


WAR RELOCATION AUTHORITY

CENTRAL UTAH RELOCATION CENTER
Topaz, Utah

In reply, please refer to:
ADM— Cost Unit

December 28, 192

MEMORANDUM TO: All Division Chiefs, Section Heads, Unit Heads

SUBJECT : Mileage - Motor Vehicles

For cost accounting and appraisal purposes, it is necessary
that the Cost Accounting Unit know the total mileage of all motor
vehicles on the Project*

We request that you report to us by letter as of the close
of business, December 31» 1N2 the speedometer readings of all
passenger cars and trucks assigned to you in the following

manner:
U*S*R* 1*D* Total

No* No* Mileage

1940 Chevrolet Coupe W-3b 77T- 561 ~257%6

1938 Ford Stake 31 902068 225818

We must have this information promptly on January 1, 19i+3, and
shall appreciate your cooperation*



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
Topaz, Utah

January 18
19 4 3
MEMORANDUM TO: All Division & Section Chiefs
FROM: Charles F. Ernst

Project Director

SUBJECT: Hiking Trips

Through clearance with the Community Activities Section and under their

supervision, hiking trips are possible on Saturdays and Sundays of each

week.

ThemCommunity Activities Section Staff is held responsible for the carry
mg out of administrative policies involved in the conduct of-such trips
and all members of your staff who participate in such outings should be
informed as to their relationship to the policies laid down by the Conmu
nity Activities Section in the operation of this important leisure time
activity.

All requests for hiking ¢rjps should be in the hands of the Community
Activities Section beforg tyesday night preceding the Saturday or Sun-

he Community Activities Section will provide accredited "hike masters”
who will be in charge of each unit of the hiking party, and who will
ave complete control of the destination and be responsible for the con
duct of all members of the hiking party during the entire trip.

Charles F. Ernst
Project Director



wa& kslocatioh AdaaoiaTt

tafi™® om

February 2, 1943

MMOKAMOUM TOi Al Division Heads
idLULCTI Circular Letter Ho*

Attached is a copy.of a letter received from the Treasury
i>Bp&rtiaeatiwhleh ilVae lf*»ex?Imaatory «
According to instructions received froa Washington, theae
items may. he obtained with the- priority assistance grant«
for the first quarter of 1943* However, as yon know, the
toumt ,©f :$ssi&t.anee granted was very smmlU hlvi@laside feji
from some of the hand tools and a few other items listed,
will motfmoyef-our rexeats.*{]
Tile lettersis|*ubmitted to you for your information with
mthe request'that you comply with the instruct!o»s Insofar
as your anticipated requirements for the first half of

the fiscal year, 1944# are concerned.

Ji Tit .Hughesi
Asst. Frojact Birector

Attachment



Procurement Division

Washington
J&mi&ry 26, 19
C | igHOgx 0* 69
foi The Beads of all Departments and Establishments
80BIBCT* Critical Conmon Components”, Letter’.of. 1/20/43#

Beference Is madeeto the attached co}gy of a let er
deted January .20 1943# from C* E#.Wilson of the Ear Produc-
tion Board* this circular letter la issued'In’compliance with
the request contained In the fourth paragraph, of the letter,
ethat the aecesf.:ary|ini?truetions,he issued that orders not
presently .placed for, either Government Furnished...Equipment or
dontr&ctor Ftirnlshed J*tilyment involvlrg the , ,: - list of
critical; Ooasvon Componentn, on which delivery-,is cereatisX
mbetween duly | f 194p* and December 31# 1943# be 'Di&cad rlcr
to larch [f7;1943%

o In the event that fund® are not available for nice—
ini! or¢era'prior -to March 1, 1943 for Critics! Common'Compo—

quteitl *t the War. Production Board*

I Signed) C &« <tMC&

-mDirector of- Procurement

("952#)



WAB PBODOCNhoa
WaeMngton* S#;C*. '*§
Jami&ry to* 1943

Mr# Clifton E* Mack* Blrector oflProcurement
7022 Procurement Division Bntiding

7th & D Streets Southwest

aVashington* O# C*

Oe&r Mr* Macks

The War Production 'Board has Been requested by the Claimant Agen-
cles to Inereaec production through obtaining adequate material* added
facilities* machine tools* or bettor scheduling of the 3a Critical Com
non Components es shown on the attached 'list# M

The sumufaciurers by industries involved in the .production of
these Critical GConmon Components have indicated- from their order books
as of this date that the Claimant Agencies and 'their contractors* both
prime and sub* have-not anticipated their requirements, for the -year
1943 through the-;piecing of.orders on.these iwmsfecturere« To-.date*
in the majority of, instances* It. 1®-not possible to geeftre from the
Claimant Agencies the total ;requirements for these Critical
ComoonmU “for the year 1943*, ® V.. . n§'

The only Immediate rreceddre is .to work-directly with ther manu-
facturers* order books and establish amprocedure of increating pro-
duction through an appraisal of'.each industry# /

This -letter Is to. request' ths/t the. neces:'&ry Instrucllon$ be
iIssued, that any orders not presently -."pieced- for either Covemnent Fur-
nished Equipment or Contractor Furnished £quireseat involving ‘'the
attached 11*t of-critical Combn Componentsf on wiSch delivery Is essen-
tial between this date end June 30th* be placed prior to February &
1943# Furthermore* that trgr orders not presentl% placed* os*.'emeh
delivery is essential between July 1* 1943* and fifegosibey 1943*
placed prior to March 1* 1943*

Instructions are being issued that any orders placed subsequent
to those dates* particularly with regard to production’ for the first
SIX months of 1943* are not to be considered in -the'scheduling pro-
gram being evolved* unless mch orders are firm orders actually pl&e
with.the manufacturers.mjtrie? to February 6* 19Al

X am certain that you w4 the necessity of such a procedure
end that we cud rely on' your cooperation in issuing the necessary in-
structlons#.lf

C, £+ Wilson/signed

m il (39521



2>*16363

CRITICAL GOVMON COMPONENTS

As approved, by the Sub-*-Comirilttee on Production Scheduling
and by the Office bf the Director General for War Produciion
Scheduling, WePeB«, Ralph J« Cordlner*

AMFLIDYNEB: AND SBLSYNS
BEARINGS, BALL 'AND ROLLER
BEAMINGS, JFASL-
~PINVep/~NJawel' hearings |
IplpLargi Ring Jewel IBearings

Boilers, Central Steam Heating & Steam Power Generating
BLOWERS A.NJ"FAIfS
Blowers and Pans, Including Turbo Blowers
CAPACITORS ¢(fPOWER AND,FIXED TTPB
Capacitors, Variable |f]
cltors, |Fixed |
COMPRESSORS AND VACUUM PUMPS $i$i1

CONTROLIINSTRUMENTS % |
| Mr%:Dontrol Instrumentsvclbctrical’Oontroift- Combat
iifttaCO'ptrbL Instruments]f Generai industrla 1fcSbntrols38Al

EXTINGUISHERS| CARBON DIOXIDE
11SpCO;lused as extinguishinga gent | M | | jjf-
Cartridgebtype, COp used as expellant]
ELECTRIC MOTORS, GENERATORS AND STARTERS
FORGINGS ( ALUMINUM) pSI1ffJ
B p piston Upsettinga
Tress

| | Large Forgings ThclucUngiPropellers and Engine Parts
Press and Hammer. *orgings for' Aircraft 8-L Program ;

| BMpGearsi;JifiE©raftljEngihe
MainlSpductton- Gears .]Ships
RYDRA.ULIC. PARTS
Hydraulic Parts ~hydro-Generatens above 6,000 K.W. Capacit
iili'liiHydrahlic Parts
IjJ» "Actuating Cylinders

(39528)



