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WAR RELOCATION AUTHORITY
GILA RIVER PROJECT
RIVERS, ARIZONA

August 17, 1943
PROJECT INSTRUCTION NO. |

Assistant Project Directors and Section Heads

cally set out by Washington instructionsJkn& procedures
for the conduct of suework willybe announced in a
series of Proj®at Instructions of whichfthis will he
the first. Th3A\wi\lAnclude am procedural instruc-
tions issued fo~\hoiyroject D”™ector/s signature,

which will be ap”~Mcable to tbJ various Divisions on
the project.” f f
Preparation Y\ | / /

Instructions prefcatfed on ttp projet should be framed
by the Division Responsible for the subject matter.
Much thought shoiild be giyen tojlach subject before an
instruction is%rawn up. /ZEach instruction should cover
only one subject. The myteriay should be arranged in
such a mannerl t]iat it wi/Ll/be easily read and under-
stood. The hf®d of thefoivisjpn preparing the instruc-
tion will initial the cyiginax ©opy and route as follows

kCopieW of! instructions will be sent to all Divisions,
~nstructipns will be kewt in special binders, signed
oMginalsfof instructions will be kept *in the Project
Central Julies e

Bennett
Project Director



WAR RELOCATION AU3SHORITY
Gila River Project
Rivers, Arizona

In reply, refer to:
e*s Management

September S, 1943
PROJECT IN T'RHCTTON NO. 2

To: All Appointed Personnel

Subject: War Ration Books and Meal Requests

A memorandum from the Washington Office requests
that all War Ration Books No. I, I1l, and Ill be surrendered
to the Prolect by those who live in any Group Il Gila River
Proiect Institutional User Establishment for seven consecu-
tive days or more and takes eight or more meals a week.

The memorandum further states that according to
General Ration Order #5, an Institutional User in Group Il
mu3dt remove from any War Ration Book | sugar stamp which
expires while in his possession. Also remove from ecy War
Ration Book Il and 11l eleven points of currently valid blue
stamps and fourteen points of currently valid red stamps for
each week during which the person who turned over the book
lives in the establishment #or seven consecutive days and
take eight or more meals.

VV/ar Ration Books will be returned temporarily for use
in acquiring any rationed product other than a rationed ”ood
product or for use in obtaining another War Ration Book*

The above instructions leave no alternative *or us
but to refuse mess hall privileges to anyone who does not
comply with this request by September 15, 1943.

The cooperation o™ all concerned in surrendering War
Ration Books to Harold E. Keadle, Chief Project Steward, will
be greatly anpr”elated.

The Staff Mess is confronted with the very serious
problem of determining how many meals are to be preoared each
da”™ in order to make proper use of rationed foods*

It is becoming a habit with the Staff to take fewer
meals, particularly breakfast and lunch, and then ail coming
for dinner bringing guosts without notice. It is also a
habit with apartment dwellers to come to meals without any
notification whatsoever* The Staff Mega Hall must have



twenty-four hours notice In advance 5¥ "ou aye brlnging
guests* It wb.ll be absolutely necessary ~or each Person

to fill out the meal request -for each meal to bo taken for
the month and state whether the meal to be taken in Canal
or Butte* The forms are available at Cana> or Butte Person-
nel Mess# Estimate closely as possible the number meals
each person expects to take -ffor the month* This applies to
apartment dwellers as well as residents o™ dormitories*

The Mess Staff is trying to provide meals at a

reasonable cost, and we must have your complete cooperation
or our whole mess program will break down*

Project Director



WAR RELOCATION AUTHORITY
Gila River Project
Rivers, Arizona

September 13, 1943

PROJECT INSTRUCTION NO* 3

TO: All Division and Section Heads

SUBJECT: Compensatory Time - Evacuee Employees

There appears to be a misunderstanding as to the granting
of compensatory time,to evacuee employees.

Employment has been curtailed and personnel reduced to the
extent that each Section and Division has only a limited amount
of funds to expend for evacuee labor.

Administrative Instruction No* 27, Revised, dated August 4,
1943, paragraph 6 (b) states that: "The Project Director shall
have the authority to require a longer work week, or work at other
hours, or both, when the nature of the work, in his judgement, so
requires."” paragraph (c) of Section 6 states that when the Project
Director has authorized a change in work schedule, at the direction
of the Section Head, workers are employed in excess of the standard
work week, they shall be entitled to compensatory leave, but that
any such leave must be taken prior to the employee's termination
from the job.

It naturally follows that due to the limited amounts of fund
for evacuee labor that unless the Project Director authorizes a
longer work week, or work at other hours, or both, that no compen-
satory time is to be granted by any Section Head or Division Head,

£+ H, Bennett
Project Director



WAR RELOCATION AUTHORITY

INTEROELICE ORANDUM
GILA RIVER PROTECT
RIVERI, ARIIONA

PROTECT instruction no M

September $4-, 1943

THVORANDUN TO: AIll Division and Section Heads
3US3JECT : Administrative Travel

Effective immediately authorisation to travel
in connection with official business will be approved
by B* V* Runyan, Assistant Project Director in charge
of Administrative Management* In obtaining authori-
sation to travel, the procedure as outldned below
must be followed;

1* The person designated to uerform official
travel should prepare in advance Norm CBEM 39, Request
for Travel Authorisation* The form should be signed
by the division head and submitted to the assistant
proiect director in charge o-f administrative manage-
ment .

R. On receipt of the Request for Travel
Authorisation, the assistant proiect director will
prepare the Travel Authorization Eom OHM 71*

3* It will be absolutely necessary that the
traveler have in his possession the original-signed
copy o™ Eorm OEM 71 before he leaves his official
station*

The above procedure must be adhered to in 5ts
entirety due to the limited amount of travel funds.
Any deviation from this procedure might result in an
over-draft which would obviously delay or might even
prevent the traveler from recovering efunds involved*

Proiect Director



QiTm RELOCATION AUTHORITY O
GILA RIVER PROJECT
RIVERS, ARIZONA
September 34, 1943

PROJECT INSTRUCTION No. 5

TO: Assistant Project Directors and Section Heads

SUBJECT: Leave for Personal Business

Although, the hours of work for appointed personnel
of the VIRA are established on a regular basis of an eight-
hour lay and $ix~day week, it is recognized that due to our
Center being located in such an isolated area, it is iIimpos-
sible for employees to transact necessary personal business
under this schedule. In order to alleviate this situation,
the following procedure is prescribed and will become ef-
fective immediately«'

Division Heads, or his delegated Section Heads, may
authorize, in writing, regular hours of duty during the
week in addition to the 8-hour schedule. The excess over
8-hours will be credited as overtime. Division Heads, or
his delegatee, may then authorize compensator leave to |i-
quidate this overtime credit, and thereby provide free time
to employees during business hours for the transaction of
personal business.

Overtime as herein authorized must not exceed four
hours in any one week-* Compensatory leave must be taken
within seven working days after it is earned, and may not
accumulate to the employee’s credit longer than seven work-
ing-days after It is earned. Also, compensatory leave can-
not be taken on Saturday afternoon. These compensatory
leaves for personal business should be staggered during the
meek, so that a major portion of the employees will be on
duty at all times during official working hours«

All overtime and compensatory leave must have the
prior approval of the Division Head, or his delegate™ and
the reports must bear his signature®

Records of overtime and compensatory leaves must be
maintained in the Personnel Office* Eorms to be used in
making the reports have been mimeographed, and it is requested
that all reports be submitted promptly and correctly.

A separate instruction is being released covering work
performed on Sunday by our Project Nurses.

Project Director



0 iIf®# WAR RELOCATION AUTHORITY
P oila hivkh project
Y V | f RIVERS, ARIZONA

September 25, 1943
PROJECT INSTRUCTIOW HO. 6

Ipg0 w# Holier, Assistant Project director
Community Management division

SUBJECTt Honrs of Work~-Projeot Nurses

The official work week of the MIA is prescribed as
forty-eight hours, based on six eight-hour days per week*
Except in cases of emergency or peak loads, regular hours
of duty will#}« followed and supervisors and employees wiill
plan their work on that basis*

It is realized that our hospital must operate on a
seven eight-hour day basis and that it is necessary at times
for the nurses to work the seventh day, Sunday# However,
when at all practicable, if an employee works on Sunday,
that employée should be granted a day off for his Sunday
the following week* If a situation exists in the hospital
which will not permit the nurse to take her day off thé
following week, it should be granted just as soon as pos-
sible, but In no case should the overtime earned on Sunday
be allowed to accumulate In excess of two dayse

Records of overtime and compensatory leave must be
maintained in the Personnel Office. Forms for making re-
ports have heen mimrographed and It is requested that all
reports for work on Sundays and compensatory leave be made
promptly and correctly* tttb reports must bear the signature
of the Assistant Project ~Sector, or his delegates*

L. H. Bennett
Project director



WAR RELOCATION AUTHORITY

INTYROWTCE N rCRANDIK
GILA RIVER PROJECT
RIVERS, ARIZONA

October 1, 1943

PROJECT INSTRUCTION NO* 7

ITEMORANDUF TO: Division Heads, Section Heads, Store-
keepers and Assistant Storekeepers*

SUBJECT* Empty drums, barrels, carboys and
other returnable containers

There is a deposit or a charge made for practi-
cally all types o™ containers left at the project*
In order to secure proper credit when these containers
are returned to vendors, it will be necessary to comply
with the following procedure:

1* Al deliveries to the project will be made
to the central warehouse where a tally-in will be
prepared* Each container will be marked by the

storekeeper with the relevant purchase order number
and a sequence number such as: 38B-1, 38B-8, etc*

A register will be maintained by the storekeeper of
all containers* The numbers placed on the containers
will always be shown on the tally-ins and receiving
reports *

8 All empty containers will be returned to
the warehouse for completion of the register by the
storekeeper, before the containers are returned to
the vendors* No returns of containers will be made
to vendors from any other points*

3* It shall be the responsibility of each person
handling these containers to see that all empty con-
tainers are promptly returned as outlined above*

4* |f it becomes nocesse.ry to pay demurrage
charges, a written justification will be requested
from the responsible party*

Your full cooperation will be greatly appreciated*

L*H* Bennett
Proiect Director



WAR RELOCATION AUTHORITY
GILA RIVER PROTECT
RIVERS, ARIZONA

October 9, 1943

PROTECT INSTRUCTION No. 9

TO: Assistant Project Directors and Section Heads

SUBJECT: Daily Leave Report

Effective immediately, Dail3/ Leave Reports will
no longer be required. However, the discontinuance of
the use of this form Is subject to the following con-
ditions :

1. The established procedure on annual leave
must be strictly adherred to. That is> all applications
for annual leave must have the prior approval of the
Personnel Officer.

