


Prepare contract on proper form in quintuplioato. 
Complete as to details of the contract#
Number in the project sorios.
Have contrao七 properly signed by contractor® 
Submit to this.office for signature.

Distribution:

Original "will be transmitted 七 o the Washington Office 
in accordanoo with our telegram of October 25,1942, 
which modifies Paragraph V, Section A, of Administra­
tive Instruction No# 42#

One copy will bo retained by Central .Administrative 
Services, Fiscal Division.

WAR RELOCATION AUTHORITY 
Whitcomb Hotel Building 
San Francisco, California

November 5,1942

PROCUREMENT' MEMORANDUM NO. 2
TO: Project Directors

. - •SUBJECT: Continuous Service Contracts

Enclosed is a copy of a Memorandum of Understanding regarding the 
preparation of contracts by the Central Administrative Services 
Division of the Office for Emergency Management#

This agreement has been entered into with the idea in mind that some 
method had "fco be worked out for the execution of contracts which 
should have been entered in七o prior to October 1,1942, so that pay­
ments would be 111ad© from funds allo't'bed to Central Administrative 
Services in San Francisco. Since the contract should also be one thai; 
could automa七ically be extended to the particular War Relocation 
project involved, as of October 1 , 1942, the attached Memorandum of 
Understanding wi’ll ctsゼis*t you in following "the desired procedure*
It is therefore requested 七hat tho projoe七 thoroughly review Section V. 
of* Adminis七rative Instruction No* 42 and proceed to write coirfcrac七!s 
in accordance therewith響

After tho contracts are completed and numbored wl七h a project contract 
number 七hey should be submi七ted to 七his officG for signature by 
Central Administrative Services, In sutinmary, the following action 
should be taken by the project:
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Throe copies will bo returned "to the project#



Also attached is a sheet lis七：ing 七he information-we hh.ve regarding 
contracts that have como 七o the Gttontiori. of 七his office* There 
is also enclosed copies of any contracts referred to on this in­
formation shoot*
When attempting to write telephone contracts, Circular Lettor No* 18 
and Supplement A# copies,of which are oncloscd, should be thoroughly

Duncan Mills 
•Administrative Officer

Enclosures.



COPY November 4,1942

MmoMmmii of understanding
SUBJECT: Contracts -Previous to October 1,1942

Following is the procoduro 七hat will bQ used to execute contracts for all 
War Rolocation Authority projects in the San Francisco region for contin­
uous sorvicos that s七arted prior to October 1, 19421

1 , Contracts for* all continuous services or supplies starting prior 
七o Octobor 1,1942; will be executed by tho Cerrbrcil Adminis七rative Services 
Division of the Office for Emergency Management, 1355 Market Street,
San Francisco, California,

20 CAS will encumber funds to pay all obligations 七o October 1,1942, 
from funds to their cred’it, and allotments made 石〇 the projec七s vrili not 
be affected.

3* All of the contracts will be numborod by tho project concerned*

4* Contracts will contain the following notations:
a« For services and supplies furnished prior to October 1,

1942, bill as follows i

Central Administrative Services Division 
Office for Emergency Managomont 
1355 Market Street 
San Francisco, California

b# For sorvicos or supplies furnished after October 1,
1942, bill as follows:

Nomo of project concerned*
Address of projoct conoerned.

/s/ Duncan Mills
Duncan Mills 
Administrative Officer

Approved/s/ Ralph B* Thompson
Rcilph B. Thompson, Regional Mgr,
Central Administrative Services





WAR RELOCATION AUTHOftITY 
Whitcomb Hotel Building 
San Francisco, California

October 1 7 , 1942

PROCUREMENT MEMORANDUM NO. A

TO: Project Directors
SUBJECT: Administrative Instruction Wo, 6,

Supplement N o . 1

A wire received from ?/ashington, dated October 1 6 , 1942, 
corrects paragraph 2, sentence 2, of the above Instruc­
tion to read: MRequisitions for those forms should be 
made on the appropriate OE&i regional offices, using 
OEM-390.

