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Polities ond Procedurer of the Administrstor

!NTRODUCTION

SCOPE

Volume lI of the Manual series contains four types of material:
(1) organizational and functional statements, (2) policies, standards,
and procedures of general applicability to all components of the Housing
and Home Finance Agency, (3) instructions issued by the Administra-
tor with respect to the Central Office program operations of the Office
of the Administrator, Community Facilities Administration, and Urban
Renewal Administration, and (4) delegations of authority issued by the
Administrator.

Part 1, Organization of the Housing and Home Finance Agency, con-
tains (a) the definitive organizational statements for the Offiee of the
Administrator, the Communit;, Faeilities Administration, and the
Urban Renewal Administration, and (b) descriptive statements, drawn
from official sources, of the organization of the other components of the
Agency. Part 2 cortains more detailed deffnitive organizational state-
ments covering each of the units in the Office of the Administrator.
Part 3 eontains administrative policies and procedures of Agency-wide
applicability, established by the Administrator pursuant to his respon-
sibility for Agency supervision and coordination. Part 3 issuances
should be appropriately reflected in the established manual systems of
the constituent agencies. Part 4 eontains policies and procedures pre-
scribed by the Administrator with respect to Central Offiee program
operations. Part 5 eontains delegations of authority issued by the
Administrator.

Each release in this Volume will be approved. before publication by
the Administrator or his designee.

ORGANIZATION AND NUMBERING

This Volume is divided into Parts, Chapters, and Sections. In Part I,
the Chapter breakdown is omitted.

Each delegation of authority reproduced. in Part 5 is given a sep-
arate Section number.

Sections are numbered in relationship to the rest of the Volume.
Where a three digit number is used (e.9.,4-3-2), the flrst tligit indi-
cates the Part, the second the Chapter, and the third the Section.
Where a two digit number is used (e.g., 4-2), there is no Chapter
breakdown, the first digit indicating the Part and the second indieating
the Section.

Pages are numi:ered consecutively within Sections. The date through
r,vhich the material has been revised before issuance is shown at the
bottom of each page.

I\AAINIENANCE

Revised pages are settt ottt under cover of a Transmittal l-ietter. When
ehauges have been made in aceordance with the Transmittal Letter in-
structions, the eheck list at tlre back of the Volume should be initialed.
This serves automatically to call attention to missing releases.

Notices of reseissions of other instructions will be published in the
transmittal letters for this Volume.
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Policicr ond Procedurer of thc Adminidrotor
Porl l. Orgonizolion of the HHFA

I'1

Seclion I

HOUSING AND HOT1AE FINANCE AGENCY

The Housing and Home Finance Agency, created under Reorgani-
zation Plan 3, on July 27, 1947, was established to carry out the prin-
cipal housing and home financing functions of the Federal government.

The Housing and Home Finance Agency consists of the Office of the
Administrator and five constituents-the Federal Housing Atlminis-
tration, the Public Housing Administration, the Federal National
Mortgage Association, the Community Facilities Administration, and
the Urban Renewal Administration. The Housing and Home Finance
Administrator, through the Federal National Mortgage Association, also
supplies staff services and facilities to the Voluntary Home Mortgage
Credit Program, established pnrsuant to title YI of the Housing Act of
1954.

ADVISORY EOARD FOR AGENCY POI.ICY COORDINATION

The Advisory Board for Agency Poliey Coorclination, established by
Administrator's Organization Order No. 1 of December 23, 7954,
advises the Administrator in respect to major policy matters under
his jurisdiction. The Board is eomposed of the Administrator, as
Chairman, and the Heads of the constituents.

NATIONAT HOUSING COUNCIT

The National Housing Council was established by Reorganization
PIan 3 of 1947 to promote the most effective use of the Government's
housing resources and assure coordination of national housing policies
with over-all Government and fiscal policies. The Council is composed
of the Administrator as Chairman; the Federal Housing Commissioner;
the Public Housing Commissioner; the Chairman of the Federal
Home Loan Bank Board; the Secretaries of Defense, Agriculture,
Commeree, Labor, and Health, Education and Welfare; and the Ad-
ministrator of Veterans Affairs.
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t-2

Section 2

OFFICE OF THE ADMINISTRATOR

The Office of the Administrator is responsible for (1) general super-
vision and coordination of the constituents of the Agency; (2) approval
and certification of workable programs for cornmunity irnprovement;
(3) determination that the relocation requirements of section 105(c)
of Title I of the Housing Act of 1949, as amended, have been met;
(4) administration of the urban studies and housing research program;
(5) administration of the mass transportation loan and demonstration
grant program established by the Housing Act of 1961; (6) adminis-
tration of the low income housing demonstration program established
by the Housing Act of 1961; (7) aclministration of the sales program
for designated AEC properties pursuant to the Atomic Energy Com-
munity Act of 1955 and Executive Order 10657 ; (8) disposition of
Government orvned war and emergency housing units; (9) aclministra-
tion of disaster relief activities relating to housing anrl community facil-
ities, under an agreement with the Office of Emergency Planning; and
(10) administration of assigned civil and defense mobilization activities
relating to housing and community facilities ; and ( 11 ) provision of staft
assistance in earrying out the Voluntary Home Mortgage Credit
Program.

The Office of the Administrator provides administrative staff services
to the constituent units. It is responsible for operation of the HHFA
Regional Offices, which handle all fieltl activities of the Office of the
Administrator, the Community Facilities Administration, and the
Urban Renewal Administration.

The functions of the Office of the Administrator are earried on within
the organizational framervork described belorv. More cletailed informa-
tion on eaeh of the components of the Office rvill be found in Part 2.
The chart follorving this Seetion is the official organization chart of the
Office of the Administrator.

TMMEDIATE OFFICE OF IHE ADMINISTRAIOR

The immediate office of the Administrator consists of the Adminis-
trator, Deputy Administrator, Assistant Administrator (Housing for
Senior Citizens), Assistant to the Administrator for Consumer and
Community Group Relations, Assistant to the Administrator for Inter-
group Relations, and two Special Assistants to the Administrator.

OIFICE OF GENERAT COUNSEL

The Ofifrce of General Counsel, under thc supervision of the General
Counsel, with operations carried ou under the supervision of the Asso-
ciate General Counsel and Staff Director, shall provide the legal coun-
sel and assistance required in the formulation and development of the

1l/l/52 Poge I



t-2 Oftce of the Admini.trotor

Agency's policies and programs, in the coordination of Agency-wide
legal responsibilities and in the handling of legal and Congressional
Liaison matters in the Office of the Administrator; after consulting with
the Regional Administrators of the HHFA Regional Offices, advise and
make reeommendations as to the quality of professional performance of
legal activities and uniformity of Regional interpretation of laws and
regulations; handle litigation having Agency-wide implications or
involving the Offiee of the Administrator or the constituent units, and
litigation involving personnel of the Offiee of the Administrator or con-
stituent units in an official capacity; prepare proposed Federal legisla-
tion and reports, statements, and other materials eoncerning proposed
or pending legislation or executive actions; for such programs as deter-
mined by the Administrator and in consultation with the appropriate
constituent unit, prepare or review proposed state legislation on local
request; prepare or revierv public regulations; prepare legal instru-
tnents, opinions, briefs, and comprehensive studies of basic legal prob-
lems in Agency programs and activities and the formulation of Agency
policy; and represent the Administrator on litigation, legislation, and
other legal matters.

OFT]CE OF PROGRAiA POTICY

The Office of Program Policy, under the supervision of the Assistant
Administrator (Program Policy), shall provide advice and assistance
to the Administrator and his stafr in the area of program formulation
and evaluation. It shall develop information regarding public and
private research activities and faeilities in areas related to urban and
housing problems, identify needs for additional research and develop
means of accomplishing needed researeh, and coordinate research astiv-
ities within the Agency. It shall direct or carry out comprehensive
national studies and an-alyses in the areas of housing markets and
needs, the capital and mortgage market, urban planning, urban eco-
nomics, public finance, and the needs for and means of providing
public improvements and transportation services in urban areas. It
shall evaluate the effectiveness of HHFA programs in accomplishiug
national policy objec-tives and goals; develop recom_mendations for
improving program effectiveness; develop economic and financial back-
ground for HHFA budget assumptions; advise on matters of national
eeonomic poliey; ond, in collaboration with the General Counsel,
develop substantive legislative recommendations relating to existing or
proposed programs. It shall assemble and clevelop operating statisties,
design methods for improving and colleeting needed d.ata, develop the
Agency's requirements for Census data, and coordinate the preparation
of the HHFA Annual Report. It shall develop and coordinate mobili-
zation and defense plans and other activities necessary to carry out
the Agency's assigned responsibilities in this area. It shall administer
the lorv income housing demonstration program authorized by the
Housing Act of 1961.

Poge 2 tt/l/62
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OFFICE OF INTERNATIONAI. HOUSING

The Office of fnternational Housing, under the supervision of the
Assistant Administrator (fnternational Housing), shall maintain liai-
son with the Department of State and other Federal government agen-
cies and, through the Department of State, with established interna-
tional organizations, rvith respect to international matters affecting
housing; facilitate consultation and interchange of information on
housing rvith other governments; furnish teehnieal adviee relative to
positions on housing matters to be taken by Unitetl States delegates to
international meetings ; provide technical representation at international
housing and town planning conferences; provide assistance and tech-
nical guidanee to foreign missions and visitors; coordinate functions
assigned to the Agency in connection with participation in the United
States program of international cooperation and technical assistance;
assist divisions and eonstituents of the Agency in connection with
export and import controls affecting housing or housing materials
and equipment; and assist in the preparation of exhibits of United
States housing at international exhibitions.

OIFICE OF PUB1IC AFFA]RS

The Offiee of Public Affairs, uuder the supervision of the Assistant
Administrator (Public Affairs), shall provide advice and assistance to
the Administrator and his staff on the public affairs and. information
policies and activities of the Agency and shall serve as a central point
of information for the public on Agency activities and on the housing
activities of the Federal Government. It shall coordinate the issuance
by the eonstituents of informational material of general Agency con-
cern; provide ereative service, consultation, design and prod.uction for
visual and audio-visual med.ia used to interpret programs, policies and
coneepts of the Agency; and shall provide information services gen-
erally for the programs and activities of the Office of the Administrator,
Community Facilities Administration, and Urban Renewal Admin-
istration.

OFFICE OF TRANSPORTATION

The Offfce of Transportation, under the supervision of the Assistant
Administrator (Transportation), shall be responsible for (1) admin-
istration of the mass transportation demonstration grant program under
Section 103(b) of the Housing Act of t949, as amended by Section 303
of the Housing Act of 1961; (2) administration of the program of
transportation facility loans under Title II of the Housing Amendments
of 1955, as amended by Section 501 of the Housing Act of 1961; (3) as-
sistance to the Urban Renewa] Administration in the administration
of those phases of the urban planning assistance program uncler Sec-
tion 701 of the Housing Act of 7954, as amended by Section 310 of the
Housing Act of 1961, that pertain to the preparation of urban trans-
portation plans; antl (4) assistance to the Community Facilities Ad-
ministration in the administration of the program of advances for
12/4/62 Pose 3
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public works planrring urlder Section 702 of. the Housing Act of 1954,
as amended, with respect to advances for the planning of transporta-
tion facilities and equipment.

OTFICE OF COIYIMUNIIY PROGRAII,IS

The Office of Community Programs, under the supervision of the
Assistant Administrator (Community Programs), shall be responsible
for providing assistance to the Atlministrator in the administration of
certain non-delegable and. related. retained functions of the Atlminis-
trator, including (1) the determination that a eommunity's 'Workable

Program for Community Improvement meets the requirements of the
law, (2) the certifieation to URA, PHA antl FHA that the Federal
aids for which a Workable Program is a prerequisite may be made
available, (3) the determination that the relocation requirements of
Section 105(c) of Title I of the Housing Aet of 1949, as amended,
have been met, (4) the certifi.cation to the EHA of the eligibility of
urban renewal projects under Seetion 220 of. the National Ilousing Act,
(5) the authorization to the PIIA of the undertaking of contraets with
local housing authorities for the planning and d.evelopment of low-rent
public housing projects, and (6) the coordination of Ageney partici-
pation in natural disaster relief.

OFFICE OF AAEIROPOTITAN DEVETOPIIAENT

The Office of Metropolitan Development, under the supervision of
the Assistant Administrator (Metropolitan Development), shall assist
the Administrator in coordinating and furthering Agency programs and
activities related to the planning and development of metropolitan
areas. ft shall be responsible for: (1) development of Agency policy
with respect to metropolitan areas;'(2) tlevelbpment, in conzultation
with the eonstituents coneerned, of polieies and eriteria relating to
the Agency's planning programs, to assure that llHFA-assisted
planning conforms to overall policies with respeet to metropolitan area
development; (3) development, in eonsultation with the constituents
concerned, of criteria for determining the appropriate metropolitan
area ageneies to be dealt with in the execution of EHFA programs;
(4) systematic ancl continuing review of the adequaey of HHFA pro-
grams in metropolitan areas and of the conformance of constituent
programs and activities to EHFA metropolitan development policies
and criteria; (5) atlvising HHFA constituents with respect to the
conformance of their programs and aetivities to the metropolitan de-
velopment polieies of the Agency; antl (6) participating in IIHFA
collaboration with other Federal agencies looking toward the estab-
lishment of eommon approaehes to metropolitan area planning and
development.

OFFICE OF ADIVIINISTRATION

The Office of Administration, under the supervision of the Assistant
Administrator (Administration), shall develop administrative manage-
ment policies, programs and proeedures for Agency-witle application;
Poge 4 12/4/62
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provide general supervision and coordination of budgetary, accounting,
personnel, organization, and general services policies and activities irt
the Agency; ancl provide general administrative services and facilitics
for the Offiee of the Administrator and the constituent units.

CoMPUANCE DtVTStON

The Compliance Division, under the supervision of a Director, shall
be responsible for inspections and reports on the facilities within the
Agency designed to assure integrity and effectiveness of operations and
activities; and for the eonduct of investigations with respect to possible
violations and irregularities in the Agency's programs or activities.

AUDII DIVISION

The Audit Division, under the supervision of a Director, shall be
responsible for a program of comprehensive audits of the activities and
operating programs of the Office of the Administrator, Community
Facilities Administration, and Urban Il,ene'rval Administration.

COMMUNITY DISPOSITION STAFF

The Community Disposition Staff, under the supervision of a Di-
rector, shall be responsible for the sale of Government-owned prop-
erties at Oak Ridge, Richland, and Los Alamos and for the disposition
of such other properties as may be assigned to it.

HHFA FIEID SERVICE

The fieltl operations of the Office of the Atlministrator, Community
Facilities Aclministration, and Urban Renewal Administration pro
grams shall be earried out through the seven IIHFA Regional Offices,
each of which shall be headed by a Regional Administrator directly
responsible to the Administrator. HHFA Regional Offices are loeated
at New York, Philadelphia, Atlanta, Chicago, Fort Worth, San Fran-
cisco, and San Juan, Puerto Rico. (See Seetion 1-10 for geographic
jurisdiction of the Regional Offices.)
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Pollchr ond Procodurcr of thc Adminirtrotor lA
Parl l. Orgonholion of rhe HHFA

Section 3

FEDERAL FTOOD INDEMNIIY ADMINISTRATION

The Federal Flootl Indemnity Aclministratiou is a constituent of the
I{ousing and Home Finance Agency, established by Atlministrator's
Organization Order No. 1 of September 28, 1956. It is heatletl by a
Federal Flood Indemnit-v Commissioner appointed by the Admin-
istrator.

PROOnAIt

The Federal Flood Indemnity Administration is responsible for the
administratiou of the programs of flood insurance, reinsurance, aud
loan contracts under the Federal Flood Insurance Act of 1956.

ORGANIZAIION

The Federal Flootl Indemnity Commissioner is responsible for the
administration of the programs assigned to the Federal Flootl In-
demnity Administration.

The Administration consists of the Office of the Commissioner, in-
cluding the Deputy Commissioner and an Assistant Commissioner; the
Office of the Executive Offieer; the Division of Law, headetl by a
Chief Counsel; and the Divisions of Program Studies, Indemnity
Operations, and l-.,oau Contract Operations, each headed by an assistant
Commissioner.

Deputy Commi$ioncr

The Deputy Commissioner shall assist the Commissioner in the direc-
tion and supervision of the Administration's progratrts and shall act for
him in his absence.

Asrittont Commisrioncr

The Assistant Commissioner in the Office of the Commissioner shall
maintain contaet with representatives of other Federal Government
agencies having an interest in the program of the Federal B'lood In-
demnity Administration, with officials of State and local governments,
and. with representatives of private insurance and other organizations
participating in the Administration's programs and shall provide a
central point of information and referral for Members of Congress &nd
the public on the programs of the Federal Flood Indemnity Atlmin-
istration.

OFTTCE OF IHE HGCUIIVE OTflCET

The Office of the Executive Offieer shall prepare estimates of the
amount and timing of staf, administrative and program funds, and
other resources required in the operation of the Federal Flood Indem-
nity Administration; prepare program and operating reports and
statistics; prepare and coordiuate the iuternal clearance of program
and operating proeedures; study and maintain eontrol over work
methods and systems; study and make recomrnendations in connection
rvith organizational problems; and maintain liaison with the OA
rr/231s6 ?ogr I



1.3 Frderol Flood lndcmnity Admini:trotion

Division of Administration with respect to administrative management
functions.

The OA Division of Administration .shall, in addition to its respon-
sibilities in connection with the general supervision and coordination of
Agency administrative management functions, provide direct adminis-
trative services and faeilities to the Federal Flood Indemnity Admin-
istration. These shall include services and facilities in corrnection
with budgetary, acconnting, audit, organization and methods, personnel,
and general services activities.

DIVISION OF I,A}Y

The Division of I-.ian' shall provirle the legal counsel and assistance
required in the formulation and development of the programs of the
Federal Flood Indemnit;, Administration; prepare legal opinions,
briefs, and comprehensive studies of legal problems in the fonnulation
and administration of these programs; handle litigation arising out of
claims against the Administration. The Division of Law shall, in
collatroration with the appropriate program officials, assist the Com-
rnissioner and his staff in the development and drafting of legislation
and reports on legislation, public regulation, model State legislatiou,
forms of contracts, insttranee policies, reinsurance and loan agreements,
and other legal documents.

DtvlstoN oF PRoGRAI/i STUDIES

The Division of Program Studies shall ad.vise and assist the Commis-
sioner with respect to the economic aspects of the progrrrms of the
Administration; conduct continuing evaluations of program effective-
ness and recommend such changes as appear desirable and appropriate;
investigate the practicability of extending insurance coverage to other
natural perils; investigate the feasibility of having private insurance
companies take over the insuranee program, with or u,ithout some form
of Federal support; investigate the desirability of centralized collec-
tion and dissemination rvithin the F ederal government of data on floods
and flood losses; and prepare materials for inelusion in the Annual
Report of the Housing and Home Finanee Administrator.

DTVISION OF INDEMNITY OPERATTONS

The Division of hldemuity Operations shall be responsible for the
adninistration and execution of the programs of insurance and reinsur-
ance under the Act; negotiation and r:onclusion of working arrange-
ments with insurance companies, agents, brokers, and adjustment
organizations and recommendations as to compensation to be allowed
for their services; continuing supervision of program participants to
insure complianee with rules and regulations of the Atlministration;
settlement of claims arising out of insuranee or reinsuranee; and such
other matters relating to insuranee and reinsur.rnce as may be required.

The Division shall advise and assist the Commissioner with respect
to the determination and acceptance of flood risks in connection with
insurance and reinsurance; analyze meterological, hydrological and
engineering data currently available and seeure such additional infor-
mation as may be required through agreement 'lvith other Federal agen-
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trduol Hood lndcrnnlty Adrninlrtrotlor l€
eies or contract, or otherurise; recommend. estimated rates and fees for
insurance and reinsurance; develop and maintain underwriting stand-
ards and proced.ures and sehedules of rates and. fees for the guidanee
of private insurance companies participating in the program; anal
provide sueh interpretations thereof as may be required from time to
time. The Division shall, upon request, provide'similar underwriting
services in connection with loan contract operations.

DIVISION OF IOAN CONINACT OPENAilONS

The Division of Iroan Contraet Operations shall be responsible for the
administration and execution of the program of loan contracts under
the Act; negotiation and conclusion of working arrangements with in-
sur&nee agents, financial institutions and others participating in the
loan contract program and reeommendations as to the compensation to
be allowed for their services; continuing supervision of program par-
ticipants to insure compliance with rules and regulations of the Admin-
istration; making of loans and satisfactioi of guarantees; loan servie-
ing; property management and disposition ; and such other matters
relating to loan contracts and subsequent loans and guarantees as may
he required.

ADVFONY COIIIJiITIEE OII FI,OOD INDETINITY

An Advisory Committee on Flood Indemnity advises on the formu-
lation of policies and the execution of functions pursuant to Section 16
of the Act. The Commissioner serves as Chairman.
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Policies snd Procedures of the Administrqtor
Porl l. Orgonizqtion of the HHFA

1-4

Section 4

FEDERAT HOUSING ADI1AINISTRAIION

The Federal Housirrg Administration is a constituent of the HHFA.
It is headed by a Federal Housing Commissioner appointed by the
President, by and'lvith the advice and consent of the Senate.

Principal purposes of the Federal Housing Administration under the
National Housing Act, as amended, are to improve home financing
practices, to stabilize the mortgage market, to encourage improved
housing standards and conditions, to facilitate home ownership, and
aid in the elimination of slums, and blighted conditions and the pre-
vention of d.eterioration of residential properties. These objectives are
aceomplished through the insurance of loans and. investments mad.e
by private financial institutions and investors to finance the production,
purchase, repair and improvement of residential properties. FHA
itself does not lend money or construct housing.

Special mortgage insurance programs are available to facilitate pur-
chase of homes by servicemen, to provide housing in urban renewal
areas, and to providc housing for families displaeed by governmental
action.

PROGRAMS

The FIIA insurance programs are carried out entirely through the
voluntary cooperation of private enterprise. Under the several titles of
the National I{ousing Act the programs are:

Properly lmprovemenl Loqn lnsuronce

Section 2 of Title f authorizes the F HA to insure qualified lending
irrstitutions against loss on loans made to finance the alteration, repair,
improvement, or conversion of existing structures, antl the building of
small new non-residential structures.

Home Mortgoge lnsulqnce

Section 203 of Title II authorizes the insu.rance of mortgages on new
and existing one- to four-family dwellings.

Section 203k authorizes the iusurance of improvement loans on one-
to four-family homes with a longer term and higher amount than that
provided under Titlc I and requiring aclequate security.

Section 220 of Title II authorizes the insuranee of mortgages for
rehabilitation of existing housing and the construction of neu, housing
in slum clearance and urban rene$,al areas.

lO/2/51 Pose I
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Section 220h authorizes the irrsuraucc of loug terrn improvement loans
or one- to four-family and rnultifamily structurcs in urban renelval
areas.

Section 22L of ?itle II authorizes tlte iusurance of mortgages on new
homes to assist in reloeating families to be displaced as a result of
governmental action.

Section 222 of Title II authorizcs the irrsurance of mortgages to
finance the construetion or purchase of homes by servicemen, with
mortgage insurance premiums being paid by the military service of
rvhich the mortgagor is a member.

Section 223 of Title II autl'rorizes thc insurance of mortgages under
Section 203 to finanee sales of eertain homc ownership properties held
by Federal, Statc, or loeal governments. l\fortgages may also be insured
on the first resales of such properties, and provision is made for refi-
nancing FHA insured mortgages under this Section rvhich were orig-
inally irrsured under other Sections of the National Housing Act.

Section 233 atthorizes the insurance of mortgages on homes or rental
housing incorporating new or experimental materials, design, anal con-
struetion methods and involving experimental neighborhood design.

Section 234 authorizes the insuranee of mortgages on individually-
owned units in multifamily structures involving undivided (condo-
minium) interest in the common areas and facilities which serve the
structure.

Mulrifomily Housing

Section 207 of. Title II authorizes the insurance of mortgages, includ-
ing construction advances, on rental housing projects of twelve or more
units.

Section 223 of Title II authorizes the insurance of mortgages under
Section 207 to finance sales, ffrst resales and refinancing-similar in
scope and.effect to the insurance of home ownership mortgages uncler
Section 203 pursuant to the provisions of Section 223.

Section 213 of Title II authorizes insuranee of mortgages on coop-
erative housing projects of trvelve or more units. The section also
authorizes FHA to furnish technical advice and assistance in the organ-
ization of eooperatives and in the planning, development, construction,
and operation of their housing projects.

Seetion 231 of Title II authorizes the insurance of mortgages on
multifamily rental housing for the elderly.

Seetion 232 of Title II authorizes the insuranee of mortgages on
nursing homes.

Title VII authorizes the insuranee of a minimum amortization charge
and an annual return on outstanding investments in rental projeets.

Title VIII authorizes ilsurance of mortgages on rental housing built
Poge 2 lO/2/51



Federol Housing Administrotion I-4

on or near military reservatiorrs for thc usc of civiliarr or military per-
sonnel of the Army, Navy, or Air Force, and rental housing for
employees of Atomic Energy installations.

Housing for Criricol Defense Areos

Title IX authorizes the insurance of mortgages ou progranrnred hous-
ing in critical defense areas, provided preference of opportunity to
purchase or rent is given to defense wolkers. Section 903 of this titlc
authorizes insurance of mortgages olr one- and trvo-family dwellings,
rvhile Section 908 eovers insurance of mortgages on rental projects of
trvelve or more units.

lnsurqnce Fund:

FHA maintains fifteen insuranco funtls to operate the various insur-
ance programs. The first and largest of these funds is the mutual
mortgage insurance fund for the insurance of mortgages on one- to
four-family dwellings under Section 203 of Title II. Under this fund,
mortgagors may receive as dvidends any excess of fees and premiums
paid over losses, and necessary reserves.

All of the insurance programs are incomc-producing. fncome is
derivecl from insuranee premiums, appraisal and miscellaneous fees,
and interest on investments in Government securities.

ORGANIZAIION

The Federal Housing Commissioner is responsible for all programs
of the Federal Housing Administration. The stafr of the FHA includes
an immediate staff reporting directly to the Commissioner and a sec-
ond.ary staff reporting to the Commissioner through the Commissioner's
immediate staff. The Commissioner, Deputy Commissioner, Assistant
Commissioner (Executive Officer), General Counsel, Assistant Com-
missioners for Field Operations, Multifamily Housing Operations,
Teehnical Standards, Programs, Property Disposition, Audit and
Examination, and Administration, and the Assistant Commissioner-
Comptroller constitute the Executive Board.

Deputy Commisrioner

The Deputy Commissioner assists the Commissioner for general
supervision, direction antl coordination over operations and activities
of the Federal Housing Atlministration ancl revier'vs ancl approves in-
ternal operating proceclures. The Deputy Cornn-rissioner represents the
Commissioner on matters pertaining to tlie p<ilicies and operations of
the Federal Housing Admiuistratiou and serves as Vice Chairrnan of
the Executive Board.
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Assistant Commissioner (Executive Ofricer)

The Assistant Comrnissioner (Executivc Officer) assists the Commis-
sioner in the exercise of his duties aud responsibilities and acts as con-
fidential consultant to the Commissioner; represents the Commissioner
and FHA in conferences, meetings, and dealings with members of the
building industry, Iending institutions, other tr'ed.eral agencies, ancl
other persons representing both public and private nationwide organiza-
tions; originates, oversees, or directs special studies pertaining to FHA
operations; and acts for the Comrnissioner irr coordination rvork and
unifying efforts on matters of principal importance.

Public lnformotion Ofiicer

The Public Information Officer assists the Cornmissioner in formu-
lating and carrying out programs of public information on FHA
insurance plans, policies, and activities; provides centralized informa-
tion service for the public, the eonsumer, and industry, on FIIA policies
and programs; and coordinates headquarters and field office informa-
tional activities to assure effective and uniform information services
and liaison with consumers, local lending institutions, builders, manu-
faeturers and distributors of building materials, and others interested
in utilizing FHA facilities.

Assislont to the Commissioner (lntergroup Relotions Service)

The Assistant to the Commissioner (Intergroup Relations Service)
advises and assists the Commissioner and principal staff in the formu-
lation, development, and execution of policy and procedure to encour-
age full participation of minoritics in program benefits; provides pro-
fessional assistance and guidance to field Intergroup Relations Advisors
and advises ancl assists with the coordination and direction of their
activities by the Zone Operations Commissioners; assists in the revierv
and assessment of operations and results for soundness and efficiency
in meeting minority group requirements and recommends needed
revisions, adjustments or adaptation; represents the Commissioner at
conferences, meetings, and conventions as his chief advisor on racial
relations and minority group considerations; and. maintains liaison with
industry and consumer groups and organization lcadership, inter-
preting to them the programs and policies, the reflecting their reac-
tions, viewpoints, and needs.

Defense Coordinotor

The Defense Coordinator assists the Commissioner in the atlminis-
tration of FHA's civil defense and emergency housing aetivities and
in overseeing the tlischarge of FHA's responsibilities under the National
Plan for Civil antl Defense Mobilization. Ife represents the Commis-
sioner and serves as liaison with HHFA, the other constituent agencies,
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the Ofifice of Civil and Defcuse 1\fobilization, and other Federal, State
and. local agencies on Civil Defense matters; serves as metnber of the
HHFA Defense Plarrning Council arxl as Chairman of the FHA
Defense Couneil.

GENERAI COUNSET

The General Counsel seryes as the principal legal advisor to the
Commissioner and all elernents of the Federal l{ousing Administration;
supervises and coordinates the legal activities and functions carried
out by Federal Housing Adrninistration fielcl Offices; directs the sub-
mission of cases to the Attorney General for appropriate legal action;
and serves as a member of the Executive Board.

The Office of the General Counsel provides legal advice and services
on all phases of FHA aetivities; interprets provisions of the National
Housing Act, as amended, other acts, Executive Orders, etc., and regu-
lations promulgated thereunder; formulates rules and regulations;
prepares legal forms and documents; exercises legal supervision and
direction over the closing of rental housing cases; advises on control
over borrower corporations and legal questions on default and fore-
closures and assignment of mortgage notes; conducts legal matters in
the sale and management of the Commissioner acquired rental housing
projects; provides legal supervision over acquisition, management, and
sale of property and issuance of debentures and eertificates of claims;
and examines title evidence and passes upon its acceptability. It con-
ducts all legal activities affecting the Federal llousing Administration;
signs, acknowledges and verifies on behalf of the Commissioner, aII
declarations, bills, pleas, answers and other pleadings in any court
proceedings which are brought in the name of or against the Federal
Ifousing Commissioner, or in rvhich he is named as a party; ancl
prepares cases for submission to the Attorney General for appropriate
legal action.

ASSISTANT COMMISSIONER FOR AUDII AND EXAMINATION

The Assistant Commissioner for Audit and Examination coordinates
and supervises the Examination Division and the Audit Division to
maintain a continuing independent chccl< on the operations of the
Fecleral Housing Administration and thc maintenance of a continuing
comprehensive fiscal audit program, both internal and external, includ-
ing audit of mortgages, multifamily project mortgagors, and rental
brokers, for the purpose of providing the Commissioner with eontinuing
assurance of the soundness and integrity of operations and of con-
formance with prescribed policies, standards, and procedures. He
acts for the Commissioner in the determination of noncompliance with
statutes, including the criminal statutes, rules, regulations, policies and
procedures governing FHA operations and participants in FHA pro-
grams; directs remedial aetion and provides liaison with respect to
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iuvestigation requests to, and investigative reports frour, the Office of
the Adrniuistrator, IIIIFA. lle serves as a mernber of the Executive
Board.

Exqminqtion Division

The Examination Division conducts comprehensive periodic and
special examinations of tr'ederal }lousing Administration activities,
except those of a fiscal and financial character, for conformity with
statutory, regulatory and proced.ural requirements and with established
policies and procedures; and determines and. reports on the adequacy
of nonfiscal operations of field offrces and headquarters divisions,
including the conformity of mortgage underwriting and other opera-
tions to prescribed polieies and proeedures.

Audit Division

The Audit Division conducts continuing audits, surveys and exami-
nations of FHA's departmental and field financial operations and
activities to assure: (a) compliance with applicable laws, regulations,
directives, policies and procedures; (b) protection of public funds,
property, and other assets under FHA's control or jurisdiction; and
(c) the validity, integrity, and reliability of flscal information and data
reported. by FHA as regards public funds and property entrusted to
its control. As required, the Division conducts audits of the accounts,
statements, and current financial status of private concerns (approved
mortgagees) not subject to inspection by Federal or State supervisory
organizations who transact business with FHA. The Division eon-
ducts audits of FHA operating functions and of private concerns and
businesses participating in the FIIA programs, to insure the integrity
of the accoirnts, reports, statements, and records of the administration.

ASSISIANT COMiAISSIONER TOR IECHNICAT STANDARDS

The Assistant Commissioner for Technical Standards coordinates
and supervises the Architectural Standards Division and Appraisal
and Mortgage Risk Division, comprising the functions of : establishing
and maintaining architectural ancl engineering standards, methods,
procedures, ancl techniques, including minimum planning requirements,
minimum construction requirements, minimum property requirements
and procedures, and criteria for rating of physical security, as well as
the functions of establislting and maintaining standards, procedures,
and techniques for mortgage crerlit, valuation, land planning and the
selection and rating of mortgage risk; determination of acceptability
of new materials and method.s of construction; antl maintenance of con-
tinuing research in contemporary residential design and modern meth-
ods and techniques. He maintains technical supervision over the
underwriting activities in field offices; provides technical adviee and
assistauce to all elements of the Federal Housing Administration; pro-
vides technical consultative services to other Government agencies with
Poge 6 10/2/61
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rcspcct to housing programs alrd policies; and maintains liaison with
architectural, engineering, and other professional societies. He serves
as a member of the Executive Boarcl.

Architecturol Stqndqrds Division

The Architectural Standards Division establishes and maintains new
or improved. architectural and engineering standards, methods, tech-
niques, and criteria, including development and. maintenance of mini-
mum property requirements and development of rating of physical
security. The Division provides architectural and engineering consult-
ing and advisory services to all elements of the Federal Housing
Administration, carries on research into contemporary residential
design and modern engineering methods and techniques applicable to
housing, and maintains liaison with architectural and. engineering
societies and with public and private groups interested in the advance-
ment of housing standards and conditions.

Approisol ond Mortgoge Risk Division

The Appraisal and Mortgage Risk Division develops and maintains
standards, methods, teehniques, and criteria governing the entire risk
rating system of the Federal Housing Administration, including co-
ordination and integration of the rating of physical security and cost
estimation. The Division develops and recommends new or improved
methods, standards, techniques, criteria, and procedures related. to
mortgage credit, valuation, land planning, and mortgage risk rating.
The Division provides advisory and consulting services to a1l elements
of the Federal Ilousing Aclministration in the fields of mortgage credit,
valuation, Iand planning, and risl< determination.

ASSISIANI COMMISSIONER FOR PROGRAMS

The Assistant Commissioner for Programs coordinates and supervises
the activities of the Program Division and the Research and Statistics
Division. I'[e advises and. assists in the formulation and development
of basic policies ancl programs of the Federal Housing Ad.ministration,
evaluates programs of the FHA to determine the extent to which they
are achieving the broad purposes of the National Housing Act, and
develops recommendations designed to bring about more efrective
program operations. He maintains liaison with the Office of the
Administrator and the other constituent agencies and units of the
HHFA, and with other agencies for inter-agency grogram coord.ina-
tion; and provides consultative and advisory services to all elements of
the Fetleral Housing Administration and to public and private agencies
on general economic conditions affecting current, new, or proposed
programs. Ife serves as a member of the Executive Board.
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Progrom Division

The Program Division advises alxl assists in the formulation and
development of basic policies and programs of the lt'ederal I{ousing
Administration; conducts coutinuirrg reviews and evaluations of the
e{Iectiveness of programs ancl policies; and assists in the development
and evaluation of legislative proposals affecting programs of the Fed-
eral Housing Administration. The Division maintains liaison rvith the
Office of the Administrator and" the other constituent agencies and units
of the HHFA, and with other agencies for inter-agency program
coordination. The Division carries out research on ecorrornic a$pects of
mortgage insurance operations and on general economic and housing
conditions affecting new or proposed program operations of the Federal
Ilousing Administration.

Reseorch nnd Stotistics Division

The Research and Statistics Division advises FHA officials on the
economic aspects of FI{A mortgage and loan itrsurance operations and
on economic, housing, aud real estate problems rvhich, directly or
indirectly, affect FHA operations; conducts analytical studies of indi-
vidual housing markets as aids in local FIIA underrvriting operations
and the administration of insurance operations; develops techniques to
serve the specialized purposes of market analysis for FHA adminis-
trative guidance; provides actuarial and financial advice on FHA
operations, including such matters as instlrance reserves, distribution
of dividends, mortality and loss experience, standards of risk selection,
and financial market and investment conditions; and compiles, analyzes
and interprets statistics on voJume ancl characteristics of FHA
operations.

ASSISTANI COMMISSIONER TOR MUIITAI\AILY HOUSING OPERATIONS

The Assistant Commissioner for Multifarnily l-Iousing Operations is
responsible for the coordination and supervision of the Rental Housing
Division, the Cooperative I{ousing Division, the lJrban Renerval Divi-
sion, and the Zone Multifamily Housing Offices, and for the direction
of thc insuranee and servicing of multifamily housing mortgages. He
serves as a member of the Exeeutive Roard.

Rentol Housing Division

The Rental flousing Division clirects the operation of all rental
housing mortgage insurance programs other than urban renerval, and
in connection therewith, develops policies, rules, r'egulations, eligibility
requirements, and procedures; provides technical arlvice and guitlance
to headquarters and field offices, on-site training, guidance and assist-
anee to field office personnel, and evaluation of field office performance;
provides consultative and advisory service to financial institutiots and
to public and private groups with r:espect to insurance and servicing;
and provides technical clirection and supervision to field enforcement
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of the labor standards and. prevailing wage provisions of the National
Ilousing Act and the Department of Labor.

Cooperotive Housing Division

The Cooperative Housing Division directs the operation of the
cooperative housing program and in connection therewith, develops
policies, rules, regulations, eligibility requirements and proeedures;
provides technical advice and guidance to headquarters and field
offices, on-site training, guidance and assistance to field office personnel,
and evaluation of field office performance; provides technical advice
and assistance to cooperatives in the organization of mortgagor corpora-
tions or trusts, conduct of corporate affairs, and. housing project
management; and conducts a continuing program of research on
cooperatiYe housing.

lJrbon Renewol Division

The Urban Renewal Division coordinates FHA participation in
urban renewal, directs rental projeet mortgage insurance operations
under the urban renewal program, and in connection therewith, devel-
ops policies, regulations, and procedures.

Zone l/lultifqmily Housing Ofiices

The Zone Multifamily Housing Ofiices couduct multifamily housing
mortgage insurance operations and insured project mortgage servicing
operations within the geographical zone under his jurisdiction.

ASSISTANT COMMISSIONER FOR PROPERTY DISPOSITION

The Assistant Commissioner for Property Disposition is responsible
for the development and. recommendation of policies, regulations,
eligibility requirements and procedures for the conduct of an efficient
and effective property management and disposition program for home
and multifamily aequired properties; and provides technical advice
and guidanee on matters pertaining to property management and dis-
position activities for the Administration.

ASSISTANT COMMISSIONER.COMPTROtrER

The Assistant Commissioner-Cornptroller is responsible for the super-
vision and coordination of the Comptroller's Division. He supervises
all FHA fiscal matters; controls and approves all FHA expenditures;
and recommends investment of funds and retirement of debentures. He
serves as a member of the Executive Board.

Comptroller's Division

The Comptroller's Division supervises all FHA fiscal matters ;
tlevelops financial statements; designs fiscal aecounting systems, con-
trols, ancl proeedures; eontrols antl approves all FHA expenditures;
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determines sufficieDcy of collectiorrs, receipts, ancl re\renues; establishes
and maintains systems for billing, collectiou, deposit, ancl reporting of
revenue; analyzes insurance and other funds to determine availability
to meet current requirements; rccommends investment of funds and
retirement of debentures; determines extent ofl remairring authority to
insure; maintains controls refleeting unencumbered balances of budget
allocations, and allotment records reflecting apportionments thereof ;
controls receipt, examination, certification, and payment by cash or
debentures of insurance clairns; certifies requests for advances of
appropriated funds; and provides machine tabulating and electronic
data processing services.

ASSISTANI COMTAISSIONER FOR ADA'IINISIRAIION

The Assistant Commissioner for Administration is responsible for
a comprehensiye program of administrative management and services
comprising all personnel policy, procedures and activities; contracting
procurement, supply, printing, space management, Iibrary, and. other
office services; management surveys; forms and records management;
coordination and maintenance of the FHA manual, directives and other
issuances ancl instructional material, and supervises and coordinates
the activities of the Personnel Division, the Budget Division, the
General Services Division, and the Management Division. He serves
as a member of the Exeeutive Board.

Eudget Divi:ion

The Budget Division is responsible for the development, direction
and execution of all budget activities of the Federal Housing Adminis-
tration, including the development and formulation of budget esti-
rnates, Congressional justifications, requests for apportionments and
the control of the expenditure of funds to achieve the Commissioner's
objectives with respect to programs and activities, and to meet work-
load requirements economically and effectively. The Division is also
responsible for the preparation of funetional statements and organi-
zation charts, and for the analysis of the organizational structure for
the purpose of making recommendations for changes to improve
eeonomy anil efficieney.

Personnel Division

The Personnel Division is responsible for FHA personnel activities.
The Division develops and installs personnel policies and procedures;
aualyzes over-all personnel practices and systems; develops statements,
handbooks, and other informative and interpretive materials on per-
sonnel practices, policies, and management; interprets policies ancl
proeedures affecting personnel administration in accordance with stat-
utory and regulatory requirements I recruits, selects, and places em-
ployees; develops and operates employee relations and in-serviee train-
ing programs; supervises field service personnel operations; maintains
eontinuing classiffcation and wage administration programs; operates
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health and flrst aid programs; arrd atlnrinisters a program of incentive
alvards to employecs.

Generql Services Divirion

The General Services Division executes all contraets for services and
procurement, ineluding brokers' agreements, contracts for technical
and eonsulting services and materials, equipment ancl services for the
maintenance and operation of acquired properties; executes all agree-
ments for office space and collateral services; procures and issues
equipment, material, and supplies, includ.ing those used for the mainte-
nance and operation of properties acquired by the Federal Ilousing
Administration; procures utilities and office services for W'ashington
and field offices; issues travel orders; arranges all matters in connec-
tion with printing, forms design, and layout and distribution services
of the Federal Housing Administration; maintains a centralized steno-
graphic, typing, and machine transcription service; operates a mail
and messenger service for the Federal Housing Administration; main-
tains and controls non-operating files and records and provides library
facilities for all elements of the Fetleral Housing Administration.

iilonogemenl Division

The Management Division is responsible for direction of manage-
ment engineering surveys of Washington and field operations and.
activities; direction of a comprehensive forms and records manage-
ment program, and coordination and maintenance of the FIIA Manual,
directives and other issuances and instruetional material.

ASSISTANI COMMISSIONER FOR FIELD OPERAIIONS

The Assistant Commissioner for Field Operations is responsible for
the execution of the field operations of the Federal Housing Adminis-
tration other than the insurance and servicing of multifamily housing
mortgages. He coordinates and supervises the Zone Operations Commis-
sioners of the six geographical regions; develops and. recommends
policies and operating plans and procedures for the insurance of home
mortgages and the insuranee of loans under the Title I program; issues
or cancels contracts of insurance under Title I of the National Housing
Act; approves or cancels the approval of financial institutions as
approved mortgages; maintains procedures and manuals governing
the conduct of operations in the field, and provides coordination and.
advice in the development of field procedures. He serves as a member
of the Executive Board.

INSURING OFFICES

The fnsuring Offrces, located at 75 fieltl stations, perform all opera-
tions involved in the planning, development, and execution of the FHA
programs within the area of their jurisdictions. These offices reeeive
and process applieations for mortgage insurance, including determina-
tion 

-of 
valuation, location eligibility, arehitectural eligibility, land
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plalning eligibility, and mortgage cretlit eligibility, issuance of com-
nlitments for insurance and changes in terms of commitments, and
execution of mortgage insurance contracts. The Insuring Office con-
sents to releases of mortgagors and to releases of portions of mortgagetl
properties from mortgage liens; authorizes advances of mortgage money
during construction; advises mortgagees on all aspects of mortgage
servicing; administers special and emergency housing programs; pro-
vides ad.vice and assistance on minority group housing problems; super-
vises and directs property rranagement activities (including rental,
management, repair, alteration, and improvement of acquired proper-
ties) ; reviews operations of rental brokers; negotiates and executes
contracts for sale of acquired properties, and insures mortgages taken
as security in connection with the sale of properties; and supervises
operations of approved Title I lenders and dealers, and eontluets
eollection aetivities on Title f elaims.
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Policicr ond Proccdurer of the Adninistrotor
Pcrt l. Orgonizotion of rhe HHFA

I.5

Section 5

PUBTIC HOUSING AD'YIINISTRATION

The Public Housing Administration is a constituent of the Eousing
and Ilome F inance Ageney. It is heatlett by a Public Ilousing Com-
missioner appointed by the President, by and with the advite ancl
consent of the Senate.

PROGRA'Ii

The Public Housing Administration is responsible for the low-rent
public housing program formulated under the United States Eousing
Act of 1937, as amended, whieh authorizes Federal ffnancial assistanee
to loeal communities "to remetly the unsafe and insanitary housing
conditions and the aeute shortage of decent, safe, and sanitary dwell-
ings for families of low income . . ." Also inclutled in this pro-
gram are projects developed by the Public 'Works Administration
before passage of the Eousing Act of 1937, antl tr'arm Lnbor Camps
and. permanent w&r housing projeets transferred. under the terms of
the Ilousing Aet of 1950.

ORGANIZATION

Ofice of rhe Commi*ioner

The Public Eousing Commissioner is resporsible for the atlminis-
tration of all programs of the Public Ilousing Administration. In her
immediate office, the Commissioner has a small staff which is respou-
sible for the liaison activities of the Public Ilousing Administration
with the Congress, coordinating the handling of Congressional com-
munieations, and. related activity.

Oficc of rhe Depuly Commisdoner

The Deputy Commissioner is the Commissioner's principal adviser
and assistant and serves as Acting Commissioner in the absence of the
Commissioner. In his immediate offiee, the Deputy Commissioner has
a small stafr whieh is responsible for controlliug Public Housing Atl-
ministration action in connection with audit fintlings of concern to
the Public Housing Administration and other matters relating to the
prevention and correction of improper practices.

Public Afioirs B.cnch

The Public Affairs Branch is headed by a Director, who is responsible
for public relations and information activities.
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lntergroup Relotions Bronch

The Intergroup Relations Branch is headed by a Director, 'who is
responsible for matters relating to the partieipation of minority groups
in the various aspects of the development and management of public
housing, and for advice and assistance to the Commissioner and key
staff in all areas of implementing equal opportunity in housing and
employment.

Lcbor Relotions Brqnch

The Labor Relations Branch is headed by a Director, who is respon-
sible for the administration of various statutory, regulatory, &nal con-
traetual requirements governing labor standards and wage rates in
the development and management of publie housing.

lnternql Audit Brsnch

The Internal Audit Branch is headed by a Director, who is respon-
sible for a continuing review and appraisal of all operations of the
Public Housing Administration. Factors for appraisal inelude com-
pliance with policies and procedures, accuracy and reliability of con-
trols, adequate protective methods, causes for varianees, proper utili-
zation of manpower, and satisfaetory methods of operation.

Legol Division

The l-,legal Division is headed by a General Counsel, who is the
principle attorney of the Public Housing Administration, and is re-
sponsible for all legal aetivities and. for matters relating to the financ-
ing of low-rent housing.

Administrotion Division

The Atlministration Division is headed by an Assistant Commissioner,
who is responsible for matters relating to administrative management,
including organization planning, budget and personnel administration,
accounting and ffscal management, directives management, machine
data processing services, the proeurement ancl management of atlminis-
trative property, and general office services.

Development Division

The Development Division is headed by an Assistant Commissioner,
who is responsible for matters relating to the planning, design, and
construction of public housing, including development research, meth-
ods, and standards.

Ilonogemenl Division

The Management Division is headecl by an Assistant Commissioner,
who is responsible for matters relating to the operation of public
housing, including a program for conducting comprehensive audits
of local housiug authorities.
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Progrom Plonning Division

The Program Planning Division is headed by an Assistant Com-
missioner, who is responsible for matters relating to the economic
aspeets of public housing, ineluding low-income housing needs, income
lipits, 20/o gap determinations, relocation feasibility; admiuistrative
and operational statistics; and activities relating to civil defense aud
disaster relief.

Regionol Oficas

The programs of the Public Housing Administration are adminis-
tered through seven Regional Offiees located in Atlanta, Chicago, Fort
Worth, New York, Philadelphia, San Francisco, and Puerto Rico.
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Section 6

FEDERAL NATIONAL'IAORTGAGE ASSOCIATION

The Federal National Mortgage Association is a constituent of the
HHFA. ft was originally charttred on February 10, 1938, and was
rechartered under the Housing Act of 1954.

PROGRAiiI

The Federal National Mortgage Association is authorized:
(1) To provide supplementary assistance to the secondary market

for home mortgages by providing a degree of liquidity for mort-
gage investments, thereby improving the distribution of invest-
ment capital available for home mortgage ffnaneing.

(2) To provitle speeial assistanee (a) when, and. to the extent that,
the President has determined that it is in the public interest, for
(i) the financing of selected types of home mortgages, pending
the establishmeut of their marketability, originated under speeial
housing programs designed to provide housing of acceptable
standards at full economic eosts for segments of the national
population which are unable to obtain adequate housing under
established home finaneing programs, and (ii) the ffnancing of
home mortgages generally as a means of retarding or stopping a
decline in mortgage lending and home building activities which
threaten materially the stability of a high level national economy;
antl (b) as otherwise prescribed by law.

(3) To manage antl liquitlate the portfolio of mortgages acquired pur-
suant to contracts entered into between February L0, 1938 antl
November 7, 1954, and those other mortgages that have been or
will be acquired. from authorized sources, in an orderly mann€r,
with a minimum of adverse effeet upon the home mortgage market
and minimum loss to the Federal Government.

CAPIIAI,IZATION

The Association has nonvoting preferred stoek which has been sub-
scribed to and is held by the Secretary of the Treasury. The Associa-
tion also issues nonvoting common stoek to mortgage lenders using the
facilities of the Secondary Market Operations. Such lenders are re-
quired by law to subscribe for common stock to the extent of not more
than 2 per cent nor less than 1 per cent of the unpaid principal amounts
of mortgages they sell to the Association, as determiued from tim.e to
time by the Association.
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ORGANIZAIION

Board of Directors

The Board of Directors consists of ffve members, ineluding the Hous-
ing and Home Finance Administrator as Chairman of the Board and
four members appointed. by him from among the officers or employees
of the Association, the immediate office of the Administrator, or (with
the consent of the head of such department or agency) any other de-
partment or agency of the Federal Government. The Board of Direc-
tors determines general policies governing the management of the prop-
erty and business of the Association i:r accordance with applicable laws.

Ofice of the Presidenr

The President is chief exeeutive officer of the Association, and is
responsible for the general supervision of its business and affairs in
consonauce with general policies established by the Board of Directors.

Ofice of the Generol Counsel

The Gleneral Counsel is the principal consulting offieer of the Asso-
ciation in all matters of legal significance or import. IIe is responsible
for and directs all counsel, employees, attorneys, ancl agents in the per-
formance of all legal duties and. services for and on behalf of the
Association.

O6ce of the Controller

The Controller is responsible for the maintenance of all accounting
records of the Association, the preparation and. interpretation of aII
financial and statistical records and related reports, for budget formu-
lation and control, and for the certification of vouchers for payment
by the Treasurer.

Oftce of tho Secreto.Y-Treosurer

The Secretary attends and records all meetings of the Board of Direc-
tors, maintains official records, is custodian of the corporate seal, and
is responsible for procurement and related matters.

The Treasurer is responsible for colleetion, custody, and disbursement
of funds and securities belonging or entrusted to the Association in the
conduct of its business. Ife is also responsible for eustody and mainte-
nance of forms of obligations relating to indebtedness of the Associa-
tion and makes provision for the issuance of notes or other obligations,
the payment of interest thereon, and other related. matters.

The Loan Administration Division, headed by a I-.ioan Mauager, is
responsible for the supervision and direetion of the purchase, adminis-
tration, and sale of all mortgages in the Association's portfolio, and
for the disposition of security acquired. through foreclosure or other-
wlse.
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Exominotion ond Audir Division

The Examination and Audit Division, headed by a Director of
Examination and Audit, is responsible for the audit and verification
of aeeounts and records of the Assoeiation and its contract servicers,
and reporting of deviations from compliance with Association policies
and rules and other applicable general or specific statutes and standards.

Personnel Divirion

The Personnel Division, headed by a Director of Personnel, exercises
staff supervision over personnel matters, including classifieation of
positions, transfers, promotions, and training.

Agency Oftcer

The fieltl organization of the Association consists of five Agency
Offices located in Philatlelphia, Atlanta, Chicago, Dallas, and Los An-
geles. There is also a small Sales Office in New York City. The juris-
dietional boundaries of the Agency Offices are uniform with the HHtr'A
Regional Office boundaries (see Section 10 of this Part), except that the
Philatlelphia Agency Office has jurisdiction over the entire area which
corresponds to EHFA Regions I and II.

An Ageney Manager is in charge of each Agency Office of the Associ-
ation. In their respective areas, the Association's Ageneies are responsi-
ble for discharging the functions of the Association. The chief functions
involving the purehase, servicing or administration, and sale of mort-
gages, include activities such as the following: Examination of mort-
gage purchases, disbursement of funds, maintenance of necessary rec-
ords and books of account, supervision of contract services, and dis-
position of aequired properties. The Ageucies maintain contaets with
institutions that purchase and sell FHA-insured and YA-guaranteed
mortgages.

Voluntory Home ll/lodgoge Credit Progrom

Uncler reimbursement arrangements with the Ollice of the Adminis-
trator, the Association, through its Washington and Agency Offiees,
performs the administrative services in eonnection with the Voluntary
Home Mortgage Credit Program as preseribed in Section 1-9 of this
Volume.
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Section 7

COMMUNITY FACILITIES ADMINISTRAIION

The Community Faeilities Administration is a constituent of the
Housing and Home Finance Agency, established by Administrator's
Organizational Order No.l of Decembcr 23, 1954. It is headed by a
Community Facilitics Commissioner appointed by the Administrator.

PROGRAMS

The Community Facilitics Administration is responsiblc for admin-
istration of the following programs and activities:

(1) Loans to educational institutions of higher learning to finance
student antl faculty housing and other related facilities and
loans to hospitals for housing facilitics for student nurses, in-
terns, and resident physicians, uuder Title IV of the Housing
Act of 1950, as amentled.

(2) Loans to municipalities and othcr political subdivisions and in-
strumentalities of Statcs to financc construction of needed public
facilities, under Title II of the Housing Amendments of 1955,
as amencled.

(3) Advances to State arrd loeal governments to maintain a eontinu-
ing and adequate reserve of planned public rvorks, undcr Section
702 of the Housing Act of 1954, as amended.

(4) Loans to private rronprofit eorporations, eonsumcr co-operatives,
and public bodics or ageneies for the provision of housing for
elc'lerly persons, under the Ifousing Act of 1959, as amendecl.

(5) Loans and grants to States, political subtlivisions, fndian tribes,
ancl private nonprofit corporations to improve opportunities for
industrial expansion in redevelopment areas, under the pro-
visions of Sections 7 and 8 of the Area Redevelopment Act of
1961 antl delegation of authority from the Secretary of Com-
merce,

(6) In cooperation rvith the Seeretary of Comrnerce, grants to mu-
nicipalities ancl other political sub<livisions and instrumentalities
of States to finance construetion of public worhs in areas of
substantial unemployment and irr redeveloprnent areas, under
the Public Works Acceleration Act of 1962.
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l-7 Community Focilirier Adminiotrotion

(7) Untler agreement with the Commissioner of Education, perform-
ance of certain technical functions in constructing and equip-
ping school faeilities for which Federal aid is proviilerl by the
Office of Education under the School Construction Act, as
amended.

(8) Under agreement with the Commissioner of Education, perform-
ance of certain technical functions in constructing and equip-
ping academic facilities for which Federal aid is providetl by
the Office of Education under the Higher Education Facilities
Act of 1963.

(9) Untler agreement rvith the Secretary of the Interior, collection,
compromise, or release of claims arising under the Alaska Public'Works Act.

(10) Management of the investment portfolio of securities held by the
HHFA in connection with Community Facilities Administration
programs.

( 11)

components and for large seale modernized site construction;
the war public works program under Title II of the Lanham
Act; the program under the Alaska Housing Act of 1949, rvhich
provided loan funds to the Alaska Housing Authority for certain
housing construction and repair; and the program of Public
Agency I-,loans, which provided for loans to States, counties,
municipalities, and other public ageneies for needed public
facilities, transferred to the Housing and Home Finance Admin-
istrator for liquidation under Reorganization Plan 1 of 1957.

Field operations of the Community Facilities Administration pro-
grams are carried on through the HIIFA Regional Offices.

OTFICE OF IHE COIIAMISSIONER

The Community Facilities Commissioner is responsible for the ad-
ministration and management of programs delegated and,/or assigned
to the CFA.

The Deputy Commissioner shall serve as the principal assistant to
the Commissioner, sharing with him the direction and supervision of
all CF'A programs, and shall act for him in his absence with full
authority and responsibility for the conduct of the affairs of the Com-
munity Facilities Administration.

PROGRAM REVIEW EOARD

The Program Review Board shall consist of the Assistant Commis-
sioner for Program Development, the Assistant Commissioner for
Page 2 7/9/55
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DIRECIOR OI PUBUC AfFAIRS

The Director of Public Affairs shall plan and direct the public in-
formation program of CFA; perform Congressional liaison aetivities
delegated to CFA; maintain liaison on public information matters with
the OA Office of Public Affairs; direct the planning and issuance of
CFA technical publications; ad.vise on the intergroup relations as-
pects of Ctr'A programs; and perform special assignments at the direc-
tion of the Commissioner.

DIRECIOR OF FINANCE

The Director of Finance shall direct the administration of the loan
management portfolio; provide ffnancial and monetary counsel with
respect to bond marketing; ad.vise the Commissioner and Assistant
Commissioners on financial policy and standards of analysis thereof ;
serve as technical financial advisor to the Assistant Commissioners on
program and. project problems; develop standards and procedures for
CFA Regional Of8ce finance functions; and review the professional
competence of CFA and regional finance staffs.

DIRECIOR OF ADMINISTRATIVE OPERAIIONS

The Director of Administrative Operations shall analyze and con-
trol CFA central office ad.ministrative budgets; coord.inate personnel,
travel, ancl office services activities; supervise mail, file, and document
control activities; maintain liaison with the OA Office of Administra-
tion on assigned functions; and perform other administrative duties
as directecl by the Commissioner.
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Operalions and Engineering, the Assistant Commissioner for Manage-
Tent Control, the Chief Counsel, the Director of Public Affairs, and
the Director of Finance. It shall review present and proposed policies
of CFA and recommend action to the Commissioner.

CHIEF COUNSET

The Chief Counsel shall provide legal advice and assistance to the
Commissioner and CFA staIf. He shall provide continuous communi-
cation between CFA and the General Counsel on all legal considerations
involved or anticipatecl in carrying out CFA functions; draft CFA
legislative proposals and, as assigned by the General Counsel, prepare
reports on general legislation; develop standarrls and procedures for
CFA legal functions in Regional Ofiices; insure the maintenance of
professional competence of CFA and Regional Office legal staffs;
request compliance investigations, evaluate findings for recommenda-
tions to the Commissioner, ancl ascertain final disposition of reports
for CFA and the Regional Offices.
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OFFICE OF PROGRAM DEVETOPAAENI

The Office of Program Development shall be headed by an Assistant
Commissioner for Program Development, who shall serve the Com-
missioner and Deputy Commissioner in coordinating the day-to-day
operational and staff functions; represent the Commissioner with the
OA, other Federal agencies, State and local governments, and publie
institutions for the purpose of identifying requirements and defining
them in terms of CFA programs and established HHFA policies; de-
velop and administer new and temporary programs to the point where
they become operational and appropriate for decentralization; deter-
mine financial and manpower requirements for programs delegated or
assigned to CFA, and be responsible for CFA budgeting and program-
ming; develop solutions to policy problems in all CFA programs;
coordinate CFA fieltl operations; serve as chairman and direct the
functions of the Program Revierv Board for the purpose of developing
and recommending coorclinated policy positions and plans for action to
the Commissioner anrl Administrator.

The Office sJrall have the following Divisions:

Speciol Proietts Division

The Special Projects Division, under a Director, shall direct the
implementation of the Academic Facilities Program and such other new
or temporary programs as rnay be assignecl or delegated in the future
for CFA atlministration; maintain liaison with other departments and
agencies in the planning and development of assigned or delegated
programs; advise and consult with operating divisions with respect
to the history and background of programs which are in the process
of d.eveloping into a permanent or ongoing status; and coordinate CFA
field operations.

Budger ond Requirements Division

The Budget and Requirements Division, under a Director, shall con-
duct comprehensive studies and analyses required to keep the Commis-
sioner advised. of the needs for carrying out CFA programs; review
and analyze budgetary estimates and needs and work programs; and
develop estimates of financial and manpolver requirements for CFA
programs. It shall be responsible for liaison and coordination with the
OA, other Federal agencies, State and Iocal governments, and public
institutions, in order to identify and define manpower and financing
requirements in terms of CFA programs and established HHFA
policies. It shall develop timely and comprehensive bud.getary reports
relating obligation and expenditure of funds to approved programs,
and shall serve the Program Review Boarcl in developing coordinated
positions and. plans of action.

OFFICE OF MANAGEMENI CONTROT

The Office of Management Control shall be headed by an Assistant
Commissioner for Management Control, who shall evaluate the effective-
ness of CFA programs and policies in meeting program objectives;
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eonduct organizational and performance studies of CFA programs and
policies, and studies of program impact; direct a management and
progress reporting system for the purpose of provicling essential data
to the Commissioner and Assistant Commissioners for decision making,
program direction, and field evaluation; develop costs, statistical data,
and performance standards for guidance of agency and field personnel
in the planning and direction of programs and projects; direct the
evaluation of field program performance and make recommendations
for correcting deffciencies; revierv reports of audits of CFA programs
and projects and initiate or coordinate corrective actions; maintain
liaison in auditing matters rvith OA and GAO; direct and coordinate
the preparation and maintenance of CFA directives; and conduct
special investigations, internal surveys, and inquiries at the direction
of the Commissioner.

The Office shall lrave the follolyiug Divisions:

Evoluotion Division

The Evaluation Division, nnder a Director, shall evaluate the effec-
tiveness of CFA programs and policies in meeting program objectives.
It shall conduct organizational aud performance stud.ies of CFA pro-
grams and policies, and studies of Ctr'A prograrn impact. It shall re-
view reports of auclits of CFA programs and projects, initiate or
coorclinate corrective action, and maintain liaison on these matters with
the OA Audit Division and GAO. It shall direct the evaluation of field
program performance and make recommendations for correcting de-
fieiencies.

Stdtistica ond Reporls Division

The Statistics and Reports Division, under a Director, shall develop
and maintain systems for uniform fielcl and central of6ce statistical
functions; maintain program records and prepare reports of program
status and accomplishment; and rlevelop costs, statistical data, and
standards for guidance of CFA and fieltl staff in planning and direc-
tion of programs and projects.

Dirertives Division

The Directives Division, under a Director, shall provide centralizing
coordination and direction of preparation and maintenance of CFA
manuals and directives, including technical and program policies and
proceclures; and shall develop and maintain uniform systems and
procedures for field and central office control.

OFTICE OF OPERATIONS AND ENGINEER]NG

The Office of Operations and Engineering shall be headecl by an
Assistant Commissioner for Operations and Engineering, who shall
direct the adrninistration of continuing and stabilized. programs as-
signed to CFA; provide program, technical, and management engineer-
ing direction to Regional Directors of CFA in the execution of assigned.
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or delegated programs; provide technieal engineering assistance to the
Assistant Commissioner for Program Development for new or tem-
porary programs; advise the Commissioner, Deputy Commissioner,
and Assistant Commissioners on the technical engineering aspects of
CFA programs; evaluate the professional competence of operational
and regional engineering staffs; and be responsible for the development
of procedures for labor standards enforcement.

The Office shall have the follorving Divisions:

Engineering Division

The Engineering Division, under a Director, shall advise on eugi-
neering policy and standards of analysis thereof; serye as technical and
management engineering adviser on program and project problems;
develop standards and procedures for Cl'A engineering functions in
Regional 0ffices; revierv the professional competence of regional engi-
neering staffs; and maintain continuing liaison and advise field engi-
neers on unusually conrplex ancl specialized engineering problems en-
countered during the course of normal operations.

Public Focilities Division

The Public Facilities Division, under a Director, shall be responsible
for the effective accomplishrnent of the programs of Public Facility
I:oans, Advances for Publie \Yorks }'lanning (including collections
thereunder), ARA l-.loans and Grauts, and Accelerated Public Works.
It shall develop program policies, standards, antl procedures; guide
and evaluate Regional Office administration of public facility pro-
grams; and process program actions requiring CF'A central office ap-
proval.

College Housing Division

The College Housing Division, under a Director, shall be responsible
for the effective accomplishment of the College Housing Program. It
shall develop proglam policies, standards, and procedures; guide and
evaluate Regional Offrce administration of the program; and process
program actions requiring CFA central office approval.

Senior Citizens Housing Division

The Senior Citizens Housing Division, under a Director, shall be
responsible for the effective accomplishment of the Senior Citizens
Housing Loan Program. It shall develop program policies, standards,
and proceclures; guide and evaluate Regional Office administration of
the program; ancl process program actiolts requiring CFA ceutral office
approval.
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School Construction Division

The School Construction Division, under a Dircctor, shall be respon-
sible for the effective accomplishment of HHFA responsibilities under
the School Construetion Program. It shall develop program policies,
standards, and procedures; guide and evaluate Regional Office atlminis-
tration of the program; process program actions requiring CFA central
office approval; and maintain liaison with the Office of Education.
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Section 8

URBAN RENEWAL ADMINISTRATION

The Urban Renewal Administration is a constituent of the Housing
and Ilome X'inance Agency, established by the Administrator's Organi-
zational Order No. 1 of December 23, L954, It is headetl by an Urban
Renewal Commissioner appointetl by the Administrator.

PROGRAMS

The Urban Renewal Administration is responsible for the following
programs and activities:

(1) Administration of the program of slum clearance and urban
renewal under Title I of the Housing Act of 1949, as amended;
uncler which planning advances, loans, and grants are made to
localities for planning antl carrying out programs for the preven-
tion and elimination of slums, blight, and deterioration, through
redevelopment, conservation, and rehabilitation.

(2) Atlministration of the urban renewal demonstration grant pro-
gram under Section 314 of the Eousing Act of 1954, under which
grants are m&de to public botlies for developing, testing, and
reporting on improved techniques for preventing antl eliminating
slums and urban blight.

(3) Attministration of the urban planning assistance program under
Section 701 of the Housing Act of 1954, as amended, under
which grants are made to State, metropolitan, regional, loeal,
and. other planning agencies to carry out various aspects of
comprehensive planning as deffnetl iu that Seetion.

(4) Administratiou of the open-space land program under Title VII
of the Ilousing Act of 1961, untler which grants are made to
States and local public botlies for the aequisition of land for
permanent open-space uses.

(5) Development of technieal criteria and standards, and provision
of technical guidance, to assist the Administrator in the exereise
of his nondelegable and. reserved functions concerned with urban
renewal, relating to approval and certification of Workable Pro-
grams for Community Improvement, approval and certification
of relocation plans, and actions pertaining to the FHA Section
220 and,221 programs.

7/15/64 Poge I
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OFFICE OF THE COMMISSIONER

The Urban Renewal Commissioner is responsible for the administra-
tion of the progra-s and activities of the Urban Renewal Administra-
tion in aecordauce with the provisious of the Administrator's Organiza-
tional Order No. 1 and delegations of authority by the Administrator.

The Deputy Commissioner shall assist the Commissioner in the direc-
tion and supervision of the URA programs, with special responsibility
for supervision of the technical stand.ards, field operations, and admin-
istrative management aspects of URA programs; and act for him in his
absence.

URA POIICY REVIEW COi'IMITTEE

The URA Policy Review Committee shall consist of URA staff desig-
nated by the Commissioner. It shall advise the Commissioner with
respect to proposals for technieal and. admiuistrative policies and
standards.

ASStSrANr rO THE COMi'IISSIONER (TNIERGROUP RELATIONS)

The Assistant to the Commissioner (Intergroup Relations) shall ac[-
vise the Commissioner on intergroup relations considerations and the
efrects on minority groups of URA program activities. Ee shall develop
policies and standards and evaluate HIIFA and local a,gency operations
with respect to these matters. He shall maintain liaison with the Assist-
ant to the Administrator for Iutergroup Relations and with public
interest and. minority representation groups.

DIRECIOR OF PUBTIC AFFAIRS

The Director of Publie Afrairs shall atlvise the Commissioner on
public relations matters. IIe shall plan, coordinate, and direct a nation-
witle public information program to promote a better understanding
of IIRA objectives and accomplishments, through the assembly, prepa-
ration, and issuance of public information on current progran activi-
ties and results and through the development and issuance of eduea-
tional and tech:rieal periodicals and publications. He shall maintain
contacts with public officials and private organizations on public rela-
tions matters. Ife shall arrange for public appeararlces of the Commis-
sioner and. other URA officials and direct the preparation of speech
and script materials. He shall uaintain liaison with the Assistaut
Administrator for Public Affairs.

OFFICE OF CHIEF COUNSEL

The Office of Chief Counsel, headed by a Chief Counsel, shall provide
Iegal advice and assistance to the Commissioner and staff; develop and
recommend standards, methocls, aad procedures for urban renewal
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legal functions in the Regional Offfces; perform Central Offiee lega1 re-
views and make recommendations thereon; provide technical guidance
and assistance to Regional Office legal staffs, and appraise the profes-
sional adequacy of their urban renewal legal activities; maintain liaison
with the HHFA General Counsel on matters of State legislation,
ad.ministrative law, and legislative reference service; antl upon assign-
ment from the HIIFA General Counsel, provide legal services in con-
nection with litigation involving URA programs.

OFFICE OF PROGRAAN P[ANNING

The Office of Program Planning, headed by an Assistant Commis-
sioner for Program Planning, shall study and analyze the causes, effects,
and magnitucle of slums, urban blight, and d.eterioration; appraise the
effectiveness of various methods of meeting these problems, including
specifically the programs ad.ministered by IIRA; and. devise new or im-
proved methods of treatment. It shall assist the Commissioner in tle-
velopment of the legislative program; and evaluate program operations
and progress, and recommend corrective action when necessary. It shall
administer the urban renewal demonstration grant program authorized
by Section 314 of the Housing Act of 1954.

The Office shall have the following Branches:

Legislotive Policy Branch

The Legislative Policy Branch, headed by a Director, shall assist the
Assistant Commissioner in evaluating the need for and d.eveloping
iegislative proposals, preparing data to support the legislative program,
and preparing IIRA comments on pending legislation.

Progrom Dota ond Evoluolion Branch

The Program Data and Evaluation Branch, head.ed by a Director,
shall develop and administer systems for assembling and recording
program data and prepare reports and analyses of program aetivity and
status. It shall evaluate program effectiveness ancl progress, and recom-
mend new or revised policies or programs.

D6monstrotion Progrom Bronch

The Demonstration Program Branch headed by a Director, shall
assist the Assistant Commissioner in the performance of functions relat-
ing to the Seetion 314 urban renewal demonstration grant program.

