





SUBJECT:  D3L3G-AT 031PERSOmM® AUTHORITY AITD R3! HSI3ILITX3S TO
17AE RELOCATION C 3RS.

I. Purpose of these Instructions.

In order to facilitate the efficient functioning of the Far Relocation
Centers, the following authorities and responsibilities are delegated,
effective March 16,1943, to the Directors of the Eelocation Centers

and, in their absence, to Assistant Directors and. Administrative Officers.

Il. Classification of Positions**

Tiie Wasiiington office of TIar Hel C3.tion Authority viill issue organization
charts vrhich will be supplemented, "by position descriptions and proper grad®
allocations.for all positions. Tlee Project Director nay fill any of these
positions at tne grades sh.ov/h in th.© ciiarts. < If it is dosired. to establisli
a position vrith dutiGs and responsibilities different froir those sho on
tne chart, the classification of the position will "te sulDnitted. to the
Director of the T7ar Holocation Authority in TTashington for approval.

I. Hecruitnent and Selection of Personnel.

Project Directors or their designees nay select fron anong eliftibles fur-
nisned on approval THv the Civil Service Connission candidates to fill
positions in grades "below GAP-9.: They Will subnit.requests for. eligibles
to the CAS-CSC offices indicated in Section Il - 3 for Civil Service
recruitnent or approval of eligilDle candidates and will refer to T7ashing-
ton for final approval qualifications of proposed appointees in grades
above QAJ"-S,

IV. Changes in Status.

Project Division chiefs or otlier 116fidcs of c npa,ra,ble orgaiiizationcilllllits
nay initiate requests for pronotions, transfers or other changes in status
of enployees and the Project director nay approve such actions, except that

the follcming types of actions nust 'te approved by the Director of the ™ar
Relocation Authority nakin™i such status changes effective.

1. All actions involving the filling of positions classified at 0"-9,
dr above liy transfer, promotion or denotion of a Center enployee
Such approvpd is not, however, required for the autonatic uithin-grade

salary advanconents prescribed by XaTl7.

2. Tnc tmnsfor of porsons to tlie Autliority fron anotlier Govornnentcil

S? Jnvolving an iIncrease of rioro tiian oug professional grade or tTo
grades.

3. Txig appointnent in the Authority, after br nk in service, of forner

iFodom.1 oriployoes at nore tlian /0 CA51 grades or one profession.nl grade
above th.at 1101d "by then in their Xnst Pedoral enploynont*
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4 Pronotions involving an increase of noro than tw/o CAJl grades or
one professional grade*

5% Especially neritorious r/itliin-grade pronotions autliorrzed. "by the
Meade-Ranspeck Act of August 1,1941, Public Law/ Ho, 200*

Siscip innry actions "based on improper conducte

V. Semrat ions«

Project Directors na.y accept resignations and grant releases to any
project personnel. Project directors nay teminate enployees for mi—
satisfactory perfornance on their job in accordance rdtli Civil Service
Procoaure outlined in Section Il - C, except that such terninations
involving enployees in grades alcove CAff-S nust have tho approval of
the Director of T/ar Helocfvfcion Authority. @ny ternination based on
aiscipllnary action rmst have trio prior approval of the War Relocation
Authority Director,

VI e Ke.cords and Journali zat ion.

Projoct offices r;ill journalize all project actions, induct new enployees,
naintain personal records and prepare .necessary reffortse

PEOC3SSIHG 0? PSESOMTSL ACTION BY mu RELOCATIOH
CENTERS.

. Initiation of Personnel Actions and use of Jorns 03M-28 and 27a.

A. Chiefs of divisions or sinilar organizational unit heads will recon-
nend. personnel actions to the Project Director through tlee Adninistra-
tivo Officer by the use"of Porn 03:5-28, ~Hcquest for Personnel ActionO.
(«tbchilDit A)* Although it is pernissilile, in urgent cases, for the organi-
zational unit lieYds to nako ora,l requests to the Adninistrative Officer
for personnel actions, these requests should al\7Tays be confirned by a
Porn 0521-28, properly signed 'by tho Division Chief.

B. Preparation of Forn (BL1-28.

This forn should Ve prepared in triplicate, a “rellow, green nnd Yliite
copy Tiie yellov/ copy nay 'te retained in the divisional files until tho
action 1is conploted, and tho groon and v;hito copies r/ill 'be forwarded to
thcMldninistrativo Officer. It is the duty of the Adninistrative Officer
or nis dosigneo to give n,ny necessary nssistn,nce to the division or
section on the- detailed preparation of the 031-28.

C. Preparation of Porn 03,1-27a.
If txi ptrsonnol action involves tlie placing of an enployee in a posi-

tion other than the one he occupies, or if the “action involves the
vstablishnent of  no\7 position not nutiiorizod on. the orgn.nizntion chart,
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Form No. OSM-28
5-2-41

Action NO.......
PREPARE THREE COPIES.
RETAIN YELLOW COPY AND OFFICE FOR EMERGENCY APPROVAL
FORWARD WHITE AND GREEN MANAGEMENT Initials Date
COPIES TO PERSONNEL .
OFFICE. Personnel Officer
REQUEST FOR Classification____
PERSONNEL ACTION Recruitment__

[EEN

10.

11.

12.
13.
14.

15.

21.

24.

25.

26.

27.

28.

29.

30.

37.

38.

Appointment

ACTION REQUESTED

o APPOINTMENT CLASSIFICATION
O Indefinite appointment. If action involved is item 16,18, or 19, this form must be accom-
O Temporary appointment: panied by Form No. OEM—27, Position Description.
From to
O Extension of temporary appointment to 16. O To establish a new position.
O Reimbursable loan. 5 O Nonreimbursable loan. 17. Number of positions to be established _
CHANGE IN STATUS 18. O To establish an additional position identical to Position
O Promotion (to higher grade). 7.0 Demotion (to lower
grade). No - held by:
O Transfer within the OEM.
O Change in salary within grade.
O Change in official station. (Name)
SEPARATION 19. O To review the classification of Position No.—
O Dismissal without prejudice.
O Dismissal with prejudice. held bv: NS
O Acceptance of resignation without prejudice. Cld By zommmmmmmmmmmmmmne ~ ( T T
O Transfer to another Federal agency. 20. O To fill Position No. formerly held by
O Other (spenify) _
(Name)
O Furnish names of quali- 22. Name of employee or candidate: 23. Proposed effective date:
fied eligioles.
(Last) (First) (Initials)
(Tobemled* frS L = = siw, (Tobem aed”~lcSftor"ive,14and19
Title: 31.Title:
[J Per annum [J Per annum
O Per diem ) [ Per diem
Grade: Salary: [ Without compensation 32 Grade: Salary: O Without compensation
Department or agency:
Division: 33. Division:
Section: 34. Section:
Unit: 35. Unit:
Official station: _ 36. Official station:
(City) (State) (City) (State)
Remarks: (Special instructions, addresses, explanation of action, etc.)
(Date) (Division Head or Designated Personnel Representative)
(THIS SPACE FOR USE OF PERSONNEL OFFICE)
Approved:
Title: _ Position NO......co.cocvvrennnn, ) Effective date:
Grade: Salary:

U. S. GOVERNMENT PRINTING OFFICE 16 21072
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an EM-27a.(Exhibit B) .in original and four copies should be pre-
pared. The second carbon copy should be retained and®™ all other copies
with the white and green copies of the OSM 28 forwarded to the Admini- *
strative Officer. i

D, Washington Approvals

On any case which requires Washington approval, the green copy of the
OEM-28 will be forwarded to the Personnel Management Section in “basiling-
ton.~» IFf the case requires classification and budget approval, three
copies of Position Description Form OEM-27-a shal2r*j™ubinitted”. Th"
green copy will be retained in Washington as a permajient record of ap-
proval in the central Wai™ Relocation Authority personnel file and the

Ke ocation. Center will be notified of approval by teletvpe or mail. All
necessary approvals will be contained in the same conununication.

Il.: Processing of Forms 02M-28
A. Classification.

The Administrative Officer will ascertain whether or not the position
involved in the personnel action has been properly authorized and classic
lied. Until this has been done the position may not be filled.

i the action does not involve"the establishment of a new position and
merely involves the placing of an employee in an existing® position, the
Administrative Officer Mill note this from the copies of OSM-27a and the
third carbon should be forwarded to Washington for Washington personnel
files,

IT the action involves the establishment of a new position, the Project
Director should make any corrections or additions he wishes to the des-
cription and submit the original, first and fourth carbon copies o0 the
Director, as described under paragraph 2 oi this section. Teletype ap-
proval will be given and the first carbon returned on confirmation. This
carbon should be filed in the employee”™ personnel folder. f the posi-
tion is .vacant, the third carbon should be filed with the first carbon
until someone is placed in the position.

Positions of the War Relocation Authority may be established in
the following ways;

1, the Use of Standard Descriptions,prepared by the Wash-
ington Personne Office for use by all centers. These v;ill give title, ‘
grade, salary, position description, number, whether or not it. is an
appointive, appointive-evacuee, oOr evacuee position, the position des-
cription itself, and desirable qualifications. There will also be shown
the organization unit in which the position has been established. In the
case of positions in grades CAF-4 and belowj each individual job will not
be described by individual descriptions, A series of standard descriptions
ivill be furnished with which the Administrative Officer may compare the
duties and responsibilities of positions and may use the standard description
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if it describes work substantially the same as that involved in the posi-
tion being classified.

, Such descriptions were issued when the Centers were first estab-
lished and were indicated on authorized organization charts. Additional
descriptions have been and be issued, accompanied by organizational
charts showing their functional relationships. The numbers of each type
of position "will be indicated on the charts . Such positions may be
established at any date on or following the approval date of the descrip-
tion. Positions filled for the first time are designated as new positions.
Wiliai an employee has vacat-ed the position™ and another employee entered
into it, the nature of the position is no longer new, but is designated
as a vice action.

2. By Special Authorization from the Director. If the Project
Director wishes to establish positions with different duties and responsi-
bilities than those covered in the standard descriptions or to increase
the mexiniuiii number of authorized positions, he will make his request
the Washington ~Personnel Office, accompanied by justification and wodiiied
position descriptions”™ if necessary, for those cases where the- duties
of the position have changed.

All correspondsncG concerning posit-ions should incluQe notations
of the position description number, title, grade™ approval date, and organi-
zational location of the positions.

Every quarter the War Relocation Centers will required o sub-

mit an organizational chart together with position descriptions for, new
positions. (Reallocation of an existing position to a higher or lower
grade is to be considered as the establishment of a new position.) On
the basis of these the Director will issue authorized organization charts

and approved positions.

3, By reauest-in™ the exception of certain positions fron. tte
compensation -Schedules of the Cla.ssifica®oion Act, of 19237 ajn6ndGd»
Section 5 of the Classification Act of 1923 provides that tne compensation
schedules of the Act " not apply to employees in positions the duties of
which are to perform or assist iIn apprentice, helper, or journeyman work
in a recognized trade or craft and skilled or unskilled, laborers, except
such as are under the direction and control of the custodian”™of a public
building...n Positions,in the Centers so excepted are paid in accordance
with prevailing wage rates. Authorization to establisn”™and except such
positions st be obtained from the Director by submitting the green copy

ot OEM-28 and two copies of QEM-27a.