2* All absences on account of sickness must be
reported to the Personnel Officer immediately. This
may be done by memorandum form.

The abolishment of the use of this form will
eliminate a great deal of the detailed work for both
you and the Personnel Officer. We kindly request your
full cooperation in complying with leave procedure in
order that it will not be necessar3»t™ again require
ttfie Daily Leave Reports.

L« H. Bennett
Project Dlrector
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WAR RELOCATION AUTHORITY
GILA RIVER PROJECT
RIVERS, ARIZONA

October 26, 1943

PROJECT INSTRUCTION NO. 9

TO: Assistant Directors and Section Heads

SUBJECT; Monthly Reports

In the past division and section heads have been slow
in submitting their monthly activity reports. This practice
has caused the Reports Office considerable trouble and has
delayed transmission of the complete report to Yfashington,

We are attaching a copy of a memorandum written by
Dillon S, Myer, Director, on this subject. Please read it
carefully and make sure that all persons concerned with the
preparation of the monthly report realize the importance of
submitting it to the Reports Office not later than the secw
6nd day of each month.

Since, according to Washington, the Gila River Project
has been one of the worst offenders of not being on time with
reports we are making it mandatory that all reports reach Mrs*-
Fleming not later than two days after the first of each month.

L. H. Bennett
Project Director

Attachment



WAR RELOCATION AUTHORITY - *M
WASHINGTON

October 2, 1943

To: AIll Project Directors
Subject: Administrative Reports

Distribution: .E

To be of greatest use from an administrative standpoint
it is important that monthly reports from the centers
be submitted, on time and received in the Washington
office as soon as possible after the close of each
calendar month.

Heads of divisions at the center are therefore requested
to submit their monthly report to the Project Director
not later than two days after the end of the month so
that the various reports and the required number of
copies can be assembled and transmitted to Washongton
on time* (Administrative Instruction NO. 57 Revised)»
Every effort should be made to submit the reports of
ALL the divisions at the same time, but when this is
not possible, send in the reports that have been com-
pleted. Mailing of the bulk of the reports should not
be held up due.to the failure of one or two divisions r
to have their reports prepared on time.

An additional supply of revised monthly report forms
will be mailed within the next few days to Project
Directors for distribution to division heads. Any
remaining copies of old forms previously used for
these monthly reports should be destroyed.

TOEKLY REPORT: In order that the Project Director's
weekly report may be clearly indentified and easily
distinguished from other narrative reports received
from the Projects, it is suggested that the title of
the report, the name of the center, and the date, be
written in on the extreme upper right-hand corner of
the first page of the weekly report. Three copies of
this report should be sent air-mail to Washington and
one copy to the respective Field Assistant Direetor.

m/ D. 3. Myer
Director



WAR RELOCATION AUTHORITY
GILA RIVER PROJECT
RIVERS, ARI20NA
November 4, 1943

PROJECT INSTRUCTION NO. /?

TOI All Division and Section Heads
SUBJECT: Commitments for Procurement of Materials,
Supplies, Equipment, and Services
In accordance with Supply Handbook 30#6*2
dated August 31, 1943, the following nrocedure is

placed into effect as of this date.

"All commitments for the nrocurement of
materials, supplies, equiument and services (other
than personal) must emanate from the Procurement
Unit. Center personnel should be notified that
commitments made in any other manner will be classed
as unauthorized purchases and considered as the indivi-

dual’s obligation and the Vendor instructed to bill

accordingly. If an appeal is made and it is decided
that the obligation will be paid from Government funds,
such an authorization will be in the form of a memoran-

dum from the Project Director to the Project Finance

Officer

t* T. Hoffman
Acting Project Director



WAR RSLOCi: TIOI AUTHORITY
INTEROFFICS MEMCORANDUM
GIHA RIV.R PROJECT
RIVERS, ARIZONA

November 25, 1945

Project Instruction No. 11

VEVORANDUM TO* Division and oction Hoads and all other Appointive

Personnel

SUBJECT* Request for Survey of Gov:irnr ent Property

In accordance with i.dministr.tivo Instructions $70 the fol*
lowing two functions oro the duties of th:- Survey Board#

1. The Board shall act as a f, ct-firdirg committee, and
roeoirend the dis postion of damaged or unservice-
able property.

2# Fix responsibility for last or stolon property#

In order to provide a uniform method of presenting these
reports, and to bring out all of the nocespary facts so that the
Board may act in a judicial manner, the following procedure is
made mandatory in submitting requests for survey of Government
property*

I. LQITIND STOLEN PROPERTY.

A request for survey of lost or stolen property must

show evidence of Uto following*

A. That proper and reasonable precautions wore taken to

protect Government property by*



1» Chocking tho equipment out to a responsible person}

2. Providing proper safeguards* such as, keeping tho
property locked at night or in a safe place when not
in us05

3. Providing accurate records of location and possess*
ion of property}

4» Property not unnocossarily available for uso by
unauthorized person or persons $ and

5. Property is properly marked as Government property
so that it can bo identified if recovered.

B. That if tho loss is duo to conditions beyond the con-
trol of tho responsible person, such conditions
should bo explained.

C. That tho loss or theft was reported to Internal Security
within 12 hours after its discovery so that a rot.sonablo
effort can be made to recover the property.

Failure to make this report within the prescribed time will
be considered negligence on tho part of the responsible person.

If there is any evidence that the lost or stolen property is

still on tho project, this inf- rmation should bo given to tho Internal
Security Suction and not made part of the request for survey. It
will be the duty of tho Internal Security Section to submit a report

of the results of their investigation in effecting tho recovery of the

property.



NORMAL LOSS OF PROPERTY.

This category covers property the loss of which is normal

for the size and hazard of the operation such as occurs

in the care of poultry or livestock. The request for sur-

vey of normal loss should contain the following statement*
M certify that the property listed

herewith is a normal loss#“

This certification must bo supported with a statement covering

the following pertinent facts»

A. The size of operation.

B. Percentage of loss considered nornmr.1#

C. The hazards involved.

D. Evidence that reasonable precautions have boon taken

to koop the loss at a minimum and that there has boon
no neglect on tho part of any individual,
UNSERVICEABLE FROFSRTY DUE TO FAIR WEAR TSAR.
This category covers property which can no longer bo used
for the purposo originally intended and which ern be in-
spected by the Board of Survey. The request for survey
of unserviceable property should contain the following
statement*
"I certify that the property listed
herewith has become unserviceable ,

through fair wear and tear on tho

project for government purposes and



not through the fault or neglect of
any individual concerned."

A. If, ‘'ein the opinion of tho person requesting a survey,
the property in guestion can bo dismantled and any
portion of it continued in use for other purposes,
such a statement should bo made.

B. If tho property is out dated and, theroforo, of no
tcchinical value, or if the; property is unusable be-
cause of other circumstances, such information should
bo given.

V. PROPERTY.

This category covers property which has become damaged
due to accident or negligence. The request for survey
of damaged property must show the following!
A. Complete description of circumstances causing damage,
B. Statement of extent of damage,
C* Evidence of negligence, if any, on the pert of any
individual or individuals.
In cases of property to bo inspected by the Survey Board,
the property should be marked for examination, tally with quantities
shown on tho survey report, and be readily accessible for examination
If tho responsibility for loss or dam god property is ack-

nowledged, such a statement should bo included.



-5 -

Request for survey should bo in,.do in memorandum form in
quadruplicate to the Property Officer, plus the required copies
for distribution by the Office Services Section. The route slip
should indict to to the Office Services Section that the original
and three (3) carbon copies are to be forwardod to support the
Report of Survey.

The above procedure will become effective as of this date.

Le H. Bennett

Project Director



WAR RYLOC 'TTON AUTHORITY
GITA RIVYR PROJECT
RIY5R-3, iRIIONA

November 27, 1945
PROHOT instruction no. 12

IFYMORANDUM TO: All Appointive Personnel

Driver’'s License

Your attention is directed to Manual
Release No. RO.RO which states in pert that
employee driver*3 permit may be issued only
by the director, project director, field
assistant director”™or re'loc tion supervisor»

In view of the above any employee who

needs and can'qualify for a driver*3 Permit
should submit his or her request to my office*

Project Director
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TOt Assistant Directora and Seation ISsade
SUBJAC?» Preeedur:.©» Miaeograph Matar1*1
2t i» essential that *11 misaeograph naterial pre-

parad for the signatura of the PTojeot Director be subaltted
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* raquest fer stlsteographing 1* sent te Office Services.
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la the paet and has causad considerable confusidn«

Pisase acqualnt *11 ooncemed enployees of the abare
regulable*»

I*» K» Besmett
Pro”~eot Director



WAR RELOCATION AUTHORITY
INTEROFFICE MEVORANDUM
GILA RIVER FROJECT
RIVERS, ARIZONA

Project Instruction No. 14

Pivigion and Section Heads and all other Agpointive

sibility for Government Property.

Responsibility for Government property is a
serious matter and the utmost care must be used

in its preservation and prevention of loss.

Any employee, appointive or evacuee, who
sighs for any item or items of Government Pro-
perty immediately becomes responsible for that
property until it is transferred from his or

her physical possession.

