


ij. py November 17# 1942 m "

Memorandum
To* P* S« Myer
Froms James G* Lindley
Referenoe is made to your oonfidential memorandum of November 10
raquestiog oomments about general policies for the greuating of olothing
ellovMBoes wad issuing of work olothing* Admittedly the comments offered
&r« based on the provincial experienea of probably the smallest project
la the country. We hare received XittXe if any infonaation regarding the
approach to this problem from any other project, and we have found it
neo«8sary to feel o\irnay and orystalled our opinions slowly*
Comments are offered as follows in aooordaaoe with the main head-
ing of your letter*
X*  Itedforms
The proposed8 outlined for the issuance of uniforms are in
our opiniozi dequate for the iieods of the farojeot« The
applioation of this poltgy# h weTer9 is oomplioated by the
faot that on t”e basis Of previous instructionsr ire have or*
dered# and expeet dsliTery shortly of waiter ooats™ and la
some c&.sds oookst trousers for. use the.:hospitA® " mess.hftll
and similarly# we have ordered and have already reo«ired such
items as coats for doctors*
The proposal of using arm*bands for the identifio&tion of the

police and fire department personnel appears to be extr«aiely



de$ir&ble# sinoe it serves as an identification of the ofrioers
tod al o give8 the individuals a sort of an \ip-34ft in that tbey

are identified as officers*

2# Feré&onal Equipment L

3«

1N is n<xted that no mention is mada in this seetion of work gloves*
It is beliewd that Drork glove Ii uld be furnished tho«® individuals
ho.ar« assi ed:"1;@&Yduti  hipb r.”uire the ua® of'sSiiMsh equipment.
For wcaapl®* there ar« oases of shovel crews, individuals handling
heavy equipment, wire, <to*, mho It appears should be entitled to

the use of work gloves* WO have no” yet had suffioieat experience
oonoerninp the necessity for other Items K*iich should be eoé&sldsred
in tlii *- tion» fcowreiv wouXd ililee to rmi8e tlia question as to
whether or not r&in coi&ts should be furnished to polioeiaen# m&ll
o&rriers and messenger#. The Xittl# experience that we h&Te had
ladioates that during the periods of inelenisnt weather, our mess-
enger serrl”e and our mail erviee beoonws piraotioally paralyzed

b9 &use the employees either wait for a break in th« weather, or
f&il to report for ~uty <m thos«f, d»y«*

Surplus Amy Clothing

One of th® ma”or )?rébleia8 that h&a been encountered in recruiting
labor for certain types of work ie the problem of furnishing ade-
guate clothing to the workers, in those cases whOr« the clothing

is subjeot@d to unusual wear and tear, and in oases when individuals

are required to b® exposed to the weather oontinously. Recognising



your eatpression. that you do imfc: "the issuance."of work"cyutfits"
to any category of workers, the following pomments are offered for
your . 1181 61%1;1 11 111_solving by. t"ie.:usOof. work clothing® "the major
problems of operation of the projectt

& The philosophy which anticipates the*% workers mil be required
to buy adequate oldthing to perform their duties ol&shes directly
irith the thought that oash clothing allowances will giv«n eaVouees
so they soay purchase olothing according to their arm tastes*

This™ in turn, cre&tes a very definite attitude on the part of the
ev&ouees whereby they will aooept only employment where they do
xxot feel they will be penalised by having to spend their «tliowanoOs
for special types of work dothingf For example, if we have a
Class C Clerk, sad a Class B Laborer, the Glass B Laborer# in fd«r
to be able to perform his duties, must spend a portion or all of
his clothing aXlowance in order to eguip himself adequately to
remain on the jobe The Clerk, on the other hand, can take the
funds and purchase ishatever clothiBg he or she might desire sixioe
the duties of that position do not impose any special requirements
as to how the worker needs to bO olothed*

N 1In one or two oases i»her® the work was admittedly hard on olothirig
we have found that the issuance of surplus clothing in itself has
made the Jobs more attraotiTe*

e In a free Oconoadc ooBmunityv there is opportunity to maké d s
agreeable jobs attractive by various methods, such as higher
wage3# shorter hours» special bendfits and other inducements
which will entice workers* In a community such as w0 have,

the range of payments is so..narrow that the classifioftu:1011 of



ftJob in a C Grade in 1tself is not sufficient induoement*
Further, under our Administrative Instructions, there is no
provisions for ad3118ting hours, nor does it appear that it
would be desirable to have such a provision, sinoe the tolusa
of work eilready appears to b® more than the available labor
foree oan handlee Thus it appears that in order to furnish
this added iaduoeffient and other hand ta prevent diserin-
inatlon suoh workers by requiring them to bugr th«ir oiothing
from their aXlowenoes™ ne should be authorised to isstie olothing
ill accordance with rigi4ly established schedules /wfaioh take in=*
oonsidAreition the fpllowi&g fft 1>0r8s
1 . miheth«r the duties are suoh thftt elothing is subjected
to more than the usual wear and tear*
2* Whether the wdi”ers lire imduly exposea to the el«B6nt8
and thereby required to wear fr t« tive olothi&g*

S# Tllhethet.or.no \iE):6i thing is: availablex,
I am not but there has b«en & qutioti raised as to "the
legality of the plan whereby surplus olothing o«n be sold to the
Community Bai”rprises, »in ® ™ app»wps thttb suoh & sale would
hftTe to be thrown opea to Br¥/ and all priT&te bidders* Th«
rrasmi for this is that the Comimity “atelirprises a8 such are a
priva;te eirterpfise tnd I™idoea not a )ar tbat they shotild enjoy
priTllogos T r any Q”her 9 Bip&ré&ble busi&oss*
The mature aid oonditiori of the surplus anay clothing tiiat ve