The OM-*28 should specify the number of positions to be excepted

and the length of time for which exception is requested. The request should
te accompanied by a recommendation of the rate to be p,id foy. the position,

supported bj a detailed analysis of prevailing rates, including rate paid,
by other governmental agencies in the area, private contractors, and all

other pertinent factors.
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Standard Description™Numbers. ,

Effective March 1 1943~ all standard descriptions will be as-
signed a number prefixed by the letter X. Other position descriptions
issued or approved by the Vi[ashingtdn Personnel Office will be given a
number when given classification approval.

B. Recruitment and Selection of Personnel.

Employment of Evacuees. All possible positions (those followed
by E or AE in organizational charts) should bo filled by the
assignment of qualified evacuees, who wi 1 work linder the employ-
ment policies of the Authority. Evacuees employed should meet
the minimum qualific 178>ns for appointive personnel insofar
as possible. They not oe certified by the Civi ervice
Commission... and their appointm®ents wi not/b-e journalized.

G{) PrejDaration_of Civil Service Form 1890 nReaues for Certificationl
Exhibit C). Civil Service Form 1890 "a 1 bo. used in all casas
for requesting certification of eligiblos from the Civil Service
Commission, and for requesting extensions of appointments” etc.

IT Civil Sprviee approval of a particular individual is desire

the Civil Service,Form 1890 should be filled out as usual and under
"eRemarks®"1l a request should be mado for the inclusion on the certi-
ficate of the name desired. Civil Service Form 57 executed by
the person concerned, should by attached to such request. For
vacancies in positions at CAF-85 P-2, CPC-10 or below, Form 1890
will be prepared in duplicate, one copy for the appropriate Civil
Service office and ono copy for retention by the Center. For
vacancies in positions above these grades, Civi Service Form

1890 should bs prepared in triplicate, tho additional copy for
submission to the Washin Pp/~sonnei Mamgement Section.

Distribution of requests for Certification:

Form 1890 for vacancies in grades CAF-4 and below will be
submitted as follows:

Manzanar - Thomas H. Osborne
CAS Regions Manager
1031 South Broadway
Los Angeles, California

Gila — Robert S. Davis, Civil Service Representative
Post Office Building
vPhoenix, Arizona

Tule Lake-Mrs. lda London Gamton
CAS.- Representative
Bedell Building
520 S. W. Sixth Avanuo
Portland, Oregon
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Minidoka

Heart Mountain

Granada

Jerome

Delta

—6-

Edward R. iiice

Civil Service Representative
c/o U. S . Employment Service
Pocatello, Idaho

Wayne E. Shroyer, Civil Service Representative
in Charge of C.S.C. - CAS Recruiting Office
Denver, Colorado

Wayne E. Shroyer, Civil Service Representative
in. Charge of C.S.C. - GAS Recruiting Office
Kittredge Bui ding

Denver, Colorado

Alfred J. Piatt, Jr” Civil Service Representative
in Charge of CSC - GAS Recruiting Office

Pyramid Building

Little Rock, Arkansas

Alfred J. Piatt, Jr.} Civil Service Representative
in Chcirgu of CAS - CAS Recruiting Office

Pyramid. Building

Little Roclvj Arkansas

Edwin D. Ellis
Civil Sorvice Representative
Salt Lake City, Utah

Requests for certification to vacancies in grades®™ CAF-5 and up wi 1 be
submitted as follows

Manzanar

Tule Lake

LIinidoka

Thomas H . Osborne

CAS Regional Manager
1031 South Broadway

Los Angelos, California

Arch K. Joan

Regional Personnel Officer, CAS
Furniture.Mart

1355 Market Street

San Francisco”™ California

Arch K. Jean

Regiona PursonnGl Officer, CAS
Furniture Hart

1355 Market Street

San Francisco5 California

Herman E. Slotmck
Civil Service Hopresentative
Boise, ldaho
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Heart Mountain Wayne E. Shroyar, Civil Sorvico representative
in. Charge of~"CAS - CAS Recruiting Office
Kittrodge Building
Denver. Colorado

", ,ohwer Alfred J, Piatt, Jr” Civil Service Representative
in Charge of CSC - CAS Recruiting Office
Pyramid Building
Little Rock Arkansas

Jerome Alfred J. Piatt, Jr., Civil Service _Representative
in Charge of CSC - CAS Recruiting Office
Pyramid Building
Little Rock, Arkansas

Delta Edwin D. Ellis
Civil Survicti Representative
Salt Lake City, Utah

Qualifications of all employees, whether occupying a position by original

appointment, transfer or promotion, should be reviewed on the project for

the conformance with Civil Sorvico Departmental Circular 257 and the mini-
M requirements issued by the Washington Personnel Management Auction.

C. Journalization and Review

After appropriate review for eompliarice with law, regulations and
policy and the obtaining of necessary approvals, all actions will
be journalized by the project personnel office and approved by the
appointing officer. (Project Director, or, in his.absence by the
Assistant Director or Administrative Officer.) No journal is valid
until approved by the appointing officer.

The fTollowing procedure describes the method by which the journal
(Form OEM-1, Exhibit E) is prepared for .approval of the Project
Director. This process is known as njournalizinga personnel action.

INSTRUCT10ONS FOR FILLING OUT <JOURNAL

The journal is a fanfold form, in original and seven copies. No abbrevia-
tions will be used on the journal except in the name of the month, state
or position titles.which, are so well known that there would be no possi-

bility of misinterpretation, i.e” "Junior Glorkn. Each itom on the sample
journal is identified by a niunbcr corresponding to those listed below:

1 . THIS ADVICE. In this block the the journal is prepared will be
typed.

2. OATH OF OFFIC3. Tho date the oath is sworn to should be shown. This
block is filled in only in the case of new appointmonts 3.nd transfers
from non-OEH agencies5 since they arc the only typos of actions which
require oaths. For transfer purposes the following are considered.
OEM agenciesi
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WAR RELOCATION AUTHORITY
(Name of Project)
(Post Office Address)

(Date)

I hereby order and approve he a ached personnel actions numbered
T-1 o T-5

Recommended Approved
(Administrative Officer) (Project Director)
* Projec Jirec or*
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li War Reiocati6n Authority S Office of Coordinator of

2. Central Administrative Services Inter-American ."Affairs

3. Office of Civilian Defense 75 Office of Lend-Lease Admin.

4. Office of Scientific Research and s Office of Defense Transportation
Development S; National War Labor Board

5« War Production Board —=—= War Manpov\rer Commission

:C* Offico of War4 Information

<<

There is no legal basis for paying a new employee until the oath is
taken. Th.@ 6ath may be sworn to after the journal is prepared , but

the oath may not be taken prior to the date after nThis Advice. gt

3. TO: The journal is addressed to the employee. His name should corres-
pond on the journal to his customary signhature. He should be in-
structed to use the same form of name in all Federal employment
and to complete all personnel papers in the form of namo used in
previous Federal employment. A ruling of th” Comptroller General
requires that Federal pay rolls show an employee®s first name in full,
middle initial or initials, if any, and suraame, as for example,

John L. Jones, or John L. M. Jones. If he so desircis, an employee
may use his first initial and middle name in full, or he may use
two full names, as, J. Milton Jonos or John Milton Jonese n rare.
cases, individuals have no given naine or names and use only letters5
as JL Jones, or he may have a given name and no middle name or
initials. In such casos5 a statement should appear uner "Remarks"
to the effect that this constitutes tho eniployoe®™ full name. All
personnel actions taken after the appointment should show the em-
ployee®s namG exactly as it is shown on the original appointment,
unless the name is changed by marriage or court order. In cases
of married ¥Ullen, nMMrs.n should appear before the name. nMr .M

and ,Miss ] need not be indicated.

4. NATURE OF ACTION

Indicate the typo of personnel action being taken. Tho standard
terminology to be used for the various types of actions is set
forth in the section of this procodure which iimiodiately follows.
Actions may occur singly or in combination. As a rule, if two a.c-
tions concerning an employee occur on the same day} they are
written on the samo journal,

5. EFFECTIVE DATF . This is the date on which the action is to bo effective
and is set by the personnel office, -after any necessary conference with
the Administrativt Officer or operating unit. In case~s of discharge
this entry should read "C. 0. B." (close of business) on the proper
date unless "the discharge is effoctivo at somo hour during the day,
in which caso the hour and minute should bo givon, as well as the date.
A separation because of death is always effective at the close of busi-
ness on the date on which the emplo®™/ee died. Leave without pay and
furlough should show the beginning dato, whether at the opening of
business or at some hour during the day. The following more frequently
occurring personnel actions may rivjdr be made retroactive, that is ef-
fective on a date prior to that on which the action is journalized and
approved by the Project Director: appointment, extension of appointment,
readjustment, change in status involving either
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a promotioi™r demotion. One key to this s”WcLtion is mwhether
or not the retroactive action will cost thy Government money;

if so5 the action usually may not be retroactive. (NOT3: For
thu- itoms 6 through lk, there, is a "»From" and "To" column on

the journal. Under "From" is to bo typed information concern-
ing the employee"s present status and uner '"To" is to be typed
information concerning, the status the omployey will have™ upon
approval of tho personnel action involved. In the .case of
appointniGn®bs, only tho uToll side noed be filled 1 n . n the case
¥ resignations, discharges, furloughs and leave-without-payj

only the Fr mn section will be Ffillod in.)

6. POSITION: Use the approved classification title for the posi-
tion and not tho usual office title. This title will be ob-
tained from the authorized position description.

7. GRADE Al© SALARY. The approved classification grade will”~be
shown for all allocated positions. After rate of P3vy indicate
the pay basis, as per annum, (may bo abbreviated as n.P.A.tf)
pur diem w.a.e. @hen actually employed) or per hour w.a«e.

8. OFFICE. Indicate the agency in this space. On actions affect-
ing present employees, ™"War Relocation Authority” mil always
be shown. In cas3 of transfer from .mother agency the name

of that a.gency mi l appoar in the MFromn suction alter thu
item "Office."

9y 1 and 1 1 . The division, Scetion and Unit will be shown in
accordance with "bha organiza/bional chart of the projecte i
"the chart does not show a break-down cis far as the uni it

need not appear on the journal.

12. HEADQUARTERS. Thu hoadquarters will bu sho/m as the post
office address of th project.

13. DSPALTII¥SKTAL QH FISID. In all project cases "Fields will ap-
poar in" this spQXJe.

1A. POSIT ONNO. The number which, liass buen assigned to tho.posi-
tion description by the Personnel Offic™in YJashington will
showne

15. REMARKS. This sps.ee is provided for additional informationj
such as tho reason for resignation. Remarks should bo brief
and should only bo used wvdien thoy will serve a useful purpose.
Instances when remarks are necessary:

1. Reason for change in name

2. Reason for separation or resignation

3* Reason for furlough, suspension, leave without pay

4, Section of War Service Regulations under which an employee
is transferred

5. Reemployment benefits.
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16.

17.

18.

19.

20.

21.

23.

24>

25,

e-10-

In w.d upper.-right hand corner of the journal, show the WRA
action number, followed by a MT" if the appointment is tem-
porary (one year or less) and "PL (permanent or indefinite)

if the appointment is without time limit. A new series of
numbers mil be used each day. For example, the first journal
written each day will bear the number WJRA-1-Tn or NifRA-I-Pu.
The addition of the letters ,fin and nPM will facilitate the
distribution of the Civil Service copies of the journal.