Loss of Government Property must be reported,
and a reauest for survey made in accordance with

Project Instructions No. 11, dated November 25, 1943.

Evidence of carelessness or negligence on the
part of the responsible person can be used as a
basis by the Survey Board to recommend reimburse-

ment to the Government



This reimbursement will be for the actual
cost of the property to the Government and will

be made by pay roll'deduction,

Project Director



WAR RELOCATION AUTHORITY
GILA RIVER PROJECT
RIVERS, ARIZONA

January 10, 1944
FROJECT INSTRUCTION NO. 15

TO: All Division, Section and Unit Heads
SUBJECT: Issuance of Work Clothing

1. Issuance of work clothing from Central Ware-
house Stock will be made only in accordance with Admin-
istrative Instruction No. 94 (Revised), dated July 1,
1943, which authorizes certain types of protective cloth-
ing to be issued to specified workers*

2* To properly comply with these instructions, one
of the following certifications must appear on all requi-
sitions for work clothing.

5. jor original Issues, when no previous issue
of the type requested has been made, use this certifica-
tion*

21 certify that the clothing requested is for

and the amount requested
(Give job classification)

is for the actual number of workers to be supplied
with this protection* This clothing will nottbe
issued to workers of any other job classification*n
4* Eor replacement issuew of worn out clothing

use this certification:
wl certify that the clothing requested is to replace

garments worn out through fair wear and tear and



that this replacement is for . _
(Give job classification)

and will not he issued to workers of any other job

classification* The unserviceable clothing is being

transferred to Central Warehouse for survey as

shown on attached form 61*n

5 Work clothing must be loaned to employees only
on memorandum receipt, and its return when worn out or
when employee resigns must be made to storehouse holding
memorandum receipt*

6* No issues will be made to replace worn out cloth

ing until it has been returned.

Proiect Director



UNITED STATES
DEPARTMENT OF THE INTERIOR
WAR RELOCATION AUTHORITY

INTEROFFICE MEMORANDUM
GILA RIVER PROJECT
RIVERSI ARIZONA

October 5, 1944

PROJECT INSTRUCTION NO#-1~

TOI All Division and Section Heads

SUBJECT* Telegram and Teletypes

The following procedure pertaining to the sending
and receiving of telegrams and teletypes is made effect-
ive as of this date*

1# Al telegrams and teletypes sent by the Section
Heads must be signed by the Section Heads, and approved by
the Division Hoads with their initials on the original of
the telegram or teletypes*

A signature card of Division Heads approving
must be furnished the Examination Sub-unit, in order to
properly examine telegraph or teletype vouchors before
corcification for payment by the Authorized Certifying
Offioor e

2* No telegram can be sent to other then WRA em
ployees requesting that they reply by collect telegram*
government rate. Thoro is no provision in our regulations
for “TUA to pay for tolograms of this nature»

3» Incoming collect calls must bo approved by the
Division Head*s initials on the original of the telegram or
teletype before distribution is made by the Office Service
section« This section will be hold responsible for clear-
ing incoming collect calls with Division Heads»

a9 Th3 manual signature of all Section Hoads must
appear on the original of all telegrams or teletypes sent
by a section# Signature of’Section Hoad and initial of
son©one else is not acceptable*

5* Any telegram or teletype not in conformance vdth
the above will bo prcsontdd for payment to the person to
Whom addressed, if a collect call, or the person vfcose
name apnears as sender on an outgoing call*

¢ M# H» Bennett
Prgject Director



UNITED STATES
DEPARTMENT OE THE INTERIOR \

WAR RELOCATION AUTHORITY
INTEROFFICE NMEVORANDUM
GILA RIVER PROJECT
RIVERS, ARIZONA

December 22, 1944

PROJECT INSTRUCTION NO. 16
Amendment NoO 1

MEVORANDUM TO: All Division and Section Heads

SUBJECT: Telegram and Teletypes

Project Instruction No. 16 is hereby revised
as follows:

Item No. 2 is changed to read, ™"Official
telegrams may b offices,
jjy employees” the Authority and by candi-
Itetes™MIn~Tca'iTng~theTF*availabi lity for up-
pointment by the Authority and by other per*«

riy XYequested to replyin
such a’lnanher7i

The provisions outlined in our memorandum
dated February 10, 1944, under subject of "Collect
Telegrams" apply to collect messages falling within
the above category.

L. H. Bennett
Project Director



UNITED RTATN mPARTAUNT .Ov “NTRETOR
WIR RTLOO \TJON AUTHORITY
ALl PTVRR "ROIRCT
RTVCR3, ARTIONA

November 9, 1944

PROTECT INSTRUCTION NO* 17

TO: All Division, Section, and Unit Heads

STTBTROTs Transportation Regulations

In compliance with regulati one and order adopted
in meeting with Washington O fficials, August 8, 1944, and
pursuant to Handbook of Procedure Regulations 40*5*14,
Administratei ve Notice Noe 138, Manusl Sect lon 50*2*5, and
for reasons deemed necessary to the proper operation and
control of government vehicles o* this Project, the fol-
lowing Program, is hereby adopted and made mandatory as the
terms and conditions governing the use of said vehicles*
Violations, thereof, shall be considered as iust cause for
withdrawal or denial of the use o* said vehicles«

The effect 5ve date shall be November °0, 1944* Rut,
beginning immediately and in no event later than the e”"ec-
tive date, all government road vehicles (not including
tractor equipment) shall be returned to the Motor Pool for
re-assignment <"or use twenty-~our hours daily, or dor use
in the Motor pool on a job basis*

The assignment of vehicles shall be determined by
the necessity for use or call twenty-four hours daily and
assignment shall be made ~or periods of aporoximately
thirty-day terms, subject to rules below under title
"Assigned Vehicles1t*

All other vehicles, not so assigned, shall remain
in the Motor Pool and operate therefrom on a “ob basis,
pursuant to rules below under title “"Motor pool Vehicles”*

MOTOR POOR WFTCJRI

1* Requests for Motor Pool vehicles shall he made
on Trip Ticket, Vorm WRA-159 Revised, (one copy only),
identified bv the stamp Wotor Pool”, on its ¢'ate.



- 2 -

Requests for Motor Pool vehicles shall be
approved and signed bTr the Revision, or Section Head re-
questing, justified by reason of official government/
business* and submitted to the Motor Pool Supervisor by
5:00 oTolock P«M* on the "av preceding the use of the
requested servicec«

5. The assignment of a Motor Pool vehicles, on a
mjob basis, shall be made by and bear the signature of the
Motor Pool Supervisor in the s”™ace provided for "Signature
of Dispatcher"™ Assignments shall be made at the discretion
of the Motor Pool Supervisor,.considering each case on its
merits, justification and compliance v;*th. regulations, as
well* as th”™ equipment available in operable condition«

4* No Motor Pool vehicle shall move without a trip
ticket in compliance with, the foregoing, and said trip
ticket shall be with the vehicle at all times during usage.

5. £11 Motor Pool vehicles shall be returned to the .
Motor Pool immediately upon completion of the official
government business for which, request and assignment was
marM, and completed trio tickets shall be deposited Imme-
diately, thereafter, with the Motor Pool Supervisor.

6* The office of the Motor Pool Supervisor shall be
open twenty-four hours daily and a skeleton crew shall be
on duty at all times* Transportation may be had, between
the Administration and the Motor Pool, by callinglExten-
sion 257«

Aqgeicqjyp YPHinheq

1* The assignment of all vehicles, on monthly or
for thirty-day terms, shall be made by.the Transportation
Paction to r~nuosting vision or Section Heads on "Assign-
ment of Vehicle", Torm MRA-Gila-59, subject to the terms
and conditions thereof, and made a part hereof, aft,or
request and areroval has been made on 'Sorm WR.A~G\ila-58#
These forms may be obtained from the Transportation Office«

The assignment of all passenger car, Pickup and
panel equipment shall be limited to that list of vehicles
and persons approved at said meeting with Washington



w 3 —

O fficials, and is ©numerated as folows:
gyp RRIANT OH ITOIVITF/Ji3 NO# UNITS

Passenger Cars

X# Project Director » three Assistant
Directors

2* Administrative Assistant (Canal)

3* Police (3 carry-alls)

4*  Pire

5« Hospital

6# Chief Engineer

7. Mess Superintendent

S* Mess Steward

O9# Evacuee Property

Sub Total Passenger Cars

Pickups - U tility Service

1. Trouble Shooters

2 varm

3* CAS

4» Hospital (panels)

Sub Total 27
Grand Total

3# No assigned vehicle shall move without a trip
ticket and said trip ticket shall be with the vehicle at
all times during usage#

4. Tr5p tickets for assigned vehicles shall bo on'
Norm WFA-159, Revised, identified tr the stamp n”~1IOTO,
on its face#

5# The request form of *lIssigned™ trip tickets
may bear the signature of any staff employee requesting»
but the assignment (space provided for signature of
dispatcher) shall bear the signature of the Division or
Section Head to whom monthly assignment was made.