2-16363

,HEAT EXCHANGERSi A
m m fobtiS". y
&>\r’ Heavy Forged Tools
)/<m Wood-working Tools
| Hand”Service
MaCjbltil | bs 'Vt ses ® S®®™"H 8 hE|
| IMst£ll Cutting w@
JPrecision Measuring Tools
GASOLINE ENGINES (OTHER THAN AIRCRAFT
Gasoline Engines”™- 0-36 -fi.'p. (Air Cooled)
Gasoline Engines |[Water Cooled f§ .0-50 H.P.
Oasoline~Engines, |[Water Cooled - 507150 H,P, |
Gasoline Engines -Heavy Duty - 150 If.P. and Over
li Gasoline Engines-;-High Speed | Over 150 EfP*
;. hiJdasdiine Engines”™- 50 R”™MP« and AboveM
-RffOtINE  ACCESSORIES f] | ff
Carburetors for Engines of 1>000 H.P*

Fuel Injection Equipment - One Cylinder Pumps
Fuel Injection Equipment -'Multi-Cylinder Pumps
I Fuel Injection Equipment -Nozzles and Holders
JKINSEC
| f8lI§lfi Densea, 's.Optical
METERS '$

AS® Steam Engines, Shipbuilding jpi
PUMPS, | INDUSTRIAL itf* [S*P & ggH * |
TURBO BLOMEKS !'ANp BXHSUSTERS

/ /= iAuxiliaryvLand' Turbinen"*!GeneratorsVj
;MAuxtllary”™Land Turbines (Mechanical Drive) IIf

S51AS1Pop*Valves ®

t]fef7SteeifFilllingsp<id;vmm ~d;t ;|

MACHINE TOOLS'AND TNDUSTHIAL /¢ ii-- i i
Machinel Tools

DIESEL ENGINES JIfijll

I"w~Diesei Engines, C~50-vH|j?;.1
|1"g Diesel Engines - 50-150 H*B,
Diesel Engines - 160-350 H,P, \Wj
~pfrDiesel .Engines" ' M*Citrer "550*H.* Pig - E EAVANY 4 |
fcik Diese™Engines - All Sizes w;'v'VOHi=1'"] | 8IS -
%XIf;'.PF;.QPUD:SIOp 'TURBINES:" » m 7 ";V.»/m <& ,'V\ #00:$ : ' '|
welding;rods and.'electrodes
PAQESR «TyiEcSittings |
Parker Type Fittinga F™]rjSh|
'oif' Parker Type Fittings .-~ Includes Weatherhead Type
barker TypetiFlttings | Parker and Weatherhead Typ«
Hydraulic Valves 5\ 1*V



WAR RELOCATION AUTHORITY
Central Utah Project
Topaz, Utah

MEMORANDUM TO? Division Chiefs

SUBJECT: Envelopes

Considerable difficulty is being experienced in supplying
our Project with franked envelopes* A contributing factor
to this difficulty' is the various Project offices’ use

of franked envelopes in inter-project correspondence whore
a plain envelope would suffice as it is not handled through
the U. S. Post Office*

In the near future the Project Warehouse will havo a stock

of plain envelopes to be used for inter-project correspond____
denae and the cooperation is requested o3Tall offices-in

the use of tho plain envelopes for inter-project corres-
pondence, It is further suggested that whenever possible,

use of envelopes on Project correspondence be avoided by

the substitution of placing the person’s name and address

on the back of tho correspondence, etc*, folding the letter

and stapling it in such a manner as tho name and address

appear on tho outside*



Public Wori
Division

February 8, 1943

MEMORANDUM TO: Al Foremen

SUBJECT: First Aid

Mr. Samuel V. Owens, Fire Chief, has been
assigned the duty of Safety Engineer and First
Aid Man at our Project,

Many of our foremen in the Public Works
Division have had previous training in Safety and
First Aid with respect to construction.

it is desirable that every foreman be a first
aid man and also a safety engineer. Every effort
to prevent accidents and all measures which s eem
to be advisable, should be taken, in this way
we can institute a safety-mindedness among our
construction personnel.

HRW/ mk

cc: Mr. Owens
Mr. Hughes



9 (Jot <ts

TOPAZ, UTAH

February 10, 1943
NOTICE

Mr. Samuel V. Owen has been assigned to the oosition of
Safety Engineer in addition to his oresent resoonsibility
as Chief of the Fire Prevention Division. In this capa-
city Mr. Owen will have direct supervision over all
safety matters involved in the operation of the Project,
as well as first-aid Instruction and the Accident Pre-
vention Program.

It is our objective to interest every worker and super-
visor in the value of safety first measures, and to this
end your coraolete suooort of Mr. Owen' s efforts is

reque sted.

Charles F. Ernst
Project Director

distribution :

Division Chiefs
Section Heads

Foremen

Block Managers



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

February 10, 1943
NOTICE

Mr. Samuel V. Owmen has been assigned to the oosition of
Safety Engineer in addition to his oresent resoonsibility
as Chief of the Fire Prevention Division. In this capa-
city Mr, Owen will have direct supervision over all
safety matters involved in the operation of the Project,
as well as first-aid Instruction and the Accident Pre-
vention Program.

It is our objective to interest every worker and super-
visor in the value of safety first measures, and to this
end your comolete suooort of Mr. Owen' s efforts is

requested.

Charles F. Ernst
Project Director

oistnbution;

Division Chiers
Section Heads

Foremen

Block Managers



WAR REDOCATIOL) AUTHORITY
Central Utah Project
Topaz, Utah

February 13, 19h3

MEMORANDUM TO» All Division Chiefs and Section Heads

Mr. Walter H. Carrick, Safety Engineer, with the Soil Conser-
vation Sorvico has been temporarily assigned to this Project
to assist Mr« Owen of the Fire Dopa.rtm.cnt in setting up a

program of Safety, First Aid, and Accident Prevention.

As it is the interest of e.ll Project Activities, every worker,
and ovory resident that this Safety Program be made effective,
it is requested that all Division Chiefs, Section Heads, and
Sup¢rvisors give Mr* Carrick and Mr. Owen th oir fullest

cooperation in putting this Safety Program into effect.

Charles F* Ernst
Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH RELOCATION CENTER

In reply, please refer to: TOpaZ, Utah

ADM-Cost Unit

»VICTORY
BUY

February 26, 1943

MEMORANDUM TO: Al Division Chiefs and Section Heads \Y

SUBJECT: Signing of Daily Time Report

While | know that everyone is very busy, there, has
been considerable difficulty experienced by the Timekeep-
ing Unit in obtaining the signed Daily Time Report promptly*
from the various -Divisionse Considerable pressure is being
exerted against the Timekeeping Unit to expedite payment
to Evacuees for work performed. Obviously the Timekeeping
Unit cannot submit the payroll until the Daily Time sheets
are posted to the individual record.

These Daily Time sheets are Submitted to the Division
or Section head on* the morning following performance of.
work, but are often delayed by the Division for several days
It Is essential that these be given back to the Timekeeper
at the earliest possible moment.

I am sure that you will give this matter your usual
good attention.

Original signed by
/. F, HUGHES

JAMES F. HUCHES
Assistant Project Director






WAR RELOCATION AUTHORITY if3uffi t(
Central Utah Project

Topaz, Utah

LOIS P. TOFTIS March 1, 19h3

TO: All Division, Section & Unit Hoads
FROVt Internal Security

SUBJECT: Pass Roquoats

The Internal Security has an established time limit for re-
ceiving requests for passosj namely, 2li hours for travel passes,
72 hours for Sunday outing trips, and one week, prior to the
ond of each month, for special 3°-<*ay passes« Wb can process
passes immediately upon receipt of properly signed requests for
3mergoncics* This is in accordance with office letter No# 21,
datod runity 15, 19k3

In order to facilitate easier and quicker handling of these
matters and keep the project business in steady operation, we
request that these established hours be adhered to, otherwise,
passes will be held up due to our physical inability to process
themx May we suggest that the r eason on each request be detailed
as much as possible*

P# S* Ploaso do not issue roquosts for passes unless they
are intended to bo used#



Miss Tofte

N ails «y f
NOTICE

TO All Division and Department Heads

SUBJECT: Change in Publishing Dates and News Deadlines
for Topaz Times

The staff of the Topaz Times is transforming the newspaper
into a hri~weekly'' Tuesdays, Thursdays, and Saturdays,
with the issues considerably enlarged* This will permit

a much better coverage of the news*

We know that you have news of interest and on occasions

will sponsor events for which special publicity will be
desirable* We want the Topaz Times to be accessible to
all legitimate news within tTTe Center* To accomplish

this, we would be pleased to have your news items sent
to the Project Reports Division, or, in the case of pub-
licity for special events-, call at our office for dis-

cussion*
Where reporters call regularly, it will greatly
facilitate the gathering and preparation of the
news if the division heads will specify certain

- times when they may bo received without delay*

To assure delivery of the paper on time, definite
deadlines must be observed* Any last minute
news of importance must be in the Times office
not later than 10 a»m* on the date of issue.