ISSUING OFFICE. In this space 'mAR RELOCATION AUTKORITYM will
be typed in caps followed by .the name of the Relocation Center

CIVIL SERVICE AUTHORITY. Indicate the Civil Service Certi-
ficate number, date of the certificate and the number of the
Civil Service Regional Office; the date and file initials

of the Civil Service letter of approvalj the appropriate
paragraph and sub-division of Schedule A appointments, as
"Schedule A-1-1 r,.

APPROPRIATION SYMBOL. Indicate the appropriation number
furnished by the Fiscal Officer.

DATE OF BIRTH. Give month, day and year.

LEGAL RESIDENCE Give the State only. This need not be
indicated on journals after he original appointment*

.Indicate "Malel or MFemale'™, The letters mMn and nFn may
be used. This need not be indicated on journals other
than the original appointment*

NATURE OF POSITION. Place an in the appropriate box.

X a .new position has been authorized and is being filled
for the first time, place an nXn beside nNew.n If an em-
ployee is being appointed or promoted to a position formerly
occupied by another employee, place an nX"r in the MVicen box.
The "1.A.." box will not be used for project positions.

This information is not necessary for separations, extensions
of appointmentSj furloughs and similar actions.

NAME REFERENCE. [If the position has not been occupied pre-
viously indicate "Vacancyl in this block. [If the employee

is being viced into a position occupied previously indicate
the name of the employee who occupied that position. This

information is not necessary for extensions of appointment,
separations, furloughs, etc.

26, and 27 are to be left blank.
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28« Retirement deductions are not taken from the salaries of
temporary employees3 but are taken from the salaries of all
indefinite project employees. On this basis, x-out the
appropriate words in this sentence.

29. SMPIDYING OFFICSR. The. facsimile signature of the Project
Director will be stamped in this space.

3 . PERSONNEL OFFICER. The facsimile sighature of the Admini-
strative Officer will be stamped in this space.

STANDARD TERMINOLOGY TO 3S USED I\S "NATUIIE OF
ACTIONS” ON JOURNAIS AM3 SOME REVIEW POINTS.

The following actions are usually taken singly, but
occasionally they occur in combination and may be so written.
Insert to the right of the term "Nature on action™ on the journal
form the full statement that is shown below.

1. . Indefinite War Service Appointment

This will be used for original appointment to a posi-
tion under the Vifar Service Regulations, if the work to be done
will last longer than one year. The duration of an indefinite
appointment is generally considered to be for a period of the
war and for six months thereafter. Persons appointed under
the War Service Regulations do not acquire a Civil Service
status by such service.

Trial Period — The first year of an indefinite war
service appointment is a trial period. At any time during the
trial period (after completion of one months service) the
empl ¥ea may be separated”™ if his peri ormance on the job is
not considered satisfactory.

An efficiency rating will be made at the completion of
ten month*s service for employees serving a trial period. Any
leave v/ithout pay lengthens the trial period by a period equal
to that of the leave without pay.

No journal® action is necessary for the retention of the
employee after satisfactory completion of the trial period.

Prior Civil Service approval is necessary for such an
appointment. the appointment is m?jle from a certificate of
eligibles, the ""Civil Service Authorityl block on the journal
must show the certificate number? date, and Civil Service Region.
IT the appointment Is not made fom a certificate the code initials
of the approving Civil Serive official and date of approval will
be indicated.
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The responsibility for the selection of such employees
rests with Relocation Center officials and no persons may be ap-
pointed in violation of the following .established requirements:

H person may receive an indefinite appointment where two
or more members of the family are already in the Federal Service.
Tho standard application form has a question regarding members of
family in the Federal Service.

although it is not illegal to appoint a person who holds,
an elective office (unless the holding of ~uch office would inter-
fere vdth his work in the Authority™*, a clear statement concerning
the fact os office held, amount of time devoted in such office, whether
or not the person intends to resign, etc” should appear with the
qualifications of the person for review in YJashington. Some State
Constitutions prohibit the acceptance of a Federal position by a
State Omce Holder. n

Membership in any political party or organization vhich advo-
cates the overthrow of the Government by force or violence will prohibit
the payment of salary or ether money to th”™ person holding such member-
ship *application Form 57 has a question concerning this subject.
the applicant is presently employed by arx ther Federal Department or
Agency, his appointment in the Authority should be made by transfer and
not under Regulation V. *

IT thu applicant is on furlough from another department because
of lack of work or funds, he is eligible for temporary appointment in the
Authority, but his appointment may not be made indeiinite unloss he is
absolutely separated from the other Department.

If. the applicant has previous Federal service,-his appointment
should be made under Regulation VIII, and not under Regulation V.

Medical certificates should reviewed and if thc-re is reason-
able doubt as to physical fitness for the job to be done the Medical Director
of the Project should be consulted for recommendation regaramg the ,
employee's physical fitness.

All forms required in connection with an appointment should be
reviewed for coiriplete™ngss.

Appointments mky not be retroactive, that is, the employee
may not he put to work before approval of the appointment by tho Project
Director (as indicated by his signature on the face sheet). " In other
words, the effective date may not be prior to the date the Journal is
prepared.

Only the "TO1 side of journa is completed.
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2. Temporary War Service Appointment®, Not To Exceed (Date), Regulation
V.

ITais will indicate the appointment of a person for a limited
time not iIn excess of one year. It may be for any maraber of months
desired, up to one year, according to the length of time the particular
joti will require* -

It Is suggested that if a determination can not Hg made as to the
duration of the work that Civil Service approval 'te obtained for one year-
under such circixmstances, a three months appointment may 'te extended for
an additional period without obtaining additional Civil Service approval.

The Civil Service authority for a temporary appointment is indi-
cated on the journal in the same manner as for an indefinite appointment.

If it is observed that the applicant is employed in another
Federal position, the transfer to a temioorar™ position should not be
made, since a person transferring from an indefinite to a temporary- ap-
pointment loses any leave to his credit at the time of the transfer.

A temporary appointment for n30 daysO or <=0 days®l in interpreted
as "being 1 or 2 calendar months.

Temporary appointments may not be retroactive.

wJill in "TOn side of journal*

Eeview points listed for an indefinite appointment are the same
for a temporary appointment, with the Exception that the restriction as
to nemters of family iIn the federal Service is not applicable.

3. Indefinite War Service Appointment, Reg, VIIL.

This willlDe used for the appointment of a person who has had

previous Federal Service. It is not necessary to determine wh.etlier or

not the person is eligible, for reinstatement* ,

Civil Service authority and review points are the sane as those
listed, for indefinite appointments under Regulation V, (Sareplfe 1)*

4. Temporary War Service Appointment N t to Exceed (date), Reg. VIII*

This xnll "te used for the appointment for one year or less of a
person who has had previous federal Service,

Civil Service authority and review points are the same as those
listed for temporary appointments under Regulation V, (Example 2 .
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5. Excepted Appointment Not to Exceed (Date).

All excepted appointments in the ¥ar Relocation Authority Vvill be
for a period not to exceed one year.

No alien may 'to enployed. under excepted appointmentsv The follow
ing appointments listed "belo®, which, are"excepted fron Civil Service
approval of qualifications, nay 'te used at the Centers, Relocation of-
ficials should, however, assure thenselves that the appointees are quali-
fied for the jots,

(&) 30 day Snergency Appointnents. War Service Regulation.-V, Section 4
reads as follows,, nlhergency appointnent v;ithout exanination, (@) iIn cases
of an extreme onergency, when positions nust be filled without delay, and
when tine does not pernit the securing of prior authoritj™~, emergency
appointnents for, not to exceed 30 days, nay 'be riado rzithout exanination
and without specific authority of the Connission. This authority shall

not apply to positions in ViTashington, D. C*, or to positions in cities
vrhere regional offices or "branch regional offices of the U, S. Civil
Service Commission are located. Such, appointnents nay not bo extended
"beyond the thirty-day period, r/ithout the expressed prior approval of the
Connission. (b) Notwithstanding the provisions of this section all
existing special agreonents between the Connission and any departnent or
agency are continued in effect till further notice, except in such appoint-
nents will 'be nade initially under the exocutivo order, N » 9063. Approval
of the Connission or the District Manager or his representatives rfast be
obtained for continuation of such appointnents 67 Il the period antharized
~by such agroonentst (c) Except as provided in sub-sections A and B of this
Section, appointnont rrithout exanination nay 'to nade only with expressed
prior approval of tho Connission*n

Energency appointnents nay bo nade to any type of position, "tut should be
resorted to only in individual cases of unforseen onergency. Cities
which are headquarters for Civil Service regional or "branch regional
offices are listed in Departnental Circular No* 323, Revised, Supplement
No* 9,. and nre as follows.: Boston, Nor; York City, Philadelphia, Winston
Snlen, Atlanta, Cincinnati, CMcago, pittslburgh., Washington, D. C.,
Cleveland, Dayton, Detroit, St. Paul, St, Louis, Uew Orleans, Seattle,
San Francisco, Denver, Onaha, Kansas City, Dallas, Los Angeles, Salt Lcike
City* Snergency appointnents nay not, 'te nade in ~lieso cities. .

Ho energency appointnents nay extend for nore than 30 days without prior
approval of the Connission. In such cases, if It appears tliat the
service of the enployoe will "o required for nore than 30 days, steps
should, 'te tnken imodiately to obtain Civil Service approval for his
continuconce for a tenporary or indefinite period, or a request for certi-
fication of eligi/bles should, "te subnitted.

Civil Service authority for such appointnents will 'te indicated on the
journal as Regulation V, Section 4, Pill iIn ~Tol side of journal.
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(3 Schedule A-1-6 appointncnts for internittent work, total salary not
to exceed $540 per year*

Scliedule A-1-6 reads as follows
»6. Any person receiving fron one department or establishnont of
the Governnent for his personal salary compensation aggregating
not noro than $540 per annun whose duties require only a portion
of his tine, or whose services are needed for very "brief periods
at intervals, provided that enploynei”“t under this provision shall
not be for job work such as contemplated in Section 4 of Rule 7111#
Appointnents under this paragraph for duty in Washington, 3* C,»
nay 'te nade only vdth. the express prior approval of the Connission
~hen iIn the opinion of the Connission the use of existing registers
or the estal>lishnerrt of new registers is impracticable.. Tlie name
of the enployoe* desi/™nation, duties, rate of pay* and place of
enploynent shall be shown in the periodical reports of changesJ
and in addition, r;hen poynent is not at a per annun rate, the total
service rendered and the distrilsution of such service during the
year snail 'te shom in the report of claanges at the end of each
vear or Y/lien the enployee is separated fron the service. The
additional enploynont imcler sinilar conditions of such a person by
another dopartnent or establishnent of the Governnent wrill be
subject to the approval of the 0Omissione’

Schedule A-1-6 appointnents nay lie nad.e for any type of personnel except
unskilled laborers (See Schedule A-1-14, Paragraph D,iDeloir). The justifica-
tion in each case rests in the nature of the w rk> not tha exigencies of the
particular situation. That is, unless tlie v/ork is inherently part-tine, or
Internittent, a temporary or indefinite war service appointnent should be
nade, on a T7.A.S. "basis iIf appropriate,

Scliedule A-1-6 appointnents not exceed one year in duration. Not nore
than $540 ' paid in salary din-ing any one year*

Tlie Hreport of changesf referred to has reference to the journal copies*
Therefore, on journals for separation Of A-1-6 enployees at other than per
fmnun rates, the total service rendered and the distrilDution of such service
during the year will be siiom. “nder MRenarks*n

Pill in 'To"1 side of journal.