OFFICE OF URBAN PIANNING AND COI\AMUNIIY DEVETOPMENT

The Office of Urban Planning and Community Development, headed
by an Assistant Commissioner for Urban Planning and Community
Development shall advise the Commissioner on the urban planning
assistauce program authorized by Section 701 of the Housing Aet of
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1954, as a,mended; Community Renewal Program activities; the open-
space land. program authorized by Title VII of the Housing Act of 1961;
IIRA functions with respect to'Workable Programs for Community Im-
provement; and other URA functions involving comprehensive plan-
niug and community development activities. It shali develop policies,
standards, and methods, postreyiew Regional Office actions, and renaler
tech:rical ad.vice, guidanee, and stafr assistance to Regional Offices on
these matters.

It shall coordinate URA activities with those of other HHFA
eonstituents and other Federal agencies with respect to related plan-
ning functions. It shall maintain primary liaison with national and
local planning organizations.

The Office of Urban Planning and Community Development shall
have the following organization units:

Divirion of Urbon Plonning

The Division of Urban Planning, headed by a Deputy Assistant Com-
missioner for Urban Planning, shall assist the Assistant Commissioner
in the direction and administration of the activities assigned the IIrban
Planning Assistance Branch antl the Community Development Branch.

Urbon Plonning Asrislqnce Bronch

The Urban Planning Assistance Branch, headed by a Director, shall
assist in the performanee of functions relating to the Seetion 701 urban
planning assistance program, inclutling mass transportation planning
functions assigned. to IIRA.

Community Development Bronch

The Community Development Branch, headed by a Director, shall
assist in the performance of functions relating to 'Workable Pro-
grams for Community Improvement, Community Renewal Programs,
and. other community development activities.

Open-Spoce tond Divi:ion

The Open-Space l-rand Division, headed by a Deputy Assistant Com-
missioner for Open Space I-.land, shall assist the Assistant Commissioner
in the performance of functions relating to the Title VII open-space
land. program.

OFFICE OF RETOCAIION AND REHABIIIIATION

The Offiee of Relocation and Rehabilitation, headed by an Assistant
Commissioner for Relocation and Rehabilitation, shall advise the Com-
missioner on matters involving the relocation and rehousing of residents
and business concerns displaced from urban renewal project areas; the
interim management of acquired real property in project areas; the
development of community organization to obtain effective individual
and group participation in the aehievement of local urban renewal
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objectives through the
and industry groups,

coordinated work of public agencies, business
public interest groups, and

stituents.

The Office of Relocation and. Rehabilitation shall have the following
organization units:

Division of Relocstion ond Communily Orgonizotion

The Division of Relocation and Community Organization, headed
by a Deputy Assistant Commissioner for Reloeation and Community
Organization, shall assist the Assistant Commissioner in the direetion
and ad.ministration of the activities assigned the Relocation Branch and
the Community Organization Branch.

Relocotion Bronch

The Relocation Branch, headed by a Director, shall assist in the
performance of functions relating to relocation and property manage-
ment.

Community Orgonizotion Bronch

The Community Orgauization Branch, heatled. by a Director, shall
assist in the performance of functions relating to community organiza-
tion and urban sociology.

Rehobilitotion ond Coder Division

The Rehabilitation and Codes Division, headed by a Deputy Assistant
Commissioner for Rehabilitation and Codes, shall assist the Assistant
Commissioner in the direction and administration of the activities as-
signed the B,ehabilitation and Conservation Branch and the Codes and
Builtling Standards Branch.

Rehobilirotion ond Conscrvolion Bronch

The Rehabilitatiou and Conservation Branch, headed by a Director,
shall assist in the performarrce of functions relating to the rehabilitation
and conservation of neighborhoods and structures.

Codes qnd Building Stqndords lrqnch

The Codes and Building Standards Branch, headed by a Director,
shall assist in the performance of funetions relating to the development
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and administration of local building, housing, and other laws, codes,
and. regulations for adequate standards of health, sanitation, aud safety
for residential, commercial, ind.ustrial, and other structures; and the
encouragement of the permissive use of new prove[ materials, tech-
niques, and methods of construction.

DIVISION OF IECHNICAT SIANDARDS

The Division of Technical Standards, headed. by an Assistant Com-
missioner for Technical Standards, shall advise the Commissioner on
teehnical matters and operations; develop technical policies, standarils,
methods, and guides for the planning and execution of urban renewal
projects; postreview Regional Offiee program actions and render techni-
eal assistance; and assist in developing and maintaining a high level of
professional competence among technical personnel of the URA and
Regional Offices.

The Division shall have the following Officers and Branches:

Chief Finonce Oficer

The Chief Finance Officer shall assist the Assistant Commissioner in
the performance of functions relating to the procurement of funds
by local public agencies planning and undertaking urban renewal
projects, including Federal and non-Federal funds and non eash local
grants-in-aid.

Chief Reol Estote Officer

The Chief ReaI Estate Officer shall assist the Assistant Comrnissioner
in the performance of functions relating to the acquisition of real
property in urban renewal project areas, and to other technical real
estate matters, such as appraisals, real estate taxes, and title services;
and, as requested, shall provide technical assistance with respect to these
matters for other URA programs.

Chief Urbon Design Offcer

The Chief Urban Design Officer shall assist the Assistant Commis-
sioner in the performance of functions relating to the urban design
aspects of urban renewal projects.

Proiact Plonning ond Engineering Bronch

The Project Planning and Engineering Branch, headed by a Direc-
tor, shall assist the Assistant Commissioner in the performance of func-
tions relating to general neighborhood renewal planning, project plan-
ning, engineering and economic aspects of projects, and local zoning,
subdivision, and other regulations relating to land usage.

Redevelopment Bronch

The Redevelopment Branch, headed by a Director, shall assist the As-
sistant Commissioner in the performance of functions relating to the
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disposal of real property in urban renewal project areas; the evaluation
and stimulation of redeveloper activities, participation of financial
interests, and encouragement of private low- and mitldle-income hous-
ing in project areas; and the provision of public facilities supporting
urban renewal projects.

DIVISION OF FIETD OPERATIONS

The Division of Field Operations, headed by an Assistant Commis-
sioner for Field Operations, shall maintain liaison with HHFA
Regional Offfces to assure integrated and effective program perform-
ance. It shall review Regioual performance in terms of adherence to
operations schedules and program goals, and recommend necessary cor-
rective action. It shall review, coordinate, and expedite Regional pro-
gram submissions and present recommendations for the Commissioner's
action on these matters. It shall perform a continuing review of urban
renewal field operations and keep the Commissioner and URA stafr cur-
rently informed on field operations activities and problems. It shall
advise Regional urban renewal staff in the application of UB,A policy
and procedure in specific situations. It shall coord.inate the provision
of technical assistance to Regional Offfces in matters involving program
operations and specific operating problems. It shall review proposed
policy and procedural issuances for conformance with operations objec-
tives. It shall coordinate urban renewal operations with those of other
HIIFA constituents.

DIVISION OF ADMINISTRATIVE'IAANAGEIIAENT

The Division of Administrative Management, headed by a Director,
shall analyze and make recommendations concerning EIIFA orgauiza-
tion for carrying out URA program responsibilities; conduct programs
for development and continuing analysis of managemeut methods
and systems in the URA and HHFA Regional Office urban renewal
units; develop and coordinate URA intern training programs; and
prepare, clear, and maintain issuances of technical and ad"ministrative
policies, stand.ards, and procedures. ft shall develop technical policies,
stand.ards, and methods for administrative practices of local agencies
and expenditures control aspects of project activity; conduct post-
reviews of audit flndings and actions thereon; and. provide technical
advice and assistance to Regional Offices in matters involving fiscal
management and eligibility of projeet costs. It shall formulate URA
program and administrative budgets; administer URA budgetary
operations functions; and render technical assistance to the Commis-
sioner in connection with Bureau of the Budget and congressional
action on these matters. It shall furnish advice and assistance on
insurance requirements in connection with program operations. It shall
coordinate personnel, travel, and office activities; and supervise rnail,
file, and document control activities. It shall be responsible for certain
administrative functions related to defense planning activities. It shall
majntain liaison l,ith the OA an<l constituents on matters involving
Division funetions.
7/15/64 Poge 7
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Section 9

VOTUNTARY HOiIE 
'iAORIGAGE 

CREDIT PROGRA'II

Title VI of the Housing Act of 1954 provides for a Voluntary Horne
Mortgage Credit Program to encourage and faeilitate the flow of private
funds for FHA-insured and VA-guaranteed home mortgage loans into
areas and eommunities where there may be a shortage of local capital or
inadequate institutional facilities. This assistance is available to minor-
ity groups in any area where financing for such housing is not available
on terms as favorable as for others. Under the Act, the Housing antl
Home Finance Ageney provides continuing-staff assistance, space, and
related facilities.

The Housing and Home Fiuauce Administretor furnishes staff as-
sistance, space, and related facilities to the National Committee and
regional subcommittees through the Federal National Mortgage Associa-
tion under a reimbursable agreement. The members of the National
Voluntary Home Mortgage Credit Extensiou Committee and the re-
gional subcommittees are designated by the Administrator from private
industry and serve on a voluntary basis.

ONGANIZATTON

The program is operated by the National Yoluntary Home Mortgage
Cretlit Extension Committee and the regional subcommittees. These
committees have no authority to nrake loans, but they are committed to
assist applieants in plaeing insurecl ancl. guaranteed loans with private
finaneing institutions.

NATIONAT CO'UIMITTEE

The National Committee is composed of the Housing and Home Fi-
nauce Administrator as Chairman, and fourteen voting members ap'
pointed by him-two from each of the five major types of mortgage
lending institutions, the builders of residential properties, an<I the real
estate boards. There are also advisory members representing the Fed-
eral Reserve Board, the Veterans' Administration, the Federal llome
Iroan Bank Board, and the Federal Housing Administration.

Functionr of Notionol Committee

In general, the National Committee is responsible for direction anrl
supervision of the program, and establishment of policies for its opera-
tion. It is required to study and review demand and supply of funds for
residential mortgage loans in all parts of the country ancl to correlate
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the activities of the regioual subcommittees. The Adrninistrator, as
C'lhairman of the National Committee, is required to make an annual
report to the Congress of the operations of the National Committee and
the regional subcommittees.

In fulfillment of these required funetions, the more specifie duties of
the Natiorral Committee and its staff are as follows:

(1) Formulation of basic policies on the objectives and scope of the
program, and guidance of the regional subcommittees in dealing
with program problems.

(2) Supervision of the operations of the regional subcommittees.
(3) Formulation of the operating procedures for the regional sub-

committees.

(4) The preparation of standard forms (such as application forms
and lender reporting forms) to be used in regional subcommittee
operations.

(5) The preparation of explanatory materials and publicity on the
program.

( 6 ) The assembly, summarization, and analysis of statistical and
analytical reports on progress under the program and on studies
of the demand for and supply of residential mortgage funds in
the various areas.

(7) Consultation rvith representatives of trade associations and FHA
and VA officials to facilitate the operation of the prograln.

(8) The correlation of information obtained on intended participa-
tion in the program by individual lenders in specific areas r.vith
regard to specified types of loans; and use of the information in
the organization and maintenance of rosters of lenders willing
to participate under the program in speeified areas, for the use
of the regional subeommittees.

REGIONA1 SUBCOMMITTEES

The regional subcommittees are the operating committees, referring
applications to participating lending institutions in order to find private
financing for the applicants.

Regional subcommittees include representatives of small, medium,
and large enterprise, and of various geographical areas. The Chairman
of each regional subeommittee is selected. by its members.

The geographic jurisdiction of each regional subcommittee corre-
sponds to the standard HHFA regional pattern prescribed in Section
1-10 of this Volume except that no regional subcommittee has been estab-
lished in Region VfI, and VHMCP activities for that region are carried
out through the regional subeommittee in Region L The heaclquarters of
each regional subcommittee correspond to the standard FNMA Agency
Offrce pattern, as prescribed in Section 1-10 of this Volume, rvith the
Region I and Region ff subcommittees having headquarters in the
FNI\IA Agency Office in Philatlelphia.
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Stofi Arristoncc

The Housing and Home Finance Administrator is authorized and
directed, under the Housing Act of 1954, to provid.e the National Com-
mittee and the regional subcommittees with suitable office and meeting
places and to furnish such staff assistarce as may be reasonably neces-
sary for purposes of assisting in the performance of the functions of
the program.

Staff assistance to the National Committee is provided by the Federal
National Mortgage Association.

Staff assistance to the regional subcommittees is provided by the
FNMA Agency Office located in the jurisdiction of the subcommittee ex-
cept that the Region I and Region If subcommittees receive such assist-
ance from the FNMA Agency Office in Philaclelphia. The FNMA
Agency Offices are responsible for processing applications received,
maintaining contacts l.ith various partieipating industry groups, corn-
piling statistical and analytical reports, arrangjng subcommittee rneet-
ings, preparing agenda for and minutes of such meetings, and provicl-
ing members rvith information to assist them in the performance of their
duties.
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Section I0

I.IHFA REGIONAT PAITERN

Regioual or field offrce activities of the HHFA shall be calried, out
through ofiices serving the geographic areas and loeated in the Regional
headquarters cities indicated belorn'. This Regional pattern shall be
uniformly applied in the conduct of fieltl activities of the Housing and
Home Finance Agency, including each of its constituent agencies and
each organizational unit of the Office of the Administrator. The geo-
graphic jurisdictions of the regional subcommittees of the National
Voluntary Home Mortgage Credit Extension Committee also conform to
this pattern except that no subcommittee has been established for
Region VII, and VHMCP activities for that region are earried out by
the regional subcommittee in Region I. The headquarters of these
subcommittees coruespond to the FNMA Agency Office pattern (see
Section 1-6).

REG]ON HEADQUARIERS CITY

I New York, New York

II Phitattelphia, Pennsylvauia

III Atlanta, Georgia

Mhicago, Illinois

V Fort Worth, Texas Arkansas, Colorado, Kansas, I:ou-
isiana, Missouri, New Mexieo, Okla-
homa, Texas

VI San Francisco, California Alaska, Arizona, California, Ha-
waii, Idaho, Montana, Nevada,
Oregon, Utah, Washington, 'Wyo-

ming, Guam

VII San Juan, Puerto Rico Puerto Rico, Virgin Islands

F NMA activities for all of the states included within the boundaries
of Regions I, II and VII shall be condueted from the FNMA Agency

5/5/64 Pcge t

STAIES IN JURISDICTION

Connecticut, Maine, Massachusetts,
New Hampshire, New York, Rhode
Island., Vermont
Delaware, District of Columbia,
Maryland, New Jersey, Pennsyl-
vania, Virginia, West Virginia
Alabama, Florida, Georgia, Ken-
tucky, Mississippi, North Carolina,
South Carolina, Tennessee

Illinois, Indiana, Iowa, Michigan,
Miunesota, Nebraska, North Da-
kota, Ohio, South Dakota, Wis-
consln
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Office in Philadelphia, except for such actiyities as are carried out irr
the FNMA sales office in New York.

The standard Regional pattern does not preclude the establishment
of such sub-offices (includiug FIIA insuring offices) within the pre-
scribed Regional boundaries as may be required by individual units
of the Agency providing that the heads of such sub-offiees report through
the heads of Regional Offiees provided for under the standard patterrr.

Amangements for adjustments to the standard Regional pattern shall
be coordinated for the Administrator by the Assistant Ad.ministrator
(Administration). The Assistant Administrator (Administration) shall
lvork with the constituent agencies and the General Services Adminis-
tration in securing necessary space in headquarters cities.
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Section I I

ORGANIZATIONAT TERIAS

The follorving terms shall be used in HHI'A Manual issuances and in
other internal administrative and program issuances exeept iu such legal
documents as delegations, redelegations, and clesignations in which otlier
terms may be used.

Housing ond Home Finonce Agency

Office of the Administrator, Central Office, Regions and Field; the
constituent agencies ancl units; and all field offices of auy constituent
agency or unit.

Agency

Housing and Home Finauce Agency

HHFA

Housing and Home Finance Agency

Offtce of the Administroror

Central Office organizational units described in Section 1-2 of this
Volume.

Office of the Administrotor, Centrol Ofiice, Regions ond Field

Offrce of the Administrator, HHFA Regional Offiees, and all duty
stations in the field reporting to the Offiee of the Administrator.

HHFA Regionol Offices

The seven Regional Offices headed by Regional Administrators as
described in Section 2-2-7 of this Yolume.

ConstiluentE

Constituent ageucies and units of HHFA: Public Housing Admin-
istration (PHA) ; Federal Housing Administration (FHA) ; Federal
National Mortgage Association (FNMA) ; Community Facilities Admin-
istration (CFA); and Urban Renewal Administration (URA).

Con3tiluenl Agencies

PHA, FHA anal FNMA
7/23/64 Poge I
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Conslituent Unils

CFA and URA

Heods of Constiluont3

The Commissioners of PHA, FHA, CFA antt URA and the President
Of FNMA.

Heods of Con3tituenl Agencies

The Commissioners of PHA aual FHA aud the Presid.ent of FNMA.

Heqds of Conitituont Unilt

The Commissioners of CFA and URA.
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Policies ond Procedures of the Administrotor
Porl 2. Orgonizotion of rho Oftce of the Administrotor
Chopter l. OA Heodquorlers Orgonizolion

2-l-t

Section I

IAAITAEDIATE OFFICE OF THE ADNAINISTRATOR

The Administrator is the principal spokesrnan on housing matters
for the Executive Branch of the Government, responsible for develop-
ing, presenting, and interpreting the legislative program for the Ad-
ministration, advising the President and the Congress, and informing
the public. He is responsible for general supervision and coordination
of the constitutents of the Housing and Home Finance Agency, and
for assuring the administration of the Agency's programs in a manner
consistent with Administration housing policies and the intent of the
Congress, and in eonsonance with the broad economic and fiscal policies
and programs of the Government.

The Deputy Administrator assists the Administrator in the gen-
eral supervision and coordination of the functions of the constituents
of the Agency, and in the direction and supervision of the functions
and activities of the Offlce of the Administrator. Ile also acts for the
Atlministrator in his absence, and in such matters as from time to
time the Administrator may indicate.

The immediate office of the Administrator also includes the Assistant
Administrator (Housing for Senior Citizens) the Assistant to the
Administrator for Consumer and Community Group Relations, the
Assistant to the Administrator for Intergroup Relations, and trvo
Special Assistants to the Administrator.

8/20/62 Poge I



Policies ond Procadures of the Administrotor
Port 2. Orgonizotion of the Ofiice of the Adminislrotor
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2-1-2

Section 2

OFFICE OF GENERAT COUNSEI

The Office of General Counsel shall be headed by the General Counsel
of the Housing and Home Finance Agency, r,ho shall serve as the chief
larv officer of the Agency and report to the Adininistrator.

The Office of General Counsel shall provicle the legal courlsel and
assistance required in thc formulation ancl developmcnt of Agency poli-
cies and programs, in connection rvith the Adrninistrator's responsibili-
ties for Agency supervisiorr and coordination, and in tire harrdling of
legal ancl Congressional liaison matters in the Office of the Admirris-
trator. It shall prepare or clear proposed Federal legislation affectirig
HHFA programs and activities and reports, statements, and other
materiais concerning such proposed or pending legislation or related
executive actions; on local request and in consultation 'with the appro-
priate constituent unit, prepare or clear proposed State legislation for
OA arrcl constituent unit programs and aetivities, and advise and consult
generally on State legislative activities of the Agency; prepare or clear
public regulations of the Administrator or constituent units; prepare
legal instruments, opinions, briefs, and comprehensive studies of basic
legal problems in Agency programs and activities and formulation of
Agency policy; provide legal advice and assistanoe on administrative
operations of the Ofifice of the Administrator and the constituent units;
handle litigation having Agency-rvide implications or involving pro-
grans and activities of the Office of the Administrator or the constituent
units, and litigation involving' personnel of the Offrce of the Admilis-
trator, constituent units, or HHFA Regional Offices, in an officia,l
capacity; after consulting rvith Regional Adrninistrators, ad'r,ise and
make recommendations as to the quality of professional performarrce
of legal activities and uniformity of Regional Office interpretation of
laws and regulations; handle legal aspects of defense functions; provicle
Iegal services in connection rvith the programs administerecl by OA
organization units; and represent the Administrator on litigation, legis-
lation, and other legal matters.

An Associate General Counsol in the immediate Office of the General
Counsel shall provide general assistance to the General Counsel, ancl
serve as the immediate representative of the General Counsel on rvork
of the office requiring attention at that level of the organization.

tEGrsrATroN DtvtsloN

The I-:egislation Division shall prepare ot revier. all legislative pro-
posals of the Ageney; assist in developing Agency policy on legislative
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proposals; reprcserrt the Agency in cleararrce of legislation withiu the
Exec,utivc Branch; assist Crougressional comlnittees handlirrg proposed
Iegislation; prepare rcports of Agency viervs on pending or proposed
legislation affecting Ageucy prograrrs, including coordinating and re-
solving differences in vieu's of various units of HHFA: review initial
Agency policies and regulations implementing recently enacted legis-
lation; prepare or revie\y interpretations of statutes, particularly rvhere
affected by recent erractments; prepare or review proposed State legis-
lation for the Office of the Administrator and constituent unit programs
and advise and eonsult on State legislative activities of the Agency;
examine, digest antl follou' action on pending State legislation for use
by interested parts of the Ageney; and provide a central legislative
leference senice for the Office of the Administrator and the constitu-
cnts covering Congressiunal and executive action of major interest to
the Agency.

OPERAIIONS DIVISION

The Operations Dirisi<trr shall prepare legal opirrious, briefs, and
eomprehensive studies u'ith respeet to basic legal problems iu Agency
programs and activities arrd the formulation of Agency policy; provitle
legal services required in the performance of the atlrninistrative opera-
tions of the Office of the Administrator and constituent units; harrdle
litigation having Agency-rvide implications or involving programs anrl
activities of the Office of the Administrator or constituent units or their
personnel; provide legal sen,ices in connection u,ith programs adurin-
istered by organization units of the Office of the Administrator, anrl
in connection r,vith the Administrator's responsibilities for Agency
supervision and eoordination and the administration of the executive
order on equal opportunity in housing; provide legal services in eonnec-
tion rvith special problems or new activities; handle the legai aspcrcts
of defense funetions for the Office of the Administrator and constituent
units; and eamy out special assignments macle b1, the General Counsel.

Legol Opinions qnd Administrotive Low Bronch

The Legal Opinions and Administrative lrau, Branch slrall pr.epart:
Iegal opinions and briefs rr ith respect to basic legal problems in Agency
programs and activities and the formulation of Agency policy; cronduct
eomprehensi'rre studies ancl prepare digests, charts, and summaries frorn
statutes, decisions, and other pertinent materials that relate to various
aspects of Agency interest, srlch as housing finance, construction and
appraisals, eminent domain, land use, community planning, zoning,
subdivision control, urban renewAl and urban planning.

The Branch shall also plepare or assist in preparing reports corrcem-
ing proposed executive or legislative action involving administrative
operations of the Agency; prepare or clear public regulations of the
Administrator or constituent units, and delegations of authority, admin-
istrative orders, and legal instruments required in administrative opera-
tions of the Office of the Administrator and the eonstituent rlrrits;
Pose 2 3/19/53
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furnish legal advice alrd assistallce or1 ])roblems relatiug to achnirris-
trative managernent and operations of thc ()fficc of the Aclministrator
and constituent units, including legal aclvice and assistance ou probleurs
involving appropriations; lnaintain liaisorr rvith the legal staffs of other
tr'ederal agencies ha'r,ing supervisory or regrtlatory responsibilities for
Federal administrative activities; and lllovirle technical guiclarrct, iu
the maintenance of the OA las, library.

lirigorion Bronch

Tlie Litigation Branch shall hancllc litigittion havirrg AgeIrc;,-1-i1ls
implications; litigatiol, cltrims and mortgage foreclosures involviug
programs and aetivities of the Office of the Administrator or the con-
stituent units; and litigation irn,oh,ing llcrsorurel of the Office of the
Administrator, constitur.nt units, or IIHFA Regional Oflices in an official
eapaeity. The Branch shall prepare pleatlings ancl other documeuts,
and maintain liaison rvith the Departrnerrt of .fustice on sut'lt litigatiolr.

Speciol Progroms Bronch

The Special Progrants IJranch shall llrovide legal serviccs in connec-
tion n'ith programs assigrlecl to O{lice of the Adurinistrator organization
units for adrninistration ; f urnish legal advice antl services in connec-
tion rrith the Ad.ministlator's responsibilities for the supervision artd
coonlination of the Agency; provide legal advice and sen,ic,es requited
in the adrninistration of the cxecutivt-, ot'tlets on equal ripllortunity in
housing and in employment; handlc the legal aspects of defense func-
tions for tJre Office of tlrc Adrninistlator and the corrstitueut urrits
(including defense mobilization antl civil defeuse) ; provide legal
services in connection r,vith special problems or new activities not falling
rvithin the assigned furrctions of other organization units in the Office
of General Counstl ; alxl camy out such special assigrurtetrts as ma1' bc'

lnacle b1' the Director of tlre Operatiorrs Division.

The Branch shall also revien and cunsult u-ith Rt'girirral t\clmirris-
trators orL the professiorral performance of legal activities in the HHF;\
Regional Offices and the uniformity qf ftegional Office interpretatiou
of larrs and regulations, arrd make recorllnretrdations to effect irnprove-
nrents or eorlection of deficiencies.

CONGRESSIONAT TIAISON OFFICER

The Congressional Liaison Officer shall be directly responsible to the
General Counsel for (1) providing service to Mernbers of Congress rvith
regarcl to OA, CFA, and URA programs ancl responsibilities, including
ans'rveting requests for information frour l\{embers of Congress and
heeping them informed of program and legislative plans and actions
in u.hieh they have an interest; (2) keeping Agency stafi informecl of
Congressional interests and actions affeeting HHFA responsibilities;
(3) coordinating the Congressional relations activities of the constituent
ageneies to avoiil overlapping effort and assure consistency; antl (4)
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assistirg the General Counsel in coordinating the legislative and other
activities of the Office of Gerreral Counsel which involve Congressional
relations. A correspondence unit in the Of6ce of the Congressional
Liaison Officer shall prepare replies to inquiries referred to the Admin-
istrator by the White Elouse and general inquiries addressed. to the
Administrator, as rvell as replies to inquiries referred by l\fembers of
Congress.

2-r-2 Oftce of Generql Counsel
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Section 3

OFFICE OF PROGRAM POLICY

The offiee of Program Policy shall be heacled by the Assistant Admin-
istrator (Program Policy), who shall report to the Administrator. The
Assistant Administrator (Program Policy) shall serve as the principal
staff adviser to the Administrator in the area of program formulation.
In collaboration with the General Counsel, he shall submit substantive
legislative recommendations to the Administrator. IIe shall supervise
the activities of the Office of Program Policy, having the following
components:

STATISTICAT REPORIS SIAFF

The Statistical Reports Staff shall assemble and develop operating
statistics for Agency use and publication; clesign methods for improting
and collecting needed data; develop the Agency's requirements for
Census data; and coordinate preparation of the HHFA Annual Report.

DEFENSE PTANNING STAFF

The Defense Planning Staff shall develop and coordinate mobilization
and clefense plans and other activities necessary to carry out functions
delegated to the Agency by the Office of Civil ancl Defense 1\Iobilization.

DIVISION OF PROGRAIIA EVA1UATION

The Divisiou of Program Evaluation shall develop criteria for
evaluating, and evaluate, the effectiveness of HHFA programs in
accomplishing national poliey objeetives and goals; and develop recom-
mendations for improving program effectiveness in meeting these objec-
tives and goals.

DIVISION OF HOUSING ANATYSIS

The Division of Housing Analysis shall direct comprehensive national
studies and analyses of d.evelopments, trends, and problems in the
areas of housing markets and needs and the capital and mortgage
market, for the purpose of increasing knowledge in these areas and
assisting the Assistant Administrator (Program Policy) in policy
formation. It shall develop economic and financial background for
HHFA budget assumptions and advise on matters of national economic
policy as it affects or is affected by Ageney aetivities. The Division shall
have the follor,ving Branches:
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Housing Morket snd Needs Bronch

The Housing Market and Needs Branch shall make comprehensiye
studies of housing market information and data to determine current
and predictable housing needs, demand, and supply; and identify
needs for additional or improved data which 'rvill improve under-
stand.ing of the housing market.

Copitol ond Mortgoge Morket Bronch

The Capital and Mortgage Market Braneh shall make comprehensive
studies of the capital and mortgage markets; and develop information
and data on the availability, flow, and use of funds for housing,
mortgage market trends, and proposals for new or improved methods
of ffnancing housing construction and home ownership. It shall develop
the economic and financial background for HHFA budget assumptions.
It shall study and advise on the interaction of policy, objectives, and
trends in the areas of Agency interest with national eeonomic, ffscal,
and monetary policies, objectives, and trends.

DIVISION OF URBAN STUDIES

The Division of Urban Studies shall direct comprehensive national
studies and analyses of developments, trends, and problems in the
areas of urban planning, urban eeonomics, and public finance for, the
purpose of increasing kno'wledge in these areas and assisting the
Assistant Administrator (Program Policy) in policy formulation.
Specialists in the office of the Direetor shall serve as advisers on human
aspects of community planning and development, ineluding patterns
of population change, neighborhood strueture, family adjustment, and
related matters, and on the relationships between governmental agencies
at the same and different levels as they affect urban problems. The
Division shall have the following Branches:

Urbon Plonning Bronch

The Urban Planning Branch shall make comprehensive studies relat-
ing to urban economics and the physical form and arrangement of
urban areas, including land use patterns, urban tlesign, population
grolr,th and distribution, commercial antl industrial development, and
the provision of community facilities and open space and land reserves.

Public Finonce Bronch

The Public Finance Branch shall make comprehensive studies of the
ffscal base of State and local governments, inclucling revenue sources,
debt limitations, and the effects of various development patterns on
revenues and expenditures; and study the role of Federal programs
pertairring to urban development and housing in supplementing other
revenue sources and in strengthening the local economic base.

?oge 2 8/29/Gt
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DIVISION OF PUB1IC IMPROVEITENTS AND URBAN IRANSPORIAIION SIUDIES

The Division of Public fmprovements and Urban Transportation
Studies shall make comprehensive national studies and analyses of the
needs for and the means of providing public improvements and trans-
portation services in urban areas, inclucling the relationship between
land use, comprehensive community planning, and the development of
capital improvement programs, the economic aspects of financing and.
operating essential public facilities, and urban transportation economics
and technology. It shall participate in the development of transporta-
tion policy as it relates to or affects urban areas.

DIVISION OF RESEARCH

The Division of Researeh shall develop information relating to public
and private research activities and facilities in economic, social, and
technological areas related to urban and" housing problems; identify
needs for additioual research in these areas and recommend means of
accomplishing needed research; and coord.inate generally research
activities within the Agency and ad.minister designated. research
contracts.

\t
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Section 4

OFFICE OF PUBTIC AFFAIRS

The Office of Public Affairs shall be headed by the Assistarrt Admin-
istrator (Public Affairs), who shall report to the Administrator and
serve as the principal adviser to the Administrator and his staff on the
publie affairs and information policies and activities of the Agency.

The Assistant Administrator (Public Affairs) shall work with the
heads and other key officials of the constituents to achieve a uniform and
harmonious presentation of the problems of the Federal Government
in relation to the programs and activities of the Ageucy.

The Assistant Administrator (Public Affairs) shall direct the activi-
ties of the Division of Information and the Division of Graphics and
Yisual Aicls.

DrvrsloN oF aNtoRJrlATloN

The Division of Information shall provide a central point of informa-
tion and referral for the public on housing activities of the Government
generallg on Agency-wide policies and activities, and on policies and
activities of the Office of the Administrator and the constituent units.
The Division shall coordinate constituent agency releases on informa-
tional material of general Agency concern; and shall provide infor-
mation services to the Administrator and the staff of the Office of the
Administrator. The Division shall also provide the information services
or assistance, as needed, to the constituent units aud the Voluntary
Home Mortgage Credit Program.

DIVISION OF GRAPH]CS AND VISUAT AIDS

The Division of Graphics and Yisual Aids shall provide a central
point of creative service, consultation, design, and production for visual
and aud.io-visual media used to interpret programs, policies, and con-
cepts of the Agency for internal use and public presentation. The Divi-
sion shall provide liaison and coordination on visual presentations of
Agency-wide concern, within the HHFA, with other government bodies,
and with private organizations and ofiflcials in the housing field. It shall
review visual presentations for adequacy of design, format, and ap-
pearance; prepare, adapt, and edit copy for visual presentatiorrs; and
rnonitor the production of visual materials procured by outsitle contract
and from other sources. The Division shall also provide photographic
coverage of Agency activities and serve as a central point of visual
and photographic documentation.
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Seclion 5

OFFICE OF INTERNATIONAT HOUSING

The Office of International Housing is headed by an Assistant Ad-
ministrator who shall serve as the principal staff advisor to the Atlminis-
trator in the field of international housing and. urban development.
The respousibilities and functions of the Office are based on Section 604
of the Housing Act of 1957'and the AID-HIIFA Inter-Agency Agree-
ment dated July 12, 1962.' In carrying out the responsibilities of OIH,
the Assistant Administrator or his d.esignee shall serve as the Adminis-
trator's representative with government departments and independent
agencies and through the Department of State, with international or-
ganizations. Working relationships with the Agency for International
Development under the Inter-Agency Agreement state that OIH shall
provide broad technical support and guid.ance to AID missions in
developing and carrying out overseas programs in housing and urban
development. OIII shall serve as Secretariat for the Advisory Com-
mittee to AID on Ilousing and Urban Development.

The Office shall advise the Department of State of the coordinated
HEFA position on policy questions in the field of housiug and urban
development in the conduct of foreign affairs, including the drafting of
positions on housing mhtters to be taken by the U. S. delegates to
international meetings and representing the HHFA on inter-govern-
mental committees for the development of U. S. foreign policy. It
shall maintain liaison with other government agencies having activities
in or an impact on international housing and urban development.

Through the Department of State, the Office shall work with inter-
national organizations in all programs related to housing and urban
development and shall maintain liaison with non-governmental inter-
national organizations for the same purposes. It shall recommend offi-
cials of government and private industry to serve on delegations to
international conferences and to serve as advisers antl consultants to
developing countries.

The Office shall exchange information relating to housing and urban
development with other nations; make this information available to
other U. S. governmental agencies and industries; develop training and
orientation programs for foreign visitors to the U. S.; and brief HEFA
employees and other persons when required.

In carrying out its international responsibilities and technical assist-
ance fu:rctions, the OIH shall d.raw upon all the available resources and
all constituents and other organizational elements of the IIEFA.
-l S"" Voto-, I, goction 30'3'1.

e See Yolume f, goctioD 30'3.3.
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The OIH shall consist of the following:

DIVISION OF EDUCAI]ONAT SERVICES

The Division shall develop training programs for foreign individuals
and groups visiting the U. S. under the sponsorship of U. S. and
foreign governmental agencies, international organizations and private
organizations.

The Division, rvorking with these agencies and organizations and iu
collaboration with private enterprise and educational institutions, shall
organize and arrange for persons or groups coucerned with housing to
attend ed.ucational institutions and to participate in training programs
in the U. S. or abroad.

The Division shall arrange briefings for HHFA ernployees and others
who have been appointed to serve either individualiy or as members of
country housing teams on overseas assignments. It shall assist govern-
mental and private organizations and U. S. missions in appropriate
training of their staffs concerned rvith international housing and urban
development experience. It shall assist U. S. businessmen and others by
providing foreign contacts.

The Division shall prepare and distribute publications and informa-
tion on housing and related matters, arranging for any necessary trans-
Iation of such materials, to interested organizations concerned with
international housing and urban development experience.

The Division shall provide current information on housing and urban
development programs in less developed eountries to designated cad.res
of specialists. Such cadres are available to international orgauizations
and the U. S. Government to serve in technical assistance programs.

It draws on all available resources and organizational elements of the
HHFA in order to achieve sound results and maximize the beneflts of
its program to both foreign nationals and the over-all U. S. foreign
assistance effort and in ord.er to obtain the maximum benefits of foreign
information and experience for domestic housing and urban develop-
ment programs.

DrvrsroN oF EcoNoMrc sERvrcES

The Division shall provide economic and other social-science services
to U. S. government agencies, private institutions and to international
organizations engaged in overseas housing and urban development pro-
grams particularly in less-industrialized nations. The Division shall:
collaborate with the appropriate U. S. agencies in the formulation of
basic economic and social policies with respect to housing and urban
development; participate in developing procedures and criteria govern-
ing the application of these policies; and review present assistance and
loan programs involving these policy questions in the housing and urban
development fleld at the request of AID.

The Division shall also: keep IIHFA, other government agencies antl
private industry informed of useful economic and soeial developments;
evaluate world-wide economic and social aspects of housing and urban
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development; make recommend.ations as to their usefulness in develop-
ing countries; formulate and recommend research programs in appro-
priate fields; conduct stuclies as authorized; and supervise research
contracts.

The Division shall prepare, upon request, publications, studies, man-
uals, and other materials dealing ryith economie and social subjects for
U. S. agencies and industry and international organizations. The
Division shall prepare, for th.e Department of Stat-e, drafts of docg.ments
concerning economic and social matters related to housing and urbaniza-
tion required in the conduct of foreign affairs and at international
meetings. These documents and studies shall, whenever possible, be
developed by existing staff of the HHFA. Where special skills, knowl-
edge and experience, not found. in the IIHFA are required, the Division
may arrange for such stutlies to be conducted by private institutions
or consultants after review by thc HIIFA Coordinating Board for
Research, Study, and Demonstration Activities.

DrvrsroN oF TECHNOIOGTCAI SERVTCES

The Division shall provide technological services to U. S. government
agencies, private iustitutions and to international organizations engaged
in overseas housing and urban development programs, with emphasis on
the less-industrialized nations. The Division shall: collaborate with
governmental agencies in the formulation of basic technological policies
with respect to housing and urban development; participate in develop-
ing procedures and criteria governing the application of these policies;
and review present or proposed assistance and loan programs involving
technological policy questions in the housing and urban development
field at the request of AID.

The Division shall keep HHFA, other government agencies and private
ind.ustry informed of useful technological developments; evaluate rvorld-
wide technological aspects of housing and urban development; and make
recommeudations as to their usefulness in developing countries.

The Division shall: prepare technical publications, studies and man-
rLals for use in developing countries and for use as training aids; issue
a catalogue. of international^projects; f_ormulate and reommend research
programs in appropriate fields; conduct studies as authorized; and
supervise research contracts.

The Division shall prepare for the Department of State, drafts of
documents concerning technological matters related to housing and
urbanization required in the conduct of foreign affairs and at interna-
tional meetings. These docunents and studies shall whenever possible
be developed by existing staff of the HHFA. Where special skills,
knowledge and experienee, not found in the HIIFA, are required, the
Division may arrange for such studies to be conducted by private insti-
tutions or consultants after review by the HHFA Coordinating Board
for Research, Stud.y, and" Demonstration Activities.

The Director of the Division shall represent the HHFA on the U. S.
Committee for the fnternational Council for Building Researeh Studies
and Documentation.
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Section 6

OFFICE OF ADAAINISTRATION

The Office of Administration shall be headecl by the Assistant Admin-
istrator (Administration), rvho shall report to the Administrator.

The Office of Administration shall develop administrative manage-
ment policies, programs, and procedures for Agency-wide application;
provide general supervision and coordination of budgetary, accounting,
personnel, organization, and general services policies and activities in
the Agency; and provide general administrative services and facilities
for the Office of the Administrator and the constituent units.

The Assistant Administrator (Administration) shall supervise and
direct the activities of the Divisions of Budget and Management, Per-
sonnel, Finanee and Accounts, and General Serviees, eaeh of which
shall be headed by a Director.

DIV]S]ON OF BUDGEI AND MANAGETIENT

The Division of Budget and Management shall assist the Adminis-
trator and Deputy Administrator in the formulation and execution
of the Agency's bud.get and management programs; analyze and report
on factors affecting Agency program performance and costs; and
analyze financial trends and aspects of Agency operations. It shall
develop budget and management policies, standards, and procedures;
participate in the development and review of legislative proposals af-
fecting Agency functions and programs; and provide a prineipal point
of contact with respect to budget and management funetions with the
Bureau of the Budget, other executive departments and agencies, and
Congressional Committees.

For the Ofiice of the Administrator and the constituent units, the
Division shall administer the budget program; review and evaluate
organizatioual strueture and program antl administrative polieies,
operations, and procedures; and provide a general point for coordina-
tion and control of policy and procedural releases.

DIVISION OF PERSONNET

The Division of Personnel shall provide advice and assistance on the
conduct of the personnel management function in the Agency; report
on the efectiveness with which Agency personnel programs are being
earried on and make suggestions or recommendations with a view to
increased effectiveness; represent the Agency in relationships with
7/15/54 Poge I



2-l-6 Ofrice of Administrotion

the Civil Service Commission; and serye as a central point of infor-
mation and referral within the Agency on personnel matters.

For the Offce of the Administrator and the eonstituent units, the
Division shall provide personnel services; assist officials in exercising
their personnel management responsibilities by providing advice on
such matters as staffiug, training, supervisory relationships, and other
personnel management implieations of administrative and. program op-
erations, and provid.e assistance through the maintenance of central
services concerned with position classification, recruitment, training,
employee services and related personnel activities. fn collaboration
with officials and employees, the Division shall develop personnel
policies and periodically evaluate the effectiveness of these policies
and. of personnel management activities within the various of6ces. The
Division shall have primary responsibility for operation within the
OA of the Federal Employees Group Life Insurance Program.

DIVISION OF FINANCE AND ACCOUNTS

The Division of Finance and Accounts shall be responsible for the
development and administration of accounting systems ancl reports for
the Office of the Administrator and constituent unit programs and ac-
tivities. It shall provide staff supervision over accounting activities
in the field; and shall maintain liaison on accounting and fiscal oper-
ating matterslvith other Federal agencies.

The Director of the Division of Finance ancl Accounts shall serve as
Agency Retirement Officer and Agency Insurance Officer, for the
preparation of reports and performance of related functions required
under Civil Service Commission regulations, in connection with the
Civil Service Retirement System and the Federal Employees Group
Life fnsurance Program. IIe shali also serve as the Agency's principal
point of contact and liaison with the Department of the Treasury with
regard to the determination of interest rates by the Administrator, as
spelled out in Section 4-1-1 of this volume.

DIVISION OF GENERAT SERVICES

The Division of General Services shall develop policies, stanclards,
and proceclures relating to the general administrative services pro-
gram and the utilization of administrative real and personal property
of the Government uncler the control of the Agency. It shall provide
ad"vice and assistance to administrative officials in regard. to contractual
agreements, records management, library, travel, property supply and
control, space management, and printing.

The Division shall advise with and support the constituent ageneies
in their services programs to assure Agency eoordination of interpre-
tation ancl action under regulatory directives; and shall consolidate
Agency reports for submissiorr to control agencies. It shall maintain
liaison rvith the General Serviccrs Adrninistration, General Accounting
Office, Bureau of the Budget, Executive Office of the President, ancl
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the Post Office Department relative to the various phases of adminis-
trative services for the Office of the Administrator and constituents
of the Agency; and shall provid.e Agency representation as a member
of the Interdepartmental Motor Equipment Advisory Group.

The Division shall d.evelop plans and procedures to provide an
effective Agency relocation program for on-site communications, se-
curity, and logistics; and, on relocation matters, shall maintain liaison
with the National Security Agency and the Office of Civil and Defense
Mobilization.
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Section 7

CoMPUANCE DIVISION

The Compliauee Division, headed by a Director reporting directly to
the Administrator, shall be responsible for the conduct of inspections
and preparation of reports as to the facilities within the Agency de-
signed to assure integrity and effectiveness of operations and activities;
and for the conduct of investigations and preparation of reports with
respect to possible violations of law and regulations and. irregularities
in the programs or activities of all constituents of the Ageney.

OFTICE OF IHE DIRECTOR

The Office of the Director shall formulate overall compliance pol-
icies; supervise and direct the Agency compliance program; tletermine
the extent and scope of investigations and inspections; reyiew investi-
gation and inspection reports; prepare recommendations to the Atlmin-
istrator ; prepare and submit, as the Administrator's designee, referrals
to the Department of Justice or other Government agencies of matters
involving possible criminality or the need for other action; have respon-
sibility for establishment and mainterrance of eonffd.ential ffles, in-
cluding the integration therein of ail investigative material in the
constituent agencies and units; prepare periodic overall reports on
eompliance activities and findings; and maintain compliance liaison
with other Government agencies.

lnspection Bronch

The Inspection Branch shall be responsible for conducting inspec-
tions and reporting with respect to the inspection, quasi-investigative,
and other facilities within the Housing and Home tr'inance Agency de-
signed to assure integrity and effectiveness in the conduct of operations
and performance of activities in accordance with established policy and
procedures. Upon request of the Administrator, Deputy Administrator,
or a constituent head to the Director of the Division, the Inspection
Branch shall make speeial inspections of activities or offices of the Hous-
ing and Home Finance Agency.

lnvestigotion Bronch

The fnvestigation Branch shall be responsible for condueting inves-
tigations and reporting with respeet to possible violations of laws
or regulationq and other irregularities in connection with Agency pro-
Sfams or activities, includ.ing such investigation of possible criminal
violations as may be neeessary for prompt adminisirative action or
for referual to the Department of Justice or other Government agency.
The Branch shall conduct investigations only o, speciffc assignment of
the Director of the Division, rvho shall make zueh assignments at trre
Igg-urs.t of the Administrator,.Deputy Administrator, General Counsel,
HHFA, othe_r officials authorized by the Administrator, heads of con-
stituents., and constituent compliance officers designated by the heads
of constituents.
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Section 8

AUDIT DIVISION

The Audit Division shall be headed by a Director, who shall report
to the Administrator.

The Audit Division shall d.evelop audit policies and procedures and
administer a program of comprehensive audits of programs and activities
of the Office of the Administrator, the Urban Renewal Administration,
the Community Facilities Administration, and the HHFA R'egional
Offices, including audits of local agencies and organizations partici-
pating in these programs.

An Administrative Sectiott shall be responsible for providing ad-
ministrative services to the Division.

'Ihe Assistant to the Director for Procedures shall develop audit
policies and procedures for new programs and changes and improve-
ments for existing programs; shall evaluate the efrects on Agency audit
practices of changes in legislation alld in operating policies and pro-
cedures; shall review project and internal audit reports; and, when
necessary, shall initiate improvements in existing scope and procedures
pertaining to project and internal audits.

The Director shall supervise the operations of the following Brauches
and the Regional Audit Offices, Regions I through VI.

INTERNAI AUDII BRANCH

The Internal Autlit Branch shall plan and schedule the comprehen-
sive internal audit program covering the activities of the OA, URA,
CFA, and HHFA Regional Offices. This shall include the examination
and review of policies, procedures, management controls, and adminis-
trative and operating practices. The Branch shall conduct audits and
prepare reports on the internal audits of Central Office activities and,
'when necessary, HHFA Regional Offices; shall make at-site reviews of
internal audits by Regional Autlit Offices and. review and issue audit
reports on Regional activities; and shall evaluate replies to internal
audit reports to keep top officials informed on actions taken by operating
staffs. The Branch shall maintain liaison with representatives of the
General Accounting Office and officials of the Central and Regional
Offices rvith regard to the internal audit program.
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PROJECT AUDIT BRANCH

The Project Audit Branch shnll plan and coordinate comprehensive
project audits and shall review the resulting audit reports on operating
programs and activities administered by local agencies and organiza-
tions participating in OA, URA, and CFA programs; and shall provide
assistance to participating agencies in the installation and maintenance
of accounting systems. The Branch shall review and coordinate com-
munications from OA officials and heads of HHFA constituents to the
General Accounting Office in GAO autlit inquiries and reports; shall
maintain liaison with officials of the Central and Regional Offices with
regard to the project audit program and the interpretation of findings
in audit reports; and shall maintain liaison with audit branches of
other Fed.eral agencies having responsibilities for similar project audits.

REGIONAT AUDII OFFICES

In accordance rvith p<llicy directivcs issuecl by the Audit Division,
Office of the Administrator, each Regional Audit Office shall plan, con-
tluct, and prepare reports of internal audits of Regional Offices and pro-
ject audits of operating programs and activities administered by local
agencies and organizations participating in OA, URA, and CFA pro-
grams, sending these reports directly to the Director of the Audit
Division, Central Office. Each Regional Audit Office shall provide as-
sistance to participating agencies in the installation and maintenauce of
prescribed accounting systems and shall maintain liaison with officials
of the Central and Regional Offices and field audit branehes of other
Federal Agencies having responsibilities for similar audit programs.
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Section 9

CO'IAMUN ITY DISPOSITION STAFF

The Community Disposition Staff shall be headed by a Director, who
shall report to the Administrator.

The Community Disposition Staff shall be responsible for (a) the sale
of Government-owned property at Richland, Washington, and Los AIa-
mos, New Mexico; ' (b) the management, servicing, and liquidation of
Government-owned mortgages resulting from the sale of Government
property at Oak Ridge, Tennessee;1 and (c) the management and liqui-
dation of emergency housing properties.'

The Director of the Community Disposition Staff shall formulate poli-
cies and procedures for the community disposition program; coordinate
Ageney activities with those of other Federal agencies having responsi-
bilities in the sales program; and maintain eontact with financial institu-
tions to promote the ffnancing of sales and the liquidation of the mort-
gages acquired by the Agency in the sale of these properties.

There shall be a Community Disposition Field Office, headed by the
Field Director (Community Disposition), who shall report to the Direc-
tor. This office shall be establishetl at Richland, Washington, through
June 30, 1963, and at Los Alamos, New Mexico, on and. after July 1,
1963.

Operations under the eommunity tlisposition program at Richland and
Los Alamos shall be carried out through the Field Office. AII other opera-
tions shall be carried out through the Central Office.

lPursuant to the Atomic Energy Oommunity Act o, 1955, es amentletl; Executive Or.
der 10667, as amended; aEd the Priorities Regulation of the Atomic Energy Commission
(Part 130, os ameudeil).'zPursuant to the Ldnham Act, ss amenileat; antt the Defense llousing antt Community
Facilities and Servicss Act of 1951, os amenaleal.
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Section I I

OFFICE OF TRANSPORTATION

The Office of Transportatiorr shall be headed by an Assistant Admin-
istrator (Transportation), rvho shall report to the Administrator. The
Deputy Assistant Administrator (Transportation) shall assist the
Assistant Administrator and act for him in his absence.

RESPONSIBITITY

The Assistant Administrator (Transportation) shall advise the AtL-
ministrator and his staff on matters relating to urban transportation
and shali administer, in accordance with delegations of authority by
the Administrator, the programs and activities assigned the Offiee of
Transportation.

The Of6ce of Transportation shall be responsible for:
(1) Atlministration of the program of financial assistance to public

bodies in provid.ing facilities and equipment for use in mass transporta-
tion service in urban areas pursuaut to Section 3 of the Urban Mass
Transportation Act of 1964.

(2) Administration of the program of mass transportation demon-
stration, research, and development projects pursuaut to Section 6 of
the Urban Mass Transportation Act of 1964.

(3) Administration and liquidation of the programs of mass trans-
portation loans and demoustration grants authorized. in the Housing
Act of 1961.

(4) Liaison with the Department of Commerce with respect to gen-
eral urban transportation policies and programs and proposed. projeets
in urban areas, pursuant to Section8 of the Urban Mass Transportation
Act of 1-964; the Department of l-.,abor with respect to labor stanclards,
pursuant to Section 10 of the Act; and the Department of llealth, Edu-
eation, and Welfare with respect to air pollution control, pursuant to
Section 11 of the Aet.

ORGANIZATION

The Office of Transportation shall inelude the Division of Financial
Assistarrce, the Divisiou of Demonstration Programs, and the Admin-
istrative Services Division. Legal services shall be provided by the
Office of General Counsel.
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Division of Finonciol Arsirtsnce

The Division of tr,i:raneial Assistance, headed by a Director, shall be
responsible for the administration of the capital grant and loan pro-
grams under Section 3 of the Urban Mass Transportation Act of 1964,
including:

1. Development of policies, standards, and criteria with respect to
the financial assistance programs.

2. Administrative and technical review of proposals and appli-
cations.

3. Supervision of approved projects to assure eompliance with con-
tract terms.

4. Evaluation of program performance and results.

Division of Denonrtrotion Progrcnr

The Division of Demonstration Programs, headed by a Director, shall
be responsible for the administration of the demonstration, research,
and development programs under Section 6 of the Urban Mass Trans-
portation Act of 1964 antl Section 303 of the Ifousing Act of 1961,
including:

1. Development of policies, standards, and eriteria with respeet to
such programs.

2. Development of a coordinated program of demonstration, re-
search, and development activities.

3. Atlministrative and technieal review of proposals and applica-
tions.

4. Supervision of approved projects to assure compliance with con-
tract terms and technical assistance in the attainment of program
objectives.

5. Execution of research projects being carried out by Office ot
Transportation stafr.

6. Evaluation of program performanee and results.

Adminirrorivc Servicer Division

The Admiuistrative Services Division, headed by a Director, shall
be responsible for:

1. Maintaining status controls on applications and apploved proj-
ects.

2. Processing project approvals and budgets, contracts and other
project documents, finaneial reports, funtl requisition, audit reports,
and project settlements.
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3. Maintaining project records antl statistics; preparing regular and
special reports on program status and aceomplishment.

4. Arranging for distribution of demonstration and research reports.

5. Providing internal administrative services and maintaining liaison
'ivith the Office of Administration in connection with the administrative
-services provitletl the Office of Trar-rsportation by that office.
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Section 12

OFFICE OF COM'YIUNITY PROGRAMS

The Office of Community Programs shall be headed by the Assistant
Administrator (Community Programs) who shall report to the Ad-
ministrator, with operations carried out under the supervision of a
Stafr Director.

The Office of Community Programs shall be responsible for providing
assistance to the Administrator in the administration of certain non-
delegable and related retained functions of the Administrator, including
(1) the determination that a community's Workable Program for
Community Improvement meets the requirements of the law, (2) the
certification to URA, PHA and FHA that the Federal aids for which
a 'Workable Program is a prerequisite may be made available, (3) the
determination that the relocation requirements of Section 105 (c) of
Title I of the Housing Act of 1949, as amended, have been met, (4) the
certification to the FHA of the eligibility of urban renewal projects
under Section 220 of. the National Housing Act, (5) the authorization
to the PHA of the undertaking of contracts with local housing authori-
ties for the planning and development of low-rent public housing
projeets, and (6) the coordination of Agency participation in natural
disaster relief.

The Assistant Administrator (Community Programs) shall serve
as the principal staff adviser to the Administrator on the functions
assigned the Office, and shall consult rvith the Commissioners of the
constituent agencies on such actions as may be required to faeilitate
and coordinate these Agency activities.

The Office shall have responsibility for formulating and recommend-
ing policies, guidelines, and operating procedures with respect to its
functions, including the establishment of standards for certification
and recertification of Workable Programs and of requirements for
determining the feasibility of reloeation pursuant to the provisions of
Section 105(c), and evaluation of accomplishments and progress. It
shall analyze recommendations on local agency submittals made to
the Administrator by the B,egional Administrators and constituent
Commissioners; and shall work with the Regional Offices to achieve
effective and consistent administration of the 'Workab1e Program for
Community Improvement and urban renewal project relocation in
accordance with overall Agency objectives and with prescribed levels
of expected performance antl accomplishment. It shall develop means
for more efrective communieation of the purposes and objectives of
the Workable Program and Agency reloeation policy and shall be
responsible for the preparation of such reports and analytical studies
as may be necessary to keep the Administrator properly ad.vised and
to assist him in the exercise of his responsibiiities.
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Seclion 13

OFFICE OF,iAETROPOTITAN DEVELOP,VIENT

The Office of Metropolitan Development, headed by the Assistant
Administrator ( Metropolitan Development), shall assist the Administra-
tor in coordinating and furthering Agency programs and activities
related to the planning and development of metropolitan areas. The
Office shall be responsible for:

1. Development of Agency policy with respect to metropolitan areas.

2. Development, in consultation with the constituents eoncerned, of
polieies and criteria relating to the Agency's planning programs,
to assure that llHFA-assisted planning conforms to overall policies
with respect to metropolitan area development.

3. Development, in consultation with the constituents concerned, of
criteria for determining the appropriate metropolitan area
agencies to be dealt with in the execution of IIHFA programs.

4. Systematic. and contiluing review -of the adeqrracy of HHI'A
programs in metropolitan areas and of the conformance of con-
stituent programs and activities to HHFA metropolitan develop-
ment policies and criteria.

5. Advising HHFA constituents with respect to the eonformance of
their programs and activities to the metropolitan development
policies of the Agency.

6. Participating in HIIFA collaboration with other Federal agencies
looking torvard the establishment of common approaehes to metro-
politan area planning and tlevelopment.

Relorionships wirh rhe Oftice of Tronsportotion

The Of6ce of Transportation is responsible for the administration
of transportation programs in accordance with delegations of authority
by the Administrator.

The Office of Metropolitan Development shall:
1. Develop, in consultation with the Office of Transportation antl the

Urban Renewal Administration, policies and criteria relating to
metropolitan planning and the determination of appropriate
metropolitan area agencies as a basis for coordinating the trans-
portation programs with overall metropolitan area planning and
development programs and with the activities of other IIIIFA
constituents and Federal ageneies in the area.
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2. Review the comprehensive plans of metropolitan areas, as a basis
for the Administrator's determination that the comprehensive
planning requirements of the transportation programs have been
met.

3. Provide, upon request, technical assistance to the Office of
Transportation on metropolitan area planning and development
problems.

Relorionships wirh the Urbqn Renewal Administrotion in the Open-Spoce tond Progrom

The Urban Renewal Administration is responsible for the administra-
tion of the open-space land program in aecordance with delegations
of authority by the Administrator.

To assure coordination with other metropolitan area activities, the
Urban Renerval Administration shall consult with the Office of l\[etro-
politan Development in the development of policies and. criteria relating
to metropolitan area planning, area-wide organization, and. relationships
rvith other Federal and local planning and development activities in
such areas. The Urban Renewal Administration shall obtain the con-
currence of the Administrator prior to the issuance of such policies and
criteria.

The Office of Metropolitan Development shall collaborate with the
Urban Renewal Administration in comelating open-space Iand activities
with other metropolitan programs and with metropolitan agencies and.
shall, upon request, provide assistance to the Urban Renewal Adminis-
tration on metropolitan area planning and development problems aris-
ing in the administration of the open-space land program.

Relotionships with rhe Urbon Renewol Administrqtion in the Urbon Plonning Assistonce
Progrom

The Urban RenewaL Administration and the Regional Administrators
within their respective regions are responsible for the administration
of the urban planning assistance program in accordance with delega-
tions of authority by the Administrator.

To assule coordination with other metropolitan area activities, the
Urban Renerval Administration shall consult with the Offlce of Metro-
politan Development in the development of policies and criteria
relating to those phases of the urban planning assistance program that
pertain to metropolitan areas. The Urban Renewal Ad.ministration
shall obtain the concumence of the Administrator prior to the issuance
of such policies and criteria.

The Urban Renewal Administration shall keep the Offrce of Metro-
politan Development fully informed on planning activities affecting
metropolitan areas.

The Office of Metropolitan Development shall, upon request, provide
assistance to the Urban Renewal Administration on metropolitan area
planning and development problems arising in the administration of
the urban planning assistance program.
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Relotionships wirh oll IIHFA Constituenti

The Office of Metropolitan Development is responsible for assisting
the Administrator in coordinating Agency policies and activities in
metropolitan areas and for providing assistance to such areas ful their
development programs. HHFA constituent units and agencies shall
collaborate with the Offiee of Metropolitan Development towards this
end.

Relorionships wirh HHFA Regionol Ofices

Regional Administrators shall cooperate with the Office of Metro-
politan Development to further HHFA and communif objectives in
metropolitan areas. The Offfce of Metropolitan Development shall
provide assistance to the Regional Administrators in the latter's
carrying out of this function.

Each Regionai Administrator shall ad.vise the Administrator of all
applications under the urban planning assistance, open-space, com-
munity facilities, and other programs that relate to metropolitan areas
and metropolitan development, whether such applications originate
with metropolitan organizations, states, counties, municipalities, or
other agencies.
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Seclion I

HHFA REGIONAI. OFFICES

There shall be seven HHFA Regional Of6ees, the geographieal juris-
dictions of which shall conform to the standard HIIFA Regional pat-
tern set forth in Section 1-10 of this Volume.

Each Regional Offrce shall be headed by a Regional Administrator,
who shall report directly to the Administrator.

The Regional Administrator shall serve as the representative of the
Administrator in the Regional area and be responsible to him for
coordinating Agency activities u,ithin that area. He shall consult with
the heads of constituent agency field offices with respect to matters of
major concern or significance to the agency or a community; facilitate
the intercbange of information among constituent agency staffs;
evaluate and report on the overall progress of the national housing
prograrn in the Region; represeut the Administrator in offieial and
publie relationships at the Regional level; and serve as the foeal point
within the Region for the interpretation of broacl housing and com-
munity development policies.

The Regional Administrator shall direct the program, stafr, and serv-
ice operations assigned the Regional Offfce, including the execution of
Community Facilities Administration and Urban Renewal Adminis-
tration programs and the discharge of program responsibilities which
the Administrator has not delegated to constituent agencies or units.

PROGRAT'I REI.AIIONSHIPS

In the execution of Community Facilities Administration and Urban

these policies and proeedures to see that there is suecessful prosecution
of the programs by the EHFA Regional Offices. The Regional Atlminis-
trators are responsible for carrying out these activities within the frame-
work of the program policies and deeisions of the constituent unit
eommissioners, who are responsible to the Administrator for the success-
ful administration of the programs assignecl them.

Problems involving program operations of the Community Facilities
Administration or the Urban Benewal Administration should be taken
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up first with those constituents. Ordinarily they will rot be presentetl
to the Administrator uutil there has been full discussion with the
Commissioner concerned and agreement that presentation to the Ad-
ministrator is in order. This is not intended to preclude Regional
Administrators presenting directly to the Administrator or his im-
mediate staff, problems involving broad housing poliey or Regional
coordination of Agency activities.

REOIONAL OFFICE ORGANIZAIION

Each Regional Office shall be organized in accordanee with the stand-
ard orgauizational pattern shown in the chart following this Section.

Dcputy Reglonol Adminirtrqtor

The Deputy Regional Administrator shall generally assist the Re-
gional Administrator in the performance of his funetions and shall act
for the Regional Administrator in his absence.

Speciol Assistont to the Regionol Administrqtor (Community Progroms)

The Special Assistant to the Regional Administrator (Community
Programs) shall be responsible for directing and coordinating Work-
able Prograrn for Community Improvement activities in the Regional
Office to assure consistency in objectives and approach, and conformity
with policy goals.

Assislonl to the Regionol Adminislrotor (lntergroup Relolions)

The Assistant to the Regional Administrator (Intergroup Relations)
shall advise and assist the Regional Administrator and. his key staff
in coord.inating, guiding, implementing, and evaluating basic policy,
procedures, plans, and operations so as to maximize opportunities for
minority groups to participate equally with aII other population ele-
ments in the benefits of Agency programs and employment.

Community Requirement3 Division

The Community Requirements Division shall provide policy and
technical advice on the eeonomic phases of Regioual Office program
operations; review and evaluate the economic aspects of applications
for assistance under programs assignetl the Regional Office; assist in
reviewing the relocation aspects of 'Workable Programs for Community
Improvement, eertifications of relocation needs, and relocation plans for
urban renewal projects; assist in rendering aclvice to applicants on the
economie considerations involved in planning aud development; and
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conduct, or partieipate with the constituent agencies in, Iocality sur-
veys of housing market trends and related matters of economic signifi-
cance to Agency programs.

Administrotive Division

The Atlministrative Division shall provide administrative services to
the Regional Office; maintain aceounting and payroll records; proviile
personuel services; prepare Regional budget estimates and administer
budget allotments; provide general serviees and facilities; prepare
administrative reports; interpret administrative policy and procedures
for Regional Office offieials; evaluate organizational structure and
devise methods and proeedures for the improvement of Regional Offiee
operations; and maintain liaison with the Civil Service Commissiou,
General Services Administration and other eontrol agencies relative
to administrative operations.

The Division, under the Regional Director of Administration, shall
consist of three branches: (1) Butlget and Management Braneh, (2)
Accounting Branch, antl (3) General Services Branch.

legol Division

The Legal Division shall provide legal counsel and assistance in thc
formulation and arlministration of Regional Office policies and pro-
grams; review the legal aspects of applications for Federal assistance;
prepare, and approve the legal aspects of, contracts and related docu-
ments in connection with advances, loans, and grants; review, end
approve the legal aspects of, contracts, change orders, extensions of
time, liquidated damage matters, and claims of contraetors and ma-
terialmen; interpret Agency regulations; provide iegal advice and
assistance in eonnection rvith the acquisition of real property; prepare
dee<Is, leases, bills of sale, and other agreements in conneetion with the
disposition of Federal real and personal property; handle litigation
involving the Regional Office or its perso-nne1 in their offieial eapacities l
prepare or reviev, proposed State legislation relating to Agency pro-
grams and appear before State legislative committees eonsidering such
legislation; and maintain liaison .ivith Federal, State, and local officials
eoncerned. with the legal aspects of Agency programs.

Community Fociliries Division

Regionot Director of Conmunity Focilities

The Regional Director of Community Facilities shall direct Regional
Office activities with respect to Community Facilities Administration
programs; serve as principal adviser to the Regional Administrator and
the Community Facilities Commissioner in the development and opera-
tion of these programs within the Region; supervise program operations
and evaluate regional performance in the execution of these programs I

take or recommend ffnal action on speeifie projects in aecordanee with
program procedures and delegations; provide technical assistance to
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communities and. non-profit groups in the developrnent of projects and
loans; coordinate Division responsibilities with respect to civil defense,
complianee, and fair employment matters; coordiuate the handling of
matters raised in Congressional and other special inquiries; maintain
liaison with the Admirristrative Division on administrative management
matters affecting CFA programs; and advise the Community Facilities
Commissioner of policy and procedural instructions which are present-
ing problems.

Assistant to the Regionol Director

The Assistant to the Regional Director of Community Facilities shall
be responsible for general coordination and administrative manage-
ment activities for the Community Facilities Divisjon. He shall provid.e
staff direction and staff assistarrce in the: clevelopment, evaluation, and
revision of administrative policies and procedures; surveillance of the
status of the operating budget; control of flow of project documents;
establishment and maintenance of systems to assure orderly work ac-
complishment; the preparation of statistical and other reports on pro-
gram operations; development of workload. forecasts for use in relation
to budget estimates and operating budgets; maintenance of liaison with
the Regional Administrative Division on administrative management
matters, ineluding training programs, budget development an<l execu-
tion, personnel activities, ete.

Senior Citizens Housing Operotions Bronch

With respect to the Senior Citizens Housing Loan Program, the
Senior Citizens Ilousing Operations Branch shall serve as a central point
of information and referral for applicants; coordinate applications with
other HHFA programs; determine eligibility of applicants and proj-
ects; initiate action to secure fund reservations; initiate necessary
on-site evaluations and provide technical assistance to applicants;
schedule and coordinate evaluation action by technical staffs; coordinate
conferences and correspondence rvith applicants and their representa-
tives; d.etermine that all Regional processing actions have been com-
pleted and recommend action to be taken; coordinate project revisions;
coordinate post-approval activities, including interim financing and
bond. closing; coordinate project completion activities, including ar-
rarrging for and clearing project audits and preparing final project
reports; prepare special reports on program operations; and ad.vise
the Regional Director of poliey and procedural instructions which are
presenting problems whieh should be brought to the attention of the
Community Facilities Commissioner.

Public Focilities Operotions Bronch

With respect to the Public Facility Loans Program, the Program
of Advances for Public Works Planning, the Area Redevelopment
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Program, and the School Construction Program, the Public Facilities
Operations Branch shall serve as a central point of information and.
referral for applicants; coortlinate applications with other HHFA
programs and, as appropriate, with other Federal agencies; make
project and, as applicable, applicant eligibility determinations; initiate
action to secure fund reservations; initiate necessary on-site evaluations
and provide technical assistance to applicants; schetlule and eoordinate
evaluation action by teehnical staffs; eoortlinate eonferences and cor-
respondence with applicants and their representatives; determine that
all Regional proeessing actions have been completed and recommend
action to be taken; initiate action on school construction projects for
release of fundls; coordinate project revisions; eoordinate post-approval
activities, including interim finaneing and bond elosing and, with
respect to the Program of Advanees for Publie Works Planning, plan
abandonment, obsolescence, and collection activities; eoordinate project
completion activities, including arranging for and clearing project
audits and preparing final project reports; prepare special reports on
program operations; and advise the Regional Direetor of policy and
procedural instructions which are presenting problems which should be
brought to the attention of the Community Facilities Commissioner.

College Housing Operolions Bronch

'With respect to the College Housing Program, the College llousing
Operations Branch shall serve as a eentral point of information and.
referral for applicants; evaluate long-range housing plans of eolleges;
coordinate applications with other HIIFA programs and, as appro-
priate, with other Federal agencies; determine the eligibility of appli-
cants and. projects; initiate action to secure fund reservations; initiate
necessary on-site evaluations and provide technical assistanee to appli-
eants; sehedule and coordinate evaluation action by technical staffs;
coordinate eonferences and eorrespondence with applicants and their
representatives; tletermine that all Regional proeessing aetions have
been completed and reeommend action to be taken; coordinate projeet
revisions; coordinate post-approval activities, including interim finane-
ing and bond closing; coordinate project completion activities, including
arranging for and clearing project autlits and preparing final project
reports; prepare special reports on program operations; and advise
the Regional Director of poliey and procedural instruetions which are
presenting problems which should be brought to the attention of the
Community Facilities Commissioner.

Acodemic Fociliries Operations Branch

'With respeet to the Acatlemic Facilities Program, the Aeatlemic
Facilities Operations Branch shall serve as a central point of informa-
tion and referral; coordinate applications with other IIHFA-adminis-
tered. programs; secure engineering evaluations of applications referred
by the Office of Edueation; initiate necessary on-site evaluations; for-
rvard application reports ancl reeommendations to CFA; initiate action
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to establish contact with applicants upon referral by OE; maintain
appropfiate liaison with the Regional Representative of the Office of
Eduoation; provide technical assistance to applieants; coordinate cou-
ferenees and correspondenee with applicants and their representatives;
determine that all Regional processing actions have been completed and
recommend action to be taken; coordinate projeet revisions; coordinate
post-approval activities, including interim financing and. loan closing;
eoordinate project completion activities and prepare final project
reports; prepare special reports on program operations; and ad.vise
the Regional Director of policy and. procedural instructions which are
presenting problems which should be brought to the attention of the
Community Faeilities Commissioner or through him to the attention
of the Commissioner of Education.

Loon Monogemont Bronch

The Loan Management Braneh shall participate in bond elosing pro-
ceedings to explain to the borrower the requirements of the indenture
antl Agency loan management requirements, and to assure that mar-
ginal cases receive proper Regional Office attention; provide ad.vice or
make recommendations to borrowers regard.ing compliance ancl opera-
tions d.uring Ioan period; evaluate project operations to assure com-
pliance with requirements; evaluate and recommend the appropriate
loan servicing group for each case; consult and atlvise with the bor-
rowers when a ease is about to become or is in default; eoordinate the
handling of substantive matters on problem cases; and advise the
Regional Direetor of poliey and procedural instructions which are
presenting problems which should be brought to the attention of the
Community Facilities Commissioner.

Finsnce Bronch

The Finance Branch shall participate in conferenees with applicants
to diseuss fi.nancial policy and requirements antl the methods and feasi-
bility of financing; evaluate the ffnancial aspects of applications; id.en-
tify problems involved and develop solutions to them or, where no appli-
cable policies and proceclures exist, recommend the aetion to be taken;
develop financial terms ancl conditions; evaluate interim ffnaneing
arrangements and provide technieal guidance for applieants; review the
financial aspeets of various bond documents; participate in project
completion and loan management activities; and advise the Regional
Director of policy and procedural instructions which are presenting
problems which should be brought to the attention of the Community
Facilities Commissioner.