A limited amount of space will be reserved up
until this time in both the English and the
Japanese section.

The general run of the news must be.' in the Times
office not later than 10 a.m. of the day before
publication*

By observing these deadlines, you will be helping to make
a better and more representative center newspaper. We
solicit your full cooperation.

| =

R* A, Bankson
Chief, Project Reports Division



Central Utah Project
Topaz, Utah

April 6, 1943

MEMORANDUM TO; AH Division Directors

SUBJECT.; Establishment of the Merit Rating Board

With the aooroval of the Project Director, the'Community Council
has established the 'Merit''Racing Board as authorized under the
provisions of Administrative Instruction No. 27, issued September
1, 1942. This Merit Rating Board is charged with the following
responsibilities.; PN 2

1. To develop and install a work report to be rendgged
periodically by each supervisor for the resident
employees under his direction. Th-is-'re % >sliall
cover the quality and quantity of work add genphal
all around conduct of the individual employee .-v. .*

2. To constantly check all work incentives by planning
awards and recognitions and may make appropriate,
recommendations from time to time to the Project
Director.

In order to implement the provisions of sub-paragraph "1" above,
Form MB-2, Report of Work, has been created. This report shall
be submitted as of March 31, 1943 for every evacuee employee now
working or who has previously worked under your jurisdication
and who has been employed by you for a minimum of thirty days.
These reports must be returned to the Merit Rating Board, Rec.
Hall #4 not later than April 16, 1943, and all subsequent re-
ports to be turned in periodically every three months. In cases
where the employee has not completed a minimum of thirty days
service under your jurisdiction, you are to submit this report
immediately following completion of this period.

Form MB-2 must be completely filled out (in duplicate) in suffi-
cient detail to permit a comprehensive review of the employee’'s
performance. The original is to be returned to the Merit Rating
Board and the copy to be kept by each division. It is upon this
basis that the Merit Rating Board can evaluate services and con-
sider the employee for special awards. Private employment oppor-
tunities will be given to qualified workers whose work records
are satisfactory as indicated by the Report of Work rendered by
the supervisor,* Your responsibility for reporting on the work
status of each employee, therefore, is extremely important.
However,- it is understood that the final selection of any person
for outside employment or employment within the Project will be
made by the Placement Office.



2 - Memorandum to: All Division Directors
April 6, 1943

Recommendations from division directors for the award of’ The
Order of Merit will be requested on Form MB-1 at a later date
when the Merit Rating Board has been organized for a sufficient
length of time to accept this additional responsibility.

Hu\ OO
Kay Hipao
Executive Secretary
Merit Rating Board



L= TB—ig4r:

Rating Board on:

1B -
Quality of Workmanship

Production

Cooperation

>
Attendanee-Punctuali ty

|
Skill in handling tools
or equipments

Initiative

Dependability

General conduct on job

Excellent Good

] omm— -
| gif
- " q

- FatrH Poor
24 wm ... — i {
/

________ _i .
li
1 1

Signature of Chief



FOPJ MB-2

Mr.
Mrs.
Miss
(Last name)
Address
Type of Work
From

(Month, day,

REPORT OF WORK

(First) (Middle)

Date of Report

Section

To

year) ' (month, day, year)

Description of Job or Responsibility



WAR RELOCATION AUTHORITY
CENTRAL UTAH RELOCATION CENTER
Topaz, Utah.

April Ib, 19u3

MEMORANDUM TO: Al Division Chiefs and Section Heads

SUBJECT? Necessity for Cost Accounting

You may have wondered why the present Cost Account-
ing system is being instituted on all War Relocation Auth-
ority Projects,

It is intended that the accounting records prescribed
shall provide a means of preparing adequate financial
operating statements to permit:

1? A substantial basis for budget estimates,
2, Adéquate budget control,
31 Comparative operating costs as a tool of good
management,
bf cCosts of production to assist in intelligent_
industrial planning and marketing,
5f An adequate means of accounting for all funds
advanced to the War Relocation Authority,
0. A source of supplying>information for relations
with:
af The evacuees,
b. Other Government Agencies,
c. The public.

The above sumnation may help you to realize that the
Cost Accounting system is not a whim of a Washington Official»
but that it is a necessary and Important part of operating the
Project,



MR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
Topaz, Utah

MEMORANDUM TO: Section and Unit Heads

SUBJECT: Manual and Handbook Releases

A final check-u” is being made on current Manual
and Handbook Releases* Please ascertain if your
Manuals and Handbooks have been checked against
your division*s master**set. Wqg are preparing a
list of additional copies of Manual and Handbook
Releases needed and will attempt to obtain these
from Washington.

If ycur sets have been checked and found either

complete or incomplete, oleaso so indicate on the
line below.

Gilbert L. Niesso,
Actg. Asst. Project Director

have been checked ~nd found complote Q

incomnlete ) |

Section or Unit Head
M-756



WAR RELOCATION AUTHORITY
Central Utah Project
Topaz, Utah

April 27, 1943

MEMORANDUM TO: Al Division Heads, Operations Branch

As a part of our campaign on relocation, it will be helpful
to have as many letters as possible from former residents
of Tooaz in which they tell of their own relocation experi-

ence .

Occasionally one of these former residents will write a
letter to a division chief, section head, foreman, or a
fellow worker in the division to which the writer had been
attached while in Topaz*

Will you make every effort to have as many such letters as
possible routed to the Project Director on a temporary loan
basis or have cooies made of that part of the letter which
has to do with the writer’s relocation experience.

Your cooperation in this matter is requested and appreciated.

/

J. F. Hughes
Asst. Project Director



XaR RELOCATION AUTHORITY
CENTRAL UTaH PROJECT
Topaz, Utah

HSMORAHDUIIi TO: Al Division Heads

Submission of annual and sick
leave requests*

Some misunderstanding regarding the submission of
annual and sick leave requests is noted among the
various divisions.

The laws regarding the submission of these slips
requires;

1. That annual leave requests must
be signed, approved and submitted
(to the Personnel Office) for re-
cording before an employee may
leave.

2. Sick leave requests must be signed,
aooroved, and submitted (to the Per-
sonnel O ffice) within 48 hours- after
the employeels return to duty.

Inasmuch as this Project must adhere to leave regu-
lations, it is requested that all division chiefs
instruct their staff that the above rules on annual
and sick leave be read and conformed with*

Project Director



WAR RELOCATION AUTHORITY
CE NTRAL UTAH PROJECT
TOPAZ, UTAH

May 28, 1943
MEMORANDUM TO* A 11 Division Chiefs And Section Heads

In Office Letter No. 4, Revised, copy of whioh is herewith attached,
you will observe that the weekly narrative report is being dis-
carded and a streamlined semi-monthly summary report substituted.
These reports will be made on the second and fourth Thursdays of
each month with the second report of the month serving as the month-
ly summary, thus eliminating the monthly narrative report.

The new report fora is in line with the need to conserve working
personnel which is constantly being reduced through the relocation
program.