X6 6ivEnl 1 IS suoh Yd*t  “is do\2“Mu]i “distil@r or utj

any pl&a of sale to the Comawity Ent~tprise wouid have nmoh effect

cm th« auautity now &YaiXable on this project* That it is



very unlikely that th« market for itt except for a r«w of

the items, would draw off very much of the olothing we now have#
General Cosaeoents
Ab reported to Miss Gifford of the Hlashicgton Offlee In a recent
ecmferenoe iii Denver, it appears that our ~tol© policy on olothing
allowances reauires simpliflo&tioii* Our interpretation of the
present instructions is that clothing may bO issued to eraouees under
the following oonditioiisi

a* That the evacuee is a worker#

W  that the evaouee is not a worlcer, but is eligible for wnemployment
ooiapensatioxi* "-

m the evacuee is a dependent of a irorker or a person eligible
tor UQdinployBexi” ccniipensittiozi™*

dm Thati vthe evaoue® is not a wrker «ad is not eligible for
imemplovmaat eompensation bul# requires public assistance*
Applying this literally™ it leaves a very earn% minority of
eT&ouees who will not/be for olothing allowances*

Al> «t the only type that we ean think of would be the oraeuee
who is not a worker, 1is net eligible for unamplpyBient cob”)Gii»
4011#)and  HO-re;fuis ft to aceept .Cs'ploymdirfc, -fout:who it .is_
known is able take care of himself* such an individutd
=fwsuld pjroebiy.:ecf B» eligib Q:under/th©® .puWiio assistanoe. grant
prooedure# since It is my mderstaridihg that the inooxse r such
an 111dividual will be evaluated without eonsider&tion of his
priTate ilsoir 68 :oxv8 ur&68 of .income ovrtsido. "the.Eeloo&"tioa
Center* Iy recollection of our diseussion in Denver it that woO

would go so far &s to funiish oiothizg to tie dependents of an

i&dividus~L idio had aooeptod outside employnozi™t*



In summary or iole abdve ooicments™ it appears that we haye used Tarious ndthods
of justifying eXothing allowance8 to e¥aouees* Hcnr# it is o proposal that
olothi&g aXloirances be set up as & standard allowanoe to evacuees in the same
manner as ve now allour them food eAd lodging* That 18" any evacuee who ires
at the Center and nho is &ot ivorking for a private employer shall be entitled
to r«eeive oioth:~g &llentrances. Further that olothing allowanoes may be suspended
by an.nob .of. the.. Cosasunity.Council/oi"Ahe. Projeot Director 8 a penalty for
TIMXAtion of rules and r«gu~fttions oonceraiiag oonduot on the projeot* Suoh &
proposal mould greatly simplify our approach to this problem™ and unless | have
eoapletely ~ssed the mark on the iatrat of the present policy should not repre-
seat a&y appreciable inorease in oosts of olothing allowanoes under polidies now
in force* In addition”to sueh olothing &Xlowenoe9» it appears desirable to pro*
ride surplus ax” clothing cm a loan basis to indITi?UAls assi”aed to o«rt&in
speoifie 4uti«s «her«iB th« olothing is subjected to &bnorm&l vear «Qd tear or
i“re the IndiTidual it oo&tixmou<ly exposed to cold weather* The loan of this
type of clothing would ba restricted the 1lyp« and amount of surplus aray
olothing oh luvad at the project* There would be of eourse prorisioxis made £or
uniforms e&d personal equifi&ezit Along the Xiiss outlinad in your letter of
Soreié&ber 10th*

IT our expressions Appear to at the opposite pole froa the phiXofoplay
oon"fcained in your it is beo&use we feel hat a dix*6 1; approftoh ftd
an 1BOBfidi&te recognition of the problem of m>rk olothing vIIX do muoh to simplify
the Bteohtuaioa of issuing oiothing* to eiftrify i1a the minds of the evetouees their
eligibility for elothing, and will greatly aid in tbs performaiice of essential
P\XDeti<ms of the projeot# so lcaig as it Is to be poptil&ted by indiTidué&Xs whose
presence here 1B ezrtireily iniroiunt&ry* The importane® of having a standard policy

in this respeot on all Projeots is ful% reoogni&ed# andit is regretted that we



do not know e&ou”™i about the appro&ob to> this problem noade other pro™jdbts
to permit tempering of our ocnaments or of our views# You may rest aasur0|4
nh&telrer poliey is fi&aiiy eroXT?d willlm applied p& thi6 proj«ot to ts best

of ability* =m



ASSISTANT COMPTROLLER GENERAL OF THE UNITED STATES

Washington

B-33895
May 21,194-3

The Director,
War Relocation Authority,
My dear Mr* Myeri

Reference is made to letter dated Aprill13> 194-3> from Acting
Director Howalt, as follows:

nin the attached opinions, numbers thirteen and seventeen, the
Solicitor of this Authority has expressed certain views concerning
the application of land-grant railroad rates to the transportation
of persons and property in connection with the functioning of the
projects and the program of the War Relocation Authority*

flnasmuch as some carriers have taken exception to the appli-
cation of land-grant rates, and since the War Relocation Authority
has relied upon the premises set forth in the opinions for its
section, your decision regarding the propriety of the views taken
by this office, which are more expressly stated on pages thirteen
and fourteen of opinion number thirteen, is respectfully requested.