Engineering Bronch

The Engineering Branch shall participate in conferences with appli-
cants and their representatives to diseuss engineering and arehiteetural
policy and requirements; evaluate the engineering and architectural
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aspects of applieations; develop special terms and conditious relating
to engineering and architectural matters; review contract documents;
d.etermine that required State and local clearances have been obtainecl;
maintain liaison with applicants and their representatives during the
pre-construction and construction periods to assure compliance with
requirements; participate i:r projeet completion activities; make site
inspections; and advise the Regional Director of policy and procealural
instructions which are presenting problems which should be brought
to the attention of the Community Facilities Commissioner.

Proiect Plonning qnd Rsview Section

The Project Planning and Review Section shall participate in eon-
ferences with applicants to discuss engineering and architectural policy
and. requirements; evaluate the engineering and architectural aspects of
applications; identify problems involved and. d.evelop solutions for
them, or, where no applicable policies and proeedures exist, recom-
mend the action to be taken; review proposed contract d.ocuments,
including plans and specifications, to assure conformanee with the
approved project; determine that required State and local clearances
have been obtained; determine that executed contract documents are
satisfaetory; and, on Fed.eral projects, recommend the architect to be
selected, inspect sites, and advise the architect on requirements.

Conslruction Ailono gemenl Seclion

The Construction Mauagement Section shall serve, through the Field
Engineers, as the local point of eontact for CFA between community
groups, prospective applicants, and applieants; provide technical ad-
visory serviees to applicants; provide for the on-site inspection of
project construction and equipment; ascertain that proper supervision
is provided by applicants, engineers, architects, and. contractors; evalu.
ate and, where authority has been delegated, approve change orders;
provide liaison with and instructions to applicants antl their representa-
tives to assure compliance with construction requirements; as required,
evaluate sites, need for projeets, and related. matters; participate in
project completion activities; and, as required, visit sites for loan
management purposes.

Urbcn Renewal Divirion

Regionol Director of Urbon Renewol

The Regional Director of Urban Renewal shall direct Regional Ofice
activities with respect to the Title I Urban Renewal Program, the Urban
Planning Assistance Program, and the Open-Spaee Land. Program;
revisw loeal program submissions and take or reeommend action on
them; prepare reports on urban renewal program activities; review
'Workable Program for Community Improvement submissions and reo-
ommencl action in connection with them; and rend.er urban renewal
serviee to localities.
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Deputy Regionol Director of Urbon Renewol

The Deputy Regional Director of Urban Renewal shall provide gen-
eral assistance to the Regional Director in carrying out urban renewal
prograrns in the Regional Office; and shall act for the Regional Director
in his absence.

lnlergroup Relqtions Officer

The fntergroup Relations Officer shall assist the Regional Director
anil his staff in the intergroup relations aspects of urban renewal pro-
grams.

Assistont Regionol Director for Speciol Programs

The Assistaut Regional Director for Special Programs shall direct
and coordinate Urban Planning Assistance Program, Open-Space Land
Program, and Community Renewal Program activities, to assure con-
sistency in objectives and conformity with policy goals.

Community Orgonizotion Officer

The Community Organizalion Officer shall assist the Regional Direc-
tor and his staff in the community organization and citizen participa-
tion aspects of urban renewal programs.

Operolions Bronch

'With respeet to the planning and carrying out of Urban Renewal,
Urban Planning Assistance, and Open-Space I-,and projects and. activi-
ties, and for Workable Programs for Community Improvement, the
Operations Branch shall provide liaison with Local Public Agencies and
localities; schedule and coordinate visits of Field Representatives and
Site Representatives and coordinate these with visits of technical
staff; and. perform local program evaluation, statistical, reporting,
processing, and control activities.

Areo Coordinslors

Within the Operations Branch, Area Coordinators shall, within an
assigned geographical area, supervise Field Representatives and Site
Representatives and coordinate their activities.

Local Progrom Review ond Evoluqtion Section *

The Local Program Review and Evaluation Section shall (1) through
a Program Evaluation Unit, review, analyze, and evaluate Regional
Office and local agency operations and performance; (2) through a
Statistical Analysis and Reports Unit, assemble, record, analyze, and

* fmplementation of this patter[ itr all Regions awaits the completion of necessary staftng
arrargements.
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report d.ata coneerning program submissions, the planniug and carry-
ing out of approved. activities, antl IIHFA actions thereon; and (3)
through a Processing and Control Unit, control and coord.inate the
flow of program documents and submissions, coordinate technical re-
views, and prepare aetion documents for submission to the Regional
Director.

Plonning Bronch

The Planning Branch shall provide assistance to local bodies on the
planning aspects of local Workable Programs for Community Improve-
ment and the planning and engineering aspects of urban renewal
projects; review the planning and engineering aspects of program sub-
missions, and make recommendations as to their technical feasibility
and acceptability; and give technical advice to localities with regard to
community planning.

Rehobilirstion ond Conservotion Bronch

The Rehabilitation and Conservation Branch shail coordinate Re-
gional Office activities concerned with the rehabilitation of properties
and the conservation of neighborhoods, including the review and evalu-
ation of local project proposals involviug rehabilitation and conserva-
tion; and review and advice on the adequacy of loeal cotles and ordi-
nances as aids to rehabilitation and conservation activities.

Reol Estste Acquisilion Branch

The Real Estate Acquisition Branch shall perform all techuical real
estate fu:rctions of the Regional Office in connection with the acquisi-
tion of real property for urban renewal projects; provide advice and
assistance to Regional Office officials and. to local bodies in lantl acquisi-
tion matters; and assist in expediting local acquisition prograrns.

Reol Estste Disposition Bronch

fhe Real Estate Disposition Branch shall perform all teohnical real
estate functions of the Regional Office in connection with the tlisposition
of real property for urban renewal projects; provide adviee and assist-
ance to Regional Office officials and to local bodies in land disposition
matters; and assist iu expetliting local disposition programs.

Relocotion Bronch

The Relocation Branch shall provide advice and assistauce to local
bodies with respeet to the development and execution of plans antl the
fulfillment of requirements eoncernetl with the relocation of families
displacetl from urban renewal areas, the making of relocation pay-
ments pursuant to Section 106(f) of the Eousing Act of 1949, as
amended, and the management of acquired real property in project
areas. It shall review local submissions and make recommendationg
with respect to their technical feasibility and acceptability.
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Fircol llanagemenl Bronch

The Fiscal Management Branch shall coordinate the review of all
project budgets and. cost estimates and requests for budget revisions;
ieview and evaluate administrative practiees of Irocal Public Agencies;
raintain surveilIance of the financial position of projects by continu-
ing review and analysis of financial ieports and reports of physical
progress; review antl evaluate financial plans for projbcts and coortli-
nate the review of all I-rPA requests foi funtls; review project audit
reports antl initiate corrective actions; prepare program butlget esti-
mCtes with respect to Regional requirements for loau ant[ grant funtls;
antl atlvise Begional Office staff with respect to fnancial aspeets of
project planning and, execution, including availability of local grants-
in-aid and. general financial position of municipalities.

FIEI.D OFFICES

Offices and the headquarters of field employees reporting to Be-
gional Offices are identified by the name of the City in which they are
loeated-for example, Bichmond, Office-and are referred to collec-
tively as fiel,il, ofi,ces. Field offices may be established and abolishetl
by Regional Administrators on the basis of local program require-
ments and within available budgetary and staffing limitations.

SEAIII,E AREA OIFICE

The Seattle Area Office shall be headed by the Director for Northwest
Operations, Begion YI.

The Director for Northwest Operations shall be responsible, under
the geueral. supervision of the Regional Administrator, Begion VI, for
the operations of the Community Faeilities Atlministration programs in
Alaska, Northwest Idaho,l Montana, Oregon, and'Washington.

The Seattle Area Office shall follow the community facilities program
proced.ures for Regional Offices, as preseribed in the Manual and
Regional Circular series, and references to "Regional Office" and
Begional officials and staff units contained therein shall be construed to
mean the Director and his sta,ff. Correspondence and inquiries eon.
cerning commuaity facilities programs in the area served by the Seattle
Office shall be sent direct to the Direetor for Northwest Operations.

The other responsibilities of the Seattle Area Office, inclutling those
for Agency supervision and coordination and the urban renewal pro-
grams, shall be prescribed by the Regional Administrator, Region YI,
and administrative services for all Seattle Area Office operations shall
be provided by the Begional Office at San Francisco.

l Oonnties ol Aibms, Benewah, Bonner, Bountlery, Oearwater, Iilaho, Kootelai, Irotah,
Il€mhi, IJewis, Ner Perce, Shoshone, Yalley aDd Washington.
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HOUSING AND HOME
FINANCE ADMINISTRATOR

DEPUry ADMINISTRATOR

REGIONAL ADMINISTRATOR
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Speciol A$istqnt to the
Regionol Administrotor
(Community Progroms)

LEGAL DIVISION
Regionol Counsel
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Director
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Chief,

ADMI NISTRATIVE DIVISION
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REAL ESTATE
ACQUISITION BRANCH

Chief

FISCAL MANAGEMENT
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Section 2

REGIONAT OFFICE ORGANIZAIION

2-2-2

Each Ragional Office of the Office of the Administrator shall be
headed by a Regional Representative who, within the functional frame-
work established in Section 2-2-7 of Volume II of the OA Manual, shall
have operating responsibility within his Region for all prograrrrr
assigned to the OA F ield Serviee. Each Regional Office shall contain
the following principal organization units:

Engineering Branch
Community Requirements Branch
I-rcgal Branch
Administration Braneh

ENGINEERING BRANCH

The Eugineering Braneh, headed by a Regional Engineer and under
the general functional direction of the Commissioner, Division of Com-
munity Facilities and Special Operations, shall: review the engineering
aspects of the applieations for Federal assistance under programs
asigned to Regional Offices; review plans and. specifieations, the engi-
neering aspects of professional serviee and construction contracts, and
related eonstruction documents, including change orders and requests
for payment; provide appropriate supervision and inspection of con-
struction and other developmental operations; and furnish technical
adviee to field staff.

COiliTUNlIY REOUIREiIENIS BNANCH

The Commuuity Requirements Branch, headed by a Regional Pro-
gram Analyst, and uader the general functional direction of the
Assistant Administrator (Plans and Programs), shail: develop, main-
tain, and. analyze data on local defense-related. needs for housing (in-
cluding college accommodations) and, in collaboration with the Engi-
neering Branch, community facilities; conduct locality surveys in con-
nection with critical area designations and subsequent programming
action; maintain continuing liaison with public and private organiza-
tions concerned with loeal housing and related operations; advise local
field staff as to the eeonomie aspects of all Regional Office prcgram
operations; review and evaluate the economic aspects of applications
for loans and grants under programs assigned to Regional Offices.

I.EOA[ INANCH

The Legal Branch, headed by a Regional Counsel, shall provide
the legal counsel and assistanee required in the formulation and develop-
ment of Regional Offrce policies and programs. The Branch, under the
general functional direction of the General Counsel, shall handle aII legal
matters in connection with the programs and operations assigned to the
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Region, including: review of the legal aspects of applications for X'ed-
eral assistance; preparation and legal approval of contracts and related
documents for and respeeting advances, loans, and grants; legal review
and approval of architectural and engineering contracts, coustruction
contracts, change orders, extensions of time, Iiquidated damage matters,
and elaims of contractors and materialmen; interpretation of Agency
regulations; legal advice and assistance in connection with the acquisi-
tion of real property; and preparation of d.eeds, leases, bills of sale,
and other agreements in connection with the disposition of Federal real
and" personal property. In addition, the Braneh shall handle litigation
involving the Regional Olfce or its perso:rnel in their official capacities;
prepare or review proposed State legislation relating to Ageney prc-
grams and appear before State legislative committees considering such
Iegislation; and maintain liaison with Federal, State, and loeal offieials
concerned with the legal aspects of Agency programs.

ADMINISIRATION BRANCH

The Administration Branch, headed by a Regional Administrative
Officer and under the general functional direction of the Assistant
Administrator (Administration), shall provide a complete prngram of
administrative services, including: maintaining the accounting and pay-
roll records of the Region; providiug complete personnel services; pre-
paring regional budget estimates and administering butlget allotments;
providing general seri,iees and facilities such as the proeuremeut and
control of supplies, equipment and office space, maintaining property
accountability records, and providing records management, travel, mes-
senger, distribution, and related administrative services; preparing re-
quired administrative reports; interpreting administrative policy, and
procedures for Regional Office officials; evaluating the organizational
structure and devising methods and procedures for the improvement
of regional offi.ce operations; and maintaining liaison with the Oivil
Service Commission, General Services Administration and other control
agencies relative to administrative operations.

OIHER FUNCTIONS

For the time being, the organizational placement of the eontrol,
financial analysis, and Advance Planning liquidation funetions in the
regional ofifices will not be standardized on a national basis. It is recog-
nized that wide variations exist in the several regional ofrees with
respect to finaneial analysis and related workload and in arrangements
for handling such activities as: Ioan review; development of finaneing
plans; analysis of securities, evaluation of anticipated revenues, expend-
itures, and bon,il indebtedness; determination of the fiscai capacity
of public and private applicants for federal assistance; servicing of
approved loans; and Advance Planning liquidation operations. Accord-
ingly, each Regional Representative shall be responsible for arriving
at and advising the Central Office of the partieular organizational
or functional amangements norv in effect or to be adopted to facilitate
the most effective handling of these activities within his Region.
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2.3-t

Section I

FEDERAT NATIONAT MORTGAGE ASSOCIATION

The X'ederal National Mortgage Association, chartered dn February
10, 1938, under Title III of the National Eousing Act, as amended,
proyides a Government financed secondary market for the purchase and
sale of certain tr'HA-insured and YA-guaranteed mortgages.

*ilil 
lTXrry and Home Finance Administrator on behelf of the

United States is the sole stockholder of the Association. Ee is responsi-
ble for appointing the members of the Board of Directors from the
offieers and employees of the Housing and llome X'inance Agency (iu-
clutling those of the constituent agencies of the Housing and Eome
X'inanee Agency), except that, as required by statute, oue of the mem-
bers of the Board is appointed by the Administrator of Yeterans' Afiairs
from among the officers and employees of the Veterans Administration.

IOARD OF DIRBCTORS

The Board of Directors, consisting of not less than five persons, deter-
mines general policies governing the management of the property and
business of the Association in aceordance with applicable laws. The
Board of Directors appoints the principal officers of the Association.

CHAIRIiAN OF 
'HE 

TOAID

The Chairman presides at all meetings of the Board of Dirrcctors. Ee
is responsible for general supervision oyer the business and aftairs of
the Association.

PTESIDE}JT

The Preeident is chief executive officer of the Association. Subject to
the general super:vision of the Chairman and. in consonance with general
policies established by the Board of Directors, he earries out or directs
the business and affairs of the Assoeiation-

GEt{ErAt COrrt{3Et

The General Counsel is the principal eonsulting offieer of the Associa-
tion in all matters of legal significanee or import. Ee is responsible for
and directs all counsel, employees, attorneys, and. agents in the per-
foruranee of all legal duties and services for and on behalf of the Asso-
eiation.

cor{fRolrB
The Controller is rrcsponsible for the maintenanee of all aceounting

records of the Association, the preparation and interpretation of all
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ffnancial and statistical records and related reports, and the eertifiea-
tion of vouchers for payment by the Treasurer.

TECTETANY.ITEATUREN

Tho Seeretary-Treasurer attends and records all meetings of the
Board of Directors, maintains official reeords, is custodian of the eor-
porate seal, and is responsible for procurement and related matters.
Eo is responsible for collecting, custody, and disbursement of funds
and securities belonging or intrusted to the Assoeiation in the conduet
of its business.

]OAN 
'IiANAOEIThe Loan Manager is responsible for the supervision and direction

of purchase, administration, and sale of all mortgages in the Assoeia-
tion's portfolio, and for the disposition of security acquired through
foreclosure or otherwise.

CHIE' AUDIIOT

The Chief Auditor is responsible for the autlit and verification of
aeeounts and records of the Association and its contract servieers, and
reporting of deviations from complianoe with Association policias and
rules and other applicable general or specific statutes and standards.

IUDGCI OFTICEI

The Budget Officer is responsible for the coordination and direction
of all activities in connection with the formulation, eonsolidation, and
presentation of the Association's budgets and maintains eontrols on
disbunsement of funds.

,ErsolsEr, olHcEl
The Pemonnel Officer exercises staff supervision over personnel

matters, including classifieation of positions, transfers, pmmotions,
and training.

AOTI'CY MAilAOET3

An Agency Manager is in charge of eaeh field Agency office of the
Association. In their respective areas, the Association's Ageneies arr
responsible for diecharging the functions of the Association. The ohief
functions involving the purchase, servieing or administration, and sole
of mortgages, include activities sueh as the following: Exeminqtion
of mortgage purchases, disbursements of funds, maintenance of neees-
sary recor-ds-and books of account, supervision of eontract servieers,
anri tlisposition of acquired properties. The Ageneies maintain con-
tact^s wiih institutions ihat originate X'EA-insured and YA-guaranteed
mortgages of the types that are purchased and sold through the facili-
ties of the Association's seeondary market.
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Policier ond Procedurer of the Adminirtrotor
Porr 3. HHFA Administrotive Policicr and Procedures
Chopter l. Generol

3-r-t

Section I

STANDARDS OF CONDUCT

----
PURPOSE

This section preseribes standards of conduct, in atlttition to those
prescribed by statute, for employees of the Housing and Ilome Finance
Ageney in eonnection with outside employment, fi.naneial and. other
interests, gratuities, and the conduct of certain aspects of Government
business. It also contains standards relating to representative appear-
ances of former employees.

As used in this Section, the term emplogee means any officer or em-
ployee of the Housing and Home Finance Agency, including the Office
of the Administrator and each of the constituents, except experts,
advisers, consultants, and part-time and intermittent employees.

Atlditional guides applicable to Presidential appointees are contained
in Executive Order 10939.

The maintenance of high moral and ethicai standards in the public
service is essential both to efficiency in the conduct of Government busi-
ness and to assuring the confidence of the public in their Government.
Unwavering integrity and standartls of behavior that reflect credit on
the Government are required of all members of the public service.

The elimination of conflicts of interest in the tr'ederal service is one
of the most important objectives in establishing general standards of
eonduct. A conflict of interest situation may be defined as one in which
a Federal employee's private interest, usually of an economic nature,
conflicts or raises a reasonable question of conflict with his public duties
and responsibilities. The potential conflict is of concern whether it is
real or only apparent.

It is essential that consideration be given to two key objectives: (1)
ethical standards of the Federal Government must be beyond reproach;
(2) the Federal Government must be in a position to obtain the high
quality personnel needetl for effective, represent&tive government in
the modern age.

Legislation has been enacted to prohibit specific activities of Federal
employees which might result in conflicts of interest. The basic provi-
sions of this legislation are summarized in Exhibit A, and. they should
be carefully reviewed by all employees.

817/53 Poge I



3-l-r Stondords of Conducl

Over and above the statutory limitations, however, there are funda-
mental moral and ethical considerations which must govern tlte conduct
of Federal employees. As has been said by the Attorney General of
the United States:

Apart from statute, there are certain principles of fair dealing
rvhich have the force of law and rvhich are applicable to all officers
of the Government. A public office is a public trust. No public officer
or employee can larvfully engage in business activities rvhich are in-
compatible with the duties of his office. He cannot in his private or
official character enter into engagements in which he has, or can
have, a conflicting personal interest. He cannot allorv his public duties
to be neglectetl by the reason of attention to his private affairs. Such

vate
Op.

These priuciples have been stressed by the Congress in a Concurrent
Resolution outlining a cocle of Ethics for Government Service (Exhibit
B) antl in the Standards of Conduct for Civiiian Employees prepared
by the Civil Service Commission at the direction of the Presitlent.

conflicts of interest are not tolerated in the case of any
fitluciary, and they are doubly proscribecl for a public trustee.
A.G. 187)

pri
(40

OUTSIDE EiAPTOYi'IENI

In the absence of some contlition which in a particular case dis-
tinguishes public service from other types of employment, Federal em-
ployees are entitled to the same rights and privileges as all other citi-
zens. There is, therefore, no general prohibition against Fetleral em-
ployees engaging in outside employment if they wish to or if they feel
the economic neec[ for doing so.1

An employee may not, however, engage in outsitle employment which
may: (a) interfere with the efficient performance of the employee's
offcial duties, (b) bring dissrealit upon, or cause unfavorable ancl rea-
sonable criticism of, the Government or the Agency, or (c) reasonably
result in, or reasonably be construed by others as involving, a confliet
of interest between the private interest of the employee ancl his official
duties ancl responsibilities.

Ourside Employment Which is Nol Permitted

No employee shall cngage in arry outside cmploymcnt whcn:
(l) The activities involved may be construcd by the public to bc

the official acts of the Agency or the eruployment may in any
way involve the use of public office for private gain.

(2) The connections to be estabiishecl or property interests to be
aequired may result in conflist between the private interest
of the employee and his official duty, tend to bias his jutlgment,
or cause any loss of impartiality.

lTho term employmcnt as tlser'l hcrein neans thc performance of scrviceg in au employer.
ornployoo rolationship, or iD the contluct of a private businoss, or as &n indcpcndcnt contr&stor.
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(3) The employment may involve the use of information secured as
the result of employment in the Ageney to the detriment of the
Agency or the public service or may involve any undertaking to
give preferential treatment to any person, corporation, public
agency, or group.

(4) The employment may tend to bring criticism on or cause embar-
rassment to the Agency or have any adverse effect on the con-
fidence of the public in the integrity of the Government, or result
in the making of a Governmental decision outside offieial
ehannels.

(5) The employrnent may interfere in any rvay with the proper and
efficient discharge of the duties and responsibilities of the em-
ployee's offrcial position or may impede government efficiency
or eeonomy.

No employee shall maintain a publicly listed or identified place of
business for the pursuit of the professional field in which he is employed
by the Agency.

Outside Employment Requiring Prior Approvol

Outside employment in the same professional ffeld as an employee's
official position or in activities related to HHFA programs is partic-
ularly open to misunderstanding. The same is true of employment by
other public jurisdictions because of the nature of IIHFA's relation-
ship to agencies of State and local governments.

No employee shall, therefore, engage in outside employment falling
into the follorving categories, except as provided under the heading
" Teaching, 'Writing, and Lecturing, " below, without the prior approval
of the constituent direetor of personnel':

(1) Empioyment related. to or similar to the substantive programs
condueted in any part of the Housing and Home Finanee
Agency. This provision is intended to cover, but is not limited
to, the broacl fields of real estate,. mortgage. lending, property
rnsuranee, construction, construction financing, and planning.

(2) Ernploymcnt in the same professional fieltl as that of thc inrlivid-
ual's official position.

(3) Ernploymcnt, including appointments rvithout compensation, by
another governmental body.

Teoching, Writing, ond lecturing

Teaehing, writing, and lecturing by Federal employees are generally
to be encouraged so long as the laws and regulations pertaining to stand-

I As used in this Section, the terrn "constituent director of Dersonnel" means the OA
Director of Personnel, for the Ollice of tlte Administrator, Conmunity I'acilities Administra-
tion, anil Urban Rcneu'al Adurinistration, autl the chicf personncl ofricers of each constituent
agency.
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3.t-t Stsndordr of Conduct

ards of conduct are observed. These activities frcquently serve to
enhance the employee's value to the Clovernment as well as to increase
the spread of knowledge and information.

Ifowever, when the subject matter (a) is devoted substantially to the
speeific duties of an employee's position or (b) draws substantially
upon official data or ideas which have not become part of the body of
public information and are not available to others upon request, prior
approval of such activity by the constituent director of personnel is
required.l

An employee may use his name and title in connection with articles
for publieation whieh bear upon his work in the Agency by submitting
the article first to the constituent director of personnel for approval
of the aetivity and then to the eonstituent information officer for ap-
proval of the substance, prior to publication.

IVIEMBERSHIP IN ORGANIZAIIONS

An employee may not, in his official capacity as an officer or employee
of the IIIIFA, serve as a member of a non-Federal or private organiza-
tion except where express statutory authority exists, or statutory lan-
guage necessarily implies such authority. However, an employee may
serve in an individual capacity as a member of a non-Federal or private
organization, provided that :

(1) his membership does not involve him in any of the conditions (1)
through (5) listetl under "OUTSIDE EMPITOYMENT", above;
and

(2) his official title or organizational connection is not shown on any
listing or presented in any activity of the organization in such
a manner as to imply that he is acting in his official capacity.

TINANCIAL AND OIHER INTERESIS

An employee may not, in his official capacity as a Government em-
ployee, participate in any matter on behalf of the Government in the
consequences of which he, his spouse, minor children or business as-
sociates have a financial interest.

An employec may not (a) have financial interests that conflict or may
reasonably be construed by others to conflict, with his responsibilities
and duties as a Federal employee, or (b) engage in, directly or in-
directly, financial transactions as a result of, or primarily relying upon,
information obtained through his employment. Asid.e from these restric-
tions and the following specific rules, an employee is free to engage in
Iawful financial transactions to the same extent as any other eitizen.
-Ei thJ"**u of officers subject to the proyisions of lrxecutive Order No. 10939, chuse (a)
of this sentence is changed to read (a) is iletoted, substantially to the res2onsibilities, prograre,
or oper@tionE ol the Agcncy.

In addition, such officer m&y not receive compensation for any consultation, lecture, dis-
cussion, writing, or appearance if either clause(a) as amended, or clause (b) is applicable
thereto.
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Stondords of Conduct 3.1.t

Common stoch of the tr'ederal National Mortgage Association shall
not be acquired. by an employee of the Housing antl Home Finance
Agency or by the spouse or minor child of such employee.

No employee shall be an officer or director of any organization which
is au FHA-approved. mortgage or lending institution or which serv-
ices mortgages or other securities for the Ageney. An employee may
hold stoek or shares in such an orgatization providetl his official duties
are such that the holding will not create or tend to create a conflict of
interest.

GRATUITIES AND GIFTS

No employee shall solicit, accept, or agree to accept, rlireetly or in-
directly, anything of economic value as a gift, gratuity, or favor, which
might reasonably be interpreted by others as being of such nature that
it could affect his impartiality, from any person, corporation, public
agency, or group, if the employee has reason to believe that the person,
corporation, public agency, or group:

(a) Has or is seeking to obtain contractual or other business or
financial relationships with the Agency.

(b) Conducts operations or activities which are regulatetl by the
Agency.

(c) Has interests which may be substantially afrected by such em-
ployee's performance or non-performance of his official duty.

(d) Is in any way attempting to affect the employee's official actions.

Although under the foregoing criteria, the acceptance of any gift,
gratuity, or favor directly or indirectly affecting an employee's official
responsibilities would be clearly adverse to the public interest, this need
not preclude the exchange of usual social courtesies which are entirely
free from any improper or embarrassing irnplications.

No employee shall receive compensation or anything of monetary
value, other than that to which he is duly entitled from the Govermnent,
for the performance of any activity during his service as such employee,
and within the scope of his official responsibilities. This prohibition
shall not be construed to preclude the acceptance of awards for meritori-
ous public contributions given by public service or civic orgauizations.

TAVORlTlSM

No employee shall accord preferential treatment to any person, cor-
poration, public agency, or group in the conduct of offcial business
except in the manner and to the extent prescribed by speci{ic statutes
or regulations.

No employee shall discriminate for or against any person having
business before the Agency because of race, color, creed, sex, or national
origin.

8/7/53 Pose 5



3-t-t Stcndqrds of Conduct

No employee shali give or use information acquired by means of his
position to ad.vance the private interests of himself, his family, as-
sociates, or friends, nor shall he reeommend or suggest the use of any
particular or identifled non-governmental intermecliary to r1eal with the
Agency, or any device or product tested by or for, or used by, the
Agency, except as required by his offieial duties.

CONDUCIING GOVERNMENI BUSINESS

The manner in which an employee conducts himself on the job is
frequently relevant to the proper, eeonomical, and efficient accomplish-
ment of his ofifrcial duties and responsibilities. In addition, those em-
ployees who are in direct contact with the public play a most significant
role in determining the public's attitude toward the !'ederal service,
both by the marrner in which they serve the pubiie and the way in which
they cond.uct themselves generally in the vierv of the public.

Each employee must coniluct himself in such a manncr that the work
of the Agency is effectively accomplished ancl must also observe the
requirements of courtesy, consideration, and promptness in dealing with
or serving the public or the clientele of the Agency.

Embarrassrnent to the Agency will be avoided by c<lnductirrg govern-
meut business on those preurises where such business is normally trans-
acted and tlrrough the proper official channels. Particular care must
be exercised when the negotiations are being carried on with non-gov-
ernmental personnel.

No employee shall use Fecleral property of any kind for other than
officially approved activities.

ADVISERS, CONSUITANTS AND TEMPORARY EI\APIOYEES

Conflict of interest laws are applicable to persons employed by the
Agency as adyisers, consultants, experts, and members of advisory com-
mittees. This legislation establishes a category of personnel, termed.
"special Governurent employees," consisting of those eurployed by the
Government to perform temporary duties on a full-time or intermittent
basis for not more than 130 days in any period of 365 consecutive days.
Most advisers, consultarrts, experts, and advisory committee members
employed by this Agency fail in this category of "special Government
employee. " Although the provisions which this legislation applies to
special Government employees are somewhat less restrietive than those
applied to regular Government employees, it is important that special
Government employees understand clearly the nature and extent of
these limitatior:s. 'Ihe provisions are summarized in part B of Exhibit
A, and are explained in detail in the President's Memorandum of May 2,
1963, entitled "I'reventing Conflicts of Interest on the Part of Special
Government Employees" (Exhibit C). A copy of the President's
Memorandum shall be given to each special Government ernployee upon
appointment by the Agency. The Memorandum shall also be distributed
Poge 6 8/7/63
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to all regular employees of the Ageney who are charged with the super-
vision of special Governrnent employees.

Consultants, advisers, and experts shall be required to complete ancl
keep current a Statement ol Dm,ployment and, Financial, Interests
(Standarcl Form 68) prior to appointment to the Agency. This state-
ment shall be forrvarded to the chief legal officer of the agency con-
cerned for information and advice as to possible conflicts of interest.

Appointing officers shall in all cases see that experts, advisers, and
consultants are furnished witir a copy of these Agency regulations and
other pertinent material governing standards of conduct.

PENAI.IIES

Penalties for violations of statutory restrictions are expressly pre-
scribed by the appropriate sections of the conflict of interest legislation.

Administrative penalties for violating the preceding provisions of this
Section rnay include official reprimand, suspension, demotion, or separa-
tion.

NESPONSIBIIITY OF E'IIPLOYEES

Each employee of thc Ilousing ancl Home Finance Agency is re-
sponsible for complying with the provisions of this Section.

For the protection equally of the Agency anrl its employees, it is
desirable to establish as a matter of record the fact that employees
recognize the necessity of eliminating or preventing conflicts between
their private intercsts ancl their public responsibilities. Each new em-
ployee will, therefore, be required to file, with the constituent director
of personnel, Form HHFA-8, Certification of Priuate Business a,nd,

F,inan,cial Intercsts, prior to entrance on duty.

Under ltcnt 1, the employcic shall list all outside employment which
requires prior approval of the constituent director of personnel:

(1) Employment related. to or similar to the substantive programs
conducted in any part of the Housing and Home Finance
Agency. This provision is intended to cover, but is not limited to,
the broad fields of real estate, mortgage lending, property insur-
ance, construction, construction financing, and planning.

(2) Employrnent in the same professional field as that of the inclivid-
ual's offrcial position.

(3) Employment by another governmental body.

Outside employment as a teacher, writer, or lecturer does not require
prior approval of the constituent director of personnel except as pro-
vided urrder the subhead Tcacldng, Writing, anil Lectu,rin91, above.
When prior approval is required such employment should be listed
under Item 1; otherwise it should be listed under Item 2.

Under ltem 2, the employee shall list all other outside employment.

8/7/53 Poge 7
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Under Item 3, the employee shall list any financial or other interests
which relate directly or indirectly to the substantive programs con-
ducted in any part of the Housing and Home Finance Agency, includ-
ing real estate holdings other than the employee's own home or summer
residence.

The signed and completed certification sha1l be treated. in all respects
as confidential information and shall be available only to such persons
as may need such information in the performance of their official duties
for the Government.

In the event that further action is required with respect to any stated
employment, interest, or activity, the employee will be notified of such
action promptly. It should be noted. that employment listed under Item
1 requires prior approval of the constituent director of personnel (See
above).

Certificates shall be supplemented, using F orm IIHFA-S as necessary
to keep them current at all times.

RESPONSIBITIry OF SUPERVISORS

Supervisors, on the basis of information supplied through the con-
stituent director of personnel or through any other source, shall be
responsible for guarding against the making of assignments which might
involve a possible conflict of interest.

Supervisory officials are expected to exercise diligence to the end that
the activities of the individuals under their supervision d.o not result
in criticism of or embarrassment to the Agency. Supervisors concerned
are therefore requested to review and endorse or otherwise note Form
I{EFIA-8 when such forms are submitted upon the appointment of new
personnel.

If, through any source, a supervisory official receives information in-
dicating a violation of this Section, such information shall be reported
immediately, by nernorandum, to the constituent director of personnel.
(See also Section 3-1-2 of this Volume, relatirrg to referrals to the Com-
pliance Division.)

RESPONSIBII.IIY OF IHE DIREC'OR OF PERSONNET

Each constituent director of personnel and constituent agency As-
sistant Commissioner for Administration is responsible to the head of
his constituent for the general administration of the conflict of interest
program under this Section. This shall include responsibility for mak-
ing determinations regarding the applicability of the procedures and
the extent of disciplinary action to be taken or recommended in indivitl-
ual cases.

In making determinations in such cases the constituent director of
personnel shall be guided by this Section and by the decisions of the
Outside Activities Committee. He will refer to the Outside Activities
Poge 8 8/7/63
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Committee, through the executive secretary, cases requiring new policy
judgments or adviee on interpretation of existing policy and other
cases required by these procedures to be referred to the Committee.

Each constituent director of personnel shall semi-annually, in June
and Deeember, (1) call the attention of the employees of his constituent
to the provisions of this Section and any supplementary instructions
issued. by the constituent and (2) submit a report summarizing any
unusual or difficult cases of eonflict of intercst to his eonstituent head,
with a copy to the Outside Activities Committee.

Questions relating to the interpretation or application of this Section
to speciffc outside interests or activities should be taken up in writing
with the constituent director of personnel.

RESPONSIBIIIIY OI THE OUISIDE ACTIVITIES COMI\AITTEE

The Outside Activities Committee shall provide policy guidance in
the administration of this Section and reach decisions in cases of ap-
peals from determinations of the constituent directors of personnel. The
Committee shall not, however, review matters concerned. with a con-
sultant's, adviser's, or expert's Statement of Employment and Financial
Interests except at the request of the chief legal officer concerned.

The Outside Activities Committee shall, from time to time, review the
effectiveness of these polieies and shall recommend to the Administrator
such new or revised policies as may appear desirable.

The OA Director of Personnel shall serve as executive secretary to
the Outside Activities Committee, aclvise the committee regartling the
administration of the Section and regarding proposed changes in the
polieies and procedures relating to Standards of Conduct and provide
necessary staff services for the Committee.

The Outside Activities Committee shall consist of the Assistant Ad-
ministrator (Administration), who shall serve as chairman; the
HHFA General Counsel, who shall serve as vice chairman; and a rep-
resentative designated by each of the Commissioners of FHA, PHA,
CFA, and URA, and the President of FNMA. The chairman or vice
chairman and any two members shall constitute a quorum.

RESPONSIBII.ITIES OF CONSTITUENT AGENCIES

The differing responsibilities of the coustituent agencies within the
Housing and Home Finance Ageney may render certain other activities
questionable in the light of their respective programs. Supplemental
instruetions, consistent with the policies set forth above, may therefore
be issued by the Office of the Administrator and each constituent agency.

8/7/53 Poge 9



Stondords of Conduct 3.I-t

EXHIBIT A

Generol Provisions of Conflict of lnterest Legislotion

Federal legislation pertaining to conflict of interest is contained in
Public Law 87-849, which came into force on January 21, 1963. One
of the main purposes of the new legislation was to help the Government
obtain the temporary services of persons with special skills rvhose
principal employment is outside the Government. Public l-.law 87-849
does this by imposing lesser restrictions on these employees than on the
Government's regular employees.

Restrictions on both groups of employees, however, are far-reaching
in many aspects, and employees who have any question about the law's
application to their orvn situations shoulcl take care to review the full
provisions of Public I-.raw 87-849.

The larv makes a clear distinction between two categories of employ-
ment. Persons employed on a full-time or intermittent basis for not
more than 130 days in any period of 365 are defined. as "special Govern-
ment employees 1" all other employees are considered regular employees.

A. A regular employee of the Govcrnmcnt is in general subjeet to
the follorving major restrictions :

1. IIe may not, except in the discharge of his official duties,
represent anyone else before a eourt or Government ageney in
a matter in 'which the United States is a party or has an
interest. This prohibition applies both to paid and unpaid
representation of another (18 U.S.C. 203 and 205).

2. TJ.e may not participate in his governmental eapacity in any
matter in which he, his spouse, minor child, outside business
associate or person rvith whom he is negotiating for employ-
ment has a financial interest (18 U.S.C. 208).

3. I{e may not, after his Govelnnrent employment has ended,
rcpresent anyone othcr than the United Statcs in connection
rvith a matter in rvhich the Unitetl States is a party or has an
interest and in which he partieipated personally and sub-
stantially for the Government (18 U.S.C. 207 (a)).

4. He may not, for 1 year after his Government employment has
ended, represcnt anyone other than the United States in con-
nection with a matter in which the United States is a party or
has an interest and which was within the boundaries of his
officia1 responsibility during the last year of his Government
service (18 U.S.C. 207 (b)). This temporary -_res-traint of
course gives rvay to the permanent restraint described in para-
graph 3 if the matter is one in rvhich he participated personally
antl substantially.
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EXHIBIT A (Psge 2)

5. He may not receive any salary, or supplementation of his
Government salary, from a private source as compensation for
his services to the Government (18 U.S.C. 209).

B. A special Government employee is in general subject only to the
following major restrictions :

1. (a) He may not, except in the discharge of his official duties,
represent anyone else before a eourt or Government agency in
a matter in which the United States is a party or has an inter-
est and in which he has at any time participated personally
and substantially for the Government. (18 U.S.C. 203 antl
205).
(b) IIe may not, except in the discharge of his official duties,
represent anyone else in a matter pending before the agency
he serves unless he has served there no more than 60 days dur-
ing the past 365 (18 U.S.C. 203 and 205). He is bound by this
restraint despite the faet that the matter is not one in which
he has ever participated personally and substantially.

2. He may not participate in his governmental capacity in any
matter in which he, his spouse, minor child, outsitle business
associate or person with whom he is negotiating for employ-
ment has a financial interest (18 U.S.C. 208).

3. He may not, after his Government employment has ended,
represent anyone other than the llnited States in connection
with a matter in which the United States is a party or has an
interest and in rvhieh he participated personally and substanti-
ally for the Government (18 U.S.C. 207 (a)).

4. He may not, for 1 year after his Government employment has
ended, represent anyone other than the United States in con-
nection with a matter in which the United States is a party or
has an interest and rvhieh 'was within the boundaries of his
official responsibility during the last year of his Government
service (18 If.S.C. 207 (b)). This temp.orary restraint of
course gives rvay to the permanent restriction described. in
paragraph 3 if the matter is one in rvhich he participated
personally and substantially.

There are certain exceptions to the prohibitions listed above which
are contained in Public Larv 87-849; for purposes of brevity they are
not listed here. Employees w-ho believe that these exceptions may apply
to then should. review the full provisions of the law, and the Attorney
General's Memorandum of January 28, 1963, 28 F.R. 984-89.
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EXHIBIT B

Resolved by the llouse of Representatives (The Senate concur-
ring), That it is the sense of the Congress that the following code of
Ethics should be adhered to by all Government employees, inclutling
officeholders:1

CODE OF ETHICS FOR, GOYER,NMENT SER,VICE
Any person in Government service should:
1. Put loyalty to the highest moral principles and to couutry above

loyalty to persons, party, or Government department.
2. Uphold the Constitution, laws, and legal regulations of the Unitetl

States and of all governments therein and never be a party to their
evasion.

3. Give a full day's labor for a full day's pay; giving to the per-
formance of his duties his earnest effort and best thought.

4. Seek to find and employ more efficient and. economical ways of
getting tasks accomplished.

5. Never discriminate unfairly by the dispension of special favors or
privileges to anyone, whether for remuneration or not; and never accept,
for himself or his family, favors or benefits under circumstances which
might be construed. by reasonable persons as influencing the perform-
ance of his governmental duties.

6. Make no private promises of any kind binding upon the duties of
office, since a Government employee has no private word which can be
bintling on public duty.

7. Engage in no business with the Government, either directly or
indirectln which is inconsistent with the conscientious performance of
his government duties.

8. Never use any information comiug to him confidentially in the
performance of governmental duties as a means of making private
profit.

9. Expose corruption wherever discovered.

10. Upholtl these principles, ever conscious that public office is a
public trust.

lEouso Ooneurrent Resolution 176, 86th Oongxess, adopteil July 11, 1968.
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The Presidenl's Memorondum of Moy 2, 1963

IPREVENTING CONFTICIS OF INIEREST ON THE PART OF SPECIAT
GOVERNMENT ENAPIOYEESI

Memorand,um to the Heads of E:recutiae De44artments and, Agencies

INrnooucrrou

Over the past twenty or more years departments aud agencies of
the Government have made increasing use of temporary or inter-
mittent consultants and ad.visers who serve individually or on advisory
botlies. The employment of highly skilled persons on a temporary
or intermittent basis is in the interest of the Government and pro-
vides it with an indispensable source of expert advice and knowledge.
However, since such persons have their principal employrnent outsid.e
the Government, conflict of interest problems arise from time to time.

More particularly, many persons serving the Government temporarily
or intermittently are individuals with specialized scientific knowledge
antl skills whose regular work is in industry, research institutes or
educational institutions. An individual employed by a university may
act as an intermittent eonsultant not only for the Government but for
a private firm and either his university or the firm or both may be
engaged in work for or supported by the Government. A sonsultant
to the Government may have other financial connections with f.rms d.o-
ing business with the Government in the general area of his expertise
and, therefore, his consultancy. The many possible interrelationships
between a consultant's service to the Government and his own ancl his
employer's or client's financial interests demonstrate that conflicts prob-
lems may often arise.

The temporary or intermittent adviser or consultant ancl the depart-
ment or agency which employs him both must be alert to the possibility
of conflicts. It is, of course, incumbent upon the adviser or consultant
to familiarize himself with the laws and regulations which are appli-
cable to him. The responsibility of the department or agency is
equally great. It is important that it oversee his activities in ord.er
to insure that the public interest is protected from improper cond.uct
on his part and that he will not, through ignorance or inadvertence,
embarrass the Government or himself. It must assist him to und.er-
stantl the pertinent laws and regulations. It must obtain from him
such information coneerning his finaneial interests as is necessary
to disclose possible conflicts. It must take measures to avoid the use
of his services in any situation in which a violation of law or regulation
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is likely to occur. And it must take prompt and proper disciplinary
or remedial action when a violation, whether intentional or innocent,
is detected.

Prior to January 21, 1963, the date on which P.I-/. 87-849 (76 Stat.
1119) came into force, the restraints imposed by the conflict of interest
laws on temporary or intermittent ernployees of the United States
were largely the same as those imposed on persons regularly employed
by the Government. However, in enacting P.L. 87-849, Congress
recognized that these restraints were unduly restrictive, as applied
to temporary and intermittent employees, and hind.ered the Govern-
ment in obtaining expert services for special needs. Congress d.ealt
with these difficulties in the new statute by establishing a category of
persons designated "special Government employees," and by making
the restrictions imposed upon their private activities considerably
Iess extensive than those applied to regular employees.

The term "special Government employee" is defined in new section
202 of Title 18, United States Cocle, which rvas enacted as a part of
P.L. 87-849. The term includes, among others, officers and employees
of the departments and agencies, including the District of Columbia,
who are retained, designated, appointed or employed to serve, with or
without compensation, for not more than 130 days during any period
of 365 consecutive days, either on a full-time or intermittent basis,
under any type of appointment of whatever duration.

The enactment of P.IJ. 87-849 has made it necessary for the depart-
ments and agencies utilizing temporary or intermittent personnel to
revise their conflict of interest regulations with regard to such per-
sonnel. While the problems arising from the employment of such
personnel will undoubtedly vary from one Government organization
to another, and different regulations may in some instances be appro-
priate or necessary, I believe it is desirable to achieve the maximum
uniformity possibie in order to insure general standards of common
application throughout the Government. This memorand.um is de-
signed to achieve that purpose. It supersedes my Memorandum of
February 9,7962 to the Heads of Executive Departments and Ageucies,
entitled "Preventing Conflicts of Interest on the Part of Advisers
and Consultants to the Government" (27 F.R. 1341), which is hereby
rescinded.

CoNrr,rcr oF fNTEBEST Srerurns
P.L. 87-849 repealed the six basic conflict of interest laws which

were discussed in my Memorandum of February 9,1962, and replaced
them with six new sections of Title 18 numbered.202, 203, 205, 207,
208 and 209. Sections 203 and 205 eontain prohibitions affecting the
activities of Government employees in their private capacities. As
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already noted, the prohibitions applicable to special Government
employees are less stringent than those which affect regular em-
ployees-i.e., those who are appointed to serve more than 130 days a
year. Section 207 contaius prohibitions affecting the activities of
persons who leave the service of the Government. It applies with
the same force to former special Government employees as to former
regular employees. Section 208 sets forth a restriction on the activities
of a Government employee in performing his functions as such. This
section also applies with the same force to both categories of employees.
Section 209, which prohibits a regular employee's receipt of compen-
sation from private sources in certain circumstances, specifically ex-
cludes special Government employees from its coverage.

The new sections are set forth in fuII in the appendix to this memo-
randum. It wiII be noted that all but 18 U.S.C. 202, which is devoted
to the deflnition of terms, carry criminal penalties. The restraints
imposed by the four criminal sections which are applicable to tempo-
rary and. intermittent advisers or consultants, and to other persons
falling within the definition of a special Government employee, are
considered below.

18 U.S.C.203 anil,205. These two sections in general operate to
preclude a regular Government employee, except in the discharge
of his official duties, from representing another person before a depart-
ment, agency or court, whether with or without compensation, in a
matter in which the United States is a party or has a direct antl
substantial interest. However, the two sections impose only the
following major restrictions upon a special Goverument employee:

1. He may not, except in the discharge of his official duties, repre-
sent anyone else before a court or Government agency in a matter
involving a specific party or parties in which the United. States is a
party or has a direct and substantial interest and in which he has
at any time participated personally and. substantially in the course
of his Government employment.

2. He may not, except in the discharge of his official duties, represent
anyone else in a matter involving a specific party or parties in which
the United States is a party or has a d.irect and. substantial interest
and which is pending before the agency he serves. However, this
restraint is not applieable if he has served the agency uo more thau
60 days during the past 365. He is bouud by the restraint, if appli-
cable, regardless of whether the matter is one in which he has ever
participated personally and substantially.

These restrictions prohibit both paid and unpaid representation and
apply to a special Government employee on the days when he does not
serve the Government as well as on the days when he does.
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Each department and ageney should observe the following rules in
obtaining and utilizing the services of a consultant, adviser or other
temporary or intermittent employee :

(a) At the time of his original appointment and the time of each
appointment thereafter, the department or agency shoultl make its best
estimate of the number of days during the following 365 on which
it will require the services of the appointee. A part of a day should
be counted as a fuII day for the purposes of this estimate, and a Satur-
day, Sunday or holiday on which duty is to be performecl should be
counted equaily with a regular worh day.

(b) Unless otherwise provided by law, an appointment should not
extend for more than 365 days. In cases where an appointment extends
beyond that period, an estimate as required by paragraph (a) should
be made at the inception of the appointment and a new estimate at the
expiration of each 365 days thereafter.

(c) If a department or agency estimates, pursuant to paragraph
(a) or (b), that an appointee will serve more than 130 tlays during
the ensuing 365, the appointee should not be carried on the roUs as a
special Government employee and the department or agency shoultl
instruet him that he is regard.ed as subject to the prohibitions of sec-
tions 203 antl 205 to the same extent as if he were to serve as a full-time
employee. If the estimate is that he will serve no more than 130 tlays
during the following 365 days, he should be carried. on the rolls of
the department or agency as a special Government employee and
instructed that he is regarded as subject ouly to the restriotions of
sections 203 and 205 described in paragraphs 1 and.2 above. Even
if it becomes apparent, prior to the end of a period of 365 days for
which a department or agency has made an estimate with regard
to an appointee, that he has not been accurately classifi.ed, he should
nevertheless continue to be deemed a special Government employee or
not, as the case may be, for the remainder of that 365-tlay period.

(d) An employee who undertakes service with two departments
or agencies shall inform each of his arrangements with the other. If
both his appointments are made on the same date, the aggregate of
the estimates made by the departments or agencies under paragraph
(a) or (b) shall be deemed determinative of his classification by each.
Notwithstanding anything to the contrary in paragraphs (a), (b)
or (c), if after being employed by one department or agency, a
special Government employee is appointed by a second to serve it in
the same capacity, each department or agency should make an estimate
of the amount of his service to it for the remaining portion of the
365-tlay period covered by the original estimate of the first. The
sum of the two estimates and of the actual number of days of his
service to the first d.epartment or agency during the prior portion of
such 365-tlay period shall be deemed. determinative of the classification
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of the appointee by each during the remaining portion. If an em-
ployee undertakes to serve more than two departments or agencies,
they shall classify him in a marlner similar to that preseribed in this
paragraph in the case of two agencies. Each agency which employs
special Government employees who serve other agencies shall desig-
nate an offieer to coordinate the classification of such employees with
such other agencies.

(e) In the case of a person who is serving as a member of an
advisory committee, board or other group, and who is by virtue of
his membership thereon an officer or employee of the United States,
the requirements of paragraphs (a), (b), (c) and (d) shoultl be
earriecl out to the same extent as if he were serving the sponsoring
department or agency separately and indiviilually.

(f) The 60-day standard affectirrg a special Government em-
ployee's private activities before his department or agency is a stand-
ard of actual past service, as contrasted with the 130-day standard
of estimatecl future service discussed. above. As appears from para-
graph 2 above, a special Government employee is barred from repre-
senting another person before his department or agency at times when
he has served it for an aggregate of more than 60 days during the past
365. Thus, although once having been in effect, the statutory bar
may be lifted later by reason of an intervening period. of non-service.
fn other words, as a matter of law the bar may fluctuate in its effect
during the course of a special Government employee's relationship
with his department or agency.

(g) A part of a day should be counted as a full tlay in conuection
with the 60-day standard discussed in paragraph (f), above, aud
a Saturday, Sunday or holiday on which duty has been performed
should be counted equally with a regular work day. Serviee performed
by a special Government employee in one department or agency
should not be countecl by another in connection with the 60-tlay
standard.

To a considerable extent the prohibitions of sections 203 ar,d 205
are aimed at the sale of influence to gain special favors for private
busiuesses and other organizations ancl at the misuse of govemmental
position or information. fn accordance with these aims, it is de,
sirable that a consultant or adviser or other individual who is a special
Government employee, even when not compelled to do so by sections
203 antl 205, should make every effort in his private work to avoid.
any personal contact with respect to negotiations for contracts or
grants with the department or agency which he is serving if the subject
matter is relatetl to the subject matter of his consultancy or other
service. I recognize that this will not always be possible to achieve
where, for example, a consultant or adviser has an executive position
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and responsibility with his regular employer which requires him to
participate personally in contract regotiations with the department
or agency he is advising. Wheuever this is the case the consultant or
adviser should participate in the negotiations for his employer only with
the knowledge of a responsible government official. In other instances
an occasional consultant or adviser may have technical knowledge which
is iudispensable to his regular employer in his efforts to formulate a
research and development contract or a research grant and, for the same
reason, it is in the interest of the Government that he should take part
in negotiations for his private employer. Again, he should participate
only with the knowledge of a responsible Government official.

Section 205 contains an exemptive provision dealing with a similar
situation which may arise after a Government grant or contract has
been negotiated. This provision in certain cases permits both the Gov-
ernment and the private employer of a special Government employee
to benefit from his performance of work under a grant or contract for
which he woultl otherwise be disqualified because he had participated in
the matter for the Government or it is pending in an agency he has
served more than 60 days in the past year. More particularly, the pro-
vision gives the heacl of a d.epartment or agency the power, notwith-
standing any prohibition in either section 20ti or 205, to allow a special
Government employee to represent before such department or agency
either his regular employer or another person or organization in the
performance of work und.er a grant or contract. As a basis for this
action, the department or agency head must first make a certiflcation
in writing, published in the Fnppnar, REGISTER, that it is required by the
national interest.

Section 205 contains three other exemptive provisions, alL of which
apply to both special and regular Government employees. The first
permits one Government employee to represent another, without com-
pensation, in a disciplinary, Ioyalty or other personnel matter. The
seeond permits a Government employee to represent, rvith or without
compensation, a parent, spouse, ehild, or person or estate he serves as
a fiduciary, but ouly if he has the approval of the official responsible
for appointments to his position and the matter involved is neither one
in which he has participated personally or substantially nor one under
his official responsibility. The term "official responsibility" is defined
in 18 U.S.C. 202 to mean, in substance, the direct ad.ministrative or
operatiug authority to control Government action. The third provision
removes any obstacle in section 205 to a Government employee's giving
testimony und.er oath or making statements required to be made und.er
penalty for perjury or contempt.

fi A.S.C.207. Section 207 applies to individuals who have left
G*overnment service, including former special government employees.
It prevents a former employee from representing another person in
8/7/53
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connection with certain matters in which he participatecl personally
and substantially on behalf of the Government. The matters are those
involving a specific party or parties in which the United States is also
a party or has a direct and substantial interest. In addition, section 207
prevents a former employee, for a period of one year after his employ-
ment has ceased, from appearing personally for another person in such
matters before a court, department or agency if the matters were within
the area of his official responsibility at arly time during the last year
of his Government service. It should be noted. that a consultant or ad-
viser usually does not have "official responsibility."

For the purposes of section 207, t}.e employment of a special Gov-
ernmeut employee ceases on the day his appointment expires or is
otherwise terminated, as distinguished from the day on which he last
performs service.

78 U.S.C.208. This section bears on the activities of Government
personnel, including special Governmeut employees, in the course of
their official duties. In general, it prevents a Government employee
from participating as such in a particular matter in which, to his knowl-
edge, he, his spouse, minor child, partner, or a profit or non-profit enter-
prise with which he is connected has a financial interest. However, the
section permits an employee's agency to grant him an oil, hoc exemption
if the interest is not so substantial as to affect the integrity of his serv-
ices. Insignificant interests may also be waived by a general rule or
regulation. Whether an agency should issue a general rule or regulation
and., if it does so, what standards it should set are questions which
should be resolved by each agency in the context of its particular re-
sponsibilities and activities.

The matters in which special Government employees are disqualified
by section 208 are not limited to those involving a specific party or par-
ties in which the Unitetl States is a party or has an interest, as in the
case of sections 203,205 and.207. Section 208 therefore undoubtedly
extends to matters in addition to contracts, grants, jutlicial and quasi-
jutlicial proceedings, and other matters of an adversary nature. Ae-
cordingly, a special Government employee should in general be dis-
qualifietl from participatiug as such in a matter of any type the outcome
of which will have a direct and predictable effect upon the financial in-
terests covered by the section. Elowever, the power of exemptior may
be exersised in this situation if the special Government employee rend.ers
advice of a general nature from which no preference or advautage over
others might be gained by any particular person or organization. The
power of exemption may of course be exercised also where the financial
interests involved are minimal in value.

Ersrcl'r, Sr-nrvnanus or CoNoucr
Aside from the conflict of interest laws, there are elementary rules

of ethics in the conduct of the public business by which all those who
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serve the Government are bound. That an intlivitlual may serve the
Government only occasionally and for brief periods does not relieve
him from the obligation to abiile by those rules. That he may be needed
to bring rare or specialized talents and skills to the Government d.oes
not mean that he should be considered for a waiver. The people of the
nation are entitled to ethical behavior of the highest order in the con-
duct of their Government's affairs, from the occasional employee no
Iess than from career personnel.

Although any d.iscussion of standards of ethics is of course applicable
to all special Government employees, it is especially important in con-
nection with the work of advisers and consultants. The following re-
marks are therefore concerned with them in particular.

Inside Information The first prineiple of ethical behavior for the
temporary or intermittent consultant or adviser is that he must refrain
from any use of his public office which is motivated by, or gives the
appearance of being motivated by, the desire for private gain for him-
self or other persons, including particularly those with whom he has
family, business or ffnancial ties. The fact that the desired gain, if it
materializes, will not take place at the expense of the Government makes
his action no less improper.

An adviser or consultant must cond.uct himself in a manner devoitl
of the slightest suggestion that he is exploiting his Government employ-
ment for private ailvantage. Thus, a consultant or adviser must not,
on the basis of any inside information, enter into speculation, or rec-
ommend speculation to members of his family or business associates, in
commodities, land or the seeurities of any private company. Ile must
obey this injunetion even though his duties have no connection whatever
with the Government programs or activities which may affeet the value
of such commodities, land or securities. And he should be careful in his
personal financial activities to avoid any appearance of acting on the
basis of information obtained in the course of his Government work.

It is important for consultants and advisers to have access to Govern-
ment data pertinent to their duties and to maintain familiarity with
the Government's plans and programs and the requirements thereof,
within the area of their competeuce. Since it is frequently in the Gov-
ernment's interest that information of this nature be made generally
avaiiable to an affected. industry, there is generally no impropriety in a
consultant's or adviser's utilizing such information in the course of
his non-Government employment after it has become so available. Ilow-
ever, a consultant or adviser may, in atldition, acquire information
which is not generally available to those outside the Government. In that
event, he may not use such information for the special benefit of a
business or other entity by which he is employed or retained or in whieh
he has a financial interest.
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In oreler to avoitl any actual or potential abuse of information by a
consultant or aclviser, departments and agencies should, through infor-
mation programs, make every effort to insure to the maximum extent
possible that all firms within an industry have access to the same infor-
mation that is available to a consultant or ad.viser who is employed by
any of them. fn addition, regular Government employees should avoid
divulging confidential information to him unnecessary to the perform-
ance of his governmental responsibility, or information which directly
involves the financiaL interests of his employer. Consultants and ad-
visers should be instructed that information not generally available to
private industry must remain confidential in their hands, and must not
be tlirmlgeil to their private employers or clients. In eases of doubt they
should be encouraged to confer with the chief legal officer or other des-
ignated agency official who can assist in the identification of information
not generally available and in the resolution of any actual or potential
conflict between duties to the Government and to private employers or
clients.

Occasionally an intlividual rvho becomes a Government eonsultarrt
or adviser is, subsequent to his designation as such, requested by a pri-
'vate enterprise to act in a similar capacity. fn some cases the request
may give the appearance of being motivated by the desire of the private
employer to secure inside information. Where the consultant or adviser
has reason to believe that the request for his serviees is so motivated,
he should make a choice between acceptanee of the tendered private
employment and continuation of his Government consultancy. In sueh
circumstances he may not engage in both. Furthermore, he should. dis-
cuss any such offer of private employment with the ehief legal officer of
his Government agency whether or not he aecepts it.

At times a private enterprise or other organization urges the appoint-
ment of one of its employees or members to a partieular Government
eonsultancy. The departments and. agencies should discourage this prac-
tiee. Any initiative in eonnection with the appointment of consultants,
or in securing the names of qualified persons, should eome from the
Government.

Abuse of Ofine. An adviscr or consultant shall not use his position
in any way to coerce, or give the appearance of coereing, another person
to provide any financial benefit to him or persons with whom he has
family, business or financial ties.

Gifts. An adviser or consultant shall not receive or solicit anything
of value as a gift, gratuity, or favor for himself or persons with whom
he has family, business or financial ties if the acceptance thereof would
result in, or give the appearance of resulting iu, his loss of complete
independence or impartiality in serving the Government.
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fNousrnv, I-renon, Acnrcur,tunE oR OTHER, RupnnsgNurrws

It is occasionally necessary to distinguish between consultants and
advisers who are special Government employees and. persons who are
invited to appear at a department or agency in a representative capacity
to speak for firms or an ind.ustry, or for labor or agriculture, or for any
other recognizable group of persons, including on occasion the public at
large. A consultant or adviser whose advice is obtained by a department
or agency from time to time beeause of his individual qualifications and
who serves in an independent capacity is an officer or employee of the
Government. On the other hand, one who is requestetl to appear before
a Government department or agency to present the views of a non-gov-
ernmental organization or group which he represents, or for which he
is in a position to speak, does not act as a servant of the Government and
is not its officer or employee. IIe is therefore not subject to the conflict
of interest laws antl is not within the scope of this memorandum. How-
ever, the section of this memorandum headed "Ethical Standards of
Conduet" sets forth rules of ethics by which he should be guided even
though not in the status of a Government official, and the agency before
which he appears should call that section to his attention.

The following principles are useful in arriving at a determination
whether an individual is acting before an agency in a representative
capacity:

(1) A person who receives compensation from the Government for
his services as an adviser or consultant is its employee and not a rep-
resentative of an outside group. Ifowever, the Government's payment
of travel expenses and a per iliem allowance does not by itself make the
recipient an employee.

(2) It is rare that a consultant or ad.viser rvho serves alone is acting
in a representative capacity. Those who have represcntative roles are
for the most part persons serving as members of an advisory committee
or similar body utilized by a Government agency. It does not follow,
however, that the members of cvcry such botly are acting as representa-
tives and are tJrerefore outsidc the range of the conflict of interest laws.
This result is limited to the members of committees utilizecl to obtain the
views of non-governlnental groups or organizations.

(3) The fact that an individual is appointetl by an agency to an at[-
visory committee upon the recommendation of an outsid.e group or or-
ganization tends to support the conclusion that he has a representative
function.

(4) Although members of a governmental advisory body who are
expected. to bind outside organizations are no doubt serving in a rep-
resentative capacity, the absencc of authority to bintl outside groups
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does not require the conclusion that the members are Government em-
ployees. What is important is whether they function as spokesmen for
non-governmental groups or organizations and not whether they can
formally commit them.

(5) 'Where an adviser or consultant is in a position to act as a spokes-
man for the Unitecl States or a government agency-&s: for example,
in an international conference-he is obviously acting as an officer or
employee of the Government.

AolrrNrsrnlrrl,rc Srpps
AII departments and agencies of the Government shall
(1) bring this memorandum to the attention of all special Govern-

ment employees who serve them as advisers or consultants, of such other
special Government employees as they may determine antl of all regular
employees who supervise such advisers, consultants and others;

(2) review their existirg rule_s and-regulations and make appropriate
revisions or issue new rules and regulations to promote the polieies set
forth in this memorandum; and.

(3) take such other measures as may be appropriate to impress upon
the consultants, advisers and other special Government employees re-
ferretl to in subdivision (1), and upon Government offieials with whom
they work, that they have a responsibility to avoid situations in which
a potential conflict of interest may exist. These intlividuals should also
be cautioned to avoid. situations in which a special Government employee
might be thought to be influencing governmental action in matters with
regard to which he has a financial or other personal interest, or to be
using inside information for private gain.

'While it rrould be highly desirable, in order to minimize the occur-
rence of conflicts of interest, for departments and agencies of the Gov-
ernment to avoid appointing to advisory positions individuais who are
employed or consulted by eontractors or others having a substantial
amount of business with that department or agency, I recognize that
the Government has, of necessity, become increasingly concerned with
highly technieal areas of specialization and that the number of intlivitl-
uals expert in those areas is frequently very small. Therefore, in many
instances it will not be possible for a department or agency to obtain the
services of a competent adviser or consultant who is not in fact employed
or consulted by such contractors. In addition, an advisory group may
of necessity be composed. largely or wholly of persons of a common class
or group whose employers may benefft from the advice given. An ex-
ample would be a group of university scientists advising or research
grants to universities. Only in such a group can the necessary expertise
be found. In all these circumstances, particular care should be exercised
to exclude his employer's or clients' contracts or other transaetions with
the Government from the range of the eonsultant's or adviser's duties.
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Drscr,osunn oF FTNANCTAT, INTEREsTs

fn ord.er to carry out its responsibility to avoid the use of the services
of consultants or advisers in situations where violations of the conflict
of interest laws or of these regulations may occur, each department or
agency of the Government shall, at the time of employment of a con-
sultant or ad.viser, require him to supply it with a statement of all other
employment. The statement shall list the names of all the companies,
firms, State or local governmental organizations, research organizations
and educational or other institutions which he is serving as employee,
officer, member, direetor, adviser or consultant. In addition, it shall list
such other financial information as the appointing department or agency
shali decide is relevant in the light of the duties the appointee is to per-
form. The appointee may but need not be required to reveal precise
amounts of investments. Each statement of private employment and
financial interests should be forward.ed to the chief legal officer of the
department or agency concerned, for iuformation and for advice as to
possible conflicts of interest. In addition, each statement should be re-
viewed by those persons responsible for the employment of consultants
and advisers to assist them in applying the criteria for disqualification
which are set forth in this memorandum. Such statements should be
kept current throughout the period cluring which the consultant is on
the Government rolls.

I-.ruoar, f rqrunpngtlrroN
Whenever the chief legal ofricer of a department or agency or his

designee, believes that a substantial legal question is raised by the em-
ployment of a particular consuLtant or adviser he should advise the De-
partment of Justice, through the Of6ce of Legal Counsel, in order to
insure a eonsistent and authoritative interpretation of the law.

This memorandum shall be published in the Fponn,s.L Rucrsrun.

JonN F. KpNNsoy

Tnp'Wsrro Housn,
Mag 2,7963.

Appnivorx

18 U.S.C. 202, Dofinitdon*.

" special Government employee " shall mean an ofrcer or employee of the erecutivo
or legislative branch of the Uuitetl States Government, of any intlcpentlent ageney
of tho Unitetl States or of the District of Columbia, who is retainetl, tlesignatetl,
appointetl, or employetl to perform, with or without compensation, for uot to erceed
ono hundretl antl thirty tlays tluring any period of three huntlrecl ancl sixty-flvo
consecutive days, temporary duties either on a fulI-timo or intermittent basis, or a
part-time Unitetl Btateg Commissioner. Notwithstanaling the nert preceding sentence,
every porsotr aerviag as a part-time local representative of a Member of Congress
in tho Membor'g home tlistrict or State shall be classiffed as a special Goverument
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employee. Notwithstantling section 29 (c) and (d) of the Act of August 10, 1956
(70A Stat.632; 5 U.S.C.30r (c) and (tl)), a Reserve officer of the Armetl Forces,
or an officer of the National Guard of the Unitetl States, unless otherwise an officer
or employee of the Unitetl States, shall be classified as a special Government ern-
ployee while on active duty solely for trainiug. A Reserve officer of the Armed
Torces or an officer of tho National Guaril of the Uniteil States who is voluntarily
serviag a period of exteniled active duty in excess of one huntlreil and thirty ilays
shall be classifietl as an officer of the Unitetl States x,ithin the meaning of section
203 anil sections 205 through 209 and 218, A Reserve omcer of the Armed Forces
or an ofrcer of the National Guartl of the Unitetl States who is serving involuntarily
shall be classifetl as a speeial Government employee. The terms " officer or em-
ployee" anrl "special Government employec" as usecl in sections 203,205,207
through 209, antl 218, shall not include enlistetl members of the Armetl Forces.

(b) For the purposes of sections 205 anil 207 of this title, the term "ofrcial
responsibility" moans the tlirect atlministrative or operating authority, whether
iatermetliate or firal, and either exercisable alono or with others, antl either per-
sonally or through subortlinates, to approve, disapprove, or otherwise tlirect Gov-
erumeut action.

18 U.S.C. 203. Compensutiorl to Membere of Congress, ofi,cers, anil, ol,kers dn mot-
ters afecl,ing the Gouernment.

(a) Whoever, otherrvise thau as proviiletl by law for the propcr tlischarge of
official duties, ilirectly or intlirectly roceives or agrees to recoive, or asks, tlemautls,
solicits, or seeks, any compersation for any services rentleretl or to be renderetl either
by himself or another-

(1) at a time wheu he is a Mernber of Congress, Member of Congress Elect,
Besident Commissioner, or Resitleut Commissioner Eleet; or

(2) at a time when he is an offrcer or employee of the Unitetl States in the
executive, Iegislative, or jutlicial branch of the Goveroment, or in any agency of tho
Unitetl States, inclutling the District of Colurnbia, in relation to any proceetling,
application, request for a ruliug or other tletcrmination, contract, claim, controversy,
charge, accusation, arrest, or other particular matter in whieh the Unitetl States is
a party or has a tlireet antl substantial interest, before any tlepartment, agency,
court-martial, officer, or any civil, military, or naval eommission, or

(b) Whoever, knowingly, otherwiso than as providetl by law for the proper tlis-
charge of official duties, directly or i:rtlireetly gives, promises, or offerB any com-
pensatiou for any such services rentleretl or to bo rentlered at a time when the person
to whom the compensation is given, promisetl, or offeretl, is or was such a Member,
Commissioner, officer, or employee-

Shall be fined not more than $10,000 or imprisoneU for not more than two years,
or both; antl ehall be incapable of holtling auy office of honor, trust, or profit under
the Uniteil States.

(c) A special Government employee shall be subject to subsection (a) only irr
relation to a particular matter involving a speciffc party or parties (1) in which he
has at any time participatecl personally antl substantially as a Government em-
ployee or as a apeeial Government employee through tlecision, approval, disapproval,
recourmentlation, tho rendering of atlvice, iavestigation or otherwise, or (2) which
io pentling in the tlepartment or agency of the Government in which he is serving:
Prodd,eil, That clause (2) shaU not apply in the caso of a special Government em-
ployeo who has servetl in such departmeut or agency no more than sirty tlays tluring
the immodiately precetling period of three hundretl antl sixty-fivo eonsecutive days.
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18 U.S.C. 205. Actdui,ties of ofr,cers antl, ernpl,oyees i,n cl,ai,rns agoinst and, other
mo,tters af ecti,ng the Gooernment,

Whoever, being an ofncer or employee of the Unitecl States in the executive,
legislative, or jutlieial branch of the Goverrrnent or in any agency of the Uuitetl
States, inclutling the District of Columbia, otherlvise than in the proper discharge
of his official tluties-

(1) acts as agent or attorney for prosecuting any claim against the Uuitetl
States, or receives any gratuity, or any share of or interest in any such claim in
eonsitleration of assistance in the prosecution of such claim, or

(2) acts as agent or attorney for anyone beforo any department, agency, court,
eourt-martial, officer, or any civil, military, or nayal commission il connectiou with
any proceetling, application, request for a ruling or other determination, contract,
claim, eontroversn charge, accusation, arrest, or other partieular matter in which
the Uniteil States is a party or hag a clirect and substantial iuterest-

Shall be finetl not more than $10,000 or imprisonetl for uot more than two years,
or both.

A special Governrnent employee shall be subject to the precetling paragraphs
only in relation to a particular matter involving a speciffc party or parties (1) in
which he has at any time participatetl personally antl substantially as a Government
employee or as a special Government eurployee through decision, approYal, alis-
approval, recommendation, the rentlerilg of atlvice, investigation or otherwise, or
(2) whieh is pending in the tlepartment or agency of the Govcrnment in which he
is serving: Proai,ileil, That clause (2) shaU not apply in the oase of a special Gov-
ernment employee who has servetl iu such tlepartruent or ageucy rro more than sixty
tlays during the immetliately prececling period of three huutlretl and sixty-live con-
secutive days.