It Is suggested that you make each point brief and as concise as
possible, more on the order of an agenda so that the points may serve
as reminders for discussions in cabinet and planning board meetings,
rather than detailing and including the discussion in the report it-
self.

These reports will be turned into the Project Reports Division not
later than closing time on Thursday evening so that they may be
summarized and consolidated for the over-all summary for the consi-
deration of the project director.

The next report Is due on June 10, 1943. The weekly narrative re-

port for May 2?7, 1943, will be dispensed with this week.

James F, Hughes
Aset. Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

May 31, 19k3

Use of Penalty Envelopes and Franks

Your attention is called to the fact that franked/govern-
ment envelopes and labels may not be used to transmit
personal material through the mails.

Ploase remind your employees that franked government
envelopes and labels are to be used only in furthering
official government business.



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

June 11, 1943

MEMORANDUM TO: AIll Division Chiefs and Section Heads

SUBJECT: Submission of Receipts

In cases where individuals have obtained paid receipts
for which reimbursement from the Agent Cashier's funds
is requested, it will be necessary that these receipts
Pe dsu*bmitted promptly after expenditure of personal
unds

It is noted that in the paf£t, paid receipts have been
held as long as 60 days before submitting them for
re imbur se.ment .

Your cooperation in this matter will be appreciated*

Gilbert L# Hiesse
Agent Cashier



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

Juno 19, 1943

MEMORANDUM TO: All Division Chiefs and Section Heads

SUBJECT: Administrative Instruction #6, Revised

Reference is made to Administrative Instruction 76, Revised
June 2, 19b3, copies of which have been furnished all
division chiefs and section heads.

In order that we can comply with the instructions contained
therein, it is requested that division chiefs submit to Mr,
Hiesse three copies of each form (other than standard forms,
CBM forms or WRA forms) currently being used. There should
be typed on the form the division and section in which the
form is being used, and also a brief explanation of its
purpose.

If any of the printed forms now available as indicated on
the list attached to Administrative Instruction 7/6 can be
usod in lieu of any mimeographed forms now in use, a notation
to this effect should be shown on the forms which you submit.

Samples of forms should be submitted by not later than June 28,

/ / Y\ jc. nuapies
/ / Ass’t,yProject Director

( /

c/

OJb



Central Utah Project
Topaz*

M BAttie
June 24* 1945

MEMORARDEIM TO; Division Directors

SUBJECT: Meeting With Washington Office
Representative of Procurement
Division v'

Mr. Hal Stans of the Washington, D.C. Office Is
spending a few days in the Project to interpret
for us the provisions of the new procurement pro-
cedureslin the Administrative Instructions Ho. 42.

Tour presence will he appreciated at a meeting ifd8t

and discussion. jKMHgH SS%S|1

Please feel free to bring with you any members of
your staff who will benefit by this meeting, and it

will be appreciated if you will send a representa-
tive in the event other matters prevent your pres-
ence. 1 titll

Original signed by
J.MHUGHES

J. F, Hughes
Asst. Project Director



CENTRAL UTAH PROJECT
TOPAZ, UTAH

June 29, 1943

MEMORANDUM TO: Al Division Chiefs and Section Heads

SUBJECT: Monthly Report and Quarterly Report

Due to the manpower shortage x”ithin the center, and having in
mind the streamlining of functions wherever possible consis-
tent with efficient operation, the Washington Offices have
approved a plan to carry forward the reports of progress in
divisions and section in Topaz on a monthly and quarterly
basis hereafter.

Recently the weekly narrative reports were streamlined and
reduced to a semi-monthly basis. The same brief system of
narrative reporting will be continued under the new plan for
monthly reports. Please prepare and deliver to the Project
Reports Office on the last day of each month, a narrative re-
port which will cover activities according to the attached
schedule.

On July 1st and October 1st, the third and fourth quarterly
report for 1943 will be due. These will be prepared in more
elaborate detail, as in the past, covering all developments
of importance xvithin the center during the previous three
months

"Charles F. Ernst
Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT

Julv 26
19 4 3
ra-IQSAIITDOI: TO Section Chiefs, Depart;;ont and
U it Hoads
FROM Lome W. Boll
AsoisG'-jt Project Director
SUBJECT WORKING TOGETHER”, B allot #1
Prora bi to time, there will be issued from the

office of the Chief of uunity Mlrcf.e:nt, numbered bul-
letins under the general heading of »WGRKILiG TOGETHER”
The sub.inet will be a general discussion of the adminis-
trative" function and its place in accomplishing the desired
objectives and goals here in Topaz.

I. The function of the administrator is that process where-
in all of the interests- and relationships through which we
attempt to get our job done come into focus at various critical
points and which to insure that the aims of our program are
progressively achieved. It--the administrative function--
guides the process by which many staff people work together
for common purposes.

1. Here at Topaz mutual understanding, sympathetic appreci-
ation, fellowship at its best constitute the "climate”
which make for the best in achieving the work to be done.

An understanding of the administrative function and our
responsibil ity in that function operates Test in this type
of Climate”.

. Section chiefs, department or unit heads, will become
competent persons in the use of the administrative function
from the following factors if consciously understood.

A. An administrator, that is to say, a section
chief, department head or unit head, needs to be
alert about the real interests and concerns and
demands of those who are members of the immediate
staff under him.

B. The more able head of a unit or department or
chief of section will make definite choices con-
cerning the matters and responsibilities to which
his staff should attend. There is so much work to
be done, and there is so much immediacy here that
administrators and staffs must be deliberate in
timing and in making choices.



Bulletin jri 7/26/43
Page 2

C. In any given staff of a unit or a department,
every person should take part and both the popular
and unpopular points of view should be given chance
for expression.

D. The unit or department head or section chief
should see that all essential facts are available
in planning and directing the work of his staff.
This should include the responsibilities of persons,
WRA policies and other pertinent details which may
be available.

E. The able administrator, whether he be an appoint-
ive or resident person should do everything in his
power to improve working conditions and unity. It

is in this type of atmosphere that the best work is
accomplished.

F. A wise administrator will routinize and regular-
ize all the procedures which can be standardized.
This actually saves time and permits greater freedom
for a higher' degree of inventivity and sensitivity
in meeting the needs of the community.

G. mThe section chief, department head, or unit
head will be sure that responsibilities and delegated
tasks are formally defined.

H. The administrator, irregardless of the people
responsible,to him, will set up instruments of

n reporting and accounting for work done as a part of
the supervisory technique. The more competent unit
or department head, or section chief will maintain
a flexible organization in order that adjustments can
be made in order to meet the shifting scenes here at
Topaz.

In closing this-first bulletin, may I call your atten-
tion to the fact that the responsibility of the adminis-
trator falls on the entire staff or unit thereof. It is
recognized, of course, that there must be a chief or head
of any oper ting unit. His is a greater responsibility.

To the extent that we recognize the above factors will
determine our successful welfare of the.operation. of Topaz.

Lome 71, Bell
Assistant Project Director



WAR REDOCATIOH AUTHORITY
Centra?. Utah Project
Topas, Utah

August 5 1973

MEMRANDUM TC: Assistant Director
and Section Heads

SUBJECTT Merit Hating Reports -
Resident Workers

Reference is made to the Merit Rating Board* s
menorandum to all Division Directors, dated April 6,
1973, regarding the preparation and submission of
Forms MB-2, Report of Work,

Due to the pressure of work at the present time,
Forms MB-2 for the Quarterly period ending June 30,

1973 will not be required.

Charles F» Fmst
Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

August 16, 1943

MEMORANDUM TO: Assistant Directors, Section and Unit Heads

SUBJECT: Reiteration of the Center Procurement Policies

In accordance with Administrative Instructions No. 42 (Revised)
May 20, 1943, all commitments for the procurement of materials,
supplies and services (other than personal) must emanate from
the Procurement Unit of the Supply Section.

Center personnel are hereby notified that commitments made in
any other manner will be considered as the individuals personal
obligation and the Vendor will be instructed by the Finance
Section to bill accordingly.