In pages 13 and H of the opinion No* 13, mentioned above,
the Solicitor, after a discussion of the "emilitary character of the
War Relocation Authority and its projects and prograraft, states that
it appears--

t** * that transportation of the following types of property
of the United States in connection with the fionctioning of the War
Relocation Authority should be subject to land grant rates, whether
(1) procured by the War Relocation Authority through War Department
agencies, or (2) procured by the War Relocation Authority directly
from suppliers, or (3) made or produced at a War Relocation projects

h(@) All materials, equipment, and supplies required
for basic needs of evacuees, including

f,(@ housing and utilities
(b) subsistence and clothing
(c) health, sanitation, and burial services
(d) elementary and high .school education.
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(The basic need for elementary and high school
education may not be principally military in
character to the same extent as other basic
needs of evacuees which are listed above.
However, the general importance of such edu-
cation and the need for it in communities like
these which consist in large part of children
and young people are so great that it is clearly
not a luxury or convenience and cannot properly
be omitted from the list of basic needs of
evacuees.)

1(2) All materials, equipment, and supplies required
for the establishment an& demarkation of relocation areas
and.the military areas in which they are located, and for
roa,ds or other me ns of access to such areas.

n(@3) All materials, equipment and supplies for con-
struction and maintenance of developments and improvements
principally military in character.

All materials, equipment, and supplies for use
of the military or naval forces in prosecution of the war,

n() All materials, equipment, and supplies for use
of other branches ofV the Government or State or local

governmQnts iIn prosecution of the war*

J(6) All materials, equipment, and supplies for use
of Great Britain or other Allies in prosecution of the war*

"eTransportation of the fo.llo”7ling types of property of the United
States in connection ?/ith the functioning of the War Relocation
Authority may be held not subject to land grant rates*

"(1) BAaterials, equipment, and supplies for construc-
tion and maintenance of developments and improvements not
principally military in character, (it will be noted that
agricultural or other developments and improvements to
provide supplies or materials to satisfy the basic needs
of the evacuees should be considered principally military
in character, and only that portion of such developments and
improvemeirbs which is not allocable to this purpose or to
other military purposes should be considered non-military
in character.)

1(2) Materials, equipment, and supplies not principally
military in character v/hich are delivered to the consuming
public, for purposes or uses principally non-military or
civil in character,f

C-02li«.-P2-BU-COS-WP
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In order that there may be no misconception of the position
of this office in relation to the matter so presented, it seems
appropriate to state at this point that the abstract question of
whether an official legal opinion rendered by a duly constituted
law officer of an executive department or other Government establish-
ment reaches a correct conclusion does not appear to be a matter
as to v/hich a decision of this office may be required. However,
It is"assumed that wha is desired is a decision as to.whether in
the audit of accounts by this office the provisions of the pertinent
statutes will bo applied as requiring deduction for land grant,
where otherwise proper, from the charges for the transportation of
property of the United States in connection Y/ith the functioning of
the War Relocation Authority. Considoration will be given your sub-
mission on the basis of such assumption.

Apparently the activities giving rise to thi® question find
5?8£r genesis in the provisions of Executive Orders Nos, 9066 and

In Executive Order No, 9066 of February 19,194.2 Authorizing
the Secretary of War to Proscribe Military Areasn, it is stateds

NVHEREAS the successful prosecution of the war requires every pos-
sible protection against espionage and against sabotage to national-
defense material, national-defense premises, and national-defense
utilities * * *e

nNOW? THEREFORE, by virtu®© of the authority vested in me ag
President of the United States, and Commander in Chief of the Army
and Navy. hereby authorize and direct the Secretary of Yfer .and the
Military Commanders whom he may from time to time designate, ?/henever
he or any designated commander deems such action necessary or desirable
to prescribe military areas in such places and of such extent as he
or the appropriate Military Commander may determine, from which any
or all persons may bo excluded, and with respect to v/hich, the
right of any person to enter, remain in, or leave shall be subject
to whatever restrictions the Secretary of War or the appropriate
Military Commander may impose in his discretion. The Secretary of
War 1s hereby authorized to provide for residents of any such areas
who are excluded therefrom, such transportation, food, shelter, and
other accommodations as may be necessary, in the judgment of the
Secretary of War or the said Military Commander, and until other
arrangements are made, to accomplish the purpose of this order. * * *

C 021kPJ-BU-COS-WP
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nl hereby fiirther authorize and direct the Secretary of War and
the said Military Commanders to take such other steps as he or the
appropriate Military Commander may deem advisable to enforce com-
pliance with the restrictions applicable to each Military area
hereinabove authorized to be designated., including the use of Federal
troops. ,and other Federal Agencies, with authority to accept assistance
of state and local agencies. ™

"Thereafter, in Executive Order No. 9102 of March 18, 1942
NEstablishing the War Relocation Authority in the Executive Office
of the President and Defining Its Functions and Dutiesn, the President
ordered as followss--

" 1. There is established in the Office for Emergency Management
of the Executive Office of the President the War Relocation Authority,
at the head of which shall bo a Director appointed by and responsible
to the President,

n2. The Director of the War Relocation Authority is authorized
and directed to formulate and effectuate a program for the removal”
from the areas designated from time to time by the Secretary of War
or a.ppropriate military commander under the authority of Executive
Order No* 9066 of February 19> 1942, of the persons or classes of
persons designated under such Executive Order, and for their re-
location, maintenance, and supervision,.

n3. In effectuating such program the Director shall have authority

(@ Accomplish all necessary evacuation not undertaken
by the Secretary of War or appropriate military commander, provide
for the relocation of such persons in appropriate places, provide
for their heeds in such manner as may be appropriate, and supervise
their activities.