C, Undei- this schodulc are positions of Schedule A-1-10 appointnonts of
skilled laborers azid tradesnen for construction or repair ork*

Schedule A-"I1-10 reads as follov/s
"Tenporary, part—tine, or internittent enplo™ment of mechanics,
skilled laborers, and tradosnen on construction or ret)air work in
the field servict3, in places vthero there is .o local toard of
exaniners of the Civil Service Connission 7or tlio enploj”ing
establishrionll and w/hore tlie connission deens it inpracticable
to establish registers of eligibles, Sen,sonal enploynent of a
recurring nature, are no authorized under this paragraphs”
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It has "boon cletcrninod that there is no local board of examiners at any
of the Centers and that the Civil Service Connission deons it Inpracti-
cable to establish, registers of cligibles at the Contors for filling
these positions.

Schedule A-1-10 appointnonts are linited to six nonths, and nay not be
nade to v;ork of a seasonal or recurring nature,

Fill in ,Ton side of journal.
(D) Schedule A-1-14 appointnents of unskilled laborers.
Schedule A-1-14 reads as follows:

fl4. Unskilled laborers at any city, locality or establislincnt vrhere
the Labor Regulations Tere not in effect on July 1,3.941. The Connission,
TFith the concurrence of the clepartrient or agency concerned, nay include
Y/ithin. tho clo-ssifiod civil sorvico unskilled laborer positions at ony
such city, locality,- or estatlisinent«]l

It is suggested that an appropriate nunber of laborers Tee appointed
under these provisions to serve on a VYa.e« basis. B"iployees available
on call can then be directed to work as needed, <?dthout tlie necessity
of appointnent and separation for each jdb.

Cities inj/hich the Labor Regulations Yiere in effect on July 1* 1941, are
indicated on tho attached list. In tliose cities, unskilled laborers nay
be appointed only fron nanes supplied the Civil Service Connission* In
all other places, unskilled laborers nay be enployed under Schedule A-1-14
without Connission approval.

Appointnents under Schedule A-1-14 not exceed, one j"oare
Pill in nTon side of journal.
POEMS REQUIRED K)R SCHEDULE il APPOINTMENTS.

The oath and affidavit will T executed and V/ill be retained in the

enployee file at the Center. One copy of Forn 2390 (fingerprint Chart)
v/ill '"te executed and sent to the Personnel Mana”enent Section for for-

A"/arding to tlie Pedcral Bureau of Investigation, instead of "being siib’
nitted to tlie appropriate Civil Service Eegional Office as in other cases*
IT desired, application on standard Forn 60 and 57 nay be executed by
tlie applicant, and<«physical exanination nay also 'te required. Neither
of tliese foms 1is nandatory insofar .as the Washington office is concerned*
qm™ a Q Jowgrwk ff>T nents will*®
be seat to the Personnel Maao™eiieat Sectioa far W  the- Waking-
,tan offiee af taia GQinii&sioiu.
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6. Extension of Tenporary T7ar Service Appointnent Not to Exceed (Date),
This action is used to extend a tenporary appointnent for an
additional period, depending upon the length of tine the errployee*s

service rdll be rouired. It nay be used to extend either Regulation V
or Regulation VIII appointnents. Prior approval of the Civil Service
Cormission is necessary unless approval of the ordinal appointnent was
for one year*

Extensions nay not be retroactive* A ticklor file on tenporary
appointnents should be naintained,

Fill in nTon side of journal,
7. Teriporary Par Service Appointnent nade Indefinite.

This action v,dll be used to extend a tenporary appointnent (under
Regulation V or Regulation VIIlI) for Wit Service duration*

Prior approval of the Civil Service Connission nust be obtained
and extensions nay not be nade retroactively,

Pill in 1ToH side of journal*
8. War Service Appointnent by Transfer fron (Nane of Agency)
This action is used nhen a transfer is nade fron a non-OElv! agency

or departnent. Por transfer purposes, all agencies except those listed
"below are considered non-053"1 agencies J -

War Relocation Authority (I7HA) Office of Lend Lease Adninistra-

Central Administrative Services (CAS) tion (OLL Adn ).

Office of Scientific Research Office of Defense Transportation(ODT)
and Developnont (OSHD) National Ylar La™or Board (N\T7LB)

War Production Board (WPB) War Manpower Comission (WMC)

Coordinator of Inter-Anerican Office of War Infornation (OWX)

Affairs (CIAAD)

pxior s,pprovcil nnst Hg ottciinGcl fron th.G Civil Service Corriission
for transfers fron all agencies except those listed above.

IT an fippointnent by transfer is at a higher salary, the prono-
tional requirenents listed in Departnental Circular- Jjo, 257, Supplenent
4 nust "be observed.

The War Service He”alation and Section under v/Zhich the transfer
was approved nust 'te listed under nRenarksn on the journal. This infor-
nrition nay 'te obtninod fron the Civil Service Transfer Certificate.

If reenplo”iont rights aro granted, that infornation should also
"te shownl, -
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9. Tr.ansfer Between Agencies) i Units )

This action is taken ulicn a transfer occurs “between 03*1 agencies*
(See oxanple 8 for a list of those agencies) or bot"ween organizational
units v/itiiin the Authority.

In eacli type of transfer a release mist bo obtained fron the
office fron vfhich tlie enployee is transferring* In organizational
changes r/ithin the Centers, an oral release is sufficient*

Tliis ac ion is not to 'be confused with MAppointnent by Transfer
fron Noh-OM Agency" or a ~Change in Official Station. u Transfers are
frequently confined rdth. other actionst such as changes in status and
official station.

Prior Civil Service authority is not necessary for transfers
“"between O5M agencies* The Connission”™ letter of Octobor 6, 1941, is
indicated as the authority "Unless a pronotion is involved. Y"hich. neces-
sitates prior approval in accordanco vith Departnental Circular 257,

S. 4.

10, Change in Official Station This action is used to record a
change in official station within the Aut?aority* Sucii a change nay be
fron one Center to another, fron a field office to a Center, or fron
Washington, D, C. to a Center. Other actions arc frequently conlDineci
rith changes in official station, such as a change iIn status and trans-
fer.

A release nust always 'te ol)tained fron tlie office in Yfhich the
enployees 1is currently enployed, including infornation as to whether
reenploynent rights are granted. These releases should be obtained
>y elOtype whenever possible.

IT a change in official station involves no expense to the govern-
nont for travel or novenent of iaousciiold goods, no adlditional.. forns ne$d
ile conpletecl, and a -journal nay be prepared innediatcly.

If such a change does invoice expense to the governnent, either
for travel or for novenent of household goods, approval of the Director
of the War Selocation Authority nust 'te obtained, in advance of the
effective date.

The receiving COnter nust furnish the following infornation "hy
teletj/pe to the Persohnel Managenent Section in TTashington*

Uane of enploj/ee*

rTitle, grade, and salary of present position and ne?r position.
Present official station*

Proposed effective date.

Transfer is in the interest of the Governnent nnd not for
personal convenience of enployees*
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Travel (is) (is not) at government expense.

Movement of household goods (is) (is not) at- government expense
M ethod -travel,- (For example () coinmon carrier (b) comidil
carrier™ including air line.)

Pei* diem allowance while enroute*

S.eleasa -has been obtained.

Change from a Field Station to a Relocation Center

On the basis of the teletype mentioned a Form 59B will be prepared

in Washington in original and six copiese Upon approval of the Form
59S by the Director, a teletype of approval will be sent to the project.
The action may be journalized by the Center* at that time. This may be
done retroactive to the effective date approved by the Director. The
Jashington® Personnel Office will distribute the Form 598 as indicated

below: T o " - , M- e* - > -

To releasing Center or to CAS Personnel Office servicing re-
leasing WRA field or employment office.

(1 Origina for delivery to employee
Copy for personnel files
(3 Copy for payroll

To receiving Center:

(1) Copy for personnel file
(2 Copy for payroll
(3 Copy for the Fiscal office

One copy will be retained in the Washington personnel Management Section.
Two copies of th© journal will be r.ansndtted to the releasing office.

Change fi“on Washington to a Relocation Center

The same procedure will be followed insofar as the Center is concerned.
The Washington Personnel Management Section will prepare the Form 598 in
original and seven copies, the extra copy being sent to the Fiscal office.
When the Form 598 is received in the releasing office, the leave and
retirement record cards and the personnel folder T.dlIl be sent to the
receiving office. Civil Service Authority is the letter of October,

6, 1941.

11 . Change in Status- This action*is used for a change in designation
or grade or both, with or without change in salary. Change in status may
represent an increase or decrease in salary.

The Civil Service authority for a change in designation, grade or salary,
is the (llirdssionls letter of October b ,1941 which granted prior
authority to make such changes5 after the employee had served thirty

days of his trial period, provided the qualifications listed in Depart-
mental Circular 257 are met. The exceptions listed In Supplement 4 of
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Departmental Circular 257" must have individual prior approval of
the Commission.

Changes in status before an employee lias served thirry days of his
trial period must have the Comnd.ssion,s prior approval.

Changes in status for temporary employees must have prior approval
af the Commission also.

Cased should Ipe carefully reviewed from the qualification standpoint.

A salary change can only be made effective at the beginning of the pay
period, i1inmGdiately following the pay poriod in which the change is
approved. This action is frequen™Xy combined with otker actions, such
as transfers, or changes in the field station.

Fill in only that portion of the ,Fromn section which indicates the
change being journalized.

12. Promotion

This action is used only in cases of promotion under the provisions

of the Mead-Ramspeck Fav, which provides for automatic within-grade
salary advancements for other than temporary employees.

EmployGes who receive less than 438 0 pt3r annum are eligible for
within-grade advancements after serving for eighteen months without

a promotion. Employees occupying positions which pay $3 and above
are eligible for within-grade advancements after completing tliirty
months of service.

Automatic VJithin-Grade Salary Advancements occur quarterly on January 1,
Aprill, July 1, and October 1.

This is an action which may be journalized retroactively, since these
promotions are mandatory under law.

On M"Fromll side of journal fill in only the item which is being changed

The space for Civil Service Authority will remain blank,
13. Change in Name From (Give Former Name)

This action is to record a change in name duo to error in typing the name
m. a journal already issued, to marriago or court action. After marriage
a female employee should be carried on the rolls under her given naniG,
initial and surname of husband. For example: "Mrs. Ruth G. Moore%

not MMrs James L. Mooren.

n case of divorce or o her change of name; by court action™ no journal

action can be taken until the employee furnishes a copy of the court
Older, which is placod in the Project Personnel File: n some.juris-

dict/ions thO divorc6 docrec rGstoros o woinsn®s inaidon naius — iIn
a separate court order is issued for the restoration of maiden name.



Name changes will bo made effective on the first day of the pay period
following the change. They may be combined with other actions. Reasons

“for the action should be indicated briefly under "Remarks™.
Fill in nTOn side of journal,
l4a. Three Months at a Time. Furlough to (Date) Inclusive.