Duncan Mills 
Administrative Officer
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WAR RSLCCATIOH AUTHORITY 
Whitcomb Hotel Building 
San Francisco, California

October 19,1942
PROCUREMENT MEMORANDUM NO• 5 
TO： Project Directors

SUBJECT: Mandatory TPS Contracts, Federal Prison Industries, Ielo«, and
Blind-made Products

Copies of the General Schedule of Supplies, Federal Prison Industries catalogs 
and Schedule of Blind-made Products, are being sent by the Washington Office 
七o 七he projects as rapidly as 七hey can "be ob七ained«

Contrac七s which are manda七ory for use by 七he War Relocation Au七hori七y and the 
Office for Emergency Managornent are iden七ified by a s七at.ement; which appears 011 
page 2 of 七he Schedules concerned and reads as follows:

nFor use by i±Le executive departments and other 
establishments of the GovornmQnt of the United 
States of America within the continental limits 
of the United States,f,

or where either 七he Office for Emergency Management or 七he War Relocation 
Au七hori七；y is specifically mentioned# Such statements are notice to 七he 
Federal Government departmonts and o七her establishmeri七s tha七 七 ho con七racts con­
tained in a schedule are inandatory for their use# In these ins七ances the 
purchasing officor may no七 depart from such contracts and procure the materials 
covered thereby in any other manner unless prior cloaranco has been obtained^ 
or a genuine emorgGncy ac七ually oxists; Concerns who havo boon awarded mandatory 
contracts must accep七 ，ordors from the Fodoral Govornmont dopartmonts and gs七a/b- 
lishments*

At 七ho prosont time the Office for Emorgoncy Managomont and tho War Rolooation 
•Authori七y do not havo any cloaranoc from tho Troasury Department, Procuromont 
Division,七o purchase itoms covorod "by manda七ory con七:rac七s in tho opon market*
If suoh cloarancos aro o"b七ciinod tho projects will "be immodiatoly notified#
Following is a list of 七he? principal mandatory items oovorod by tho Gonoral 
Schodulo of Supplies« This list is not all inclusive and was compiled on 
April1 , 1942, thcroforo thoro is a possibility that additional items havo boon 
added or somo itoms havo bqon droDpod*



Supplomont No# 3 
Supplomont No* 4 
Supplomont No« 12

26, Part 1 
26, Part 2
26, Part 2, Sup# No* 1
27, Supplomont Ho， 1

35
40

54

54, Supplomcn七 No* 1
54t Supplement No# 2

54, Supplcmon七 No* 5 
103, Supplomont No# 2

104

Class

4, Supplement No# 1

7
8
and 66,
66, Supplement No•1 
8 and 83
8, Supplement No# 2 
17, Supplement No•1  
17, Supplomont No# 2

Items

Explosive and Blasting Accessories, 
(except items 4-G-50 and 4-M-100 to 

4-M-190 inclusive, and item 4-R-100) 
Gasoline, Tank Wagon, and Steel Drums 
Service Station Deliveries (all items) 

Mo七or-Vohiolo Accessories and Parts 
(except items 8-M-6010 and 8-M-6050) 

Construction and Road Building, 
Machinery Parts (except 66-P-157)

Tiros and Tubes (all items) 
Motor^Vohiolo Accossorios (all items) 
Spark Plugs (all items)
Electric Fans and Repair Parts thorofor 
^ail items)

Electric Lamps (all items)
Storage Battorios (all items)
Automatic Battery Fillers and Parts 
thorofor (all items)

Wood Furniture (all items)
Stool Furniture (all ib oms)
Motal Offioo Chairs (all itoms)
Floor and Window Coverings 
(oxcopt itoms 27-B-777 to 
27-B-822-50 inclusive; it oms 
27-C-1700 to 27-C-2000 inclusivos 
27»S*»3200 to 27-S-4310 inclusive)

Books (all it oms)
Machine Tools, Small Machinery and 
Aooossorios and Parts 
Office? Equipment (oxolusivc of 
Supplomonts 3 and 4)