* i_ *

(c) Secure the co-operation, assistance or services of
any governmental agency,

* * *

6. Departments and agencies of the United States are directed
to co-operate v;ith and assist the Director in his activities hereunder.
The Departments of War and Justice under the direction of the Secretary
of War and the Attorney General respectively, shall insofar as con-
sistont with the national interest provide such protective, police
and investigational services as the Director shall find necessary in
connection vdth activities under this ordor.1

On page 7 of the Solicitor” opinion No, 13 it is indicated that
tho Military Commander of the liYost Coast Command and Fourth Army

C-021"-P*-Ba-COS-WP
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designated certain HVest Coast Military Area Nos* 1 and 2n and ordered
excluded from certain parts of said areas nall persons of Japanese
ancestry;, including aliens and non-aliensn and that--

MUnder a Memorandum of Agreoment between the War Department
and the ?/ar Relocation Authority of April17,194-2, it vms agreed
that Relocation Areas under the administration of the War Relocation
Authority Y/ill be designated as prohibited zones and military areas#
It was further agreed that the War Relocation Authority may effect

its procurement of equipment, property, supplies, and subsistence
through War Department agencies

In this connection it appears that in some instances, at least,
the War Department has ”“established as Military areas, and * * *
designated as War Relocation Project Areasl the territory v/ithin the
boundaries of such projects "Pursuant to the determination of military
necessity." See Lynch V, Hammoclc.165 S# W. (2d) 3"9%# And it is
stated on page 8 of the Solicitor” opinion No.13 that --

nln connection with, the .acquisition of most Relopfatrion Areas
Y/hich have been approved, the Commanding General of the Western De-
fense Command and Fourth Army has publicly stated that such acqui-
sition Was based on Absolute military necessity.1M

Section 321(a) of the Transportation Act of 14-00 5 Stat, 898,
%4y provides that—

t* * * the full applicable commercial rates, fares, or charges
shall be paid for transportation * * * £ any persons or property
for the United States, or on its behalf * *

but that this provision-- -

n* * * shall not apply to the transportation of military or
naval property of the United States moving for military or naval
and not for civil use or to the transportation .of members of the
military or naval forces of the United States * * * when such
members are traveling on official duty; * * &n

The opinion of the Solicitor makes reference, on page 8, to an
opinion, dated May. 3j 194-2, of the Judge Advocate General, and it is
noted that in said opinion the Judge Advocate General stated his
Conclusion, in part, o bes

Jhat supplies of the United States moving to evacuee assembly
centers since the declaration of vmr of December 8,194-17? us®
of the evacuees Y/liile detained there by the authority of the United
States primarily for military reasons, constitute emilitaryl prop-
erty of the United States moving for militaiy or naval and not for
civil use and should be transported as such subject to the land-
grant rates,l

C-214-P5-BU-COS-WP
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A copy of said opinion, which was received in this office subse-
*"qemt .10 the T.ecei$t gf. your letter indicates. hat it .wa based in
pcrt upon a memorandum of the same date in which It was said:

If citizens of the United. States, civilian alien enemios, and
prisgire.rs of...war.are int rnod,at evacuee assembly centers in time of
war, by reason of the military,policy of the United States as de-
fined by law/ and by tho proclamations of the President, and as en-
forced by the Attorney General, the Secretary of War, and the
military commanders of certain areas, then, such internment is pri-
marily .ad. essentially for milit>aiy and not for. civil purposes and
the maintenance of such persons at such centers is of the same
character. Hence, all supplies belonging to the United States and
nov. being used for feeding, clothing, sheltering, and maintaining
such persons are, Yiren in transit, Mmilitary* property of the United
States .moving.military or naval, and not .for civil use and"the
transportation of thom is subject to the land-grant rates****1
S -w .

In Bx Parte Lincoln Seiichi Kanai. 46 F. Supp, 286, i was
saidi

JOn DGcembor S, .1941? Congress declared a state of ivar to be
existing between Japan and the United States. A few/ days there-
after i1t "declared a state of v;ar to be existing betvTeen the nations
of Germany and lItaly and the United States, The field of military
operation is not -confined to the scene of actual physical combat.

* * * The theater of war is no longer limited to any definite

geographigal, agea.* * £ . .

It is. .apparent from the terms of* the-"cited Executive Orders.and
the actions apparently taken thereunder by the Secretary of War and
the Military Gommanders, that the paramount, if not the sole, purpose
of the activities under the n7/ar ReXocationf program is purely
military in objective|] and it does not seem open to question that
such activities, a though they may be civilly administered, are con-
nected directly with, and are part of, the military activities other-
v/iso directed at first hand by the B.?ilitary authorities in the
prosecution of the present war.

In view, therefore, that the exclusion of designated classes
of persons, whether citizens of the United States or “"enemy aliens,
from designated military areas and their allocation and confinement
to other designated areas, pursuant to the direction and orders of
the militaiy authorities, 1is essentially a military function, and
that tho proper maintenance of such persons is no less essential to
the due accomplishment of the mill ary objectives involved than
would be the case 1f such persons were 11ll1tary prisoners of war,
., reason appears \»fy the transportation of material and supplies,
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required to effectuate their transfers and to maintain them while
under the control neGessitatad by reason of the military exigencies,
is not properly to be regarded as subject to deduction for land grant.
What materials and v/hat supplies are necessary to effectuate these
purposes are primarily matters for determination by thope charged
with the responsibility of the conduct of this phase of the war,

and it does not appear that the accounting officers may be re-
quired ordinarily to substitute their judgment for that of the.
responsible administrative officials in this respect* The audit

of transportation accounts in this office will be made in accord-
ando with these general principles subject only to such exception

as may be necensary vtere i1t cloarly appears there has been an abuse
of discretion in the discharge of the administrative function.