6# .11 trip tickets must be resistored and a
number assigned by the Transportation Section prior to
the use of a vehicle# Assigned vehicle trio tickets shall
be registered and numbered at the Transportation Office
in the Administration Building» after oroner authorisation
and signature of Division or Section Heads. *11 assigned
vehicle trio tickets, which hav® been completed, shall do
submitted to the Motor Bool Supervisor not later than
10%00 A*Wr° of stk day following usage# “or convenience
a depository for assigned vehicles* trip tickets shall do
in the Transportation Office in the administration Building*



off-projfct trip ticketr>

No vehicle shall be permitted to leave the Protect
unless either of the above-described trie tickets shall,
in addition to the foregoing regulations, also bear a
stamped »Off-Protect* on its face« hny ticket bearing
the &»Off-Protect* stamp over the signature of the Division
or Section Head or the Motor Pool Supervisor, shall be
pGrmitt"d to leave the Project*

Internal Security, Civilian Gate Checkers, Military
Police, and the supervising personnel of the Transportation
Section shall bo and are hereby authorised and instructed
to examine trin tickets rt will for compliance with these
regulations* Violations thereof shall result in removal
of drivers and return of vehicle to the *tetor Pool and a
report shall be made thereof»

FXVCNTTON O™ TRIP TICFVTS

Trip tickets are a bnslc record, not only of the
Transportation Section, but also of the finance Section*
Therefore, it is imperative and is hereby made a condition
to the use of vehicles, that, all information; and data
required by the Perm shall be written by the requesting
parties in a clear and understandable manner* Excepting
Trip Record No. and .ccount No., which shall be recorded
by the Transportation and finance Section, nil other de-
tail shall be complete*

Driver-operator shall sign t* cket prior to use of
vehicle and shall record t» ne rend'mileage requirements at
the beginning and end of uango* In the case of broken
speedometers, an estimate of mileage shall be recorded and
so indicated btrthe initials fFst#**

Attached hereto are complete instructions relating
to the execution o* trie tickotvs,

B* F* Runyan
Aoting Protect Director

Tiiis instruction cancels instructions pertaining to assigned
vehicles. Motor Pool vehicles and trip tickets as referred to in
memorandums da ted July 13, 1944 under subject "Motor Peel .Regulations”
and August 18, 1944 under subject "Motor Fuol Rogulations"»



TRIP TICKETS FOR MOTOR EQUIPMENT USAGE

INn erder to obtain proper distribution of costs on government-
oned equipment used for official business,, ard to comrly with Administra-
tive Notice NoP 138 and Manual Section 50,2*5. the Finance Section
requires trip tickets. WRA 159 Revised, to be completed as folows:

Attached hereto is a sample copy of completed trip ticket as

turned into the Motor Pool Dispatcher covering use of a Government

automobile or truck,

The following information must be shown on a trip ticket*

1. Project$ Gila River

2# Division initiating request; Show applicable division,

such as Project Management, Administrative Management,
etc

3* Section initiating request: Show applicable section

and unit to be charged

4* Trip record number: Shis number will be inserted by

the Motor Pool Supervisor*

5* Account number: This number will be inserted by the

Cost Accountant
6* Unit number: Show the equipment number, such as 1 - 1,
1 -2, if possible, otherwise number will be inserted by

Dispatcher



8*

10,

11,

12,

Tj."e of equipment or vehicle required: Show passenger car»
G* |I. trucks etc*

Justification and purpose of government business for which to
be used: Show exact purpose for which the vehicle vail be
Used on official business

Mileage anticipated in this request: Show estimated mileage
vehicle will cover on the trip

Hours required? Show approximate hours for which the vehicle
will be used

Signature — Division or section head requestirg: Trio tickets
must be manually signed by division or section head (section
head requires approval of division head and unit head requires
approval section teed)

Date: Show the date equipment is to be used.

After the equipment has been essigned by the Motor Pool Supervisor

who will affix his manual signature to the trip ticket on the line

"signature of dispatcher”* the person operating the vehicle will fill in

the following information on the trip ticket:

1*

Time out: Show the hour that the equipment is j>laced into
service#

Speedometer reading out: Show the exact speedometer reading

of the equipment at the start of the trip

Time in: Show the exact hour that the equipment is turned over
to the Motor Pool Supervisor or the end of the trip for the date

author ized



4.

5*

64

A

Speedometer reading ini  Show the exact speedometer reading upon

the completion of fee trip

Total miles! Show the total miles vehicle was operated on the
trip by subtracting the out speedometer reading from the in
speedometer reading

ifecord of mileage for trips out of center: Show all of the p
places covered by the trip during the date the vehicle was

used

Driver operators certificate {lower right side of form);

Manual signature of the person onsrating the vehicle



MHA - 159 (*t>v.) S71590

8 *&Project Gila River Trip record No. Unit No4dEL
4 ® yivision initiating Request Account No- : .
. L Tjfuc vehicle or equipment desired
Section initiating request Flnansa P&saang.eE.
Trip

PN

~on Bunas - by W« G, Grafted ]
PS a Mileage anticipated in this request_%’— Hours required___6 Qw

A X oertlfi

that use of Government vehicle or equipment is essential
cessary to transact Government business B* F* Runyan

P (‘¢ Signature—Division or section neaa
requesting)

Bate Septe 15,.1944
Record of Mileage for Trips Outsice Time | Speedometer Readings
flenter Mil out N n 2363
tes 0:00 4:30 .
: Out 23590 i
From Rivers ... — -—=n AMVI PM ) 92
m Pho°nix Total miles
In and around This unit assigned and operable for
From Phooaix duty requested* H* C» Hoehn
Q |T:?om_—h—'—p 0BMIXmmmmmmmmmm e (Signature of dispatcher)
S W YTV — Driver-operator certifies that the
FEOM e e foregoing is true and accurate record
\%To ______________________ - __of mileage and hourly use and mission
* - $0 tv dnserted by Motor Pool performed: W ft« Gy<ham
To bo inserted by Cost Accountant
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DOTE :

TO: Equipment and Maintenance Supervisor

Division or Section Hoad Requesting

_ Request is hereby mede for the assignment of the fol
lowing-described vehicle, for the purposes shown below:

PURPOSES :

| hereby assort that this request for assignment of vehi-
cle is nmade because said vehicle is subject to use or call twenty-
four hours daily and it is impractical to operate from ohe tota?
Pool on a iob basis*

Division or Section Head

hOCEPT'NCR (R REJECTION 0™ RRjURET

DiTE:

_ The above request for assignment and use of government
vehicle, for the purposes showmn (is) or (is not) approved for
the following roasons: : :

Equipment and Maintenance Supv* Motor Pool Supervisor

Original - Transportation
Copy - assignee



WRANGila-39 UNITED GT .TFG OF INTERIOR
NeFi 9 - 19M M/Jl. RFLOGATION HFITORITY

A RITO ANOEFCT

RIFFRS, APIIONA

AGGIGNTTGNT 0 VWCLF

DATS
N MF AQATOLECE. - s
UNIT NTIMBFR! MATH:
BOD™ TTPS; ~
PERIOD FROM: — — TO:

_ The above-described vehicle is hereby assigned to the **ore-
going-named Division or Section Head for the period indicated
above, subiact to the terms and conditions, as follows:

) 1# Assignee assumes responsibility for correct operative
maintenance of vehicle during period of assignment; that ho will
service, or cause to be serviced, said vehicle at intervals, and
at such times as nmay be required to maintain proper air-pressure
in the tires, Proper lubrication, proper care pf battery, radiator,
water, and such simple operator care as 'ne/would use, were vehicle
his ovmm personal car*

2* Assignee agrees that vehicle shall be returned to Motor
Fool Shoos for repair or adjustment of mechanical defects noted
during period of assignment, and shall not resume use without the
consent o* the motor Pool Supervisore

3* Assignee agrees that ™ vehicle is re-aesigned by him
to another individual or Individuals of hie division, section or
unit, or otherwise, his responsibility shall remain the same as
iIf vehicle were in hbs possession*

4* Assg\nee accepts the condition o id vehicle s
represented by Automotive Inspection Report Form TOA-300, attached
hereto and mede a part -heraof, and agrees to“Yeturn said vehicle
to the Motor Pool Supervisor at the termination of assignment, in
the smm™ condition, excepting ordinary wear and -tear*

5*  Assignee accepts as correct and assumes ressonsibillty
for the tools, accessories, spare tires, etc» O said_vehielo
as noted on Vehicle Fguipment Inspection” , NRA-Gila-31, rttachod
hsreto and nede a part hereof*

6* Assignee agroos to return said vehiele to the Motor
Pool Gupervilsor at the expiration p*. the essignmont oeriod, -For
inspoction and reo.ir and for econsideration of extension of>
assignmsnt*



7. ‘AAage= agrees to comply with Manual of Procedure
regulations, governing the useeof government vehicle’and to
execute or cause to he executed, a daily trie tichet, conferring
with the rules and regulations, relating thereto» "

It is agreed that neither an extension oc this assign-
ment nor a substitution of vehicles, either oc which are at the
option o* the Equipment and-Maintenance Supervisor and the Motor
Pool Supervisor, shall waivo’ any oc the terms and condioions con-
tained herein, and said terms and conditions shall apply to the
substituted vehicle» , .r

o# .assignee agrees t o limit requests for Motor Pool vehi-
cles to emergency occasions only, when epid assigned vehicle or
other v°hicle”™ assigned to said Division, or Section head are not
available on a lob"basis»

10» Assignee agrees to burnish licensed drivers, oily,
for .all vehicles assigned, to him, and all drivers.shall act
under his supervision arid control»

Assignee
Equipment & Maintenance Supy» Motor Pool Supervisor
Extensions: Xnitia.1* .~*ssignso }R "op "QP1 P.y*
Prom: To: . t

Distribution - Orig. to Motor Transport



UNITED STATES
DEPARTMENT COF THE INTERIOR
WAR RELOCATION AUTHORITY
INTEROFFICE NMEVMORANDUM
GILA RIVER PROJECT
RIVERS, ARIZONA
November 27, 1944

PROJECT INSTRUCTION NO, 18

TO: Division, Section and Unit Heads

SUBJECT: Signhature Cards

Signature Card, Form WRA-Gila~42, is required by the
Finance Section to support underlying documents to payment
vouchers, A Signature Card is required for each person who
signs or approves employment documents, time reports, Grant
Voucher applications, Procurement and Property documents, etc,

Signature Card should be submitted to the Finance Offl**
cer in an original only# Stencil Form S~$609, "Authority to Sign
or Approve Documents” is replaced by Form WRA-Gila-42, and a
supply of this form should be secured from the Property O fficer,

This Instruction cancels and supersedes the following
center Procedures: —

. Bfemorandum - dated January 25, 1943, under subject of
"Signature Cards”,

- - dated January 20, 1943, under subject of
"Authorization to Sign or Approve Documents”,

“"Memorandum - dated January 20, 1943, under subject of
"Signature Cards for Assignment Documents” .