Ropair and Maintenance of Certain 
Offioo Machines (all items)

Rental, Ropair, and Maintenance) of 
Cortain Offioo Machines 

Cortain Office Machines (all items) 
Recording and Transcription Sorvico 
(oxcopt items X03-R-810 to X03-R-950 
inclusivo)

Exchango AXlowancos for Typewriters 
(all itoms)

Procurement Memorandum No. 5
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齡  Procurement Memorandum No# 5

Before purchasing items in the aforemerrfcioned classes in the open market, it 
should be dotormined that deliveries cannot bo mado by con七！*actors named in 
the General Schodulo within tho proscribed 七imo limit of tho contract or within 
the? time limi七 required by 七ho using projoc七• For examplo: A contract 
specifics 2 to 60 days dolivory after rccoip七 of 七ho ordor* If upon coimmni- 
ca七ing 七h tho contractor, he advises that delivery will bo mado wi七hin 30 to 
45 days, which is clearly wi七hin 七ho 60 days maximum spocifiod in tho contract 
but tho using project requires delivery within a period not to cxcood ton days 
or two wooks, tho con七ract may bo mived, for immedia七o nGOds, in viaw of 七ho 
fact 七ha七 the? contractor is unable to meet 七he delivery roquiroments of tho 
project. This is 110七 七 o be construed 七o mGcm 七hcit tho projects should not 
anticipate thoir needs far enough in advanco to take advantage of tho oxisting 
manda七or*y contracts.

In a l l  casos -wtioro purchases of mandatory contract i  七 oms aro made in  tho op on 
imrkQ七 ， tho P roject Procurcm:r± O ffico r  s h a ll issue a momorandum 七o bo a七taohod 
to 七ho ptxymcirfc vouchor, SF-1034 Rov#, or errber a stcitGmcrrfc on 七ho revorso sido  
o f 七ho paymon七 •rouchor, which w ill  clocirly show 七he no■七uro of tho cxigonoy and 
七he tie七 ion taken prior 七o 七 ho plcicing of tho order* Tho P roject Proouromont 
O ffic e r  w ill  bo held rosponsiblo in  a l l  instancos and w ill  havo to oxplain in  
d e ta il  any purchases mcido i r i 七he open markc七 which arc covorod by mandatory 
TPS co n tra cts# Minor d iffo ron ccs in  s p c o ific c tio n s  which would not oxcludo 
General Schedule of Supply i 七oms from p r a c tic a l uso, or moro personal proforonco, 
sh a ll no七 bo regarded in  any vray as ju s t ify in g  open market purohasos^

FEDERAL PRISON INDUSTRIES. INCr

Unless spocifioally authorized by law, products of tho FodoraX Prison Industries, 
Inc* arc memdo•七ory for purchase by 七ho oxooutivo departments and o七hor ostablish*" 
ments of tho Government*

While tho products of* the FPI change from 七 士 加  to 七ime, the following types of articles arc usually availablej

Orders will be placed directly with FodcraX Prison Industrios, Ino.# Dopartmont 
of Justioo, Washington, D* C#, in accordanco with instructions contained in 
thoir latest Schedule of Products* ム七 prosent 七ho 娜ar Roloccition Authori七y
does not havo a oloaranoo of any kind from 七he FPI* 七horeforo it will bo 
mandatory thr.t items mo.nufacturod by tho FPI be purohasod or a cloaranco obtained 
for each purchase "boforo purchase can bo mado in tho open market# This do os not 
apply to purchcisos made? by 七ho Army for W A*

Bags
Baskets
Brooms
Clothing
Drain Traps and Grci七cs 
Griils, floor and wall 
Mats

NexmG Plates
Pulleys
Shoes
Stool Casos 
Tonts
Traffic Standards 
Uniforms
■Woven Co七ton Fabrics (canms)



jj4 Procurement Memorandum No# 5

NATIONAL INDUSTRIES FOR THE BLIND

The Rational Industries consists of the Committee on Purchases of Blind-made 
Produc七s which is designated as the agency 七o facilito•七e ■the distribu七ion of 
orders among the agencies for* 七he "blind* Purchases from this source are 
mandatory for all Government departments*