There will be no exceptions made to these instructions from this
date. This includes purchases made as emergencies at Delta,
Utah.

Office Letter No. 3 dated September 15, 1942 stressed the fact
that no employee, regardless of position, was authorized to commit
this project to any purchase except through rogular procurement
procedure. There never has been a change in this policy.

Violation of the above instructions will not be permitted as we

can no longer see justification for emergencies that the Project
Procurement Unit cannot handle.

Charles F. Ernst
Project Director

WARodon



m t WFtOCATTOi AT/THORITY
Central Utah Prajeet

Topat, Titah
Aognat 24, 1945
AEHUIUKBIM TC» AU Diritlo» Chief® Spatien S®ad®
mmt Op®ratian® Division
h S i Travel Outside Projeet Ar«a

Kffeetiv® In&®dlat®ly# All WIU. vahlde® travallng t® any
point outaide th® projaet beundary drir®» by erneue®
drirer® will be required to obtain proper Signatur® en
iheir trip ticket® At th® Meter Pool effi®« bef®r® 1«®»
lug th® aroa*

fhil® will «»bI® th® Motor Transport Saehiea t® conaolidate
tran®portation ®f parsen® ®nd ®uppli®s fron Delta, ®r ®l«e*
where, and at th® aaao tin® har« a co»pl®te r*oord of th®
equipaient that ha® pr®p®r auihority t® laav® th® C«nt®r,

7hl® plan hat b®an Institut®* In aellaboratian with th®
Connanding Offlaar of th® Kllitasy Fall®®«

Charle® P» Ernst
Froj®et Oireetor



l WAR RELOCATION AUTHORI
CENTRAL UTAH PROJECT

Topaz, Utah .

Jr

August 30, I1SU3

-NOTICE -

ICATORAIIDUILI TO: Assistant Dirootors, Section and Unit Heads

SUEJBCT: Transferee Files

Supplementing tho manual of4dthe "General Plan of Organization
to Effect Transfer Program in the Central Utah Relocation
Center"” issued August 20, 19143, Section IV-H-1, which sets
forth in part that cortnin files are to bo delivered to the
Deputy Director’s office not later than August 30, 1973,
should bo amended to read:

"Files for tho entire group of transforoos
aro to bo delivered to the Finance Building;
not later than August 30,

Picase inform all of your koy personnol spocifically rosponsiblo

forany type of filos that aro to accompany tho train of tho
above chango,

aX Director



?AR RELOCATION AUTHORITY
CENTRAL UTAH RELOCATION CENTER
Topaz, Utah

August yi, 1973

MEMORANDUM TO; All Division, Section, and Unit Heads

SUBJECT: Time Reporting

On August 17 a memorandum was written to all
Timekeepers on the project requesting them to report
actual time worked. |In order that a policy of this
nature may succeed, it is necessary thQt appointive
personnel in all Units lend their whole hearted coop-
eration to such a policy,

Since appointive personnel in all cases sign the
time reports, the final responsibility for incorrect
time reported rests with them. Yhile it is true that
in many cases the Unit Head might not have direct con-
tact with each individual, nevertheless the over all
practice by his employees of reporting for work late
and leaving early is one that surely cannot escape
their attention. For this reason when the time report
is presented for signature it is the direct responsi-
bility of the individual signing it to assure himself
that the time being reported is correct.

Your cooperation in this regard will be appreciated.

CHARL.ES E. ERNST
Project Director
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WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJ3CT
Topaz, Utah

September 3# 19h3

MEMORANDUM TO: Section and Unit Hoads

SUBJECT: Return of Government-Owned Tools Issued to
Workers

Inasmuch as Government-owned hand tools and other items of
somi-oxpondnblo nature have been issued to residents who are
leaving the project either through transfer to the Tule Lake
Project, or on indefinite leave, it will be necessary to
make a thorough check on the number of tools issued. The
responsibility of maintaining records and accounting for
semi-expendable goods issued to residents has been that of
the section heads or appointive foreman, as the case may be.
It will bo necessary, therefore, that the residents be re-
leased of tho accountability for the tools which they have
obtained from appointive foremen, section or unit Hoads.

To facilitate this service the storekeeper of oach storehouse
will compile a list of the names of tho residents who have

tools chocked against them. Necessary receipts will be given
tho residents upon the roturn of tho tools to tho storekeeper.

Section Heads and Unit Heads should advise their respective
storekeepers by not later than September 6 of the names of
the residents being transferred to the Tule Lake Project, so
that the storekeepers may ascertain what items are charged
to each resident, and prepare a list of tho same for the
Section Hoads or Unit Hoads, as tho case may be.

It is essential that functioning arrangements be made for
checking property records of all persons leaving tho project

Charles F. Ernst
Project Director

- IMPORTANT



WAR RELOCATION AUTHORITY
CENTRAL UTAI WAR RELOCATION PROJECT
Office of the Project Director

September 11, 19M2

PROJECT ORDER NO. 1

Pursuant to authority vested in me as Project Director of
the War Relocation Authority Project located at Topaz, Utah,
otherwise known as the Central Utah War Relocation Project, |
hereby establish the following wage scales.

Those occupations in the Dictionary of Occupational-Titles
o fethe United States Employment Service which are coded 0-0
through 0-5 and. those occupations listed therein coded 0-7,
through 0-9 ulus the occupation of Foreman shall all be in-
cluded. in and paid according to the $19*00 Monthly Wage Class. *

All other occupations listed in the 'Dictionary of Occu-
pational Titles shall be paid in accordance with the $10.00
Wage Class except that occupations in which training is formally
being given or apprenticeships a.re being served the payment of
wages shall be in accordance with the $12.00 Wage Class while
the training is being received or the apprenticeship served.

This order becomes effective September 11, 19M2.

Project Director

* Where a $19.00 position is set
up, it is implied that the posi
tion carries either an adminl-
strative, supervisory, managerial
or professional assignment.

DISTRI3UTION
Assistant Director
Division Chiefs
Section Heads
Bulletin Board
Timekeepers



WAR RELOCATION AUTHORITY
CENTRAL UTAH RELOCATION CENTER
Topaz* Utah

September 17> 1973

MEMORANDUM TO; Division* Section, and Unit Heads
Division Cost Accountants

SUBJECT; Segregation Costs

We have just received information from
Washington that all costs of segregation are
to be charged to Account ~0~6100.

Since the cost of this transfer must be
accumulated as accurately as possible, we will
appreciate the submittal of data covering any
cost of segregation to the Cost Accounting
Unit. Time of appointive personnel spent on
segregation duties should be turned in by each

individual in order that proper account may be
made of it*

Your cooperation will be appreciated.

G-ILBSRT L. NIESSE
Finanoe O fficer



WAR RELOCATION AUTHORITY <i til O
CENTRAL UTAH PROJECT
Topaz, Utah

October 5> 1943

HRO. otor Transport & Maintenance Section

Procedure in Obtaining WRA DriV'er's License

Effective immediately it trill be necessary for all persons
applying for WRA driver's license to first submit to an eye
examination at the Hospital Optical Clinic. If satisfactory,
the applicant rill receive a note of approval from the

examiner. With this approval and a request for driver's
license from his division or section head, the applicant will
report to the Motor Transport and Maintenance Section for his
driving test.

A form signed by the Motor Transport and Maintenance Superin-
tendent will be given to the applicant if he passes the driv-
ing test which will be based on his reaction and knowledge of
handling a vehicle. Upon taking this form to the Personnel
Office., tho official WRA license will be issued.

We hopo that the above will clarify the many points which are
related to the procedure in obtaining a WRA license.