lemorandum — dated January 25, 1944, under subject of
. "Authorization to Sign or Approve Documents”

L, H. Bennett
Project Director

\lee’sY;



UNITED STATES
DUPARTpENT O™ ,THE INTURIOR

WAR RELOCATION AIJTHORITY
INTUROWCU J*ORANBIM

GILA RMUR PROTECT
RIVBRG, ARIZONA

December 8, 1944

PROTECT INSTRUCTION NO* 19

Division-, Section, and Unit Heads

8HBTECT:  Issuance of Equipment, Materials and
Supplies from Project Warehouse*

To avoid confusion and dissatisfaction resulting
from the present method or 1ssuance or equipment, mater*
lals, and supplies from Project Warehouse, and in order
that thie r be eliminated the following Procedure will
be placed into eMect as of December 15, 1944i

Norm WRA-7 Rev, Requisitiaifor Material and
Supplies, for all minor equipment, materials and
supplies, nust be sent to the Property and Ware-
housing Nnit twenty-four hours in advance of is-
suance date» This'will enable the Property and
Warehousing I1Jnit to comply with all existing re*
gulations regarding the posting and pricing of
these forms, and prepare the articles requested
for issance*

Issuance of m_ajlgl)r e_ciuipment will be nmade on
Porm (BW188, which will be prepared at Project

Warehouse* Such equipment will be ready for is*
suance two (s) days after receipt o™ carbon copy

of receiving report in your office*

Issuances of office supplies and forms will

mece only once each nmonth* Please anticipate
your needs and submit Requisition for Materials
and Supplies, "omWRA-7 Rev°® to the Property and
Warehousing Unit on the 25th of each nonth* Is*
suances will be delivered on or before the fifth
day of the following month*

This instruction supersedes menorandum dated May
10, 1945, under subject of "Issuances of Equipment, Mat-
erials and Supplies from Central Warehouse «”

1/

Lo Bennett
ProJct Director

77



UNITED STATES
DEPARTMENT CE THE INTERIOR
te |l RELOCATION AUTHORITY

INTEROFFICE NMEMORANDUM
GILA RIVER PROJECT
RIVERSI ARIZONA

December 6, 1944
PROJECT INSTRUCTION NO, Zt
TO; AH ®ivision, Section, and Unit Heads

SUBJECT; Regquisitioning’ and issuance of supplies and
materials for improvements and remodelling,
new construction projects, and maintenance* 1

To insure uniform control in the requisitioning and is-
suance of materials and supplies to be used for the above purposes,
the following procedure is mandatory:

1. Requisitions for Purchase

Requisitions (Form WRA-7 Rev.) will be properly com-
pleted, ie-e,, as to specification, etc,j and routed to the Ironertv
O fficer,

I* LIl requisitions must show the job order number and priority
number, or they will not be honored by the Property Control and Ware-
housing Officer, The Property Officer will transmit these rennisitions
through the Cost Account and Budget & Accounts Units (for Coding) to
the Supply Officer* The Supply Officer will, after approving, fayward
to the “Procurement O fficer, who will insert the job order number and
the priority number shown on the. requisitions on the purchase order
or contract* The job order number and priority number will also be
shown on the material delivery tickets when the supplies are issued,

S, Requisitions from Stock

Form WRA-7 rev,, Requisition for Materials & Supplies.,
wili be used for supplies and materials withdrawn from stock. The
Engineering Section has designated certain officials who are author-
ized to withdraw supplies and materials from the Project Warehouse,
When reouisitioning supplies and materialstthese officials will show
the job production order number on the WRA-7 Rev. for which the
supplies or materials are .to be used. It. is very essential that the
job production order numbers be shown on material delivery tickets
when the supplies or materials are issued* AIll material delivery
tickets, properly priced, must be routed to the cost accounting unit
not later than the following day of issuance.

This instruction supersedes memorandum dated February 5, 1944,
under this same subject*

7 /P8 smid
,/ 1Y fTc/Y /] 0t
vL. H. BenneVt

Project Director



UNITED STATES
DEPARTMENT OF THE INTERIOR
WAR RELOCATION AUTBORITY
INTEROFFICE NEMORANDUM
GILA RIVER PROJECT
RIVERS, ARIZONA

December 29, 1944

PROJECT INSTRUCTION NO. 21

TO: All Appointed Personnel

SUBJECT:" Alteration of Apartments and Dormitory Rooms

In order to maintain apartments and dormitory
rooms in good condition, it is absolutely necessary that
we require any occupant who wishes to build shelves, cut
partitions, or in any other way alter the original walls
and floors of buildings, to apply for permission through
the Housing Committee*

The Fire Protection officer is required to make
inspections during the construction or alterations of
buildings, and he should be notified by the Housing Com-
mittee when an alteration is made*

It is also necessary that anyone who contemplates
building a fence or any other construction outside the
apartments receive approval from the Housing Committee.
It is necessary to prevent the disfiguring of the apart-
ment area with structures which detract from the apart-
ments as a whole.

There can be no exception to this rule.

This instruction superseded memorandum dated
August 6, 1943, under this same subject*

L. H. Bennett
Project Director



UNITED STATES
DEPARTMENT OF TEE INTERIOR
WAR RELOCATION AUTHORITY

INTEROFFICE NEVORANDUM
GILA RIVER PROJECT
RIVERS, ARIZONA

December 30, 1944
Project Instruction No. 22
VMEMORANDUM TO:  All Appointive Personnel
SUBJECT: Revised Leave Procedure

1. On January 1, 1945, fundamental changes in the procedure of crediting
and granting leave are effective.

2* Executive <”rder No. 9414, dated January 13, 1944, pertaining to
Leave Regulations, remains unchanged, Reference is made to that
Order and to WRA Personnel Handbook 20,1,100 - 122 for full details.

3* The purpose of this instruction is to outline the new procedure for
compliance of all appointive personnel and to recount certain
pertinent provisions of Leave Regulations.

4. PROCEDURE REGULATIONS EFFECTIVE JANUARY 1, 19457'v 1

A. Responsibility \
(1) Swupervisors will have authority to approve routine leave;
non-routine leave will be approved by Division Heads;
(2) Each Division Head will be responsible for reporting to

the Personnel Officer, those employees absent on leave.

(3) The Project Director and each Division Head shall designate
as Time Clerks one or more employees to be directly
responsible for the preparation, maintenance and sub-
mission of Time and Attendance Reports (Standard Forms
72 or 72a). He will furnish the Personnel Office with
the names of such employees ana a list of persons to
be reported by each time clerk,

(4) Standard Form 72 or 72a (Time and Attendance Report)
shall be used by all offices in reporting attendance
and absence. Standard Form 72 and 72a. differ in length
only. When possible Standard Form 72 should be used,

(5) Prior to the reporting period (pay period) the Time
and Attendance Report will be prepared by inserting
the headings and the names of all employees on duty
at the beginning of the reporting period. Time Clerks
will determine daily whether employees are present,

a check mark (v') indicates a full dayTs attendance.



(6)

at the end of the reporting period, the Time and Attendance
Report is totaled, checked, and signed by the Supervisor
and forwarded to the Personnel Office*

The Personnel Office shall be responsible for proper and
accurate maintenance of all leave records for employees*

GRANTING COF LEAVE

(1]

(2)

Definitions:

Routine Leave - Periods of Annual Leave and Leave Without
Pay which are in accordance with WRA policy; sick leave
which does not require a medical certificate; court leave;
and military leave»

Non-Routine Leave - Annual Leave which is in excess of
12 days; sick "leave requiring a medical certificate; leave
for medical, dental, or optical treatmento

Request for leave will be handled in the following manner:

(a) Routine Leave - When an employee wishes to take leave,
he*will -aSThis Supervisor for permission. |f granted,
the Supervisor will notify the Time Clerk of the
amount and kind of leave granted. The Time Clerk will
enter the period of absence on the Time and Attendance

Report showing the type of leave granted (See instructions

on reverse of SF—~¥2)* The employee will initial the
absence in the srace that has been provided, (In case
of absence of several days, he should initial under
the last date absent)*

If the Time Clerk is in doubt as to the sufficiency
of leave credit, he should check with the Personnel
Transactions O fficer.

Unscheduled leave will be posted to the report*
Employee*s initials will be obtained when he returns
to duty*

In cases of sick leave which do not require a medical
certificate, the employee must certify that "the
absence was due to illness which incapacitated me
for duty"*

(b) Non-Routine Leave - All, non-routine leave will be
reported on the time and Attendance Report. In
addition, Standard Form 71 (Application for Leave)



will be used in making application. Since this form
is signed by the employee, he need not initial report;
"SF-71" will be inserted in the space.

When Form 71 is obtained, it will be approved in writing
by the Officer authorized to approve leave and retained
by the Time Clerk preparing the Time and Attendance

Report,

(c) Upon receipt of the Time and Attendance Report, the
Personnel Office will post the Leave Records and where
it is found that leave has been overdrawn, will amend

the report to show leave without pay.

Standard Form 70 (and 70a) Leave Record shall be used
for maintaining the Xeave records of each employee.
Form 70 is designed for use in connection with permanent
employees who are on duty at the beginning of the year.
Form 70a is provided for us in connection with temporary
employees, first-year employees who enter on duty after
the first of the calender year, and any other employees
who earn other than the regular monthly accrual,

5. GENERAL PROVISIONS:.

Al

For leave purposes, Indefinite War Service and Hourly wage
employees, whose appointments are not definitely limited,
will be classed as "permanent” employees and those with
specified time limits will be known as "temporary",

ANNUAL LEAVE

(1)

(3)

Permanent employees will receive credit for leave at
the rate of 16 hours per calender month, plus an
additional 4 hours in March, June, September, and
December if contincusly employed for the quarter-
year ending in such months.

Temporary employees shall be credited with 20 hours
for each month of service (30 consecutive days).
After the first month of service, the monthly credit
may be recorded at the beginning of the month,

Employees may be granted leave at their request only
at such times during the calendar year as officers
authorized to approve leave consider it in the best
interests of the service.