Nothing herein prevents an olfleer or employee, if not inconsistent with the faith-
ful performance of his tluties, from aeting rvithout compeusation as agent or attor-
uey for atry person who is the subject of tlisciplinary, loyalty, or other persoillel
administration proeeedings in conuection with those proeeetliugs.

Nothing herein or iu seetiou 203 prevents an officer or employee, inclutling a
special Government employee, frorn acting, with or without compensation, as agent
or attorney for his parents, spouse, ehild, or any person for whom, or for any estate
forwhich, he is serving as guardian, executor, atlministrator, trustee, or other per-
sonal fduciary except in those matters in whieh he has participatetl personally antl
substantially as a Government employee, through decision, approval, tlisapproval,
reconrmentlation, the reuderiag of advice, investigation, or otherwise, or which aro
the subject of his ofrcial responsibility, provitled that the Government official re-
sponsible for appointment to his position approves.

Nothing herein or iu scction 203 prevents a special Government employee from
acting as agent or attorney for anothcr person in the performance of work unaler
a grant by, or a contract with or for the beneft of, the United States providetl that
the head of tho department or ageilcy concerued with the grant or contract shall
certify in writilg that the national interest so requires.

Such certiffcation shall be published in the Fnomer, Rrorsr:ra.

Nothing herein prevents an officer or employee from giving testimony untler
oath or from making statements requiretl to be rnade untler penalty for perjury
or contempt.

18. U.S.C.207. Di,squalif,cation of former ofi,cers antl enr,ytl,oyees in matters aon-
necteil, with former duties or o!ficdal, responsibili,ties; disqual'dficatiotu of partners.

(a) Wtroever, having been an officer or employee of the executive branch of the
Unitetl States Government, of auy indepenilent agency of the Unitetl States, or of
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the District of Columbia, including a special Government employee, after his em-
ployment has ceasetl, knowingly acts as agent or attorrey for anyone other than
the United States in counection with any jutlicial or other proceeding, application,
request for a ruling or other tletermination, contract, claim, controversy, charge,
accusation, arrest, or other particular matter iuvolving a speciffc party or parties
in which the Unitetl States is a party or has a tlirect and substantial interest and
in which he participatetl personally aral substantially as an ofrcer or employee,
through decision, approval, disapproval, recommentlation, the rentlering of atlvice,
investigation, or otherwise, while so employetl, or

(b) Wtroever, having been so employetl, within one year after his employment
has ceasetl, appears persotrally before any court or rlepartment or agency of the
Governmeut as agent, or attorney for, anyone other than the Uniterl States in
connection with any proceeding, applieation, request for a ruling or other tleter-
mination, contract, claim, controversy, charge, accusation, arrest, or other particular
matter involving a specific party or parties in which the United States is a party
or directly antl substantially interestetl, and which was under his official responsi-
bility as atr officer or employee of the Government at any time within a period of
one year prior to the termination of such responsibility-

Shall be fined not more than $10,000 or imprisoned for not more than two years,
or both: Proaideil, That nothing in subsectiou (a) or (b) prevents a former officer
or employee, inclutling a former special Government employee, with outstantling
scientific or technological qualifications from acting as attorney or agent or appear-
ing persoually in connection with a partieular matter in a scientiffc or technological
field if the heatl of the department or agency concerred with the matter shall make
a certification in writing, publishetl in the TponnAr, IiEGrsrDB, that the national
interest would be served by such action or appearatrce by the former officer or
employee,

(c) Whoever, being a partner of an officer or employee of the executive branch
of the UnitetL States Government, of any intlepentlent agency of the Uaitetl States,
or of the District of Columbia, inclutling a special Government employee, a€ts ag
egent or attorney for auyone, other than the Unitetl States, in connection with any
jutlicial or other proceetling, application, request for a ruling or other determina-
tion, contract, claim, co[troversy, charge, accusation, arrest, or other particular
matter in which the Unitetl States is a party or has a ilirect and substantia] inter-
est antl in which such omcer or employee of the Government or special Government
employee participates or has participatetl personally and substantially as a Govern-
ment employee through tlecision, approval, disapproval, recommentlation, the rentler-
irrg of advice, investigation or otherwise, or which is the subject of his official
responsibility-

Shall be fned not more than $5,000, or imprisonetl not more than ono year, or both.
A partner of a present or former officer or employee of the executive branch of

tho United States Government, of any intlependent agency of the UnitetL States, or
of the District of Columbia or of a present or former special Government employee
shall ae such be subject to the provisiors of sections 203,205, and.207 of this tiUe
only as erpressly provitlecl in subsection (c) of this section.
18 U.S.C. 208. Acts af ectdng a personal, financial dnterest.

(a) Except as permittetl by subsection (b) hereof, whoever, being an ofrcer
or employee of the executivo branch of the Uuited States Government, of any i:r-
depentlent agency of the Unitetl States, or of the District of Columbia, inclutliag
a special Govertment employee, participates personally antl substantially as a Gov-
ernment offcer or employee, through clecision, approval, disapproval, recommentla-
tion, the rentlering of advice, investigation, or otherwise, in a jutlicial or other
proceetling, applicatio[, request for a ruling or other iletermination, contract, claim,
coutroversy, charge, accusation, arrest, or other particular matter in which, to his
knowleclge, he, his spouse, minor chiltl, partner, organization in which ho is serving
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as officer, tlirector, trugtee, partner or ernployee, or arry person or organization with
whom he is negotiati:ng or bas any arrangement concerni[g prospective employment,
has a ffnancial interest-

Shall bo ffnetl not more than $10,000, or imprisonetl not more than two years, or
both.

(b) Subsection (a) hereof shall not apply (1) if the officer or employee frst
atlvises the Government official responsible for appointment to his position of the
nature anil circumstances of the jutlicial or other proceetling, application, request
for a ruling or other tletermination, contract, claim, controversy, charge, accusation,
arrest, or other particular matter antl makes full tlisclosure of tho fnancial interest
antl receives in atlvance a written tletcrmination matle by such official that the in-
terest is not so substautial as to bo tleemeil likely to afrect the integrity of tho
services whieh the Government may expcct from such officer or employee, or (2) if,
by general rulo or regulation publishetl in the FaoERar, REGrsrm, the fnancial in-
terest has been exemptetl from the requirements of clause (1) horeof as being too
remote or too inconsequential to affect the integrity of Government officers'or
employees' services.

18 U.S.C. 209, Sal,arg of Goaernment ofioials anil emptloyees pagable onl,g bg Undteil
States.

(a) Whoever receivcs any salary, or any contribution to or supplementation of
salary, as compensation for his services as an officer or employee of the executive
branch of the Unitetl States Government, of any indepentlent agency of the Unitetl
States, or of the District of Columbia, from any source other than the Government
of the Unitetl States, exeept as may be contributed out of the treasury of any State,
county, or municipality; or

Whoever, whether an intlivitlual, partnership, association, corporation, or other
organization pays, or makes any contribution to, or in any way supplements the
salary of, any such officer or employee uncler circumstances which woultl mako its
receipt a violation of this subsection-

Shall be finetl not more than $5,000 or imprisonetl not more than oue year, or both,
(b) Nothing herein prevents an officer or employee of the executive branch of

the Unitetl States Government, or of aoy iutlependent agency of tho United States,
or of the District of Co1umbia, from continuing to participate in a bona fftle pen-
sion, retirement, group life, health or accitlent insurance, profit-sharing, stock bonus,
or other employee welfare or betrefit plan maintained by a former employer.

(c) This section tloes trot apply to a special Government employeo or to an officer
or employee of tho Government serving without compensation, whether or not he is
a E)ecial Government employec, or to any person paying, contributing to, or sup-
plementing his salary as guch.

(d) This section aloes not prohibit payment or acceptance of contributions,
awarils, or other erpenses untler the terms of the Government Employees Traiuing
Act (Public Law 85-507, 72 Stat.327; 5 U.S.C. 2301-2319, July 7, 1958).
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Section 2

COMPTIANCE PROGRAM

The Compliance Division in the Office of the Administrator shall
serve the Aclministrator and the heads of constituent agencies and units
in the performance of the functions set forth below.

TUNCT]ONS OF IHE COMPTIANCE DIVISION

The Compliance Division is responsible for the formulation of over-
all complianee policies and supervision and direetion of the conpliance
program; determination of extent and scope of investigatious and
inspections; conduct of inspections and preparation of reports with
respeet to the inspection, quasi-investigative, and other facilities lvithin
the Ifousing and Home Finance Agency designed to assure integrity
and effectiveness in the conduct of operations and performance of activi-
ties in aceordance with establishetl policy and procedures; conduct of
investigations and preparation of reportslvith respect to possible viola-
tions of larvs or regulations and other irregularities in connection with
Agency programs or activities, including such investigation of possible
criminal violation as may be necessary for prompt administrative action
or for referral to the Department of Justice or other Government
agencies; review of investigation and inspection reports received. from
other Government agencies concerning matters which by statute or
agreement are within their jurisdietion to investigate; preparation of
recommendations to the Administrator on the basis of facts disclosed by
investigations and inspections; preparation for Administrator of re-
ferrals to Department of Justice or other Government agencies of mat-
ters involving possible criminality or the need for other action; estab-
lishment and maintenance of confidential files, including the integration
therein of all investigative material in the HHFA constituent agencies
and units; preparation of periodic overall reports on compliance activi-
ties and findings; and maintenance of compliance liaison with other
Government agencies.

Upon request of the Administrator, Deputy Atlministrator, or head
of a constituent agency or unit to the Director of the Compliance Divi-
sion, the Division shall make special inspections of activities or offices
of the Housing and Home Finance Agency. The Division shall not,
however, duplieate any activities or functions of a similar nature in the
HHFA constituent agencies and units.

The Division shall concluct investigations only on speciflc assign-
ment of the Director of the Complianee Division, who shall make such
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assignments at the request of the Administrator, or in FI{A Title I
cases, the Assistant FIIA Commissioner for Property Improvernent.

REFERRALS TO COflIPTIANCE DIVISION

All referrals of information, allegations, or complaints for investiga-
tion, eacept as statcd, below, shall be made to the Administrator over
the signature of the head of the constituent or the official desigrrated to
act for him in his absence.

Erceptions:
(a) Referrals of FIIA Title I cases shall be made directly to the

Director of the Compliance Divisiou by the Assistant FHA Corn-
missioner for Property Improvement.

(b) HHFA Regional Administrators, PHA Regional Directors,
FI{MA Agency n{anagers, and FHA Insuring Office Dilectors
shall report directly and immediately to the nearest FRI office
by telephone, telegraph, or in person the following matters:
embezzletnent or alleged embezzlement of Govemment fuuds by
an employee or by any other person; thefts of Governrnerrt prop-
erty by any person; bribery, attempted bribery, or alleged
bribery of an agency employee; solicitation of money or a gratu-
ity by an agency employee from any person doing business rvith
the agency; or impersonation or alleged impersonation of an
agency employee. Information regarding such direct referrals
shall be sent immediately both to the Administrator aud to the
head of the constituent concerned in double-sealed ern.t,lopes
marked "Administratively Confidential" (Such direct FBI
referrals are authorized in order to expedite certain iuvestiga-
tions where quick action may be important.)

Referrals for investigation shall be addressed to the Administrator,
attention of the Director, Compliance Division, and sent to the Ad-
ministrator in double-sealed envelopes marked "Administratively Con-
fidential, " for review and transmittal to the Director of the Compliance
Division.

In determining whether information, allegations, or complaints
shall be referred for special investigation, heacls of constituent agencies
and units shall be guided by the following criteria governing types of
cases which shall be referred immediately upon their receipt to the
Administrator:

(1) Information indicating possible criminal violation, regardless
of the source.

(2) Matters requiring investigation and which are of sufficient
seriousness and complexity to require trained investigative staff.

(3) Other matters of such a nature or of such importance as to
justify an objective investigation for the purposes of administra-
tive action.
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The requirement that the types of matters set forth above must be
referred immediately on their receipt is not intended to exelude thc
referral of any other cases which the head of a constituent agency or
unit may wish investigated by the Compliance Divisiorr; nor is it in-
tended to preclude the taking of such concurrent adrninistrative or
supervisory action as may be required in the judgment of the constitu-
ent head, provided such concurrent action will not prejudice climinal
investigation or prosecution.

RESPONSIBII.ITIES OF CONSIITUENTS

Reports of investigation shall be transmitted by the Director of the
Compliance Division to the head of the constituent concerned.

Action on Inuestigation Reports. Ileads of constituent agencies and
units shall be responsible for taking appropriate action based. on the
findings contained in reports of investigation. When the constituent
head determines that final disposition of an investigation ease has
been effected, he shall forward to the Director of the Complianee Divi-
sion a Disposition Report, Form H-1416, (Exhibit A) indicating the
action taken.

Action on Inspection Reports. Heads of eonstituent agencies and
units shall be responsible for taking appropriate action based on the
findings, recommendations, or other information contained in reports
of inspection. Within 45 days after receipt of an inspection report, the
constituent head shall transmit to the Deputy Administrator rvritten
comments indicating concurrences and/or disagreements with the find-
ings, recommendations, or suggestions contained in the inspection re-
port. The comments shall specify all plannetl implementation of the
inspection report and the anticipated date thereof, as well as the basis
for any nonconcurrences.

Copies of all directives, instructions, procedures or other issuances
effecting implementation of an inspection report shall be furnished the
Deputy Administrator promptly. The Deputy Administrator shall be
advised rvhen all action on the inspection report has been completed so
that his file may be closed.

Employaa Cooperation Constituent agency and unit heads should
instruct their employees to cooperate with members of the Compliance
Division staff in making available such information and records as may
be requested in the conduct of inspection reviews or investigations.
In addition, constituent heads should direct their employees to report
immediately any allegations or information coneerning possible viola-
tions of laws or regulations, or irregularities or fraud which come to
their attention.

REFERRAI.S TO DEPART'IAENT OF JUSTICE

AII referrals for prosecution or investigation to the Department of
Justice (including the Federal Bureau of Investigation) or to other
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Fcderal agencies, excepting referrals of FHA Title I cases and direct
refer-rals as spclled ont above under " Exceptions, " will be made by the
Administrator. A copy of the refemal rvill be sent to the appropriate
constituent head.

The Cornpliance Division shall be the sole liaison office with the De-
partrnent of Justice concerning criminal matters referred to that De-
partment.
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EXHIBIT A

NOUSINC ATD l{ore FIf,ArcE.IOENCi
rDr rrtatrrror

conlllica DiYlstoi

pns
(16r)

TO:

Iloli{

SUBJECT:

0t3P0strtolt REP0RT

Dir.ctor. CoEpI j,onc. D j,v i.ion, HHFA

Fllc No. 

-

Th. R.port (.) of Jrr.rtiEqtior of th. SubJ.ct Cc.r hdr-havc bcor ravlct.<l,
.rclust.d, crd dlrpotltior Ed. o. indicot.d ir tio ch.cL lirt b.lor. Tl.
!qtur. of th. Ad!irlitrdtlv. lction i. exploiarrl und.r DETIILS.

l. f] Prrccutioact! Ito.ur.r oppli.d [] t.rcird.a

2. lf 312 D.barr.lt oppl.i.d [ ] r.rcind.d

3. [ ] Oct"&rt oth6r thor sr2 cpplicd [ ] rc.cind.d

l. []Pcrronrcloction
s. [ ] rqcncy R.eulqtton. r.vir.d

S. . [ ] Coatrcct 'ith fiDonciol ir.tirutlon r.rcird.d

7. [ ] ccc.a cnd D.ri.t Ord.r lr.u.d

8. []ci"i,rAct:.r
9. Uon.tsrr Sccovcry. Irourt t- f ] ro lscacy [ ] ro Olor

t0. [] coa.trucrion co!r.ctloh.

It. [ ] Crdir. d.!i.d [ ] ncpurcturcd &6u!t t-

12. f ] ncfcrral to otl.i te.trcy

13. | ] No octlor rcrrobt.d

1.. [ ] oth.!

DEIIILS: (Sui!.riz. d.toil! of !ctior, ircl.udirg ro.r, rurb.r of pcrro!.
6nd fir!! iEvoIy!d. If ino dctlon rcrrolt.il,i givr rearonr.)

Bo..d on th. oboy. di.po!ition(.) it ir r.coucid.d tldt thir c6.G tc
clorcd.

Dst. 

-

{rioaed)-
trrl.tir.t olli.i.l

@if{E}tT; fror ur. ol co.pli.nc. Diri.ior, tilfA)
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Section 3

}IANAGEiAENT I'ITPROVEiAENT PROGRAM

Executive Order No. 10072 and Title X of the Classification Act of
1949 direct each department and agency head systematically to review
the effectiveness of his agency's programs and the economy of its
operations. The Bureau of the Budget, in Circular No. A-8, has pro-
vided general guides for carrying out agency responsibilities under
Exeeutive Order No. 10072 and Title X.1

PROGRA}I OBJECIIVES

The objectives of the systematic reviews required und.er the manage-
ment improYement program are:

(1) To determine program effectiveness, that is:
(a) The extent to which long- and short-range objectives and

program goals of the Agency are clearly defined for the
guidance of operations, are consistent with the intent of
the Congress and the program of the Presid.ent, and are
suited to current eircumstances.

(b) The degree to which objectives and program goals are
being met.

(2) To determine the efficiency and economy of operations, including
an appraisal of organization, procedures, and staffing at each
level.

(3) To plan and take improvement action by:
(a) Identifying opportunities for improvement in programs and

operations.
(b) Determining priority of improvement actions in terms of

potential eeonomies or better service to the public.
(c) Setting time schedules and assigning responsibility and

stafr to take necessary action in areas selected for priority
attention.

(4) To encourage employee participation in management improve-
ment by identifying, for purposes of recognition and awards,
those employees or organization units which have made outstand.-
ing contributions to efficiency and economy of operations.

AGENCY RESPONSIBITIIIES

The head of each HHFA constituent is responsible for the manage-
ment improvement program within his constituent.
TSrppi"."rt 1 to Circular A-8, relatitrg to incentive &wards, was roscinded November
qg, 19q4. The reporting requirements in paragraph 6 of Circular A-8 were rescinded August
11,1954.
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The Administrator's responsibility for Agency-wide coordination of
the management improvement program will be carried out with the
advice and assistance of the Advisory Board for Agency Policy Co-
ordination.

MANAGEIAENT CTEARING HOUSE FII.E

To help agencies benefit from each other's efforts to develop better
management methods, the Bureau of the Budget has started a collection
of agency materials called the Management Clearing House File. The
file is intended to meet the expressed need for a central interchange of
noteworthy agency management materials.

The file consists of agency materials on specific management systems,
techniques, practices, and problem solutions that may be of interest to
other agencies. It covers all functions or aspects of the management
process, except personnel administration, for rvhich the Civil Service
Commission serves as a central reference source.

The fiIe is intended primarily for materials that contribute to ad-
vancing the knowledge and practice of management. New concepts,
superior applications, outstanding results, effective innovations, and
improvements in basic methods are some of the criteria that apply. Items
that reflect common application of established management practices
normally will not be included in the collection. Materials may be pam-
phlets, handbooks or other guides, selected portions of agency manuals,
study and research reports, staff papers, articles, speeches, illustrative
documents, or special compilations on specific subjects. Field as rvell
as headquarters items are appropriate.

The file has been set up as a special addition to the Bureau of the
Budget library. Materials in the collection are available for consulta-
tion or loan through regular inter-library loan amangements. The initial
collection consists of more than 400 items obtained from 25 agencies,
and a subject listing of these is attached to Bureau of the Budget Cir-
cular No. A-53, dated May 13, 1961. The Bureau expects to issue addi-
tional listings as time and staff permit.

fn order that this Agency may contribute to the development of the
Management Clearing House File, a permanent procedure for the eon-
tinuing identification and transmission of appropriate materials shall
be established rvithin eaeh constituent. Such materials shall be for-
warded to the HHFA Office of Administration, Management Analysis
and Procedures Branch, which will have responsibility for screening
and transmitting Agency contributions to the Bureau of the Budget.
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Secflon 4

DECORATIONS, ETC., TENDERED BY FOR,EIGN GOVERN}IENTS
IO RETIRED PERSONNET

In a letter to the heads of executive departments and establishments,
dated April 13, 1954, the President has direeted that each department
and establishment will herea{ter be governed by the requirements of
tho Act of June 27,1934 (5 U.S.C. 115a1) with respect to requesting
the eonsent of Congress for retired personnel to accept gifts, decorations,
awards, or any other thing tendered to them by a foreign government.
The following procedure is established in compliance with the Presi-
dent's directive.

About six weeks before the beginning of the Second Session of the
85th Congress and each alternate Congress thereafter, each constituent
of the Ageney shall eompile and transmit to the Administrator's
Assistant for International Housing Activities a list of its retired
personnel for whom the Department of State under the provisions of
the Act of January 31, 1881 (5 U.S.C. 115 2) is holding decorations,
ord.ers, medals, or presents tendered them by foreign governments and
for the acceptanee of which the consent of the Congress is to be re-
quested by the Agency. Such list shall be supported by doeumentation
ineluding the date on which the intended recipient retired, the name of
the donor government, the name or title or other identification of the
thing to be accepted, and the specific reason for-which it was tendered.
Each constituent shall also be prepared to provide, on behalf of any
such retired person, such further information as the appropriate Com-
mittees of the Congress may require rvith respect to any award tendered
to such retired personnel. No request shall be submitted for other than
retired personnel.

After such review as he deems necessary, the Administrator will
submit sueh list and documentation to the Seeretary of State, who will
have prepared an omnibus authorizing bill eovering the retired per-
sonnel listed by departments and will transmit such bill and eon-
solidated list to the Congress. Before submitting any eonsolidated list
to the Congress, the Seeretary of State 'n ill revierv the list in order to
ascertain if there is any objeetion to the aeeeptance of any award

t
lSection 115a reatls:'iThe Secretary of State is directetl to furnish to the

Seventy-fffth Congress and to eaeh alternate Congress thereafter a list of those
retiretl officers or employees of the Unitetl States for whom the Department of
State-under the provisiols of section 115 of this title, is holtling tlecoratlons, ortlers,
metlals, or presents tentlered them by foreign governments."

e Section 115 reads: r'Any present, decoration, or other thing, which shall be con-
ferred or presentetl by any foreign govcmmcnt to any officer of the Unitetl States,
civil, naval, or Tilitary, slrall be tentleretl through the Departrnent of State, and not
to the indivitlual in person, but such presett, tlecoration, br other thing shall not be
delivered by the Department of State unless so authorize{l by act of Congrem.r,

il.U* ttrrl
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therciu propmed from the point of view of the foreign policy of thi
United States; and if there be any such objeetion, the matter mqy.h.q
presented to the Presitlent for his decision.
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Section 5

INCENTIVE AWARDS PROGRANA

'I'he Government Employees' Irrcenti'i'e Au.ards Act of 1954 estab-
Iished a government-rvicle program to encourage employees of the Fed-
eral Government to seek more effectir.e and economical means of
operations. This Act authorizes the payrnent of cash awards to, and
the incurring of necessary expenses for the honorary recognitiou of,
employees rvho by their suggestions, inventions, superior accomplish-
ments, or other personal efforts contribute to the efficiency, economy,
or to other improvements in Government operations, or who perform
special aets or services in the public interest in eonnection rvith or
relatecl to their official employment.

AGENCY POTICY

fn order that all HHFA employees eligible for awards shall be treated
equitably, the criteria used for determining basic eligibility for awards
rrill be uniform throughout the Agerrcy.

It is the policy of the Agency to provide maximum opportunity to
employees, individually as well as in groups, to (1) perform in a man-
ner deserving of special official recognition, and (2) generate ideas,
with assurance of optimum Agency use of worthwhile ideas. In addi-
tion, employee contributions rvill be examined to determine their po-
tential applicability to other Federal agencies, and if further adop-
tion is possible,'lvill be made available to appropriate agencies.

RESPONSIBI[ITY FOR INCENTIVE AWARDS PROGRAM

Responsibilities of the Administrotor

The Administrator shall have general responsibility for establishiug
and operating a plan for the use of incentive awards as an integral
part of supervision and management in the Agency, ineluding the
development of uniform criteria for awards, the granting of depart-
mental awards to employees, the nominating of employees for awards
granted by non-Federal organizations, and the promulgation of policy
matters on the Agency-wide program. He shall also have speeific re-
sponsibility for the operation of an incentive awards program within
the Office of the Administrator, the Urban Renewal Administration,
and the Community Facilities Administration.

The Assistant Administrator (Administration) shall be responsible
to the Administrator for the general supervision and coordination of

9/15/G4 Poge I



3.t-5 lncaitive Awords Ptogrom

the HHFA Ineeutive Arvalds Program, having beeu speeificalll- as-
signed the following responsibilities :

(1) Developing ancl reeommending policies, standalds and proced-
ures intended to improve and make more consistent the opera-
tions of the arryards programs within the HHFA.

(2) Encouraging the fullest possible application of ideas received
through the fncentive Arvards Program throughout the Agency.

(3) Reviewing and transmitting to the Civil Service Commission
recommendations approved for eash awards in excess of $5.000.

(4) Compiling HHFA reports on the Incentive Awards Program,
including the annual report required by the Civil Service
Commission.

Responsibilities of the Hends of Constituent Agencies

The heads of constituents, or thier designees, are responsible for.:
(1) developing their own fncentive Awards Programs, inciuding
operating procedures and internal awards organization, consistent with
Civil Service Commission instructions as defined in Chapter 451 and
Supplement 990-1 of the Federal Personnel Manual; (2) participa-
tion in the development of Ageney policies and standards to insure
uniformity in basie criteria.

EIIGIBILITY FOR AWARDS

Ail employees of the HHFA are eligible candidates for cash and
honorary awards. In addition, former employees or the estates of
decreased employees may be consid.ered for awards for eontributions
made by such persons while employed in the IIHFA.

TYPES OF AWARDS

Awards granted within the Agency under the fneentive Arvards
Program are classified in four main categories: (1) Distinguished
Service Award, (2) Length of Service Award, (3) Superior Service
Award, and (4) Employee Suggestion Award. Ordinarily, the first and
second are honorary; the third and fourth usually are accompanied.
by cash.

'Women in the Agency who have made outstanding professional con-
tributions may be nominated for the Federal -Woman's Award for
Outstanding Achievement.

An officer or employee deserving a greater public commendation
than that which can be accorded by the Agency may be recommencletl
for the President's Arvard for Distinguished Federal Civilian Service.

The Agency participates in awards granted by non-Federal organi-
zations. These include the National Civil Service I-:eague Career Serv-
ice Award, the Arthur S. Flemming Award, the WiIIiam A. Jump
Memorial Award, and the Rockefeller Public Service Awards.

Poge 2 9/15/U
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DISIINGUISHED SERVICE AWARD

The Distinguished Service Arvard is the Agency's highest a\rarcl,
and is conferred by the Administrator once a year upon a limited. num-
ber of employees rvho have made the greatest eontributions to the
operation of the Ageney. This awarcl may be granted in recognition
of the same employee eontribution for l,hieh a cash and/or honorary
award has been previously granted..

The Administrator, the Deputy Administrator, or a designatecl rep-
resentative (for the OA and the HHFA Regional Offices) and the
head of eaeh eonstituent (including URA antl CFA) may nominate uot
more than three employees a year for this award. Nominatiorrs shall
be submitted by August 31 of each year through the OA Director of
Personnel to an ad hoc selection cornmittee appointed by the Aclminis-
trator.

LENGIH OF SERVICE AWARD

A Length of Service Avard rnay be granted to an employee after
the completion of not less than ten years of Federal service arrtl at
five year intervals thereafter. The Service Arrard eonsists of an ap-
propriate emblem.

SUPERIOR SERVICE AWARD

The Superior Service A'rvard, lvhich consists of an honorary arvard
accompanietl ordinarily by eash, must be initiated by a supervisor of
the employee rvho made the eontribution. It may be grantetl for auy
type of service or performance of major signiffeance to the Ageucy
which merits special recognition.'

Superior Service Awards fall into two categories ; these are ' 
( 1)

Sustained Superior Service, and (2) Special Aet or Service.

Sustoined Superior Service

Sustained Superior Service is the diseharge of regular duties rvhieh
so substantially exeeed.s normal performance requirements, extending
over a considerable period of time, as to merit speeial recognitiou. It
is emphasized that this type of contribution is characterized by the
high level performance of duties over an extended period of time.

To meet the stand.ard for an award, performance should exceed one
or more of the major requirements of the position, while meeting nor-
mal standards in other aspects. The extent to which performance must
exceed requirements in most aspects to merit an award recognition often
cannot be established with precision. This is especially true in those
areas of performance which are not subject to exact measurement in
terms of quantity and quality. Awards committees and supervisors
need to exercise considered judgment in making evaluations and recom-
mendations in sueh cases.

l Awarile for Outstaniling Performance are hanille<l unrler the separate Performanco R&ting
Plane of the Constituent Agencies.

9/15/64 Poge 3
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Aword Stole

The amounts of cash awards paid for Sustained Superior Service
shall be established on the basis of the following table:

Gra,cle of Employec trIarintunl Amount

GS-1 through GS-8
GS-g through GS-12
GS-13 and up

$200
$350
$500

Speciol Act or Service

Speeial Act or Service is a nonrecurrirrg, especially meritorious con-
tribution, achievement, service or performance of an assignment. It
rna-v be for exarnple, a specific assignment performed. in conuection with
a special progtam or activity during an emergency or it rnay be
charaeterized by creative effort important to operations, research, and
administration.

Typical, but not all-inclusive, of this type of contribution are:
(1) Performance which has involvetl the overcoming of unusual

operating difficulties.
(2) Original clevelopments or improvements in methods, orgalliza-

tiorr, proceduresr or products rvhich result in substantial bertefits
or: savings to the Government.

(3) Exemplary or courageous handling of an emergency situation,
not necessarily related to official duties.

(4) Initiative and creative efforts rvhich make important contribu-
tions to the Agency's prog:rams, such as distinguished authorship.

Deserving contributions which are not eited above shoultl not be ex-
eluded from consideration for a Superior Serviee Award.

A eash award made to a group of employees rvill be distributed as
follolrs :

(1) If the employees have contributed on a substantially equal
basis to the employee contribution being recognized, eaeh em-
ployee will receive an equal share of the total award.

(2) If the degree of contribution from employees in the group
differs materially, each employee will receive a share of the total
group arvard that is in proportion to his particular contribution.

The total of a group cash arvard shall not exceed. the amount author-
ized for that type of arvard for an individual, unless speeifieally author-
ized by the head of the constituent agency concerned, or his designee
for this purpose. When such exeeptions are made, the reasons therefor
rvill be fully doeumented and made a matter of record.

EMPIOYEE SUGGESTION AWARD

A suggestion, contribution, or invention is a proposal expressed iu
Poge 4 9/15/61
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specific terms which shows how to effect econoilries iu operation, in-
crease production, improve seryiee to the public, or otherwise benefit
the Government. It may coneern a matter within or outside an em-
ployee's job responsibilities.

An idea submitted by an employee wiII be eligible for an award when
it is adopted and actually put into effect, or a determination rnatle
that it will be used.

When a suggestion has been made by more than ens smployee, or by
a group of employees, all who have contributed, including supervisors,
may share equally or proportionately in awards. The total amount of
the cash arvard shall be the amount authorized for the same type of
alr'ard if made to an individual. However, where indivitlual shares
of such group awards appear inappropriate, exceptions from the scale
may be macle by the head of the constituent agency coneerned, or his
designee; in which case, reasons for the deviation shall be fully doeu-
mentecl in support of the action taken.

Suggeslions on Mollers Within Job Responsibiliries

fn some jobs a major responsibility is to search for ways of conduct-
ing Agency business r'vith increased efficieney and economy. Positions
such as those of Management Analysts, Program Planners, Classification
Analysts, and principal staff positions are in this category. Although
suggestions from sueh individuals are expected as part of their job,
these employees are not precluded from award.s for suggestions. As a
general rule, when an individual in such a position receives an arvard
for a. job-relatecl suggestion, the suggestion is of considerable signifi-
cance an<l goes beyond the scope of normal expectations.

Suggestions on Mollers Outside Job Responsibiliries

All suggestions dealing with matters that are not related to or only
very indirectly related to the suggester's job requirements, may be con-
sidered as the basis for an award.

lntra-Agency Suggestions

When an idea submitted by an employee is considered to have appli-
eation in other HEFA constituents, it will be forwarded direetly to
the appropriate agency or agencies or to the OA eommittee if appro-
priate. follou,ing consideration by the originating agency. If the
idea also has application to the employee's own agency and is adopted,
the award will be made upon its value to the employee's ageney with-
out awaiting the results of the evaluation in other HHI'A constituent
agencres.

lnter-Agency Suggestions

Suggestions submitted by employees rvhich are considered to have
application to departments of the government outside the HIIFA and
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theretry are eligible fol cousideration for interrlepat'trnental a$'ards,
l'ill be fonvarded by the clnploying constituent agerrcy or by thL: OA
colnrrittee as appropriate, to the Civil Service Commission or to the
affectecl Federal department. Speeific information as to the activities
in other tlepartrnents rvhere it is believed the employee contribution may
be used shall accompany the incentive award file.

Employee contributions coming from other Federal departmeuts and
forwarded for evaluation u'ill be reviewed and amounts awartled will
be ealculated by eonstituent agencies accord.ing to the same standards
used for contributions submitted by HHFA employees. The final de-
termination of the corrtribution rvill be made by the respective eonstit-
uent agency.

Reports of action taken on the eontributions of employees of other
Feileral d.epartments forrvarded to constituent agencies for evaluation,
shall be returned by the respective eonstituent agencies at the earliest
practicable date, but no later than 30 days after receipt, except upon
prior approval of extension of that time period. The report till
include: (1) the estimated first year net monetary savings, if any,
and (2) the amount of the cash award that would be in order for in-
tangible benefits, if any, under IIIIFA standards. The constituent
agency rvill arrange to remit that amount to the Federal department
in which the employee u'orks.

When funds are receivecl from other Federal departments for pay-
ment to the EHFA employee such funds shall be placed in a deposit
fund account until all such fuud.s are received, at rvhich time a single
award payment will be made to the employee.

Aword Scoles

Tcngiblc Benef,ts Toble

When it has been determined that an employee suggestion is worthy
of an awarcl based primarily upon ilemonstrated savings, the amount
to be paid will be set by the following arvard seale as established by
Civil Service Commission regulations:
TANGIBLE BENEFITS AMOUNT OF AWABD
$50-$3oo ... .. $15

$301-$10,000 $15 fol the first $300 in benefits and $5 for each
additional $100 or fraction thereof.

$10,001-$20,000 .....$500 for the first $10,000 in beuefits and $5 for
eaeh additional $200 or fraction thereof.

$20,001-$100,000 . $750 for the first $20,000 in benefits and $5 for
each additional $1,000 or fraction thereof.

$100,001 or more......$1,150 for the ffrst $100,000 in benefits and $5 for
each additional $5,000 or fraction thereof.

Exceptions to this scale may be granted by the head of the particular
constituent agency or by the Assistant Administrator (Atlministration)

Poge 6 9/15/64
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as appropriate. \Yheu such exceptions are requested, the reasons there-
for shall be documented and made a matter of record.

Savirrgs frour ernployee contributions l'ill be calculated on the basis
of the estimated net savings (gross savings minus cost of installation
if significant) for the first full year of operatiou. An exception may be
made where an improvement rvith a high installation cost will yield
measurable savings continuning more than one year. In these cases,
the awartl may be based on the ner'v average annual savings over a
period of years, which may not exceed either the reasonable life of
the initial installation or the clearly predietable period of use, rvhieh-
ever is the shorter.

lntongible Benefts

'When it is determined that an employee or a group of ernployees is
eligible for a cash award based solely or primarily on intangible bene-
fits dr:rived from a suggestion as definecl irr this section, the amount of
the arvard paid shall be determined by the follorving faetors:

(1) The extent of the benefft in terms of its application-i.e. whether
it benefits only the immediate office orwhether it has general
Agency-wide application.

(2) The value of the benefit in terms of the effect the suggestion has
on current methods of operation-i.e. whether it involves only
a minor change or lvhether it involves a signiffcant ehange affect-
rng a prrmary program.

REPORIlNG REQUIRE'IAENIS

The annual report on the operation of the Incentive Awards Program
required by the Civil Service Commission shall be forwarded by each
constituent to the Assistaut Administrator (Administration) by Aug-
ust 15 of each year, in duplicate.

OTHER AWARDS

There are a number of Government-wide awards for which nomina-
tions may be submitted by the Administrator to the appropriate awards
committees. The major arvards of this type include the following:

Presiclent's Award for Distinguishecl Federal Civilian Service

Federal -Woman's Awarcl for Outstanding Achievement

National Civil Service League Career Service Award

Arthur S. F'lemming Award
William A. Jump Memorial Au'ard

Rockefeller Public Service Award
Announcements of these awards will be forwarded to the eonstituent

agencies as they are receiyed in the Administrator's office. Recom-
mendations for these awards will be submitted by the Assistant
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Administrator (Adrniriistratiou) (fol the OA and IIHFA Rcgional
offices) and by the heads of the constituents, and shall be foru'arded
through the OA Director of Personnel to an ad hoe selection eommittee
appointed by the Administrator.

CONSIDERAIION FOR PRO'I/IOTION

Appropriate notation rvill be made in the employee's Official Person-
nel Folder of all cash and honorary awards granted him.

When an employee is being considered for promotion in accolclance
with regular promotiou procedures, such eash or honorary arvards
will be taken into eonsideration in the ranhing or seleetion proeess.

SUPERVISORY RESPONSIBITIIY AND RECOGN]IION

It is the duty of all supervisors to identify those employees and
groups of employees rvhose contributions, acts, service, or superior
accomplishments merit special recognition, and to recommend suelt
employees for appropriate arvard.s. Supervisors are also responsible
for encouraging employees to submit ideas for consideration under
the program.

Supervisors will be given due recognition for the extent to n4rieh
they are successful in motivating the interest and participation of their
employees in the Ineentive Awards Program.

PUBLICITY

A program for adequate publicity shall be established within each
eonstituent and the OA committee. Such publicity shall stress the
continuing need for employee suggestion, the desirability of increased
employee and unit efficieney, and benefits aecruing to employees l'ho
participate in the program.
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Section 6

DISTRIBUTION OF HHFA ADMINISTRATIVE REIEASES

The following HEFA administrative releases are tlistributed through
the OA Division of General Services:

III{FA Manual (Volumes I through YII)
Urban Renewal Manual; LPA Manual; LPA l-,letters'
Regional Cireulars
Staff Memorandums

INTERNAT HSINIBUIION POTICY

Constituent agency stafr offices should have ready acccess to the
IIIIFA administrative releases they need in connectiou with operations.
Ilowever, distribution should be restricted to actual needs in ord.er to
minimize costs of printing and maintenance.

Distribution to constituent ageneies will be made on a bulk basis,
each constituent making further distribution within its own organiza-
tion. Each eonstituent agency should have a eentral point at which
the distribution plan is controlled and from which requisitions for
changes in the plan should originate.

Constituent ageneies should not stock extra sets of Manual or other
releases. Wlen additional distribution is required, the Division of Gen-
eral Services will automatieally supply the material already issued prior
to the date the new distribution becomes efrective.

When the distribution of Manual material is decreased, the constitu-
ent agency should send the excess binders and material to the Division of
General Serviees for stock. This does not apply to LPA Letters, Regioual
Circulars, or Staff l\femorandums.

OUISIDE DTSTRIBUTION POTICY

Exeept for Volume I, the Urban Renewal Manual, antl the LPA
Manual, HHFA administrative releases will not ordinarily be dis-
tributed outside the Housing and Home Finance Agency. Except as
specified below, requests for outside distribution should be referred
to the Office of the Administrator for reply.

Requests for the I-.IPA Manual for the use of other than HEFA em-
ployees should be forwarded to the Urban Renewal Administration.

Outside requests for Volume I and the Urban Renewal Manual should
be answered with the information that these Volumes are not available
for free distribution, but that they can be purchased on a subscription
basis from the Superintendent of Documents, Washington 25, D. C.

NEOUISIIIONING PROCEDURE

Constituent agencies should use Form H-174, Requisition for Ailmin-
istratiue Releases (Exhibit A) for requesting changes in the distribu-
tion of administrative releases and for ordering separate copies of
specifie releases.

-iil"-"t EI{BA distribution of the Urban Renewal Manual, LPA Manuol, anil IJPA IJottors
is handleal on ths same distribution list.

5/8/59 Pogc I
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Form II-174 should be sent d.irect to the OA Division of General
Services, in duplicate. One copy will be returned to the constituent
agency when the order is fiIled.

The column headed Bulh Distribution will be used to request changes
in bulk distribution to the constituent ageneies.

The column headed Direct Distribution to Central Ofice Ad,d,ressees
anil, Iield, Offices will not be used by constituent agencies.

The column headed Request f or Ertra Copies of Specific R'eleases wtll
be used to order additional copies of individual releases for eonstituent
agency use or to replaee shortages in the normal distribution.

Form If-174 may be procured from the OA Division of General
Services.

Poge 2 5/8/59
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Section 7

REQUESTS FOR DECISIONS BY THE COMPTROTTER GENERAL; RELIEF OF
ACCOUNTABLE OFFICERS; REMISSION OF LIQUIDATED DAMAGES

REOUESTS FOR DECISIONS

Section 8 of the Dockery Act, approved July 31, 1894, as amended
(31 U.S.C.74), authorizes the head of any executive department or
other establishment not under any of the executive departments, or
disbursing offreers, to apply to the Comptroller General for a decision
upon any question involving a payment to be made by them or urder
them.

Section 3 of the act of December 29, 1941 (31 U.S.C. 82d), authorizes
certifying officers to apply to the Comptroller General for a decision
on any question of law involved in a payment on any voucher presented
to them for certifieation.

Requests to be Prepared for Administrotor's Signoture

Any reqrlest for a decision by the Comptroller General upon questions
involving a payment to be made under a constituent agency, other
than a question before a disbursing officer or certifying officer for
payment or certification or a question which a contracting officer is
authorized to submit to the Comptroller General, shall be prepared
for the signature of the Housing and Home Finance Administrator, in
accordance rvith the Comptroller General's unpublished decision dated
Jane 22, 1948 (B-55970 and B-56924). The letter requesting such
decision shall be forwarded to the General Counsel, Ilousing and Home
Finance Ageney, with three carbon copies marked for (1) the Adminis-
trator, (2) the General Counsel, Housing and Home Finance Ageney,
and (3) the OA Central Files, which copy shall be surnamed by both
the General Counsel and the head of the constituent agency. Any
correspondence with the Comptroller General in connection with such
requests shall be submittecl in the same manner, unless otherwise au-
thorized or directecl by the Administrator.

Requests Mode Directly by Disbursing or Certifying Officers

Where a request for a decision is made directly by a disbursing or
certifying officer to the Comptroller General, pursuant to the statutory
authority cited above, a copy of each unpublished d.ecision rendered
by the Comptroller General in reply, together with a copy of such
request, shall be furnished to the General Counsel, Housing and Home
Finance Agency.

REOUESTS FOR REI.IEF OT A"CCOUNIABIE OFFICERS

Requests for the relief of accountable officers made under the act of
August 7,1947, as amended (31 U.S.C. 82a-1), shall be prepared. for
signature by the Housing and I{ome tr'inance Administrator, in accord-
ance with the rationale of the Comptroller General's unpublishetl deci-
siorr clated J.une 22,1948 (B-55970 and B-56924).

Such submissions shall be addressed to the Comptroller General, at-

8/27/58 Pogc I



3.1:, Rcquertr for Decirionr by the Compfroller Generol; Relief of
Accounloble Ofrlcarr; Remision of tiquidoted Domoges

tention Director, Civil Accounting and Aucliting Division. They shall
name the individuals involved, specify the amounts and nature of the
relief being requested and the authority for granting it, and include
a succinet statement of the findings required by the statute. The more
detailed facts pertaining to the request for relief shall be set forth in a
separate memorandum from the head of the constituent agency to the
Administrator. The memorandum and proposed submission shall be
forwarded through the General Counsel, Housing and Home Finance
Agency, and shall include three carbon eopies marked for (1) the
Administrator; (2) the General Counsel, Ilousing and llome Finance
Ageney; antl (3) the OA Central Files, which eopy shall be surnamecl
by both the General Counsel and the head of the constituent ageney.
Corespondence with the Comptroller General in connection with sueh
requests shall be submitted in the same manner, unless otherwise au-
thorized or d.irected by the Administrator.

Any request for relief of a disbursing officer mad.e under section 1 of
the act of August 11, 1955 (31 U.S.C. 82a-2), shall be proeessetl in the
same manner, except that where the Administrator designates some
other officer to make the findings and recommendations authorizetl by
the statute, the submission shall be signed by such designee.

Requests for relief of eertifying officers mad.e und.er the act of De-
eember 29,1941 (31 U.S.C. 82c), do not neetl to be prepared for the
Administrator's signature.

REQUESIS FOt nH lSSlON OF LIQUIDAIED DAIIIAGES

Any request to the Comptroller General under the authority of
sectionl0(a) of theactof SeptemberS, 1940 (41 U.S.C.256a), forthe
remission of liquidatetl damages assessable under a eontract entered
into by a constituent ageney uncler authority delegated to it by the
Housing and llome Finanee Aclministrator, shall be prepared for
sig:rature by the Administrator.

Such request shall be supportetl by a report to the Administrator
from the head of the constituent agency, justifying the equitable relief
and. setting forth the pertinent find.ings, determinations, and recom-
mendations. Such findings, determinations, and recommendations will
be incorporated, ordinarily by reference, into the letter requesting the
remission of damages. The report and request shall be forward.ed
to the Administrator through the General Counsel, Housing and Home
Finance Agency, with carbon copies marked for (1) the Administrator;
(2) the General Counsel, Housing and Home Finance Ageney; and (3)
the OA Central Files, which copy shall be surnametl by both the
General Counsel and the head of the constituent agency. Coruespond.-
ence with the Comptroller General in connection with sueh requests
shall be submittetl in the same manner, unless otherwise authorized
or directed by the Administrator.
CENIRAI. SOURCE OI INFORMAIION ON CO,IAPIROLLEN GENERAI
UNPUBTISHED DECISIONS AND REPIIES

The General Counsel, Housing and Home Finance Agency, shall
maintain a complete ffle of all unpublished decisions rendered to the
Housing and Home Finance Administrator or to disbursing and certify-
Posc 2 s/22/sg
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ing offieers within the Housing and Home Finance Agency, and
on sll replies by the Comptroller Geueral to requests made by the
Administrator for the relief of aceountable officers, and for the re-
mission, under the authority of section 10(a) of the act of September
5, 1940 (41 U.S.C. 256a), of liquidated damages; and, upon request,
shall furnish to a constituent agency any information contained in sueh
unpublished decisions or in such replies which is pertinent to matters
before such agency.

Decisions rendered by the Comptroller General to the Housing and
Home Finance Administrator arld replies by the Comptroller General
to requests by the Administrator for the relief of accountable officers
and for the remission of liquidated damages shall be routed by the
OA Mail Room to the General Counsel, Housing and Home Finance
Agency.
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Section 8

ADVISORY CO'UMITTEES

The Housing and Home Finance Administrator and the head of eai r

eonstituent agency of the Housing and Home Finanee Agency each ls
authorized by larv to establish sueh advisory committees as are neces-
sary in carrying out any of his functions, po\yers, antl duties under
any statute or other authorization.

SIANDARDS AND PROCEDURET

The President's Cabinet has reeommended the adoption of uniform
standards and procedures for the utilization of ad.visory committees
by all Government departments ancl agencies. These recommendations
are set forth below for applieatiou in connection with all advisory
committees established by the I{ousing arrd Home Finance Agency:

(1) Advisory committees shall be specifically authorized by law or
the head of the departrnent or agency shall find that such com-
mittees, or the use of sueh eommittees, are in the public interest
in eonuection with the performance of duties imposed by law.

(2) The functions of such committees shall be solely advisory and
any determination of action to be tahen, based in whole or in
part on such advice, shall be made solely by the proper Govern-
ment offieial or officials.

(3) Committeo meetings shall be at the call of or with the approval
of a full-time salaried officer or employee of the Government;
and the agenda for the meetings shall be formulated or approved
by a full-time salaried officer or employee of the Government.

(4) Committee meetings shall be under the chairmanship of, or_' 
conducted in the p"eserce of a full-time salaried Govirnmetf
official. Such Government official shall have the authority to
adjourn any meeting 'whenever he feels that its eontinuation
would not be in the public interest.

(5) Minutes of each meeting shall be kept-which shall_contain at a
mrnimum a summary of the matters discussed, and the eonclu-
sions reached. The Government representative shall certify that
such minutes are accurate.

(6) Each industry advisory committee shall be, so far as possible
in the context of the purpose of the committec, representative
of the entire industry or industries, or portions thereof. Such
representation shall be accomplishetl by taking into account
such factors as size, location, affiIiation, antl industrial function
of the eomponents represented. Selection of industry members
shall, unless otherwise provided by statute, be limited to in-
dividuals actively engaged in the industry or industries con-
cerned, except where the department or agency head. deems such
Iimitation impracticable for effective committee operation.
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chairman
given the

The standards and procedures set forth above shall trot
any advisory committee for which Congress has by statute
the purpose, composition, and conduct (such as selection of
or holding of meetings) unless the Congress has specifically
President the power to prescribe rules for such committee.

{}rrrunrorus
Ad,aisorg committee means any ad hoc or standing committee, board,

commission, council, conference, panel, task force, or other similar
group (including all subcommittees or other subgroups thereof) that
is established by the Administrator or the head of a constitutent agency
to obtain advice or recommendations ancl that is not composed wholly
of Federal employees.

Ind,ustry ad,u,isory comm,ittee means an arlvisory committee, as defined
above, which is composed predominantly of members or representatives
of a single industry or industries or portions thereof.

I

I

I
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Section 9

REMOVAT OF DOCUMENTS

The President has approved criteria governing the removal of docu-
ments by retiring departmcnt and agency heads and other offrcers
appointed by the President.l

As a matter of HHFA policy, these criteria rvill apply also to all other
HHFA officers and employees. IIHFA officers and employees other than
officers appointed. by the President may remove documents only with
the written authorization of the Administrator or his designee (in the
case of OA, CFA, antl URA employees) or of the head of the appropriate
constituent agency or his designee. The granting or withholding of this
authorization shall be based upon criteria set forth in this Section.

CR!TERIA

fn general, the removal of public documents is limited by statute;
u'hile documents which are truly personal or private belong to the
officer or employee eoncerned and may be removed by him. When docu-
ments are a mixture of private and public matters, case-by-ease deci-
sions must be made to determine whether a given document may be
removed.

Following are the existing statutory, executive, and internal policy
limitations upon removal of documents:

(l) Material Classifi,ed, Pursuant to Erecutiue Ord,er 10501.2-Therc
is no provision for the removal of classified material by a retiring
officer, and. two separate sriminal statutes probably apply to such
removals.s However, limitetl arrangements for the acquisition and
retention of extra copies of classiffed material by persons outside
the Government, inelud.ing retiring officials, are allowetl under
the amendmeut to Executive Order 10501 by Paragraph 2 of
Executive Order 10816.4 (See Poliey Guidelines Applicable to
Agency Determination Concerning Removal of Documents, Para-
graph (5).)

(2) Restricted, Dqta ancl Oth,er Classified Inf ormation-Removal of
Restricted Data, as that term is defined in the Atomic Energy
Act of 1954 (42 U.S.C.216l-2166), is prohibited., and criminal
penalties are imposed for violation of these provisions (42 U.S.C.
2273-2277). Special provisions have been made in 18 U.S.C. 798
for the safeguarding of classified information relating to codes,
ciphers, cryptographic systems, and similar devices used in con-
nection with communieations intelligence.

(3) Record,s.-Material which falls under the statutory definition of
"records" may be disposed of only through the proeedures
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specified in the Reeords Disposal Act.1 This involves the submis-
sion of disposal lists to the Aclministrator of General Services
and the examination of such lists by a joint committee of Con-
gress. Material determined to be " records " may not properly
be removed. by retiring officers and employees, and removal
might constitute a criminal violation under 18 U.S.C. 2071.

(4) Confidential Informati,on.-\lany statutes guarantee the eonfi-
dential nature of certain information supplied to the United
States or its officers and make it a crime to disclose such infor-
mation.2 Material containing such information is eonsidered
to be official documents, the removal of which would be improper.

Policy Guidelines Applicoble to Agency Determinotion Concerning Removol of Documents

(7) Personal Worlt Aid,s Wlrich. Are Essential to Files.-No material,
even though judgetl not to be "reeords," shall be withdrawn if
its withdrawal will create such a gap in the files of the agency
as to disrupt the proper documentation of its activities as pro-
vided for in Section 506 of the Federal Reeords Act.3 Material in
personal rvork-aids, such as office diaries, logs, memoranda of
conferences and telephone calls usually is adequately reflected
in agency records; in such eases, removal of these work-aids will
not cause disruption and thus generally may be authorized.

(2) Personally Aildressed, Correspond,ence.-It is almost impossible
to make a rule with respect to correspondence addressed directly
to HEFA officers and employees. Much of it relates only to
agency business, fully meets the definition of records eontained
in the B,ecords Disposal Act, and. must be treated as official
records. IIowever, much of it can be treatetl as personal or private
and deals with either the public activities of the individual not
related to his agency or with his purely personal activities.
To the extent that material clearly falls within this category,
there ean be no objection to authofizing removal. Ilowever, there
is undoubtedly a large botly of correspondence which contains
material of both types. Here, a delicate judgment as to whether
it is preponderantly agency material or personal in nature must
be made in each case. In the event it is determined that the
material is essentially personal and that removal is authorized,
a record should be made of anything contained therein relating
to uatters involving the official business of the agency.

r The ilefinition of "recortls" contained in the Records Disposal Act (44 U.S.C. 366) includes
"all books, papers, maps, photographs, or other documentary ma.terials, regardloss of physical
fom or characteristics, made or receiveil by any agency of tho Unitett States Govornment in
pursu&nce of Federel law or in connection with the transsction of public business and prs-
seryeil or approprieto for Dressrvation by that agency or its legitimato successor as evidence
of tho organization, functions, policies, decisions, procedures, oper&tiotrs, or other activities
ol the Govornment or because of the informational valuo of data contained therein. Library
and musem material mad6 or acquiretl and preserved solely lor reference or exhibition pur-
poses, extra copies ol documents preserved only for conveniea,ce of- ref."ren_ss, and stocks of
iublii:ations and of nrocesseil documenls are not inclrrded within tho definition of tho wortlirscords'as used in this Act." Extra conies and photostats &ro not "records" under this deffni-
tion. The determination of what are "records" is a matter ol limitetl agency heacl discretion.

r ltey include confiilential statistical informetion (18 q.S.C.. 19_05) ;- incom-o- -tax returns
(I.R.C.-6103(&)): infomation in Dossession of the Social Security Board (42 U.S.C. 1306);
information obiiitred by bank examinsrs (18 U.S.C.1906); snd Farm Cretlit Examiners
( 18 U.S.C. 1907 ) .

s 44 U.S.C. 396.
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(3) Personal, Diaries.-Personal diaries should be regarded as private
property. To the extent that they deal with matters of public
importance or the affairs of the agency, they ord.inarily merely
repeat or supplement with personal detail matters as to which
records adequate to meet the statutory standards exist. To regard.
them as records would probably prevent their being kept at all.
However, there are in existence "diaries" which, as rvell as
containing the personal notations normally expected, are also
in fact collections of Government documents. The propriety of
authorizing removal of such "diaries" depends upon propriety
of private possession of the documents.

(4) Confidential MaterioZ.-Whether or not a departing officer or
employee may be authorized to remove extra carbons or other
non-record copies of records should depend largely upon whether
there is any policy or legal reason why the information contained.
in them should be regarded as confidential. If they should be so
regarded, the responsibility of keeping them confidential should
be vested. in the Government, not in former officers or employees.
fn some cases the documents were produced in another agency.
ft would be appropriate to obtain tfie views of that agency as to
the confi.d.ential status of documents before authorizing removal.
In some cases regulations may so require. Assuming there are no
reasons to keep the information contained in the d.ocuments con-
fidential and that record copies exist in the interested agencies,
together with such extra non-record. copies necess&ry for the con-
venient transaetion of business, there should be no objection to
authorizing the removal of copies.

(5) Classified, Material.-Material classifiecl under Executive Order
10501 antl Restricted Data under the Atomie Energy Act of 1954,
no matter what its form, shall not be removed, and title thereto
shall not be transferred from the United States. However, Para-
graph 2 of Executive Order 10816 provides limited authority in
the head of the agency responsible for the classification of the
material to authorize access to and eollection of extra copies of
classified materials by private individuals, including retiring
officials, for historical research purposes. Use of this authority is
subject to the qualifications in the Executive Order. Requests
for permission pursuant to Executive Order 10816 shall be sub-
mitted to the Administrator, Attention: HHFA Document Se-
curity Officer.

NAI]ONAT SECURITY COUNCII. AND CABINEI DOCUMENIS

In accordance x,ith the President's direetive to retiring agency heads,
if any classified documents of the National Security Council are being
considered for removal by HHFA officers or employees, or for aecess by
persons outside the Erecutive Branch under Paragraph 2 of Executive
Order 10816, authorization shall first be obtained from the Exeeutive
Secretary of the National Security Council with respect to eaeh such
classified. NSC clocument; and if any classifiecl or privilegetl Cabinet
papers are being considered for removal, authorization shall first be ob-
tained from the Secretary to the Cabinet.
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Requests for authorization in these cases shall be submitted through
the Atlministrator.

EXAMINATION OF DOCUITAENTS BEING CONSIDERED FOR REI,IOVAI

Retiring EHFA officers not appointed by the President and. employees
are rerluired to consult with the OA Records Management Officer (in the
ease of OA, CFA, and URA employees) or with the appropriate con-
stituent agency rccorcls management officer concerning documents being
considered for removal and to arrange for the records management
officer to examine such documents in terms of the criteria set for the
above, as a condition to authorization of removal. It would be appro-
priate also for retiring offcers appointed by the Presid.ent to arrange
for consultation and examination.

USE OF PNESIDENTIAI. ARCHIVAL DEPOSITORIES FOR CONIROT AND DISPOSIIION OT
PERSONAI. PAPER.S

The historical importance of personal papers "relating to and con-
temporary with any President or former President of the United States"
authorized to be removed by retiring HHFA officers not appointed by
the President suggests that retiring or retired officers possessing such
collections arrange for their deposit through the Adrninistrator of
General Services, under appropriate restrictions, in either the National
Archives or a Presidential archival depository, pursuant to Seetion 507
of the Fed.eral Reeords Act (44 U.S.C. 397).

SEGREGAIION OF PERSONAI AND PRIVATE PAPERS

Insofar as it is practicable to do so, personal and private material
and records will be segregated as they are created and received, and
kept separated at all times from the official records of the Agency.

Steps shall be taken by the heads of consituent agencies, or in the
case of OA, CFA and URA, the Assistant Administrator (Adminis-
tration), to throw out personal or gossipy material in files which does
not come under the eited definition of "Reeords."

Poge 4 3/14/50



Policies ond Procedures of the Adminittrotot
Porf 3. HHFA Administrotive Policies ond Procedutes

Chopter l. Generol

3-I-IO

Section l0

TESTIMONY BEFORE CONGRESSIONAT COI\A'IAITTEES

Policies \\,ith respect to the testirnony of Executive Branch rvitnesses
legarding legislation on budget proposals before Congressional Commit-
tees are contained iu Bureau of the Budget Circulars No. A-10 and A-19.

These circulars stress the importance of relating the statements rnade
by members of the Executive Branch to the President's legislative and
budget programs. They assume that views will be stated and argued
forcefully within the Executive Branch; but that once a clecision has
been made, that decision rvill be supported at all times.

Witnesses testifying on legislative or budget proposals before Con-
gressional Committees :

1. Shall give franh and respolrsive answers on all questions of fact
rvhich are raised by the Committee.

2. Shall not voluntarily express personal opinions rvhich reflect a
variance from the programs and appropriation requests which the
President has included in the budget.

3. Shall lot express personal opinions, in response to questions,
without pointing out (a) the extent to which their opinions may
be at variance from the programs and the appropriation requests
rvhich the President has included in the budget, (b) the tlifference
betlseen their responsibilities and the responsibilities of the Presi-
dent rvith respect to the Budget of the United States, antl (c) that
such personal opinions are not 1o be eonstrued as a request for
additional funds.

Formal testimony to be given by officers and ernployees of the Housing
and Home Finance Agency shall be cleared rvith the Office of the Admin-
istrator. Formal testimony on legislative proposals is cleared through
the Ofifrce of General Counsel; that on appropriations is cleared through
the Director, Division of Budget and Management.

CONTIDENTIAT NATURE OF PRESIDENT'S BUDGET

The Iludget ancl Accouutirrg Aet provides for the subrnission to the
Congress of an executive budget. This budget represents the judgment
of t[e I'resident rvith respect to t]te financial requirements for all parts
of the go.r'ernment except the legislative brauch ancl the judiciary.

Budget estirnates and supporting data subrnitted to the Bureau of the
Butlgei are privileged communications. Such information shall not be
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cliselosed except oD reqlrest irr forrnal appropriation hearings or when
requested by members of Congress in <ronnection with their consideration
of the budget after its transmittal to the Congress by the President.

The President's clecisions on the budget and his budget estimates and
recommendations ale administratively confidential. Such information
shall not be disclosecl until it is made public through forrnal transmittal
to the Congress by the President. As an exceptiou, data may be pre-
sented to the Appropriations Committees, pursuant to arrangements
made in specific instanees by the Bureau of the Butlget, in eonnection
'with formal hearings on the buclget held prior to transmittal of the
President's budget.

DOCIRINE OF EXECUTIVE PRIVIIEGE

fn a letter to the Chairman of the Special Governrneut Infornation
Subcommittee of the House Committee on Government Operations,l
the President has stated the basic policy rvith respect to invoking the
doctrine of exeeutive privilege in l.ithholding information from the
Congress. The pertineut quotat.ion frorn the President's letter is as
follows:

" As you knorv, this Administration has gonc to grcrat lengths to
achieve full cooperation t-ith the Congress iu making available to
it all appropriate docnments, correspondence aud iuformation.
That is the basic policy of this Administratiorr, and it rvill con-
tinue to be so. Executive privilege can be invoked only by the Presi-
dent and will not be usetl rvithout speeific Presidential approval. "

l}Iarch 7, 1962.
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Section I I

SAIE OF GOVERNiAENT.OWNED PROPERTIES AT OAK RIDGE
AND RICHLAND TO HHFA E'IAPIOYEES

Section 112 of the Atomic Energy Community Act of 1955, as
amended, states:

No officer or employee of the Commission or of any other Federal
Ageney (including offieers and members of the Armed Forces) shall
be disqualifietl from purchasing any property or exercising any right
or privilege under this Act, but no such officer or employee shall
make any determination as to his own eligibility or priority, or as
to valuation, price, or terms of sale and financing of property sold
to him.

The Act places no limitations on the types of properties which may
thus be purehased by Federal employces. Ifowever, beeause this Ageney
is the one most directly concerned with the sale ancl financing of t}e
properties, it is of the utmost importance that adequate safeguartls be
established to avoid any implieation of favoritism or undue advantages
to employees who are eligiblc as purchasers.

An employee of the Housing and Home Finance Agency rvho is de-
elared eligible to purehase properties offered for sale under the Com-
munity Disposition Program shall be deemed eligible only for the pur-
chase and ffnaneing of a single or duplex house to be occupied by the
employee antl his immediate family or a vacant lot on which the
employee intends to builtl a home for sueh occupaney.

The Direetor, Community Disposition Program, shall review each
transaetion involving the sale of property uncler the program to an
employee of the Agency, prior to consummation of sueh transaction.
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Section l2

,TAONITORING OF TETEPHONE CAttS

The use of devices which reeord telephone conversations is prohibited
by the Federal Communications Commission unless the device transmits
an audible warning that the call is being recorded. As a matter of
policy, no telephone recording devices of any kind, either mechanical or
electronie, will be installed or used by the llousing and Home Finance
Agency.

No employee of the Agency shall intercept a telephone conversation
without the consent of the parties involved. except in connection with
investigations related to the National security. No interception shall
be undertaken or eontinued without submitting a justification to the
Administrator and through his office obtaining the approval of the
Attorney General.

Secretarial assistants may, without making complete or partial ver-
batim transcripts, take notes of telephone calls for the purpose of setting
up appointments and meetings, obtaining letters, reports, documents or
other data needed for reference during the caII or subsequent thereto,
and performing other usual secretarial duties.
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Section I3

,\AANPOWER CONTROTS AND UIITIZATION

INIRODUCTION AND STATEiAENI OF PURPOSE

The President, in a message of October 11, 1962 to heac.ls of all depart-
ments ancl agencies, called for a correerted program looking torvard
improved manpower utilization and increased productivity in the opera-
tions of the Federal Govcrnment. fu directing the various ageneies to
develop such programs, the President sairl, in part:

"ft is essential that employrnent plans be scrutinized at evely level
to make sure that every opportunity for decreases is seized and increases,
where necessary, are held to an absolute minimum. This is vital not only
beeause civilian sa.laries account for a substantial part of the Federal
budget, but equally important-espeeially in such fields as engiueerirrg,
science, and medicine-beeause the Federal Government is cornpeting
for a scarce supply of rnanpou,er. The best utilization of manpol,er is
therefore important not only to keep budget costs alown but to maximize
our national security and our economic gro'wth. "

The detailetl objectives of the manpower utilization program lvere
delineated, at the direetion of the President, in Buclget Bureau CircLrlar
No. A-44 Revised October 31, 1962.

It shall be the policy of the HHFA to give the fullest support to the
development and prosecution of this program at all organizational levels
antl in all operations of the Ageney.

RESPONSIBITIW FOR DEVEI.OPMENT AND ADMINISTRAT]ON OF PROGRAM

Primary responsibility for development and administration of the
nlanpower utilization program has been assigned by the President to
tlre Administrator as head of the Agency, and shall be shared, in his
offieial capacity, by the Deputy Administrator.

Primary responsibility for the program in each of the constituents
shall rest with the Comrnissioner.

Each supervisory official, as part of his basic responsibilities, shall
be responsible for making the program effective in the organizational
units and operations under his direction.

Individual employees in all operations shall be rnade aware of their
responsibility to contribute, to the extent of their opportunities and
abilities, to the achievement of the objectives of the program.
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DEfINITION OF "MANPOWER UTIIIZATION"

Tlre term ' 'rnanporver utilization, " as used in this policy statement and
in the development ancl adrninistration of the program, shall be con-
strued in its broadest sensc,. It includes the avoidance of employrnent
of unnccessary personnel; the more effeetive utilization of existing per-
sornrol ; increasing the prorluctivity and eapabilities of existing pelsorlnel
by training and other neans; irnprovement of organization, methods and
proeedures; elimination of duplication or unproduetive effort; elarifica-
ti<xr of policies, objectivcs and opc.rating instructious; effeetive use of
mechanization; and othcr approaches of lil<e nature. In short, the object
of tJre manpolyer utilization program is to maintain a contiuuous and
purposeful search forw'ays of transaeting the public business most
effectivel.v at rninimrtm cost.

CONSTIIUENT STAIE'IAENTS OF POTICY AND PROCEDURE

Each constituerrt Conunissinner shall issue appr'opriate polieies and
procerlules for the de'i'<'lopnrent antl exccution of the manpo\t'er utiliza-
tion program undcr Bureau of the Budget Oircular No. A-44, Revised
in connection s'ith the matters uncler his supervision. Such statements
slrall. as a niuirnum:

l. Provi<le for a eurre,ut re-evaluation of the facilities a.r,ailable to
the Comrnissioner for de'i,eloping ancl carrying out a manpos,er utiliza-
tion program, antl for taking such steps as appear necessary and feasible
to strengthen tlrose faeilities.

2. Givc directions for developirlg rr prograrn for applieation rvithin
thc constituent embracing both long rango nretlrotls and goals ancl a
limited number of immediate undertakirrgs.

3. Provitle for continuing participation irr tlre execution of the pro-
granr anrl tht, cvaluation of its results bp' thr' Conmissioner and his
top staff.

4. Inelude appropriate alrangernellts for full pat'ticipation irt the
ptog'ram by tlro field offices and fiekl officials of the corrstituent, especially
rvith respcct to thc reexamination. simplifieation and impro'i,ernent of
operating procedures.

5. Establish necessary procedures to assure the closest meshing of
the rnanporver utilization program and its results l.ith the processes of
buclget formulation anrl execution, so that maximum beneffts are realized
florn improved measurements of n,orkload and productivity both in esti-
mating and in applying budgetary resources.

6. Establish procedures to carry out the intent of Section 1007 of the
Postal Scrvices and Federal Ernployees Aet of 1962, lr'hich requires the
heads of exeeutive branch aetivities "to revien' s,ith meticulous care
eaeh vacaney resulting from voluntary resignation, retirement, or death
anil to determine rvhether the duties of the position can be reassigned
to other employees or rvhetlrer the position can be abolished 'n,ithout
seliously affecting the execution of essential functions. " Procedures
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shall provide a s],stem of record-keepilrg and reportirrg on \.acancies
filled and abolished.

7. Lay appropriate emphasis on the rnarlpo\\'er utilization ptograrn as
a continuing and permanent feature of current managenreut, as dis-
tinguished from a one-tirne efrort to achieve a short-term goal.

8. Provide for the effective use of the incentive au.arrls proErarn a$ a
stimulant to maximurn participation by in<lividuals an<l groups in
aehieving the objecti'r,es of the program.

REPORTING

The OA Division of Budget and Management shall, in eollaboration
rvith appropriate stafr in the constituents, develop a system of periodic
reporting lvith respect to problems studied and results aehieved under
the manporver utilization program. These progress reports shall be made
available for regular discussion in meetings of the Agency Board for
Poliey Coordination.
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Section l4

ADTAINISTRATOR'S CORRESPONDENCE

This Section establishes the procedures to be followed by the staff of
the Office of the Administrator and the constituents of the Housing and
Ilome Finance Agency in handling the Administrator's correspondence.

IIME TIMIIS

In order to insure a uniform minimum standard. of responsiveness to
incoming communications, the following time limits shall be observed
except where the communication contains a specific reply date.

1. Communications from the Executive Office of the
President, Cabinet Offrcers, and those of an urgent
nature (including telegrams) 2 working days

3'w'orking days

5 working days

2. Congressional MaiI

3. Routine Comrnunications

Preliminory Acknowledgment

When a complete reply to an incoming communication cannot be made
within the time limit allowed, because the reply rvill require a detaiied
investigation or similar action, a preliminary acknowledgment shall be
sent within the time limit. Such an acknowledgment will remove the
corresponclence fi:om control for a period of 15 days from the date of
acknowledgment. At the end of the 15-day period, the eorrespondence
will be delinquent unless the reply has been completed.

CORRESPONDENCE REQUIRING AITENTION OF ADMINISIRAIOR

Correspondence To Be Prepored for Signoture of Administrotor

The replies to the following eorrespondence shall be prepared for the
signature of the Administrator, unless otherwise directed:1

1. Correspondence aaldressed to the Administrator.
2. Correspondence dealing with the follorving subjects regardless of

the addressee of the incoming communication:

a. Policy matters which are Agency-wide in scope or which involve
programs or activities of more than one constituent.

b. Comments on proposecl or pending legislation.
t C*""*ora"nce concerning reports &nd other matters relatotl to the General Accounting

Office sball be handled according to the procedures prescribed in Section 8-3-2 ol this Yolune.
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Other Correspondence of lnt.rs3l to Administrqtor
'With regard to correspondence falling into the categories listed below,

the heads of eonstituents shall exercise eare to keep the Office of the
Administrator generally advised, and, whenever it is deemed. necessary
or appropriate, to review the proposed replies with that office or to pre-
pare the replies for the Administrator's signature.

1. Comments on or replies to major criticisms or major policy sug-
gestions from organizations and individuals prominent in fields
relating to the programs of the Agency.