Approved :

Roscoe 3. Bell
Ass't. Project Director



WAR RELOCATION AUTHORITY

CENTRAL UT AH PROJECT Return to Mails & File
Topaz, Utah

October 5, 1973

I.gSLUOR'IDM TO:  All Section, and Unit Heads

FROQOih: Motor Transport & Maintenance Section

SUBJECT : Panels on Trucks

At the present time, there is a large number of trucks

which do not have side racks and tail gates. Some have
been left in the fields and at the various places within
the Center. It would be appreciated if the section

heads will see that the truck drivers replace these
panels on their trucks.

In order to properly protect passengers carried in

trucks, it is required that side racks and tail gates
must be on all passenger trucks when they go through
the gates. After October 10th, no nassenger carrying

trucks will be allowed to pass through the gate with
these panels missing.

Ivan Sorensen
Motor Pool Supervisor

APPROVED

Roscoe S. Bell
Ass't. Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
Topaz, Utah

October- 12, 1%*3

MEMORANDUM TO: All Division, Section & Unit Hoads

SUBJECT: Physical Inventory - As of October 15, 193

Due to the transfer program, the physical inventory scheduled
to be taken September 30 has been delayed. Therefore, it is
desired that this inventory be taken as of October 15, 19"}
The inventory is to be submitted on Form 108, Physical Inven-
tory, in original and two copies to the Cost Accounting and

Property Control Unit, Warehouse if121, not later than October

31, 1913

The Senior Storekeepers, under the supervision of the Head
Storekeeper, will inventory all materials and equipment in
warehouses and yards including the Delta warehouse, but ex-
cluding all warehouses assigned to the Mess Management Unit,

The Junior Property and Supply Officer will be responsible for

taking the inventory of all expendable, semi-expendable and

non-expendable materials and equipment in the warehouses assigned
to the -Moss Management Unit as well as the inventory of all non*

expendable and semi-expendable equipment assigned to the Mess
Halls,

All inventories must be arranged alphabetically by class, i.e,:

non-oxpcndablo, semi-expendable and expendable, Certification
that the inventory is a true physical count must bo made by
the storekeeper.

Those inventories will be arranged by classes and alphabetized*

The non-expendable property will cover the following:

(a) Farm Equipment (except hand tools)

(b) Construction and Public Works Equipment (except hand tools)

(c) Automotive equipment (Passenger cars and trucks)

(d) Automotive repair equipment (except hand tools)

(p) Other forms of shop equipment, such as woodworking,
working, etc,

(f) Hospital equipment (except small instruments)

metal

(g) Office devites and machines, (including desks and chairs,

staplers, pencil sharpeners, but not rubber stamps,
(h) Fire-fighting equipment

pens,

(i) Mess and quarters equipment (furniture and furnishings)

The semi-expendable property will cover the following:

This property represents small hand tools and personal equip-

ment, Hand tools will be limited to tools of the nature
generally carried by an individual in the performance of his
daily duties. Personal equipment will represent such items,

arm bands, badges, caps, aprons, smock”®, gloves, goggles,

weldors masks, rubber boots, fire helments, raincoats, cover-
alls, overalls, jumpers, dishes, cutlery, Kkitchen utansils and etc

If there are any questions regarding taking, of this inventory
that are not herein covered, kindly contact Froperty Control
Warehouse 121

Charles F, Ernst
Project Director

et



WAR relocation authority
CENTRAL UTAH PROJECT
Topaz, Utah

Jovember li, 19n3

TASSACANIOLLI TO: Division, Seotion and Unit Heads \

As you are probably aware, this Project has been assigned to
perform a statistical job for the Washington office. This
vrillnrequire that we furnish approximately 5° tables and
chai

Since ~Mehis furniture is not available in our warehouse stock
and it is felt that some sections or units may have tables
or chairs surplus to their need, you are requested to make a
survey and submit a Property Transfer on any tables and
chairs considered surplus to your requirements.

Pleass submit this information to the Property Control Unit
before November 10, 1973*

(A
CHARLES F. ERNST
Project Director



iR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
Topaz, Utah

November 6, 19bp

KEIORNINDUM TO; 111 Section. A Unit Heads

SUBJECT; Termination of Services - Resident
Workers

Effective immediately, when it becomes necessary in
the future to terminate a worker due to a budget
reduction, the discontinuation of an activity, or
lay-off, a carty of the form attached should be com-
pleted and handed to the worker in verson by the
Section Head seven days in advance of the termina-
tion date. These forms are available at the Place-
ment Office,

Hue to the apparent confusion in regard to the as-

signment, transfer, and ranticularly the termination
of workers, it is suggested that each Unit and Sec-
tion Head review Office Letter No. 9,

The above instruction sunplements those in Office
Letter No, 9 in regard to terminations.

f A (
i 6

Charles F, Ernst

Project Pirector

Att aolament



il RELOCATION AUTHORITY
CENTRAL UTAiI PROJECT
Topafc, Utah

To . 1.D.#

Address Date

This is to inform you that your services will be terminated
on Tor the reason indicated below. If
you have compensatory time due, it will be paid according

to WRA regulations.

Reduction in force Failure to report on job
Activity discontinued Discharged
Reason
B

Orig. copyi Worker
1st copy: Section Section



WAR RELOCATION AUTHORITY
C2IiTR.IL UTAH PROJECT
TOPAZ, UTAH

Novembgr 13, 19k3

MEMORANDUM TO: AIll Division, Section, and Unit Hoads

FROM; Property Control
SUBJECT; Proper Disposition of Broken Non or Semi-3xpendabl
Property

For your information the following procedure is prescribed for the
handling of non-expendable or semi-expendable property which has
been rendered unfit for further use.

When any item of nON or semi-expendable property which has been
charged to a division, section, or unit is lost*, stolen, broken, or
otherwise rendered unserviceable, the head of such unit is required
to report such facts as are available to the Property Control Unit
requesting that survey action be taken.

Your cooperation in this matter will be appreciated, since it will
expedite clearance of persons held responsible.

0

Charles F. BrnstT
Project Director



AR RELOCATION AUTHORITY
Central Utah Project
Topaz, Utah

In reply, please refer to;
ADM- - Cost Unit

November 15, 19%3

MEMORANDUM TO; Division Chiofs, Section and Unit Heads

SUBJECT; Additional Funds For Budget

In order to have sufficient funds to cover the employment
over the Washington allotment of 2620, it will bo necessary
that lists be furnished the Cost Accountant showing the names
of employees to bo terminated or who are on terminal leave since
November 1 on the basis of the project approved employment quotas
together with notation of their last day of duty.

These lists must be furnished at onoc as the employment

figures exceed the budget and additional funds must be secured
before wo can process the balance of the payrolls for the quarter.

Deputy Project Director



WAR RELOCATION AUTHORITY
Contrai Utah Project
Topaz, Utah

November 18, 19U3

MEMORANDUM TO: Section Chiefs and Unit Heads

SUBJECT : Daily Time Reports

The Daily Time Reports occasionally are being hold by Appointed Per-
sonnel several days before signing, approving, and sending to the
Cost Unit. This disrupts the daily work program of the Cost Unit

and prevents them from submitting reports on time schedules.

The Daily Time Roports should be checked, signed, and forwarded to the
Cost Unit the day following the period covered by the report.

Your prompt attention to this matter will bo appreciated.

/ / Jamc/s Fy' Hughe s
Deputy Project Director

cc* Mr. Roscoe B. Bell
Mr* Raymond P. Sanford



WAR RELOCATION AUTHORITY vctar W IM &ils i
CENTRAL UTAH PROJECT
Topaz, Utah
Operations Division
November 22, 1943

MEMORANDUM TO* Section Chiefs

Mr* Ernst has advised you of my designation as Mileage Administrator

of this Project* It is imperative that we put into effect immediately
ways and means of reducing gasoline consumption on this Project* I f
we fail to materially reduce gas use it is very probable that an
arbitrary reduction will be made by order of the O*P*A* and O*D*T*

| believe it is possible for us to reduce the amount of mileage with-
out curtailing the motor vehicle service on the Project* In fact,

| believe we can materially improve the service of our Motor Pool*
There are several loopholes which have been observed in regards to
the transportation situation on the Project* I have listed the most
important of these below, together with the steps which must be taken
to improve the situations

1* Lack of control of permanently assigped vehicles* Some
vehicles permanently assigned to a Section Chief are used
by a number of members of his staff sometimes without a
sense of responsibility for keeping the mileage to a
minimum*

The Motor Transport & Maintenance Section will report

cases of observed questionable use of motor vehicles to

the Section Chief responsible so that he may check on the
authorization for this use* If the Section Chief cannot
adequately control the use of the vehicle, provision will

be made for use of Carrier Service with a regularly assigned
driver.