A furlough is an absence from duty not requested by the employee. For
example, an employee may be furloughed when lack of work on which he is
engaged or lack of funds for that particular work make it necessary to
reduce the force. |If it is thought that the service of the employee

may be needed again within a few months, it is advisable to furlough

him instead of separating him, because it is much .easier* to journalize

a return to duty from furlough than it is to get a new appointment ap-
proved. All furloughs, even for short periods, should be journalized.
It is suggested that employees be furloughed for not less than 1 month,
as they can be returned to dut™ at any time needed. The effective date
should include all annual leave to the employee” credit. Employees
should be notified,( preforally in writing5)as far in advance as possible
of contemplated furloughs. Seloction of employees for furlough must

be made in accordance with separation registers, which are prepared
according to length of service, efficiency rating, etce f it should
become necessary to prepare—sepcirrtion registers, the Washington Personnel
Office may be consulted on method of preparation.

All furloughs for reduction in forco must be approved by the Director
and the OEM-28 - forwarded to Washington, It must be accompanied by
the separation register.

The reasons for the furlough must _appear i.n the. nRQmarkst section of the
journal.

Temporary employees should not bo furloughed. IT a temporary arLjploe.e is
needed only intermittently, his appointment should be on a per diem and
not o.n a per annum basis. ,

Only the rfFromH section is filled in for this action.

14-b. Furlough (Military Service) is granted to any employee (except
temporary) who leaves his civilian position and enters any branch of the
Armod Forces by enlistment or otherwise. When his resignation for
military service is roceived, a check should be n.ade to determine whether
he realizes his right to a furlough. IT h% insists upon resigning, that
action may be taken instead of a furlough.

Regardless of whether or not an employee resigns, he considered to

have been in furlough status during the period of his military service,

and upon application vd-thin 4 days of the satisfactory completion of such
service .is entitled to" reofnplo"ymdnt in his former position or <he of like
statu and pay. If his former position no longer exists ho may apply to
the Civil Service Commission for entry of his name on the Reemployment list.
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Projuct Directors may issue roloases to employeos of the Centers to
accept commissions in or enlist in the Armed Forces, These releases
may be granted immediately, but, if possible, sufficient notice should
be given to train a replacement.

Since an e N e entering service is entity to receive
salary compensation for all or part of ms annual leave whiee he is also
being paid by the Armed Forces, or may elect to have his leave carried
over until he returns to his civilian position, or may take his annual
leave. Salary payment representing his annual leave will not be made in
a lump sum, but he will be carried In an active duty status until his
leave expires, receiving regular salary payment at the regular semi-
monthly pay periods. If |:he employee wishes to take his annual leave,
the effective date of "fur ough wili be at the expiration of such leave.
IT he does not wish to take ms annual leave, the furlough will be effect-
ive at the beginning of the on which he entered military or naval
service. A statement as to his preference in taking leave must appear
on the 0i5M-28.

This is also applicable to employees who enter the VJarerds Auxiliary
Corps or Reserve.

Fill in MFromn side.
15. Leave Without Pay to (Date) Inclusive

This is an action to grant a voluntary request for absence from duty
after the employee has exhausted his annual or sick leave (in case of
illness).

Up to and including 3 d.ays, l.w.o.p. ma,y be approved administratively
on the basis of" a leave slip by the person™who ordinarily approves
leave. Leave mthout pay in excess of 3 days must be approved by

the Project Director and journalized. |In such cases,, the effective date
shown on the journal should include the entjire peiiod of l.w.o.p, and
not just that portion in excess of 3 days. Leave slips, signed oy the
employee, should accompany the OEM -28 requesting l.w*o.p.

Additional periods of leave without pay in the amount of 3 days or more
must also be journalized.

Leave without pay is not granted employees desiring to engage in outside
work.

L;VvT.0.P. may be granted to temporal”™ employees as well as indefinite em-
ployees .-.

The CSC has placed a limit of one year on leave without pay for any
reason whatsoever.

Briefly state the reason for action under IKemarksH.
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Fill in "FROM" side of Journal.
16. Suspension to (Date)

Pending investigation of charges against an employee or the consumma-
tion of proceedings for removal due to mi sconductj neglect of duty, Tfiscal
irregularities, etc., an employee may be. suspended from duty.

Project Directors may approve suspensions for a period not to exceed
one week. If it is desired to extend tais suspension for a longer period,
prior approval must be obtained from the Director.

Action should not bo taken retroactively to suspend an employee who has
worked in good faith during the period involved. Action to suspend should
be® aken curi®™ntly” -

Upon approval of an additional suspension by the Director”™ the action taken
will be "Extension of suspension to (Date)™e

Suspensions used as a disciplinary measure must havo prior approval of the
Director.

Give brief statement of reasons under JRemarks'™. in Journal.
Fill out nFROM"™ side of journal.
17. Return to Duty

Tins action is used to restore to duty after an employee has been on
eave without pay, Tfurlough or suspension. Since the Act of August

8, 1941 extended reemployment benefits to members of the Armed Forces,
the nature of action in those cases would be. MReturn to Duty (Act August

Fill in nTOM side of journal.
18-a. Separation. -

This action 3 used for the termination of appointment, of either tem-
porary.or indefinite™ employees in good standing. A temporary employee
may be separated at any time during ms temporary appointment.

Employees separated for reduction in force must be solected.in accord-
ance with Civil Service Comndssion separation register procedure.
Instructions for preparation of separation registers may be obtained
~rom the Washington Personnel Office, should the need arise.

Employees should bs notified in vfriting of contemplated separations.
This notice should, if possible, be dolivured to the employee 15 days
prior to the time of leaving active duty.



24

The effective date of separations should include all Annual Leave to
the employee®s credit.

The reason for action should be stated briefly under Remarks™”, as
HComplotion of Work®*”~ or HSxpiration of Temporary Appointmentfor

tomporary employees™ and nLaGk of Workn or eeLack of Funds®* for in-
definite employees.

Separations for cause (misconduct or unsatisfactory seuvico) must be
approved in advanco by the Director. In such cases™ the ,RemarksM
portion of tho Journal should record briefly th”™ reasons or circum-
stances surrounding the separation, iIn order that the CSC may determine
the employee” eligibility for re-employment and separation benefits
under the Retirement Act.

Fill in nFROMn side of Journa.l.

18-b. Separation by Death of (Name)

This action is to effect the romoval of an employey” namo from the rolls
by reason of death. The action should bo addressed to the Director in
tho™ space on the fanfold provided for ,N?jn3M. Tho effective date of this
action is llways at tho close of business of the day upon which the em~
ployoe died. IT an employee dies at 12:15 AM on March 15 1943 the
effective date would bu close of business Mnrch 15, 1943.

Fill in nFROMM side of journs,l.
18-c. Separation by Transfer to (Nrane of Agency),

This action is taken when iin employe”™ transfers to a non-03M agency or

other Federal department. |In case of transfer, an employee should not
be requested to submit a resignation.

Project Directors, at their discretion, authorize reloasos for
transfers to other agencies. It is not tho intention of the Authority

to refuse to release any employee. However”™ tho general welfare of the

R location Centers should receive primary consideration. In vital posi-
tions, whore health and sa,fety at the Centors are involved, Project
Directors should refuse to role.ase incumbents until suitable arrange-

ments ar.e made for recruitment and training of a replacement. Employees
should be requested to give a reasonablo amount of notice of their proposed
tr.ansfers. Tho time necessary for replacemont purposes will wvciry with
individual cases.

A check should be made with tho employing .agency to determine the exact
date the employee entered oh duty there, in order to avoid dual payment
of salary.

Under "Romarks'™ on tho journal, the s-ection of tho flar Service regulation
unaor which the transfer is effected should be shown, together with in-
formation as to reemployment rights, if any. This information may be



taken from the copy of the Civil Service transfer certificate, which
is furnished to tho agency from which tho employee transferred.

The effective d2,te of separations by transfer need not include all annual
Ica,ve duo the employee.

Comploto MFROMn section of joura:" .
19. Resignation

This actipn is to record tho acceptance of a resignation of "an employee.
Resigrrations must b( voluntary raid supervisors m?y not request resignations*.
Employees should be requested to give sufficient notice to r.llow for
recruitment and training of a replacement.

One copy of Form OSM-11 must accompany the OEM-28.

The date of resigno.tion should include all le.ivo due th 3 employee.
Tho effective date is tho hour and minute s.t which the le.iw uxpiras.

If an employee resigns to accept a position in another Federal Depart-
ment or Agoncy, the date of reporting for duty in the now employment

should be =chocked with the nevf agency to avoid dua.l payment of salary.
In the case of transfur to ;mothc y ag 'ncy _a resigrrvbiori is unneetjssary.

The Journal should indicate briefly the roason for resignation, as "To
return to school®, ™"Other employment”, otc.

IT an omployoo is involved in an invostigation5 or disciplinary caso,
or has a curront efficiency rating of ,Unsatisfactoryn, those facts should
appear briefly under "_Remarks™.

Complete "FROMILL section of Journal
20. Cancellation of (Nature of Action) dated (Da.te of Journal).

This action is to cancel nn action previously journalized. IT the

action has not been consummated, tha/t is, approved and journals dis-
tributod, it is unnecessary to proc.oss a cancelling action, as the Journal
copies can be destroyed-.

Strict a,dhorenco is necessary to rules, regulations and Comptroller
Generalls decisions governing retroactive actions. Tho termination of

an appointment or the acceptance? of -a resignation should not be canceled,
after the effective date has passed, for the purpose of effecting the
separation at a later d~*te. Neither may a separation action bo canceled
-?.fter the effoctivd date has passed to peririit retention of an employee on
the rolls.
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No action may ‘e cancelled after the effective date has passed
which, would have the result of reducing the salary of the enrplojiee
concerned, For example, if an employee is promoted effective November
1,1943, the promotion can not ‘te revoked after the effective date
has passed.

Only that portion of the employee®"s status which has been
changed (as in a change in status) need 'te shov?n on Tooth the
and ,ITOn boxes ;

21.,Anendnent of (Nature of Action) dated (Date of Journal)

This is an action taken to correct an error made in the prepara-
tion of some item on th.e Journal.

Admendraents nay not te made to include in original actions my *
item which is not. within the authority delegated to project officials,
and nay not 'te used to change effective dates.

Amended journal will be prepared with the correct information
sh.o\/n on ei,ther the "To"™ or Jrom®V side of the journal, w/hicliever is
appropriate. The side is not to 'te used to show iIncorrect
information which, appeared on the journal being amended.

I incorrect journals have not "been distrilmted at the time an
error is discovered, amended copies are unnecessary as the original
journal may be corrected.

ibnendnents should 'te kept at an absolute mininram, since the
necessity .for anendiients usually is indicative of lack of careful check
of the journal,

22. Change iIn Effective Date of (Mature of Action) fron (Date).

This action will 'te used to change the effective date of an
action previously taken by the field emplojnnent officer. The inforna-
tion appearing in the rfron" and ntoblocks should, 'te exactly the
sane as appeared in the action for which the date is "being ch.c?jiged.

Regulations and decisions of the Conptroller General prohibit
changing the effective date of an original appointmentj a change in
salary, or the acceptance of a resignhation retroactively (that is,
after the effective date or the date the action was taken ~y the
appointing anthority,) For exanple, the effective date of appoint-
nent of an enployee is approved as Septeriber 15,1941. After that
date has passed, no action may 'bi taken J10 appointing, authority
to nnke the effective date of tho appointnent prior to SeptenlDer 15,
1943.* ITf tlie appointing of icer accepts an employeeresignation on
October 15, 1943, to be effective October 31,1943, no action to change
the effective date to one later than October 31 after that date has
passed.
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PROCEDURE FOR EFFECTING ESIMBURSABLB M D NO1T-RED.CBIIRSA3LS"DETAILS OP EMPLOYEES

PulU ¢ Law 678 requires that constituent agencies of the Office for Emergency
Management and the Office of Price Adninistration shall obtain prior approval
fron the Bureau of the Budget for all wvrork to be perforned or services to 'te
rendered for then Tsy any other agencies of the Government, whether or not the
p6rforndiiGG of such, work or servicos involvGs the transfer off funds or reinbllrse—
nent of appropriations.