2, Correspondence with other Federal agencies and departments,
apart from normal staff working relationships, and involving pro-
gram or ad.ministrative matters for which policy has not been
definitely formulated or involving controversial policy issues.

3. Protests by a member of the Congress over policy or administrative
decisions, made by an HHFA offieial or constituent, involving
major policy issues.

Referrols for Administrctor's Signoture

'When an incoming communication requires the preparation of a reply
by a constituent for the signature of the Administrator, it rvill be re-
ferred to the appropriate constituent by transmittal slip. The trans-
mittal slip will request that the reply be prepared for the Administra-
tor's signature. In such cases the entire file should be returned to the
fmmediate Office of the Administrator with the reply, including yellow,
blue, and white file copies.

'Wheu correspondence of this type is referred. to a constituent, it is the
responsibility of the constituent to determine whether the reply can be
prepared within the time limit; if not, the constituent shall prepare,
for the signature of the Administrator, the required preliminary ac-
knowledgment.

CORRESPONDENCE FOR SIGNATURE OF OIHER OFFICIATS

Replies to letters, including Congressional letters, addressed to con-
stituent Commissioners, Assistant Administrators, or other Agency
officials, and not dealing with matters requiring the Atlministrator's
sig:rature as specif.ed above, shall be signed by the appropriate official.

In addition, letters add.ressed to the Administrator or simply to
EEFA, and not deating with matters requiring the Administiaior's
siguature, may be referred to a constituent by transmittal slip for reply.

CONGRESSIONAL CORRESPONDENCE

In addition to the requirements given above, the following proced.ures
apply to the handling of Congressional correspondenee.

In aII cases where a reply to a Congressional letter is prepared. and
signed by the head of an HIIFA constituent or other IIIIFA official,
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a copy of the reply shall be forwarded to the OA Congressional Liaison
Officer.

'When a Member of Congress requests that his coustituent's communi-
cation be returned to him, it shall be enclosed. with the reply to the
Congressman.

-When an individual writes to the HHFA and also to his Congress-
man, who in turn refers the communication to the Ageney, replies shall,
whenever possible, be prepared simultaneousiy to each, indicating in
each letter that the Ageney is also writing to the other.

When a Member of Congress writes as chairmarr of a Congressional
committee, the reply shall be addressed to him as chairman of the
committee.

If a reply is sent to a Member of Congress when he is away from'Washington, a copy of the reply shall be sent to his'Washington Office.

FORElGN CORRESPONDENCE

B,equests for information or publieations from international orgaui-
zations, representatives of foreign countries in'Washington, the United
Nations, or individuals or organizations abroad, shall be referred to the
Office of International Housing. An interim acknowledgment may be
prepared.

However, when foreign correspondence is directetl to a constituent,
ancl the subject matter falls entirely within the seope of the constitu-
ent's operations, the reply may be prepared by the constituent and
routed. through the Offrce of fnternational Housing. An extra copy of
the outgoing letter and, when necessary, a reproducecl copy of the in-
coming correspondence, shall be attached for the Offiee of International
Housing. (See the U. S. Government Correspondence Manual for in-
structions on preparation of foreign correspondence.)

Correspondence with persons in U. S. temitories and possessions,
including Puerto Rieo, Samoa, Guam, Canal Zone, and the Virgin
Islands, is not considered foreign correspondence and is not subject
to the above restrictions.

CORRESPONDENCE WITH DEPARTMENT OF STATE

All correspondence with Department of State, except that involving
daily operating matters below the major policy-determinatiou level
carried out pursuant to inter-agency operating arrangements previously
made known to the Of6ce of fnternational Housing, shall clear through
that Office, with a copy attached for that Offiee.

ADDITIONAL INSIRUCTIONS

The U. S. Government Correspondence Manual (with HHFA supple-
ments) provides additional detailed instructions to stenographers and
typists for the control, preparation and dispatch of communications.
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CONTROT OF PRIOR]IY COMN/IUNICATIONS

The Mail and Files Section, Division of General Services, Office of
the Administrator, maintains a control using Form IJ-l, Mail Control,
on the communications specified under the heading "Time I-/imits"
(items I antl 2) in this Section, and on important mail from heads of
Federal, state and municipal agencies and associations, organizations,
and private individuals prominent in housing and related fields.

The original of Form H-1 shall be kept in the OA Mail and Files
Section. The copies will be attached to the incoming communication.
Officials responsible for handling the communication shall keep the Mail
and Files Section advised of its status and of final action. Each time
the leeipient of a communication changes from that shown initially
on Form H-1 or the pending status of a cornmunication changes, the
person responsible for the change shall note the name and date in the
next referral space on the form, or check the appropriate action box,
detach one copy, and send it to the Mail and Files Section, OA, for
change of record.

The mail control numbcr on Form H-l shall bc typed in the identifi-
cation line of the file copies of the reply.

Delinquency Reports

Each week the OA MaiI and Files Section shall prepare a status re-
port of delinquent mail for each constituent. Communications u,'ill be
considered delinquent if action has not been completed within the speci-
fied time limit. The constituent shall note changes in or comments on
the status of communications in the "Status of Reply" column, and
return the report to the OA Mail and Files Section for adjustment of
control records.

Each month a summary report wiil bc prepared for the Administra-
tor showing the number of delinquent communications each eonstitu-
ent has outstantling.
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Porl 3 HHFA ADilINISTRAIIVE POllClES AND PnOCEDUnEt

C[oF.? 2. Prrcomt Adnlnlrtrctloa

Section I

PERSONNEI MANAGEiAENT WITHIN THE HHFA

Ttis Section sets forth the general principles and prectices which
havd been agreed on as providing the basis-together with Fetleral
laws and regulations-for personnel management activities withiu
the EHFA.

OUECTNE3 O' PENSONNE1 TAT{AOETENT

The objective of personnel management activity within the EffiA
is to (a) reeruit and maintain a work force having the highest possible
personal and. professional qualiffeations; antl (b) provide this force
with a work environment most conducive to increasing its effieiency,
ability, and will-to-work.'With particular referenee to economy of operations within the
Ageney, a primary objective of personnel management activity will be
to assure full utilization of personnel in order that the essential work
of the Agency ean be carried out with maximum efrectiveness and
with the smallest possible number of employees.

NE$ONSIEIIIW }OT'{EETIiTO PEISOT{NEI TANAGEilENI OBJEC1IVEI

The major responsibility for meeting these objectives rests with the
constituent agency heads antl with those who direct the work of
others.

The nature of the personnel management objectives (coneerned as
they are with employee efficiency, ability, antl will-to-work) indicates
the need for placing primary responsibility for personnel management
aetivity in the supervisors-for it is the supervisors who make fnal
selections of employees, make recommendations for promotions or re-
assignment, rate performanee, determine work methods, and have the
tlay-to-day contaet with those they supervise.

Personnel policies and the activities of personnel stafrs are important
factors in determining stafr performance, but the immediate work-
environment-ereated. largely by the supervisors-has a more direct
aud eontinuing efrect on staff efficiency and morale.

This placement of primary responsibility in eonstituent agency
heads and supervisors is in aceord with the basic Executive Order
which underlies much of the Government's personnel activity-Execu-
tive Order No. 9830, issued by the President in May 1947. The Execu-
tive Order makes "the head of eaeh egeney . . . responsible for
personnel management in his ageney," and further provides that
"personnel man&gement is a primary responsibility of all who plan,
direct or supervise the work of Federal employees."

The personnel divisions within the HHFA will have the responsi-
bility for (a) assisting the constituent ageney heads and supervisors
in carrying out the personnel management responsibilities inherent in
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their supervisory positions; (b) working, more specifically, with
budget and organization officials and with operating officials to pre-
vent overstaffiag, d.iscover ways to reduce personnel, inerease utiliza-
tion and decrease turnover; (c) providing those central services which
a personnel staff ean provide more economically or effectively; (tl)
assuring conformanee with Federal and Agency regulations on per-
sonnel; and (e) evaluating the effectiveness of personnel management
activity in the Agency and making recommend.ations for improvement.

Supervisors can be made increasingly aware of their personnel
management responsibilities and given all possible assistance in carry-
ing them out within the framework of existing regulations.

ETIPHASIS IO BE GIVEN IO PERSONNEI IIIANAGEMEilI ACllVtIlEs

The extent to which the program objectives of the EHFA cau be
fully carried out depends not only on matters of organization, policy,
and procedure, but perhaps to an even greater extent on the ability
and the efrectiveness of the thousands of employees who in actual faet
eonstitute the Ageney.

The time and effort devoted to means for securing qualiffetl em-
ployees and establishing conditions conducive to their most effective
performauce thus contributes directly to the economy of operations
and the fulfillment of the responsibilities of the Agency. Speciflc
aetion can be taken, on a eontinuing basis, to foster among all super-
visors and other employees a recognition of this direct relationship
between personnel managemeut activities and the attainment of
program objectives.

EFFECTTVE RECRUTI'ITENI

Provision for effective reeruitment ancl selection will assist in meet-
ing the objective of securing persons who are not only qualiffed for
their ffrst positions but who have the potential to make an errer in-
creasiug eontribution to the work of the Ageney. Meeting this objec-
tive can inelude plans for (a) securing aecurate information on stafi
needs sufficiently in advance to permit intelligent planning and orderly
recruitment; (b) tleveloping specifie, realistic qualification require-
ments before recruitment is undertaken; (c) developing all possible
recruitment sources in those instances where full reeruiting authority
has been delegated to the Agency; and (tl) improving the quality of
interviews and reference checks made prior to ffnal selection.

Effective recruitment and selection can also be aitletl through ap-
propriate and close coord.ination on recruitment matters among the
personnel divisions within the IfIIFA, particularly with a view to
(a) facilitating transfers of qualified personnel autl (b) avoiding the
need for recruiting by the loan or reassignment, when possible, of
existing personnel

EQUITAB1E COTAPENSATION

In providing for full compliance with the Federal regulations gov-
erning the classification of positions, supervisors as well as other em-
ployees should understand (a) the legal requirements governing posi-
tion classification, (b) the management advantages of a well adminis-
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tered elassiffeatiou plan, (c) their own responsibility for participating
in the classification functiou, antt (d) the fact that the Agency relies
on them for the integrity of position deseriptions and that public
funds are paid out on that basis.

To the fullest extent possible, systematic reviews of positions shoukl
be made often enough to assure that titles and. grades of positions are
based. on current duties, aecurately described, and are in conformity
with existing elassiffcation standards.

In reviewing position descriptions and analyzing organizational
relationships, position classifi cation staff members should immediately
bring to the attention of their supervisor any apparent conflicts or
duplieations whieh might lead to over-staffing in order that appro-
priate action can be taken.

A close working relationship among the personnel divisions within
the EE['A will help to assure eonsistent alloeations of positions within
the Agency as a whole. Sueh eonsistency is neeessary in order to avoid
the harmful efrects of inconsistent elassifieations as between the tliffer-
ent agencies-including such harmful efrects as unfair eompetition
in reeruitment, unnecessary transfers, and loweretl morale in cases
where employees feel that others elsewhere withiu the HIIFA are
being paid more for the same work.

tNFOn ilAllON IO E TIPIOYEES

Positive effort should be made on a continuing basis to keep employ-
ees informed on Agency programs and activities and on regulations
afrecting their eonditions of employment. fneffieieney and. low morale
may result whenever inadequate information is available to employees
with respect to their positions, the aetivities of their Ageney, or regu-
lations affeeting their employment. Particular attention can therefore
be directed to providing employees with current information con-
cermng:

(1) The duties and responsibilities of their positions, the perform-
anee stand.ards which are expeeted of them, and the relation-
ships of their jobs to other relatetl jobs in the organization.

(2) The objeetives of the manpower conservation antl utilization
programs, and the responsibility of each employee to cooperate
in the program.

(3) The organization antl funetions of the various organizational
units of which they are a part, and the relation of their positions
to the bmad funetions of the Ageney.

(4) The Federal and Ageney regulations, particularly personnel
regulations, which directly or indirectly affeet them.

SIAFF DEYEIOPTEIIT

Supervisors are in a position to assume responsibility for the de-
velopment of employees to the highest potentiality on the job as the
most direct means of aehieving efficieney and economy.

Supervisors should be assisted to the extent maile possible by avail-
able stafr, in carrying out these staff development responsibilities by
sueh means as (a) orientation instruction for new employees, both in
groups antl intlivitlually uncler the direction of supervisors; (b) devel-
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opment of supervisory skills in applying tech4iques of instruction
and of supervision; (c) development of employees in specialized
subjects, either intlividually on the job or in gtoups during official
houis; (tl) advisory service to employees concerning training available
from edueational institutions outside of official hours; antl (e) ex-
tended staff development assistance for those hired on an intern-type
basis.

These staff-development activities shoultl be directed towards
greater understanding of Agency programs and policies, increased.
quaiity and quantity of performance, preparation for promotion, and
increased versatility.

STAFF PARIICIPAIION

Appropriate participation of employees in the work of the Agency
should be encouraged. as a recognized means of providing a sense
of accomplishment, which in turn usually leads to increased efficieney
and job euthusiasm.

Participation can be provided in part by establishing a work en-
vironment respousive to suggestions for improving methotls of opera-
tion. FulI and continuing support should therefore be given to plans
for stimulating the submission of employee suggestions.

PERFORilIANCE SIANDARDS

Supervisors should be made aware of the value of establishing
performance standards on at least au iuformal basis for those they
supervrse.

EVA1UAIION OF PERK)RIIiANCE

An understanding shoultl be developed among supervisors that con-
tinuing employee evaluation, in some form, is a prerequisite of good
supervision. A, organization neetls to have a measure for determining
the competenee of its employees, employees need to know to what ex-
tent they are meeting performance standards, and. employees and
supervisors alike need employee evaluations as a means of revealing
possibilities for improved performance.

PROVISION FOn PROi,lOllONS, REASSIGNi ENI$ IRANSFERS

Provision for transfers and reassignments will increase the contri-
bution which employees can make to their agency.

As an aid to employees who desire to transfer to other geographical
locations and. who eannot be placed by their own constituent, pro-
cedures should be established to assure consideration of their quali-
fications elsewhere within the HHFA.

fn operating und.er the Federal regulations governing promotion
policy and procedure, recognition should be given the fact that pro-
motional opportunities for employees also exist as between constit-
uents of the EEFA.

It is important that transfers between parts of the HEFA be ear-
ried. out on a basis of mutual understanding and eonsideration of the
relative need.s of the offices eoncerned. Any proposed transfer must
first be discussed between the Personnel Directors of the constituents
.Pogr,l zln/$
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eoneerned rather than with the employee. In this way full consitlera-
tion can be given to better or equally qualifetl employees who may
be available from the same sgeney.

Employees should periotlically be given an opportunity to aild to
their personnel files information coneerning f[si1 fisining or ex-
perrenee.

tEcooiamoil oF ilEr|r
Every possible means shoultl be taken to reward superior perform-

ance on the part of employees. There can be develgped an under.stand-
ing on the part of supervisors on the importance of promoting
eeonomy and reeognizing merit through Euch means as deserved
praise during tlay-to-tlay operations, commendatory memor&nda for
inclusion in employee fiIes, and recommendations for ineentive awards.

Management improvement surveys and other periodic reviews of
performance ean also be used as a means of discovering and reward-
ing superior performance, espeeially sueh performance as has resulted
in greater economy.

Instruetions for the administration of an ineentive awards program
are eontained in Section 3-1-5 of this Volume.

SENVICE FON EMP]OYIE

A paternalistic concern for employee health and welfare should not
be substituted for employee initiative and. resourcefulness. It is
reeognized, however, that it is to the advantage of the Government,
whenever feasible, to make eertain services available to employees.
These services may iuclude the following:

(1) Providing ffrst-aid facilities antl atltlitional health facilities to
the extent permitted under the provisions of existing directives
on employee health.

(2) Counseting employees, in eases where the administrative or
persounel stafr can supply appropriate assistance or atlvice
not available from the employee's supervisors.

(3) Provitling collection of payments for group health a,ntl group
hospitalization plans.

(4) Provitting credit union faeilities.
(5) Sponsoring employee recreation aetivities, to the extent war-

ranted by existing needs, and providing information eoneern-
ing recreational opportunities available in the eommunity.

PEY$CAI, CONDmOilS O' WOrf,

Action shoultl be taken to assure that specific and continuing atten-
tion is given by supervisors to the improvement, to the extent possible
within the Ageney's jurisdietion, of physical conditions of work-
inclutling considerations of space, light, heat, noise, ventilation,
and equipment.

Appropriate and continuing safety activity will assure eompliance
with existing Federal direatives.

E'TPIOYEE TAFETY
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In personnel statements and iu othar appropriate ways oocaaion
can be taken to remind employees of their responsibilities to their
&geney and to the Government-inclutling their responsibility to:

(1) Rentler a full day's work for a full day's pay.
(2) Perform at a level of efficiency commensurate with ability.
(3) Conttuct their public and. private affairs in .a.way which wiU

not reflect unfavorqbly on the Agency and the Federal service.

€9Nnvfi oI ErtPtoYEEs

It is important that employees be kept ouruently aware of the
need for strie! compliance with the Federal 4nd Agency regulations
which afrect their conduet-inqluding in partieular the regulations
with respect to outside employment and business and finaneial affili-
ations.

EMPLOYEE' AND PUBTIC REI.AIIONS

Tbere is a psetl for full reeognition of the faat that epployees in
their official contacts with the public and with other Federal 4gencips
have a direct efrect on the reputation of the Agency and the Govern-
ment as a whole.

X'nployeeq i:. their unofficial contacts outside of the'Agency eon-
s,titute a definite foree for good public relations. Present enployeqs,
ap weII as the employees who leave the Agency eac[ year, heve
unoffieial eontacts, nany with persons working in the felcl of housrng,
which directly affect the reputation of the Agency and. the, extent to
which tlere is. an understanding of its various programs.

iftiese considerations provide another reason for seleeting high
calibre employees, and aisuring that they have current information
not only eoncerning their own constituent b-ut the constitu'ents within
the Hffi'A.

REDUCIION IN ruRNO{TR NAYES

Ifnneeessary turnover of personnel obviously results iu high costs
to the Agency in terms of the cost of reeruitment, the cost of losing
eTperienqed pepsonnel, and the cost of breaking iir a new e4ployee.

Co4ti.nurBg effort should therefore be made, first to id.entify the
rate of turnover by office, grade levels, el,e.; secoud to determine as
exactly as possible the undeilying reasons for the turnover; and thirtl,
to take immediate measures to reduce the' qBpqgessary. turnor',qr to
the fullest eltent possible.

It is recogized that uost of the general principles and practices
refeped to in this $ection can contribute in one way or another to
the rreduptioq irx the turnover rAte.

SECURITY

fn assuring full eomplianee with the spirit as well as'tho letter of
sequdty regulations, all employees should be kept ilformed concern-
ing those regulations whieh affect them.
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nEDUCITONS tr{ FOnCE

Opportunities should be developetl for fully considering involun-
tarily separated or furloughed employees for those vacant positions
in the various constituents within the HEFA which are not being
filletl by promotion from within.

ORIEVANCE PROCEDUTE3

Supervisors need to be aware of their responsibility to act promptly
on employee suggestions and complaints. In atldition, there should
be a tlefinite proced.ure which permits an employee formally tri
present a grievance, either indivitlually or through representatives
of his own choosing, up through a high level supervisory official or
board. In the presentation of grievances, employees should be as-
suretl freed.om from restraint, interference, d.iscrimination, or reprisal.

NONDISCR TINATION

In assuring full compliance with the spirit as well as the letter of
the Federal fair employment regulations, all employees neetl to be
fully informed. concerning Federal and Agency regulations on the
subject. New employees should be given copies of these regulations
when they enter on duty.

Supervisors should be given specific and personal responsibility for
assuring full eomplianee with the regulations; and. personnel divisionS
should have equal responsibility for assuring full complianee.

EIIPLOYEE ORGANIZAITONS

Employees shall have the right to join or refrain from joining
employee organizations, and appropriate oficials shall stand ready to
engage in discussions with representatives of bona fide employee
organizations. 'When officers and committee members of employee or-
ganizations are called. into conference tluriug offiee hours with re-
sponsible officials, they shall be consid.ered as performing official
duties.

SEPARAilONS FOR CAUSE

All possible use should be made of probational and trial periods
for thoroughly examining the performance and contluct of new em-
ployees, with a definite view to separating those who do not meet
acceptable standards.

Supervisors should be encouraged to initiate action promptly to
reassign, demote, or separate those employees whose performance is
not satisfactory.

EVAI,UAIION OF PENSONNEL ITTANAGEI$ENT ACTIVITY

There shall be periodic evaluations of the personnel management
activity within the Agency. As an aitl in such evaluations, current
data shall be maintained in the respective personnel divisions with
respect to such matters as average salaries, turnover rates, eause of
separations, and annual and sick leave rates.
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Part 3. HHFA Adminirrrofivc Policier cnd Procedurer

Chopter 2. Pcnonnel Adminirtrotion

Section 2

FINANCIAL RESPONSIBILITIES OF EMPTOYEES

The Ifousing and Ilome X'inance Agency expects its employees to
conduct their financial affairs in aceordance with accepted ethical
standards. Those employees who are paid from funds which are not
subject to custornary legal means of garnishment are u:rder special
obligation.

The way in which an inilividual employee manages
to the Agency whenaffairs. becomes a matter of concern

(1) Tho attitude of the employee toward. his personal financial
obligations tends to bring the tr'ederal service into public
disrepute.

(2) The Agency is placed under significant administrative ex-
pense because of complaints of creditors, salary garnishment, or
levy against salary.

(3) Finaneial irresponsibility is reflected in job performance, or
when an employee in a position of trust makes himself subject
to coercion-

(a) The employee fails to meet his tax or other obligations to the
Federal, state, or loeal governments.

INDEBTEDNESS TO GOVERNMENIAI, UNITS

Whenever the Agency receives formal notice of tax delinquency or
other similar government intlebtetlness on the part of an employee, the
employee shatl be required to explain such delinquency and. to make
satisfactory arrangements with the governmental jurisdiction involved
for the Iiquidation of the intlebtedness. Non-payment of governmental
obligations shalJ be considered a very seri.ous indicator. of financial
irresponsibility.

'When au employee of this Agency owes tr'ederal taxes or other debts
to tho Glovernment, he should pay sueh debts when due or make satis-
factory arrangements for payment with the agency concerned.

his finanaial

The EHFA will not act as agent for the collection of claims of tlebts
against its employees. Wlen a claim is received from a non-govern-
ment source it shoultl be brought to the attention of the employee
with the expectation that he take the matter up with the creditor, and.
if the claim is just, arrange a satisfactory settlement.

1lttlsl poso t

It is the policy of the tr'ederal Gloyernurent to cooperate with state
and local Governmer-rts in taration matters. As a part of this coopera-
tion, the Agency upon reQuest, furnishes state and local taxing juris-
dictions with employee earnings information.

OIHER INDEBIEDNES!;
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'Willful neglect in debt matters reflects on the fitness of an employee
and wilI be sufficient cause for administrativo action.

EVALUAIION FACTORS

In determining what aetion is appropriate under policies of this
Section, it is to be assumed that the employee intends to meet his just
financial obligations, and that in most instances the failure to do so is
the result of poor management or misfortune rather than willful neg-
Iect or dishonesty. Poor financial management, however, rnay subject
tho employee to disciplinary action when it results in criticism of the
Agency, administrative expense, or below standard job performance.
Severe personal misfortune shall be consideretl as a mitigating circum-
stance in the evaluation of the financial responsibilities of an employee.

Firms or persorxr who supply goods or services are not relieved of
their responsibility for investigation before extending credit, and over
extension of credit shall be considered as an evaluation factor in decitl-
ing the degree of disciplinary action to be taken, if any.

When a claim of debt is disputed by an employee, the Agency can
not undertake to tletermine whether or not the debt is just, nor will
any part of this policy be interpreted or applied to coerce an employee
into the payment of unjust or disputed debts or to prevent an employee
from the exercise of his legal rights and free access to the eourts or
other legal processes in settling his fnancial difficulties without
prejudicing his status as an employee.

DISCIPI,INARY ACIIONS

Neglect in tlebt matters may be sufrcient cause for diseiplinary
action. Such disciplinary action may range {rom official reprimand to
dismissal in accord.ance with the evaluation factors above and the facts
of the individual case.

Indebtedness to Federal, State, or local governments are considered.
a particularly serious matter. The nature of the disciplinary action
shall reflect this seriousness. Except in cases of severe personal mis-
fortune, a failure to pay Federal ineome taxes which results in a levy
against salary will in all cases subject the employee to dsiciplinary
action.

RESPONSIBILITIES OS CONSTTIUET{I AGENCIES

Separate instrugtions in accordanee with this policy shall be issued
by each constituent agency and the Office of the Administrator. Copies
of these instructions and any future revisions should be forwardetl to the
Assistant Administrator (Administration).

?ogc 2 Eht/s5
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3-2-3

Section 3

EQUAT EA,IPTOYAAENT OPPORTUNITY

The policies and procedures rrhich are to govern employluent ae-
tivities in the llousing and Home Finance Agency (HHFA), consisting
of the Office of the Adrninistrator (OA), the Federal Housing Ad-
miuistration (FIIA), the Public Housing Administration (PHA), tlie
Federal National I\{ortgage Association (FNMA), the Community
Facilities Administration (CFA), and the IJrban Renewal Adminis-
tration (URA), are established under the authority of Executive Ortler
10925 of March 6, 1961, 26 F.R. 1977 (hereinafter refened to as the
"Executive Order"), and the regulations of the President's committee
on Equal Employment Opportunity (hereinafter referred to as the
"President's Committee"), dated July 20, 1961, 26 F.R. 6579.

POUCY

It is the policy of the Housirrg and Horne Finance Agency to assure
that equal opportunity in employment, consistent with applicable larv
and Federal employurent regulations, shall be afforded to all qualified
persons. No Agency official shall discriminate against any ernployee
of applicant for employment because of race, color, creed or national
origin. In acldition, a positiye program shall be pursued to broaden
employment opportunities for rnembers of minority groups and to
utilize fully the sliills ancl talents of all citizens.

CONTINUING REVIEW OF EMPTOYMENT POIICY

The heacl of each constituent agency or unit shall provide for a
continuing revierv of emploS'merrt policies and practiees to insure con-
sistency with the spirit arll the letter of the Executive Order and
shall take positive measures to eliminate any discrimination, direct or
indirect, disclosed through such review. Such measures shall include
a requirement that in active recruiting programs for positions at all
levels of employment positir,e efforts shall be made to recruit minority
group eandidates.

INFORMAT DISCUSSION AND SETTTEMENT

The preseutatiou of grielauces allegiug discriruinatoly employment
practices, for the purpose of infounal settlement, shall be actively en-
couraged. to the end that the spirit of the Executive Order shall be pre-
served by voluntary Agency action. Nothing in this regulation shall
be constrned to prohibit a supervisor, thc Employment Policy Officer',
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3-2-3 Equol Employment Opportunity

any I)epnty Employment Policy Ofiicer, or arry pcrsonnel officer', before
the filing of a complaint.pursuant to the provisions herein, from dis-
cussing grievances of this nature l,ith an employee or an applicant
for employment. Horvever, all such employees or applicants for em-
ployment shall be advised of the existence of these formal complaint
procedures and in no instance shall such au ernployee or applicant for
emplo;*rnent be cliscouraged from pursuing such formal procedures.

DESTGNATION AND DUTIES OT THE EMPTOYMENT POTICY OFFICER

(a) The Deputy Ilousing and llome Finance Administrator shall trct
as Employment Policy Officer for the }lousing and Home Finance
Agency, and as such is hereby delegated full operating responsibility
under the supen ision of the Housing and. Home Finanee Aduinistrator
(hereinafter referred to as "Administrator"), for carrviug out the
employment policies and procedures expresseil in the Executir.e Order,
tlre regulations of the President's Comurittce ancl the plovisions herein.

(b) The Employment Policy Officer shall atlvise tlie Achninistrator
u'ith respect to the preparation of policies, proceclures, rules, regula-
tions, reports and other matters dealing with the exclusion and prohi-
bition of discrimination under the Executive Order. IIe shall also
appraise the personnel operations of HIII'A at regular intervals to
assure continuing conformity to the policy expressed in the Executive
Ord.er and shall lecomrnencl to the Administrator such action as may
be required.

(c) The Employrneut Policy Officcr shall be responsible for the
processing of all eomplaints of alleged discrimination in personnel mat-
ters within I{HFA and shall make recommendations to appropriate
administrative ofncials for such coruective measures as he may deem
necessary.

(d) The Employment Policy Officer s}all, from time to time, consult
lvith the Courmissioners of the constituent agencies or units and the
Presitlent of FNIIA, in carr;'ing out his responsibilities under these
Policies ancl Plocedures.

(e) In addition, he may consult l'ith the President's Cornmittee
or its staff concerning methods, techniques, policies, procedures and
regulations for making efrective the londiscriminatory employment
poiicy and in seehing guidance and advice l'ith respect to proposed
tlisposition or resolution of complaints'

(f ) The Employment Policy Officer shall keep a complete file ou each
complaint proeessecl in HIIFA.

DESTGNAIION OF DEPUTY EMPIOYMENT POTICY OFFICERS

The follorving are hereby designated Deputy Employment Policy
Officcrs:

Office of the Aclm,inistrator
The General Counsel
A11 Regional Administrators
The Diiector of Northrvest Operations
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F ecler al II ou,sing Administr at ion
The Deputy Commissioner
The Assistant Commissioner (Executive Officer)
The Assistant Commissioner for Field Operations
The Assistant Commissioner for Multifamily Housing
The Assistant Commissioner for Property Disposition
The Assistant Commissioner-Comptroller
The Assistant Commissioner for Audit and Examination
The Assistant Commissioner for Technical Standards
The Assistant Commissioner for Programs
The General Counsel
.&ll Zone Operations Commissioners
All Field Office Directors

P ublic H ou,sing Administ ration
The Deputy Commissioner
All Regional Directors

F ederal National foIort gag e Association
The Vice President
The General Counsel
All Agency Xlanagers

C ommu,nity I acilities Adntinist r ation
The Deputy Commissioner

U rban Renewal Administration
The Deputy Commissioner

WHO MAY FIIE A COMPTAINT

Any aggrieved employee or applicant for employment rvho believes he
has been discriminated against because of race, color, creed, or national
origin, may file a rvritten signed complaint. The complaint must be
filed, in quadruplicate, u,ithin ninety (90) days from the date of the
alleged discrimination unless such time is extended by the Employ-
ment Policy Officer, a Deputy Employment Policy Offieer, or the
Executive \rice Chairman of the President's Committee (hereinafter
referretl to as the "Exeeutive Vice Chairman"), for good cause sholvn.
The complaint may be submitted by an authorized representative of
the aggrievecl individual. Each complaint shall:

(a) Specify whether the alleged discrimination is based on race,
color, creed or national origin.

(b) Disclose the specific action or personnel matter about rvhich the
eomplaint is made.

(c) Itlentify the position involved, its grade, and the unit or ofrice
in 'which located.

(d) Iclentify the offfcial responsible for the action, if known.
(e) Give the date of the action.
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(f) Contain all factual information which the complainant may have
to support the allegation of diserimination.

(S) Set forth the relief tolvhich the complainant feels he is entitled.

COMPTAINT PROCEDURES

(a) Complaints may be filed with the Ernployment Policy Officer,
rvith the Deputy Employment Policy Officer having immediate juris-
cliction over the employee or applicant for employment, or l,ith the
President's Comrnittee.

(b) Complaints filed rvith the Employrnent Policy Officer, or re-
ferred to him by the Executive Vice Chairman, may be proeessed by
him but ordinarily u,ill be referred to the appropriate constituent
agency or unit in rvhich the complainant is employed. or seehs eurploy-
ment, for appropriate action. If the complaiuant is eruployecl or
seeks ernploymelt in the immediate Office of the Administrator, Lhe

complaint may be referrecl to the General Counsel for appr:opriate
action.

(e) Complaiuts referred to the Geueral Coutrsel by the Eruplovurent
I']olicy Officer or filec1 u'ith the General Counsel, shall be processed by
him.

(d) Complaints filed rrith or referred to the Deputy Cotnmissioners
FIIA, PHA, CFA or URA, or the \rice Presid.ent of FNI\IA may be
processed by them or referred to any other Deputy Employment Policy
Officer in the constituent ageucy or unit in rvhich the complainant is
employecl or seeks employment, for appropriate action.

(e) Complaints filed rvith any other Deputy Employmcut Policy
Officer shall be processed by such Officer.

(f) The Deputy Cornrnissiouers of FHA aucl PHA, ancl the \rice
President of FNI\{A may assume jurisdiction of any case pending in
their respective agencies or transfer jurisdiction to any other Deputy
Employment Policy Officer rvithin their respective agerrcies where
they consider it necessary or appropriate in order to aclrieve the
purposes of these Policies and Proeedures.

(g) Complaints filed with the President's Comrnittee rnay, pursuant
to its regulation, be referrecl to the Employment Policy Officer for
consideration, or may be processed by the Executive Yiee Chairman.
The latter may also assume jurisdiction of any case pending before
HHFA where he considers it necessary or appropriate in orcler to
achieve the purposes set forth in the Executive Order.

(h) A copy of all complaints filed rvith HIIFA shall fortlnvith be
transmitted to the Executive Vice Chairman by the officer lrith lvhom
it is filed. Wrere eomplaints are filed rvith a Deputy Ernployment
Policy Officer, he shall also forthrvit}r transmit a copy of the complaint
to the Employment Policy Officer. Where complaints are filed rvith
n Deputy Employment Policy O1frcer other than a Deputy Comrnis-
sioner of FHA, I'IIA, CFA, URA, or the Vice President of FNIIA, a
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qopy of the complaiut shall also be for.w,arded to the appropriate Deputy
Commissioner or the Vice President of FNMA, as the case may be.

(i) An incomplete cornplaint shall be returned. to the complainaut
for completion with a tvritten notice of the specific reasons for re-
turning it.

Equol Employment Opportunity 3-2-3

ACIION BY IHE HHFA

(a) Upon the receipt of a complaint rvhich meets the standards of
this procedure, the Officer processing the complaint, or someone desig-
nated by him, shall urrdertake immediately to investigate the issues
presented, and shall develop a eomplete case record, including an
adequate transcript or agreed summary of any hearing.

(b) Whenever necessary or appropriate for a fr-rll development of
the case, the investigation shall include an appraisal of e,mployment
practices in the organizational segment or unit in rvhich the allegecl
discrimination occurred.

NEGOTIATTON AND SETTIEMENT

(a) After completion of the investigation, the Officer processing
the eomplaint shall rnake an effort to dispose of the rnatter informally.
AII information developed by Agency investigation and pertiuent to
the complaint shall be made available to the complainant in the form
of a written statement except to the extent that the Executive Viee
Chairman determines that any investigative report or portions thercof
shall not be disclosed for reasons of national security.

(b) If a settlement of the eomplaint is negotiated by a Deputy
Employment Policy Ofificer he shall within 10 days file a report with
the Employrnent Poliey Officer containing the inforrnation required in
reports filed under section 18. The report of a successful negotiation
shall also contain the signed concurrence of the eomplainant.

(c) Where the settlernent is negotiated by a Deputy Emplol.mettt
Policy Officer other than the Deputy Cornmissiouer of a constitueut
agency or unit or the Vice President of FNMA, a copy of the report
shall also be ffled within the same period of time rvith the appropriate
Deputy Commissioner or thc Vice President of FNI\[A, as t]re case
may be.

(d) If the informal uegotiations do not result in a settleruent, tlie
complainant shall be informed in rvriting of his right to a hearing.
If the complainant desires a heariug, he must submit a rvritten request
for same within 10 days after receipt of the rvritterr l<,rtification of his
right to a hearing.

HEARING

(a) A hearing shall bi, lield at tlte l.ritterr requcst of the cornplainatrt
in any case not disposed of by illferrral means. Ilearings shall also be
held lyhere the Offieer proeessing tlre complaint believes that additioual
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proceedings are necessary in order to clarifl' the issues. The hearing
shall be held by the Officer processing the complaint or someone desig:-
nated by him, at a convenient time and place. The notification of a
hearing date must be received by the complainant at least 15 days in
advance of the date selected.

(b) At such hearing, the HHFA shall procluce any rvitnesses under
its jurisdiction, upon a shou,ing satisfactory to the hearing officer of
reasonable neeessity therefor, and the rights of confrontation and of
cross-examination (insofar as may be necessar; for a development of
the facts) shall be preserved. The Agency shall develop all facts to
resoh'e the issues. Any requests for the attenclance of necessary
rvitnesses shall be urade in lvriting by the complainant at least 10
days prior to the date of the hearing. The hearing shall be informal and
the hearing officer shall make his proposed fiucliugs ancl recommended
conclusions upon the basis of the record before hirn.

DISMISSAI OF COI\APIAINTS

Where a complainant fails to appear at a hearing rvithout goocl
cause shou-n, or fails rvithin 60 days to furnish requested informa-
tion or to otherrrise ptlrsue his complaint, or rrltere the eomplainant
requests a rvithdra'nal of his complaint in l'riting, the case may be
closetl, u'ith appropriate rvritten notice to the cornplainant. A case may
be processecl to completion eyen though a complaiuant has requested
rvithdratal. If a complaint is dismissed. by a Deputy Employment
Policy Officer, or rvithdrawn by written request of complainant, the
Deputy Ernployrnent Policy Officer shall rvithin 10 days ffle a re-
port rvith the Ernployment Policy Officer containing the information
required iu reports filed under section 18. A eopy of the report shall
also be filed rvithin the same period of time .rvith the appropriate
Deputy Commissioner or the \rice President of FNMA, as the case
may be.

FINDINGS AND RECOMMENDATIONS

(a) In all cases except t'here a complaint has been settled by nego-
tiation, findings antl recommendations shall be prepared by the Officer
processing the complaint. Copies of same shall be immediately for-
wartled to the Employrnent Policy Officer ancl to the Deputy Commis-
sioner of the appropriate constituent agency or unit or the Viee Presi-
dent of FNMA, as the case may be. Within 5 days after the receipt
of such findings and recommendations the Deputy Commissioner of
the appropriate constituent or the Vice Presiclent of FNMA, as the
ease may be, shall submit his recommendations on the disposition of
the complaint to the Employment Policy Officer.

(b) The Administrator or the Employment Policy Officer may refer
a ease to the Executive Vice Chairman for study and recommendations
prior to any decision. The findings and recornmendations of the Em-
ployment Policy Officer shall accompany such referral.
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FINAT DECISION AND NOTIFICATION

(a) The Employmeut Policy Officer shall make the final decision in
the tlisposition of all cases where a settlement has not been negotiated.
pursuant to provisions hereinbefore set forth, except in those instances
in which he has conduetecl the investigation and made the findings and
recommendations, in which case the Administrator shall make the final
decisiou. 'Where the Adniinistrator or the Employment Policy Officer
has referred the case to the Executive Vice Chairman for review and
advisory opiniorr, such final decision may be made only after receipt of
the recommendations of the Executive Vice Chairman. Further, such
final decisions shall be reconsidered whenever reconsideration is rec-
ommend.ed or ordered by the Executive Yice Chairman.

(b) The complainant shall receive written notice of the final decision
on his complaint and shall also be advised in such 'written notification
of his right to secure a revieu' by the Executive \riee Chairrnan if the
decision is adverse in rvhole or in part.

(c) Within 5 days after receipt of a rvritteu r-equest from the com-
plainant for a revierv of his case by the President's Committee, the
Administrator or the Employment Policy Officer shall transmit a colry
of the complete file on the case to the President's Committee.

(d) \Yhere the eomplainant is an employee or an applicant for em-
ployment in a constituent agency or unit, a copy of the final decision
shall be furnished to the Deputy Commissioner of the appropriate con-
stituent agency or unit or the Vice President of FNMA, as tlre case
may be.

PROCESSING OF COMPIAINTS AND TIME TIMITATION

Within 30 days frour the receipt by HIIFA of a cornplaint, rvhich
meets the standarcls of this procedure, or rrithin such additional time
as may be allorved by the Executive Vice Chairman for good cause
shown, the HHFA shall process the complaint and the Employmcnt
Policy Officer shall submit to the Executive Vice Chairman a report
on disposition of the coruplaint. 'Where a hearing is held the report
on disposition of the courplaint shall be submitted to the Exeeutive Yice
Chairman rvithin 60 days after the receipt thereof.

REVIEW

Pursuant to the Regulations of the President's Committee on Equal
Employment Opportunity :

(a) The Executive Vice Chairman rvill accept for review any case
coming within the purviel, of Part II of Executive Order 10925, upon
the written request of the complainant made to the Employment Policy
Officer. Such request must be made by the complainant within 30
days of the date of the final decision by the Administrator or the
Employment Policy Offieer, unless the Executive Viee Chairmau shall
rraive such time lirnitation upon good cause sholrm.
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(b) The Executive Vice Chairman may also revierv any case reported
to him after final disposition by the IIHFA ancl may remand the ease
to HHFA for reconsicleration.

(c) In eonnection rvith his revierv, the Executive Vice Chairman
Inay secure such additional information, holcl such hearings, make such
findings and issue such recommendations antl orders, as may be neces-
sarlr or aPPrtPriate.

PROCESS]NG OF COMPTAINTS BY EXECUTIVE VICE CHAIRMAN

The Executi'r,e \rice Chairman pursuant to the Committee's regula-
tions ma5, process eornplaints filetl with him or over which he has as-
sumed jurisdiction. \Yhen the Executive Vice Chairman processes
complaints filed rrith him or over rvhich he assumes jurisdiction, he
may eonduct such investigations, holcl such hearings, make such find-
ings, antl issue sueh recommcndations and orders as may be necessary
or appropriate.

RIGHT TO COUNSET

Parties to an1' of the aforementioned proceeclings shall have the right
to be accompaniecl, represented, and advisecl by corursel, or by any other
qualified representative.

REPORT TO THE PRESIDENI'S COMMITIEE

The Employment Policy Officer shall subrnit to the Exeeutive Vice
Chairman a report of the final disposition of each complaint processed
by HHFA. The report shall contain the follorving:

(a) A cotry of the complete case record, if requested by the Execu-
tive \rice Chainnan.

(b) A surnrnaly of the complete case lecorcl, l'lrich shall include
the follou'ing:
(1) The naure and address of the complaiuant;
(2) The date on rvhich the complaint s'as filetl'lvith or referred

to HHFA and, where the complaint rvas filed with HHFA,
the name and title of the officer rrith 'whom it was filed;

(3) A summary of the complaint inclicating the specific type or
types of cliscrimination alleged;

(4) A summary of the results of any appraisal of employment
practices and the significant facts disclosed by the investi-
gation and any hearings;

(5) A statement clescribing disposition of the complaint. If tlte
cornplaiut rvaslvithdraln, the reason for l'ithdrar'val should
be includecl;

(6) The date of clisposition of the complaint.
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DISSEMINATION OT INIORMAIION

A copy of these Policies and Procedures shall be postecl on all ern-
ployee bulletin boards and all bulletin boards rvhich are used to an-
nounce Federal examinations and job opportunities; where bulletiu
boards are not used, this statement of Policies ancl Proced.ures shall be
made available to all personnel. Similar publication shall be made of
the names and addresses of the Executive Viee Chairrnan, the Employ-
ment Policy Officer and of the Deputy Employment Policy Offrcer rvith
whom a complaint may be filed. In{ormation concerning HHFA's non-
discrimination policy and procedures shall be published at least annu-
ally in any employee bulletins or newsletters that are issuecl.

PENDING CASES

These procedures shall also apply to cases pencling under Executive
Ord.er 10590, as amended, and the regulations prornulgated thereunder.
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Section 4

FEDERAL SERVICE FUND.RAISING POTICY

The policies and procedures of this Section are established under
the authority of regulations issued by the Office of the President's
Adviser on Personnel l\{anagement in the White House directive on
Fund-Raising rvithin the Federal Establishment tlatecl June 27, 1956,
and the implementing Proeedural Guide dated August 21, 1956.

POr.tcY

It is the poiicy of the Housing ancl Home Finance Agency to assure
that every employee shall have full opportunity to learn about the
services to the nation provicled by, antl the needs of, those agencies
whieh want his help; that every employee shall deeide for himself
which agencies he designates; and that every employee shall have the
option of disclosing his eontribution, or keeping it eonfidential.

PROCEDUNES

With the exception of ernergeJrcy and tlisaster appeals, there shall
be in the Housiug and lfome Finance Agency not more than three
solieitation periods each -year. These will provide for the needs of
the following broad groups of funcl-raising organizations: (1) local
community needs (Community Chest) in the Fall; (2) national wel-
fare and emergency relief (American Red Cross, service to our Armetl
Forces) in March; antl (3) national health agency needs for researeh,
eare of the strielien. and health eclucation (American Cancer Soeiety,
American Heart Association, National Soeiety for Crippled Chiltlren
antl Adults, etc.) during the periocl from l)ecember 15 to January 31.

Otler recognizecl lational agerrcies rvhieh do not fit these broatl
eategories, i.e., "Cmsade for Freedom," shall be afforded an oppor-
tunity to participate during one of the establishetl solicitation periods.

The Fetleral Overseas Fuud Campaign Plan, issuecl October 23, 1956,
rvill be follorved in any territorial or overseas installation not inclutletl
in the regular funtl drives of the HIIFA.

Itrach eonstituent agency shall issue such regulations as are con-
sistent with the White House directive on Funcl-Raising within the
Federal Establishment and the implementing Proeedural Guide.

A copy of the individual constituent ageney regulations shall be
furnished the Director of Personnel, Office of the Atlministrator. The
Administrator will issue regulations governing the application of this
policy to the Offfce of the Administrator, the Community Facilities
Administration, the Urban Renerval Administration, antl the Fecleral
Flood Indemnity Atlministration.
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3.2.t

Sectlon 5

HHFA MERIT PROMOTION PROGRAM AND GUIDEI.INE

The Housing and lIome tr'inance Agency hereby establishes a planned
program for the filling of positions by the promotion of employees who
have rendered efficient service and rvho have demonstrated potentiality
for advancement.

This Section outlirres the promotion policy of the Housing and Home
tr'inauce Agency under the !'ederal Merit Promotion Program estab-
lished by the Civil Serviee Courmission. The heads of constituent agen-
eies rvill be respousible within their organization for the administra-
tion of the prornotion plans developed under the grridelines contained
in this Section.

The promotion guidelirre establishes a policy framework for promotion
aetions within the Agency. Determinations regarding the method to be
used in filling positions, e.9., promotion, reassigument, new appoint-
meuts are a function of management. 'When 

an employing office chooses
to fill a position by an accession action, qualified employee applicants
frorn coustituent organizations within the Housing and Home Finance
Agency shall be given consideration over outside applicants.

OBJECIIVES

The objectives of this program are to promote the efrective and effi-
cient administration of the Government's housing programs through
(1) attraction and retentiou of highly qualified employees (2) selection
of well qualified persons to fflI vacancies (3) greatest possible use of
talents of all employees (4) opportunity for employee development and
(5) a high level of employee performance.

POUCY

As a public agency, the Housiug and Home Finance Agency will
continually strive to select highiy qualified persons for all positions.
The Agency will systematically consider qualified employees for ad-
vancement as position vacancies occur. Although it will look first to its
owrr employees for candiclates for vacancies, management reserves the
right to appoint qualified applicants when such appointments will be in
the best interest of the Agency.

In consideriug applicants and employees the Agency will be governed
by Civil Service Commission Regulations, the Veteran's Preference Act
and the Federal Employrnent Policies regarding non-discrimiuation as
to raee, color, religion, political affiliation, or national origin. All pro-
rnotions shall be made in accordanee rvith the guidelines set forth in
this Section and the promotion plans hereinafter required. In com-
pliance rvith standards issued by the Civil Service Commission, this
policy statement rvill be rnade available to all employees of the Agenc;,.
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PROMOIION PTANS

The constitueut agencies and the Offrce of the Administrator (for the
Office of the Administrator, Community !'acilities Administration, and
Urban Renewal Administration) shali develop promotion plans in ac-
cordance with this Section and the Civii Service Commission's Regu-
lations.

The individual promotion plans shall affect areas of consideration
which are as broad as practicable-broad, enough to assure that super-
visors will be able to choose from among well qualified candidates. On
the other harrd, the plans must be practical of administration, must
consider the feasibility of transfers between different geographical
locations, and must recognize the difficulties of interchange between
certain occupational groups.

Management wiII consult
groups in the development

QUATTTICATION STANDARDS

employees and representatives of employee
and installation of all promotion plans.

Qualification requirements will be realistic and related to the work
requirements of the position to be filled; due consideration should be
given, however, to demonstrated employee potential. The latter factor
is most properly emphasized where the vacancy under consideration is
a professioual position at the beginning leve1s. Qualification require-
ments for many positions may go beyond experience and training fac-
tors and should recognize the importance of personal characteristics iu
the performance of such positions.

No qualification standards will be established which are lower than
the qualification requirements of the Civil Service Commission. Quali-
ficatiou standards may be more restrictive than those of the Civil Serv-
ice Commission since they wili apply to specific agency positions, while
those of the Civil Service Commission apply to Government-wide
classes of positions.

The Agency end.orses the development of written qualification state-
ments for specialized jobs and written performance requirements for
most positions. Promotion plans shall make piain the following mini-
mum respective responsibilities of the employee, the supervisor and
top management:

(1) Employees have responsibility to see that management is notified
of their current education, training and experience record.

(2) Supervisors have a responsibility for encouraging and assisting
their employees in preparing for more responsible positions,
for advising employees regard.ing their performance aud for
recommending employees for advaneement.

(3) Management has responsibility for overseeing the technical ad-
ministration of the promotion plan and for maintaining records
specifically designed to insure systematic consideration of quali-
fied employees.

?agc 2 lz/s/Sa
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HHfA llcrir Promorion Progronr ond Guid.lln. l.r.t

OIHET PTOTIOTION PI.AN NEOUIRETENIS

In adtlition to the requirements outlined ebove, promotion plans slall:
(l) Provide that individual promotion actions shall be documented

to show that each selection for promotion was madq in &ccord-
snce with the required promotion plan.

(2) Provide for the prompt release from former positions all em-
ployees selected for promotion; generally a two weelis release
period after selection will be recognized as appropriate.

SUB,l,llSSlON OF PnOr,lOIlON PLANS AND ClVtt SEIVICE INSPECIION

The efrectiveness of promotion plans established under these guide-
lines will be evaluated basically through the reports of the Inspectiou
and Audit Staff of the Civil Service Commission. A copy of each
promotion plan established within the Housing and llome Finanee
Agency shall be submitted to the Administrator.

r2/t/ss Pogr 3



a



Policies ond Procedures of the Administrotor
Porr 3. HHFA Administrotive Policies qnd Procedure:
Chopter 2, Personnel Adminisrrotion

3-24

Section 6

HHFA CAREER EXECUIIVE DEVETOPMENT PROGRAM

This Section establishes the general policy for Career Executive De-
velopment Programs in the Housing and Home Finance Agency. The
pllicy is based upon the President's memorand.um of Xlebruary 5, 1960
(Exhibit A) and poiicy instructions of the President's Atlvisoi on Per-
sonnel and the Civil Service Commission. Executive development as
used in this Section refers to a planned program of training and assign-
ments designed to improve the readiness of upper grade and executive
personnel for executive assignments within the HHFA. The Ageney
recognizes that there must be a plan for the orderly development and,
as necessary, replacement of its career managers.

Eaeh policy or non-career executive should regard the training and
development of eareer executives and of other career employees as a
significant part of his continuing job responsibility. The needs of the
various organizations within the HIIFA for executive talent vary
widely. Similariy, the developmental program for each executive and
potential executive will vary and must be keyed to intlividual needs.

PROGRAM

Career Executive Development Programs within the HHFA shall
eonform to the requirements of the President's program and shall
contain the following program elements:

(1) An inventory of executive replacement needs.
(2) A system for the identification of the potential executives anal an

executive replacements pool.
(3) A system of appraisal for executives and. their potential re-

placements.
(4) Planned development and training for executives and executive

replacements.

Although all Agency programs must contain the elements indicated
above, individual constituent organizations should design their pro-
grams to meet their specific training and replacement need.s.l Replace-
ment plans should not publicly list or otherwise indicate the specific
replacement for executive positions by name or position. It is, how-
ever, expected that the overall constituent program and the individual
development plans for executive replacements will be flexible and under
continuous review to meet changing program needs.

In addition to the development of cxecutives for the effective man-
agement of a particular program of operation, each career d.evelopment
program should provid.e the executives with a broad understanding of :

(1) HHFA Programs.
(2) Current problems of the urban community.

1 Each constituent &gency shall issuo a speciflc policy and program statement witbin 90 tlays
oI the issuance of this Section. A copy of this statement shall be forwardetl to the Assistant
Administrator (Administration).
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ADM!NISTRATION

HHFA Coreer Executive Development Program

The Assistant Administrator (Administration) is responsible for the
administration of the HHFA Career Executive Development Program.
The head of each constituent agency shall designate a member of his
immediate staff to be responsible for the eareer executive d.evelopment
program within that constituent.l

Periodic reports concerning the overall executive development ac-
complishments and eoncerning any of the individual portions of the
IIHFA or constituent programs shall be made as appropriate and as
specifically required.

r Such ilegig:ration ehoultl be made within 30 days alter the issuancs of this Section. A copy
of th6 ilosignstion lotter shell be fomardetl to the Assistant Administrator (Aalministr&tion).
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EXHIBIT A

THE WHITE HOUSE
WASHiNCTON

Fcbruary 51 1950

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCTES

Our govcmmcnt facc. thc porrlblc lor! ol two-thlrd! of ltr top
carccr milageta ovsr t,rc nGxt tcn ycar!. A aurvcy o[ ?51 car€cs
offleiah ln gr.dc. GS-16, l? rtrd 18, lndlcat.. that tso out of cvcry
tlrrce wlll bc cllglblc for rctlrcmcnt durlng thc ncxt dccadc. Furthcrr
two out of cvcry flvc wlll bc cllglblc for rctlrcmot by 195!. ta
additlon, of courrc, thcrc wlll b" ccrtaln lorrcr becaurc of dcathr
dllablUty and rcrlgnatloa. Thlr eltuatlon cmphetlcauy ud clcarly
polnt! to thc Importucc of lnltttutlng a positlv. program whlch wlll
arrurc the ftulng of thc utlclpat.d vacuclcr wlth pcrrbna of ou!-
.tedlog leadcrrhlp rblllty, crGatlve lmaginatloa ud roud Judgmcrt.

Upon cach of us rcrtr th. rcrpon.lbllity for rcclng to lt thrt thc
crltlcally lmpoltet ructlonr of thc top caraar muagcmGnt poal-
tlonr contiruc to bc cerricd out by pcrron! of thc Nghcrt com-
pctcncc. Nothhg lc!! will ratlcfy our obligatlon to thc AmGrlcu
pcopl. for clfcctlvc ud cfllilcnt adDlnlltratlon of thclr govcrn-
mcntlr programr.

To propcrLy dlrchsrgc thl! rclponsiblllty, careful plmlng wlll bc
nccded In cach agency ud on a goverDmcnt-qide !cal.. Employcrr
elth executlve pot.ntial ln politions below tic top ca!ccr lcvclt
must be identlficd, trahcd od developed over a pcrlod of tim. to
lncrearc tielr capaclty to pcrform the complcx fqctlonr oI ca!!c!
muagarr.

Thc cucccsr or lallurc oI our clforta to ldcntlly, relect md davclop
compctent carccr muagcra wlu deterrloc thc futurc cffectlvcncrr
of governhedt oper.tlon., both hcre ud abrord. I have erkcd my
Spcslal Aslirtant for Pcraomcl MaGgcment to provldc lc.dllrhlp
to tfic department6 4nd agcnclca ln taktng rucb !tcp! ar may bc
nGco!rary to lac to lt that wc contlnuc to hava the bc.t availablc
axccutlvc talent fo, thcrc top clvll lcrvicc portr. Hc will work
wlth you dd thc Civll S€rvlcc Comtnllslon towtsd thlt goal.
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EXHIBIT A (Poge 2)
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fn- t! t* rnrlyrh, hotcvcrl thc r.tultr ol thc qu..t lor topr.otch
adttrlnlrtntorr ln ttrc cuocr .arvlcc wlu dcpcnd oa Orc rtcpr crch
r86cy trtct to I&!rl p.rron. oI qocutlvc potuud ud to tnln
od dcvolop thcrn Ior thc rcrlmdbf[tlcr fhrt llc elcrd. I tnor
crch of you rhtrcr ny coccttr thrt th. rbt .t tEr.d, uc rcloctad
fot 

-top -crr.or clvlt rorvlcc Eo.ttlot. t crpcct you to llv. p.r.o!at
lcrdcrrhlp tcrrdr 6c rchtrvcnut of tU. ;bj.;ttvc rf-OUr 

-your

orlulsruon.
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Section 7

HHFA TRAINING POLICY

This Section sets forth the general training and employee develop-
tnent policy of the Housing and Home Finance Agency.

HHFA TRAINING NEEDS

Training and employee development are fundamentally management
methods for improving the efficiency of agency operations. Employees
will, as a matter of course, receive the basic on-the-job training
required to meet normal employment requirements.

Many of the activities of the Agency are in a developmental phase.
Social, physical, political, and economic forces have made for change
and innovation in the housing and community development fieltls in
recent years. New jobs with unusual combinations of skill require-
ments have emerged; such positions are frequently peculiar to the
Agency. Along with the development of new employment areas in the
Housing Agency, the need for similarly skilled personnel has, in loeal
government and iu the housing industry, greatly increased. Training
arrangements are needed to keep employees abreast of these rapidly
changing developments in the subject matter areas of the Agency's
interest. Related changes in the actual content of occupations and
constantly changing work methods also involve Agency training respon-
sibility.

Technical training and professional development alone, however,
rvill not meet our management needs inherent in the eontinuing move-
ment of technical employees to management jobs. Training is normally
required to help these employees apply the new and quite different
skills required to become an effective supervisor or manager.

Finally, experience indicates that planned training programs will
help to attract and retain the highly skilletl professional staff required
by the Agency.

BASIC AUIHONIW

The training and employee development policy of the llousing and
Home Finance Agency is based upon the White House Directive of
January 11, 1955, the Government Employees Training Aet of 1958
(P.IJ. 85-507), and the needs, organization and resources of the Agency.

The January 11, 1955, White Ifouse Directive requires the Adminis-
trator to:

" formulate and maintain a systematic plan of action for the develop-
ment, training and effective use of his manpower resources, iueluding
periodic inventory of training needs and of progress in meeting them;
" stimulate and encourage employee development and training both
through individual self-irnprovement and through officiall"v sponsored
activities, to meet immediate and long-range serviee needs;
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3-2-7 HHFA Troining Policy

"see that specific development and training opportunities are pro-
vided as required to help employees at all levels perform their work
in the best known ways and adapt themselves to changing program
ueeds;
" make full use of existing training facilities antl services within the
Federal Government, including cooperation with and participation
in appropriate interagency employee d.evelopment antl training
activities. "
Section 2, of the Government Employees Training Act, states:

" (1) that, in order to promote efficiency and economy in the opera-
tion of the Government and provide means for the development of
maximum proficiency in the performance of official duties by em-
ployees thereof, to establish and. maintain the highest standards of
performance in the transaction of the public business, and to install
and utilize effectively the best modern practices and techniques
which have been developed, tested, and. proved within or outside of
the Government, it is necessary and desirable in the public interest
that self-education, self-improvement, and self-training by such
employees be supplemented. and extended by Government-sponsored
programs, provided for by this Act, for the training of such em-
ployees in the performance of official duties and for the development
of ikitts, knowledge, and abilities which will best qualify them for
performance of official duties;
" (2) that such programs shall be continuous in nature, shall be
subject to supervision and eontrol by the President and review by
Congress, and shall be so established as to be readily expansible in
time of national emergency;
" (3) that such programs shall be designed to lead to (A) improved
public service, (B) tlollar savings, (C) the building and retention
of a permanent cadre of skilled and efficient Government employees,
rvell abreast of scientific, professional, technical, and managemeut
developments both in and out of Government, (D) lower turnover
of personnel, (E) reasonably uniform administration of training,
consistent with the missions of the Government departments and
agencies and, (F) fair and equitable treatment of Government
employees with respect to training; and

" (4) that the United States Civil Service Commission shall be
responsible and have authority, subject to supervision and control
by the President, for the effective promotion and eoordination of
such programs and of training operations thereunder. "

AGENCY POIICY

It is the poiicy of the Agency to provide for the training antl develop-
ment of employees as a integral part of its responsibility for the effec-
tive eonduct of its affairs and the attainment of its program goals. The
Agency recognizes the primary obligation of its employees for self-
development but at the same time it affirms its responsibility to en-
courage and recognize employee efforts toward self-development and,
rvhere appropriate, to supplemt'nt these efforts through Agency-spon-
sored trainirlg programs.
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In carrying out the responsibility of the Agency to provide training,
every effort shall be made to utilize the best modern training practices
and techniques and to so administer its training programs to assure
reasonable equality of opportunity for consideration and selection
for training. Programs shall be based upon establishetl training needs
and include provisions for evaluation as an integral part of the
managemenl 6f smployee development in the Agency.

Training programs will be planned so that public fund.s allocated. to
training shall provide the Government the greatest possible return on
each training investment. In keeping with this aim, the Agency will
consider both the immediate and long range training needs in commit-
ting such funds. Only that training which meets established needs and
is related to job performance will, therefore, be authorized.

NESPONSTBIIIIIES OF CONSTITUENT AGENCY HEADS

Employee training and development is the responsibility of the head
of each constituent agency, who is expected" to give active leadership
to his staff in establishing training programs and, within available
means, to provide funds, facilities, and administrative arrangements
for the conduct of training programs to meet training needs. This
responsibility shall include :

(1) The determination of the training needs.
(2) The establishment and operation of training programs to meet

these needs.
(3) The determination of the kinds of training to be provided and

the training facilities to be used.
(4) The selection and assignment of employees for training.
(5) The evaluation of the results of training.
(6) The issuance of a detailed employee development policy and

procedure in eompliance with this Section, the regulations of
the Civil Service Commission and the Bureau of the Budget,
and the Government Employees Training Act of 1958.

(7) The establishment and maintenance of adequate training records.
(8) The proper reporting, through the Administrator, of training

activities as required by the Civil Service Commission, this
Section, or other authority.

(9) The exchange of training information within HHFA and., when
practicable, the cooperation with other HHFA organizations in
the support of joint training efforts as required by this Section
and the Government Employees Training Act.

COONDTNATION Of TRAINING ACTIVIIIES AND INFOR'IAATION

As outlined above, the heads of the constituent agencies have primary
responsibility for training activities in their organizations. There
are, in addition, training responsibilities whieh must be handled on a
coordinated Agency-wide basis. These include:

(1) Exchanging of information concerning training techniques and
methods.

(2) Reporting training programs which, although designed for the
use of one constituent, can be made available to appropriate
employees from other parts of the HHX'A and other agencies.
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(3) Providing leattrship in the establishment of agency-wid.e train-
ing programs designed to meet common training needs.

(4) Furnishing reports of training progress as required. by law,
regulation, or requested by appropriate authority.

(5) Desigaating HHFA personnel to be trained in facilities outsitle
the HHFA whenever: (a) there rs a numerical limitation plaeed
on the designation of candidates; (b) there is a request for
the approval or direct d.esignation by the Head of the Agency,
or; (c) the Civil Service Commission or other organizations
responsible for the training require a coordinated submission.

(6) Requesting exeeptions to the training law or regulation to the
Civil Service Commission.

HHFA Training Coordinotion

The Assistant Administrator (Administration) is primarily respon-
sible for the overall coordination of training in the HHX'A. In carry-
ing out these responsibilities, he may establish such ad hoc and perma-
nent intra-agency committees as he determines necessary. The OA
Division of Personnel wiII provide staff assistance to such committees.

lntro-Agency Troining

The Government Employees Training Act requires the Agency to
explore the possibility of developing and presenting in-service training
before turning to training facilities outside the Government. The Agency
will, therefore, take all reasonable steps to combine the training efforts
of constituents whenever HHFA-wide or combined training programs
are economically and administratively feasible.

lnlerchonge of Technicol froining lnformotion

The IIIIFA Personnel Advisory Committee is hereby designated as
the facility for the interchange of information coneerning training
techniques, training methods and experiences, and similar matters
between those within HHFA charged with the direetion of training
activities.
Open Troining Progroms

Whenever a constituent determines that a training program may be
made available on either a non-reimbursable or reimbursable basis to
employees outside the constituent administering it, flrst priority shall
be given to employees of the HIIFA before the employees of other
Federal establishments are admitted.

Constituent agency heads shall notify the Administrator through the
Assistant Administrator (Administration) whenever there is estab-
lished a training program which may be mad.e available to other con-
stituent employees or Federal employees of other agencies. The Office
of the Administrator will notify aII constituents and, when appropriate,
the Civil Service Commission of the training programs.

USE OF OUTSIDE TRAIN]NG FACITITIES

The Housing and Home Finance Agency will use training facilities
outside the Government only when such facilities will best and most
economically meet the established training needs.
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Although the flrst purpose of all training is the fulfillment of identi-
fied training needs, the Ageney recognizes that training, including
outside training, may also provide incentive and motivation for em-
ployees and an opportunity for the Agency to recognize and further
develop employees of outstand.ing potential.

HHFA Troining Policy

(4) In-service training woulcl unnecessarily duplicate
with programs available in established educational

3-2-7

or compete
institutions.

Criteric for the Determinotion lo use non-Government Troining Focilities

Although the determination to use a non-Government trainiag facility
and the selection of such facility are the responsibility of the con-
stituent agency head, this Section provides certain criteria for making
this determination and for the seleetion of such facility.

In deciding to use non-Governmental training facilities there should
be a positive fintling that:

(1) Inquiry has failed to disclose the availability of suitable and
adequate training within the Government.

(2) It will be more economical, practical, or more effective to train
outside rather than within the Government.

(3) The establishment of in-service training to meet the identified
training need by the constituent or in cooperation with other
IIHFA organizations would not be praeticable.

(5) Consideration has been giveu to the utilization and availability
of fully trained employees.

In addition to these positive findings, outside facilities will not
be used:

(1) To train for promotion when qualified employees are already
available;

(2) To qualify employees for positions requiring an academic degree;
or

(3) To provide training when fully eomparable training is reason-
ably available within the Government.

Selection of non-Governmenl froining Fociliries

No non-Government training facility shall be selected which discrimi-
nates on the basis of race, creed, color or national origin in the admission
or subsequent treatment of students.

Ability to meet the Agency's training needs effeetively, economieally,
and in timely fashion will be the principal criterion for selection of out-
side training iustitutions. A reasonable effort should be made, how-
ever, to distribute training contracts among equally aceeptable training
institutions.
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Academic trainirrg rvill ordinarily be obtained from recognized, ac-
credited institutions. Competitive bids, though not required by law,
will be obtained when substantial contracts are to be let for group
training, provided the bid procedure is practical in terms of the specific
training need to be met.

Selaclion Policy

There shall be equal opportunity in training, both in-service and
out-service, for all employees without regard to race, creed, color, na-
tional origin or sex. Constituent agency policy shall make this clear,
and shall contain objective eriteria for the selection of employees for
training in government and non-government facilities.

Selection of froinees

Selection criteria shali include considerations relative to employee
needs, the employee's potential for absorbing the training, and. the
extent to which the Agency will benefit from the selection.

fn addition, the policy statement shall require that before an employee
is selected for non-Government training, the constituent Agency shall
consid.er the following:

(1) There is reasonable probability that the need for services of
the employee will continue and the employee will be available
to perform these services.

(2) The employee desires the training and has the capacity to
benefit.

(3) The skills, abilities or knowledge the employee will acquire
rvill be reasonably utilized upon return to regular duty.

(4) The employee is not reeeiving a disproportionate share of train-
ing at the Agency's expense.

FINANCING TRAINING

Constituent agency policy and procedures shall include criteria for
the payment of the employee's training expenses. The fo]lowing shall
be considered in making payments for training:

(1) The extent to rvhich the training is required to meet the neetls of
the organization.

(2) The extent to which the employees will receive such tangible
benefits as degrees, Iicenses, admittance to professional organiza-
tions, etc., not necessary for the performanee of his Agency
duties.

(3) The extent to which the Agency resources permit it to meet
their basic training needs.

Generally, the Agency ivill pay only tuition and relatetl fees for after
hours courses.

Poge 6 12/3/63



HHFA Troining Policy 3-2-7

Per Diem Poymenls

'Whenever per diem would be authorized. under Government Travel
Regulations and regularly paid to Agency travelers, a per diem rate
shall be established that will adequately reimburse the employee for
expenses incurred. fn no event shall the rate be higher than the regu-
lar rate of per d.iem.

Consideration shall be given to adjusting the per diem rate down-
'ward (1) when room, board, or other services are provided under the
auspices of the Government, (2) when fees cover significant eosts
usually included in per dienr, or (3) in other similarly unusual circum-
stances.

Psym€nt of Tuition ond Fees

Tuition and fees paid by the Agency in behalf of an employee will
not exceed. the charge paid for non-Federal students in a similar
eourse of iustruction. Such payments will ordinarily be made directly
to the institution, rather than by reimbursement to the employees.

Constituent agency policy may provide for the reeapture of portions
of fees and tuitions paid by the Agency when an employee fails to
satisfactorily complete training. Employees must be informed prior
to the beginning of training of this conditiou. The progress of em-
ployees in long term training will be checked periodically, and training
rvill be terminated if there is not satisfactory progress.

ACCEPTANCE OF CONTRIBUIIONS, AWARDS, AND PAYA/IENTS

Generally, constituent ageney heads, or their designees, may approve
the aeeeptance of a contribution, award, or payment in connection with
training in non-Government training facilities if the organization grant-
ing the contribution has been determined. by the Secretary of the
Treasury to be exempt from taxation under the Internal Revenue Code.
Such contribution may not be a reward for services rendered. the
contributing organization and shall meet the requirement of the Civil
Service Commission and the Training Act.

REPORIS

The reports required. by Section 18(a) of the Governmeut Employees
Training Act and mad.e to the Civil Service Commission shall be pre-
pared for each fiscal year and shall reach the Assistant Administrator
(Administration) by Juiy 31 of the succeeding fiscal year.

Such other reports that shall be required by the White House, the
Congress, the Civil Service Commissiou, or the Administrator will be
requested on a case basis.
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Policies ond Procedures of the Administrotor
Parf 3. HHFA Adminirhorive Policies ond Proccdurcr
Chaprer 2. Personnel Adminirtrotion

Ilereafter referred to as "the Order."
Hereafter relorred to respectively as "The Stan(lard.s" and "The Code," See Exhibit A.
For defiuition oI "employeo orgarizations," 6e6 Section 2 of the Or(lcr.

Section 8

HHFA EAAPTOYEE-MANAGE'IAENT COOPERATION POUCY

AUIHORITY

The policies governing employee-management cooperation in the
HHFA are established. under the authority of Executive Order 109881
dated January 77, 1962, and the President's Memorandum dated
May 21,1963 prescribing " Standards of Conduct for Employee Organ-
izations and Code of Fair I-iabor Practices," 2 together with guidelines
and regulations issued. by the Civil Service Commissiou and other ap-
propriate Federal authority. These policies shall govern the Agency's
officers in dealings with its employees, and. employee organizations s

representing such employees, on and after July 1, 1962, except that
policies with respect to the Standards and the Code are effective on and
after May 21, 1963.

PURPOSE

The President in the Order fi:rds that participation of employees in
the formulation and implementation of personnel policies affecting
them contributes to effective conduct of public business.

The Order points out further that the efficient administration of the
Government and the well-being of employees caII for orderly and con-
structive relationships between employee organizations and manage-
ment offrcials. In order to assure effective employee-management eoop-
eration in the public service, there is required, antl is included in the
Order, a clear statement of the respective rights and obligations of
employee organizations and agency management.