Concerning your statement that Some carriers have taken ex-
ception to the application of land-grant ratesX it may be noted that
the basis of such oxcoption has not been made known to this office
and apparently no carrier has as yet indicated directly to this
office any exception to payroent ma.de on the basis of “land-grant
ratosn for transportation of items under the circumstances referred
to herein.

Respectfully

/s/ Frank L. Yatos

Assistant Comptroller General
of the United States

C-0214-P7-Final-NOBU-COS-*
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at your request by the Federal Bureau of InTestigation also recomm”~ided
the issuance of a 17811 organized Manual and the discontinuance of th®
issuance of serially numbered Administrative Instructions,le believe
that th® IRA is now ready to issua ite policy statements and administra-
tiv® procedures in manual form.

For convenience, this import is divided into three parts (1)O0r-
ganization of material, (2) Physical makeup of the Illanual, and ) pre-
paration, clearance”™ and distribution of releases*

Organization of Materia”

One of the greatest problems in.the preparation of a Manual, once
thO inatarial is written, is to make it as usable as possible* Material
poorly organized is disconcerting to a reader trying to find his imy to
the points he wishes to look up# |If a person looking for a general pol-
icy, siwsti pick it out asong a mass of dOtail®d prodedur”s, much valuabls

is xost* likewise, it is inconTenient for clerks performing a de-
tailed operation to use a bulky Manual in finding the step by step in-
structional guidance* ~ to a certain point, the WA*b basic policies
and methods pf operation should be known to Ov«ry employee of the Auth-
ority or should be readily accessible in a w®ll Organized volume. Be_
yond that, there are detailed procedures although necessary to
i pdrforbing th® fsnetions involvad® ifDuXd onlT ssrva *% cXosr
policy Manuale &

Th  P6rsonG8.i p ( gnijsed this probloia in svoXvdjig AdiBin_

istrativ® Instruction K « 13* As originally written, this Instruction W'
policy on nearly eTeiy aspect of personnel management*

This vas distributed to all administrative officials and was accessible
to al+ employees for contimious referencee At the same there m re
certain details on rates of pay, War Sendee appointmants and leave,

iti 118,s rscogniisQd would noli meiks easy resuiljist for the gensral sS‘faftr
member. These ware added to the Instruction as wcilLbits. Later, nhen
it became necessary to issue detailed instructions to Centers at the time
th«y were given appointing authority, the Personnel Office did not issw
a general Administrative Instructior” bnfc lurota_a personnel handboolc i*iich
was distributed only to appointing officers. Likewise, th® C(»nmianity Man-
agement Division issued its manual on CoKimunity Gk>vemm®nt outside the
XnstZu<?tiooi8 series* At present” there are sevaral harjdbook—typ© docu-
ments issudd by WBAm Some, like the and procurement procedures,
WO.F8 issixod as Jnsti”ctions Olihers such as. th© Accounting Gotoniuni “by
Goverament Sfemials, were issued outsid® the series,

Wa, therefore, recomaend issuin"g the general material, -which is of
interest to all employBas, In an organized Administratis Mamxaa, and the
procedural material in a series of Administrative Handbooks. Each hand-
book should coirer only o ‘sub™eti and should be keyed to the outline of
the ItonuaX. m suggeSt that it restate the pertinent Manual sections as
a kind of preface, and then proceed with the detailed instructions. Thus,
the working unit ulll have everything on the subject in on® docment*



Tik belies that jail parts of the Manual and all handbooks should
be approved by the Director of the Authority, even though the material
is prepared by a division chief for the guidance of field stations o\rt*
side Centers ewhich report administratively to him* This is in accord
ewith Mr* Barrowsl draft Instrnctiori, lihich states that Instructions of
the Authority «cease to be the responsibility of individual officers

In planning the organization of the Manual material, it is im-

portant that the WRA operates at three different levels at the Cen-

&« risld m.cds outside the Cxitdrs® and at the depArtmental lev-
el (which includes both liashington and Field Assistant Directors* Offi-
ces) = One difficulty in the past in uriting Instructions has been that
some of them, although i»ritten exclusively with a Tiew to the needs of
Centers, cohered subjects of interest to one of the other lewis# It
seoraad desirable to us, therefore, to separate the parts of the Manual
as nearly as possible so that sublets of interest io one level only
would fall together* At the sams time, the primary breakdonn must be by
functions, corresponding to the organiaation of the Authority into divi-
sions and ssctions* therdforQ, mad@ up th® following general otit-*
line, much 1is submitted as our suggestion!

Manual Outline
Organization - X0
Basde Legislation and Orders

D
Statemisnt of TSar Relocation Policies -
Organization of the WBA ~ =
B
3
=<

N

Duties of Officers
Line3 of* Admin!stp&tion

A

0

Administrative Policies of the HilRA
(at aH levels)

Personnel >
Personnel Policy . 1
Sto« =

Budget 2- 1

Accounting -

Property 20

Procurement = 3

Priorities and Rationing - a

Travel 30~

Office Services S

Procedures S

Cormmmity Management on Relocation Centers ;; =0

Internal Security

Health

Education

<
=2



Ccmmnmity Activities IO 4

Ckmmi"unity Government eSSV

Welfare 0

Bu iness Enterprises o

Ccnunity Analysis S <
Operations on Relocation Centers . = 40

acZ

Agriculture jisz

Industry c.