It is the practice of WRA generally to grant not more
than 12 days Annual Leave at one time. Except in
unusual circumstances employees will not be granted
leave for excessively long neriods.



C. SICK LEAVE

(Y

(2)

(3)

(4)

(5)

Sick Leave will be credited at the rate of 10 hours
(or 1Ij days) per month,

An employee who is absent on account of sickness should
notify his supervisor as early as practicable on the
first day of his absence, or as soon thereafter as
possiblee

Failure to give such notice may result in the absence
being charged to Annual Leave, or Leave Without Fay»

Verbal approval of the Division Head will be obtained
in advance for sick leave for medical, dental or optical
examination or treatment,

Application will made on Form 71 and the certificate
on reverse side will be executed at time of treatment
and the form filed with the Time Clerk on return to
duty,

When an employee is absent for more than 3 days, his
leave will be approved, provided he furnishes a satis-
factory certificate (reverse of Form 71) from a
Physician, or other practitioner such as a chiropractor
or osteopath. When such a medical certificate cannot
reasonably be obtained, a certificate of the employee
relating the facts to the illness may be accepted,

D. ABSENT WITHOUT LEAVE

(1)

An employee detained by causes beyond control and unable
to report for duty at the opening hour must notify the
office in which he is employed to that effect within
two hours,

In any case where an employee absents himself without
authorization, and it has been determined and circumstances
warrant denial of retroactive approv°l of leave with or
without pay, the employee will be considered AWOL and

will thereby forfeit pay for the period of such absence.
Adequate records should be provided for in such a case

by approval in writing by the Project Director or Division
Head with one copy to be filled in the payroll office, a
second copy to be filed in the employeels personnel folder,
and a third copy to be given to the employee,

In a case where it is believed that disciplinary action
is desirable as well as denial of pay, a suspension
action should be authorized and journalized.



COVPENSATORS' LEAVE

(1) Regulations for Compensatory remain unchanged in that
such time will be limited to emergencies and unusual cir-
cumstances and must be ordered and approved in advance
by the Project Director,

(2) Employees shall be given Compensary Time off through the
preparation of a regular leave slip (Form 71) with the '
nature of the leave typed in as "Compensatory Leave",
Such leave slips must be approved in advance,

(3) A record of all compensatory time earned, taken and un-
compensated shall be maintained by the Personnel Office
on WRA Form 362*

(4) Absence on compensatory leave will be shown for record
purposes on the Time and Attendance Report with the number
of hours followed by the proper abbreviation,

(5) If the Personnel Office finds that there is not sufficient
compensatory time to the employee’'s credit, the deficit will
be covered by accrued annual leave. The Personnel Office
will be responsible also for converting requests for Annual
Leave to Compensatory Le”ve, whenever the employee has
compensatory time to his credit. Compensatory leave may
be substituted for sick leave at the discretion of the
employee,

RESIGNATION

In cases of resignation, the employee shall complete Form OEM-526,
Notice of Separation, indicating the date on which his last day
of work will end. On the basis of this information the Personnel
Office will set the effective date allowing for the payment of

all accrued annual leave*

Cooperation of all employees is earnestly solicited to the end that
leave procedure will be properly and accurately carried out.

L. H* Bennett
Project Director
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WAR RELOCATION AUTHORITY
GILA" RIVER PROJECT
RIVERS, ARIZONA

January 9, 1945

PROJECT INSTRUCTION NO. 23
MEMORANDUM TO:  All Appointive Personnel
SUBJECT: Establishment of Project Safety Council

In compliance with WRA Personnel Management Handbook (20.1.3Al)
a Project Safety Council is hereby established.

The following appointive personnel are named as members of
this council:

Ben E. Runyanr Asst. Project Director
Administrative Management

John W. Nichol Chief of Internal Security

Tom. B, Vinson Equipment Maintenance Supervisor

Emil D. Mauser Eire Protection Officer

Lyston S.-Black Personnel Officer

Ben E, Runyan will serve as Chairman of the Council and

lyston S. Black as Executive Secretary

The Project Council will develop the safety program for
the project based on directives of the Authority, recommendations of
the Washington Safety Council, and the particular needs and circum-
stances existing at the center.

The Council shall report to the Washington Safety Council the
following information at the close of the months 1. Motor accidents
2. Fires, 3. Other accidents. Pertinent data will be given, along
with recommendations to prevent recurrence.

The Motor Transport and Maintenance Supervisor, the Fire Pro-
tection Officer, and Section Heads will report circumstances of ac-
cidents of fires falling within their scope of operations.

Because of the large amount of time and money lost through
accidents and fires, it is the earnest desire that everyone on this
project become "safety conscious" and use every precaution to prevent
such losses»

/////l’

o
L. H, Byennett
Project Director



UNITED STATES
DEPi&MSNT OF THE INTERIOR
War RELOCATION aUTHORITY

GiLA RIVER PROJECT
RIVERS, ARIZONA

January , 1945

PROJECT INSTRUCTION NO, 24

TO: Assistant Directors* Project Relocation O fficer,
Chief of Internal Security, Leave Officer, Statistician,
Collection Officer and Agent Cashier

SUBJECT: Post-Exclusion Gate Control Procedure

The following procedures relating to the entry and exit of
evacuee residents of this Center and visitors.of Japanese descent
are hereby adopted effective immediately?

I, Entrance and Exit GateO Ho evacuee residents of the
Center nor visitors of Japanese descent* except evacuee employees
of the Center on work passes, may enter or leave the Center area
except by the North Gate#

Il. Coordination with Military Police» So long as a Mil-
itary Police Unit is stationed at this Center and maintains a post
at the North Gate entrance and so long as there remain in the Center
any persons who have been desighated by the War Department or any
Commend thereof or the Department of Justice for detention or segre-
gation and until notification has been received by the War Relocation
Authority Administration and the Commanding O fficer of the Military
Police Unit that no further persons in the Center will be so desig-
nated, the Leave Officer will notify the Commanding O fficer of the
Military Police Unit in advance of every known intended departure
from the Center, for whatever purpose such departure may be, and of
the fact that the person intending to depart has been cleared to the
Project Director by authorized military authorities# After such no-
tification the authority for actual departure and the passing of any
such departing persons out of the North Gate shall be under the jur-
isdiction and control of the Military Police Unit, No evacuee resi-
dent of the Center nor any visitor of Japanese descent shall be ad-
mitted at the North Gate by the Military Polipe Guard in charge ex-
cept upon a pass signed by the Project Director or his duly authorized
representative or representatives designated to the Commanding O fficer
of the Military Police Unit#
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I11. Duties of Leave Cfficnv Applications of Persons of
Japanese Descent for Admission as Viaiterse

a0 During all regular business hours when a person
of Japanese descent presents himself for admission at the North Gate
it shall be the duty of the Leave Officer to ascertain through the
Gate Clerk, or such other means as may be practicable, whether or not
such applicant for admission has obtained advance approval for a visit
to the Center from a Field Relocation Officer with the consent of the
appropriate Center officials and if so whether he has in his possession
the proper forms and documents evidencing such advance approval*

b* If the applicant for admission as a visitor has
not secured advance approval or is not in possession of evidence there-
of it shall be the duty of the Leave Officer to ascertain from the Gate
Clerk or by other appropriate means whethert

(n The applicant is a United States soldier c
furlough in possession of furlough papers evidencing his status*

\2) A pre-induction candidate for military service
in possession of a certificate of fitnesst

i3) An inductee mbo military service in poss'
ession of documents showing him to be a member 6f the enlisted re-
serve *

(4) Ex-service man in possession of an honorable
discharge.

(5) a member of thé immediate family of a resi
of the Center certified by Center medical authorities to be so seriously
ill as to justify the visit as an emergency.

(6) A member of the immediate family of a resi
of the Center certified by the medical authorities to have deceased
not more than 15 days before the date of application for admission to
visit.

(7) A student member of the immediate family «
Center resident or residents who has within 50 days before the appli-
cation for admission completed an interim school or college term and who
wishes to visit the Center pending return, to a school or college. In
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this case satisfactory evidence shall he obtained by the Leave O fficer
of the status of the student from documents in possession of the stu-
dent or such other sources as may be available»

Co |If the applicant for admission is establised as
being in one of the categories set forth in "bn and the Leave Officer
establishes that members of the immediate family of the applicant are
then residing in the Center the applicant shall be admitted by pass
signed by an authorized official and delivered to the military police
guard at the North Gate in the manner hereinafter set forth#

d* If the applicant does not fall into any of the
categories enumerated in mb” the Leave Officer shall inquire as to
the purpose of his visit. |If the applicant shall state that his pur-
pose is to effect relocation plans with members of his immediate family
or upon prior express request of a resident of this Center of which the
Project Relocation Officer has received notice* the Leave Officer shall
determine from the applicant and the Project Relocation Offices and such
other sources as may be appropriate whether such stated purpose is the
true and reasonable purpose cf the visit and if so the applicant shall
be admitted as provided ticlf hereof ,

30 |If the applicant does hot fall into any of the cate-
gories enumerated in M” and gives any other purpose for his visit than
that stated in "dn the Leave Officer shall direct that admittance be re-
fused to the applicant nnd that the Military Police Guard at the North
Gate be so notified.

f. Upon the admission of any applicant to the Center
under the provision of "dw he shall be referred by the Leave Officer
to the Project Relocation Officer for an interview at the earliest pos-
sible moment to determine whether the visit is necessary to work out a
relocation plan affecting the applicant and residents of the Center. |If
the Project Relocation Officer determines that the visit is not necessary
for such purpose the applicant shall be reouired to leave the Center as
hereinafter provided. |If the Project Relocation Officer determines that
the visit for such purpose is necessary the applicant shall be admitted
as a visitor for a fixed period determined by the Project Relocation Of-
ficer who shall notify the Leave Officer who in turn shall notify the
Agent Cashier and the Statistical Section.