¥he Bureau of \the Budget has ruled that specific approval will not Te required
or:

The detail of enployees fron one agency to another where such
—-detail involves less than 60 nan d”s per person except where
transfers or reinbursenents involve printing and Dinding,
" expenses, or the porchase of notor propelled passenger*
carrying vehiclese
2.  Tlie dotfiil of eiiployces between OHi. s,genciGs»

A request for the loan of an enploye™ of another goveriment agency, whether or
not such loan involves prior capproval of the Bureau of the Budget, should be ,
initiated 'by the use of Torn 0B/1-28. Tlie infornation listed "below should "te
included either on the requisition or on a statenent attached thereto.

N, R

Nane, title, grade and salary of enployee to be detailed*

_ Type of loan, i1*e., reinbursable or n.on-rein"b"arsa™ble.

= Period of tine for which the employee is to 'te detailed and
= whether he will serve full or part-tine.

Hane of lending agencv.

A

: 7 = n= r WV eCib5i ntl3C.¢ 234.°ftheCcmPtr IlerC® eralan ffiCial

cifF f 81, fr enpl .ree*S SerViCe Will Sent t0_the lending
f N P-Pared to provide for the

The original and two copies to the lending OM agency or other Govern-
mental agency, in case of rein"bursalDXe loans. If reinbursenent is not
involved, only the original and one copy should be prepared. One copy

100 retxiTned- to the Center, indicating the lending agency»s approval
oi th.e loan, and the other copy v'ill 'te retiorned to the Center with the
adjustnent voucher when it is subnitted#

One copy to the enpl.o/ee file at the Relocation Center.

Tne Period of detail begins with the date of departure fron the lending agency
and extends to tne aate of return and includes tine spent in travel status.

Tb® procedure for reg-aGsting extensions of reinbursable or non-reinbursalile
loans is the sane as outlined above for original loans*

L ~Sa! r_ a period of less thazl 60 majl = per person nag not be extended be-
yon”™. 60 dixys witnout prior approval of tlie Bureau of the Budget.

Bureau of the Budget approval will be obtained '"bv the Personnel Management
Section®m Wasnmgton* In such cases, the green copjr f the OM-28 will be sub-
nitted m sufficient tine to all Y for Bureau of the Budget aoproval, T/liich
requires approxinately ten days.
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D« Approval of Journal

The journal will have no validity ue il approved .and signed by the appoin ing
officer ~Project Direc; or DI in his absence, the Assistant Director or
Administrative Officer), His approval is obtained as followst

1* Separate the white Civil Service copies of the journal according to kinds
of positions (temporary or indefini e)*

2, Type. wo cover sheets, one for temporary appoin merits and one for in-
definite appointments in accordance with the ssample a ached (Exhibit )«

The Administrative Officer should sign the face shoe as recommending
officer and the Project Director should sign as he approving officer,

4, Upon return of the face sheets from the ProjSct Director, they will be
filed chronologically in a folder* The Civil Service copies will be

a ached to the appropriate file and all journal copies s amped Twith the
name of the Administrative Officer and Project Director*

5« If the date of oath and effective date do not coincide with the. date of
journal approval (signing of face sheet), Kese da efe mc.y be stamped or
typed on the journals upon induction of he employee. The journals will
then be distributed in accordance v/ith Section E of this procedure#

Ee Distribution and use T. he Journal
Journals are dis ributed by he project personnel office as follows:
1» The original (white) to the employee.

2. Second shee- (blue) wi 1 be re ained in. he projec personnel office,
with required forms, which will make up the .employee Tfile.

3= Third sheet (white) to the Civil Service Commission. For temporary / 5 1
aDpointmenT?s>-""5Xcept. under Schedule A-1-10, this copy is sent direQ to

Civil Service Regl”™Q™l Director, accompanied by the fingerprin*fc chart«™d ~
These copies will be shiftitted. once each month by the®10 h of he moth,,*

For indefinite Gnd’Schedule "appoin ments, this copy will be forv/arde"d
to the Civil Service Commission in "Wystixigton hrough the Personnel Office *»
They will be submitteds the close of each dy.

IC. Fourth sheet (blue) to fiscal office of Center for payroll purposes.

5> Fif h she"et (pink) to the Personnel Ilviansgemen Section in Washington,
accompanied by one copy of the applic.a ion, Form 57 or 6 *

6* The six h sheet (yellow) will be .fumished he employee to. present o his
supervisor upon reporting for duty. |IFf any employee -is allowed to begin
wprk without presentation of his..| ouma he supervisor is personally
liable for the payment of his salary.



7. and 8, The last two copies of the journal will be retained in the personnel
office of the. project and may be arranged in such order as will facilitate

the preparation of any reports or other requested information concerning he
employee.

F e Required_Forms
The following Forms are required in various types of appoin mentss

Form 57, 6 , or short aDplieation for employment.

Form OEM-71U - combination oath of office and affidavit,

«C.S* Form 2390 - Fingerprin Char

C,S. Form 1214b - Declaration of Appointee

Forms 28 6-1 and 3308 - Designation of Beneficio.ry. Although these forms are
not echnically required, all employees subjec 0 the Retircmen
should be urged to complete them*

C.S. Form 2413 - Medical Certificate

At the time eul appointee 1is notified of his selection for appointment, he
should be informed of ,the. necessi y for d medicci.l examination and requested
to submit the completed Form. 21113 time of induction. He should be
advised to obtain the form from the Civil Service representative or secretary
a "the local post office and have his examine."bion completed before reporting
for duty.

In urgent cases he appointee may bo inducted v/ithout hé& medical e.xEuninatioii
but he should be instructed to have the €xc.mina ion as soon as pbssible. The
medical certificate will be reviewed a= he. Center to determine *whe her the
employee”™ health is &uch he his .employment would institute a hazard to him-
self or others. 111 doubtful eases, a member of the Center medical staff may
be colled upon for a decision as to the appointment or retention of an
employee. Medical certificates are no manda ory for temporary employees
although they may be required to ha.ve medical examinations at he discretion
of the project offices* *

The attached, chart indicates the forms required for each type of appointirieni:
and their proper routing* The letters in he columns designo ed for each
form have the following meanings

Wvn mmindicates that one copy of the form is to be sent 0 he I/Teishington
personnel officee

"1" - indicates that Olle copy of the form, is to be sent 0 he mHmres igoe ions
Office,

ncn - indicates that one c Dy is to be sejrt” to the Civil Service Commission.
IIF L

indicates that one c Dy is to be retained in the personnel file of
the Center



FORMS REQUIRED

Application 2390 <" ""Beneficiary Oath Declaration Medical
Form 50,67 or Fingerprint Forms 2806~1 Affidavit of Certificate
Short Form Chart 3008 OEM-714 Appointee 2413
124-B

(1) Indefinite WSA, Reg
V or Reg VIII From WIF C C F F F
C« S. Certificate
nde finite "WSA-Naine

suggested for MIFC C c . F F
Certificate

(2) -""-Temporary WSA, Reg
V or Reg VIl From WIF C F

C. S. Certificate
Temp. WSA - Name
suggested for WIFC C F
Certificate
(3 Appt. by Transfer
From C. S. Certifi- WIF c F
cate
Appt. by Transfer ~
Name suggested for WIFC C F
Certificate
(k) Temp. Excepted Appt.
3 day Emergency W C F .
(5 Temp. Excepted
Appt. Sch. A-1-6 w c - F
(6) Temp* Excepted Appt.
Sch, A-1-10 WF C F
(7) Temp. Excepted Apot.
Sch. A-1-14 "VF c F
- These forms are technically optional with the employee, but he should be encouraged to complete them.
Application forms will not be furnished for investigation on temporary appointments for six months or less.
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Records

1*

3e

Orgcuaization _(hsi;r s

Organizational cherts of each Center will be maintained. All changes
will imraediomely be indicated oil hese charts in order hat they will
be current o all times,

Or™aniza ional_File

Standard job descriptions and approved Forms 27a for other positions

no covered by standard descrip ions authorized will be filed organiza-
tionally. Loose-leaf books y/ill bo used to facilitate quick reference.
The nr.me of the employee occupying the position end date of incumbency
will be entered on each sheet* When he position is filled by another
employee, his name and date of incumbency will also be indicated. For
standard descriptions of positions such as school teachers, where he
same standard position descrip ion is used for several employees,

such as school teachers,, a sheet should be .at ached to the description
and he* name of each employee occupying such position in the particular
organizational unit should be entered on t-his sheet, with dates of
incumbency. If the same position occurs in severol organizational
units, the posi ion descrip ionWill 'be filed in each por ion of Je
book representing he organiza ionnl units. 1 is very important

that his organizational file be kept curren , accurate and in good
oondi ion a all times, since no card or other organizational file will
be maintained,

Service _R6cord™Card_ (Exhibit___ )

A service record card v/ill "be maintained on Standard Form 7 for each
appointive employee, and will be filed alphabetically. |If the
employee hes had previous Federal service, the d e of the las

promo ion (as indicated 011 the. questionnaire serrfc _to last place of
employmen ) will be entered in hemop righ hand, corner and an "X"
placed in the box entitled "Previous Government Service,¥ If the
employee has had no previous Federal service, "None** will be entered
in the op right hand comere Efficiency ratings (year and rating)
v/ill be posted in the columns provided for Appropriation? and
"Civil Service.w A quick review of the inform&.tion thus provided
will f&cili mme the determination of those employees who."mo."y be
eligible for within-grade salary advanoements under the Mead-Rimspeck
Act,

Employee Personnel _Folders

A separate folder will be maintained for each appointive employee of
the Ce.ii er and will contain all papers and correspondence relative
to his appoin men ch&nges in status, etc. as well as any other

matters relating o personnelThese folders*will be filed alpha-
betically.



5% Application Files

- No application file should be maintained. Applications received
should te referred to the Civil Service Commission,

**This psterial will be arranged as shown below, date mentioned first on the
bottom, the next on op of that, etc*

(1) Copies of Form 57 end/or Form 6 ,
(2) Journal copies by date? the latest one on top

On the right hand side of he folder*

{*  Medioal Certific .te

{* Dccilaration of Appointee, (Form..1 I]b)

;i Ooth and Affidavit

7= itny applications other than Forms 57 or 6

if? Any correspondence concerning the employee whieh took place prior o
appointment

ges Job description

{7 Whi e copy of Form OEM*28

X, Any other papers, such as request for appointmcn to Civil Service
Commission and the Commissionls authority o appoint, by date, v/ith latest
one on op.

3?;_ Efficiency ratings, filed chronologically ?/ithin the file.

as subsequent action are journalized, papers, such as B~rm OEHvI-28, are
arranged as aboYe, on top of the msterial for e.arlier ections. All this
mer eris.l is fastened at the top.