The items available from the National Industries are listed in the Schedule 
of Blind-made products and consist of 七he following：

All requests for blind-made products will be transmitted diroc七 to tho Treasury 
Depar七mont, ProcureniGnt Division, Washing七or^ D« C#, in accordanoo Twi七h instruc­
tions containod in the ourront Schodulo of Blind-Made Products* The War 
Reloca■七ion Authori七y docs not have clearancos to purchase blind-mado products in 
七he open mrket, thoroforo items listed must be obtained from them or it will bo 
nooossary that a cloaranco for oach purohaso be ob七dined, and omorgoncy purchases 
oxplainod, as mentioned proviously, for mandatory TPS contract items•

Items similar to above 7；hich are to bo purchased by tho Army for T/VRA., or procured 
from another Govornmcirb Agoncy, do no七 require a cloaranco or alloca七ion by 
Treasury Proouromontf

Mats
Mattresses 
Pi丄iow Cases 
Brooms

Mop Handles 
Mops
Deck Swabs 
Mailing Bags

Duncan Mills
Administr〇.tivc Officor
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WAR HELOCATION ATJTFOHITY 
Whitcomb Eotel Building 
San Francisco, California

October 30,1942

P-^OCUW^FT MHrOHOTTl! 110. 6

SUBJ3GT: Refula七ions governing the pa^/ment of expenses of 
transportation of* household foods and personal 
effects.

Executive Order No, 9122, dated April 6,1942, amends 
Executive Order No« 8588 of Kovember 7 , 1940, entitled ^Prescrib 
ing regulations Governing the payment of expenses of transpor­
tation 〇f household goods and personal effects of c©r七sdn 
civilian officers and employees of the United StatesM* Executive 
Order Np, 8588, as amended, is quoted as follov/s:

^Bv virtue of and pursuant to the authority vested in me 
by tho act of October 10,1940, Public No# 839, 76th Congress, 
entitled '•An Act to provide for uniformity of allowances for 
the transportation of household goods of civilian officers and 
employees when transferred from one official station to another 
for pormanent duty1*, I hereby proscribe tho following regulations 
governing tho allowance and paytriGn七 from Goverran：31vfc funds of 
expenses now or horeaftor authorized by law for the packing^ 
crating, drr.ya.ro, transporta■七ion, and unpacking of household 
P'oods and porsonal effects of civilian officers and omployoes 
of. any of 七 he GiKccmtivo department g or ostablishmcn 七 s of the 
United States ?/hcn transforrod from one official station to 
another for pemanorit du.tys

SECTION 1 , Vihon any civilian off3.cor or employee of any 
of tho executive departments or obtabrishments of tho Tint tod 
States, licrcinaf七er called cnployoc, is transforrod from one? 
official s 七at ion to another for porraî nent duty and the payment 
of ercocnscs of transつortation of his housahold goods aud other 
personal effects is authorized by law, such expenses, when 
spo cifically authorized or approved bj/ tho head of 七ho depart- 
ment or ostablishmont con corned, shall bo allov/od and paid in 
accordance with 七ho provisions of 七heso rGgulations,

SECTION ?.9 Maximum allowances for tra.n sport at ion.