~glnaering Q=

Fire Protection 0 =
Aoministrativa Management on Relocation Centers a 5

General Administration of Centers 50.1

Legal Services 50.2

Reports 50*3

Statistics 50.4

Project Saployment Service 50.5

Mass Operations 50.6

Transportation Operations 50.7

Warehousing and Property Control on Centers 50*8

Postal Service 50.9
Outside Saploymant and Program 60
Repatriation Program 70
Indiiridual Sjcclusidn Program 80
Evacuee Property Program (at all levels) 9
Isolation Center X00
Institutionalized Persons 110

In converting the material contained in the Admnistrativ® Instruc-

tions to. a manual, i1t Is recognized that it may be neee sary to re’vise
this outline* *

In this outline, all fimctions applicable solely to Belocation Cen
ters are segregated and divided into three groups eorr8spcmding to the
new approved organization chart for Centers* Functions performed outside
Centers or partly outside Centers are grouped separately# Tha first two
groups 11111 contain material of interest to all members of the Authority,
and the second shoiild be written in parts if necessary, so as to apply to
all levels of operation* We suggest that the first breakdoim be named
Chapter and the next, Section”™ Bach section would consist of one or
more sub-sections ?ihich in turn would consist of on® or more paragraphs*
In this way, the material would be organized by chapter and section, and
not by individual Instructions, Material would be sent out in the fom
of separate releases, each of nihich nould consist ol* one or more pagea to
b© inserted at the proper place in a loose-leaf binder*



Detailed procedural handbooks would then be issued as needed to
supplement a Manual section or sub-section* IHfie belief that whenever
possible, procedures applying to the field should b® 111 general terns
of the objective to be reached# This is not possible, of coiirse, In
outlining the form of reports which ifmst b© uniform from all Centers in
order to be of any value, or "vhich must be in a form ace ptabla to soiBA
other government agency, nothin as much latitude as possibld® howeyer”
Individual Centers or offices should be left to devise details supple**
mentazy to the Manual or to a handbook™ in the li*it of particular local
conditions* Thes« details should be written up as field offic or Center
instruction® supplementing a section or a sub-section of the Manual or
handbook* Thesa should be keyed in to the overall Manual outline, given
suitable code niimbers® duplicated on colored paper, and filed In the
Manual or handbook at the appropriate place. The field should be req\3ij>-
ed to S9n<i tuo copies of all their insiruetions, .Including *M.ose already
issued to Washington* One copy should bO routed here to the division
concemed and the other to the Procodtires officO* Held instructions
containing material Anthority-Tri.de in scope could then be re-issued from
Washington9 In all cases, field procedures would be subject to check by
Washington*

Fotms - Official forms of the Authority area tool of administrativa man-
agement comparable to Administrative Instructions. All forms should be
cleared by th« Procedures office in Washington*

e b A - S
nounc«n@nts, the present series of Administrative Notices should be con-
tinued as established in Administratis Instruction No# 2* These should
be filed In a separate binder* It may be wall to enlarge the distribu-
tion of Administrative Notices™ since many of them contain material *which
shotQjd reach all the staff«

lisishington Instractiong = Instructions applicable to th® Washington of-
fice only have been recognized as necessary* Heretofore, these were is-
sued as "Administrative Notices to the Washington Staffand covered

turning off lights, and inforaation pertaining only to faderal employees
Izi the Washington area* Ws recommend that these be issued in a separate
series comparable to field instructions on colored paper, and be called
n¥ashington Office Instructions¥e These” likeisise® should be keyed to
the overall &lanual plan and filed at the appropriate place in the manuals
of Washington office personnel*

Physical ijakg-Up ‘

The physical appearance of a Manual page has much to do vith the
readability of tha material and the ease of reference to particular
points in question* We believs that experience irith th® present WRA.
Instructions has shomi the desirability of maintaining good margins and
of indenting to show break-downs 11lthin section# Furthermore, the I)Xock
style is desirable* One manual studied bj the Ccsmittee, indents para-
graphs and puts the paragraph maaber inside the indentation, thus making
it hard to see the paragraph number
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iyeparatlanr Clearance, and Distribution

Manual and handbook releases sho\ild be prepared in the Procedures
Office in Washington* Ordinarily they should be originated by a staff
member eoncemod with the function” either in Washington or th« fields
although the Procedures Office should be available to urite up material
from notes9 letters# or oral instruotlcsis if requested*

A staff member wishing to originate & release should prepare &
rou™i draft and diseuss this with the Procedures Offiea and with all
other DITiaiane or Sections iamodiately interested. |If & basic policy ia
Inrolved4 the idea should be discussed at the Director"s staff meeting,
either the small one or large one. A draft acceptable to the originating
office and to the other \mits nhioh discussed the idea should be given to
the Procedures Office for oheoking as to form and consistency with other
proceduresf for IVirther elearanoe inoluding field elearanee that may b«
needed# and for typing in final fora. The final copy should be routed to
th« Dlvisicm or Divisions laiaftdiately interested® the Solicitor and
Executive Officer for initialsf then to the Director*s office for approval.
The Procedures Office should at the time the final copy is routed fbr
clearance rout« extra copies to the Divisions that did not participate iIn
the regular clearance. This would give them advance information of the
impending releas &lso an opportunity to nmke suggestions before the
ele&ranee nas completed* We suggest that this final cl«aranoo be made
throu™i colored roating tags whleh would be detaoh«d and returned to th«
Procedures Office as the document left eadh office* This would liable
the Procedures Office to keep informed as to the whereabouts of the re-
lease*