H, mImrestiga ion Procedures

Applications of all new employees appointed for a period in excess of six months
must be submitted for investigation purposes. Applications will be classified
into kt B and C categories depending upon the relative importance of each case,
as follows:

A. Cafes requiring immediate investigs. ion, either prior to or within a few
days after appointment,

B* Cp”ses in which inve-stigation should be carried out. within 5 6 weeks .
C, Cases in which investigationsmaybe deferred,

1« 1iUDmittal of Applications for_Investigation

All applications classified in he A and B categories will be submit ed daily
to the appropriate O»BS RegioTLcl Personnel Office for transmittal to local
credit offices for investigotioru MC””applications will not be investigated
unless a specific need for investigation arises. MCt applications will be
retained in the applicanfs file at the Relocation Center,
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2. Preparation of Forms

(@) 3 x_5 Card

A 3 x 5 card (Exhibit ) will be prepared 'bym]le Center for each application
mhich is being submi ted ]" investiga ion This card will coritairi he follow-
ing information _ -

a# Name of employee (last name first)

b# E.0.D. (Entrance on Dirty) Date

c Title
d. Grade
6# Salary

f# Employing Agency (OEM, WBK)
sx Headquarters
h# Came_gory of case (A or B)

The lower portion of the csrd will not be comple ed by he .Ceri The case
nuitiber, date and name of -#mres iga ing agency will be inserted in the Regional
Personnel Office.

(b) Submi eil-Letter

Letters which v/ill be used by the CAS Regional Personnel Offices for
mbransrai al of applies. ions o0 he credit agencies mil be prepared by
he Centers (Exhibit )> Every letter will contain the following
informa ion concerning each employee: Im

Name of employee

Title

Employing agency

Official station

Official station

Grade

Salary

Type of appointment, 1if other than War Service .

The date of he letter, name of agency o which.letter* is bein®, sen and the
Case No., will not be filled in by the Center, as this informa ion will be
inserted in he CAS Regional Personnel Office.

These letters will be prepared in original and i; copies. One copy will be
retained by the Center and the original and three copies will 'be submitted
to the CAS Regional Personnel Office for distribution, as follows original
0 investiga ing agency,1l copy for CitS files and 2 copies for the Imresti-
gation Office in Washington. More han one name may be included in each
letter, if desired, provided sufficient copies are prepared to allt)w for
submittal to he Washington Irrves igation Office of wo copies for each
employee men ione,d.



j Name of ilnrployee
I Morgan, John William

Title
Senior Analyst
Agency Office
OSM VIS Houston™ Texas

ACTION
Application Received

Submitted To

Returned to Investigations Office
Sent to Supervisory Officer

Acknowledgment Heceived

?orm  mi*-139 (10731042 STATUS

Actual Size

EXHIBIT A

EOD 1243
Grade Salary
CAT-11 J3800
nB «
DATE

OF CEAEIICO*ER INVESTIGATION

5H x 3n

3-1574 P5 bu



EXHIBIT B

Form OM-749-L
(1-11-43)

Central

Executive Office of the President
0JPXCE FOR O©OE£SRGOTCY MANAG-2MENT
Washington, D. C

Division of

Administrative Services January 1.,1943

Mr, John Doe
Dun & fradstreet, Inc.
1340 New Hampsiiire Avenue
Dal as, Texas
Dear Sir:

is
Attached for investigation (are) the application forras(s)
filled out "by the individual”®s) mentioned below.

Inasmuch as an early completion of the investigation(s)
has lieen requested* it will 'be appreciated if the case(s) can
be expedited, and the complete rep rt(s) forwarded to the Chief,

Investigations Office, Division of Central

Administrative

Services, Washington, B. C,
Name, Title Employing Official Grade, Salary,
Case No* of Employee Agency Station Type of Appt.*
.DB-VII1-15 Morgan, OSM CAS Houston, CAF-11
JolIm Wm. Texas $3800
Sr. Analyst
Sincerely yours,
John Sniith
Regional <Personnel Officer
Attachraent(s)
*A1l appointments are War Service unless otherwise indicated

Actual Size 81 x | 4T

3-1574 P6 nobu



(c) Federal Bureau of Investigation File Check Form

Simultaneously with the submittal of the applications to the CAS Offices,
a Federal Bureau of Investigation file check form (Exhibit ) will

be prepared in quintuplicate. The, form will include as much of the
following information concerning each employee as is obtainable.

Name
b# Presen address
c# Previous cities of residence or employment
d# Date of birth
e# Place of birth, if foreign born
f. Heigh
& Weight
h# Go or.of hair
i# Color of eyes

Tnfe case number and date of this form will be inserted in the CAS Regional
Personnel Office. No entry will be made on the-form under remarkse All
five copies of the form will be forwarded to the GAS Regional Personnel Office



EXHIBIT C

Form OIHM~644
("8~2X~42)
Executive Office of the President
Office for Etaergency Management
nTOSTIGAT S OFFICE
Washington* D. C.

PILE CHECK OI1 FED3RAL BlimU r INVESTIGATION RECORDS

DI- DB-VII1--15 BHTJS Jan* 1,1943

Name: Morgan, John William

Present Address 1122 Horth Pifth Street> Houston, Texas

Previous Addresses .Chicago, Illinois Cleveland, Ohio; Pittsburgh, Penna,

Date of Birth Jan, ,1,.1909 (if foreign born indicate place of birth)
London, England

Height 5 ft .5 in.. Color of Hair} black

Weight 160 Ibs*. Color of I”7es "brown

REMAEKSt.

Actual Size 8H x 10 3-1574 P7 nobu-final



(COPY)

October 6, 1941

APPENDIX 2 - DEPARTM AL CIECULAR

Sir:

In order to expedite fiction on personnel transactions, the
following authorities arc hereby granted to your agency for the
duration of the enorgencyi

EROMOTIONS AND CH/INaSS IN ASSIG-NMENT

The Civil Service Connission hereby grants prior authority
to your cogoncy for the pronotion or reassignnent of protational
and pernanent enployoes V/ith. a classified civil service status» both
in Washington and in the field, who have served thirty days of their
probational period and have had training or experience in the occupa-
tional areas of tho positions to bo filled. The Oonnission will not
require any definite arreunt of training or exporience, "but the operat-
ing officials rosponsilDlo for naking such pronotions or reassignnents
and the Personnel Officer of your agency rmst 'be satisfied that the
enployees proposed for pronotion or reassignnent havq sufficient
training or experience to perforn satisfactorily the duties of the
position to 'be filled.

The pronotion or reassignnent Vv/ill '"te reported on the regular
report of changes. In view of the fact that persons pronoted. or
reassigned undGr this authority vrill not bo eligible for transfer to
any other Federal agency or departnent or for reinstatenent r/ithout
such further tests of fitness as nay 'be deened necessary "by the Civil
Service Comission, tho report of changes should '"be clear y noted/by
the appointing officer to sho"7 "tilmt the pronotion or reassignnent has
"been effected imdor the provisions of this letter. This nay be done
"oy including the follov;ing notation ~C.S.C, letter of October 6,
194111, In addition to reporting the pronotion or ,reassignnent of the
regular report of changes. a Forn 375 should "bo subnitted within
thirty days after pronotion or reassignnent under this authority in
those cases W/liere the line of ¥ork is different, such as the pronotion
of enployees fron clerk to stenographer, chauffeur to survoynan, etc*
Porn 375 is not reauired to be sutnitted, however, in connection with
changes .iMliidi did. not. require the prior approval of the Civil Service
Connission boforc issuance of the authority contained in this letter,
such as tho pronotlon of enployees fron junior to senior typist, junior
to senior stcnographer, etc. In any case VWlaero the appointing officer
is in doubt as to Whether the Porn 375 should oi* should not be su"bnit-
ted under the foregoing instructions, the Porn 375 should "be subnitted,

For all positions in the fio-ld service where he recomended
change 1is one which, under present regulations-nay "o authorized "by
appointing officers in the field, the Forn 375 Yiill g submitted to
and retained ~by the District Mano.ger for purposes of post audit "hy
the District Manager or his representatives. |If the reconnended
chringe is one vrliich is required to '"be authorized "oy the central office

6-5123 P3T NOBU-WP
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of your agency, the Porn 75 will lie routed"to the Civil Service
Connission, Washington, D. Oe, through tliecentral office of your
agency. The Porn 375, sutnitted in all cases, where required, should
tear the following notation: nChange in status ~ QeS.C.letter of
October 6, 1941~~ .

Such pronotions or reassignnent nay 'be nade only after the
employees have conpleted at least thirty days of their probational
period, regardless of whether the promotion is to a position in the
same line of v:ork or in a different line of work, if the promotion
or reassignment is to a position involving different designation,
duties, grade or salarv,

The Commission will insist on a proper observance of the stan-
dards set forth in this letter.

The authority outlined above in connection with the promotion
or reassignment of classified employees who have served thirty days
of their probational period and have had training*and experience in
the occupational areas of the positions to 'be filled may, llowaver, lie
applied on the same basis and "aiider the same standards and procedures
to the promotion or reassignment of employees appointed under authority
of Executive Orders 8257 of Septeciber 21,1939, 8564 of OctolDer 8 , 1940*
and 8458 of June 27,1940 (Smergency Replacement List) after thirty
days of service.

The authority granted herein does not apply to the promotion or
reassignment of temporary enployees (other than those appointed under
the Executive Orders indicated a"bove) or of unskilled laboers without
a classified civil service status serving outside the labor regulations.

3y direction of the Conmission:
Very respectfully,
L.A. 1Xyer /s/
L.A. Moyer

Executive Director
and Chief Examiner

6-5123 P39 NOBU-WP



Atlanta, Ga.

cities

Baltinore, Md.
Boston, Mass.

.Brooklyn, N.

Buffalo, II.

Y.
Y.

Chicago, 111.

Cincinnati,

Ohio

Cleveland, Ohio
Colun®bus, Ohio
Covington, Ky»
Denver, Colo.
Detroit, Micii«

Honolulu, T.

H!

Indianapolis, "Ind.

Jeffersonvil
Kansas City,
Kansas City,
Los Angeles,
Louisville®
Milwaukee, .
Minneapolis,

le, Ind.

Kans.
Mo.
Calif.
Ky»
is,
Minn.

in MIICH Labor rs&ulations ieeis
IN EFJSCT OH JULY 1,1941

Newark, J*

New Orleans,- La,
Port Hev/s, Va.

Hew York, N. Y.

Norfolk, Ya. and vicinity

Oakland, Calif.

Onaha, Neor,

Philadelpliia, Pa,

Pittsburgh, Pa,

Portland (also South

Portland), Maine

Portland, Ore.

Providence, R. X.

St. Louis, M e

St. Paul, Minn.

San Antonio, Tex.

San Francisco, Calif,

San Juan, P. R.

Seattle, Wash..

Toledo, Ohio

Washington, D. C.