In line with IIHFA's constant effort to provid.e an environment
rvhich will promote the effectiveness and well-being of its employees,
the Agency will at all times carry out its policy of affirmative willing-
ness to give careful consideration to those employee organizations seek-
ing recognition and., once recognition has been aceorded, to support a
climate of cooperation in working with their representatives concerning
all pertinent personnel policies and practices, matters affecting working
conditions and, as appropriate, grievances.

The Order clearly delineates areas of employee-management coopera-
tion and. restates areas of activity in which management has fixed
responsibility, as follows:

(1) Employee-management cooperation applies to such matters as

$2{
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grievauces, pel'sonnel policies ard practices, or other matters
affecting geueral working conditions of employees.

(2) Management has, and continues to retain, discretion and policy
as to the mission of the Agency, its budget, its organization, and
the assignment of its personnel, and the technology of performing
its worli.

In order to attaiu optimum effectiveness in employee-mauagernent
cooperation, effort should be made by both management ancl employee
organizations to camy out pertinent activities at the local unit level.

E'I'IPTOYEE PARIICIPAIION

AII employees of the Agency are appraisetl (1) of their right, freely
and without fear of penalty or reprisal, to form, join, and assist any
employee organization or to refrain from any such activity, and., except
for those employees described under the heading " Confl.ict of fnterest
Restrictiousr" to participate iu the management of the organization
and to act in the capacity of an organization representative, including
presentation of its views to officials of the executive branch, the Con-
gress, or other appropriate authority; and (2) that no interference,
restraint, coercion, or discrimination wiII be practieed within the
Agency to eucourage or discourage membership iu any employee
orgauization.

Gonflict of lnlerest Restrictions

The rights of employees described above do not exteud to participation
in the management of an employee organization, or acting as a repre-
sentative of any such organization, where such participation or activity
would result in a conflict of interest or otherwise be incompatible with
law or with the offieial duties of an employee.

A coufliet-of-interest precludes, as a minimum, the following Ageucy
officers from management or representative participation in any em-
ployee organization:

(1) Officials listed in tlte Congressional Directorg and. the Gouern-
rnent Organization Manual, as well as officials reporting directly
to such listed officials.

i2) Ileads of field establishments, as lvell as offrcials reporting di-
rectly to heads of field establishments.

(3) Employees engaged in Federal personnel work in other than a
clerical capacity, and. employees substantially coneerned u'ith
personnel policy formulation and cxecution.

Itlembership in Employee Unit wirh Exclusive Recognition

No unit .will be established for purposes of exelusive recognition rvhich
includes:

(L) Ang nrunagerial enecutiue.

This includes officials listed in the Congressiona,L Directorll and.
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the Gouernment Organizat'ional Manual, as lyell as officials re-
porting directly to such listed officials; and heads of field es-
tablishments and officials reporting directly to heads of fieltl
establishments.

(2) Any employee engaged, in ?ed,eral personnel worlt in other thom
a puralg clerical capac,ity.

This includes other administrative or professional employees
sharing responsibility in the development and execution of per-
sonnel policies and procedures.

(3) Bath suytcruisors who officially eaaluate the performance of
em,plogees and, the employees whom they w,peruise.

Supervisors for this purpose are employees, regardless of grade,
who as a minimum regularly assign and review the work of, as
well as evaluate the performance of, two or more employees.

(4) Both prof essiotr,al em,plogees and, nonprof essional em,ployees un-
less a m,ajoritg of such prof essional emplogees uote f or incluston
in such unit.

For this purpose "professional" includes all employees classified
in the General Service (GS) at grade GS-9 and above; and
"interns" or tttrainees," regardless of grad.e, provided they
are in a line of work in which the normal line of advancement
is to the GS-12 level or above.

RECOGNITION OF E'IIIPIOYEE ORGANIZAIIONS

Upon request by an employee organization, informal recognition will
be accorded to such organization as a represeutative of its member em-
ployees, and formal or exelusive recognition will be accorded to an
employee organization in a unit, as set forth under the heading " Unit
Determirration, " in conformity with the requirements specifled in the
Order.

Recognition of an employee organization rvill be continued so long as
the organization satisfles the criteria applicable to such recognition. An
individual constituent agency or the OA, as appropriate, shall not be
required to determine whether an organization should become or con-
tinue to be recognized as the exclusive representative of the employees
in any unit 'ivithin 12 months of a prior determination of exclusive
status rvith respect to such unit.

Iu the event that an employee organization is consid.ered to be so
subject to comupt influences or influences opposed. to basic tlemocratic
principles that recognition or continued recognition 'would be incon-
sistent with the objectives of the Order, the matter will be discussed
jointly by the Administrator and the heads of the constituent agencies
in order to consider appropriate action to be taken pursuant to the
Standards.

3/25/54 Poge 3



t

3-2{ HHFA Employec-Monogemenl Gooperotion Policy

lnformol Recognition

An employee organization meeting the requirements of the Order
will be accorded informal recognition as representative of its member
employees, and the individual constituent agency or the OA, as appro-
priate, shall receive the views of the organization on matters of concern
to its members as provided in the Order.

Formol Recognition

An employee organization meeting the requirements of the Order will
be aecorded formal recognition as the representative of its member em-
ployees in a unit, and the individual constituent agency or the OA, as
appropriate, shall receive the views of, and consult with, such employee
organizations in the formulation and implementation of personnel poli-
cies and practices, and matters affecting working conditions that are
of concern to its members, as provided in the Order.

Notionol level; Formol Recognition by Constituent Agency or OA

If an employee organization meets the requirements of the Order for
formal recognition at the national level, the individual constituent
agency or the OA, as appropriate, may accord such recognition. The
Administrator will be notified whenever an employee organization has
been accorded formal recognition at the national level by a constituent
agency.

Nolionql level; Formol Recognition-Agency-Wide

If Agency-wide formal recognition at the national level is requested,
the matter will be d.iscussed jointly by the Administrator and the heads
of constituent agencies or their representatives and a determination
made by the Administrator.

Excluriva Recognition

'When an employee organization has been accorded. exclusive recogni-
tion, that employee organization will be the representative of aII the
employees in the appropriate unit. Such employee organization will
be given the opportunity to be represented at discussious betweer man-
agement and employees or employee representatives concerning griev-
ances, personnel policies and practices or other matters affecting gen-
eral working conditions of employees in the unit, and will be permitted
to negotiate agreements, as provided in the Ord.er.

lniliol Agreemenls

Whenever any basic or initial agreemeut is entered into with an
employee organization as the exclusive representative of employees
in a unit subject to the requirements described in the Order, the
Administrator will be so notified.
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Such agreements will expressly state that management retains the
right (1) to direct employees, (2) to hire, promote, transfer, assign,
and retain employees in positions within the individual constituent
agency or the OA, as appropriate, and to suspend, d.emote, discharge,
or take other disciplinary action against employees, (3) to relieve em-
ployees from duties because of lack of work or for other legitimate
reasons, (4) to maintain the efficiency of the Government operations
entrusted to it, (5) to determine the methods, means aud personnel
by which such operations are to be conducted, and. (6) to take whatever
actions may be necessary to earry out the mission of the individual
constituent agency or the OA, as appropriate, in situations of emergency.

In addition, such agreements shall expressly state that in the adminis-
tration of all matters covered by the agreement, officials and employees
are governed by the provisions of any applicable existing or future
laws and regulations, including policies set forth in the Federal Per-
sonnel Manual and agency regulations, and the agreement shall at all
times be applietl subject to such laws, regulations, and policies.

Grievonce Procedures lnclusion

Agreements entered into or negotiated with an employee organization
rvhich is the exclusive representative of employees in an appropriate
unit may contain provisions, applicable only to employees in the unit,
concerning procedures for consideration of grievances, as provided. in
the Order.

Advisory Arbirrotion lnclusion

Procedures established by an agreement with an exclusively recog-
nized unit may also include provisions for advisory arbitration of
grievances confined to interpretation or application of agreements, or
of individual constituent agency, OA, or Agency-wide policy, and.
invoked only with the approval of the iudividual employee(s) concerned.

Whenever decisions or recommend.ations resulting from advisory
arbitration of grievances are approved, the Administrator will be so
notified.

UNII DEIERI\A!NATION

In reaching decisions concerning the Agency's responsibility for
defining and making determinations as to the appropriateness of units
for purposes of formal or exclusive recognition, the Order and the guide-
lines furnished by the Civil Service Commission inelude the following
points:

(1) There must be a ('community of interest" among the employees
of the proposed unit.

(2) No unit shall be established solely on the basis of the extent to
which employees in the proposed unit have organized.
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(3) Yery small units should be avoided, in the interest of efficiency
and. convenience in dealing with employees.

In line with the foregoing, the following policies will be observed in
determining appropriate units in the Agency:

(1) Units will be contained within the separate organizational struc-
tures of the Office of the Administrator and. the individual con-
stituent agencies.

(2) Units should preferably be further contained within the
separate field establishments and central offiees of the Office of
the Admiuistrator and the constituent agencies.

(B) Generally, in the field service first consideration will be given
to recognition of a unit in which all employees of the particular
field establishment who are eligible under the Order and Ageney
policy may join.

Advisory Arbirrorion in "Exclusive" Unit Determinotion

Acceptable methods of determining the extent of membership or the
support of an employee organization requesting exclusive recognition
inelude (1) obtaining evidence that a majority of the unit's employees
are members of the employee organization; or (2) receiving written
authorization by a majority of the employees of the unit; or (3) holding
an election.

fn its responsibility for determining whether a unit is appropriate
for exclusive recognition and whether an employee organization repre-
sents a majority of the employees in such unit so as to be entitletl to
such recognition, the individual constituent agency or the OA, as appro-
priate, and the employee organization shall, whenever possible, agree
on a procedure for ascertaining the extent of membership or support
of the unit. If agreemeut cannot be reached, and the employee organ-
ization has not already done so, the individual constituent ageney or
the OA, as appropriate, may request the Secretary of Labor to nominate
from the National Panel of Arbitrators maintained. by the !'ederal
Mediation aud Coneiliation Service one or more qualified arbitrators
to investigate the facts and to issue an advisory decision as to unit
appropriateness, to conduct or supervise an election, or to make other
appropriate advisory determinations as to majority representation, as
provided in the Order.

USE OF OFFICIAI. TIIVTE AND FACILIIIES FOR EI\APIOYEE ORGANIZAIION ACIIVITIES

Ofiicial Concultotions

Officially requested or approved consultations aud meetings betrveen
management officials and representatives of recoguized employee or-
ganizations shall, whenever practicable, be conducted on official time.
However, the individual constituent agency or the OA, as appropriate,
may require that negotiations rvith an employee organization which
Poge 6 l/25/54
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has been accorded exclusive recognition be conducted during the non-
duty hours of the employee organization representatives involved in
such negotiations.

Solicitotion of Memberships; Collection of Dues

Solieitation of rnemberships, eollection of dues (except as provided
by the regulations of the Civil Service Commission), and other internal
employee organization business will be condlrcted during non-duty
hours (during lunch periods or before or after \\,orking hours) of the
employees coneerned.

Ure of Fqcilities

Recognized employee orgauizatious may be permitted to use Agency
faeilities under the following conditions:

(1) The facilities requested are necessary to the employee organ-
ization.

(2) Othel ernployee organizatiorn in similar circurnstanees are given
similar treaturent.

(3) The facilities are used subject to specific aual reasonable condi-
tions established to assure that such use (a) rvill not impair the
orderly execution of the Agency's mission and (b) rvill be sub-
ject to the same degree of budget and management controls as
Agency use of the same facilities.

Upon request from appropriate employee organizatious and subjeet
to the foregoing conditions, the following may be permitted:

(1) Use of Government property for employee organization meetings
during non-duty hours of the employees eoncerned.

(2) Use of Agency bulletin boards.

(3) Use of Ageucy intra office messenger system for distribution of
employee organization materials.

STANDARDS OF CONDUCT AND CODE OT FAIR LABOR PRACTICES

Pursuant to Section 13 of the Order, the Presiclent's tr[emorand,um
of May 21, 1963, preseribed the Standards and the Code (see Exhibit A)
for application by all agencies subject to the Oreler antl all employee
organizations accordetl recognition under the Order.

Stondords of Conduct for Employee Orgonizolions

An employee organization requesting recognitiou u.ill meet the le-
quirements for adoption of the Standards by furnishing:

(1) A written statement that the employee organization is a member
of the AFI"r-CIO and that it is governed by and subscribes to the
AFIr-CIO Codes of Ethical Practiees; or'
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(2) A copy of the employee organizatiou's constitution and by-laws
which contain explicit and detailed provisions covering the
Standards; or

(3) A copy of the employee organization's rules and regulations
which have beeu officially adopted by the membership, antl which
contain explicit and detailed provisions coveriug the Standards.

The Administrator is responsible for providing and applying sueh
policies and procedures as may be necessary to implement the Standards
for Agency-wide and OA use. The head of each constitueut ageney is
responsible for provid.ing and applying such additional policies and
procedures as may be necessary to implement the Standards in that
constituent. Such procedures shall provid.e that the Administrator and
the heads of constituent agencies wiII jointly discuss aII matters related
to alleged or actual non-compliance with the Standards on the part of
an employee organization requesting or accorded reeognition and that
the Administrator wiII determine the appropriate action to be taken
pursuant to the Standards.

Code of Foir lobor Proclicec

The Administrator and the heads of constituent agencies ancl units
shall at all times be eognizant of the provisions of the Code and shall
insure that:

(1) Actions of the Ageney do not violate the Code;

(2) Appropriate actions are taken to correct any violations of the
prohibited agency management practices described in the Code;
and

(3) The Administrator is kept informed of developments which may
give rise to questions concerning the prohibited agency manage-
ment practices and employee organization praetices described
in the Code.

I-:ikewise, employee organizations requesting or accorded reeognition
by the Agency are expected to:

(1,) Refrain from actions in violation of the code; aud

(2) Take appropriate actions to correct any violations of the pro-
hibited employee organization practices described in the Code.

The Administrator is responsible for providing and applying fair
and adequate procedures, pursuaut to the Code, for Agency-wide and
OA use. The head of each constituent agency is responsible for pro-
viding and applying such additional fair and adequate procedures, pur-
suant to the Code, for use in that constituent. These procedures shall
cover the filing, investigation, and processing of complaints of viola-
tions of Section 3.2 of the Code and shall eover all cases, except as pro-
videtl in subsections (a) (2) antl (c) of Section 3.3 of the Code, whether
initiaterl by employees, the Agency, or an employee organization ac-
corded recognition. Such procedures shall provide that:
Pogc 8 3/25/64
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(1) 'Whenever a complaint is not informally atljusted and entails
the serviees of a hearing officer or panel of such officers, such
officer(s) shall be responsible directly to the Administrator or
the head of the constituent agency as appropriate; and.

(2) Whenever the nature of a complaint is such as to merit con-
sideration of a uniform Ageney-wide policy in connection with
its disposition, the matter shall be brought to the attentiou of the
Administrator and the heads of constituent agencies, for joint
consideration and determination by the Administrator as to
appropriate action to be taken pursuant to the Code.

Any strike, work stoppage, slowdown or related picketing engaged in
as a substitute for any such strike, work stoppage or slowdown against
the Government of the United States on the part of an employee or-
ganization accorded recognition wiII be jointly considered by the Ad-
ministrator and the heads of constituent agencies and a determination
will be made by the Administrator as to the appropriate action to be
taken without regard to the limitations of Sections 3.3 and 3.4 of the
Code.

INAPPIICABII.IIY OF EXECUTIVE ORDER I0988

If it is considered that any provision of the Ortler (except Seetion 14)
cannot be applied in a manner consistent with national security require-
ments and. considerations to any office, bureau or entity within the
Agency primarily performiug intelligence, investigative, or security
functions, the matter will be discussed jointly antl determination
reached by the Administrator and the heads of constituent agencies.

ISSUANCE OT REGU1ATIONS ANO PROCEDURES

In addition to the policies established in this Section, the Ailminis-
trator and the heads of constituent agencies will issue such supple-
mentary regulations and procedures as are necessary to implement the
Order.

REVIEW OF POI.ICIES, REGUTAIIONS, AND PROCEDURES

The OA Direetor of Personnel and the chief personnel officers of the
constituent agencies shall periodically meet to: (1) conduct reviews of
the effect of the application of the Order on the Agency's employee-
management relations; (2) consider, in the light of existing practices
and ueeds, changes or additions in Agency policies in areas of Agency
discretion under the Order; and (3) make appropriate recommenilations
to the Administrator and the heads of constituent agencies. Approvetl
changes or additions will be promulgated" by amendment or revision
of these policies.
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EXHIBIT A

STANDARDS OF CONDUCT FOR EMPLOYEE
ORGANIZATIONS AND CODE OF FAIR I.ABOR PRACTICES

Secion t.t Purpose ond scope. These Standards of Conduet for Employee
Organizations and the Code of Fair I-.rabor Practices in Employee-
Management Cooperation in the Federal Service are issueal pursuant
to Executive Order No. 10988. Their purpose is to assist in securing
the uniform and effective implementation of the policies, rights, and
responsibilities described in the Order by fixing more definitely the
responsibilities of employee organizations and agencies, providing more
cletailed criteria for the protection of rights secured unaler the Order,
and establishing proeedures in both of these areas which will assure a
llecessary measure of uniformity rvithin the Executive Braneh of the
Federal Government.

Section 1.2 De$nitions

(a) "Order" means Executive Order No. 10988.

(b) "Agency," "employee organization," and "employee" have
the same meaning as in the Order.

(c) "Agency management" includes the agency head, and all man-
agement officials and representatives of management having
authority to act for the agency on any matters relatiug to the im-
plementation of the agency employee-management cooperation
program as established under the Order.

(d) "Recognition" means recognition which is or may be aecorded
to an ernployee organization pursuant to the provisions of the
Order.

Section 1.3 Generol Responsibiliries of the Civil Service Commisr;on. The Civil Service
Commissiou, in accordance with the provisions of section 12 of the
Order, shall be responsible for the dissemination of information with
respeet to the Standards of Conduct and Code of Fair l-iabor Praetices,
and shall insure an adequate exchange of information between ageneies
as to its applieation and enforeement.

Port A

STANDARDS OF CONDUCT FOR E}IPLOYEE ORGANIZATIONS

sccrion 2.t Applicorion. The provisions of this Part are applicable to all
agencies subject to the provisions of the Order and to all empioyce
organizations accorded. recognition under the Order.

Secrion 2.2 srondords of Conducr. No agency shall ascord. recognition to any
employee organization unless the_employee organization-is subject to
governing requirements, adopted by the organization or by a national
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EXHIBIT A (Pqge 2)

or international employee organization or federation of employee orgaui-
zations with which it is affiliated or in which it participates, containing
explicit and detailed provisions to which it subseribes calling for the
following:

(a) The maintenanc-e of delro,cratic procedur_es and practices,_ includ.-
ing provisions for periodic elections to be conducted subject to
recognized safeguards and provisions defining and securing the
right of individual members to participation in the affairs of the
organization, to fair and equal treatment under the governing
rules of the organization, and to fair process in disciplinary pro-
ceedings;

(b) The exclusion from office in the orgauization of persons affiIiated
with Communist or other totalitarian movements ancl persons
identiffed with corrupt influences;

(c) The prohibition of business or financial interests on the part of
organization officers and agents which conflict with their duty to
the organization and its members; and

(d) The maintenance of fiscal integrity in the conduct of the affairs
of the organization, including provision for accounting and finan-
cial controls and regular financial reports or summaries to be
made available to members.

Seoion 2.3 Adoption of Stondqrds. No agency shall deny, suspend, or with-
draw recognition by reason of any alleged failure to adopt or subscribe
to standards of conduct as provided in section 2.2 of this Part unless
it has first notified the organization and the national or international
organization with which it is affrliated of such alleged defi.ciency and
has afrorded the organization a reasonable opportunity to make any
amendments or modifications or take any action that may be required.
In the event that any question arising under any provision of section
2.2 is not resolved in a mutually acceptable manner, the agency shall
consult with the Secretary of Irabor prior to making a final determina-
tion that an organization has failed to comply with such provisions.

Section 2.4 Procedure for Deniol, Suspension or Withdrqwol of Recognition

(a) An employee organization which has adopted or subscribed to
standards of conduct as provided in seetion 2.2 of this Part shall
not be required to furnish other evidence of its freedom from
influenees described in section 3(a) of the Order unless (1) the
agency has cause to believe that the organization has been sus-
pended or expelled from or is subject to other sanction by a
parent employee organization or labor organization or fed.eration
of such organizations with which it had been affiliated because it
has demonstrated an unwillingness or inability to comply with
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EXHIBIT [ (pose 3)

governing requirements comparable in purpose to those requireal
by section 2.2 of this Part, or (2) recognition in any form has
been denied, suspended, or withd.rawn by any other agency pur-
suant to this Part or section 3(a) of the Order and such denial,
suspension, or withdrawal remains in effect, or (3) there is rea-
sorrable cause to believe that the organization, notwithstanding
its compliance with section 2.2 is in fact subject to influenees such
as would preclude recognition pursuant to the Order.

(b) In any case where additional evidence is required pursuant to
(7), (2),or (3) of subsection (a) of this section, the agency shall
not deny, suspend, or withdraw recognition on the basis of the
exception stated in section 3(a) of the Ord.er unless it has afforded
the employee organization an opportunity to present to the
agency such reasons or considerations as it has to offer relating
to why recognition should not be denied, suspended, or with-
drawn. If this opportunity is requested, the agency shall
promptly hold a hearing. Upon request the agency shall make
available to the employee organization for use in the hearing a
concise and accurate summary of the facts on which the agency
intends to rely in reaching its decision, together with a statement
of the reasons for the agency action. In lieu of a summary state-
ment, the agency may make available to the employee orgauiza-
tiou the entire report of the ageney investigation. In auy dispute
over the accuracy or sufficiency of information so provided, the
final determination shall be made by the agency head. The em-
ployee organization shall have an opportunity to be present at
the hearing, to be represented by eounsel, and to offer such oral
and documentary evidence as may be relevant to the issue or
issues in controversy. Aoy determination to deny, suspend or
withdraw recognition shall be mad.e in writing by the agency
head.

(c) The agency may consult with the Secretary of Irabor before
instituting any proceedings pursuant to clause (3) of subsectiou
(a) of this section and shall consult with the Secretary of Lrabor
prior to taking any final action with respect to the d.enial, suspen-
sion, or withdrawal of recognition.

(tl) Where an agency determination denying, suspending or with-
drawing recognition of an employee organization is made in ac-
cordance with subsections (b) and (c) of this section after con-
sultation with the Secretary of Labor, any other agency may
thereafter deny, suspend or withdraw recognition as to such em-
ployee organization or subordinate affrliate thereof without re-
gard to the procedures prescribed in subsection (b) if such other
agency has afforded such employee organization or subordi-
nate affiliate thereof an opportunity to present such reasons and
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EXHIBIT A (Poge 4)

considerations as it may have to offer as to why such prior de-
termination should not be followed, and such agency, on the basis
of such submission and after consultation with the Secretary of
Labor, finds that further proceclures are unnecessary.

Seclion 2.5 EFective dqles.

(a) The provisions of this part, other than section 2.4(b) and (c)
as hereinafter provided, shall become effective immediately. No
later than 6 months from such efrective date, each agency shall
adopt such permanent procedures as may be necessary to imple-
ment this Part. Insofar as may be practicable and appropriate,
agercies shall consult with representatives of recognized employee
organizations in the formulation of such procectures. Copies of
any implementing regulations shall be made available to recog-
nized employee organizations upon request.

(b) Prior to the adoption of such permanent proced.ures, in making
determinations under the Order with respect to employee organi-
zations which seek or have been accorded recognition, no agency
shall deny, suspend or rvithdraw such recognition on the basis of
the exception stated in the Order except in accordanee with pro-
cedures conforming as nearly as possible to the requirementi of
section 2.4(b) antl (c) of this Part.

Port B

CODE OF FAIR TABOR PRACTICES

Sacrion 3.I Applicorion. The provisions of this Part are applicable to all
ageneies subject to the provisions of the Order and to all employee
organizations accorded recognition under the Order.

Section 3.2 Prohibired Proctices,

(a) Agency rnanagement is prohibited from:
(1) Interferiug'vvith, restraining or coercinpl any employee iu

the exercise of the rights assured by Executive Order No.
10988, including those set forth in section 1 of the Order;

(2) Encouraging or discouraging membership in any employee
organization by discrimination in regard to hiring, tenure,
promotion or other conditions of employment;

(3) Sponsoring, controlling or otherrvise assisting any employee
organization, except that an agency may furnish customary
and routine services and facilities pursuant to section 10 of
the Orcler rvhere consistent rvith the best interests of the
agency, its employees and the organization, and where such
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EXlllBlT [ (Poge 5)

services and facilities are fuurished, if requested, ou an
impartial basis;

(4) Disciplining or otherwise tliscrirninatilrg against any ern-
ployee because he has filecl a complaint or given testimony
under the Order or under the Standards of Conduct for
Employee Organizations or Code of Fair L,abor Practices;

(5) Refusing to accord appropriate recognition to an employee
organization qualified for such recogrition;

(6) Refusing to hear, cousult, confer or negotiate n'ith arr em-
ployee organization as required by the Order.

(b) Employee organizations are prohibited from:
(1) Interfering'with, restraining or coercing auy employee in the

exercise of the rights assured by Executive Order No.
10988, including those set forth in section 1 of the Ortler;

(2) Attempting to induce agency management to coerce any enl-
ployee in the enjoyment of his rights under the Order;

(3) Coerciug or attempting to eoerce, or disciplining, any mem-
ber of the organization as punishment or reprisal for, or for
the purpose of hiudering or impeding his discharge of his
duties owed as an officer or employee of the United States;

(4) Calling or engaging in any strike, work stoppage, slory-
down, or related picketing engaged in as a substitute for any
such strike, work stoppage or slorvdown, against the Govern-
ment of the United States;

(5) Discriminating against any employee with regard to the
terms or conditions of membership because of raee, color,
creed, or national origin.

(c) No employee organization rvhich is accorderl exclusive recogni-
tion shall deny membership to any employee in the appropriate
unit except for failure to meet reasonable occupational standards
uniformly required for ad.mission, or for failure to tender initia-
tion fees ancl dues uniformly required as a condition of acquiring
and retaining membership, but nothing contained iu this subsec-
tion shall preclude an employee organization from enforcing dis-
cipline in accordance with procedures under its constitution or
bylaws which conform to the requirements set forth in section
2.2(a) of the Standards of Conduct for Employee Organizations.

Section 3.3 Generol Procedures for Enforcemenl.

(a) Each agency shail provide fair and adequate proced,ures for the
filing, investigation, and processing of complaints of violations of
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section 3.2 which wiII cover all cases, except as provided in sub-
section (c) of this Section, whether initiated by employees, &rl
agency, or an employee organization, as follows:
(1) In cases initiated by an employee or several employees with

the same complaint, in which the matter in issue is subject
to an applieable grievance or appeals procedure within the
agency, such proced.ure shall be the exclusive procedure used.

(2) AII cases not covered by subsection (a) (1) and (c) of this
section shall be processed under procedures which shall in-
clude provisions for the informal resolution or adjustment
of complaints where possible; for the designation of an im-
partiai hearing officer or panel of such officers; and, in cases
where it appears that there is substantial basis for a com-
plaint and the matter is not informally adjusted, for an op-
portunity for a hearing before a hearing officer or panel of
such ofificers upon notice, for the right to be represented by
counsel, aud for findings of fact, or for findings of fact and
recommendations, by such offrcers or panel. Such procedures
shall not, however, be available for the rehearing of issues
processed under the provisions of the Standards of Conduct
or Section 11 of the Order. Iu performing the function pro-
vided for in this subsection, hearing officers shall be respon-
sible directly to the agency head.

(b) Hearings held pursuant to subsection (a) (2) shall be informal,
but rights of confrontation and cross-examination shall be pre-
served so far as may be necessary for the development of the
facts, and the findings of fact or findings of fact and recom-
mendations of the hearing officer or panel shall be based upon
the record developed in the hearing. Copies of such findings
of fact or find.ings of fact and recommendations shall be made
available to the parties. In any proeeediug under this section,
the eomplainant or respond.ent shall be entitled to receive a
concise and accurate summary of the facts relating to the com-
plaint, and upon which the agency intends to rely, together
with a statement of the reasons for the agency's action. The
agency may, in lieu of a summary statement, make available to
the complainant or respondent the entire report of the agency's
investigation of the complaint. In a case in which the complain-
ant or respondent is provided with a summary statement, the
hearing offieer shall have the right, upon request, to examine the
entire record in such case, including all data gathered pursuant
to an investigation, to determine that the summary is fair and
accurate.

(c) Cases involving any strike, work stoppage, slowdown or related
picketing engaged in as a substitute for any such strike, work
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stoppage or slowdown, shall be covered by such procedures and
subject to sueh remedies and sanctions consistent with law as the
agency head determines to be appropriate to the situation without
regard to the limitations of this section or seetion 3.4.

Secrion 3.4 Finat Decision snd Notice. AII final decisions shall be in writing
and shall be furnished to the organization and the national or inter-
national organization with which it is affiliated. Such deeisions shall
inelude a statement of the flndings and reasons in support of the de-
cision. If the decision is that agency management has engaged in a
prohibitetl practice, the agency shall immediately take necessary action
in accord.ance with the decision to remedy the violation. If the decision
is that an employee organization has engaged in a prohibited practice,
the agency head shall notify the employee organization of the existence
of such violation and request appropriate corrective action. Failure of
an employee organization to comply with such request after the date on
which it becomes efrective shall be grounds for the withholding, or sus-
pension of recognition until the violation has been remedied, or for the
withdrawal of recognition in appropriate cases as dletermined by the
agency head.

9action 3.5 Effective Doto.

(a) The provisions of seetion 3.2 of this Part shall be effective im-
mediately. No later than six months from sueh effective date, eaeh
agency shall adopt permanent proced.ures to implement this Part.
Insofar as may be practicable and appropriate, agencies shall
consult with representatives of employee organizations in the
formulation of such procedures. Copies of any implementing
regulations shall be made available to recognized employee or-
ganizations upon request.

(b) In making determinations under seetion 3.2 prior to the adoption
of such permanent procedures, agencies shall as nearly as possible
eonform to the basic procedural requirements of this Part, and
in no case where an opportunity for hearing, or a final notice as
described in section 3.4, is required under this Part shall an
agency withhold, suspend, or withdraw recognition without an
opportunity for sueh hearing or without such a ffnal notice.
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Section 9

PERFORMANCE REQUIRE'IAENTS FOR NOR'IAAI. WITHIN-GRADE
SATARY INCREASES

AUIHORITY

The policies governiug employee petforurance requirements for
rormal rvithiu-grade salary increases in the Housing ancl Home Fi-
nance Agency (HHFA), consisting of the Offrce of the Administrator
(OA), the Federal Housing Administration (FHA), the Public Hous-
ing Administration (PHA), the Federal National lVlortgage Associa-
tion (FNMA), the Community Facilities Administration (CFA), and
the Urban Renewal Administration (URA)1 are establishetl under the
authority of the Federal Salary Reform Act of 1962 (P.L. 87-793),'? the
Presid.ent's Memorandum to Heads of Departments and Agencies s of
October 71,7962, Executive Order 11073 of January 2,7963, and guide-
lines and regulations issued by the Civil Service Commission and other
appropriate authority.

These policies shall govorn the Agency's ofrieers antl employees on
and after March 1, 1963.

PURPOSE

The Act and. the President's Memorandum strongly emphasize the
responsibility of management in each Government agency for increasing
employee productivity and organization effectiveness. To this end, the
Act provides that when an employee completes an appropriate period of
service in his grade, he shall be advaneed in salary to the next higher
rate within his grade when " his rvork is of an acceptable Ievel of
competence as determined by the head of the department. " It is the
purpose of this issuanee to establish policies as a basis for administrative
procedures relating to this matter issued by the orgauizations within the
IIHFA.

?ouctEs

Responsibilirier of 5upervirory Stofr

The new directives place greater nanagement responsibilities upon
supervisors, particularly in the area of effective leadership. Within-
grade salary increases under the new Act are to be awarded only when

1 Ileroafter referreil to as "the Agency," or "tho Administrator" (for the OA,
URA), and. "tle heads of conBtitu€nt agencios" (for the FIJA, PIIA, and tr'NMA)

s llereafter referreil to &8 "tho Act."
! Ilereofter referred to as "tho Prosident's Memorandum."
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the work of otherwise eligible employees is of an acceptable level of
competence, and this will call for considered judgments by supervisors
of the effectiveness of their employees' work.

Since within-grade increases are to be granted. on the basis of an
appraisal of the employee's performance, effective leadership by super-
visors requires that they be continuously aware of their employees'
performance and productivity, and that they take the proper steps to
inform employees of this evaluation. When an employee's work shows
promise or is at an aeceptable level, he should be so informed, for effec-
tive leadership involves encouragement as weII as correction, antl an
employee's potential ean be developed by the right kintl of guidance.
At the moment that an ernployee's level of competence falls below an
aeceptable level, however, the supervisor has a special responsibility to
counsel the employee, clearly identifying the areas of deficiency and.
the extent to rvhich they nrust be corrected in orcler to merit a within-
grad.e salary inerease at the eonclusion of the normal waiting period.
Supervisors shall counsel such employees preferably at a time no later
than 60 days prior to the normal effective date of the increase. In turn,
the "acceptable level of competence" of each supervisonvill be deter-
mined to a significant extent on the basis of the performance and de-
velopment of the employees under his authority and the general efree-
tiveness of his operation.

"Acccptoble Levcl of Competence"

The termttacceptable level of competenee," as nsed in the Act,
connotes a level of competenee above the minimal level required for
a "satisfactory" rating under the Performance Rating Act of 1950.
The term is not, therefore, necessarily synonymous with a "satisfac-
tory" rating; essentially it is clearly above what constitutes sufficient
eompetence to warrant job retention.

At the same time, it must be reeognized that the factors involved in
determining an employee's "acceptable level of competence" will vary
from job to job depending on the nature of the job, particularly with
regard to the consequences of error, organizational environment, and
the missiou of the office or Agency.

But while the criteria may vary, an important essential is that the
supervisor's approach and attitude be consistent. This might be summecl
up in the following question which supervisors should. continually keep
in mind-"Is this employee, in his position, making the kind of positive
contribution to the operation of the rvork foree 'which truly wamants
an inerease in pay?"

The concept of a " positive contribution " includes, but is not limited
to, consideration of sueh elements as efficieney, initiative, flexibility,
productivity, dependability, jutlgment, rvork relationships, conduct
ancl others. In addition, where specific performance standards have
been established for a position, such standards, including additional
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implementing directives, memoranda, or oral instructions, will gen-
erally serve as the basis for establishing an acceptable level of
competence.

Under the Act, an employee whose performance during a pertinent
period of serviee does not measure up to the concept of the "positive
contribution" at the time of determination shall not be eligible for a
within-grade salary increase until there is evitlence that his performance
matches this standard.

ACIION ON DENIAT OF WIIHIN.GRADE SAIARY INCREASES

An employee whose work is determined to be at an unacceptable level
of competence at such time as he is otherwise eligible for a within-grade
salary increase shall, as promptiy as possible but no later than the end
of the pay period in which such within-grade salary increase would have
been effective, be notified in writing of the determination and its con-
sequenees. (Ilowever, failure to notify the employee does not alter the
faet that his performance is of an unacceptable level of competence, nor
does it permit the processing of a within-grade salary increase.) The
notice shall contain, as a minimum, the information required by perti-
nent Civil Service regulations and shall embody the following prin-
ciples:

1. Upon his timely request (within ten days), a fair, impartial and
objective review of the determination made of the employee's
performance during the completed lvaiting period will be eon-
ducted. The revierv level shall be sufficiently high in the organiza-
tion to insure that the viewpoints of top management, as well as
these polieies, are reflected in the determination. Formal hearing,
grievance or appeal procedures as in an adverse aetion situation
will not be employed in rnaliing a lcvel-of-competenee determina-
tion.

2. The employee may make a presentation to the review official orally
and in writing. In requesting a review and in making any
presentation, the employee shall have freed.om from restraint,
interference, coercion, discrimination, or reprisal.

3. If a revielv indicates a favorable determination, he shalL be so
notified in writing and advised that such determination will
supersede the earlier one and have a retroactive effect.

4. If. a review results in no change in determination, he shall be so
notified in writing and advised that his performanee wiII be con-
tinuously evaluated. At such time as his work attains an accept-
able level of competence, the employee will be so notiffed, and the
increase will be granted. effective beginning with the first day of
the next pay period.

5. The determination in any reconsid.eration will normally be mad.e
within thirty days of the request, and no further appeal will be
entertained.
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fn order to encourage employees who have been denied increases to
bring their performance up to an aeceptable level of competence, a fur-
ther review of such an employee's performance shall be made by his
supervisor no later than 90 days after the effective date of the denial of
the increase, and the results of such review discussed with him. Within
the remaining period of 52 weeks from the date of the denial of the
increase, the supervisor shall periodically, on arl informal basis, conduct
further reviews of the employee's performance in the light of acceptable
level of competenee requirements.

ISSUANCE OF REGU1ATIONS AND PROCEDURES

In addition to the policies established in this issuance, the Adminis-
trator and the heads of constituerrt agencies separately wiII issue such
supplementary regulations and procedures as are necessary to imple-
ment these policies, the Act, the President's Memorandum, and guide-
lines and regulatiolis issuecl by the Civil Service Commission and other
appropriate aul holity.

REVIEW OF PO1ICIES, REGUTATIONS AND PROCEDURES

The HHFA Personnel Advisory Committee will periodically: (1)
eonsider, in the light of existing practices and needs, changes or addi-
tions in Agency p<llicies in areas of Agency discretion under the Act or
the President's Memorandum, and (2) make appropriate recommenda-
tions to the Administrator and the heads of constituent agencies. Ap-
proved changes or additions rvill be promulgated by amendment or
revision to these policies.
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Section I O

PERFORII,IANCE REQUI REMENTS FOR QUAIITY WITHIN-GRADE
SATARY INCREASES

AUIHORIIY

The policies governing employee performance requirements for
quality rvithin-grade increases 1 iu the I{ousing and Home Finance
Agency (HHFA), consisting of the Of6ce of the Administrator (OA),
the Federal Housing Administration (FIIA), the Public Housing Ad-
ministration (PHA), the I'ederal National Mortgage Association
(FNMA), the Community Facilities Adrninistratiorr (CFA), and the
Urban Renewal Administration (URA) 2 are established under the
authority of the Federal Salary Reform Act of 1962 (P.Ir. 87-793),3 the
President's Memorandurn to Heads of Departments and Agencies of
October 71,1962,4 Executive Order 11073 of January 2, 1963, and guide-
lines and regulations issuecl b), the Ci.r,il Sen iee Commission and other
appropriatc authority.

These policies shall govern the Agency's offrcers ancl employees on
and after June 1, 1963.

PURPOSE

The Act and. the Presiclent's Memorandum strongly emphasize the
responsibility of management in each Government agency for increasing
employee productivity and organization effectiveness.

In addition to insuring its goai by the requirement that an employee's
rvork must be of an acceptable level of competenee in order to merit a
normal within-grade salary increase, the Act provides an equally im-
portant means of encouraging excellence in ernployee performance by
authorizing additional increases to employees " in reeognition of high
quality performance above that ordinarily found in the type of position
concerned." The statutory antl Civil Service limitations in the awarcl-
ing of quality increases are as follows:

(a) Increases may be made only rvithin the limit of available ap-
propriations.

(b) Increases may be granted to a specific employee no more often
than once every 52 weeks.

1 Iferootter referretl to as "quelity increases,"
sllereafter refoned to as "tho Ageicy," or "the Atlministrator" for the OA, CF'A, and URA),

lnd "tJre heade ol constituetrt egencies" (for the EIfA, PEA, and 8NMA.)
8 llor€sftor refened to ss "the Act."
.Ilereafter referreal to as "the President's Memorantlum."
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(c) There is no provision for iacreases beyond the maximum rate
in each grade of the General Schedule.

(d) tr'or eligibility, there must be a finding that (1) the employee
concerned has been performing the most important functions of
his job i:r a manner that substantially exceeds normal require-
ments, so that, when viewed. as a x.hole, his work performance is
of a high degree of effectiveness; and (2) the employee's high
level of effectiveness has been sustained to the extent that it gives
promise of continuing at a high level.

It is the purpose of this issuance to establish policies relating to
qualrty increases as a basis for administrative procedures issued. by the
constituent organizations within the Agency.

POr.rcrEs

Responribiliries of Supervisory Sloff

The recognition and encouragement of liigh quality performance is
as important to organization effectiveness as is the correction of below
average performance. Highly capable employees, given the proper
environment, can determine in a large measure the efficiency and pro-
ductivity of the work unit. Responsibility for creating this proper
environment, however, rests to a very great extent on the immediate
supervisor. By his actions and his attitudes, by his understanding of
the needs of employees, and by his ability to give the proper kintl of
encouragement he can enable employees to d.evelop their full capacities.
In doing so, the supervisor, the employee, and the organization will
benefit.

The quality increase provides the supervisor with another means (in
acltlition to cash or honorary awards) for rewarding and encouraging
high quality performance. Its use will require, however, consid.erable
discretion on the part of the supervisor, if only because the benefits of
the quaiity i:rcrease can be considerable over the long run of time. His
recommendation, therefore, of the proper reward is an important one.

In considering whether the appropriate award should be that of a
quality increase, the following standards shail be observed.

Dcftnirion

The statutory standard for a quality increase is "high quality per-
formance above that ordinarily found in the type of position con-
cerned. " In applying this stand.ard, the supervisor will need to satisfy
himself that whiie the performance neecl not represent such perfection
as to be impossible of attainment by a well-qualified employee, his per-
formance of the most important functions of his job is characteristically
in a manner lhat cleartry exceeds performance ordinarily found in the
type of position concerned, so that, when viewed as a whole, his work
performance exceeds ttmediumr" ttaYerage" or tttypical" work to such
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an extent that the employee clearly merits faster-than-usual salary
advancement.

lnitiqting Responsibiliry

The immetliate supervisor, having a detailed working knowledge of
job requirements and the manner of work performance, usually will be
the person best qualiffed to initiate a recommendation (for review and
approval by appropriate higher authority) of a quality increase. Reeom-
mendations must be iu writing and. must show im specifi,c termswhy per-
formance can be characterizetl as high quality performance above that
ordinarily expected in the position coneerned. The official initiating
the recommendation must also certify that he believes that the em-
ployee's high quality performanee is likely to continue in the future.

Supervisors who are initiating a recommendation for a quality in-
crease usually wiil have full knowledge of the employee's performance
and work record. Such supervisors, however, may wish to discuss the
proposal for a quality increase with their personnel offices prior to
makiug the recommendation to be sure that all available information
which might have some bearing on the proposal has been considered.

Elisibility

To warrant a quality increase, the employee's performance in position
anil, grad,e on a full-time or non-full-time basis in a permanent position
in the classified service must:

(1) Be sustained at a clearly defined high level for a reasonable
period of time, preferably for at least three months.

(2) Give dcfinite promise of continuing at the high level.

Quality increases are in addition to regular within-grade increases.
In other words, an employee rvho receives a quality increase does not
thereby start a new waiting period to meet the time requirements for a
regular within-grade increase; the time spent in the previous step will
be included in the computation of the next regular increase.

The timing of normal within-grade salary increases, therefore, should
ordinarily not act to cancel, postpone, or accelerate the supervisor's
determination (and recommendation to appropriate authority) that a
quality increase is warranted at a given time to an eligible employee.
The quality iucrease is apart from normal within-grade increases, and
is to be granted. solely on the basis of the criteria iliscussed above.

Rclotion to lnc.nlivr Aword:

The new quality inerease authority gives departments a device
specially geared. to recognize and. reward. employees on a continuiug
basis for high quality performance. However, incentive awards will
continue to be available for granting monetary as well as honorary
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recognition for excellence in performance and in some cases will be a
more appropriate form of recognition and reward.

As a general guideline, quality increases rvill be the method. used for
recognizing employees, either individually or as a group, whose work
meets the standard of high-quality performance discussed above. On
the other hand, incentive awards will coutinue to be used in eases where
a lump-sum reward has special advantages to the agency or the em-
ployees. Sueh cases might be those where an employee would enjoy the
beneffts of au additional within-grade increase for an insufficient length
of time or where the employee's contribution is such that a lump-sum
payment is a more fitting recognition.

It is clear, of course, that incentive awards will be the only choice in
the case of non-recuruing achievements, special lvork situations of
Iimited duratiou, recognition of group achievement, employees in posi-
tions not subject to the Classification Act, as well as employees in the
top step of a grade.

A combination of a quality inerease and a lurnp-sum arvard could be
used where the circumstances warrant simultaneous recognition of both
types of achievement.

ISSUANCE OF REGUTAIIONS AND PROCEDURES

Iu addition to the policies established in this issuance, the Adminis-
trator and the heads of constituent agencies wiII each issue such sup-
plementary regulations and procedures as are necessary to implement
these policies, the Act, the President's Memorandum, and guidelines
and regulations issued by the Civil Service Commission and other
appropriate authority.

No later than June 30 of each year, the Administrator and the heads
of the constituent ageneies shall notify the employees und.er their juris-
diction of the number of quality increases granted duriug the preceed-
ing twelve months.

REVIEW OF POTICIES, REGUIAIIONS AND PROCEDURES

The HHFA Personnel Advisory Committee will periodically: (1)
consider, in the light of existing practices and needs, changes or addi-
tions in Ageney policies in areas of Agency d.iscretion under the Aet
or the President's Memorandum, and (2) make appropriate recom-
mendations to the Administrator and the heads of constituent agencies.
Approved changes or additions will be promulgated. by amendment or
revision to these policies.
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Section I

ADNAINISIRATIVE CONTROL OF FUNDS

SCOPE AND AUTHORITY

This regulation is issued pursuant to Section 3679, Revised Statutes,
as amended, and Bureau of the Budget Circular No. A-34, Instru,ctions
Relati,ng to Apport,ionnxents and, Reports on Budget Btatus, and shall
be applied by the constituent agencies in accordanee with the require-
ments hereinafter set forth. For the purpose of this regulation, the
Office of the Administrator shall include the Community Facilities
Administration antl the Urban Renewal Administration and shall be
considered as a constituent agency. It shall be the responsibility of the
head of each constituent agency to issue supplemental instructions
required to implement fully the provisions of this regulation.

Since the Administrator, Housing and Home Finance Agency, is
responsible for reporting information on violations of Section 3679,
Revised Statutes, as amended, to the President and the Congress, it is
essential that Agency procedures for the administrative control of funds
be coordinated to as great an extent as is possible, consistent with the
characteristics of eonstituent agency operations. Therefore, any pro-
posed new implementing systems of administrative control and proposed
revisions to existing implementing systems contemplatetl by the heads of
eonstituent agencies pursuant to this regulation should be submitted to
the Office of the Administrator, Agency Budget Officer, for review and
approval prior to issuance.

APPORIIONT,IENI PROCEDURES

The constituent agencies will submit requests for apportionments and
reapportionments and status reports as required in Bureau of the
Budget Circular No. A-34. These requests and reports shall be sub-
mitted to the Administrator.

The apportionments made by the Bureau of the Budget will be trans-
mitted by the Office of the Administrator to the constituent agencies.

CONTROI O' APPROPRIAIED FUNDS AND ADIiINISTRATTVE EXPENDIIURES

Covcrogc

The following paragraphs shall apply to all appropriations and other
authorizations made available to eonstituent agencies from the General
and Special funds of the Government, and to all statutory limitations
for administrative expenses plaeed on Business Enterprise or Revolving
funds available to such agencies.
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Administrolivo Control Under Apportionmenl3

The head of each constituent agency shall designate in writing the
official responsible for the allotment of funds. The latter shall be
responsible for limiting allotments or other authorizations within the
amounts apportioned and to levels compatible rryith assignments of pro-
gram responsibilities consistent with the need for providing effective
and efficient control over apportionments. He shall designate allottees
and each person so designated shall restrict obligations and expenditures
to the amounts available in the respective allotments issuecl to him, and.
shall insure that funds allotted to him are obligated or expended only
under the terms of the allotment clocument and with the approval of
properly authorized officials. fn those instances where an allottee is
authorized to suballot funds, such suballotments shall not exceed in
total the amount available in the parent allotment, anil the suballottee
shall restrict obligations and expenditures to the amounts available in
such suballotments. Before obligations or expenditures are incurred,
appropriate authorization or approval shall be secured from the person
to whorn the funds therefor are allotted (or suballotted). Allottees (or
suballottees) shall be responsible for obligations and expenditures
authorized or approved by them.

AII such allotments and suballotments of funds shall be made a part
of the formal accounting records of the eonstituent agencies and these
records shall currently reflect the status of such funds. Any official
having authority to incur obligations ancl commitments or rnake expencli-
tures against constituent agency funds shall be responsible for the
prompt transmission of all obligation, commitment, and expenditure
dbcuments to the official responsible for maintaining the accounts.

The head of each constituent agency shall designate in writing the
official responsible for maintaining the formal accounts. Such official
shall maintain or supervise the maintenance of accounts and records of
all funds of the constituent agency, including the allotment accounts,
an<l shall publish periodic reports showing the status of the various
appropriation, apportionment, allotment, and suballotment accounts.
IIe shall be responsible for notifying the allottee and other appropriate
officials when it appears, from data available to him, that the allotment
is likely to be exeeeded.

Control of .Apportionmenl3 Consisting of All or Psrt of Ertimoted Reimbursemmts.
Tronsfers, ond lncome

Allotments or other authorizations to ereate obligations or make
expenditures shall not be in excess of the amounts apportioned. 'When-

ever estimated reimbursements, transfers, income, etc., have been in-
eluded in the amounts apportioned, obligations or expenditures shall not
exeeed the amounts whieh will actually be realized.

The total amount allotted from each funtl or appropriation must not
exeeed the cumulative amount apportioned for use through the end of
the current periotl. This does not preclude the issuanee of annual allot-
ment adviees with appropriate limitations to give effect to periotlie
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apportionments. However, where apportionments are based in whole
or irr part on estimated reimbursements, transfers, income, etc., the
amount available for allotment may be less than the amount apportioned
for use through the period, since it may not be certain that all of the
estimated reimbursements, transfers, income, etc., will be realized.. In
such cases, the unrealized items shall be analyzed to determine what
assurance there is that the estimated amounts for such items will
actually be earned, and the amount available for allotments should then
be established accordingly. Generally, for reimbursements expected
from other Federal agencies, a firm agreement with the contracting
agency authorizing specific performance will constitute sufficient assur-
anee that the reimbursement will actually be realized. For estimated.
receipts from non-Federal sources, each constituent agency shall d.evelop
and include in its instruetions appropriate stand.ards governing the
allotment of anticipated receipts. These instructions shall specify how
the amount available for allotment is established, who is making primary
allotments, and horv it is assured that allotments are kept within the
available amount.

Administrctive Control for Purposes Other Thon Apportionmenls

In addition to the allotments and suballotments established for the
purpose of controlling apportionments, it may be desirable to establish
further administrative controls for purposes other than apportionments.
When such a need exists, classifications or sub-divisions below appor-
tionment control levels may be established.l In such cases, although the
provisions of Section 3679 are inapplicable, the classiffeations shall be
specifieally provided for, and distinguished from allotments and sub-
allotments, in instructions issued to supplement this Section.

Classifications or sub-divisions of allotments and suballotments set
up pursuant to the previous paragraph may be issued to administrative
officials by either the allottee or the allotter. Such classifications or
sub-divisions may be in terms of personnel ceilings or other authoriza-
tions or may be operating budgets for speciffc purposes other than
apportionment control.

When dollar amounts are used in such classifications or sub-divisions,
the reeipient should be advised that, while deviations from administra-
tive limits are not subject to Section 3679, Revised Statutes, as arnended,
they will be subject to administrative review and such action as may be
appropriate under the circumstances.

Although an over-obligation or over-expenditure of such a classiffca-
tion or sub-division does not itself constitute a violation of Section 3679,
Revised Statutes, as amended, an obligation or expenditure in excess of
the allotment or suballotment frorn which the classification or sub-
division is derived rvould constitute a violation of that Section. It is
essential, therefore, that an adequate system of reporting on interual
control be prescribed. This system must provide the allottee or subal-
lottee with timely information on the status of the classiffcations or
sub-divisions below the allotment or suballotment level.
-lSJ6"";"ion of the Comptroller General 8-132861, October 4, "1957 (3?-220), to the
Ifousing and llome Finance Administrator.
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CONTROT OF PROGRAI'I FUNDS

Covcroge

The following paragraphs shall apply to all program funds. For the
purposes of this regulation, these include all funds available to con-
stituent agencies other than those defined in the first paragraph under
" Control of Appropriated Funds and Administrative Expenditures, "
above.

Administrotive Conrrol Under Appodionments

The expenditure of program funds shall be limited by the head of
the constituent agency to the amounts available under apportionments
made by the Bureau of the Budget. It shall be the responsibility of the
Controller or other duly designated official to maintain such records as
are rlecessary for the proper control of program funds under appor-
tionments, to provide internal reports at least monthly ou the status of
such funds, and to inform the head of the eonstituent ageney whenever
it appears, from data available to him, that the apportionment is likely
to be exceeded. Program funds may be allotted whenever needed to
secure efleetive eontrol, anal under sueh circumstances the Controller
or other designated official shall prepare and issue sueh allotments
within the amount available under apportionments. 'When program
funds are allotted, it shall be the responsibility of each allottee
to restrict program expenditures to the amount available under his
allotment.

VIOTAI]ONT AND REPORIS

Under the provisions of Section 3679, Revised Statutes, as amended,
and Bureau of the Budget Circular No. A-34, Section 15, which describes
the violation and information to be reported on violations, the following
responsibilities are assigned :

(1) Any employee having knowledge of any violation shall immedi-
ately report such violation to the offieial designated in the follow-
ing subparagraph.

(2) The head of the constituent agency shall designate in writing an
offieial who shall be responsible for determining and immediately
informing the head of the constituent agency of all violations of
Section 3679, Revised Statutes, as amended, or of these regu-
lations.

(3) The head of the constituent agency shall promptly submit after
diselosure of a violation, a report to the Administrator setting
forth the information required. under Bureau of the Budget
Circular No. A-34, Section 15.

(4) The Administrator shall furnish to the President, through the
Director of the Bureau of the Budget, and the Congress, informa-
tion of violations as prescribecl by Section 3679, Revised Statutes,
as amended, and Bureau of the Budget Circular No. A-34, See-
tion 15.
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Section 2

GENERAL ACCOUNTING OFFTCE SURVEYS AND AUDITS AND
RELAIED ADMINISTRAIIVE REPORIS

?uRtosE

The Geueral Accounting Office, during the conduct of surveys or
audits of iocal housing authorities, local public agencies, and EIIFA
Central and Regional Offices, writes letters of inquiry to the Adminis.
trator and heads of constituents requesting written responses to quos-
tions of fact or policy, or both. When the audits are completed the
General Aecounting Office prepares proposed reports and sends eopies
to the Administrator and the appropriate constituent for revier and
comments. Upon return of the proposed reports and HHFA comments,
the General Accounting Office prepares and submits final audit reports
to the Office of the Administrator for distribution.

This Section establishes a uniform policy and procedure for cou-
sideration of these letters of inquiry and the audit reports, including
where appropriate, the initiation of follow-up action and the subsequent
filing of a statement of views and results with the Bureau of the Butlget
as required by Bureau of the Budget Circular No. A-50.

POUCY

General Accounting Office reports, although varying in form and
scope, often contain independ.ent reviews of executive branch operations
as well as significant findings. In some cases, suggestions and recom-
mendations are offered for changes in laws, policies, methods, and
procedures.

Findings, suggestions, and recommendations in the reports will be
given careful consideration by the respective constituents. The Agenoy
is not obliged to accept these findings, suggestions, and recommenda-
tions. However, systematic consideration of the reports should. result
in constructive action on every recommendation where such action is
appropriate from the viewpoint of the executive branch. The head of
each constituent shall provide for the systematie consideration of all
General Accounting Office reports on the work of his constituent-both
those on which Ageney statements are required to be submittetl to the
Bureau of the Budget and those additional General Accounting Offiee
reports on whieh Ageney statements are not required. 'When review in
the constituent indicates that action would be appropriate, the head of
the constituent shall promptly initiate such action.

PTOCEDURE

I-.retters of inquiry anct audit reports will be reviewed by tho Office of
the Deputy Administrator for the purpose of (1) evaluating the sig,
nificance of the principal findings for the Administrator where the
findings werr&nt such action, (2) aclvising the constituent concerned
of any speeial interest the Administrator may have in the matter, and
(3) eonferring, rvhere necessary, t'ith the OA Compliance Division.
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Two copies of all proposed commuuications from OA officials and the
heads of constituents replying to letters of inquiry or commenting on
audit reports shall be sent through the OA Audit Division to the Deputy
Administrator, for clearance. These responses will be examined to
assure that (1) the Ageney position is consistent, (2) the replies are
pertinent and responsive, and (3) the Administrator is kept informqd,
about matters on which he may be questioned by the General Account-
ing Office, the Bureau of the Budget, and. Congressional committees.'Where the General Accounting Office requests a reply to a letter of
inquiry by a specific date, and the reply cannot be macle within the
peiiod sp6ciffed, a letter of acknowledgiment should be written by lhe
addressee to the General Accounting Office explaining the situation and
ddvising approximately when the reply will be received. Where no
specific dafe is mentioned for a reply-, every effort should be made to
reply as soon as possible, and, where the reply cannot be made within
30 days;'an explanatory letter should be dispatched to the General
Accounting Office similar to that indicated above. A copy of the
ac}:rrowledgement should be sent to the Deputy Administrator.

By agreement, the Housing and Home Finance Agency is committed
to comment to the General Accounting Office on drafts of final audit
reports within 30 days. Constituents' proposed comments on these
drafts shall be submitted for clearanee to the Office of the Deputy Atl-
ministrator 10 days prior to expiration of the 3O-tlay period.

Unless specffic request is made for thern; copies of incoming letters
from the Cleneral Accounting Offiee need not be forward.ed to the Offiee
of the Administrator with the responses.

rEPORllt Olt lnP[EMEt{rAnOil OF GAO AUDtr nECOfriXIENDAilOilS

Final GAO audit reeommendations and the Ageney's comments on
them shall be analyzetl by the constituents to determine the items on
which IIIIFA comments indieated that action rvould be taken.

3U!'IIISSION' TO flIE IUREAU OF IHE BUDCET

The Administrator is required to comment to the Bureau of the
Budget on GAO reports addlessed to the Congress, to a Congressional
committee, or to the Administrator by the Comptroller General within
60 days of the formal transmittal to the Agency.

Comments are not required on reports addressed to subordinate offi-
cials of the Agency, or iransmitted by subordinate offieials of the Gen-
eral Accouuting Office, unless speeifically requested by the Bureau of
the Budget, or when none of the points mentioned below is applicable
to the report.

Commeuts, in the form of a memorandum from the head of the con-
stituent to the Administrator, shall be submitted in an original and
5 copies to the Deprrty Administrator within 50 days after formal'trans-
mittal of the GAO report. The Audit Division will prepare the trans-
mittal letter to the Director of the Bureau of the Budgef for the signa-
ture of the Administrator.
?a* 2 5/25/59
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Comments shall cover the following points regarding the General
Accounting Offiee report:

(1) If specific recommendations to the Presidcnt, to the Congress, or
to the Bureau of the Budget are included in the report, the
comments should indieate Agency views on them and state what
events, if any, have taken place with respect to the subject con-
cerned since the time the report was prepared.

(2) If the report contains financial statements which are accom-
panied by a qualified audit opinion, or a disclaimer of opinion-
as distinguished from an unqualified opinion-that they fairly
present the financial position and results of operations, the com-
ments should. explain the steps being taken to remove the iliffi-
culties insofar as they are within the power of the Agency to
correct.

(3) If the report indicates a violation, the comments should state
the Ageney's views thereon, and if a violation of law is estab-
Iished, state what is being done to prevent recurence. If atltti-
tional Agency action is required (as in the case of violations of
the Antideficiency Act, Section 3679 of the Revised Statutes, as
amended), the comments should indicate the status of action in
this respect.

(4) If the report contains significant findings or recommendations
to the Agency, the comments should give a brief statement of
Agency views on them and the current status of the matter. It
will not be necessary to eover those findings where the report
itself indicates that sufffcient corrective action has been taken.

The comments required above relate to the actual report, not to pre-
liminary drafts. However, where the final report and the preliminary
draft are substantially the same, copies of the eomments to the General
Accounting Office on the draft may be submitted to the Bureau, but
Bureau of the Budget Circular No. A-50 also requires the submission
of any of the additional data required above. If such copies are used,
a transmittal memorandum from the head of the constituent to the
Administrator shall be prepared including such additional data as re-
quired. Tf action is incomplete at the time the statement is made to
the Bureau of the Budget, a supplementary staternent should be mad.e
when the matters outstanding are disposed of. If more than one item
requiring action is pending, supplementary statements shall be made
as action is completed on each item.

SPECIF]C REPORIS TO MEMBERS OF CONGRESS AND CONGRESSIONAL COMTATIIEES

Occasionally Members of Congress antl Congressional committees
request the Administrator to express facts in writing on a General
Accounting Office report. In such cases the request will be referred
to the head of the eonstituent eoncerned, who will prepare a reply for
the signature of the Administrator in an original and 6 copies. The
Administrator will transmit 2 eopies to the Member of Congress or the
committee and 2 copies to the Bureau of the Budget pursuant to Bureau
of the Budget Circular No. A-50. Where the communication to the
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committee includes an expression of views on proposed or penaling leg-
islation, it will be subject to coordination and clearance in advance in
aecordance with regularly established procedures. Similarln where a
statement of Agency views deals with matters pefr&ining to other agen-
cies or with executive budget policies, 4 copies of the proposed eorlmu-
nication will be transmitted by the Atlministrator to the Bureau of the
Budget, for coordination in advance of transmittal to the committee.
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Section 3

RETIRE'IAENT FUND REPORTS

The Civil Service Commission requires annual submission of a
consolidated agency report on Standard Form 2807-2, Annual Sum-
marA of Retirement Fund, Transactions. The Director, Division of
Finance and Accounts shall be responsible for preparing and submitting
the consolidated report. The procedures herein are established to assure
his receipt of data needed for its preparation. As used herein, the
term constituent inchtdes the Office of the Administrator. For retire-
ment purposes, an intra-agency transfer is a transfer of an employee
between constituents of an agency in which his Ind,iuidual Bet,irement
Record,, Standard F orm No. 2806, is sent to the hiring constituent rather
than to the Civil Service Commission.

QUARTERTY REPORT OF INTRA.AGENCY IRANSFERS

The Civil Service Commission reconciles with its master accounts all
entries on the consolidated annual summary except those on lines 4A
and 8A which show intra-agency transfers as reported by the releasing
constituents and as reported by the hiring constituents. Since each
intra-agency transfer must be reported by both of the participating
constituents, the agency total on line 4A for transfers in must be the
same as that on Iine 8A for transfers out.

To simplify reeonciliation of these amounts and to loealize differ-
ences, the retirement officer of each constituent shall submit to the
Agency Retirement Officer for each calendar quarter a statement pre-
pared in accordance with Exhibit A. Reports should be submitted in an
original only by the end of the month following the close of the
quarter. Cumulative totals for the year shown on the fourth quarter
report shall be entered on lines 4.A. and 8A of the annual summary.

The retirement officer of each constituent shall be responsible for
obtaining and consolidating, as necessary, reports covering both the
central and field offlces, submitting only one report for the constituent
for each quarter. Any intra-agency transfer between a constituent's
field service and the field or central offiee of another constituent shall
be included in the quarterly reports and annual summary. Transfer
of an employee between the field and central offices of the same con-
stituent should not be includ.ed.

The quarterly reports should be prepared on the basis of Standard
Form 2807, Registers of Intra-Agency Transf ers, and. then proved
against the constituent's accounts. If the Agency Retirement Officer
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finds discrepancies between subtotals reported by two constituents, he
wiII request the retirement officers to reconcile their reports by refer-
ence to the intra-agency registers. Errors in such registers must be
corrected by issuance of revised registers to assure notification of every-
one concerned. Reports can be balanced only if transfers are processetl
during the same quarter by the two constituents coneerned. Special
care should be taken with respect to transfers made at the end of a
quarter to assure uniform treatment wherever possible. If an employee
is separated from one constituent on the last day of a quarter and
hired by another on the first day of the next quarter, the hiring con-
stituent should make special mention of the transfer on its report for
the previous quarter since it cannot be included thereon as a transfer-in
during that quarter.

ANNUAL SUMiAARY OT RETIREMENT FUND IRANSACIIONS

The retirement officer of each constituent shall submit to the Agency
Retirement Officer not later than March 1 of each year a report in an
original and one copy on Standard Form 2807-2, Annual Summarg
of Eet,irement Fund, Trq,nsactions, prepared in accordance with the
Retirement Aceounting Manual. An original and one copy of each
attachment also is required. It should be noted, however, that intra-
agency transfers in and out as reported by any one constituent will not
usually balance. Retirement Officers shall consolidate reports, as
necessary, from their central and fleld offices and submit only one
consolidated summary.
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Section 4

RECOVERY OF ERRONEOUS PAYMENTS TO EMPI.OYEES

These regulations govern the recovery of erroneous payments to
employees, pursuant to Public I'aw 497, 83rtl Congress, and. Butlget
Bureau Circular A-14, September 3, 1954. They were approved by the
Director of the Bureau of the Budget orr November 26, 7954.

OFFICE OF IHE ADIII}{ISIRAIOR

The OA tr'iscal Offieer, and in his absence the Deputy OA tr'iseal
Offieer, shall be responsible for the collection of erroneous payments to
employees of the Office of the Atlministrator in aecordance with the
procedure prescribed by these regulations.

Dctorninollon

Upon discovery of an erroneou$ payment to an employee a statement
of fact shall be prepared by the OA Fiscal Officer setting forth the
details of the transaction or situation which resulted in sueh ermneoru,
payment and amount due the Office of the Administrator.

The original of,the statement properly certified shall be sent to the
employee with a request that arrangements for settlement be made
within a speeiffed time limit. A copy of the statement and. of the request
shall be sent to the Director, Audit Braneh.

Cellcction

After the employee aecepts the statement of fact and the request
refened to in the preeeding paragraph, he and the OA X'iscal Offieer
shall jointly develop a plan for repayment either in a lump sum or,
if this would create a hardship, by schecluled deduetions from the gross
pay of the employee. Each installment deduetion shall be reasonable
in amount, and may not exceed two-thirtls of the gross basic eompeu-
sation of the employee for the pay period, if he is expected to remain
on aetive cluty during the period of time neeessary to repay his intlebtetl-
ness. The employee shall agree in writing to the schedule of deductions.

The amount of the indebtedness shall be collected in installments
dedueted from eaeh pay cheek for succeeding pay periods pursuant to
the sehedule refemed. to above.

If the anticipated period of employment will not perrnit eollection
through reasonable installments, or if employment should terminate for
any reason before the collection has been completed., the amount of the
indebtedness may be recovered from any subsequent payment ilue the
employee.

ff the employee does not answer the request referred to above within
the speciffetl time period the OA X'iseal Offieen shall so notify the
Assistant Administrator (Administration). Ee shall also notify the
employee of the appeal procetlure tlescribetl below.
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Appccl

If an employee disagrees with the statement of fact settiug forth the
amount of his indebtedness to the Offiee of the Administrator he may
appeal such finding in writing to the Assistant Administlator (Atlmin-
istiation). In the event the Assistant Administrator (Administration)
can not reconcile the difference he shall submit the facts, including the
employee's appeal, to the Administrator with a recommendation.

The collection of an erroneous payrnent shall not affect an employee's
right to claim a refund of the amounts deducted from his compensa-
tion or otherwise paid to the Office of the Administrator.

While an appeal is pending no deductions shall be mad.e from the
compensation of an employee, if it is anticipated that employmeirt will
continue for a period of time sufficient to recover the erroneous pay-
ment should the appeal be denied.

If employment is terminated or expected. to be terminated for any
reason while an appeal is pending, the amount of the indebtedness
shall be deducted from any payment due the employee, and heltl in
escrow by the Office of the Administrator until an official deterrrination
has been made.

TEDERAI HOUSING ADTilNEIRAIION

The Comptroller, and in his absenee the Deputy Comptroller, shall
be responsible for the collection of erroneous payments to employees
of the Federal Ilousing Administration in accordance with the pro-
eedure prescribed by these regulations.

Dotcrminotion

Upon discovery of an erroneous payment to an employee a statement
of fact shall be prepared by the Comptroller setting forth the details
of the transaetion or situation which resulted. in sueh erroneons pay-
ment and amount due the Federal Eousing Administration.

The original of the statement properly certified shall be sent to the
employee with a request that arrangements for settlement be made
within a speeified. time limit. A copy of the statement and of the
request shall be sent to the Director, Audit Division.

Cothaion

After the employbe aceepts the statement of fact and the request
referred to.in the preceding paragraph, he and the Comptroller shall
jointly develop a plan for repayment either in a lump illm or, if this
would. create a hardship, by scheduled deductions from the gross pay
of the employee. Eaeh installment deduetion shall be reasonable in
amount,. and may not exeeed two-thirds of the gross basic compensa-
tion of the employee for the pay period, if he is expeeted to remain on
aetive duty during the period of time necessary to repay his intlebtetl-
ness. The employee shall agree in writing to the sehedule of deductions.

The amount of the indebtedness shall be collected in installments
deducted from each pay check for suceeeding pay periods pursuant
to the'schedule referred. to above.

If the antieipated periotl of employrnent riliII not permit eollection
through reasonable in,stallments or if employment should terminate for
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any reason before the collection has been completed., the amount of the
indebtedness may be recovered from any subsequent payment due the
employee.

If the employee does not answer the request referr€d to above within
the specified time period the Comptroller shall so notify the Assistant
Commissioner for Atlministration. He shall also notify the employee
of the appeal procedure described below.

Appcot

If an employee disagrees with the statement of fact setting forth the
amount of his indebtedness to the Federal Ifousing Administration he
may appeal such finding in writing to the Assistant Commissioner for
Administration. In the event the Assistant Commissioner for Admin-
istration can not reconeile the difrerence he shall submit the faets,
including the employee's appeal, to the Commissioner with a recom-
mendation.

The collection of an erroncous payment shall not affect an employee's
right to claim a refund of the amounts deducted from his compensation
or otherwise paid to the Federal Ilousing Administration.

While an appeal is pentling no deduction shall be made from the
compensation of an employee, if it is anticipated that employment will
continue for a period of time sufficient to recover the erroneous pay-
ment should the appeal be denied.

If employment is terminated or expeeted to be terminated for any
reason while an appeal is pending, the amount of the indebtedness shall
be deducted from any payment due the employee, and held in escrow by
the Federal Itrousing Atlministration until an official determiuation has
been made.

PUBLIC HOUSINO ADIAINTSINAIION

Tho Comptroller, and in his absenee the Deputy Comptroller desig-
nated as Acting Comptroller, shall be responsible for the colleetion ol
erroneous payments to employees of the Public Housing Administration,
exeept employees paitl by the San Diego Area Office, in aecordance
with the procedure prescribed by this section.

The Special Fieltl Representative, and. in his absenee the Acting
Special tr'ield. Representative, shall be responsible for the collection of
erroneous payments to employees paid by the San Diego Area Office
and for otherwise performing the functions of the Comptroller as pre-
seribed by this Seetion. t

Datcrminolion

Upon discovery of an erroneous payment to an employee a statement
of faet shall be prepared by the Comptroller setting forth the details
of the transaction or situation which resulted in such erroneous payrnent
aud amount due the Public Eousing Administration.