The Procedures Office should be available for help In working
on a release at all steps of preparation* 1In cases of ccmflleting
suggestions the Procedures Office should try to get the people concerned
to ivork out an acceptable vereion*

There should be clearance with the field on all major policies
whenever this Is possible™ with the Project Directors and Field Assiatant
Directors for functions related to center operations, or with field
officers outside centersf if their functions are affected by the release.
It aeons hopeless# homererp to attempt to dear every minor point and
every amendment with the field. In the first pi&cef it would require
considerable tirae; In the saeoid plaoe, 1f fi*.d officials were flooded
with rolatlvely unimportant procedural drafts# they would soon disregard
them all* We recomsend that it be at the disoretion of the Pt*oeedures
Office as to what le referred to the field for elearanoe in draft form*
The division head concerned9 the Solleitorf th« Executive Officer® and
the Director” Office should also be on the lookout for material whioh
should dear the fields and should refer it to the Procedures Office*
These drafts sent to the field should carry a deadline for 8ugg9stlon«”
so that the whole thing will not be held up indefinitely.



After approval, the Prooedur«s Office should supply a corrected

copy to th« Offio« U«nag«p for duplication. original should then b«
filed away in the file room, 8lnee there no advantage in setting up

Hies 1in the Procedures Offio«. Ordinarily the date of approral will b®
th® e~feotive dat_ of th« procedure. |If the effective date is «iet later

t>han the approval dat@f both should be pepiatod on the page*

Kavislons in the Manual should b« mad® In the same malmer as
outlined* [liaergency instructions miifht be made outside the Manual ayst«a
if necessary, but then only in written form and over the signature of the
Director. This should apply also to tnstractions to field offices out-
side centers* [Inatructiona ~lvoi ormr tha telei®ione wHI havo to b«
confirmed toy letter, aa specified by tha Administrative of M 8
1943* These letters, of course, should be signed by the Director even
though they confirm Inatraictians given by a staff member in Washington
to his o*wn flald office* n

3uch ootamunicationa to all centers or to all field offices are
in r ality amondmwta to th# Manual* They should clear the Procedures
Office, Executive Officer and Solicitor before signature* Special
mas8«ng@r service should be U3«d for tha clearance In order not to hold
up twho eoRBaunl ftt.i.on= On® copy should bo sBit» aJTter aignatrUT® to thoO
Procedures Office so that a confirraing Manual release can be preparede
WH recoraiend sleo "th&t the mall, room b® notified to prepare# autoaiat-icalXyf
duplicate copiM of all letters, teletypes, memoranda, and eonfiraation«
of tuleptoone 8sag«s which wenV o Centers or all field.stolon
and that these copies b« refuted to aH Divisiorui and Section heads in
W&shingt<m for their information.

The Procedures Office should review th« chronological reader®l
fil« to laak sura nothing slips throu u Major changes in policy or
brand now policy ought, of courae, to ba threshed out in the Director”®

*taff meetings or «pecial meetin%s before anjrboq¥_is readY to prepare
th« flrat draft. Someone IVosi the Procedures Office should probably

ftUQRd gt&fJT mcoting» so to In touch with policy fatd prepare new
releases or chdok thoee In process of clearance for conformance with
policies. N<w Job d#scripti rt« ought alao to be routed through th«
ProO«dur«« Office bo that changes in function or organization can b«
eaut e

Althou”~i the fi#ld would not clear all releases, they should b«
(MioouF&getd to considi®i, th® ManuaX mi t-holp prop”rty”® t-0 8Ugg6 & n®w
procedux*98 and *to notliy Washingtwi when exiatring ones are fault-y#
Suggections from th« field T™wouldl b« received by the Procedures Office
if* th® saia® n&y aa di* fts frawt &  #hlngton Divisios* ~

) The change-over from old Adsdnistrative Inatructions to the new
itermal should provide an excellent opportunity foi* revising procedurese



The initiative for getting old procedures renritt«n should probably rest
with the Procedures Office in order to get the job done, but it should try
to gat su|”e*ted changes froia the ent-ire StAtt both In ftnd outside
Washington before considering th« nsw draft rcwidy for writing in final
form

Handbooks should be cleared in the same Manner as Manu&l release®,
exc«pt that- mthese will ba more th« iresponslbility of the originating unit*

The Director may wish to d«l«gate th« signing of Handbooks to someone else
also of Administrative Noticea and Washington Office Inrtroctlonse

" 1IN F riaa ordinarily should b# 1ilittated by the Division aiws
cleared by Procedures through the Solicitor and any Division which might
have an interest, in the judgment of the Procedures Office. Clearance
6hould be made by circulating & copy of the proposed form on "which
initials would be placed. This copy of the form should be kept in files
as «videnoe of clearancee The Sx«cutive Officer should have authority
to give final approval of WRk form®. Some of our forms require clearance
with the Bureau of the Budget, and this should continue to be handled
by the Procedures Office# This office should he responsible for iseuing
number# to the forms and arranging for the first duplication* After
that, however, it should be up to th« diviclon concerned and the Office
Manager to see that there are adequate supplies on hand and that proper
are raailed out*