FEDERAL. CLASSIFICATION SALARY SCHEDULE

(Revised 8-%-42)

GQIAE LEVHES EN>>

TRANCE WITHIN GRIAE STEP INGBEASSS

P CAA & OC

SALARY

$ $
720 780
1 1200 1260
1 1260 1320
2 3 1320 1330
2 1A0 1500
4 1500 1560
3 1620 1680
5 1680 1740
k 1800 1860
6 1860 1920
1 6 2000 2100
7 2 U 2100
2200 250
6 7 2300 2400
2 lo 26000 2700
d 2000 3000
3 3200 3300
10 3300 3600
4 1 3800
5 12 4600
13 5600
7 14 6500
15 8000

9 16

SERVICES

P - Professional

CAF - Clerical™ Adninistrative™ Fiscal
P - Sub-Professioal

CPC = Crafts, Protective, Custodial

* Not Included in CPC*

ST29)

1740

900

1ULO

960
IMO

i6ao

1740

&+

6*0844«nobu»vp
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CLASS C  #19.00

Accountants
IActing Asst, “gr.
Acting superlntendent (Housing)

1/ Adm|n|strat|ve Asat,. ¢ <4 9

Adjustment -"oard i vs N
Applioation Transmittal “lerk

Y larchitecture

17
j2)/
i v/

Asst. Architeoturg

Asst. Electrical ngineer
Asst, gire

Asst. Sant. Engineer
Barber Mgr.

Beauty Operator Mgr.
Slock Mgr*

Ge~tobisBrAMAE ) jSuis, e [ Alfu/r->y
Chef N

Chemical ngineer

Chief AocSuntant

Chief Blacksmith

Chief disbursement

Chief Dispensary wleric
Chief inspector

Chief Operator

Chief of Party-

Chief timekeeper
Colonist Teacher
Coordinator

Cost Accountant

Daity Goods Mgre

Dark Room Technician
Dentist”

Dental echanic

Doctor

Dry oods Mgr#

Editor Project Newspaper

Electrical Design gnginee”
Sxecutilre Secretary

Fire Captain

Fire Chief

~ish Buyer

Flower “hop Mgj~.

Foreman”of Art Department
Foreman of Blacksmith
Foreman of Carpenter
Foreman of Landscape Gardener
foreman of Mechanic
Foreman of Maintenance
foreman of Painter

foreman of Service Station
Foreman of ~ign Painter

Noreman of ?»arehouse
Fb>ew\ a F



Greneral i»eciger Accountant
General Office Mgr.

General Radio and Repair Mgr.
General Warehouse Mgr*
Graduate Chemist

Graduate Dietitian

Graduate Lab. Technician
Head

Head Storekeeper

Head Timekeeper
Driver-

Ansikrance ounselor
jeweler Mg?.

Jr* Asst. Clerk in Charge
Jr# Leave Section Officer
Labor Coordinator
Landscape Engineer

Lergal Asst#

Legal Ai” Division Head
Lieutenant

Mail Order Mgr.

Music Instructor

News Editor

Newspaper distributor Mgr*
Hite School Counselor
Office Mgr*

Optometrists

Pharmacist
Physo-~heropist

Project Acting Pharmacist Supervisor

Physcian

Registrar

Hesearch Asst*

Sr* Joreman Airport

Sr.
Sr.
Sr.
Sr*
Sr#
Sr.
Sr#
Sr.
Sr*
Sr.
Sr.
Sr.
Sr*
Sr*
Sr#
SS»

Foreman
Foreman
foreman
Foreman
Foreiaan
Foreman
Foreioan
Foreman
foreman
foreman
foreman
Clerk

Auditor

Bath House Boiler
Carpenter
Coa
Electrical
Highway
Lumber
Maintenance
Plumber
Sanitation
Stove Repair
utility

Property C3erk
Stenographer
Secretary



Sr. Personnel Officer
Sr« Rationer
Sr. Timekeeper
Sooial Worker
Stati~tian
Store Clerk Mgr.
Supervisor Entertainment
Supervisor Assistant
Supervisor Airport Laborer
Supervisor Atheletic
Supervisor Carpenter Laborer
Supervisor Chief Clerk
Supervisor Club Activity
Supervisor Evacuee Personnel Property
Supervisor Food Control
Supervises: Handicraft
Supervisor Kitchen
Supervisor Nursery School
Supervisor Outside Employment
Supervisor Post Office
Supervisor Property Clerk
Supervisor Ration Division
Supervisor Reoreation
Supervisor Sanitation
Supervisor Sewing Unti
Supervisor Steno-Pool
Supervisor Steward Warehouse
Supervisor Timeohecker
Supervisor Waitress
Translator
X-Ray Technician



k?

2H

GLA3S #xe*o00
Aooountlag OlerX
Airport Laborer
DA iTer

Artint
Asst* QMaailst
Asst OXeric

Asst M UUan

Asat* Xab* ftoimid an

AS8t« E»™lstra?
A9%t« 3t«wrd
Asst* Storalceeper
A«st T#aoher
Attendanoe Clerk
BaoturlaXigiat
BaJdcer

Barber
Beautician
BX&0Okafaith

B3ad« Operator
BX0Q" Bciautlfier
BoiXexman
Bollerwoman
Bookkeeper

Batches
Canteen Olerlc
Carfenter
Carpenters
Q&vtQonis%
Ohftuffour
Chemist

010tiiin|; Welfare
Ooal Sampler

0 dIES

0@ )C9 Helper

Coordinator “eoretary

C,0«B* OXerlc
Cost Aooountant
Day Watobman
Dental Asst*
Dldtitiam
AishMslior
dispensary Cleric
Bir&ift @1

Diry GlLas r 7/
Neotrialan 1104y»g
Bnte/tailaer

Fair li&bor Pjraotioe -"oard

Farm Laborer
SilinM _0lav)CQ
Fire Migjaters
Floyi t

# no /r

/3\c / /c/T



6N*1"feAda« } “ *
8ms Stationattendant
GEneral Offloe Cl«rk
&raT® digger

Guidance Clerk .

Miad Waitress”--
Highway Laborer ~
HEg Raiser
Hostel Caretaker
Irrigation Laborer
Janitor
~anitresa
Jeveler
I

Knife Shxarpea™r a & redhi/y
Launcu”ese
taunaTj Worker
Leave Seotlon Clerk
timber Filer
Libraian

Attendant
Maid ead Linen ~lrl
Mail Carrier
2lall Order Clerk
Malntenanee Carpenter
Meohanio KBSSwur
Meohenlc iyfwriter Fixer
Bl®#hanlo H«lp«r
Messenger
MImiograph Operator
Midwife
Movie Project Operator

iUlITiltefca - - =~ Ne.. -

Nurses Aide
Nursery Tsaohar
Office Cleric
Optical Benoli Man
Pass Inspector
Photographer
Photographer Asst”
Playground Constructor
Plumbers
Porters
Postal Clerk
Pot Washers
Radio Repair Man
Reoeivlag Clerk
Re eptioni8t
Eeoreatlon Leaders
Rofregeratop Mechanic
Reporters
Hook and Mason aOlpers
%dman
Salvage Man

Sanitary Laborer
5N



Sanltery Xnspeetor
Seamstress
Secretary
Service Station Attendant
Sewage disposal Operator
School Testing Assit* _
ma.! - y<4 e*"a
—NS*e%4r6*4»4eB ' .
Statistical Clerk
]2\ \ Sfeesn Ingineer
Steno”~ré&plier__ 7 :
t Storekeeper
Stove Repair Klan
Student Teacher
Swam
Switch oard Operator

>
>

In €5a Sorter

Tractor Driyer
Tray "rl

I Zj : Transit ISan
Truck Driver

\3 ]) typist
utility Man

1 21 1 watoh gepalr Man
Waitress
tJsherstte

s:  : Terifier
Wiarehouseman
Warehouse Tally Clerk
Warehouse Stork “lerfc

Water Pump Man.

V/c/i Su



CLASS A $1S.00

Apprentice Carﬁenter
Apprentice Mechanic
Apprentice Storekeeper
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WJUI RSLOCATIOH AUTHORXT7
Wathlngton

Office of th« Dirootor

July.10™ 194$
Tot Projeot Directors

Subjectt Standard Braouee En™loynvnt Soh«dul«# Part I«

Attaohad hereto is Part 1 of a Standard Sr&ouee Eioployment
Schedule4 Job Titles and Condensation Rates (Tentative)* Part I1
oonsiitizig of th job d soription8# willb- “entyouwitMnthe
next w«ek or &a

This Standard Soh«dul« it th« third of th« at«p™ we ar«
taking to rationalize employment on the projects* The first step
v&s to analyse labor n 948» as direot«d by siy momorandua of liay
11# 19430 The second step «&= to limit th« nunibttr of jobs on
eaoh proj«ot« VemO wb want to place th« olasaiflo&tion and d«s-
oription of jobs on a uniform basis for all proj«ot«# and
-lish the ntu&b™ of persons to b« employed at »aoh typo of w rk«
This la the purpose of th« present Schedule of Job Titles and Com-
p#ns&tion Eat«s» X to _igrhatise that it 1 not our purpo--
in this undertakingn to ellalnata any desirable aetlrity, whether
ad2alnlstr&tlT«# pr 4uotiT«# eduoatianaxXt or cultural”™ but only to

ohiere prikotioos in = loyraent.

this Soheduly is not nandatory at th« pr«s«nt tine* It la
i *u6d In tentutiT* form in ordVT to « oh proj«ot an opp f_
i thd i ohhiNvs# 4 d1& ox
expoot to issue a definitlTe sohadula nhioh will have mandatory
fully r oogniSo tiat th« pre mat tfntatiTe o hedul
yIH not fit any proj ot n y olos«lyv and in soma r«ap«ct«/ it

may bo rery wide of the mark® It should 8«rre# howw™r, as a
basis for reorganising project en“loyawnt and as a starting point
for oonstruoting & definltlTo 8 hed\il« The Schedule has been

reri«»ad by all Diriaion and Seotion Hoads oonoorn«d and r«pr«-
ments th« 001100tl76 judgmsnt of the Washington office on th«
basis of aTailabl# infotmtion

I wich you would hare this Soh«dulo oar~fully studied in
«aoh Division on your project and make i«hat«Ter r#oouoMndAtions
you think appropriate. Please indioat# Tiiher* jobs should be
el IMnat™d™ n«w jol>I add«dt ooa™ansation rates ohang«d# or a
different nunibtr of iInouaibents provided for luay job* Eaoh r««
consaandation for an additional job or for & larger nusibsr of
inoulaibertfl or a higher oon”enaation rate in any job, should be
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4«b-563

4-~-SO0
4rN)N506
4-t»-S07

I B P 3
4-"6111

4-V-512

4-V-513

A jSiikPigprtplgui t
$ 1o dkn
Olatk
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InventoX7?* Ulmxk ha
, y o 'f
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Ixt

16
16



Notd ZSmAB JUNXKDEY CITISIOo
ittpply 8«eti A

kasa Man”sient Unit (Ooat'd)

J YesariptioA Ooap«uatl B Weaildiv of
Oodt 1haib«r V Itl# at. laemIHintt
4*W614 Truok 8waap«r n.

4-W615 wWa~hcm.# Sup#m«or m]w

War«hauM Worksr 16
4»M17 H«ad X9
4»W518 Butpher U
4-W&19 le« tfau U
4«™»520 Brtad® Haa | 16
o623 »— eLmrndxy 19
4N*882 Hc tsdry wor)»r 16
4*>\/623 &ata re” 16

Ileee 8«11 Scpezrisor 19
4N-4120 Cook X9
4t » IKH OookfF Helper U
4-V-527 H«ad X9

AN1)H"N588 H«ad Valtr«t« 16
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16
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4-4-604 Ohi$f ~Nimeo”™raph 19
Unit
CliRMr-fypifit
'‘4-d-CSD?I St«a6ll Oatlar
4548 8 ttsppXy OXerk
4»4_(50/\:'__ . 101-r,1|i|n|\.Af§-M X6
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