go In all cases of admission of visitors with advance



approval the Leave Officer shall furnish no the Statistical Section
the name of the visitor, the names and -addresses of the residents
visited and the terminal date cf the visit, a* all cases of the ad-
mission of a visitor without advance approval the Leave Officer shall
also furnish the foregoing data to the Agent Cashier in order that
board and lodging fees may be collected from such visitors. It shall
also be the duty of the Leave Officer to give notice to the Agent
Cashier at the beginning of each period of two weeks or less of the
continuation of any visit for which subsistence charges are to be col-
lected beyond the first two weeks of such visit, It shall also be
the duty of the Leave Officer to notify the Project Director and the
Agent Cashier at least 48 hours in"advance of the scheduled departure
date of any visitor in order to enable the Project Director to serve
notice on the visitor that he is required to leave the Center on or
before the departure date in order to enable the Agent Cashier to
collect any outstanding indebtedness of the visitor before his departure*

IV* Duties of the Officer of j'he Day on applications cf
Persons of Japanese Descent fcr axmission as Visitors* When an ap-
plicant as a visitor arrives at the North Cato ax any time other than
during regular administration business hours the duty and authority of
the Leave Officer™as set forth in Il hereof shal_devolve upon the Of-
ficer of the Day or such person as may be designated to assume such
duties and authority from the appointed staff cf internal Security by
the Chief of Internal Security. In cases in which the duration of the
visit of any applicant who is admitted tinder -the provisions of this
section does not extend into any regular administration business hours
the Officer of the Day or person designated by the Chief of Internal
Security shall report the visit at the earliest opportunity during
business hours to the Leave Officer and the Statistical Section but
shall immediately upon the admission of the visitor report the visit
regardless of office hours to the Agent Cashier or a person designated
by the Agent Cashier to act in that capacity whose responsibility it
shall be to collect any fees required to be paid by the visitor*

V. Duties of Gate Clerks on Applications of Persons of
Japanese Descent for Admission as Visitors* In addition to the reg-
ular specified duties of the Gate Clerks it shall be their duty to
furnish accurately all requested information concerning applicants as
visitors who arrive at the North Cate to the Leave Officer, Officer of
the Day or persons designated by the Chief of Internal Security to act
with regard to the admission of visitors*



VI* Duties of Agent Cashier bp AjjpUcatiens of Persons of
Japanese Descent for Admission as Visitorss & snail be the duty of
the Agent Cashier to be available in person or by an authorized rep-
resentative to collect required fees from visitors during office hours
and, in the case of persons whose visit will not extend into regular
office hours, at any time such occasion arises«

V Il. Duties of Chief of Internal Security with Respect to
Visitors* It shall be the duty of the Chief of Internal Security to
cooperate with the Leave Officer during administrstion business hours
in connection with the admission or refusal of admission of applicants
for admission as visitors. The Chief of Internal Security shall desig-
nate appointed members of his staff to make periodic visits during ad-
ministration business hours to the North Gate to deliver admittance
passes to the Military Police Guard and at the request cf the Leave
Officer to conduct such investigation of any applicant as may be re-
quested to notify applicants of the decision of the Leave Office to
refuse their application for admission and alec no convey such infor-
mation to the Military Police Guard, “t shai.~ a..so be the duty of the
Chief of Internal Security to designate appointed members of his staff
to act in place of the Officer of the Day on all occasions other than
during regular administration business hours when the Officer of the
Day is not on duty or is unable to act in place of the Leave Officer
and to arrange a schedule of regular trips to the North Gate in con-
nection with the admittance or refusal of admittance of applicants
as visitors at times other than during regular administration business
hours* It shall also be the duty of the Chief of Internal Security
upon receipt from the Project Director of notices directed to any visitor
at the Center requiring such visitor to leave the Center to designate
an appointed member of his staff to serve such notice upon the addressee
personally and to furnish to the project Director a statement evidencing
the personal service of the notice* It shall not be the duty or re-
sponsibility of the Chief of Internal Security or any member of his
staff to collect fees for board and lodging from any visitor and the
duty of the Internal Security will have been discharged when the visitor
is personally referred by an appointed member of the Internal Security
staff to the Agent Cashier or the designated representative of the Agent
Cashier for that purpose*

V111* Duties of the Statistician with Respeot to Visitors,
It shall be the duty of the Statistician to maintain records cf all
visitors admitted to the Center showing the date of their admission,
the date set for their departure, whether they are or are not to be



charged subsistence fees and the residents of the Center whom they
are visiting. It shall also ne the duty OF the statistician to in»
struct the Gate Clerks in the natter of eoopei-'.tiiig with the Leave
Officer, the Officer of the Day and members cf the Internal Security
staff in obtaining and furnishing information with respect to ap-
plicants for admission as visitors.

IX. Responsibilities cf Officials with Respect to Admissions
and Departures. During regular business hours the final responsibility
for the admission of any person of Japanese descent to the Center area
rests with the Leave Officer. During hours other than regular business
hours the responsibility for the admission of any person of Japanese
descent into the Center area rests with the Officer of the Day or the
member of the appointed staff of Internal Security designated by the
Chief of Internal Security to act in place of the Officer of the Day.
The final responsibility for all departures from the Center of persons
of Japanese descent no longer rests with the Trar Relocation Authority
but has been assumed by the Commanding Office:-. S the Military Police
Unit, ~he final responsibility for approving risits for relocation
plans for which advance approval has not boc.j .btained rests with the
Project Relocation Officer. The final responsibility for c&llecting
subsistence fees in the case of visitors from whom such fees are re-
quired to be collected rests with the Collection Officer.

X« Gate Procedure with Respect to Applications for Admission
for Induction Reinduction or Status Other Than as Visitors. In the
case of all persons of Japanese descent who apply at the North Gate for
admission to the Center on any status other than that of visitor it shall
be the duty of the Gate Clerk to ascertain and communicate to the Leave
Officer or Officer of the Day, depending upon the hour at which admission
is sought, which, if any, of the following reasons is given for the ap-
plication for admission to the Center*

U) Former Center resident returning from trial indef-
inite leave,

(2) Former Center resident returning from seasonal
leave#

(3) Center resident returning from short term leave
(including day passes).

(4) Transfers from other Centers#

(5) Former Center residents subject to army exclusion



orders applying for reinduction with approval of Field Relocation Of-
ficer on account of inability to effect successful relocation*

Applicants for admission in Class 1 shall be admitted upon
proof by copy of trial indefinite leave agreement or approval of Re-
location Field Officer on War Relocation Authority Form 325 that they
are in fact returning from trial indefinite leave and thatsuch return
is within six months of the date of departure from the Center*

Applicants for admission in Class 2 shall be admitted upon

proof bT copy of seasonal leave card or approval of Relocation Field
Officer on War Relocation Authority Form 325 and evidence by employ-
ment contract or other satisfactory evidence that the conditions of
employment/ift-Fch seasonal leave was granted have been fulfilled*
If fulfilment of the employment contract cannot be immediately estab-
lished by evidence in the possession of. the applicant he shall never-
theless be admitted to the Center on a temporary basis until his right
to reinduction has been determined*

Applicants for admission i& Class 3 shall be admitted ujon
presentation of copy of unexpired short term leave permit or day pass*

Applicants for admission in Class 4 shall be admitted upon
proof of identitys permit to leave Center of former residence for
transfer to this Center and approval of transfer by Director.

Applicants for admission In Class 5 shall be admitted only
upon proof of approval of Relocation Field Officer to return to Center
for reinduction on War Relocation Authority Form 325 and evidence that
applicant has been served with army exclusion order*

In the case of applicants for admission in Classes 1* 2t 4,
and 5 the Cate Clerk shall communicate the information directly to the
Leave Officer or the Officer of the Day* In the case of applicants for
admission in Class 3 (residents returning from short term leave, includ-
ing day passes) the Gate Clerk shall transmit his report to the Statis-
tician who will in turn notify the Leave Officer in all cases of returns
from regular short term leave and in all cases where there has been any
violation of the conditions of day passes*

* Xn cases of mxits and entrances on work passes as to which
the Gate Clerks furnish a register to the Statistician, the Statistician



shall bring to the attention of the Leave Officer any violation
of the conditions of any work 'pass*

XI* Limitation on Admission to Center» No person of
Japanese descent shall be admitted to the Center area for any pur-
pose except in accordance with the provisions of this memorandum
unless the Project Director gives his express and personal approval
for such admissionc

Bennett
Project Lireetor



UNITED STATES
DEPARTMENT OF THE INTERIOR
WAR RELOCATION AUTHORITY

INTEROFFICE MEMORANDUM
GILA RIVER PROJECT
RIVERS, ARIZONA

February 13, 1945
PROJECT INSTRUCTION NO. 25
TO: All Division, Section, and Unit Heads
SUBJECT: Property Control Procedure

The memorandum, on the above subject dated June 24, 1944,
is hereby revised as shown below in accordance with the revised
WRA Handbook, Property Control 20,4, which is expected shortly
from the Washington O ffice, and which will be distributed upon
receipt.

In order to avoid confusion and delay in processing docu-
ments concerning the requisitioning, transfer, and issuance of
property, the outline givaiherein is presented to acquaint all
concerned with a standard procedure*

Your earnest cooperation is requested and will be greatly
appreciated ©

96 Rexls. Proveriy.d
[0EM-680) will be given document numbers by the Property Control
Sub-unit,

I.  REQUISITIONS

A. Requisitions for equipment, materials and supplies
shall be prepared on Form WRA-7in an original and
three (5) carbon copies»

B. The briginais, £3rat..ad,, senand...conias.J&HI"bejter-
warded to the Property Control O fficer.

C. |If the articles requested can be supplied from stock,
one copy of the requisition WRA-7 will be returned to
the requisitioning activity, stamped with the date
and hour when articles may be issued*

D. If the articles are wt in stock, one copy of the re-
quisition will be returned, showing that the original
has been forv arded to the Procurement Unit for purchase.