(a) Weights The actual costs of transportation 
of tho household affects and other personal 
property of tho omployoo, not in oxcoss of 
5,000 pounds ^ross, and of 七he packing, crates, 
boxos, lift vans, or o七her temporary con­
tainers required for the shipment, shall 
bo allov/cdj Provided, That onplayoos who 
have no depondonts wi七h them shall
bo entitled to the transportation of
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household effects and other personal."property 
not in excess of 2,500 pounds rross. Gross 
weight shall include the net weir^ht of the 
property and the 17eif5ht of ths usual containers 
of the property, but shall not include the 
weight of packing, crates, boxes, or lift 
vans which have no connection vdth the property 
except for tho purposes of the imrediate ship­
ment and v/hich do not constitute a continuing 
part of 七he property of the enployee.
For the application of the limitations 
prescribed by this subsection the f,ross weight 
of the property shall be compiited as being 
80 percent of the combined weight of the 
property and the packing and crating used for 
tho shipments Provided, That in csts9 of ship- 
men 七 s imrorvinf tr*?.nsportat.i〇3i by vessel over 
all or part of the distance the gross weight 
of the proper七y shall1>3 computed as being 50 
percent of the combined weight of the property 
and the packing, crating, boxing, and lift 
vans used for the shipment： And provided 
further, That v/hon snipment is by motor 
freight tho rross weight of the property shall 
be tho actual weight of tho poods transported* 
Thus, transpor七ation vjill "be allowed at Gcnrefft- 
men七 6xponso for property xvhon packed, crated.̂  
boxed, or placed in lift -vans for shipment, 
T^ithin the? following; maximum weights：

EmplojrG〇s having depcmdoii七s living with thorn：

Pounds
Shinmont involving, transpor­
tation by vessel over all or
part of route* • .............. •10* 000
Shi'amont by rail only, 6, 250
Shipment by motor freight only* 5,000

Employees having, no dependents living with them：

Pounds
Shipment involving 'transpor­
tation by vgssgI over all or
part of route*••••••••••••*•••• 5,000
Shipment by rail only....... •.. 3,125
Shipment by motor freight only.• 2,500

(b) Volmo： Where charges for transportation
arc compirfcod on a basi s of measurement rather* 
than weight, charges mil bo allowed regard­
less of weight for ilot to oxoeed 29 measuro- 
morrb 七ons of 40 cu^ic foot each, inclusive of
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packing, cratinr, and lift irriis： Provided,
That employe os T,>ho havo no depondsnts living 
with 七hem shall be lowed charges for not 
to oxcocd 22 moasurGmont tons#

(c) Weight and Volume on Same Shipment： When 
shipment rtust be made over such a route thsti: 
the transportation necessarily involves charges 
"based upon weight over part of the distance and 
upon measurement' over another part of the dis­
tance, the folio取dn— conditions shall applyt 
( 1 ) it 七he  weifht.does no七 eスceed the iimi七©•- 
tions prescrab<?d in subsection (a) payment 
shall be allo^-ed for actual charges over the 
entire distance regardless of lA^other the 
measuromont is in excess of the limitations 
imposed by subsection (b); (2) if both 1/veight 
and measurament ar*e in excess of the prescribed 
limit©•七ions payment shall not be allovrod for 
the excess by xvoight over tha七 par七 of the' 
distance where char^os aro based on weighty or 
for the excess by moasurehent over that part of 
七ho dis七anco V7hG：rc charges arc based oh 
moasurniriGTit.

SECTION 3« Allomncos for Packing," Crating,' Unpacking, 
and Uncrating, The aobual costs of packing, cratinr, unpacking, 
and uncrating shall be dllbwodr Provided, That no charges shall 
be allowed for the packinr., crating, unpacking, and uncra七ing of 
property in excess of tho weight or measurement allov^blo under 
Section 2 of 七hesG regulations*

SECTION 4. AXlowancos for Drayago* Tho actual costs of 
droyago to and from the conmon carrier shall bo allowed* Pro­
vided, That in no case shall costs of drayago bo allowed whore 
door-to-door common carrier rates arc aつplicablo*