Adalijistratlvgi Notice AdmInlstrativ® Notices should be cleared
with the Sxecutivo Officer and the Solicitor es wall a« any division
concem®d before being approved by the Director* This a®ri#« should be
utilised for all general messages to the staff. This ~tould obviate the
necessity of issuing general m«®oranda outside of any aeries, as non
sometimes happens* Clearance of Administrative Ifetices should be handled
by the Procedures Office*

Waehin][ton Instructions |Instructions applicable to the Washington
Office will mostly b« of a housekeeping nature and 11111 need clearance
only with the Solicitor and Kscecutive Officer, In souie cases these in-
struoti”ons might, deal with thO Wash!ngt»on end of a WRA funot>lon« In *thl®
case the iu~truction should b« cleared liJks any Manual release# except
that it Is never necessary to got field cl#aranc«.
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C-IRL SCOUTS A ).~AH RELOCAT10F AUTHORITY

G-eneral Precepts:

In keeping vrith TEA eoolicy of encouraging evaguee identification ~ith
groups typically American in concept, URK uiligive full cooperation in the
carrying out of a G-irl Scout lorogram at relocation centers.-

The G-irl Scout pregram shall be made avallalDls to all girls from
seven to eighteen years of age including those who vrere Gdr Scouts .in their
former communities.

G-irl Scout tre*ops in relocation centers will 'beclassified. as lone
G-irl Scout troops as are all G-irl Scout tro DS not und.er the jurisdiction
of. a,centra,! local council. The one exception to -this is the Heart Mountain,
Wyoming, Center, which comes within the area of _jurisdiction of the Big Horn
Basin G-irl Scout Association. T.he other centers are located too far away
from G-irl Scout offices to ml-ce it practical for thejn to I affiliated v/ith
a council or association. Lone. tToops In he centers will hs,ve direct
access to the G-irl Scout Hatiorial Headquarters, v/here an ad.visory service
through correspondence, 1is maintained for all lone traops. -As”part of
their regular schedules, members of the national Field Staff will plan to
make, limited numlDer of visits to centers.

Organization:

- The .organization.of. .Gd.rl Scout troops at relocation centers shall
follow the organization procedures outlined for G-irl Scout troops In the
pamphlets, "How to Start a Girl Scout TrboiD,, " and “eWhy "a Lone Troop
Committee.n The one exception to these procedures is. that, it is recommended
that there 'be a central Girl Scout .comin.it.tee. in. each, relocation center to
act as- coordinator and € clearing” Jaouse for the work-of the troops in the
center. Since it is expected that ."there will be a large number of G-irl
Scout troops in each center, this central commi tee,, is advisable. "™ =
aTrpointed staff memlDers may serve in giving leadership to this committee or
as leaders of Girl Scout troops. The numlDer of members of this central
committee.may vary according, to"the. rrumber®of troop.& and...the...ir\jfoer of

people necessary to coor"dinat.e the K rk of these troops.

The Field Division of G-irl" Scouts maintains a counseling service for
all lone troops. Leaders of troops may write directly to the Jield Division
for help and advice or may have their requests channeled through.-the-centrs.lI
Girl Scout™ committee at the centers.

Program:
Since the G-irl Scout *orogram is, flexible and is,-designed to meet the
needs of girls in all parts of-the country, the program can 'be readily

ada-pted. to make tlhe "best use of the resources which the individual centers
offer. The regular G-irl Scout policies outlined in ,The Leader” Digest of
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G-irl Scout Policies and rr6ceduresM(®*) shoulcl*fol-low&d,-in planning and
carrying out the G*irl Scout program in the troops. There are. special piibli-
cations for leaders of Brownie, Intermediate, and. Senior troops, >rhich give
detailed information on all phases of the program. These may be p~rchased -
from the. G-irl Scout National Squipment Service.

The centers should provide meeting places for GMifl ScG-tit troops in
club buildings, recres,tion halls, and other suitable ~placss for outdoor
activities.

Leadershi p

The ,Ginl*Scout leaders .must 'be youn.g wcmen over twenty-one years of
age (or".as"sid t .leaders oyer eighteen” years pf a ).who. feve &t
in and> an. ability to lead young people according to the basic principi.es
of Girl Scouting.. Lesdersvmay receive training ty tadring the Correspondence
Course for Girl Scout T"eal.ers from iTational He-adauarters, 155 last 44th m
Street®, or requeG.t Ha,ti iial. ct.aff mem"bers to give training vrithiil tHe
centers. -._Since ti".ained Xeel.e.rship is important, every effort willmacle
to provide. trainir}.g e.ith,er,.within the centers or 'by having the leaaers take
advantage, of training schools that may "be conducted, within a reasonable
d.istance from the. center.

Registration and Transfers

G-irls, leaders, and committee memlDers of the Girl Scout troops in tre...
centers register as regul.armembers of the organization upon payment of tne
national memID*rship dues -of 50 cents each... Official memoership certificates
will be mailed to the girls aiid leaders .after,, the ttoop registration”has been
completed at IFational Headquarters.. These cards signify ih"-the
G-irl Scout orga,nization for. o,ne year, and/girls leaving the ceriters for new
homes may be present thes8 cards as eYicl®ence o T meirilD"ership. Leaders of trG s
may also issue regular transfer cards to girls "before leaving the- centers,
so that tiiey may prosej.it the cards to. local couiicil” tipon resettlement in a

local community. T e Il =
I 1 o * -
John H. Provinse L " -s/ "Constance aittenhouse”
Acting Director - National Director
Wer Relocation Authority - Scouts _
Ty gt el es X7 * .
..Januari 2 . 1944 ' -Janudb 26 1944:
Date Date )

(*) Sent free to. all. registered G-irl Seout leaders
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