The original of the statement properly certified shall be sent to the
employee with a request that arrangements for settlement be made
within a specffied time limit. A copy of the statement and of the request
shall be sent to the Director, Autlit Branch.
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Golhaion

After the employee aceepts the statement of faet atrd the request
referred to in the preceding paragraph, he and the Comptroller shall
jointly develop a plan for repayment either in a lump sum or, if this
would create a hardship, by schedule deductions from the gross pay
of the employee. Eaeh installment deduction shall be reasonable in
amount, and may not exceed two-thirds of the gmss basic compensa-
tion of the employee for the pay period, if he is expected to remain
on active duty during the period of time necessary to repay his in-
debtednes. The employee shall agree in writing to the schedule of
deductions.

The amount of the indebtedness shall be collected in installments
deducted form each pay check for succeeding pay periods pursuant to
the schedule referred to above.

If the anticipated period of employment wiII not permit collection
through reasonable installments, or if employrnent should terminate
for any reason before the eollection has been completed, the amount of
the indebtedne$s may be recovered from any subsequent payment due
the employee.

If the employee does not answer the request refemed to above within
the specified time period the Comptroller shall so notify the Assistant
Commissioner for Administration. Ife shall also notify the employee
of the appeal procedure described below.

Approl

If an employee disagrees with the statement of fact setting forth the
amount of his indebtedness to the Public Horising Adminisftation he
may appeal such finding in writing to the Assistant Commissioner for
Administration. In the event the Assistant Commissioner for Atlmin-
istration can not reconcile the difference he 'shall submit the facts,
including the employee's appeal, to the Commissioner with a reeom-
mendation.

The colleetion of an enoneous payment shall not afreet an employee's
right to clain a refund of the amounts deducted from his compensation
or otherwise paid to the Public Housing Administration.

While an appeal is pentling no deductions shall be made from the
compensation of an employee, if it is anticipated that employment will
contilue for a period of time sufficient to recover the erroneous payment
should the appeal be denied.

If employment is terminated or expe&ed. to be terminated. for any
reason while an appeal is pending, the amount of the indebtedness shall
be deducted from any payment due the employee, and held in escrow
by the Public Ilousing Administration until an official determination
has been made.

FEDERAI NATIONAI IiORTGAGE ASSOCTATION

The Controller of the Federal Nationbl Mortgage Association, and in
his ahsence the Acting Controller, shall be responsible for the collee-
tion by erroneous payments to employees of the Association in accord-
ance with the proeedure prescribed by these regulations.
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Dotorminotlon

Upon discovery of &n erroneorxl payment to an employee a statement
of fact shall be prepared by the Controller setting forth the iletails of
the transaction or situation which resulted in such eroneous payment
and amount due the Association.

Tho original of the statement properly eertified shall be sent to the
employee with a request that arrangements for settlement be made
within a speeified time limit. A copy of the statement antl of the
request shall be sent to the Chief Auditor.

Collcction

After the employee accepts the statement of faet and the request
referred to in the preceding paragraph, he and the Controller shall
jointly develop a plan for repayrnent either in a lump sum or, if this
woultl create a hardship by seheduied deductions from the gross pay
of the employee. Each installment deduction shall be reasonable in
am.ount, and may not exceed. two-thirds of the gross basic compensation
of the employee for the pay period, if he is expected to remain on active
duty during the period of time neeessary to repay his indebtedness.
The employee shall agree in writing to the schedule of deductions.

The amount of the indebtedness shall be collected in installments
dedueted from each pay check for succeeding pay periotls pursuant
to the sched.ule referred to above.

If the anticipatecl period of employment will not permit collection
through reasonable installments, or if employment should terminate
for any reason before the collection has been completed, the amount of
the indebtedness may be recovered from any subsequent payment due
the employee.

If the employee does not answer the request referred to above within
the speeified time period the Controller shall so notify the Vice Presi-
dent of the Assoeiation. He shall also notify the employees of the
appeal proeed.ure described below.

Appcol

If an employee disagrees with the statement of fact setting forth the
amount of his indebtedness to the Association he may appeal such
finding in writing to the Vice President. In the event the Yice President
can not reeoneile the differenee he shall submit the facts, inelutling the
employee's appeal, to the President of the Association with a recom-
mendation.

The colleetion of an erroneous payment shall not affect an employee's
right to elaim a refund of the amounts deducted from his compensation
or otherwise paid to the Association.

'While an appeal is pending no deductions shall be made from the
compensation of an employee, if it is anticipated that employment will
continue for a period of time sufficient to recover the erroneous pay-
ment should the appeal be denied.

If employment is terminated or expected to be terminated for any
reason while an appeal is pentling, the amount of the indebtetlness
shall be dedueted from any paynent due the employee, and held in
escrow by the Association until an official determination has been made.
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Sectlon 5

FICA TAX DEDUCTIONS

Internal Revenue Bulletin #4, issued January 25, 1954, contains
Revenue Ruling 54-40 as follows:

" Cost-of-living allowances, paid to certain civilian employees of
the Government of the Unitetl States stationed outside the United.
States, are not'wages'subject to the withholding of income tax
at the source under section 7622 of the Internal Revenue Code.
Whether such allowanees are 'wages' subject to Federal employ-
ment taxes is to be determined, under section L420(e) of the Code,
by the head of the Government agency involved.. "

In aocordance with seetion 1420(e) of the Internal Revenue Code
(Section 3722 of. the Internal Revenue Code of 1954) it has been deter-
mined (1) that cost-of-living allowances paid to civilian employees of
the Housing and IIome Finance Agency stationed outside the con-
tinental United States or in Alaska &re not "wages" subjeet to X'etleral
employment taxes, and (2) that payments which are compensatory in
nature, such as a "post differential" paid to employees for service at a
post where eonditions of environment have been deemed to warrant
the payment of additional compensation as a recruitment incentive,
&re "wages" and therefore subject to Federal emplo;rment taxes. Thus,
the status of the cost-of-living allowance and of the post diferential
for purposes of the Federal Insurance Contributions Act is the same
as for purposes of income tax withholding, i.e., the costof-Iiving ellow-
ance is not subject to either of the two taxes and the post difrerential
is subject to both of them.

ttlrl'f, ?olo r
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Section 6

FINANCIAL REPORTING REQUIRE'iAENTS

Section 1311 of the Supplemental Appropriations Act, 1955, as
amended, provides among other things, that:

(1) Obligations shall consist only of speciffed types of items, all of
which shall be supported by documentary evidence. (7 GAO
2510.20(a) ).

(2) Reports on obligations shall be certified by certain designated
officials to the head of the agency. (7 GAO 25L0.20(c) ). 7 GAO
2520.40 prescribes the format to be used. for the certifications to
the Administrator.

(3) The head of each Federal agency shall designate the officials who
shall certify the annual reports.

(4) The head of the agency shall certify to the Bureau of the Budget
in connection with budget submissions as required in Section 21
of Budget Bureau Cireular A-11. This certification wiII be based
on the individual certifications described above.

The Director Divisiou of Finance and Accounts shall be responsible
for the preparation of the certifications by the Administrator of the
Housing and Home Finance Agency and shall retain the indiyidual
certifications in his fiIes. The following procedures are established for
carrying out this activity.

APPROPRIAIED FUNDS

Two copies of the certiffcation of the Administrator shall be sent to
the Director, Division of Finance and. Accounts together with one copy
of Standard Form 133 prepared as of the end of each fiscal year. This
method of certiffcation shall be used for all aceounts which are reported
to the Treasury Department as required by Treasury Circular 965.

REVOTVING FUNDS

The reports on the following accounts shall be in the form of a state-
ment of financial condition under the concepts of Treasury Circular
966:

(1) Public enterprise funds
(2) Intragovernmental revolving funds
The reports for these funds shall consist of one copy of Standard
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Form 220 "Statement of tr'inancial Condition" supported by appro-
priate schedules as required for obligations and obligated balances
listed in 7 GAO 2510.20(a), together with two copies of the certification
to the Administrator.

The certifications to the Bureau of the Budget by the Atlministrator
are required to be submitted as early as possible and in no event later
than November 1 of each year. For this reason the certifications
required above must be submitted to the Direetor, Division of Finance
and Accori,-rts no later than October 15.

ATIOCATIONS FROIIA OTHER AGENCIES

Allocations under the control of the spending agency shall be certi-
fied to the agency from rvhich the funds were advanced no later than
September 1.

DESIGNATION OF CERTIFYING OFFICIATS

The follo'wing of6cials of the HIIFA are designated to make the
certification prescribed in 7 GAO 2520.402

Offrce of the Administrator-Director, Division of Finance and
Accounts

Federal Housing Administration-Comptroller
Public Housing Administration-Comptroller
Federal National Mortgage Association-Comptroller
The responsibility for making such certifications may not be redele-

gated, but it may be exercised. by persons acting in the place and stead
of the officials designated above during their absence.

The certifications and signatures may appear either on the state-
ment itself, on the separate exhibit of footnotes in the case of revolving
funds, or on a separate sheet. Both copies of the certifications shall
be manually signed except that in cases in which photographic copies
of the statements are submitted the photograph of the original signa-
ture will suffice.

OBIIGAT]NG PROCEDURES

Procedures for recognizing and recording obligations and liabilities
shall contain adequate provisions to assure full complianee with Section
1311(a) of the Supplemental Appropriations Act, 1955.
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Section 7

ANNUAL PRETIMINARY BUDGET ESTIMATES

The purpose of this procealure is to provide for the orderly develop-
ment, reyiew, and consolidation of the annual preliminary budget esti-
mates in such manner as to assure that the Administrator's recom-
mendations reflect the best information available from antl the best
judgment of the eonstituents and OA divisions with operating func-
tions.l

PURPOSE OF ANNUA1 PRETIMINARY BUDGET ESflMATES

Annual preliminary budget estimates are made in the Spring of
each year to provicle the President rvith advance estimates of the
receipts and expenditures of the Government during the fiscal year
for which the President's next butlget will be prepared, and to permit
the establishment of broad limits for programs of the Government
during such fiseal year.

The Ilousing and Home Finance Administrator is requiretl to furnish
to the President, through the Bureau of the Budget, recommend.ations
as to the scope, content, rate of progress and cost of the Government's
housing and community development program for the coming year, and
estimate the effect of that program upon the Federal butlget.

APPIICABIUTY

This procedure applies to each constituent agency, constituent unit,
antl OA division with operating functions.l

GENERAL BUDCET POUCY

The Atlministrator will inform each Commissioner and division
head, by memorandum, of such general butlget policies and. require-
ments pertaining to annual preliminary butlget estimates as may be
adopted by the President and the Bureau of the Butlget.

rt,RI,I AND CONTEI{r OF PRBITTTNARY BUDGET EsTITTIATES

Each constituent and OA operating division will submit annually,
by a date to be established by the Director, Budget and Organization
Staff, the original and two copies of estimates of program actiyity
for the fiseal year next following the year beginning on July 1. Mem-
orandums will be submitted to the Administrator through the As-
sistant Administrator (Administration) and will be signed by the
head of the constituent or operating division. The estimates will
include-

(1) A concise statement of the eeonomic and program assumptions
upon which the estimates are based. This statement will discuss
pertinent factors bearing upon program operations, such as (a)

-t 
oA- dioiuiors to which the procedure epplies include the Compliance Divicioa, Comuity

Disposition Stafr, YEIMCP, and such other units as may bo specifcally inalic&ted lrom time
to timo by the Director, Budget anil Organization Staff.
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the assumed level of new housing starts, (b) the price and avail-
ability of mortgage financing or tax-exempt flnancing, (c) the
demantl for assistance unaler Ageney programs, antt (tt) the
general level of program operations (e.g., number and amount of
Ioans, proportionate share of total market, ete.).

(2) A coneise statement of assumptions underlying the estimates
with regard to (a) pending appropriations legislation, (b) pro-
posed supplemental estimates, (c) pending substantive legis-
lation. With regard to the latter, the statement shoultl identify
which of the pending substantive proposals have been tleter-
mined to be in aecord. with the program of the President ancl
indicate the Commissioner's or division head's judgment of the
probable chanees of passage of each major item, whether in
accord with the program of the President or not so in accord.

(3) An outline of legislative proposals having a signifieant butlg-
etary impact whieh, in the judgment of the Commissioner or
division heati., should be considered for inclusion in the Agency
legislative program to be propose<l to the next session of the
Congress, together with a brief statement of the probable cost
thereof during the fscal year for which estimates are submitted.

(4) Estimates of key workload tlata (applications received, com-
mitments unclertaken, units started, etc.), administrative and
nonadministrative expenses, new obligational authority, and
net budgetary expenditures. These estimates, separately iden-
tifietl as existing legislation, pending legislation, and proposeil
legislation, will be summarized on forms to be prescribetl by
the Direetor, Budget and Organization Staff. Each submission
will also includ.e an estimate of employment at the end of eaeh
calendar quarter during the periotl considered.

The Budget and Organization Staff shall provide eaeh constituent
and operating division with such further information and assistance
as may be neeessary in the preparation of estimates

ADM]NISTRATORS REVIEW

All preliminary budget estimates will be revie'w,ed and consolidated.
by the Budget and Organization Staff. Obvious differences in method
and approach between constituents rvill be reconciled. where such action
can be taken without referenee to the Administrator.

The HHFA General Counsel shall be furnished with each submission
and shall prepare such comments and further information on pending
and proposed legislation as he deems necessary. The Assistant Admin-
istrator (Plans and Programs) shall be furnished with each submis-
sion and shall prepare such comments and further information on
economic and program assumptions as he deems necessary. Comments
and further information prepared in accordanee with this paragraph
shall be furnished to the Budget and Organization Staff for incorpora-
tion in the summaries and agenda required by the following paragraph.
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ADIiINISIRATOR,S BUDGET REVIEW BOARD

There is established the Atlministrator's Butlget Review Board,
to consist of the Deputy Administrator as Chairman, the Assistant
Administrator (Administration) as Vice-Chairman, the General Coun-
sel, and the Assistant Administrator (Plans and. Programs). The Di-
rector, Budget and Organization Staff, shall serve as advisor to the
Board and shall prepare summaries of the estimates and agenda for
the Administrator's Budget Review Board. Summaries and. agenda
relating to programs for which he is responsible shall be furnished
to each Commissioner and division head prior to his meeting with
the Board.

The Board will establish a schedule for meeting with eaeh Commis-
sioner and division head to ascertain such additional facts and inter-
pretations as it deems necessary for its review. The Boartl will prepare
summaries of budget estimates together with its recommendations for
the Administrator.

ADMINISTRATOPS DETER vIINATION

The Atlministrator will determine, with the advice and. assistance
of the Budget Review Board, coordinated Agency-witle economic and
legislative assumptions and program limits which will constitute the
basis for aII Agency preliminary budget estimates to be submitted to
the Bureau of the Budget. Each Commissioner and division head will
be notified by memorandum of the Administrator's determinations.

APPEAL
-Within 3 days following dissemination of the Administrator's tleter-

minations, any Commissioner or division head may appeal to the Atl-
ministrator for a retletermination of any substantive matter related to
the programs for which he is responsible.

REVIS]ON OF PRETIMIT.IARY BUDGEI ESIIMATES

Each constituent and operating clivision will revise its preliminary
budget estimates to conform with the Administrator's statement of
budget assumptions and program determinations and submit such re-
vised estimates to the Atlministrator. The Budget and Organization
Staff will review the revised estimates for consistency with the Atl-
ministrator's determinations and will consolidate the estimates into
Agency-wide estimates in such form as requested by the Bureau of
the Budget. Revised estimates shall be submitted by a date to be fixed
by the Director, Budget and Organization Staff.

REVIEW OF ESIII\AATES BY THE BUREAU OF THE BUDGEI

If the Bureau of the Budget requests ailditional data antl advice and.
assistance during its review of the Agency estimates, the Budget and
Organization Staff will secure necessary information from the ap-
propriate constituent or operating division. fn those cases where the
pressure of time will not permit advance consultation with the affeeted
eonstituent or operating d.ivision, the information may be given to the
Bureau of the Budget with subsequent advice to the constituent or
division.
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DISSEMINAIION OF PRESIDENTS DEIERTIAINATIONS

Following the President's determination of the amounts which he
has fixed as ceilings and targets for the Agency budget, these ceiling
and target figures wiII be allocated. among the constituents and operat-
ing divisions by the Administrator. Ceilings antl targets as so deter-
mined and allocated shall constitute the maximum amounts within
which regular budget estimates may be submitted in the FaIl, unless
a larger amount is specifically authorizetl by the Administrator.

FIXING OF DAIES FOR ACTION

The Director, Budget and Organization Staff is authorizetl to es-
tablish, by memorandum, the specific dates and time periods provided
for in this procedure. Other specific requirements may also be adjusted
in the same manner, to the extent made necessary by instructions issued
by the Bureau of the Budget.
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Section 8

ANNUAL REPORT ON FEDERAT AID TO STATES

Treasury Department Circular No. 1014, dated August 8, 1958,
requests an annual report on Federal Aid to States, classified by States,
Territories and other political subdivisions, to be submitted to the
Treasury by no later than September 30 of each year, elassified as
follows:

Part A. Direct grants-in-aid to states and local units
Part B. Federal aid paSrments to individuals, ete., within the states

Part C. Shared revenues

Part D. Grants-in-kind
The requested information will be used for the annual report of the

Secretary of the Treasury.

The Director, Division of Finance and Accounts shall be responsible
for preparation of the Agency report from the information supplied to
him by those constituents which administer grant type programs.
Inasmuch as the Treasury requires that the report be submitted by
September 30 of each year, the required information from each
applicable constituent shall be submitted, in triplicate, to the Director,
Division of Finanee and Accounts by September 20.
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Section 9

DEPOSIT AND PAYMENI OF UNCTAIAAED MONEYS

Under previous regulations, claims submitted for amounts which had
been deposited by administrative agencies in the Trust Fund Receipt
Aecount 8881 Ilnclaimed. Moneys of Individuals Whose Whereabouts
are Unknown (Name of Individual) were settled by the Claims Division,
General Accouuting Office.

Hereafter, any valid claim for the payment of such amounts shall be
processed through the Treasury Department, without settlement action
by the Geueral Accounting Office, in accordance with 7 GAO 4060 and
the procedures set forth below.

DEPOSTTS IAADE PNIOR IO JUIY I. 1960

Pursuant to Paragraph 3 of the Comptroller General's Circular Letter
8-142380, dated March 24, 1960, the records pertaining to deposits of
$1.00 or more made in the receipt aceount 868881 prior to July 1, 1960,
by the Office of the Administrator, the Fed.eral Housing Administra-
tion, and the Public Housing Administration, have been delivered. to
this Agency by the General Accounting Ofifice and such records will
remain in the custody of the Office of the Administrator.

Claims for such deposits shall be forwarded to the Assistant Adminis-
trator (Administration), Attention: Division of Finance and Accounts.
The Division of Finauce and Accounts will verify the amount of the
claim against the deposit records and, if proper, process it for payment
from the related expenditule account 20X8881 Payment of Unclaimed
Moneys, maintained by the Treasury Department or, if of questionable
validity, refer it to the Claims Division, General Accounting Office.

DEPOSITS i,rADE ON AND AFIER JULY l, 1960

At least onee each year, any unclaimed amounts due individuals
whose whereabouts are unkno'lvn, which have been held in the trust
and deposit fund accounts for more than one year, shall be transferred
by S.F. 7087, Vouclter and, Sched,ule of Wi,thdrawals and Cred,its, as
follows:

(1) Amounts of $1.00 or more shall be trausferrecl for credit to the
Trust Fund Receipt Account 868881 Unclaimed Moneys of In-
dividuals 'Whose Whereabouts are Unknown (Name of Indi-
vidual), in accordance with 7 GAO 4060.60. The receipt accolrnt
symbol shall be suffixed to identify the applicable agency; that
is, (01) Office of the Administrator, (03) Public Housing Ad-
ministration, and (09) Federal Housing Administration. Aty
claims submitted for such transferred amounts shall be verifi.ed.
by the applicable agency against its deposit reeords and, if
proper, processed for payment. If there is any question of doubt
as to the validity of a claim, it shall be referred to the Claims
Division, General Accounting Office.
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(2) Amounts of less than $1.00 shall be transf,erred. for credit to the
General Fund Receipt Account 861060 Forfeitures of Unclaimed
Money and Property in accordance with 7 GAO 4060.50 and the
receipt account symbol shall be suffixed to identify the agency
as shown in (1) above.

Since the processing and certification of claims against the expendi-
ture account 20X8881 is 'Washington Office operation and since all
such payments will be made through the Treasury Department, Wash-
ington, D. C., a Regional or Field Office shall forward any inquiry with
respect to such claims to its Central Offiee.

PROCESSING CTAIi/IS FOR PAY'\AENI

Claims shall be processed for payment on S.F. 7166, Vottcher and
Sched,ule of Payments, prepared in accordance with Paragraph 3 of
Treasury Department Circular No. 1047, dated July 13, 1960 and
certified by the Authorized Certifying Officer or alternate locatetl in
the appropriate agency's Central Office, who has been designated for
this purpose in accordance with Paragraph 2 of the Treasury Circular
and Paragraph 4 of the Comptroller General's letter 8-142380. In
spite of the instructions in 7 GAO 5050.70, it has been determined from
the General Accounting Offiee that basie vouchers (S.F. 1034) will not
be required, if sufficient information is included on S.F. 1166 for
inscription on the check so that the payee can identify the check.

The certified original and three copies of the Voucher and, Sched,ule
of Pallments shall be submitted directly to the Treasury Department,
Bureau of Accounts (AD:BB), Washington 25, D.C., where arrange-
ments will be made for payment from account 20 X 8881. After payment,
one copy of S.F. 1166 with paid information shown thereon will be
returned to the address designated. by the agency which submittecl the
Voucher and, Sched,ule of Payments.
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Section I

DETER'TAINATION OF INTEREST RATES BY THE ADMINISTRATOR

Under certain lending programs administered by OA, URA, and
CFA, the Administrator is required to make annual or semi-annual
determinations of interest rates to be chargetl. The provisions of law
governing the establishment of such interest rates is related in each
ease to interest rate determinations of the Secretary of the Treasury.

The following procedures shall govern the processing of documents
in connection with the Administrator's determination of interest rates:

(1) Letters from the Secretary of the Treasury advising the Housing
and Home Finanee Administrator of the rate determined by the Secre-
tary in aecordanee with statutory requirements, will be referred to the
Director, Division of Finance and Accounts.

(2) The Director, Division of Finance and Accounts shall advise the
appropriate constituent Commissioner of the rate so established.

(3) Upon receipt of this information, the eonstituent Commissioner
eoncerned shall make a recommendation to the Administrator with
respect to the interest rate to be charged borrowers during the next
annual or semi-annual period. This memorandum shall be accom-
panied by a memorandum for the signature of the Administrator in-
forming the Commissioner of his interest rate determination. These
memorandums shall be routed through the Assistant Administrator
(Administration), the Assistant Administrator (Program Policy), and
the General Counsel.

(4) In addition to copies required by the eonstituent concerned,
copies of the memorandums recommending and making interest rate
determinations shall be sent to the Assistant Administrator (Adminis-
tration), the Assistant Administrator (Program Policy), the General
Counsel, and the Director, Division of Finance and Accounts.

(5) The constituent administering the lending program for which a
new interest rate determination is made by the Administrator shall be
responsible for initiating advice of sueh determination to the HHFA
Regional Offices and prospective borrowers.
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Section 2

SE'III.ANNUAI DETERMINATION OF INTEREST RAIES

Under the provisions of the Housing Act of 1949, as amended, the
Administrator is required. to make a semi-annual determination of the
interest rates to be charged Local Public Agencies for advances and
for temporary and definitive loans. The Act provides that the interest
rate so charged shall be not less than the going Federal rate, which
is established semi-annually by the Secretary of the Treasury.

fn carrying out these provisions, the following procedure shall
govern:

(1) Letters from the Secretary of the Treasury advising the Hous-
ing and Ilome Finance Administrator during the months of
June and December of each year of the going Federal rate to be-
come efrective on JuIy 1 and January 1, will be refened to
the Agency Accounting Officer.

(2) The Agency Accouuting Officer shall advise the Urban Renewal
Commissioner and the Assistant Administrator (Administra-
tion) of the going Federal rate so established.

(3) Upon receipt of this information, the Urban Renewal Com-
missioner shall make a recommendation to the Administrator
with respect to the rate or rates to be charged for the advances
and. loans provided for in Sections 702 (a), (b), aud (tl) of
the Housing Act of 1949, as amended. This memorandum shall
be accompanied by a mcmorandum for signature of the Ad-
ministrator informing the Commissioner of his determination
of the interest rate for the six-month period. These memoran-
dums shall be routecl through the Assistant Administrator
(Administration) and the Assistant Administrator (Plans and
Programs).

(4) The Administrator's action on these recommendations should
be taken not later than the effective date of the new rates, i.e.,
July 1 and January 1 of each year.

(5) Copies of the memorandum refleeting the Atlministrator's ac-
tion shall be sent to the Urban Renewal Commissioner, the
Assistant Administrator (Administration), the Assistant Atl-
ministrator (Plans and Programs), the Chief Counsel, Urban
Renewal Administration, the Agency Accounting Officer, and
the OA Fiseal Officer. The Urban Renewal Administration
shall be responsible for initiating adviee of the determination
to HIIFA Regional Offices.

The Assistant Administrator (Ailministration) is responsible for
HHFA liaison with the Treasury Department in interest rate matters,
antl requests for information from or conferences with Treasury De-
partment officials on this subject should be made through him.
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Section I

DOMESTIC TIAIERIATS R,EQUIREfrIENTS

This Section goyerDs restrietious on the use of foreign artieles, ma-
terials, and sttpplies imposed pursuant to provisious iu contracts of ihe
Housirrg and Home Finance Agency and its constituents iu accordance
with certain statutor.y requirements.

BUY.AMENICAN ACI

The Act of Mareh 3, 1933, 47 Stat. 1520, 4l LrSC 10a, 10b, 10c and
10d, commonly known as the Buy-American Aet, requires that tr'ederal
departments and independent establishments use, with certain exeep-
tions, domestic artieles, materials and supplies and provides, in part,
that:

Ever;- eontract for the construetion, alteration, or repair of any pub-
lic building or public work r in the United States growing out of an
appropriation * * * shall contain a provision that in the performance
of the work the eontraetor, subcontractors, material men, or suppliers,
shall use only sueh unmanufactured artieles, materials, and supplies
as have been mined or produeed in the United States, and only such
manufaetured articles, materials, antl supplies as have been manu-
factured in the United States substantially. all from artieles, mate-
rials, or supplies mined, produced, or manufactured, as the ease may
be, in the United States except as provided in Section 10a of this
title: Proa'i,iled,, howeaer, That if the head of the department or
independent establishment making the eontract shall fintl that in
respect to some particular articles, materials, or supplies it is im-
practicable to make such requirement or that it would unreasonably
increase the cost, an exception shall be noted in the specifieations
as to the particular article, material, or supply, and a publie record.
made of the findings which justified the exception.
The intent of the above with respect to that part preceding the words
"Provided, however" is elarified by 41 USC 10d which provides that
it:

* * * shall be regarded as requiring the purchase, for public use
within the United States, of articles, materials, or supplies manufac-
tured in the United States in suffieient and reasonably available com-
mercial quantities and of a satisfactory quality, unless the head of
the department or independent establishment concerned. shall deter-
mine their purchase to be inconsistent with the public interest or
their cost to be unreasouable.

There shall be no imposition of administrative or contractual require-
ments by the Housing and Home Finance Agency or any of its con-
stituents, restricting the use of any foreign articles, materials, and. sup-
--I-frbli" 

use, public building, anil public work aro definetl by tho Act to me&n uso by, pubtic
building_of, antl public 1york of,_ the, Unite_tl States, tho Diltrict of Columbia, Ifawaii, Alaeka,
Puerto Ric.o, {me1ic-an_ S-amoa, the Canal Zone,.and-the. Virgin Islands. United States meani
&ny pl&ce in the Unitetl States or Eubject to its jurisiliction.
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plies in any non-Federal work, facility, or project for which Federal
aid is provided, unless required by law.

The imposition of such requirements is presently required by law in
connection with Federal aid contracts of the Public Housing Adminis-
tration. In addition, the Buy-American Act is applicable to Agency
acquisitions and Federal construetion contracts, including specifically:

Community Facilities Administration-Federal eontraets under the
school construction program ;

Federal Housing Administration-Federal contracts for the repair
and rehabilitation of properties aequired by FHA.

DEIERiTINATION OF EXCEPIIONS

Iu atltlition to the provisions of the Buy-American Act for deter-
mining when that Act is applicable, certain supplemental conditions and
procedures are prescribed in Executive Order No. 10582 of December
17, 1954 (f9 F.R. 8723), including the following;

Sec. 2 (a) For the purposes of this order materials 1 shall be con-
sidered to be of foreign origin if the cost of the foreign
prod.ucts used in such materials eoutributes fifty per
centum or more of the cost of all products used in such
materials.

(b) * : .* the -bitl or offer-ed price of materials of domestic- origin shall be deemed to be unreasonable, or the pur-
chase of such materials shall be deemed to be inconsistent
with the public interest, if the bid or ofrered price thereof
exeeeds the sum of the bid or offered. price of like ma-
terials of foreign origin and a differential computed as
provided in subsection (c) of this section.

(c) The executive agency concerned shall in each instance
determine the amount of the differential referretl to in
subsection (b) of this seetion on the basis of one of the
following-described formulas, subject to the terms thereof :

(1) The sum determined by computing six per centum of
the bid or offered price of materials of foreign origiu.

(2) The sum determined by computing ten per centum of
the bid or offered price of materials of foreign origin
exclusive of applicable duty and all costs incurred.
after arrival in the United States: provided that
when the bid or offered price of materials of foreign
origin amounts to less than $25,000, the sum shall be
tletermined by computing ten per centum of such
price exclusive only of applicable duty.

Sec. 3 Nothing in this order shall affect the authority or responsi-
bility of an executive agency:

' (a) To reject, any bid or offer for reasons of the national in-
terest rot described or referred to in this orderl or

(b) To place a fair proportion of the total purchases with
-ff-"-ored in this otiler, the term "n0steriels,, incluiles articles tnil supplios.
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small business coneerns in accordance with sectior 302(b)
of the Federal Property and Administrative Services Aet
of 1949, as amended, section 2(b) of the Armed Services
Procurement Act of 1947, as amended, and section 202
of the Small Business Aet of 1953; or

(c) To. reject a bitl or offer to furnish materials of foreign
origin in any situation in which the domestic supplier of-
fering the lowest price for furnishing the desired mate-
rial undertakes to produce substantially all of such ma-
terials in areas of substantial unemployment, as deter-
mined by the Secretary of I-abor in accordanee with such
appropriate regulations as he may establish and during
such period as the President mey determine that it is in
the national interest to provide to such areas preference
in the award of Government eontraets: Provided, that
nothing in this section shall prevent the rejection of a bitl
or offered price which is excessive; or

(it) To rejeet any bid or offer for materials of foreign origin
if such rejection is necessary to protect essential national
security interests after receiving advice with respeet
thereto from the President or from any officer of the Gov-
ernment designated by the President to furnish such
adnice.

Sec. 5 I I * In &ny case in which the head of an executive agency
proposing to purchase domestic materials determinm that a
greater differential than thot provitleil in this order between
the cost of such materials of domestic origin and materials of
foreign origin is not unreasonable or that the purehase of
materials of domestic origiu is not inconsistent with the pub-
lic interest, this order shall not apply.

If, at any time, a determination is made under section 5 of Executive
Order No. 10582 by a constituent, a written report of the facts of eaeh
case shall be submitted through the Office of the General Counsel, Ilous-
ing and Home tr'inance Agency, to the Administrator for signature.
Such reports must be submitted in sufficient time to permit the Admin-
istrator to forward the report to the Presid.ent through the Director
of the Bureau of the Budget within 30 tlays after the determination
has been made.

FAI]URE TO COrrlPl,Y WIIH IUY-AIiiERICAN ACt PROVlSlollS 1

If at any time, a sonstituent fintls that in the performance of a con-
tract subject to aud containing a Buy-American Act clause there has
been a failure to comply with such provisions, the constituent shall
report such findings, including the name of the contractor obligatetl
und.er such contract, in writing to the Administrator. The report shall
be forwarded through the Office of the General Coulsel, Ilousing and.
Ilome Finance Agency. The Atlministrator shall then make such find-

I The terms of the following two parsgraphs shsll not be applicable to tho troilorelly-aidoil
low-ront houiag progtam administered by the Public Ilousing Administrotion, oxcept thrt ths
Public Eoushg Administlstion sholl advi$e tlte OA Compliance Division ol sll violatiotrB ol
Buy-Americen pmviriols lmposeil pur8u&nt to Soction 6(c) oI the Uniteil States Eousing Act
of 1937, as smend.ed..
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ings public in conformity with the statutory requirement. A copy of
the report shall be furnished to the OA Compliance Division.

Under the provisions of 41 USC 10b, no other contract for the con-
struction, alteration, or repair of any publie builtling or public work in
the United States or elsewhere shall be awarded to such contractor, sub-
contractors, material men, or suppliers with which such contractor is
associated or affiliated, within a period of three years after such finding
is made public.
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Section 2

PHYSICAL INCTUSION OF CONTRACT TABOR STANDARDS

STIPULATIONS IN SUBCONIRACTS

The lT. S. Department of Labor in a memorandum to all agencies
administering statutes referred to in 29 CFR, Subtitle A, Part 5, has
ealled attention to the faet that in many instanees the contract stipula-
tions specified in Seetion 5.5(a)(6) of Regulations, Part 5, are not
being physically included in all subcontracts as required by the Regula-
tions. The memorandum points out that: " This practiee has occasionetl
serious and costly violations on the part of many subcontractors and
could. result in the imposition of sanetions as to the contractors as well
as the subcontractors involved. "

Section 5.5 (a) of the Regulations provides that : " The Agency Ileatl
shall eause or require to be inserted in any contract subject to the
labor stand.ards provisions of any of the acts listed in $ 5.1 the follow-
ing stipulations or any modifications thereof to meet particular needs
of the agency if first approved by the Department of Labor: 't {' *."
Seetion 5.5(a) (6) provitles that: "The contractor will insert in each
of his subeontraets the provisions set forth in stipulations (1), (2),
(3), (4), (5), antl (7) hereof * * it." According to the Department
of I-iabor, ineorporation by reference does not constitute compliance
with this Section of the Regulations.

In accordance with the foregoing, addressees having programs falling
within the scope of the above are requested to take appropriate measures
to assure strict compliance with this requirement. In this eonnection,
the Department of Labor suggests that provisions be made to have this
contraetual requirement explained in detail in the course of precon-
struction eonferenees as well as in any preconstruction letters issuecl to
prospective contraetors.

The Department of Labor memorandum also states that contractors
who subcontract by means of purchase orders or other informal-type
contract forms will be considered in compliance with Section 5.5(a) (6)
provided. that they attach eopies of the appropriate labor standards
clauses to the subcontract, and provided. also that the subcontractor
acknowledges receipt of the labor standards clauses in writing to the
contractor awarding the subcontract.
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Secion I

usE oF HHFA, CFA, OR URA tN FATSE ADVERTTSTNG

OR REPRESENTATION, CLAIAA, OR FIRM NAME

This Section calls attention to the statutory limitations upon the
use of thc name of the Housing and Home Finance Agency or any
agency of the Government (which would. include the Community
Facilities Administration and the Urban Renewal Administration)
in false atlvertising or representations, in certain claims as to Federal
requirements, or as a firm name, and prescribes procedures for han-
dling any apparent violations.

18 U.S.C. $ ?09, as amended, provid.es in pertinent part:
ttW'hoever uses as a firm or business name the words tElousing and.
Ilome Finanee Ageney', 'Federal Housing Administration', 'Federal
National Mortgage Association', or 'Public Housing Administration'
or the letters 'FI{A' or any combination or variation of those words
or the letters 'FHA' alone or rvith other words or letters reasonably
calculated to convey the false impression that such name or business
has some conneetion with, or authorization from, the Housing and
Ifome Finance Agency, the Federal Housing Administration, the
Federal National Mortgage Association, the Pub1ic Housing Ad-
ministration, the Government of the United States or any agency
thereof, which does not in fact exist, or falsely elaims that auy
repair, improvement, or alteration of any existing structure is re-
quired or recommentletl by the Housing aud Home Finance Agency,
the Federal Housing Administration, the Federal National Mort-
gage Association, the Public Ilousing Administration, the Govern-
ment of the United States or any agency thcreof, for the purpose of
inducing any persou to enter into a contract for the making of sueh
repairs, alterations, or improvements, or falsely advertises or falsely
represents by any device whatsoever that any housing unit, project,
business, or protluct has been in any way endorsed, authorized., in-
spected, appraised, or approved by the Housing and llome Finance
Ageney, the Federal Housing Administration, the Federal National
Mortgage Association, the Public Ilousing Administration, the
Goverument of the Unitetl States or any agency thereof r * *.
"Shall be punished as follows: a corporation, partnership, business
trust, association, or other business entity, by a fine of not more than
$1,000; an officer or member thereof participating or kuowingly
aequiescing in such violation or any individual violating this section,
by a fine of not more than $1,000 or imprisonment for not more than
one year, or both r r r.
"A violation of this section may be enjoiued at the suit of the Unitetl
States Attorney, upon complaint by any duly authorized represent-
ative of any department or agency of the United States."
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The Department of Justiee is responsible for enforcing the penal
provisions of 18 U.S.C. $ 709, but under the last paragreph of the
statute the agency involved may request that the United States
Attorney institute an injunetion action.

Any apparent violation of 18 U.S.C. $ 709 uotieed by an employee
shall be reported. to the appropriate constituent unit or OA office head
where a program is involved or to the Office of General Counsel where
use of the name of the Housing and Home Finance Agency is involved.
Such report shoultl include, if possible, the name and address of the
person or firm involved; a description of the advertising, representa-
tion, or claim constituting the apparent violation; the place and
time (s) of the apparent violation ; an exhibit such as the broehure, pam-
phlet, circular, or newspaper clipping in which any written false
statement was made; and any information which would intlicate
whether or not the person or firm knew. of the existence of the statu'
tory prohibition.

The appropriate constituent unit or OA ofice head shall review the
information submitted and shall take one of the following actious:

(f) If it is a first apparent violation and the facts indicate that the
violation was unintentional, the case shall be referred to the
General Counsel with a recommendation that a warning letter
be issuetl.

(2) It the apparent violation oceurred after the issuanee of a prior
warning letter, or if the facts fail to iudicate that the violition
was unintentional, the case shall be referred to the Compliance
Division for investigation to determine whether it is a proper
case for referral to the Department of Justice for consideratiou
of civil antl/or criminal proseeution.

The Office of General Counsel shall be responsible for issuing any
letters warning of possible violation of the provisions of 18 U.S.C.
$ 709. Copies of such letters will be provided to the constituent unit
or OA offiee head concerned and the Compliance Division.

Pogo 2 t /15/s8

I



Policies ond Proceduret of the Adminictrotor
Port {. Generol Progrom Administrotion
Chapter 3. Generol

4€.3

Section 3

GUIDETINES FOR HHFA PROGRAMS IN COIiA'IAUNITIES
EXPERIENCING ECONOMIC DETERIORATION

There are a number of comururrities rvhich have experierlccd sr)rious
economic stagnation or declinc. Such communities pose a serious prob-
lern in the administlation of IIIIFA programs. So that applications
from these places may be processed on the basis of consistent asstlmp-
tions, this sectiort pror-ides a procedure for establishing Agency-l'ide
grridelines.

Fr:equently these are sruall corrlrnunities ol towns which have been
experiencing substantial losses in population arrd rvhere prospects for
economic revitalizntiorr ale not bright. Examples of such communities
are those whose econonry is predicated uporl rlatural resources, such as
eoal or oil, rvhere the local supply is being exhausted rapidly, or local
produetiorl is incleasingly operating at a competitive economic disad-
vantage u'ith other areas. Also, there are slnall agrieultural trading
centers rvhich cannot compete rvith larger centers nearby.

fn such cases, tlre f<lllou'ing procedure should be employed:
1. \Yhere a constituent field director is processing an application for

program assistance in such a locality and has significant cloubts
about the economic feasibility of the requested aid, he should
bring this to the attention of the HHFA Regional Administrator.
The HHFA Regional Administrator will communicate with other
IIHFA constituent field directors to ascertain rvhether they have
active or contenrplated programs in the same locality and have
similar concerns over the future of the area.

If there is general c()ncerl) over tlre future of the area. the
HHFA Regional Administrator rvill arrange for an economic base
or comprehensive background study s,hich would provide a
common frame of reference for over-all Agency policy.

This study should be prepared in sufficient detail to substautiate
a reasonable projection of the future economic life of the area. It
should also include an appraisal of the local efforts for eeonornie
betterment whieh may be under way or contemplated, as well as
activities under Federal or State programs direeted toward this
end.

The HHFA Regional Administratorrvill utilize the services of
his Regional Economist, and also may caII upon the constituent
agencies for information and for staff assistance in conducting
such studies.

3/28/62 Pose I
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.t-3.3 Guidelines for HHFA Progroms in Communities

Experiencing Economic Delerioration

2. \\rhere a corrrl)runity has been clcsigrratetl as cligiblo under the
Area Redevelopment Act, a prelilninary over-all ecouomic develop-
ment plan usually wiII have been approved aud should be utilized
in the study. The OA Offiee of Program Policy will obtain lists of
localities having snc} plans and malie the lists available to the
Regional Administrators.

Agene.y programs shoukl coopc-rrat<' in tlrese local efforts to thc
maximum extent practical, where the loeality shou,s promise of
developing an effeetive program torvarcl ittrproving economic
eonditions. Iforrever, the approval of an o\r,r-all economic cle-
velopment plan does not elirninate ju<lgments requiretl of HHFiA
lrith respect to over-all development prospects and the feasibility
of inclividual projects.

3. llpou completion of the ecolrornic base strrtly, thc I{IIFA Regional
Administrator rvill consult'lvith constitucnt agency fielcl directors
to formulate recommendations for an AgencS,-1vifle position on
the extent and type of ITHFA aids to be made available.

The HHFA Regional Aclministrator anrl/or the field clirector of
the constituent which is considering the program application in
question slrould eonsult, therever possible, u.ith offieials of the
loeality to explain, in rather general tcnns, the problems raised.
by the study. Loeality offieials shoul<l be given an opportunity to
discuss possible local programs l,lri<,h are intended to overeome
the problems revealecl in the survey. The aclequacy of ancl prog-
ress under these progratns shoulc.l be evaluatecl. The IIIIFA repre-
sentatives should make as effective a presentation as possible of
the long-run eonsiderations rrhieh the Agcncy must evaluate.

In light of eonclusions reachecl at snch meetings, the HHFA of-
ficials will subseqnently process tlre affected applieations in the
customary manner.

4. It should be kept in mitcl that thc Agerrc-v has a rtsporrsibility to
do all it possibly can to improve the lrousing and living conditions
of all people. At the same time, it should also be unclerstood that
in processing applications for specific projeets, the lirnitations
discerned as a result of the eeonomic base stur]1. 6qs; be given clue
rT'eight.

ff the demographie and economic factols indicatc a continuing
significant decline of the locality and, therefore, only a limited
need for nerv horsing, an application involving ne\\r housing, com-
munity facilities, or other HHFA-aidecl projects 'rvoulrl have to
be moclified. In some cases, this may result in the approval of
smaller size projects than lroulcl otherwise be approvecl. In other
cases, it may be feasible to tlevelop progr"ams for the rchabilitation
of existing housing for an intcrmediate term of years, for the use
of demountable units, or other short.term housing or public iin-
provement programs.

?age 2 3/28/62

?



-

Poliries ond Procedures of the Administrotor
Pqrt 4. Gonerol Progrom Adminirtrotion
Choprer 3. Generol

43-a

Section 4

COORDINATING BOARD FOR
RESEARCH, STUDY, AND DEAAONSTRATION ACIIVITIES

The Cloordinating Board fol Research, Stucl)', arrd Denronstration
Activities serves to preveut duplieation, assure optimurn use of fuucls,
arxl enable coordinatc,(l appropriatit)n reqrrests 'with rL'spcret to alI
Agencl, programs involving resealchr studies, and dt'rnoustrations.

Tlre Boarcl is cornposetl of the Assistarrt llrnilistrator' (Prograrn
Policy), as Chairman, aud a reJ)res(.lrtative of eacll coustitueut aucl
the Office of Transporttrtiorr.

ACIIVITIES INCTUDED

Program activities 'r'ithin the purvicrv of the lloartl irrcluclt, the
follo'r,r'ing:

(1) IJrban Studies arrd Housing Researclr.
(2) Lorv-Incomc, Ilousing Dernonstration Grarrts.
(3) Urban Ileneu'al Dernonstration Grarrts.
(4) Open Space Studies.
(5) Ilrban Transportation Dernonstration Grauts.
(6) FHA Experimental Housing aucl Technical Studies.
(7) Other contract research or study activities, such as contracts

for speeial statistics or surveys s,ith the Bureau of the Ceu.-
sus, contract studies related to land uses, or others u'hich
have significance fol more than orle progralrl.

PROCEDURE

The Board lvill establish guidelines for. the areas of program ac-
tivity. Proposed projects of a research, study, or clemonstration rra-
ture till be reviewed by the Board before they are approved. The
Board wiII meet with sufficient frequency to a'r'oid undue delay in
clearance of a project.

2/20/53 PcAc I



Policics ond Proccdurcr of rhc Adminictrotor
Porl 4. Gcnrro! Progrom Adminirtrotion
Choptcr 3. Gcnsrsl

4.3.5

Section 5

ADP PTANNING COiT}TITTEE

In about three years the Agency wiII move into a new building, aud
for the first tirne all constituents wiII be housed under oue roof. A
necessary, common-sense step at that time will be to provide a single
data processing facility to serve the needs of the Agency. Although the
exact nature aud characteristics of such a data processing center cannot
be forecast now in detail, it seems clear that our present planning
should take account of the technical resources and requirements of the
FHA tlata processing center, which at present is the most highly devel-
oped data processing facility in the Agency. It would appear, therefore,
that any steps in this area which are proposed to be taken during the
period before the move to the new building should be reviewed on a
broad basis to assure that future problems in converting to a singie
facility will be foreseeu and avoided or minimized.

ESIABTISHIIAENT OF CO'IAMITTEE

To assist in meeting these objectives, there is cstablished an ADP
I'lanning Committee representing each constituent and the OA to ad-
vise the Assistant Administrator (Administration), so that he in turn
can advise the Administrator and. Commissioners concerning the devel-
opment of plans affecting the Agency-wide use of computer facilities.
Any substantial changes in present arrangements for data processing
should be discussed in advance with the Committee to assure that the
maximum benefts of unified ilata hantlling can be realized by the
Agency.

fiIEMBERSHIP OF COIAMIITEE

The ADP Planning Committee is composed of the Assistant Ad-
ministrator (Administration) and representatives designated by each
of the constituent Commissioners and the Assistant Administrator
(Program Policy). The Assistant Administrator (Administration)
shall serve as permanent chairman, but may tlesignate co-chairmen from
time to time as subject matter or convenience may require.
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Section 6

UTITIZATION OF AGENCY ASSETS

It is the poiicy of the HHFA that acquired properties and other
physical assets under the control of the Agency or any of its constitu-
ents be used to the greatest advantage of Agency programs without
regard to constituent lines. Any such physical assets shall be made
available for consideration and review in conneetion with any program
of the Agency in which they might have potential usefulness. For
example, no grant, lean, or guarantee should be made for acquisition,
construction, or improvement of real property in a locality where real
property is already held by any IIIIFA constituent unless the Agency-
held property has first been considered to ascertain whether it would
meet the need. Decision as to utilization of such physical assets shall
be mad.e so as to achieve the greatest benefit to the Agency as a'whole,
at the same time realizing the fair market value of the property for
the fund and/or constituent of which the property is an asset.

Each constituent shall be responsible for the development and. co-
ordination of proced.ures for applying this policy to the specific pro-
grams for which it is responsible.
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Section I

FOREIGN CORRESPONDENCE CONCERNING HOUSING

Each year many requests for information on various aspects of
housing, such as construction, building materials, planning, and
financing, are received. from foreign countries. The bulk of these are
directed to the Office of International Housing of the Office of the Ad-
ministrator I however, a number of these requests are received by the
constituents. This Section prescribes the proeedure applicable in han-
dling the latter group of requests.

PROCEDURE

Requests that are received. by constituents may be referred imme-
diately to the Office of International Ifousing for reply. When appro-
priate and desirable, a reply for interim aclcrowledgment may be made
by the eonstituent; or the Office of International Housing may be re-
quested to prepare the reply.

fn cases where it is believed that a direct reply may be more expedi-
ent and. desirable; the Office of International Housing should be con-
tacted by telephone, prior to the reply, so that the reply ean be as com-
plete and serve as many purposes as po$sible. Such contact should be
made with the Doeumentation Officer, extension 4077.

The following example is illustrative of the benefits u,hich carr result
from such a coordinated reply. A request from a Latin American coun-
try might ask for specific information. l,[aterials in Spanish responsive
to this request (possibly translations of United States publications)
might exist and these materials would probably be knorvn to the Office
of International Housing. The help this would render the correspondent
is obvious. Or in atltlition to transmitting some information, it might be
possible to refer the correspondent to a local library or other institution
which might have additional materials on the subject. On other oe-
casions the correspondent might be referred. to a foreign Mission of the
International Cooperation Administration for additional assistanee.
On the other hand, if the request comes from an educational, public or
commercial institution, an exchange of publications might be arranged.
so that the United States would receive information of interest and
benefit to it.

Copies of acknowledgements and replies by constituents should be
sent in every case to the Office of International llousing.
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2. DESIGNATION OF ACTING ASSISTANT ADIIIINISTRATOR
(AD'IAINISTRATION)

[29 F.R. 13288, 9-24447

The officer appointed. to the position of Director, Division of Budget
and Management, Of;fice of the Administrator, Housing and Home Fi-
nance Agency, is hereby designated to serve as Acting Assistant Ad-
ministrator (Administration) during the absenee of the Assistant
Administrator (Administration), with all the powers, functions, and
duties deiegated or assigned to the Assistant Administrator (Admin-
istration).

This designation supersedes the desiguatiou of Acting Assistant Ad-
ministrator (Administration) dated May 3, 1951.

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of September 15, 1964.

Robert C. Weaver
Housing aud Home tr'inance Administrator
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3. DEIEGATION OF AUTHORIIY TO DESIGNATE ACTING REGIONAL
ADMINISTRATOR AND OTHER ACTING REGIONAT OFFICERS

[27 F.R.4319]

Each Regional Adrninistrator of the Housing and Home Finance
Agcncy is hereby autl.rorized rvithin his Region to designate the regional
officer(s) or ernploye(r(s) lvho shall serve as Aeting Regional Aclminis-
trator during the abseuce of the Regional Administrator, or as Acting
head of an orgauizational unit of the Regional Office during the absenee
of the head of the unit, with aII the powers, functions, and duties
delegatecl or redelegated or assigned to the position of Regional Ad-
rninistrator or heatl of the unit, respectively.

This delegation supersedcs the delegation to Regional Administrators
effective April 1, 1960 (25 F.R. 3428, 4/20/60).

Effective as of the 4th day 
", inr* ,JUr.

Robert C.'Weaver,
Housing and Home Finance Administrator

t
rD
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4. DESIGNATION OF ATTESTING OFFICERS

[28 F.R. r2538 rt/27/53)

Emily A. Amor, Mary F. Dennis, Rosalind S. Jamison, and Elizabeth
D. Tihany are hereby designated Attesting Officers for the Office of the
Administrator, Housing and Home Finance Agency, and each is au-
thorized to affix the seal of the Housing and Home Finance Agency to
such documents as may require its applieation and to certify that
eopies of any books, records, papers, or other documents are true copies
of those in the files of the Office of the Administrator, Housing and
Home Finance Agency.

This designation supersedes the designation efrective March 7, 1963
(28 F.R. 2242, 3/7 /1,963).

(62 Stat. 1283 (1948), as amended by 64 Stat. 80 (1950), 12 U.S.C.
1701c)

Effective as of the 26th tlay of November, 1963.

Robert C. Weaver
Ilousing and Home Finance Administrator
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5. DESIGNATION OF ACTING COMMUNITY FACILITIES COM'IIISSIONER

[3O F.R. 97t, r-29{5]

The officers appointed to the follorving listed positions in the Com-
nrunity Facilities Admirristration, Ilousing ancl Home Finance Agerrcy,
are hereby designated to serve as Acting Comrnunity Facilities Commis-
sioner during the absence of tlre Oommunity Facilities Commissioner,
rvith all the pou,ers, functions, aud duties delegated or assigned to the
Cornmissioner, provicled that rro officer is authorized to serve as Acting
Uommunity Facilities Cornrnissiouer unless aII other offieels whose titles
precede his irr this designation are unable to act by reason of abserrce:

1. Deputy Comrnunity Facilities Commissioner.

2. Assistant Commissioncr for Program Development.

3. Assistarrt Commissiorrer for Managernent Control.
4. Assistarrt Corrimissioner for Operations and Engiueering.
5. Chief Counsel.

This designation supersedes the designatiorr effeetive July 27,7964
(29 F.R. 10632, July 30, 1964).

(62 Stat. 1283 (1948), as amended by 64 Stat. 80 (1950), 12 U.S.C.
1701c)

Effective as of the 29th day of January, 1964.

Robert C. Weaver
Ilousing and Home Fiuaucc Administrator
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6. DELEGAIION OF AUTHORITY IO REGIONAL AD'IIINISIRATOR, REGION
VI, TO DESIGNATE AN ACIING DIRECTOR FOR NORTHWEST OPERA-
TIONS, REGION VI

127 F.*.. 28587

The Regional Administrator, Region VI (San Francisco), Housing
and Home Finance Agency, is hereby authorized to designate by posi-
tion title the Regional offieer or officers who are to serve as Acting
Director for Northwest Operations, Region VI, during the absence of
the Director, with all the powers, functions, and duties delegated or
assigned. to the Director.

This delegation revokes paragraph 1, and supersedes paragraph 2, of
the delegation effective August 12,7957 (22 F.R.5783, July 19, 1957).

Effective as of the zSth lav i inul"r,, rgoz.

Robert C. Weaver
Ilousing and llome Finance Administrator
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(Ofiiccr)

Federal Housing Commissioner
Public Housing Commissioner
President, Federal National Mort-

gage Association
Assistant Administrator (Atlmin-

istration), Office of the Admin-
istrator

7. DETEGATION TO CONSTIIUENT HEADS AND ASSISTANT ADIIAINI$
IRATOR (ADMINISTRATION) WITH RESPECT TO PURCHASE OF
SURETY BONDS COVERTNG CIVIIIAN OFFICERS AND EMPTOYEES

[20 Fcd. Rrs. 8733]

Each of the following officers within the Housing and Eome Finance
Agency:

(Gonrtitucnt Agcncy or Oficc)

X'ederal Ifousing Administration
Public lfousing Administration
tr'ederal National Mortgage As-

sociation
Office of the Atlministrator, in

cluding Regional Offices of the
Housing and Ilome Finance
Agency

is hereby authorized:

1. To execute the powers and functions vested in the Housing and
Home Finance Administrator (as head of an indepentlent establish-
ment) under the provisions of Public l-,aw 323, 84th Cong. (69 Stat.
618,6 U.S.C. 14), and regulations issued pursuant thereto, with re-
spect to the purchase of blanket, position schedule, or other types of
surety bonds eovering civilian officers and employees under the juris-
diction of such designated officer, as shown above, who are required by
law or administrative ruling to be bonded.

2. To redelegate any of the authority herein delegated to one or more
officers or employees uuder the jurisdiction of such designated. offieer
as shown above. * * *

Effective as of the 1lth day of November, L955.

Alrnnr M. Cor,o,
Housing and Home F inance Administrator

a
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I
\

8. REDETEGATION TO FEDERAL HOUSING CO'IT}IISSIONER AND PUBI.IC

HOUSING COrYtl,tlSSlONER OF CERTAIN AUTHORITY TO USE TITLE ll!
OF THE FEDERAI PROPERTY AND ADMINISTRATIVE SERVICES ACT
OF 1949, AS A'ITENDED

127 r.n.59t5l

The Federal Housing Commissioner and the Public Housing Com-
missioner each is hereby authorized:

1. To utilize the provisions of Title III of the Federal Property
and Administrative Services Act of 1949 (63 Stat.393), as amended,
41 U.S.C. 251, when procuring property and services, except the
nondelegable authority to make the determinations or decisions specifled
in paragraphs (12) and (13) of section 302(c) and the authority
under paragraph (11) of section 302(c) with respect to contracts
which rvill require the expenditure of more than $25,000. This authority
shall be exercised. in accordance with applicable limitations and require-
ments of the Act, particularly sections 304 and 307, and policies,
procedures, limitations, controls, and. reporting requirements prescribed
by the General Services Administration.

2. To redelegate to any officer or employee under his jurisdiction
any of the authority herein delegated except that under paragraph (11)
of section 302(c).

This redelegation supersedes the redelegation efrective March 10,
7959 (24 F.R. 5434, July 3, 1959).

Effective as of March 26, tg6*2.

Robert C.'Weaver
Housing and Home Finance Administrator
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9. REDELEGATION OF AUTHORITY TO USE TITTE III OF THE FEDERAT
PROPERTY AND AD,IIINISTRATM SERVICES ACT OF 1949

127 F.R. 59721

Each of the follorving officers within the Housing and Home tr'inance
Agency:

Community Facilities Commissioner

Director, Division of General Services, OA
Director, Property Management Branch, OA
Executive Officer, Division of General Services, OA
HHFA Regional Ad.ministrator
Regional Director of Community Facilities
Director for Northrvest Operations, Regiorr VI

is hereby authorized to utilize the provisions of Title III of the Federal
Property and Administrative Services Act of 1949 (63 Stat. 393), as
amended 41 U.S.C. 251, when procuring property and services, except
the nondelegable authority to make the determinations or d.ecisions
specified in paragraphs (12) and (13) of section 302(c), and. the au-
thority under paragraph (11) of section 302(c) with respect to con-
tracts rvhich wiII require the expenditure of more than $25,000. This
authority shall be exercised in accordance with applicable limitations
and requirements of the Act, particularly sections 304 and 307, and
polieies, procedures, Iimitations, controls, and reporting requirements
prescribed. by the General Services Administration.

This redelegation supersedes the redelegation effective March 10, 1959
(24 F.R. 5768, July 18, 1959).

Effective as of March za, tiez. 't

Rosrnr C. Wpavnn
Ilousing and Home Finance Administrator
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IO. DESIGNATION OF ACTING DIRECTOR, COI,I,YTUNITY DISPOSITION
PROGRAIII

[28 F.R. r95]

The Assistant to the Director (Comrnunity Disposition) is hereby
designated to serve as Acting Director, Community Disposition Pro-
gram, during the absence of the Director, Community Disposition Pro-
gram, t'ith all the po\r'ers, functions, and duties delegated or assigned
to the Director.

This designation supersedes the designation effective April 8, 1960
(25 F.R, 3052,4/8/60).

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 10th day of December 1962.

Robert C. W-eaver
Housing and flome Finance Administrator
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I I. REDETEGATION OF AUTHORIW AND DETEGATION OF AUTHORIW
UNDER THE AREA REDEVETOPMENI ACT

l. Red,elegation to Commu,nity Facilities Commissioner anil HHPA
Regional Administrators witll, Respect to Loans and, Grants for Pu,blic
Facilities.

a. The Community Facilities Commissioner is hereby authorized:

(1) To carry out the provisions of Sections 7 and 8 of the Area
Redevelopment Act (Pubtic Law 87-27,42 U.S.C. 2506 antl 2507) by
performing the following functions :

(a) Making loans and grants after express authorization by the
Secretary of Commerce;

(b) Determining that loans mad.e under Section 7 of the Act are in
compliance lvith the requirements of Sections 7(a) (2), 7(a) (3),
7(a) (4), 7(b), and 7(d) :

(c) Determining that grants made under Section 8 of the Act are in
eompliance rvith the requirements of Sections 8(a)(2) and 8(c) of the
Act; that there is little probability that such projects can be und.ertaken
rvithout the assistance of a grant under Seetion 8; and that the amount
of any grant under Seetion 8 for a project does not exceed the difference
between the funds which can be practieably obtained from other sources
(including a loan under Section 7 of the Act) for such project and
the amount which is necessary to insure the completion thereof ;

(d) Exercising the po\yers, duties, and functions vested in the Secre-
tary of Commerce by Sections 19 and 21 of the Act irr connection with
any loans or grants proposed to be made under Section 7 or 8 of the Act.

(2) To exercise in carrying out the foregoing redelegations the
powers, cluties, and functions vested in the Secretary of Commerce by
Sections l2(4),72(5),12(6), 72(7),12(8), and 12(9) of the Act.
exeept the authority under Section 12(9) to procure the services of
attorneys by contract.

(3) Te redelegate to officers or employees in the Cornmunitl, Facili-
ties Administration any of the authority herein reclelegated to the
Community Facilities Commissioner.

b. Each Regional Administrator of the Housing and Home Finance
Agency is hereby authorized:

(1) To carry out the provisions of Section 7 and 8 of the Area
Redevelopment Act by performing the follorving futrctions:

(a) Making loans and. grants after express authorization by the
Community Faeilities Commissioner ; and
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(b) Carrying out the functions redelegated to the Community Facili-
ties Commissioner under subparagraphs 1a(1) (b), (c), and (tl) of
this redelegation.

(2) To exercise in carrying out the foregoing redelegations the
powers, duties, and functions redelegated to the Community Facilities
Commissioner under subparagraph 1a(2) of this redelegation.

(3) To redelegate to the Regional Director of Community Facilities
Activities the authority redelegatecl herein except the authority to
approve applications, authorize loans or grants and amend or rnodify
the terms thereof.

(a) In the case of the Regional Administrator, Region VI (San
Francisco), to redelegate to the Director for Northwest Operations,
Region Vf, at Seattle, Washington, any of the authority redelegated
herein.

e. The authority redelegated herein shall be exercised under the
rules, regulations, and policies of the Seeretary of Commerce.

This redelegation is effective as of the 25th day of August, 1961.

2. Delegation to Urban Renewal, Com,m,issioner and, HHFA Regi,onal
Administrators with, Respect to Urban Renewal, and, Urban Planning
Grant Programs.

a. The Urban Renewal Commissioner and each Regional Admin-
istrator of the Housing and Ilome Finanee Agency is hereby delegated
the authority vested in the Housing and Home Finance Administrator
under Sections 14 and 15 of the Area Redevelopment Act (Public
Law 87-27,42 U.S.C. 1464 and 40 U.S.C. 461, respectively), to be
administered in aecordance with the delegatiou of authority to such
officers (including authorizations to redelegate) with respect to the
slum clearance and urban renewal program and urban planning grant
program.

This delegation is effective as of the 1st day of May, 1961.

Robert C. \Yeaver
Housing and Home Finance Administrator
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12. DESIGNATION OF ASSISTANT ADMINISIRATOR ('\AETROPOTITAN

DEVELOPfrIENT) WITH RESPECT TO DISASTER AREAS IN ATASKA

[29 F. R. 4784,4/3/641

Victor Fischer, Assistant Administrator (Metropolitan Develop-
meut), Office of the Administrator, Ilousing aud Home Finance
Agency, is hereby designated with respect to disaster areas in Alaska
to act as my representative and, as such, is authorized (1) to coordinate
the administration of functions vested in me with respect to housing,
urban development, and community facilities; (2) to coordinate the
functions of the constituent agencies and units of the Housing and
Home Finance Agency (the Federal Housing Administration, Public
Ilousing Administration, Federal National Mortgage Association,
Commuuity Facilities, and Urban Renewal Administration) ; and (3)
to act as my liaison representative with the Office of Emergency Plan-
ning and other Federal departments and ageneies and with state and
local agencies and officials.

Efrective as of Mareh 31, 1964.

Ronnnr C. Wpewn
Ilousing and Home Finance Administrator
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I

I3. DETEGATION OF AUIHORITY TO EXECUTE CONTRACIS FOR AUDITS
OF PROJECTS FINANCED UNDER ACCELERAIED PUBI.IC WORKS
PROGRAIIT

[28 F.R. 7802 7/At/637

Each Regional Administrator of the Housing and Home Finance
Agency, each Regional Director of Community Facilities, and the Di-
rector for Northwest Operations, Region VI, at Seattle, \Yashington, is
hereby authorized to execute contracts for audits of projects financed
with grants-in-aid under section 202(e) of the Housing Amendments
of 1955, as amended by section 5(b) of the Public'Works Acceleration
Act (42 II.S.C. ]-492 (e) ) .

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 23rd day of July, 1963.

Robert C.'Weaver
Housing and Home Finance Administrator
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t

14. DESIGNATION OF ACTING ASSISIANT ADTIINISTRATOR
(COIIIMUNIW PROGRAfrTSI

The ofiicer appointed to the position of Deputy Assistant Atlminis-
trator (Community Programs) is hereby designated to serve as Acting
Assistant Administrator (Community Programs) during the absence of
the Assistant Administrator (Community Programs), with all the
powers, functions, and duties delegated or assigned to the Assistant
Administrator ( Community Programs).

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 5th tlay of January 1964.

Robert C.'Weaver
Housing and llome Finance Administrator
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15. DESIGNATION OF REPRESENTATIVES TO THE OFFICE OF THE FED.
ERAL REGISTER

The employees listed below are hereby designated Office of the Admin-
istrator, Housing and Home Finance Agency, representatives to the
Office of the Federal Register, pursuant to 1 CFR $ 4.1:

Rosalind S. Jamison,
Office of General Counsel

Barnett M. Anceleitz,
Office of General Counsel

Liaison Officer,
Certifying Officer, and
Authorizing Officer.

Alternate Liaison Officer,
Alternate Certifying Officer, and
Alternate Authorizing Officer.

This designation supersedes the designation dated July 16, 1963.

Effective as of the 22d day of September 1965.

Robert C. Weaver
Housing and Home Finance Agency
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16. DESIGNATTON OF ACTING DIRECIOR, DIVISION OF FINANCE AND
ACCOUNTS

[29 F.R. t392r, ilr{{4]

The officer appointed to the position of Deputy Director, Division of
Finance and Aceounts, Office of the Administrato , Housing and Elome
Fi:rance Agency, is hereby designated to serve as Acting Director, Divi-
sion of Finance and Accounts, during the absence of the Director,
Division of Finance and Accounts, with all the powers, functions, and
duties delegated or assigned. to the Director, Division of Finance and
Accounts.

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of September 30, 1964.

Robert C. \Yeaver
Ifousing and Home Finance Administrator

[\
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17. DESIGNATION AND FUNCTIONS OF CONTRACTS COMPLIANCE
OFFICER, E'VIPIOYTIAENT PO!.ICY OFFICER, AND DESIGNATED REPRE.
SENTATIVE UNDER 5 CFR I4OI.2O

[29 F.R. 14422, 10-20-54]

\. Contracts Complietnce Ofi,cer for th,e Housing ancl, Hom,e Finutac
Agency (undcr rcgulations of Prcsid,ent's Corurtittae on Equal Empl,oy-
nxont Opportu,nity codifi,ecl at 4,7 CFR, Chapter 60), d,esignation anrJ,

fnnctions. The Deputy Housiug and Horne Finance Administrator is
hereby designated. the Coutracts Compliance Officer for the Housing
and Home Finarrce Agency, pursuant to the requirement in the regu-
Iations of the Presidc.nt's Committee ou Equal Employment Opportun-
ity codified under 41 CFR 60-1.5(b), to execute the powers, functions,
and duties prescribed or authorizecl to be carried out by such Officer
under 41 CFR Chapter 60, iucluding the authority under 41 CFR
60-1.24(b) to make the Agency decision on a complaint.

2. Employwte.u,t Po|icy Officer for tlte Housing ancl Horu,e Financc
Agencg (und,er regu,lations of Pres'iclent's Committee on Equa,l Em-
pLoAnxent Opportunity cod,ifi,ed at 5 CER Part 1407), designation and,

functions. The Deputy Housing and Home Finance Administrator is
hereby designated. the Employment Policy Officer for the Housing ancl
Ilome Finance Agency, pursuant to the requirement in the regulations
of the President's Committee on Equal Employment Opportunity codi-
fied. under 5 CFR, 1401.3(b), to execute the powers, functions, and
duties prescribed or authorized to be carriecl out by such Officer under
5 CFR, Part 1401.

3. Housing and, Home Xtinance Ad,ministrator's designated repra-
santatiae to make final decision u,ctder 5 CIR 7407.20 (regulations of
P r esident's C omm,itt e e on D cyr,al E m,ployruent O pport u,nitg), clesig na-
tion anil, functions. The Deputy Housing and Home Finance Atlmini-
strator is hereby named. the Housing and Home }-inance Administra-
tor's designated representative ernpowered under 5 CFR 1401.20 of the
regulations of the President's Committee on trlqual Employment Op-
portunity to make the final decision in the disposition of a complaint by
an employee or applicant for employment within the Housiug and
Home Finance Agency.

4, Bupersed,ure. This designatiorr supersedes the designation of Act-
i:rg HHFA Contraots Compliauce Officer and Employment Policy Otfi-
cer effective February 21, 1963.

(Executive Order 10925 of March 6, 1961, 3 Cl'R, 1961 Supp., p. 86;
Executive Order 11114 of June 22, 1963, 3 CFR, 1963 Supp., p. 185;
and regulations of President's Comruittee on Equal Employment Op-
portunity codified under 5 CFR, Part 1401 and 41 CFR, Chapter 60)

Effective as of August 24, 7964.

Robert C. Weaver
Ifousing and Ilorne Fiuance Administrator
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I. DESIGNATION OF ACTING URBAN RENEWAT COTYTMISSIONER

[30 r.R. 956t, 730-65]

The officers appointed to the following listetl positions in the Urban
Renewal Administratiorr, Housing and Home Finance Agency, are
hereby designated to serve as Acting Urban Renewal Commissioner
during the absence of the Urban Renewal Commissioner, rvith aII the
powers, functions, and duties delegated or assigned to the Urban Re-
newal Commissioner, provided that no officer is authorized to serve
as Acting lJrban Reneu'al Commissioner unless all other officers whose
titles precede his in this designation are unabl.e to act by reason of
absence:

1. Deputy tlrban Renewal Commissioner.

2. Chief Counsel.

3. Assistant Commissioner for Program Planning.
4. Assistant Commissioner for Field Operations.
5. Assistant Commissioner for Technical Standards.

6. Assistant Commissioner for Urban Planning and Community
Development.

7. Assistant Commissioner for Reloeation and Rehabilitation.
This designation supersedes the designation of Acting Urban

Renewal Commissioner effective September 72, 7964 (29 F.R. 12891,
September 12,1964).

(62 Stat. 1283 (1948), as amendetl by 64 Stat.80 (1950), 12 U.S.C.
1701c )

Effective as of the 19th day of July 1965.

Robert C. Weaver
Housing and Home Finance Administrator
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5-2-2

2. DESIGNATION OF ACTING ASSISTANT CO,YT,VIISSIONER FOR
TECHNICAT STANDARDS AND SERVICES

126 F.R. 10990I

The officers appoiuted to the following listed positions in the Urban
Rene'wal Administration, Housing and Home Finanee Agency, are
hereby designated to serve as Acting Assistant Commissioner for Tech-
nical Standards during the absence of the Assistant Commissioner for
Technieal Standards, with all the powers, functions, and duties dele-
gated or assigned to the Assistant Commissioner, provided that no
officer is authorized to serve as Acting Assistant Commissioner for
Technical Standards unless all other officers whose titles preeede his in
this designation are unable to aet by reason of absence:

1. Director, Projeet Planning and Engineering Braneh.

2. Director, Real Estate Acquisition Braneh.

This designation supersedes the designation of Acting Assistant Com-
missioner for Technical Standards and Serviees effective January 24,
re58 (23 F.R. 491).

Efreetive as of the 23tl tlay of November 1961.