2* Much equipment without night work passes remains out of the
pool beyond working hours* This constitutes a temptation
for the driver to use the equipment for mescellaneous private
or semi-offioial trips*

Internal Security will report all oases of unauthorized night
use of equipment to me* This will be called to the attention
of appropriate Section Chief for action by members of his
staff. Persistent unauthorized night use of vehicles will
necessitate revocation of the operator’s license*



Section Chiefs - 2 - November 22, 1943

3. Unnecessary trips to Delta. Although these trips have been

reduced considerably there are still oases when a little
advance planning will permit combination of official trips
to Delta.

When a trip to Delta is anticipated Carrier Service, 35,
should be notified immediately (not less than two or three
hours before the trip is to be taken). Please provide the
Carrier with sufficient information on the time and length
of the trip and number of passengers so that he can arrange
for transportation of other passengers at the same time.

4. Distant Trips. Government regulations requires that common
carriers shall be used wherever this is possible. Convenience
or saving in time which can be effeoted by use of motor vehicle
is not considered adequate reason for use of a car. There are,
however, certain trips which must be taken by oar because of
inadequacy of common carrier transportation» There have been
several instances where a little thought would have saved a
distant trip or would have permitted two or more people to
take the trip together.

Please notify the Motor Pool as far in advance as possible

of the anticipated trip so that these trips may be planned
most effectively. Every distant trip should be fully Justified
in writing so that our records will stand inspection.

Complete reoords of all trips must be maintained. Therefore, the
Section Chief requesting the use of equipment should fully describe
and justify the use of the equipment on the Trip Tickets, Form WRA-159.
No vehicle will be permitted to leave the motor parking area without
Trip Tickets. This is a protection to the operator of the vehicle.



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
Topaz, Utah

Operations Division

November 23, 1943

MEMORANDUM TOi Section Heads

We have been fortunate in being able to make arrangements for a
drivers’ training course» The instructor for this course is

Mr. W. H. Mackay of the State School Office. Mr. Mackay has been
doing this type of work in Army camps and with civilian employees
at Hill Field and other private and public agencies.

The course which is being offered is an intensive training course
designed to develop motor operators who will be able to train
additional operators after taking the course. Because of the
importance to the Project of maintenance of equipment | am requesting
that you select one driver from each unit of your operation to take
this course which will be a full-time course extending over the next
2™ weeks. (On payroll during course).

The persons seleoted to take the course should be men who are interested
in getting some intensive training. They should also be the type of
individuals who will have the time and interest to train other drivers
in their particular unit. The person seleoted should report for their
first class at Block 2-11-B at 9*00 avra. Friday morning, November 26.

It is suggested that members for this class be selected from the follow-
ing units in the numbers indicated*

AGRICULTURAL SECTION*

Beef Unit...... 1

Truck Crop Unit 1

Poultry Unit... 1

Hog Unit....... 1

Tractor Unitw.. 1
ENGINEERING SECTION:

Construction Unit...... 1

Maintenance Unit....... 1

Irrigation & Roads Unit 1
FIRE PROTECTION SECTION 1 or 2

HOSPITAL 1 or 2



Section Heads - 2 - November 23, 1943

COMMISSARY* e e e o iiiiiiiieieens 1
INTERNAL SECURITY ..cooiiiinnen. 1 or2
MOTOR PO O L ........ccoiinens 2
CARRIER..........c.co.ll 1 or2
During the course of the training it will be necessary to hAve

available a motor vehicle for use part of the time* This course
provides a rare opportunity for high quality training which will
result in much greater service to the Project*

Assistant Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT to
TOPAZ, UTAH

November 23, 19b3

MEMORANDUM TO; Section and Unit Chiefs

SUBJECT; Office Equipment

Oon November 14, 19b3 the Project Director issued a memorandum asking
that a survey be made of furniture assigned to the various units,

a copy of which is attached. The response to this request has been
disappointing thus f&r.

It seems that the gradual decrease in personnel from approximately
3900 to the present 2800 should release not only chairs and tables
but also desks, office machines, etc. For this reason you are
again asked to make a careful survey of your requirements and re-
turn to the Warehouse any equipment considered surplus to your
needs.

Your early compliance with this request will be appreciated.

Deputy Project Director



WAR RELOCATION AUTHORITY
CENTRAL UT.AH PROJECT
Topaz, Utah

November li, 19h3
iIJELIORAIIDULS TO; Division, Section and Unit Heads

As you are probably aware, this Project has been assigned to
perform a statistical job for the Washington office. This
will require that we furnish approximately 50 tables and

chairs.

Since this furniture is not available in our warehouse stock
and it is felt that some sections or units may have tables
or chairs surplus to their need, you are requested to make a
survey and submit a Property Transfer on any tables and
chairs considered surplus to your requirements.

PIQxse submit this information to the Property Control Unit
before November 10, 1948-

Project Director
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WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

December 8, 19b3

MEMORANDUM TO: All Property Control and Warehouse Personnel

SUBJECT:

Delta Warehouse

Recently a misunderstanding as to the exact status of the Delta Warehouse has
come to my attention. It appears that re are not all in agreement as to the
functions of the Delta Warehouse.

This memorandum is intended to clarify all matters connected with the above.

b*

The Delta Warehouse will ooerate exactly as though it were located in
Topaz.

Items coming into the Delta Warehouse for storage at Delta from out-
side shippers will be tallied by the Delta Warehouse and a Property
Transfer will be effected in order that the items may be taken into
their records.

Items received by the Delta Warehouse for immediate transmittal to

the Project at Topaz for storage will require the preparation of a
manifest tally-in only. The final tally-in will be prepared by
Warehouse 101 and Property Transfer in this case will be effected to

the Warehouse designated for storage.

Items transferred in wholesale lots or large quantities to another
storehouse on the Project will be made by means of inter-warehouse
Property Transfer.

Items issued direct to the job from the Delta Warehouse should be
issued on Material Issuance Tickets exactly the same as prescribed
for all other Project storehouses.

On items received at the Delta Warehouse the destination of which is
any one or several of the farms or any point other than a project
warehouse tho final tallv-in Trill be prepared at the Delta Warehouse.

It is believed that the above covers all points on which there has been a Ques-
tion. If not, please advise this office and further information or instruction
will bo furnished.

Vincent R. Gonzales
Assistant Cost Accountant



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH tfr) ep

December 13, 1943

TEMORANDUM TO: Section and Unit Heads

SUBJECT: Office Eouipment

On November iq this office issued a memorandum requesting that a survey
be made of eouipment assigned to the various units* and that any con*
sidered surplus to your needs be returned to the Warehouse.

This letter was followed up by one dated November 23» A few sections
very conscientiously surveyed their requirements and requested the
Warehouse to pick-up items not essential to their need at the present
time. The vast majority has completely disregarded my memorandum.

I am asking each section and unit head to personally see that this sur-
vey is made, and that Property Control bo informed of the result whether
or not any equipment of any nature whatsoever is available for return.

Your cooperation in this matter is urgently solicited.

