
5. Cost Accountant Mr. Goetting

C. Community Management Division

1* Assistant Project Director Dr. Powell
2. Supt# of Education Dr. Harris
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D • Operations Division

1. Assistant Project Director Mr.

E. Evacuee Administration

1. Administrator Unit I Mr.
2. Administrator Unit II Mr.
3. Administrator Unit III Mr.

Section concerned with subject releases -- 10 copies

III CODE C (Primarily for notices or other messages direct 
to each staff member of WRA)•

IV CtDE D 
&

V CODE E (Primarily for Emergency Instructions)• 

A. Project Management

1. Project Director Mr.
\  2. Reports Officer Mrs

B • Administrative Management Division

1. Assistant Project Director Mr.
2. Finance Officer Mr.

VI CODE F (Primarily for Finance Handbook releases)•

A. Project Management

1« Project Director 

B• Administrative Management Division

1. Assistant Project Director
2. Supply Officer
3# Procurement Officer
4. Property Control & Ware­

housing Officer 
5* Finance Officer
6. Fiscal Accountant
7. Cost Accountant
8. Chief Project Steward
9. Persennel Officer 

%
C« Community Management Division 

Assistant Project Director 

D. Operations Division

1. Assistant Project Director

Mr.

Mr.

Mr.

Mr.
Mr.
Mr.
Mr.
Mr.
Mr.

Dr.

Mr.

Rupkey

Sumida
Uyeno
Yoshimine

d

Mills
Brown

Lipian
Shepard

Mills

Lipian

palmer

Barrett
Shepard
Weiler
Goetting
Snelson
Cassilly

Powell

Rupkey
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VII CODE G (Primarily for Press Reviews and Information 
Digests).

A. Pro.iect Management

1« Project Director 
V2. Reports Officer

Mr# Mills 
Mrs. Brown

B. Administrative Management Division

1. Assistant Project Director Mr. Lipian

CODE R (Primarilv for Relocation Division Memoranda).

A. Pro.iect Management

1, Project Director
2. Project Attorney 

Reports Officer
4. Relocation Program Officer 

(20 copies)

Mr. Mills 
Mr. Rowley 
Mrs * Brown

Mr. Carter

B. Administrative Management Division

1* Assistant Froject Director 
2. Finance Officer

Mr. Lipian 
Mr. Shepard

C. Community Management Division

1* Assistant Project Director Dr. Powell

D. Operations Division

1. Assistant Project Director Mr. Rupkey

CODE S (Primarilv for releases of the Statistics
Section)•

A. Pro.iect Management

1* Project director 
^ 2 * Reports Officer 
3. Relocation Program Officer

Mr. Mills 
Mrs. Brown 
Mr. Carter

B. Administrative Management Division

1« Assistant Project Director 
2* Finance Officer 
3. Statistician (5 copies)

Mr. Lipian 
Mr. Shepard 
Mr. O'Day
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r.rrnE T (Primarily fnr S o l i c i t o r i 0 2 i n i o j a s ) •

A# Proiect Manegemert

1„ Project 31rector t 
2 I Project Attorney (3 copies)

Mr. Mills 
Mr. Rowley

B. Adm5. nisi rat iyej^nag^n^t ,,piy igiop 

1# Assistant project Director Mr. Lipian

A

J j
Ÿ / u l Î s

Duncan Mills
Project Director
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PSlorado Hirer Heloeation Cento 
Poston, Arizona

January 27* 19*5

TOt Division and Section Heads

SUBJECT* Designation of Aeting Project Director

During my absence from the Center January 29 and 30, Mr* Maurice 
Lipian will serve as Acting Project Director,

Effective at once all correspondence which I usually sign should 
be prepared for his signature,

/ U  w
Duncan Mills 
Project Director

/ai
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Jfc Colorado hirer Relocation Cenflp + ✓ 

Poston, Arizona

March 7, 19*5
Tot Division and Section Heads

Subjects Designation of Acting Project Director

During my absence from the Center March 8 and 9f Mr. Maurice 
Lipian will serve as Acting Project Director*

Effective at once all correspondence which I usually sign 
should be prepared for his signature*

Will you please notify your Unit Heads*

Duncan Mills 
Project Director



March 14, 1945

Memorandum to Civision and Section Heads 

Subjects Non-profit group Hospitalization Plan

Negotiations are being completed to make the Blue Cross, 
non-profit, Hospitalization Plan available to all members of the 
appointed staff at this Center as well as to members of their 
immediate families living at Poston.

The Blue Cross plan pays hospital bills including 19 
services in member hospitals and $6.00 per day maximum allow­
ance in non—member hospitals when the subscriber is outside the 
area served by member hospitals at a cost of 8£ cents per month 
for a single applicant. There is no enrollment fee and no 
assessment.

In order for the service to be available to us, more than 
50% of our employees must participate.

Each Section Head is requested to contact every member of 
his section and have those who believe they will be interested, 
indicate their interest by placing their names on the reverse of 
this memorandum.

After the proposal has been discussed with each member of 
your section, please return the memorandum to the Personnel Manage 
ment office on or before March 22.

I feel that this group hospitalization plan will be of 
great assistance to the staff and urge that maximum participation 
be obtained.