SECTION 5» .Heans of .Shipmeirb* Shipment shall be by the 
most economical moans,七aking in七o consideration tho costs of 
packing, crating, draya^：©, unpacking, and uncrating* Provided, 
however, That tho employoc may have his effects moved by somo 
moans other than tha七 dotermined to Tbc most economical iy paying 
七ho differonco botwoGn the lowest available charges and tho 
che.rgos by tho preferred moanst And provided furthor, That, 
when tho head of tho department ©r agency dotoyminos it to もo in 
the intorost of tho Govcrnmont, ho may specifically authorize tho 
shipmont by oxpross of articles roquirod for immediate uso at 
tho new" official station (such as profoscional books, wearing 
apparol,"bedding or kitohon utensils, but not furniture or 
jewelry), ■which shall in no caso oxcood a weight of 500 pounds 
for amploycos having depondonts living Tvlth them or 250' pounds 
for employees having no depondonts living with thorn* In con- 
si doring comporativo transDortcition costs as requirod by this



scotioni the lowest availablo motor van chargos may bo dotor- 
nined by Gonsultin^ published tariffs or by securing competitive 
bids, the uso of either rfiethod to be construed as "beinf5* deter- 
ninative of the lowest a'VP.ila'blG rate for motor 七ransportatioru

SECTION 6. Use of Government Bill of Lading or Purchase 
Order* Shipment shall be made on Government bill of lading or 
purchase order whenever possibls； otherwise reinbursoment shall 
be made to the employee for 七!*anspor*七a七ion expenses ac七ually and 
necessarily incurred within the limうta七ions prescribed by 七iiese 
regulations. If property in excess of 七he amount allowablo under 
these roaula■七Sons is sh3lro〇d. on a Goveraraeri七 ' bill of lading or* 
purchase order w:th the authorised allowance the employee shall 
imrr.odiately upon com'olGtior of the ah3pii«nt pay to the proper offi­
cer of the department or establishment an amount equal to the 
charge for the transportat5on of such excess,

STjCTION 7* Compirta七ion of Excess Costs, Excess costs 
payablo l>3「 七 he enplcyoe shall bo computed from 七 he total charges 
accorcmif 七o the ratio of excess v/oight 七0 七he total weight of the 
shipment,

SICCTION 8* Use of L5 ft Vans, Charges allov/ablo horeunder 
for packing and crating and for 1;r?.nsport?.tion shall include 
oxponsos incurred in hiring, transporbinf^ and packing lift vans 
v/hon shipments o.ro made in or in part by vra.tcr, but shall
not include charges in connection with sny shipment： of empty lift 
vanq or for payront of s t e r n c h ~  rros or import dutics on lift 
vans •

Ŝ CTir'N 9. Items not alloivab?i.G* For the purpose of thoso 
regulations housohoJ.d r;o〇as afid other personal effects shall no七 

include grocc'rios, r̂ov? sions, vines, liquors, cnimals no七 nc-cos- 
sary in the r>or?omnnee of official dirties, birds, or automobiles,

SECTION 10, Valuation. Tho valuation of property as 
declared for ship pin,0： purposes shall not oxcccd that at which tho 
10west froifht rates vdll anpl̂ /. Should the employee dosiro a 
higher valuation, he must assume all costs of transportation in 
excess of the char"*0 5 at tho lowost rate.

SECTION 1 1 , ShijTmont from Points Other Than Official 
Station* The oxponsGs of transportation authorized hereunder 
shall bo allcvrablc v/ho七her the shipment originates from tho 
omployoo*s last official station or from some previous place of* 
rosidonco, or par七ially from bo七h: Provided, That the cost to 七he 
Govor ran ont shall not oxcood the cost of shipment in one lot by 
tho most economical roirto from tho last official s七a七ion to 七her now* 
Shipments involving a cost creator 七han than authorized by 七his 
section may bo made on a govormiGri七 bill of lading, but tho omployoo 
shall be required to roimburso tho Govcrnmont for* 七ho oxcgss cost 
immediately upon completion of tho shipment. No oxponsos"shall 
bo allov^iblo for tho transportation of property acquired on routo 
from tho last official station to the new# For tho purposes of



these regulations, the term 'official station* shall be construed 
to include any point fYom v/hich 七he employee coriP-utes daily to 
his official post of duty*