CHARLES F. ¢RiiST
Project Director
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WAR RELOCATION AUTHORITY Q\}r T
CBNTR.IL UTAH PROJ3CT laiils &

Topaz, Utah
Decomber 22, 191+3

MEMORANDUM TO: Division, Section, Unit Heads
.ill Appointive Staff, and Block Managers

SUBJECT: Physical Inventory - AS of January 3» 19VI

inventory be taken quarterly of all Government owned
be taken as of Jan-
in original and
later than January

Regulations require a physical
property on the Project. The inventory for this quartor will

uary 3> 1911+ and submitted on Form WRI-108, Physical Inventory,
three copies, to the Property Control Unit, Warehouse 121, not

15, 1914+

senior storekeepers under the supervision of the Head Storekeeper of the Property
Control Unit will inventory all material and equipment in warehouses and yards in-
cluding the Delta warehouse, with exception of warehouses assigned to the Moss
Management Unit, AIll warehouses will bo closed beginning January 3, 19V) until the
inventory is completed oxcopt for issuance of justified emergency items. In no
event will warehouses remain closed for a period exceeding throo days.

The Commissary Junior Property and Supply Officer is responsible for taking the in-
ventory in warehouses assigned to tho Mess Management Unit. The Project Steward is
responsible for the inventory of non and semi-expendable proporty at tho moss halls.
Tho Block Managers are responsible for submitting inventories of Non and Semi-ex-
pendable proporty in their blocks. Division, Section, and Unit hoads aro responsi-
ble for submitting the inventory of Non and Semi-expendable property assigned to
their respective units. Each member of tho appointive staff having furniture assign-
ed should submit an inventory of such furniture and household equipment.

Inventories must be arranged alphabetically by class, ic; Glass A, non -expendable
proporty; Class B, semi-expendable property; and, Class C, expendable property.
Memorandum Receipts charging tho property to the individual or unit may bo used as
a guide in giving correct nomenclature, prico, and description* T/honever available
description should include the 1LRA number assigned to each item. A certification
should bo typed on the last page of each inventory as follows: 111 hereby certify
that to the best of my knowledge this inventory consisting of pages and ag-
gregating $ _ js true and accurate as to\description, physical count, and unit
prices.

Signature Title

Since the above certification must be made, all inventories should be priced, if
possible before submission. Tho Property Control Unit will furnish assistance in
p icing where necessary. Non-expendable proporty covers tho following:’

(a)  Farm Equipment (except hand tools)

(b) Construction and Public Yforks Equipment (oxcopt hand tools)

(c) Automotive equipment (Passcngor cars and trucks)

(d)  Automotive repair equipment (oxcopt hand tools)

() Other forms of shop equipment, such as woodworking, metal working, etc,

(f) hospital equipment (except small instruments)

(9) °w °V 0Vio,P 2nd f~ohino' (including desks and chairs, staplers, pencil
sharpeners, (but not rubber stamps, pons, etc.)

(h) Firot-fighting equipment

(i)

()

Semi-expendable property covers tho following:

A n booksqUartOrS Oquipmont (furnituro and furnishings)

Hand tools and personal cquipm®nt. Hand tools are limited to tools of the na-
ture generally carried by an individual in tho performance of his daily dutios,
also dishes, cutlery, kitchen utensils, etc. Personal equipment will represent
such items as arm bands, badges, caps, aprons, smocks, glcvos, goggles, weldors
masks, rubber boots, fire helmets, raincoats, coveralls, jumpers, etc.

in connection with tho taking of this inventory is solicited. Any

inventories not covered by this memorandum may bo secured by
Telephone #22,,

/

..our cooperation

information regarding
writing or telephoning Property Control, at warehouse #121.-

/ C/\// /
J* FV Hughes

Deputy Project Director



WAR RELOCATION AUTHORITY
CENTRAL UTAH PROJECT
TOPAZ, UTAH

December 30, 1943

MEMORANDUM TOj Section and Unit Heads
FftOM; Charles F. Ernst, Project Director

SUBJECT{ Relocation Family Interviews

You or members of your staff may be called upon to
play an important part in the family unit interviews which
are to be undertaken in Topaz as a part of the over-all
program of WRA in determining the problems which face resi-
dents of the center in planning their long term future,

This effort will require time from each person who is
selected to assist. It is of such importance that it should
be given number one priority. Details will be worked out so
that it will be of least inconvenience to you, but | will

count on each of you to give of your own time when called
upon and to see tha.t those under your supervision are relieved
of their regular duties for such time as their services are
needed,

(La / ¢(Ma vig

Charles F. Ernst
.Project Director



WAR RELOCATION AUTHORITY #
CENTRAL UTAH PROJECT’
Topaz, Utah

December 31, 1943 fGSttfa fo6 Mails a? Filet

MEMORANDUM TO: Al Division Chiefs and Section Heads

SUBJECT: 1945 Budget for Personal Services, Appointive and Resident

The following instructions for appointive and resident personnel must be
adhered to in preparing the Personal Services Estimates for the fiscal year
1945* These instructions are to assure uniformity of presentation of our
budget to Washington as well as to assure that every section is given every
opportunity of presenting its program to the fullest. Keep in mind that
the WRA program is now over a year old, and whereas in the past we were
liberally treated by the Bureau of the Budget and Congress, it will now be
necessary, on the basis of our past year’s experience, to fully justify
every phase of our program.

A. The following instructions are to be observed in preparing the evacuee
Personal Services Estimates:

1. Rote that on the Personal Services Estimates for Evacuees form,
under "Estimated - 19451 the column indicating "Man Years" should
be changed to "Humber of Positions."

2« The columns indicated "Estimated - 1944" may be loft blank and the
Finance Section will complete the estimates.

3* In listing the grade and title, all $19 positions should be listed
first, followed by the $16 and $12 positions for 1945.

4. In the event that you requested in your third quarter budget a job
that wasn’t approved by Washington and a job description and justi-
fication was submitted at that time, please submit a duplicate of
that job description and justification, indicating at the top of
the sheet that this job was asked for in the third quarter budget.

5. Hote that on Page 5 of the Washington instructions, complete justi-
fications are necessary for all personnel requested. This justifi-
cation should cover all activities, giving examples of work performed
on some comprehensive basis. It is recommended that these justifi-
cations be made on a unit basis.

6. If you have not, at this time, received a complete sot of forms for
completing your estimates, those forms can be obtained from Mr. Boyce
in the Finance Section.

B. Appointive Personnel. In preparing the Appointive personnel Service
Estimates, do not overlook the following points in the instructions
issued by Washington»



List all positions filled as of November 30, 1943, as well as all

positions filled after November 30,. In both these instances it
will be assumed that they will be filled to the end of this fiscal
year.

Estimates for 1945 can then bo based upon your estimates as of
June 30, 1944, and whatever change you contemplate for.the 1945
budget* Note that if any position which has a basic annual salary
of ~3200 or more has not been filled during 1943-44, it is not to
be listed* In this respect, bo guided by what possibilities you
think there is of filling the job during the balance of the 1944
fiscal year*

Prepare an over-all justification for your appointive personnel on
a unit basis, giving as clearly as possible the work load to be car-
ried by that unit in detail.

If you have any temporary employees in your section, justification
must be shown separately.*.

oral Instructions:

The basis of your computations for personnel must be based upon a
population of 6390 for the fiscal year 1945. It should be kept in
mind that unless your work load is of a constant nature, that provi-
sion should be made for curtailment duo to a decrease in population#

All personnel justifications and budget requests must be completed
by January 8, 1944.

During the first week in January, meetings will be held by the Fin/
and Personnel Sections of the Administrative Management Division
with each of the divisions where full instructions will be givc%
for the preparation of your 1945 fiscal budget.

The section heads should have thoroughly reviewed the instructions
from Washington and come to the meeting prepared to ask any questions
whore full clarification has not been obtained in order that a mini-
mum amount of time may be spent in the meeting to giving out the
.general instructions in the preparation of the budget.

If, in your preparation of your Personal Services Estimates, you
nave any questions to ask, direct questions on resident personnel
to Mr, Campbell and questions on appointive personnel to Mr.
Lafabrogue in the Personnel Section.

"-m°| -7~//£ C.

James Fv Hughe's
Deputy Project Director