Duncan Mills 
Project Director
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1 rrado River Relocation Ce 
’ Poston, Arizona

March 17, 1945

To* Division and Section Heads

Subjects Designation of Acting Project Director

During my absence from the Center March 18, Mr* Maurice 
Lipian will serve as Acting Project Director#

Effective at once all correspondence which X usually 
sign should be prepared for his signature*

Will you please notify your Unit Heads#

Duncan Mills 
Project Director



COLOMBO RIVER RELOCASIOI C 
Poston, Arizona

April 7, 19̂ 5

$0; Division and Section Beads

&BI8W M 1 Designation of Acting Project Director

Itaring my absence fro® the Center April 9 to April 13,
Mr, Maurice Lipian will serve as Acting Project Director.

Effective at once all correspondence which 2 susually sign 
should be prepared for his signature.

Mill you please notify your Bait Heads.

Duncan Mills, 
Project Director
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iV^V jv v I !r* David French 
Community Ah&lyst

]0 e|; UL̂  »

# #
June 2, 1945

TO* Section & Divis ion Heads

During the absence of Mr* Tsuneo Sumida from the project,
Mr. ^om Sakai/will be acting Administrator for Unit I arid Acting 
Block Manager Supervisor for Unit I* Mr* Sakai’s signature is 
authorized in the place of that of Mr. Sumida and Mr. Dick Nishimoto 
until these gentlemen return to the project*

Arthur L* Harris
Acting Asst. Project Director
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|, Poston, Arizona

Juno 18, 1H 8

10310 T8t All Division Cbiofs an4 Station Mania 
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signal by aa should bo prepared far hit slgnalbro. , '

Min* b h |. ' ,.:...'Mr*$ior m
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COLORADO RIVER RELOCATION CENTER 
Poston, Arizona

June 18, I945

MEMO TO: All Division and Section Heads 

SUBJECT: Repair of Mimeograph Machine

The mimeograph machine used by Office Services Section for 
duplication of forms, memorandum, etc, of the various activities, 
will be sent to Phoenix for repair on June 22, 1945« It' will be 
at least two or three weeks before the machine is returned.

All activities are requested to review their mimeograph 
requirements and submit them to the Office Services Section no 
later than Y/ednesday evening, June 20, so that all work may be com* 
pleted on Thursday, June 21, After Friday, June 22 duplications 
will be don© only in cases of extreme emergency and all such 
emergency requests shall be submitted through the Procedures Offi­
cer for approval.

Duncan Mills 
Project Director
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Poston, Arisona ' O ^ K ( d  1

ufaly 1.5, I9U5

KBiO fOi Division and Section Hands 

SDBJSEft Saturday Teletype Schedule

.. ifc. i“forB» tloB fro® « “  Sttb-BlTl.ion MaBBftr
J *  Bqjldlng» Mnlal »tratloa in Fho.nix tb*t ier*«fter

neir office will operate on a hour work weak* Accordingly, 
the last teletype service for this Canter on Saturdqre will he the 
eler«i 0*clock morning call.

t. . , Ail Division and Section heads are requested to clear ■ 
their se«M|«s on Saturday mornings in time to meet that call.
wgeney.^*1011 f*°iliUes *i u  available only in eaaes of extreme

Duncan Hills 
Project Director
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l i i ls i »  Ari«os«

, m w  30. 19^

MHO 90i Soetlea ta i Htads 
U M Ä ^  Outgoing folotypoa

Mo ht?» resolved t&o follow iais cos'anniCatien from ilio  
Fhooalx Offio# o f ilio  agone/ Im okargo of teletype oorvleo io  
H ie  Coa tor*

• It  feas kooa kreagkt to ay aito&Uoa ty oar toletypo 
operatore that Ho kalk of /o a r aoosagoo oro MLag 
coat itt H o la st e t l i  sodo to yoa la  H o t?a d a |*
Sàio aolroc H e load voyy t e f  at M iffit t a i re a lly  
dofoais oar parpo00 o f giving yarn foot asá o ffie io a t  
oorvlce. ffeooo aoosagoo aro aovar doUvorod u n til 
the next day, n a tu ra lly  safeisif a daisy la  Ho replies*

*0ar a v a ria li t ru ffle  I t  aloe heavy at aigfet. H orofo o, 
I f  vo eta cot /o a r aoaoagso e a rlie r  I»  H o do/» ve ooald 
k ctt am »wore s i  Hoa fo r /ou, i s  aaajr a t ilt ,  H o ttae 
i^r.

•four coopor*tion la  a riá a f aa o ffo rt to « i  /o a r  
Koos&cci oar I I  or v i l i  ko g ro a t!/ ogpyooiatod ao i t  
la  ra p id !/ kooaulag «a la p e o o ik illty  fo r oar adoratore 
to alo ar sat handle Hoco aeotagoo at algjht*

Hployoes vfeo erig ían te eat go K g  teletypes aro urged to 
proparo Hot» a o rl/ emeu# im H o day oo H o t a u ro ra l cay ko ok» 
taiaod la  Uao fo r Ho teletype to ko traaaalttod dariag H o  
alava* a*a* or Ho tvo p.u. teletype esali*

lanosa Millo 
Project Id ree tor



Colorado River Relocation Center 
Poston, Arizona

^  U M O  TO* Division, Section and Unit Heads

SUBJECT; Messenger Service.

September 3* *̂ 9̂ 5

Due to the resignation of evacuee messengers in the 

Office Services Section» it will he necessary. at X a 

temporarily, to call for and deliver mail at the window of Office 

Services Section. Suggested hours for pick-up and delivery cf .

mail*
10;00 A. M.

11;30 A. M.

2;00 P. M.

1**00 P. M.
tfe hope that messenger service will he established again soon 

with the assignment of appointed messengers.
/T/.. >/}/)

uC'Ti Q  ¿Lty
Duncan Mills 
Project Director