SECTION 12* Tire Liinit. All shipments allowable under 
these regulations shall berin ■'Adthin six months of the effec­
tive date of 七he .transfer of the eraployeo unless an extension is 
specifically frail七ed by 七ho head of 七h© department or establish­
ment;* Such an extension shall be approved by the head of the 
department or* establishment \，ri七hin the six p〇n七hs* period during 
which shiprnont would othervdse 'oe^in and shall in no case be for 
a period oxcoedinp1 two years? from tho effective date of the 
transfer, except 七hat, for Graployeos ©ritGr upon £1〇七17€3 mili­
tary， naval, or Coast Gusird duty a 七 any time prior• 七  o tho oxpira- 
tion of theporlod^ithinvAiichtransporfcationofthoireffocts 
is authorised and who are furloughed for 七ho duration of such 
duty, theoxtonsionmay'bGm&deGffecrbiveuntiladatenotmore . 
than sixty days follovdng the date of* termination of the furlough*

SECTION 13. Shipment by American Vessels. All shipments 
of property by ws.ter shall bo mado on ships registered under tho 
lavrs ot the United States vdiore such sMps arc available#

S13CTI0N 14, Transfer for Convonioncc of Employeo# If 
transfer is made at the request &.nd primarily for the con- 

venigiicg or benefit of an cmploT^co, nb paTTnont' shall be* allowed 
from Gotrcrnmont funds for• 七 hs packing, crcitinr,, drayaf^c, trans­
portation, unpac^in作， or meriting of tho honsohold floods or othdr 
personal effects of tho omnloyoo*

SECTIOIT 15i Preparation of Vouchors, In preparing 
vouchers for r>a>nnGnt under the so regulations tho .follomng conditions 
shall bo obsorveds

(a) Statement of YiToî ht: tr/hcn charges for 
transports 七 ion arc ba sod up on wc i p*ht f tho 
actual (not estimated) v;o5.fht shall bo shov,Tit

(b) Itemization of Charrcs： VJhcro sorvicos 
rendered covor, in addition to transporta­
tion, such other serTriccs as packing, crating 
dravap：o, and uncrating, tho total charge for the
SfS'rvlces be itemised so as to show the chargefor* each service*

⑷  Payment by More Than Ono Voucher? Inhere 
all tho sorvicGS rondo red in connection 
with moving tho household effects of an



employee are not covered by a single 
voucher, vouchers covering payment for 
subsequent charges shall bear a reference 
to prior vouchers.

SECTION 16# Exemption of Foreign Service Officers.
The provisions of 七hese regulations shall no七 apply to the trans­
ports. 七 ion of effects of officers and employees of the Foreign 
Service of the Department of State: Provided, That section 14 
shall hare full force and effect v.l七h resncc七 to such transfers*

SECTION 17, Effoctilr© Date* This order shall be effec­
tive as of October 10,1940, 0.nd shall be published in the 
Federal Register.’’

Duncan Mills 
Administrative Officer





WAR RELOCATION AUTHORITY 
Whitcomb Hotel Building 
San Francisco^ California

November 5,1942

PROCUREMENT MEMORA酬 M NO i ケ

TOi Project Directors

SUBJECT: PD-408 P6rms foi* Third Qliarter,1942,

We know tha七 七 he projects are now fully avrnre of* the importance of 
PD-408 forms and we hope that immediate steps will be taken to pre- 
pare this form for the 七hird quarter which will list the itepis to 
be purchased from January 1,1943, to March 3 1 , 1943,

It is the opinion of this office 七hat the smooth operation of the 
%ir Reloca七ion projects ■will bo greatly facili七ated if PD-408 forms 
are carefully prepared and include all items noedod by the projects 
regardless of the Division concerned*

PD-408 * s should no七 be made "by the Division but rathar ori七ho basis 
of the to七al needs of tho projects# It is suggested that someone in 
the Procurement Division 1>(3 assigned the;七ask of consolida七ing tho 
submissions of tho various Divisions on Form PD-408, The preparation 
of this form should be a continuous process and not one 七o "be under­
taken the las 七 f gw days of each quar■七 or •
Any priority assistance, extended as a result of 七he PD-408*s will 
automatically allo*vv the projec七 to cissign such priority rating to 
their own purchase ordors# It is, theroforo^ obvious that properly 
executed PD-408 forms will greatly facilitate your operations.