E. When only a portion of the articles requested can be
supplied from stock, then such items will be shown on

subrillanQ.tlker Form WRA 7 formeruiclas -not -in- st.ock.AQ.
tWeTprocuremunt Unit for purchase.



I1* ISSUANCES FROM STOCK

A.

When issuances are to be made from stock the Property
Officer shall prepare'; Material Delivery Ticket (Form
WRA-96 Revised).

The requisitioning activity, when calling at the Proj-
ect Warehouse for issuance, must present to the guard
at the gate, the returned cony of Form VRA-7 which has
WRA-96 document number and date authorized by the Pro-
perty Officer for issuance. In other words, it must be
used as a pass. No person will be permitted to enter
the Project Warehouse area for issuances without this
pass*

Activities are permitted to establish a "storehouse”
to carry not more than a week’s supply of materials«
This supply or any other requests for naterials and
supplies* that appear to be unreasonable m il be refer-
red to the Section Heads for his approval.

I11. ISSUANCES OF MINOR EQUIPMENT

A*

Minor equipment shall be issued on Form WRA-96 Revised,
and charged to cost on issuance, but the 'activity heads
receiving such equipment shall remain accountable to the
Property and Warehousing Officer, and inventories must

so reflect this minor equipment.

IV. ISSUANCE OF MJOR EQUIPMENT

A*

Major equipment shall be issued on Form OEM-188 and al-
though the Property and Warehousing Officer shall remain
accountable fa* such property, the activity heads shall
be responsible as custodians and shall be held strictly
accountable for its location*

V* SIGNATURE CARDS

A.

No issuances will be nade to any individual not properly
authorized by the activity head on signature card, sten-
cil No. 609. This card must be on file with the Property
O fficer.

It is suggested that minimum amount of these signature
authorization cards be issued.

Only signatures of authorized appointive personnel will
be acceptable for major and minor equipment,,



VI.

TRANSFERS OF PROPERTY

A.

Gy

ALL TRANSFERS OF PROPERTY WITHIN TFE CENTER MOST HAVE
THE PRIOR APPROVAL OF THE SUPPLY OFFICER AND THE PRO-~
PERTY AND WAREHOUSING OFFICER.

In the event of discovery that any property has been
transferred without the Property Control and Ware-
housing O fficers approval, or is otherwise unaccount-
ed for, the salary of the employee to whom such pro-
perty is charged may be subject to deduction for the
inventory value of the property,

Each'class cf property must be on separate documents,
and indicated as to what class. No two classes can
be shown on the same transfer.

Stores (expendable property) and minor.equipment may
not be transferred between activities« They may only
be transferred to Project Warehouse Stock.

may
Major equipment/be transferred between activities
and to the Project Warehouse.

Minor equipment shall be returned to the warehouse'at
no cost, the cost originally having been charged to the
original receiving activity.

Transfer of Expendable Materials to the Project Ware-
house shall be accomplished on Form WRA-96 Revised,
plainly labeled ’'Credit,* prepared in an original and
three oopies. Credit WRA-96 must also show reason for
return to warehouse of property listed thereon« After
transfer has been approved as outlined in VI-A above,
the original and three copies shall be returned to the
Releasing Activity to accompany property to warehouse.
One copy will be returned to the Activity as a receipt.

Minor equipment«shall be returned to the warehouse in
the same manner/outlined above in VT-F above for expend-
able property,

NO TRANSFERS OF MINOR EQUIPMENT SHALL BE
MADE BETWEEN ACTIVITIEST2004g/G -2 )0

A request, in memorandum form shall be made to the Sup-
ply Officer and Property & Warehousing Officer when a
transfer of major equipment is desired. Upon approval
by both officers the request shall be forwarded to the
Property Officer who shall prepare a credit OEM-138 for
the rsaleasing activity, and a debit GELAdJ.38 for the re-
ceiving activity. |If major equipment is being returned
to the warehouse, only the credit OEM-188 shall be pre-
pared >



VI1l. EQUIPMENT TO BE REPAIRED

A« Equipment to be sent off the Project for repair must
be transferrd to the Project Warehouse# The follow -
ing procedure shall be complied with;

1. Activity requesting repair shall prepare
WRA-7 as outlined in I~-a*

2. Approval of Property and Warehousing O fficer
is necessary so that document can be used as
a pass*

3« WRAY will then accompany the equipment to
to the Project Warehouse.

4. No equipment shall be sent off the Project
until purchase order has been issued#

5* Repaired equipment shall be returned to
activity requesting the repair work.

6. Activity will be given one copy of WRA-7
receipted by the warehouse.

7. Activity shall receipt warehouse copy of WRA
7 when equipment is returned to them.

This memorandum supersedes memorandum of June 24, 1944,
subject; Property Control Procedure,

~V v O ftau
flIff A
B. F. Runyan(j

Acting Project Director



UNITED STATES DEPARTMENT CE INTERIOR
WAR RELOCATION AUTHORITY
GILA. RIVER PROJECT
RIVERS, ARIZONA

August 28, 1945

Project Instruction No. 26
To: All Appointed Personnel

SUBJECT: Transportation Regulations.

Effective September 4, 1945, all road vehicles
of this -project shall be returned to the Motor Pools,
immediately upon completion of the official business
for which vehicle was justified and assigned, but in
no event, later than closing time of each working
day, unless prior arrangements to the contrary have
been authorized by the Motor Pool Supervisor.

The only exceptions to the foregoing shall be
vehicles assigned to various Sections for use 24 hours
daily. Said Sections and said vehicles shall be, as
follows:

PASSENGER CARS

1. Internal Security
2. Fire Department
3. Chief Engineer

~— NS

TRUCKS AND PICK-UPS

1. Farm Irrigators (2GI*s and 2PU*s) 4
2. Hospital (1 Ambulance and 1 Panel) 2
6

MOTOR POOL VEHICLES: All Project vehicles, other than
those enumerated above, on 24 hours daily assignment,
shall be Motor Pool Vehicles and shall operate there-
from on specific assignment. No assignments shall be
made except upon presentation of Trip Ticket (Form
WRA-159 Rev,) properly completed as to detail* properly
justified, the request form signed by a Division or
Section Head and approved by the Motor Pool Supervisor.

Immediately upon completion of the official
business for which justification and dispatch was made,
vehicles shall be returned to the Motor Pool from
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which assignment was made. A Il Motor Pool vehicles
shall he in the Motor Pool at the close of business
each day*

I 1 addition to the Butte and Canal Motor Pools,
passenger cars shall be stored in the sheds adjacent to
the Butte Administration Building and shall be dis-
patched from the Transportation Office in the Butte
Administration Building,

All vehicles completing an assignment shall be
returned to the storage from which they were assigned
and the- keys and completed Trip Ticket shall be return-
ed to the office from yjhich vehicle as dispatched.

.EMERGENCIES: The Officer of the Day shall be and is =
hereby authorized to issue emergency Trip Tickets and
to dispatch vehicles in the absence of the Motor Pool
Supervisor. All dispatching offices shall be made
available to the 0. D. for this purpose,

INTERCAIIP BUS SERVICE: Additional schedules shall be
added to the Intercamp Bus Service, so as to accom-
modate peak loads at beginning of work, at noon hour
and at closing time, A copy of the revised Bud Schedule
is attached hereto.

TAXI SERVICE: Taxi Service shall be available at each
dispatching office to transport persons to and from the
Motor Pools and to and from short official trips within
the boundaries of the Project. 1, Passengers may hold
a taxi, not longer than 15 minutes. Taxis shall return
;[o_their dispatching office immediately following each
rip.

Tickets shall bft required to ride in Taxis. Taxi
tickets shall be issued by each dispatching office and
shall be surrendered to the driver. Each Taxi Ticket
becomes part of the TaXi daily trip ticket. Taxis may
b%f_dispatched by telephone calls to any dispatching
office.

-TI"NSPQPTATXQN TO AND FROM DOMICTT.Er No government
vehicle shall be used for the sole justification of trans**
porting persons to and from domicile. 2. Attached hereto
is copy of excerpt from W.R.A. f!andbook 20.1.13, titled
'unlawful Use of Government

jffilVAYE.yEHICfCESI The use of private vehicles, in pool
arrangements or otherwise, to transport persons between
domicile and work is encouraged. The cancellation of
gas rationing, no longer offers reason to avoid this per-
sonal obligation, which would prevail in any other local-
ity or occupation. 3, Privately owned vehicles shall be
prohibited from entering the Motor Pool Area enclosure.
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TRIP TICKETS: Regulations governing the use frf Trip
Tickets (WRA*159 Rev,) shall be strictly enforced*
Failure of any person or persons to comply shall be
sufficient reason to deny the offenders the use of
government vehicles,

PURPOSES: The purpose of these regulations is to improve
our transportation facilities and to make equipment
available when needed. It is not intended to deprive
anyone of needed service.

By the cooperation of all personnel, we are,
confident that you will enjoy an improved service.

Project Director



January 23, 1945

EXCERPT FROM WRA HANDBOOK DATED JANUARY 9, 1945, TITLED
UNLAWFUL USE OF GOVERNVENT CAR” 20.1.13

The Independent Offices Appropriation Act, 1945 (Publip
358, 78th Congress) stipulates that any officer or em-
ployee of the Government who uses or authorizes the use
of any Government-owned orleased motor<*propelied pas-';
senger-carrying vehicle for other than official pur-
poses shall be immediately removed from office. The
vorks: "official purposes” does not include the trans-r
portation of officers and employees between domiciles'
and places of employment. The work "uses” has been e
defined to include not only'the driver of the vehicle
but also passengers hs well, if it is determined that
they knowingly wero using a car for other than official
purposes* This law is appplicable to the War Relocation
Authority, and to all employees. Each project director
or head of a field office who discovors one of his staff
violating the law shall take immediate steps to secure
the offender’s dismissal. For an interpretation of the
law under the particular circumstances prevailing at
centers, see Manual 50,2.5.