Duncan Mills 
•Administrative Officer





A  f WAB RELOCAnON AU5HORITT’ iî lteomb Hotel Building
し San Franolseof California

December St 1942
PROCOTmfMT MMORANDTO NO* 8 
TOi Projeot 公 irectors
Subjeat: Prooar«®ent of Biaterlale for approved and rated pro­

jects*
wit?li th© moving ©f the regional offioe to wasliiiigtoji， it 

is essential that each projeot assume full responsibility for 
the procurement of all materials and supplies#

with speoifio reference to th« prooareiaeiit of construo- tloxi materials» it is important that someone in the prooar©- 
ment dlvlaios have a thoroagh understanding of .the preferenceratings gj^nted fcy the issti811Q.© of oertiflea食 ©s* Ee
should aleo be very familiar with the preparation of the form 
P3>*2〇 〇 , To曹 ard this endt we are encloeing the PD-200#s end the 1， 8 listed on a sheet attached to this mmaorandumand passing on to you tlie following instructions and sug卜es_
tlozis;

X) Th© form PD-200 does not oonsitute authority to 
porohase materials or to begin constraotion. This form is merely an application for the above authority and priority assistanoei 日o you must be very earefuX not to begin construe-* tion or to purohas© any of "bh© siat珍;rials for 00113truetion 
u d i l  vou li&v© ©■ Prefexeno© G©i*tifiGat;© No*
P*l9-h*

2) ▲ earefill study of M_208 Sind ：L_4S is very essential
3) Eaoh preference rating oertifloate is accompanied 

by a list of materials you are not aathorized to parohase 
with the priority assistance expended* An unauthorized paroliase of these materlala is subjaot to severed penalties 
provided by lew* ^ substitation of n〇 G-*oritiaal material 
mast be made for these items*

4) There Is a definite dollar and cents total of pri- 
ority eussist&iioe that oan b3 used# (This anioliiit is plainl̂ T 
qaoted on eaoh P-19-»h issued)# 守

5) a h  purchase orders ©xtending a priority must
quote the P轉 ;19轉 h serial number and eertificat;ion*



E
0) The project oonstruetion dlTisioa must have a oopy of the PD-SOO and a copy of the eliminated material (attached to the P-19-h) to use as a guide in placing orders for materials♦
7) In aooordanoe with paragraph (F) of the preferenoe rating certifioate, it will be necessary for you to r̂etain,for a period of 2 years| for in日pection by representatives

of th© War Pでodaotlon Board會 endorsed copies of all suoli pur- 
<3hase orders or G〇xitraotsf whether accepted or rejected^ 
segregated from all other parohas© orders or oontracts or filed 
in such manner that they oan fee readily se名regated for sueh 
inspe〇tion#n

We suggest the following metliod for ocmiplying with 令he 
above regalatzo&:

Prepare a file foBer with the tab showing th© oonstruo- tioa project naiae (@.g* Tule Lake Schools)*
On the inside of the folder̂  rule off the f oXlowiug headings s
. ， ’C .  v り..1， Date PtO*Filed In PO Register File

P*0. Ko;V@ndor siyescrlDtion iUaoaut 5 Date Reo#d {Copy IT)
$ t 1 
t i

餐i•
List 政 purchasu orders pilao®a for approved materials*
The intent of all instructions and suggestions is toemphasize t;li8 necessity of maintedning a record that ®an be readi-iy auaited by representatives of the War Produation Board and to assist ycm in complying with all WPB regulations and 

etrletlons*
Do not purchase or requisition any of the material for any 00118truotIon project until jrou have reoeived from the regional or the Washington office a list ot the requisitions ûlready plaosd with, th© Ariay# Too. will reoeiv© this list very shortly.

Danoan Mills Administrative Officer

Enclosure
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