Robert C. Weaver
Housing and Home X'inanee Administrator
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3. DETEGATION OF AUTHORITY TO URBAN RENEWAT COMMISSIO}.IER
AND HHFA REGIONAT ADMINISTRATORS WITH RESPECT TO SIUA,T

CLEARANCE AND URBAN RENEWAL PROGRATI'I, URBAN RENEWAT
DEMONSTRATION PROGRAM, AND URBAN PLANNING PROGRA'IA 1

[25 F.R. 9874/7s7

Compilotion ond Republicorion of Delegotion of Authoriry Wirh Respocr to Slum Cleoronce
qnd Urbon Renewol Progrom, Urbon Renewol Demonslrolion Progrom, and Urbqn Plonning
Progrom

Because of the numerous published amendments to the delegation of
authority to the Urban Renewal Commissioner and HIIFA Regional
Administrators with respect to the slum elearanee and urban renewal
program, demonstration grant program, and urban planning grant pro-
gram, the delegation with amendments 1 is hereby compiled ancl repub-
lishetl without substantive change as follows:

1. The Urban Renewal Commissioner (herein called the "Commis-
sioner"), and the EIIFA Regional Administrator within his respective
Region, each is hereby delegatetl the authority vested in the flousing and
Home Finanee Administrator to administer the provisions of Title I of
the Housing Act of 1949, as amended (63 Stat. 414-421, as amended,
42II.S.C. 1450-1468), and to administer the provisions of section 312 of
the Housing Act of 1954 (68 Stat. 629, 42 U.S.C. 1450 note), with re-
spect to completion of certain projects in accordance with the provisions
of Title f in force immediately prior to the effective date of the llousing
Act of 1954, except:

(a) The nondelegable final authorities vested in the Administrator
pursuant to the second proviso of section 101 (c).

(b) The authority to:
(1) Determine the rate of interest on loans and advances under sec-

tions 102 (a) antl (b).
(2) Issue notes or other obligations for purchase by the Secretary of

the Treasury under sections 102 (e) and (f).
(3) Exercise the powers under seetions 106 (a) anil (b) and the

power to sue and be sueal under section 106(c).
(4) Find that a State or local lorv-rent housing program in couneetion

with which urban renewal project land is to be used as a site for a State

1 Delegation effective Dec. 29, 1954, lubliBhed Bt 20 tr'.R. 428, Jat. 19, 1955, es amentled
at 20 trt.R,. 4275, lure t7,1955;21 X'.R. 1468, March 7, 1956; 21 F.R. 3038, M8y 6, 1956;
21 tr!.R.6385, JuIy 18, 1956; 21 F.R.5471, Ju'ly 20, 1956i 22 X'.8.2887, April 24, 1957;
22 l.R, 4706, Juns 11, 1957i 23 X'.R,. 1202, X'eb. 26, 1958; 23 tr'.B. 1611, Msrch 6, 1958;
23 Xr.R.4820, Jun6 28,1958;23 Xr.&.8413, Oct.30, 1958;23 f'.n.9078, Nov.21, 1958r
23 8.R.9399, Dec.4, 1958;24 trr.R. 242, JaL.9, 1959; 24 F.R,.5815, July 21, 1959; 24
F.B. 8451, Oct. 17, 1969: 24 X'.R. 9634, Dec. 2, 1959; 25 r'.R. 991, tr'eb. 4, 1960; 25 F.ri.
1081, Feb.6, 1960; 25 F.R,. ?227, April 14, 1960;25 B.R. 3773, April 29, 1960; 25 f.R.
9735, Oct.11, 1960;28 F.R,.2933, March 23, 1963;29 F.R.8153, June 26, 1964; 30 tr'.R,.
6703, May 15, 1965; Bntl 30 F.Ii,12502, September 30, 1965.
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or locally assisted low-rent housing project has the same general pur-
poses as the Federal low-rent program, and find that under such State
or local program there are assurances equivalent to those under the Fetl-
eral program that the local contribution to such project will be made
during the entire period the project is used as low-rent h<iusing, pursu-
ant to section 107.

(c) In the case of the Commissioner, the authority to:
(1) Execute legends on bonds, notes, or other obligations evidencing

loans made pursuant to Title I, indicating aeceptance of such instru-
ments and. paSrments therefor.

(d) In the case of the IIEFA Regional Administrator, the authority
to:

(1) Approve applications for Federal loan or grant assistanee, and
make allocations of funtls antl authorize contraets and eommitments
therefor.

(2) Make reservations of capital grant funds.

(3) Suspentl or terminate Federal loan or grant assistance, except the
eancellation of reservations of eapital grant funtls in eonnection with the
termination of Federal assistance under a eontract for an aclvance.

(4) Make determinations with respect to noneompliances or defaults
under contracts for Federal loan or grant assistance.

(5) Approve the followiug documents:

(A) tr'inal Project Reports.

(B) Redevelopment Plans, Urban Renewal Plans, or Development
Plans for ed.ucational institutions or hospitals under section 112, ex-
cept revisions in approved Redevelopment, Urban Renewal, or Develop-
ment Plans which do not involve actions reserved under this delegation
to the Administrator and/or the Commissioner.

(6) Make determinations with respect to the eligibility of and per-
centage of allowauce for non-cash local grants-in-aid, except revi-
sions in an approved percentage of allowance which do not involve
aetions reserved under this delegation to the Administrator and/or the
Commissiouer.

(7) Make determinations with respect to the uncollectibility of Fed-
eral advances, in accoralanee with section 103(b).

(8) Determine interest rates for computing amouats in lieu of carry-
ing charges to be included in Gross Project Cost with respect to local
expenditures for project undertakings, under section 110(e).

2. The Commissioner, and the HHFA Regional Administrator within
his respective Region, eaeh is further authorized to administer the
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provisions of section 701 of the Eousing Act of 1954, as amended
(68 Stat.640, as amended,40 U.S.C.461), with respeet to urban plan-
ning, except, in the case of the HIIFA Regional Administrator, the
authority with respect to studies, research, and demonstration projeets,
under the last proviso in section 701(b).

3. The Commissioner is further authorized to administer the provi-
sions of section 314 of the Housing Act of 1954, as amended (42 U.S.C.
7452a), with respect to the urban renewal demonstration program.

4. The Commissioner is further authorized to:
(a) Designate any offieer or employee of the Urban Renewal Ad-

ministration to be acting head of any subunit of said Aclministration
with power to perform the functions of the appointed head of the unit
during the absence of the appointed head of the unit.

(b) Approve a Redevelopment Plan or an Urban Renewal Plan as
required by the proviso under section 220(d) (1) (A) of the National
Housing Act, as amended. (12 U.S.C. 1715k(d) (1) (a)).

5. The Commissioner is authorized to redelegate to:
(a) The Deputy Urban Renewal Commissioner any of the authority

hereby delegated to the Commissioner exeept the authority respecting
designations of acting heads of subunits of the Administration.

(b) Sueh officers and employees of the Urban Renewal Administra-
tion as he may designate any of the authority hereby delegated to the
Commissioner except the authority respecting:

(1) Reservations of grant moneys.

(2) Allocations of ad.vance, loan, or grant funds.
(3) Designations of acting heatls of subunits of the Administration.
6. Each Regional Administrator is authorized to redelegate to the

Regional Director of Urban Renewal in his Region any of the authority
hereby delegated to the Regional Administrator except the authority to:

(a) Approve applications for the survey and planning of an urban
renewal project, the feasibility survey of an urban area, or the prepa-
ration or completion of a General Neighborhood Reuewal Plan, antl
make allocations of funds and authorize contracts and commitments
therefor.

(b) With respect, to section 701 urban planning grants, approve ap-
plications and make allocations of funds authorizing X'ederal coutracts.

Issued as of the 14th tlay of October 1960.

Nonuer.r P. MesoN
Eousing and Home Finanee Atlministrator
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5. DETEGATION OF AUTHORITY WITH RESPECT TO OPEN SPACE LAND
AND URBAN BEAUTIFICATION AND IMPROVE'IIENT

[30 F.R. llr55,8-28{s]

1. The Urban Renewal Commissioner (herein called the "Commis-
sioner"), and the HHFA Regional Administrator within his respective
Region, each is hereby authorized to execute the powers and functions
vested in the Housing and Home Finance Administrator under Title
YII of the Housing Act of 1961, as amended by Title IX of the Housing
and Urban Development Act of 1965 (42 U.S.C. 1500), with respect to
open-space land and urban beautification anal improvement except, in
the case of the Regional Administrator, the authority to:

(a) Approve applications for grant assistance, and make allocations
of funds and authorize contracts.

(b) Approve the conversion from the HllFA-approved open-space
use of open-space land for which a grant has been made under Title VII.

(c) Approve the disposal or transfer of any interest acquired in
open-space land for which a grant has been made under Title VII.

(d) Suspend or terminate grant assistance.

(e) Make determinations rvith respect to noncompliances or defaults
under contracts for grant assistance.

(f ) Enter into contracts to make grants for activities to develop and
demonstrate new and improved methods and materials, and execute
powers and functions relating to such contracts, und.er the proviso in
section 706.

(g) Provide technieal assistance to State and local public bodies and
undertake studies and publish information, under section 708.

2. The Commissioner is further authorized to redelegate to one or
more employees in the Urban Renerva] Administration any of the au-
thority herein delegated to the Commissioner.

3. Each Regional Administrator is authorized to realelegate to the
Regional Director of Urban Renewal in his Region any of the authority
herein delegated to the Regional Administrator.

This delegation supersedes the delegation effective April 4, 1964
(2e F.R. 4840).

(62 Stat. 1283 (1948), as amend.ed by 64 Stat. 80 (1950), 12 U.S.C.
1701c)

Effective as of the 10th tlay of August 1965.

Robert C.'Weaver
Ilousing ancl Ilome X'inance Administrator

9/22/65 Poge I
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6. DETEGATION TO URBAN RENEWAL COryli,tlSSlONER, HHFA REGIONAI
ADITAINISTRATORS, AND REGIONAT DTRECTORS OF URBAN RENEWAT
TO EXECUTE REQUISITION AGREE'IAENIS

The Urban Renerval Commissioner, and the HHFA Regional Admin-
istrator and the Regional Director of Urban Renewal within his respec-
tive Region, each is hereby authorized to execute requisition agreements
under section 102(c) of the Housing Act of 1949, as amended (42 U.S.C.
7452(c) ), securing the payment of the principal of and interest on
preliminary loan notes each of rvhich provid.es that it shall not be valid
until the paying agent has executed an agreement appearing on the note
to act as paying agent, and under which requisition agreement the
United States, among other things:

1. Pledges the full faith and credit of the United States to the afore-
said. payment and agrees under section 102(c) of the Act that the pay-
ment agreement set forth under subparagraph 2 below shall be construed
separate and apart from the pertinent loan contract and shall be incon-
testable in the hands of a bearer; and.

2. Agrees to evidence its promise to pay or cause to be paid eaeh sueh
note by a payment agreement executed on behalf of the United States
by the facsimile signature of the Housing and Home Finance Admin-
istrator holding office on the date of sale by the loeal public agency of
the particular notes, in substantially the following form:

PAYMENT AGREEMENT
Pursuant to section 102(c) of the Housing Act of 1949, as amended
(42 U.S.C. 1452(c) ), the United States herebg unconditionallg
q,grees that on the Maturity Date of the rvithin Preliminary Loan Note
it will pay or cause to be paid to the bearer thereof the principal of
and interest thereon, upon the presentation and surrender of sueh
Note to the Paying Agent designated. therein, and, the full faith. and,
credit of the aniled, States is pletlged to such payment. Under
section 102(c) of the Act, this Agreement shall be construed separate
and apart from the loan contract referred to in the within Note and
shall be incontestable in the hands of a bearer.

IN WITNESS 'WHEREOF, this Agreement has beeu executed on
behalf of the United States by the duly authorized facsimile signature
of the Housing and Home Finance Administrator, as of the Date of
Issue of the within Note.

UNITED STATES OF AMER,ICA
By (Facsimile Signature)
Ilousing and Home Finance Administrator

This delegation is effeetive as of the 10th day of October 1961.

Robert C.'Weaver
Housing and Home Finance Administrator
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7. DETEGATION OF AUTHORITY WITH RESPECT TO URBAN PTANNING
GRANT PROGRAAI-NEW YORK CITY METROPOTITAN REGION (NEW
YORK, CONNECTICUT, AND NEW JERSEY)

[27 F.R. r023s]

1. The Regional Administrator of the Housing and Home Finarrce
Agency, Region I (Neu'York), is hereby authorized to administer the
provisions of seetion 701 of the l{ousing Act of 1954, as amended (40
U.S.C. 461), with respect to grants for transportation planning for
the Nelg York City metropolitan region, encompassing po(ions of the
states of New York, Connecticut, and New Jersey.

2. The delegation with respect to the urban planning grant program,
published at 25 F.R. 9874, 9875, October 14, 1960, as it applies to the
HHFA Regional Administrator, Region I (Nerv York) and Region II
(Philadelphia), is modified accordingly.

Effeetive as of the rath Jay o, J.roO*",1rur.

Robert C. W'eaver
Housing and Home Finance Administrator
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8. DETEGATION OF AUTHORIW TO URBAN RENEWAT COfrTIYIISSIONER,
HHFA REGIONAT ADIITINISTRATORS, AND REGIONAL DIRECTORS OF
URBAN RENEWAI TO EXECUTE REQUISITION AGREEMENTS SECURING
BONDS

[28 F.R. il6ss, t0/3t/631

The llrban Renerval Cornmissioner', and the HHFA Regional .Acl-
ministrator and the Regional Direetor of Urban Renewal within his
respective Region, each is hereby authorized to cxecute requisition agree-
ments under section 102(c) of the Housing Act of 1949, as amended (42
U.S.C.7452(c) ), securing the pa;ansnt of the principal of and interest
on bonds evidencing a definitive loan uncler section 102(a) of saicl Aet,
and, as an incid.ent to the security antl marketability of such bonds,
securing the payment of premiums and the cost of the redemption of
bouds and the fees ancl eharges of paying agents, each of which bonds
provides that it shall not be valid until the paying agent has executed
an agreement appearing on the bond to act as paying agent, and under
which requisition agreement the IJnited States, among other things:

1. Pledges the full faith antl eredit of the United States to the pay-
ment of the principal of and interest on such bond.s, and agrees under
section 102(c) of the Aet that the payment agreement set forth under
subparagraph 2 below shall be construed separate and apart from the
pertinent loan contract, inelud.ing the specific loan payment contract
under such requisition agreement, and shall be incontestable in the
hands of a bearer; and

2. Agrees, as an incident to the security and marketabiiity of such
bonds, to pay or cause to be paid the premiums and cost of the redemp-
tion of the bonds and the fees and charges of paying agents, and also
agrees to evidence its promise to pay or cause to be paid each sueh bond,
ineluding the interest thereon, by a payment agreement executed on
behalf of the United States by the facsimile signature of the Housing
and Home Finance Administrator holding office on the date of sale by
the local public ageney of the particular bonds, in substantially the
follou,ing form:

PAYMENT AGREEMENT
Pursuant to section 102(c) of the Housing Act of 1949, as

amended (42 U.S.C. 7452(c) ), the United States hereby uncondi-
tionally agrees that on the maturity of the within Bond, and on the
respective dates establishetl for the payment of the interest thereon,
it will pay or cause to be paitl to the bearer or registered owner of
either or both saitl Bond. or interest thereon, as the case may be,
the principal of aucl interest on such Bond, upon the presentation
and surrender of such Bond or the uncanceled. interest coupons

12/3/53 Poge I



5-2.8 Delegotion lo Exocut€ Requisirion

Agreoments Securing Bonds

appertaining thereto, if any, as the case may be, to the Paying
Agent or the alternate Paying Agent itlentified therein; and the
full faith and credit of the United States is pledged to such pay-
ment. Untler section 102(c) of the Act, this Agreement shall be
construed separate and" apart from the loan contract and the
specific loan payment contract evidenced. by the Requisition
Agreement referred to in the within Bond, and shall be incontest-
able in the hands of a bearer.

fn witness whereof, this Agreement has been executed on behalf
of the United States by the duly authorized facsimile signature of
the Housing and llome Finance Administrator, as of the date of the
within Bond.

UNITED STATES OF AMERICA
By (Facsimile signature)

Hou.sin91 and, Home Finance Ad,ministrator

62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
701c)

This delegation is effective as of the 31st day of October, 1963.

(
1

B,obert C. Weaver
Housing and Ilome Finance Administrator
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9. DETEGATION OF AUTHORITY WIIH RESPECT TO URBAN PTANNING
GRANT PROGRAIYI-PORTION OF CINCINNATI METNOPOTITAN AREA
IN KENTUCIO

[29 F.R. t27s4, 9/9/547

The Regional Administrator of the Eousing and llome X'inance
Agency, Region IY (Chicago), is hereby authorized 1e administer the
provisions of Section 701 of the Ifousing Act of 1954, as amenaled
(40 U.S.C. 461), with respect to Project No. Ky. P-28 antl all future
grants for metropolitan planning within that portion of Kentucky
located in the Cincinnati metropolitan area.

The tlelegation with respect to the urban planning grant program,
republishetl October 14, 1960 (25 X'.R. 9874), as amended, as it applies
to the EIIX'A Regional Atlministrator, Begion fV (Chicago) antl
Region III (Atlanta), is modiff.6 uoserdingly.

(62 Stat. 1283 (1948), &s amended by 64 Stat. 80 (1950), 12 U.S.C.
1701c).

Efrective as of the 1st day of July 1964.

Bobert C.'Weaver
Housing and lfome Finance Administrator

9n5/U Poge I
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IO. DETEGATION OF AUTHORIW TO URBAN RENEWAT COI,IiiISSIONER
AND HHFA REGIONAL ADI,IINISTRATORS WITH RESPECT TO REI{A-
BIIITATION TOANS

[30 F.R" 9024 7/17/5s7

1. The Urban Renewal Commissioner, and the HHFA B,egional
Administrator within his respective Region, ea,ch is hereby delegatetl
the authority with respect to rehabilitation loans vested in the Eousing
and Ilome Finance Administrator under section 312 of the Housing Act
of 1964 (42 U.S.C. 1452b), including the authority to use the services
of a.ny local public or private agency or orga\izalion under section
312 (f), but excepting the authority to :

(a) Determine the rate of interest on loans, und.er section 312(c) (3).
(b) Delegate to or use as agent any Federal orlocal public or private

agency or organization, under section 312 (f).
(c) Sue and be sued, pursuant to section 312(e) of the Ilousing Act

of 1964 ancl section a02@) (3) of the Housing Act of 1950, as amended
(12 U.S.C. 17aea(c) (3) ).

2. The Urban Renewal Commissioner is authorizecl to redelegate to
one or more employees in the Urban Renewal Administration any of the
authority herein delegated.

3. Each Regional Administrator within his respective Region is au-
thorized to redelegate to the Regional Director of Urban Renewal and
to one or more employees in the Urban Renewal Division any of the
authority herein delegated.

(62 Stat. 1283 (1948), as amendetlby 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the l7tt,day of July, 1965.

Robert C.'Weaver
Housing and Home Finance Administrator
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I I. DETEGATION OF AUTHORITY WITH RESPECT TO URBAN PTANNING
PROGRA,YI-PORTION OF ST. LOUIS ,T,IETROPOLITAN AREA IN
!tltNots

[30 F.R. r4176, ttltolssl

The Regional Administrator of the Housing and Home Finance
Agency, Region V (Fort Worth), is hereby authorized to administer the
provisions of Section 701 of the Housing Act of 1954, as amended (40
U.S.C. 461), with respect to grants for metropolitan planning within
that portion of Illinois located in the St. Louis metropolitan area.

The delegation with respect to the urban plauning program, repub-
lishett October 14, 1960 (25 F.R. 9874), as amended, as it applies to the
HHFA Regional Administrators, Region V (Fort Worth) and Region
IV ( Chicago), is modified accordingly.

(62 Stat. 1283 (1948), as amendetl by 64 Stat.80 (1950), 12 U.S.C.
1 701c)

Effective as of the 8th tlay of November 1965.

Robert C. 'Weaver

Housing and llome Fiuance Administrator
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12. DETEGATION OF AUTHORITY TO URBAN RENEWAT COM}ilSSIONER
AND HHFA REGIONAT AD}IINISTRATORS WITH RESPECT TO GRANTS
FOR NEIGHBORHOOD FACIIIT]ES

[30 F.R. t4570, ttl23l65l

1. The Urban Rene'ival Commissioner, and the Regional Administra-
tor within his respective Region, eaeh is hereby authorized to execute
the powers and functions vested in the Housing and Home Finanee
Administrator under seetions 703 and 705 of the Housing and Urban
Development Act of 1965 (P.I-r.89-117),42 U.S.C.3103 and 3105, rvith
respect to grants for neighborhood facilities except (a) the authority
to sue and be sued, pursuant to section 705 of the said 1965 Act and
section 402(c) (3) of the Housing Act of 1950, as amended (12 U.S.C.
1749a(c)(3)), and (b) in the case of the Regional Administrator the
authority to make reservations antl allocations of grant funds and to
authorize contracts.

2. The Urban Renewal Commissioner is authorized to redelegate to
one or more employees in the Urban Renewal Administration any of the
authority herein delegated to the Commissioner.

3. Each Regional Administrator is authorized. to redelegate to the
Regional Director of Urban Renewal in his Region any of the authority
herein delegatetl to the Regional Administrator.

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 17th tlay of November, 1965.

Robert C. Weaver
Housing and Home Finance Administrator
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DETEGATION OF AUIHORITY WITH RESPECT TO HOUSING FOR EDU.
CATIONAI. INSTITUTIONS

L27 F.R. 62941

The delegation of authority to the Cornmissioner, Community tr'acili-
ties and Special Operations, effective June 2, 1954 (19 F.R.3240, 6/2/
1944), is revised to read. as follows:

The Community Facilities Cornmissioner is hereby authorized:
1. To execute the po\vers and functions vested in the Ifousing and

Home Finance Adrninistrator under Title IV of the Housing Act of
1950, as amended (6-I Stat. 77, as amended), 12 U.S.C. 1749-l749c,with
lespect to the program of loans for housing for educational institutions
except the power (a) to determine the rate of interest on loans antl (b)
to issue notes or other obligations for purchase bp'tltr. Secretary of tht:
Treasury; ancl

2. To redelegate to one or more employees in the Community Facili-
ties Administration any of the authority herein delegated except the
pol\'er to authorize loans.

Effective as of the 3t1 tlay 
", 

ir* 1rU,

Rospnr C. \Yp.q.vpn
Housing and Home Finance Administrator
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2. DETEGATION OF AUTHORITY TO REGIONAL ADMINISTRATORS
WITH RESPBCT TO HOUSING FOR EDUCATIONAL INSTITUTIONS

[25 F.R. 580r]

Each Regional Administrator of the Eousing and Eome Finance
Agency, in carrying out the progrem of loans for housing for eduea-
tional institutions on behalf of the Housing and Ifome Finance Ailmin-
istrator through the Community Faeilities Administration, is hereby
authorized, under Title IV of the Ilousing Act of 1950, as amended (64
Stat. 77, as amended, 12 U.S.C. 1749-1749e):

1. To approve applications, auf,horize loans, and execute loan agree-
ments, involving loans for student aad,/or faculty housing and. for other
educational facilities ;

2. To amend or modify any such loan agreement;
3. To redelegate to the Regional Director of Community Facilities

Activities the authority delegated herein except the authority to ap-
prove applieations, authorize loans and amend. or modify the terms
thereof; and

4. In the case of the Regioual Administrator, Region VI (San X'ran-
cisco), to redelegate to the Director for Northwest Operations, Begion
VI, at Seattle, 'Washiugton, any of the authority delegated herein.

This delegation supersedes the delegation effective April g, 1960 (25
tr'.R. 3090, April 9, 1960).

Effective as of the 1st tlay "r; ,*0.

Nonrrlr P. Mesor
Eousing and Eome Finance Artministrator

,ltl& Pogo I



FEDERAI. SCHOOT CONSTRUCTION scHoor coNsrRUcIroN s-3-3

PERIODIC ESTIi/iATE FOR PARTIAT PAYMENT

The contractor will request periodic payments by submitting Form
CFA-208, Period,ic Estimate for Partial Payment, to the architect in
an original and four copies. The contraetor's estimate should eover
only rvork performed and material supplied by the contractor and his
subeontractors since his last request. Units of rvork and costs will be
taken from Form CFA-207, Schedu,le for Contract Paym,ents, as ap-
proved by the Regional Offfce.

Periodic Poyments During Conslruclion

The architect will be responsible for reviewing the statements regard-
ing rvork performed and material supplied on the basis of his inspec-
tions. If he agrees rvith the estimate, he 'will sign the original of Form
CFA-208. He u,ill send the original and three copies of Form CFA-
208 to the Field Engineer.

Exeept with respect to the final payment, which shall be processed in
conjunction with the Final Project Report, the Field Engineer shall
revierv the eontractor's statement of work performed and materials
supplied against his own knowledge of the project and the architect's
semi-monthly reports. If he concurs he shall sign Form CFA-208, and
send the original and two copies to the Regional Office.

After approval by the contracting officer, Form CFA-208 shall be
given to the Administrative Branch for payment.

CONSTRUCIION CONTRACI CHANGES

Any chauge in the approved contract documents, including but not
Iimited to revision in plans, specifications, scope of work, and time of
completion, requires issuance of Form CFA-202, Contract Change
Ord,er (Exhibit A).

The approved plans and specifications must be considered. adequate
to provide minimum school facilities unless unusual circumstances arise
whieh require contract change ord.ers, such as:

(1) A neeessary item omitted from the original plans through over-
sight.

(2) An error in the original design.

(3) A change necessary to avoid hazards to the health or safety of
the students.

(4) A crhange 'which will materially reduce maintenance costs.

(5) A structural change made necessary by unforeseen conditions
developed during actual construction.

(6) A substitution as a result of material shortages.

Proposed contract changes shall be prepared by the architect on tr'orm
CFA-202, Contract Cltange Ord,ar, in sextuplicate, and shall be sub-
mitted to the Field Engineer with one copy of a sketch showing the
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ehange and a statement of the reasons for the change. The eontractor's
signature shall be obtained by the architect prior to submitting the pro-
posal. If the eontractor refuses to agree to the change, the arehitect
shall also furnish a statement giving the reasons. If the Field Engineer
is unable to resolve the issue, it shall be referred to the Regional Office.

The Contract Cltange Order shall be revierved by the Field Engineer
wlio shall sign it if satisfactory and send it to the Regional Offree.

The contracting officer may approve proposed contract changes rvhich
do not involve a project change for which clearance by the local repre-
sentative or thc Commissioner of Ed.ucation is required. The applicable
types of changes set forth in Section 5-2-2 govern this determination.

The Regional Offrce shall obtain any required clearanee by the local
representative of the Office of Edueation. Upon receipt of clearance,
the case shall be submitted to CFA for referral to the Office of Educa-
tion. The submission shall include the architect's statement and the
Contract Change Order.

If the necessary appro'i,als are obtained, the contracting officer shall
execute the Contract Change Orcler vhich shall be distributed as fol-
lows:

Original-Fiscal Project File
Signed Copy-Contractor, page 1 only

Conformed copy-Project folder, Field Engineer, architect, and CFA

CHANGES IN PROJECTS

For the appropliate changes, the procedure preseribed in Section
5-2-2 for non-Federal projects is applicable to Federal projects, except
that r

(1) Changes requiriug clearance by the Commissioner of Education
shall be proeessed by memorandum through CFA.

(2) Changes in the latest approved estimate of any line item or the
total cost shall be recorded on Form CFA-805, Bacord of Prolcct
Cosfs (See Exhibit B). Form CFA-805 shall be prepared in
triplicate by the Chief, Public Facilities Operations Branch, and
shall be numbered consecutively for each project. The original
shall be sent to the project file and copies to CFA and the
Regional Administrative Division.

In the event the change causes an increase in project obligations, a
prevalidation of funds shall be secured. on Form CFA-811 from the
Aclministrative Division. An original and one copy shall be furnished
to the Administrative Division, which shall return the original as evi-
dence of the availability of funds. (See Exhibit A, Section 5-3-2). The
original shall be filed in the project folder with the document effecting
the change.
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DISPUIES RETATIVE TO CONSTRUCTION

When a dispute rvith a contractor concerning questions of fact arises
rn'hich cannot be resolved by mutual agreement, the contracting officer
shall take the follorving measures before rendering his decision in u,rit-
ing to the contractor as provided for under Section 6(a) of Stanilard
Form 23-A, Gcnerq,l Prot;isions of tlte Construction Contract.
1. The Chief, Engineering Branch, shall revierv the circumstances ancl

submit a full report rvhich 'w,ill include the follorving information
in addition to other documentation pertinent to the case:

a. Chronological tabulation of pertinent events, actions taken. antl/
or circumstances leading up to the disputt', rvith supporting
documentation as exhibits.

b. References to the particular sections of the cotttraet provisiotts,
conditions, specifications, and/or drarvings lelative to the dis-
pute.

c. Any and all information relative to the dispute such as clerk-of-
the-lvorks daily log ; field notes ; F ield Engineers' statements antl
inspection reports ; A/E inspection reports and statements;
change orders; periodic paymeuts to the corttractor ; the cott-
tlactor's position in the matter; and other pertinent clata or
documentation.

d. Conclusions.

e. Recommendations.

2. The contracting officer, rvho is usually the Regional Director, shall
arrange a hearing at t,hich the contracting officer or his duly author-
ized representative shall be present aslvell as the contractor or his
duly authorized representative and any other technical or legal
assistants either party shall u'ish to have iIr attendance.

The Regional Aclministrator, or lt,homever he nray designate to
represent him, shall be inr,ited to attend atry and all such hearings.

In addition to the above mentioned parties, the foilowing persorts
may be required for the particular case:

a. The project architect or engineer.

b. The Chief, Engineerirrg Branch or his authorizecl assistant.

c. The Regional Counsel.

d. The Field Engineer assigned to the project.

e. Any other necessary technical or other persoutrel.

3. An accurate recorcl of the hearing shall be urade for the projeet and
file records.

4. Upon consideration of all the documentation and additional facts
presented at the hearing, the Contracting Officer shall reduce his
decision to writing to the Contractor in accordance with Section
6(a), of Gencral Prouisions of the Construction Contract.
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PARIIAI. USE PRIOR IO COMPTET]ON

If any portion of the facility is to be used before final completion
of the project, that portion shall be inspected by the architect, the Field
Engineer, the local representative of the Office of Education, and the
contractor.

A check list of any corrective or incomplete items shall be prepared
by the architect and fumished the contractor at this time rvith a copy
for the Field Engineer.

Follorving inspeetion, a letter shall be prepared (Exhibit C), signed
by the Field Engineer and the local representative of the Office of
Education, requesting permission from the contractor to use the facili-
ties prior to actual completion of the contract. The letter shall be pre-
pared in six copies. The original shall be furnished. the contractor, with
copies to the architect, Regional Office, Field Engineer, Iocal representa-
tive of the Office of Education, and CFA.

The contractor's letter of consent to the request for partial use shall
be sent to the Regional Office and a eopy sent to the local representative
of the Office of Education.

INSURANCE COVERAGE

At least two rveeks prior to partial use or final inspection, the Field
Engineer: shall compute the amount of insurance necessary to cover the
buildings and equipment and shall supply the Regional Office with
Form CFA-507, Determination of Insurable Value, in duplicate.

The Regional Director shall advise the local representative of the
Office of Education of the minimum amount of insurance that should
be camied by the local educational agency. Under no circumstances
shall the Field Engineer notify the Ofiice of Education or the local
educatiorral a€lency directly of his estimate of the amount of insurance.

INSPECIION, CI.EARANCE, AND TRANSFER OF COilIPTETED FACITITY

Final inspection shall be made simultaneously by the Field Engineer,
the architect, and the local representative of the Office of Education
upon notification by the architect that the project is completed and
reariy for final inspection. The contractor and a representative of the
applicant agerrcy should be present.

If iterus of constructiorr are found incomplete or unsatisfactory, a
chcck list shall bc. prepared and presented to the contractor for
remedial action rvitli a copy for the Field Engineer. The Field Engi-
neer shall be respousible for cletermining that all defects are corrected
before the coltractor is released.

When all dcfects have been corrected, the Field Engineer shall pre-
pale a firral inspectiorr report, using Form CFA-850, Contract and,
P r o j ect C onr,pl ctiott R e p ort.

This report shall also crontain a statement recommending transfer of
the completed facility to the Offlce of Education and indicating the
willingness of the Iocal representative of the Office of Education to
accept custody.
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FEDERAT SCHOOL CONSTRUCIION scHoot coNsTRUcTroN 5-3-3

The Field Engineer shall send the original and three eopies of CFA-
850 to the Regional Of6ce.

Following final inspection and prior to final payment under the
construction contract, the Field Engineer shall obtain Forrn CFA-212,
Contract Releasc, in quadruplicate, from the contractor.

Following final acceptance and prior to final payment under the
arehitect's contract, the Regional Office shall obtain Form CFA-206,
Architect / E'trginecr's Contract Relcase (Exhibit D), in quadruplicate,
from the architect.

A delivery and acceptance document (Exhibit E), evidencing formal
delivery by HHFA and aeceptance by the Office of Education shall be
prepared jointly by the Field Engineer and the local representative of
the Office of Education, and countersigned by the Regional Director.
The delivery and acceptance document shall be prepared in quintupli-
cate. The equipment inventory on Form CF'.t\-225 (see Section 5-3-4)
shatl be attached to, and form a part of, the delivery atrd aceeptance
document. At the time of final acceptance of the fully completed
project, the R,egional Office shall notify the applicant so that authority
for eonstruction access to the project may be withdra'lvn.

DISPOSIIION OF GUARANTEES AND BONDS

Guarantees or bonds issued for roofs, boilers, eleetrical appliances,
and similar items for projects shall be transferrecl to tJre loeal repre-
sentative of the Office of Education for further clisposition to the
operating agencies at the time of aceeptance of the facility. This does
not include construction contraets even though these contain the usual
one-year u,arranty on adequacl, of construction.

Regional action on Federal schools after transfer to Office of Educa-
tion ihall be confined to assistance requested by that office cluring the
usual one-year lrarranty period.

FINAT PROJECT REPORT

Upon receipt in the Regional Office, the Engineering Staff shall
review the final inspection report and the supporting documents.

The approval of Form CFA-850, in conjunction 'r,vith the certification
of the Field Engineer of the final Form CFA-208, Periodic Estimate
f or Partial Pagment, shall constitute Regional Office acceptance of the
u,ork performed under the contract.

CI.OSING DOCUMENTATIONS

Close-out documents shall be distributed as follorvs:
i el rl,

oE1

CFA.206
CFA-212
CF'A.225
CFA-850
Delivery and

1'otal

4
4
6
4

5

1

('FA

1
1
2
22

Ito
72
1e
1
1

D ng inee r Contractor Archttect

11
11

3e

acceptance 2 22 1
1 Loc&l R,epresentative of the Office of Education
, Original
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Policies snd Procedures of the Adminidrotor
Port 5. Delegolionr of Authority by Houring ond Home Finqnce Adminirlrotor
Chapler 4. Public Fociliry Loon Progran

5-4-I

DETEGATION OF AUTHORITY TO CO'IAMUNITY FACITITIES COMIIAIS.
SIONER WITH RESPECT TO PUBLIC FACITIW LOANS PROGRAfrT AND
ACCETERATED PUBTIC WORKS PROGRA'II

[27 F.R. 10598]

The Community Facilities Commissioner is hereby authorized:
1. The execute the powers and functions vested in the Ilousing and

Ilome Fi:rance Administrator with respect to the public facility loans
program authorized under section 202(a)-(d) of the Eousing Amend-
ments of 1955, as amended (42 U.S.C. 1492(a)-(d) ), except the powers
(a) to determine the rate of interest on loans, (b) to issue notes or other
obligations for purchase by the Secretary of the Treasury, antl (c) to
make loans for transportation facilities and equipment under section
202(a) (2) ;

2. To execute the powers and functions vested. in the Eousing and
Home Finance Administrator with respect to the program of grants-
in-aid authorized under section 202(e) of the Ilousing Amendments of
1955, as amended. by section 5(b) of the Public Works Acceleration
Act (42 U.S.C. 1492(e));

3. To redelegate to one or more employees in the Community Facili-
ties Administration any of the authority herein delegated except the
power to authorize loans or grants-in-aid.

This delegation supersedes the delegation to the Community Facilities
Commissioner effective November 28, L955 (20 F.R. 9987, 12/2+/55).

***
Effective as of the 24th day of October 1962.

Jack T. Conway
Acting llousing aud Home Finance Administrator
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Policies qnd Procedurer of the Admini*rotor
Port 5, Delegations of Authority by Housing ond Home Finonce Administrotor
Chopter 4. Public Focility loon Progrom

54-2

2. DETEGATION OF AUTHORITY TO REGIONAL ADMINISTRATORS WITH
RESPECT TO PUBLIC FACITITY TOANS PROGRAM AND ACCETERATED
PUBTIC WORKS PROGRAiA

[27 F.R. 10598]

Each Regional Administrator of the Housing and Home Finance
Agency is hereby authorized:

1. To approve applications, authorize loans, and enter into or amend
or modify contracts, involving public facility Ioans under section
202(a)-(d) of the Housing Amendments of 1955, as amended (42 U.S.C.
1ae2(a)-(d));

2. To approve applications, authorize grants-in-aid, and enter into
or amend or modify contracts, involving grants-in-aid under section
202(e) of the Housing Amendments of 1955, as amended by section
5(b) of the Public'Works Acceleration Act (42 U.S.C. 1492(e));

3. To redelegate to the Regional Director of Community Facilities
the authority delegated herein except the authority to approve applica-
tions, authorize loans or grants-in-aid, or amend. or modify the terms of
Ioans or grants-in-aid;

4. In the case of the Regional Administrator, Region VI (San
Francisco), to redelegate to the Director for Northwest Operations,
Region VI, at Seattle, 'Washington, any of the authority delegated
herein.

This delegation supersedes the delegation effective JuIy 1, 1960
(25 F.R. 5801, 6/23/60).

Effective as of the 24th day of Oetober 1962.

Jack T. Conway

Acting }lousing and Home Finance Administrator
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Policies qnd Procedures of the Administrqtor
Port 5. Delegotions of Authority by Housing qnd Home finonce Administrotor
Choprer 4. Public Fociliry loon Progrcn

5-4-3

3. DEI.EGATION TO CO}T'IAUNITY FACITITIES COMMISSIONER TO EXE.
CUTE PUBTIC FACITIW LOAN PROGRA'VI

[I9 Fed. Res. 7123]

The Cornrnissioner, Cornmunity Facilities ancl Special Olreratiotrs,'
is hereby authorized:

a. To execute the powers and functions yested in the Housing aucl
Home Finance Administrator under section 108(a) of the Reconstruc-
tion Finance Corporation Liquidation Act (67 Stat. 231, 40 U.S.C.,
7952 ed. Sup. I459), as amended by section 804 of the Housing Act
of 1954 (68 Stat. 643), except the porver to determine the rate of
interest on loans; and

b. In carrying out such functions, to exercise the powers granted
by section 205(b)(3) of the Small Business Act of 1953 (67 Stat. 234,
15 U.S.C., 1952 ed. Sup. I634) pursuant to section 108(c) of the
Reconstruction Finance Corporation I-.riquidation Act, as amended,
including the power to execute in the name of the Atlministrator any
recessary written instruments relatiug to the administration or dis-
posal of real property or of any interest therein.

Effective as of the 2d. day of November 1954.

Ar,seRr M. Cor,n,
Housing and Horne Finance Adrninistrator

1 AmeDdmsnt efiective July 3, 1962 (27 F.R,. 6294) changed "Commissioner. C:onununit)'
Facilities aud Special Operations" to read "CommunitJ- Facilities Commissioner".
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Policier ond Procedures of the Adminirtrotor 5-5-I
Part 5, Delegations of Authority by Housing ond Home Finonce Administrotor
Chopter 5. RFC Public Agency loons

I. DEI.EGATION TO COMIIAUNITY FACITITIES COMMISSIONER

[22 F.d. Reg. 4576J

The Community Facilities Commissioner is hereby authorized to
execute the powers, functions, and duties transferred to the Housing
and Ilome Finance Administrator under Reorganization Plan No. 1
of 19571 (22 F.R.4633, July 2,7957), with respect to or arising out
of (J.) the securities and obligations of, loans made to, and. contracts
or other agreements with, States, muuicipalities, political subdivisions
thereof, public agencies, board.s, commissions, or other public bodies,
antl (2) loans, securities, and. obligations acquired in connection with
programs of financial assistance for draiuage and irrigation projeets,
except the Administrator's authority to issue notes or other obligations
to the Secretary of the Treasury under section 7 of the Reconstruction
Finance Corporation Act, as amended (15 U.S.C. 606).

Efrective as of the r*t auylt r* ,ri.
Ar,rpnr M. Cor,e,
Housing and Home Finance Atlministrator

1 Seo 2-1.10, Yolume I, for provisions of Reorganization Plan No, 1 of 1957
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Policier ond Procedorcr of rhe Adminirlrolor
Porl 5. Delcgotions of Aurhoriry by Housing ond Homc Finoncc Adminirtrotor
Chopter 6. Advqnces for Plonning Public Works

5-6-I

DETEGATION OF AUTHORITY TO COMfr1UNITY FACITITIES COiAffiS.
SIONER WITH RESPECT TO ADVANCES FOR PUBTIC WORKS PTANNING
(FIRST AND SECOND PROGRAMS)

[30 F.R. 134t7, t0-2t{5]

The Community Facilities Commissioner in connection with the liqui-
dation of the first and second programs of ad.vances for public works
planning is hereby authorized to execute:

1. The functions, powers, and duties under Title Y of the War
Mobilization and Reconversion Act of 1944, as amended, 50 U.S.C.
App. 1671 note, and under the Act of October 13, 1949, entitled "An
Act to provide for the advance plauning of uon-Federal public works,"
as amended, 40 U.S.C. 451 (which functions were transferred to the
Housing and Home Finance Administrator under Reorganization Plan
No. 17 of 1950, 64 Stat. 1269,5 U.S.C. 1964 ed. 1332-15), subject to
section 1112 of the Housing and Urban Development Act of 1965, 40
U.S.C.462note.

2. The functions, powers, and duties vested in the Housing and Home
Finanee Administrator under section 702(h) of the llousing Act of
1954, as amended, which subsection (h) was added by section 602 of
the Housing Act of 1964,40 U.S.C. 462(h).

This delegation supersedes the delegation effective January 15, 1965
(30 F.R. 3564, March 17, 1965).

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 10th day of August 1965.

Robert C. Weaver
Ilousing and Home Finance Admiuistrator
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?olicirs ond Procodurg of thr Admini{rotcr
Port 5. Dohgctionr of Aurhoriry by Houring ond ]lomr Finoncc Adminirtrolor
Chopror 6. Advonccr for Plonning Public Worlr

5+2

2. DETEGATION OF AUTHORITY TO COMf,IUNIW FACITITIES COII.
,IIISSIONER WITH RESPECT TO ADVANCES FOR PUELIC WORKS
PTANNING (THIRD PROGRAIII}

[3O F.R. 3555, 3-17{5]

The Community Facilities Commissioner is hereby authorizecl to
execute the functions, powers, and duties vested in the Housing and
Home Finance Administrator with respect to the third progra.m of
advances for public works planning under subsections 702(a), (c), (g),
and (h) of the Housing Act of 1954, as amended (particularly by sec-
tion 6 of the Public Works Acceleration Act and seetion 602 of the
Housing Act of 1964),40 LT.S.C, 462(a), (c), (g), and (h).

This delegation supersedes the delegation effective October 24,7962
(27 F.R. 10598, October 31, 1962).

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effective as of the 15th day of January 1965.

Robert C. Weaver
Housing and Home Finance Administrator
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Policier ond Procedures of thc Adrninislrotor
Port 5. Delcgotlons of Aurhority by Houring ond Horna Finonce Adminirlrolor
Chopter 6. Advonce: for Phnning Public Workr

5{a

3. DETEGATION OF AUTHORITY TO REGIONAT ADIIINISTRATORS WITH
RESPECT TO ADVANCES FOR PUBLIC WORKS PLANNING (FIRST AND
SECOND PROGRAMSI

[30 F.R.3s65,3.r7{5]

Each Regional Administrator of the Housing and Home Finance
Agency in connection with the liquitlation of the first and second
prograrffr of advances for public works planning (uutler Title V of
War Mobilizatiot and Reconversion Act of 1944, as amended, 50 U.S.C.
App. 1671 note, and Act of October 13, 1949, entitled "An Act to
provide for the adyance planning of non-Federal public works," as
amend.ed., 40 U.S.C. 451; and pursuant to section 702(h) of the Housing
Act of 1954, as amend"ed, which subsection (h) was added by section
602 of the Ifousing Act of 7964, 40 U.S.C. 462(h) (herein called the
"Act")) is hereby authorized within the Region:

1. To amend or modify agreements with public agencies for planning
ad.vances.

2. To make determinations corrcerning the liability of a public agency
for repayment of an advance, including:

a. To determine the proportionate amount of an ad.vance repayable
pursuant to section 702(h)(1) of the Act,40 U.S.C. 462(h) (1), if the
public agency undertakes to construct only a portion of the public work
planned.

b. To terminate all or a portion of the liability for repayment of an
advance pursuant to section 702(h) (2) of the Act, 40 U.S.C. 462(h) (2).

e. To terminate an agreement for an advance pursuant to section
702(h) (2) of the Act, 40 U.S.C. 462(h) (2).

3. To redelegate to the Regional Director of Community Facilities
any of the authority delegated herein.

4. In the case of the Regional Administrator, Region VI (San Fran-
cisco), to redelegate to the Director for Northwest Operations, Region
Vf, at Seattle, 

-Washington, any of the authority delegated herein.
(62 Stat. 1283 (1948), as amended by 64 Stat. 80 (1950), 12 U.S.C.

1701c)

Effective as of the 15th day of January 1965.

Robert C.'Weaver
Housing and Home Finance Administrator
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Policies qnd Procedures of the Administrotor
Porr 5. Delegotions of Authority by Housing ond Home Finonce Administrsto;
Chopter 5. Advances for Plonning Public Works

54.4

4. DETEGATION OF AUTHORITY TO REGTONAL AD'I,IINISTRATORS WITH
RESPECT TO ADVANCES FOR PUBTIC WORKS PTANNING (THIRD
PROGRAM)

[30 F.R. 3s65, 3-17,5s]

Each Regional Administrator of the Housing and Home Finance
Agency in carrying out the third program of advances for publie works
planning under section 702 of- the Housing Act of 1954, as amended
(particularly by section 6 of the Public Works Acceleration Act and
section 602 of the Housing Act of 1964),40 U.S.C.462 (herein called
the "Act"), is hereby authorized within the Region:

1. To approve applications of, authorize ad"vances to, and execute
agreements with, public agencies and Indian tribes, involving advances
to aid in planning proposed public works.

2. To amend or modify agreements for planning advances with public
agencies and Indian tribes.

3. To make determinations concerning the liability of a public agency
or Indian tribe for repayment of an advance, including:

a. To determine the proportionate amount of an advance repayable
pursuant to section 702(h) (1) of the Act,40 U.S.C. 462(h) (1), if the
public agency or Indian tribe undertakes to construct only a portion of
the public work planned.

b. To terminate all or a portion of the liability for repayment of an
advance pursuant to section 702(h) (2) of the Act, 40 U.S.C. 462(h) (2).

c. To terminate an agreement for an advance pursuant to section
702(h) (2) of the Act, 40 U.S.C. 462(h)(2).

d.'To determine the amount of the advance which the public agency
or Indian tribe is relieved of liability to repay pursuant to section
702(9) of the Act, 40 U.S.C. 462(9), if construction of the planned
public works project or a portion thereof is initiated as a result of a
grant under the Public Works Acceleration Act.

4. To redelegate to the Regional Director of Community Facilities
the authority delegated herein except the authority to approve applica-
tions, authorize advanees, and amend or modify agreements for planning
advances.

5. In the case of the Regional Administrator, Region VI (San Fran-
cisco), to redelegate to the Director for Northwest Operations, Region
Vf, at Seattle, Washington, any of the authority delegated herein.

This delegation supersedes the delegation effestive June 4, 1963 (28
F.R. 5486, June 4, 1963).

(62 Stat. 1283 (1948), as amended by 64 Stat. 80 (1950),12 U.S.C.
1701c)

Effective as of the 15th day of January 1965.

Robert C.'Weaver
Housing and Home Finance Administrator
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Policies ond Procedures of the Administrator
Part 5. Delegolionr of Authority by Housing ond Home tinance Adminirtrqtor
Chopter 7. Alosko Housing loons

5-7-t

T. DELEGATION OF AUTHORITY WIIH RESPECI TO THE ATASKA HOUS.
ING PROGRA,YI

[20 t d. Res. 324tJ

1. The Community Faeilities Commissioner (hereinafter called
"Commissioner") is hereby delegated the authority to exeeute the
powers and functions relating to the Alaska Eousing Progtam yested in
the Housing and llome Finance Administrator (hereinafter called "Ad-
ministrator") under the provisions of the Alaska Housing Aet, 63 Stat.
57, 59-60 (1949), as amended, 48 U. S. C.,484-484e; and the Independ-
ent Offices Appropriation Act, 1955, 68 Stat. 272, 295-6, (L954), L2
U. S. C. 17019-5; exeept the authority to:

a. Authorize new or increased commitments of loan funils;
b. Amend or modify loan authorizations or any requirement or con-

tlition therein where such action may materially afrect adversely the
interests of the Administrator;

c. Consent to the release or substitution of collateral where such
aetion may materially afrect adversely the interests of the Ailminis'
trator; and

d. Determine the rate of interest on any notes or other obligations
which may be purchased from the Alaska Eousing Authority.

2. Any instrumeut or document executed by the Commissioner pur-
porteclly und.er the authority of this delegation shall be conclusive evi-
dence of the authority of the Commissioner to act for the Administrator
in executing such instrument or d.ocument.

3. This delegation of authority supersedes the delegations to the
Commissioner, Community X'acilities and Speeial Operations, and the
Director, Special Operations Branch, effective October ?, L952 (17
F. n. 8885, October 3, 1952).

Efrective as of the 12th Day of May 1955.

Ar,srnr M. Cor,n,
Housing and Home X'inance Administrator

a
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Policies ond Procedures of the Administrotor
Port 4. Delegolions of Aurhority by Housing and Home Finonce Administrotor
Chopter 7. Aloskq Housing qnd Public Works

5-7-2

2. REDETEGATION OF AUTHORIIY WITH RESPECT TO CERTAIN CTAIMS
HEID BY SECRETARY OF INTERIOR UNDER ATASKA PUBTIC WORKS ACT

[29 F.R. t3580, t0-244]

The Community Facilities Commissioner is hereby authorized to
execute the fuuctions, powers, and duties vestetl in the Secretary of
the Interior, and delegated to the Housing and Ilome Finance Admin-
istrator, with respect to the colleetion, compromise, or release of claims
or obligations arising from agreements entered. into by the United States
of America under section 5 of the Alaska Public Works Act, as amended
(63 Stat. 627, as amended ; 48 U.S.C. 486).

(Delegation of Authority from Secretary of Interior to llousing
and Home Finance Administrator effective April 17, 1964, 29 F.R.
5516, April2+,7964)

Effective as of the 2nd day of October, 1964.

Robert C.'Weaver
Housing and Home Finance Administrator

.,
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Policier ond Procedurer of lhc Adminirtrotor
Port 5. Delegotions of Authority by Houring ond Homr Firlonc. Adminittrolor
Choptcr 7. Alqskq Houring and Public Workr

3. REDETEGATION TO REGIONAT ADMINISTRATOR, REGION
RESPECT TO CERTAIN CLAI'ITS HELD BY SECRETARY OF
UNDER ATASKA PUBTIC WORKS ACT

[30 F.R. 2628,2-27-657

5-7.3

vl, wtTH
INTERIOR

The Regional Adrninistrator, Region VI (San Francisco), Housing
and Home Firrarrce Agency, in calrying out the functions of the Secre-
tary of the Interior under section 5 of the Alaska Public'Works Act, as
arnended (63 Stat. 628, as amended, particularly by Public Larv 88-229;
48 U.S.C. 486c), is hereby authorized:

1. To collect, compromise, or release any clairn against or obligatiou
of arr Alaska public body held by the Secretary of the Interior in connec-
tion with a Federal agreeneut providing public works for such public
body.

2. To redelegate to the Director for Northrvest Operations, Region VI,
at Seattle, \\rashington, any of the authority herein redelegated.

(Delegation of authority from Secretary of Interior to Housing and
Ilorrre Finance Administrator effeetive April 17, 196+ (29 F.R. 5516,
April 24, 1964) )

Effective as of the 1st day of February 1965.

Robert C.'Weaver
Housing and. Houe F inauce Adruinistrator
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Policies ond Procedures of The Administrolor
Port 5, Delegotions of Aurhoriry by Housing and Home Finqnce Administrotor
Chopter 8. Prefsbricqted Housing loans

5-8.r

I. DETEGATION OF AUT}IORITY WITH RESPECT IO PREFABRICATED
HOUSING IOAN PROGRAM

leO red. Reg. 3241J

1. The Community Facilities Commissioner (hereinafter called
"Commissioner") is hereby deiegated the authority to exercise the
powers and functions relating to the Prefabricated Housing Loan Pro-
gram vested in the I{ousing and Home Finance Administrator (herein-
after called "Atlministrator") under the provisions of Reorganization
Plan No. 23 of 1950, 64 Stat. 1279-80; the Independent Offices Appro-
priation &ct,7952,65 Stat. 268,287-8 (1951), (12 U. S. C. 1701g-4);
the Defeuse Housing and Community Facilities and. Services Act ot
1951, 65 Stat. 293, 295, 317-2 ( 1951 ) , as amended , 42 U . S. C. 1591c, 12
U. S. C. 17019, 17019-1 to 17019-3; and the fndepend.ent Offices Appro-
priation Act, 1955, 68 Stat. 272,295-6 (1954), 12 U. S. C. 1701g-5;
except the authority to:

a. Authorize new or increased commitments of loan funtls;
b. Amend or modify loan authorizations or any requirement or

condition therein where such action may materially affect atlversely the
interests of the Administrator;

c. Consent to the release or substitution of collateral where such ac-
tion may uaterially affect adversely the interests of the Administrator;

cl. Determine the rate of interest on loans;
e. fssue notes or other obligations to, or for purehase by, the Secre-

tary of the Treasury; and
f. Exercise the powers under subsections a02 b) or 402 (b) of the

Elousing Act of 7950, 64 Stat. 48, 78-9 (1950), 12 A. S. C. 1749a,
granted to the Administrator by section 502 of the Defense Housing
and Community Facilities and Services Act of 1951, 65 Stat. 312, as
amended, 12 U. S. C. 17079-2, or the powers to piescribe rules and
regulations or to sue and be sued under subsection aO2 @) of the said
Housing Act of 1950, 64 Stat. 79-80, 12 U. S. C.7749a.

2. Any instrument or document executed by the Commissioner pur-
portedly under the authority of this delegation shall be conclusive evi-
dence of the authority of the Commissioner to act for the Administra-
tor in executing such instrument or document.

3. This delegation of authority supersedes the delegations to the
Commissioner, Community Facilities antl Special Operations, and the
Director, Special Operations Branch, effective December 22, 1951 (16
F. R. 12918, December 22, 1957).

Effeetive as of the 12th day of May L955.

Ar,spnr M. Cor,u,
Housing and Home Finanee Administrator

a
5/15/59 Poge I



Policics ond Procedurer of the Administrotor
Port 5. Delegotionr of Authority by Houring ond Home Finonre Administrolor
Chcpcr 8. Prcfobricqted Housing Loonr

5-&2

2. DEI.EGATION OF AUIHORITY TO TAKE CERIAIN ACTIONS !N CON-
NECTION WITH CERTAIN PREFABRICATED HOUSING TOANS

lrr F. R. rr45{, il4ss (r952)I

houses or housing eomponents, for relateil purposes, or
modernized site construction, namely:

a. To authorize disbursemeut of funds pursuant to any such loan;
b. To release to Borrower insurance funds representing payments

on insured losses, and to endorse without representation, recourtse or
warranty cheeks received in payment thereof;

c. To consent to or approve of any matter eoncerning which Bor-
rower's Ircan Agreement, or any other agleement of Bonower, requires
the prior.written eonsent of the Administrato_r with respeet to. (1)
increases in compensation, salaries, commissions, bonuses and gratuities;
(2) emplolment of personnel at salaries in exeess of those speciffed;
(3) withtlrawal of funds, net profits or net earnings; (4) declaration
or payment of tlivitlentls or distribution or issuanee of eapital stock
or ehanges in eapitalization; or (5) purchase or aequisition of ffxed
assets or capital improvements in excess of amount stipulated;

d. To make bookkeeping corrections of aeeounts with Borrower in
eonneetion with erroneous overpayments or underpayments and to
make such remittanees or demand such additional payments as may be
necessary to effeet the corrections, providetl that such eorreetions do
not involve any compromise or settlement;

e. To approve ultimate investors or perrnanent mortgagees making
permanent conventional mortgage loans (not insured by Federal Eous-
ing Atlministration) and to aecept and release eollateral on the basis
of satisfactory commitments from ultimate investors or permanent
mortgagees so approved. or approved by X'etleral Eousing Atlministra-
tion;

f. To determine the qualiffcations of Bomower's Engineer and other
parties whose eertiffeations are to be submitted in eonneetion with loan
disbursements, and approve or rejeet certiffeations on the basis thereof;

g. To take whatever other aetion or give whatever other approval or
consent may be authorizetl herein, expressly or by implication, in ac-
cordanee with antl as limited by instruetions and all amendments
thereto, heretofore or hereafter issued by the undersigned or any of
his tluly authorized agents or offieers in connection with any such
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loan (hereinafter referred to as "Instructions" and designated in loan
d.ocuments as "Disbursement and Servicing Terms and Conditions" or
as "Disbursement Procedures" or with some other similar title), in
order to effect or complete any such authorized action, approval or con-
sent exeluding, however, any aeceleration of the loan, unauthorized re-
lease or substitution of collateral, extension of time for payment of
principal or interest, forgiveness or waiver of any default or breach
of covenant, or institution of or participation in any judicial proeeed-
ings, reorganization plans or assignments for the benefit of creditors;

h. To take all actions delegated in the Power of Attorney, a copy of
which is annexed hereto as Appendix A, to the extent authorized herein
and in accordance with and as iimited by Instructionst Proutd,ed,, That
any party relying upon said Power of Attorney shall not be obligated
to look to or determine the Regional Bepresentative's or Regional
Administrative Officer's compliance rvith this Delegation of Authority
or the fnstructions : Proo'id,ed, That the foregoing delegations of au-
thority shall be subject to:

i. A determination by the Regional Representative or Regional Ad-
ministrative Officer that sueh consent, approval, or action will not
materially affeet adversely the interest of this Agency or increase the
amount of tho Loan Authorization, with respect to the exercise of the
powers delegated in paragraphs b, e, d, 0, g and h above;

ii. The condition that no such consent, approval or action shall require
or have the effect of amending or modifying the Loan Authorization,
any amendments thereto, the provisions of any note or collateral, or
the Instructions, but shall eome within the terms, conditions and limita-
tions thereof.

2. The powers herein delegated to the aforesaid officers and their
respective successors in office may not be delegated or redelegated by
them, or any of them.

Effective as of the 18th day of December 1952.

Rlvuorrn M. For,uv,
Housing and Home Finance Aclmiuistrator'

Appnororx A
POWEM OF ATNOB,IYEY

Know all men by these presents, that Baymontl M. Foley, Eousing
and Home Finance Administrator, does hereby nominate, eonstitute
and appoint M. Justin Herman, Regional B,epresentative, and. Kirke
M. Decker, Regional Administrative Officer, both Region YII, Offiee of
the Administrator, Housing and llome Finanee Agency, San Fran-
cisco, California, and each of them and their respective duly appointed
successors in offce, his true and lawful attorney for him and in his
name, plaee aud stead, in conneetion with any loan for the production
or distribution of prefabricated. houses or housing components, for re-
lated purposes, or for modernized site construction, as authorized by
Title V of the Defense Housing and Community Facilities and Services
Act of 1951 (Pub. I-raw 139, 82d Cong.; 65 Stat. 293, 311; 12 U.S.C.,
1946 ed. Sup. V 1701g-U0lg-4).
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1. To assign, reassign, reconvey, endolse, and transfer without rep-
resentatiou, recourse, or warranty, and surrender, satisfy, diseharge,
release, subordinate and cancel, or accomplish any of them in whole
or in part: notes; checks; drafts; bonds; real estate mortgages and
deeds of trust; contracts for the sale of prefabricated houses, housing
components, sections or panels; chattel mortgages; beneficial interest
und.er trust instruments ; leases; accounts receivable ; inventory liens;
warehouse receipts; policies of insurance or rights thereunder; policies
guaranteeing or insuring real estate titles, mortgages and deeds of trust,
or any of them, or rights thereunder; and indemnity or surety bonds
or rights thereund.er; all or any of which may be assigned or endorsed
to or held by Housing and Home Finance Administrator, or by the
aforesaid Regional Representative in behalf of said Administrator.

2. To assent to or request any such abovementioned assignment, re-
assignment, recouveyance, transfer, surrender, satisfaction, discharge,
release, subordination, and cancellation, or any of them in whole or in
part.

3. In connection with deeds of trust or other trust instmments or
agreements under which the Administrator is a beneficiar)' or assignee
of beneficiary, or where the Atlministrator, or Regional Representative,
is a holder of any note, notes, bonds, instrument or instruments issued
pursuant thereto or secured thereby: (a) To accept or join with others
in the acceptance of resignations of trustee or trustees; (b) to remove
or join with others in the removal of any trustee or trustees; (c) to
select and desigrrate persons or corporations as original substitute or
sueeessor trustee or trustees; and (d) to appoint, consent to or ap-
prove of the appointment, or join with others in the appointment,
consent to or approval of appointment of substitute or successor trustee
or trustees.

Further giving and granting unto his said attorneys, and each of
them, full power and authority to do and to perform all and errery aet
and thing requisite, necessary and proper to be done for the purpose
of cffecting the granted powers, ineluding, but without iimiting the
generality of the foregoing, the execution and delivery of release deeds,
satisfaetion pieces, requests for full reconveyance, assignments, dis-
charges, subordinations and sueh other documents as may be appro-
priate or necessary to effeetuate the foregoing, hereby ratifying and
confirming all that said attorneys, or either of them, shall Iawfully do
or eause to be done under this power.

All documents and instrumenls exeeuted pursuant to this Power of
Attorney shall be signed in the following fonn:

EOUSINO AND EOIIE FINANCE ADMINISTRATOB,

By
Eousing onil Eome Finance Agency, Ei^s
Attomeg-in-Fact.

'r'ith insertion therein of offieial title of attorney in the spaee provided
under the signature.

5/15/59 Pogc 3
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The Power of Attorney shall continue in force until revoketl by a
revocation recorded in Santa Clara County, California, and. in any
other county where this Power may be record.ed, provided always
that any revoeation shall not prejudice or affect anything lawfully
done or eause to be done by either said attorney prior to the recording
of any such revoeation hereof.

The powers herein granted may not be tlelegatetl or redelegated.

In witness whereof, Raymond M. X'oley, Eousing and Eome X'inance
Administrator, has caused this Power of Attorney to be executed on his
behalf, and the seal of said Atlministrator to be affixed hereto, this
12th day of December 1952.

RavrvroNo M. For,ux,
Housing and Home Finance Administrator

Poga 4 5/15/59
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Policior ond Procedurer of th. Adminirtrotor
Parr 5. Delegoriont of Authority by Houring snd Home Finonco Admini3trotot
Choplcr 8. Prefobricoted Housing Loons.

5{€

3. DETEGATION OF AUTHORITY TO REGIONAT ADMINISTRATOR, RE.
GION VI, WITH RESPECT TO MANAGEi,TENT CONTRACT WITH ATASKA
STATE HOUSING AUTHORITY UNDER PREFABRICATED HOUSING
IOAN PROGRA T

The Regional Atlministrator, Region VI (San Francisco), Housing
and Home Finance Agency, is hereby authorized.:

1. To exercise the functions, powers, ancl duties of the Government,
including those specified for performance by the Community Facilities
Commissioner, under the management contract dated December 1, 1964,
as amended, between the United States of America (acting through the
Housing and IIome Finance Administrator and signed by the Commu-
nity Facilities Commissioner) ald the Alaska State Housing Authority
concerning the Aleutian Homes prefabricated housing project, Kodiak,
Alaska.

2. To redelegate to the Director for Northwest Operations, Region
VI, at Seattle, Washington, any of the authority herein delegatetl.

(Defense llousing and Community Facilities and Services Act of
1951, as amended, 42 U.S.C. 1591c, 12 U.S.C. 17019, 17019-1 to 17019-3;
fnd.ependent Of6ces Appropriation Act, 7955, 72 U.S.C. 17019-5; sec-
tion 502(a) of Housing Act of 1948, as amended, 12 U.S.C. 1701c)

Effective as of the 1st day of Oetober 1965.

Robert C. Weaver
Housing and Home I'inance Administrator
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Policier ond Procedures of the Adminirtrotor

Port 5. Delegotions of Authority by Houring ond Homo Finqnce Administrotor

Chopter 9. Housing for rhe Eldcrly

5-9.r

I. DETEGAIION OF AUTHORIIY WITH RESPECT TO TOANS FOR HOUS.
ING FOR THE ELDERI.Y

[26 F.R. 4345]

1. The Community Facilities Commissioner is hereby authorized:
(a) To execute the powers and funetions vested. in the Ilousing and.

Home Finance Administrator und.er section 202 of the Housing Act of
1959 (73 Stat.667,12 U.S.C.1701q) except (1) the power to determine
the rate of interest on loans and (2) the power to sue and. be sued.

(b) The red.elegate to one or more employees under his jurisdiction
any of the authority herein delegated except the power to authorize
loans.

2. The delegation to the Director, Division of Housing for the
Elderly, effective October 72,1960 (25 F.R. 9932, October 18, 1960),
and the designations of Acting Director, Division of Housing for the
Elderly, effective October 12, 1960, and January 30, 1961 (25 F.R.. 9932,
October 18, 1960, and 26 F.R. 1202, tr'ebruary 10, 1961); are hereby
revoked.

Effective as of the 14th day of May 1961.

Jlcr T. CoNwlv
Acting Housing and Home Finance Administrator
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Policies ond Procedurer of the Administrqtor
Porr 5. Dclegotions of Authority by Housing ond Home Finonce Adminirtrotor
Chopter 9. Housing for rhe Elderly

5-9-2

2. DETEGATION OF AUTHORITY TO REGIONAI. ADMINISTRATORS WITH
RESPECT TO IOANS FOR HOUSING FOR THE ETDERLY OR HANDI.
CAPPED

[30 F.R. 6555,5.t2{5]

Each Regional Administrator of the Housing and Home Finance
Agency is hereby authorized under section 202 of the Housing Act
of 1959, as amended (73 Stat. 667, as amended, 12 U.S.C. 1701q) :

1. To execute loan agreement and regulatory agreements and amend-
ments or modifications of loan agreements and regulatory agreements.

2. To authorize an increase of not to exceed l0 percent in the amount
of the loan and to authorize such amendment of the loan agreement as
is necessary to effectuate the authorized. increase in the amount of the
Ioan.

3. To exeeute amendments or modifications of notes, mortgages, and
other eollateral security instruments.

4. To redelegate to the Regional Director of Community Facilities
the authority delegated herein except the authority to authorize an
increase in the amount of the loan.

5. In the ease of the Regional Administrator, Region VI (San Fran-
cisco), to redelegate to the Director for Northwest Operations, Region
VI, at Seattle, Washington, any of the authority delegated herein.

This delegation supersedes the delegation effective May 5, 796+ (29
F.R. 5921, May 5, 1964).

(62 Stat. 1283 (1948), as amendecl by 64 Stat.80 (1950), 12 U.S.C.
1701c)

Effeetive as of the Sth tlay of July 1964.

Robert C. Weaver
Housing and Home Finance Administrator

5/27/65 Poge I



Policies ond Procedures of the Administrotor
Porl 5. Detegolion: of Authoriry by Houring ond Home Finonce Administrotor
Chopler 10. Wor ond Emcrgency Housing

5-l 0-t

I. DELEGATION OF AUTHORITY IO PUBTIC HOUSING COMMISSIONER 1

lr8 F.R. 4612.1613 (re53)l

rta
1. The Public Elousing Commissioner is hereby authorized, subjeet

to the supervision of the Eousing and llome Finance Administrator:
a.2 To execute the powers and functions yesteal in the Administrator

under the provisions of Public Laws 781 antl 849 (76th Cong.), as
amended, and Public Laws 9,73, and 353 (77th Cong.), as amended,
and of Title II of Public Iraw 266 (81st Cong.), including the power to
make findings and determinations thereunder; and^ powers and func-
tions vested iu the Administrator as a result of Reorganization PIan
No. 17 of 1950 (64 Stat. 1269) over and relative to those Public'Works
Projeets undertaken under Title II of Public Law 849, as amend.ed.,
antl equipment therefor which are listecl in the Appentlix to this dele-
gation or as said Appendix may from time to time be amended.;

b.3 To execute the powers and functions vested in the Administrator
in connection with t[e revolving funtl established uuder the heading

c. 'With respect to powers and functions delegated ia subparagraph
"a" and powers and functions otherwise vested in the Commissioner
by or pursuant to la\e, to execute the powers and functions vested in the
Administrator pursuant to the provisions of the F irst War Powers Act,
1951, the act of August 7, 1946 (Pub. Law 657,791h Cong.), and the Con-
traet Settlement Act of 1944, as sueh acts have been or may be amended,
ineluding the power to make findings, determinations, and settlements
thereunder; and

d. To redelegate any of the authority herein delegated to antl vested
in the Commissioner to such officers and employees of the Public flous-
ing Administration as he may seleet.

2. Any instrument or document exeeuted by the Public Ilousing
Commissioner, or by any off.cer or employee to rvhom the authority
has been redelegated, purporting to relinquish or transfer any rights,
title, or interest in or to real or personal property under the authority
of this delegation shall be eonelusive evidenee of the authority of such
Commissioner, officer or employee to aet for the Ilousing and Eome
Finanee Administrator in executing such instrument or doeument.

1 Excerpt from Organization Description, Ineluding Delegations of Final Authority, published
in the tr'ederal Register of January 21, 1950, as amentleal August 5, 1953. Subseqnently
antendeil Mey 5. 1954 (19 Fed. Ree.2599); Jtly 1, 1954, 19 fed. Rcc.4115; June 1, 1955.
90 Fed. Reg. 3817; anal Jsn. 1, 1957, 22 FeiI. Reg. 12.

2Subnarag:aDh 1(a) amended to read as set forth in the text efi*tive May 5, 1964, 19 Fed.
Rce. 2599.

3 Subparagraph 1(b) insert€d eEective July l, f964, 19 l'ed. Reg. rfl16,
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5-I 0-t World Wqr ll ond Veterqns' Emergency Housing

3. There are hereby transferred to the PubUc Eousing Administm-
tion, to be used and employed in oonneotion with the powers and
fonctions herrin delegated over and relative to the Public Works
Projects and equipment listetl in the Appendix hereto (as it may fmm
tims to time be amended), the records now being used or held by the
Office of tho Administrator, Housing and Eome X'inance Agency, in
connection with such Projects and equipment.

atrl

Efrective as of the 5th tlay of August 1953.

Ar,epnr M. Cor,n,
Housing aud Home Finance Administrator

APPENDIX

PUBIJIC WORKS PROJECTS IINDENTAI(EN IINDEB TITIJE II
OX'PUBIJIC LAW &19 (76th CONG.), AS AMENDED (SO-CALI/ED
LANEAM ACT), AND EQUIPMENT TEEBEFOB, BESPONSI.
BIITITY F'OR WEICH IS TB,ANSFDBR,ED TO THE PIIBIJIC
HOUSING COMMISSIONEB

Region II
(1) Conn. 6-216-F, 'Windsor l-loeks, Conn. (Sewer main eonnecting

PHA Projects No. Conn. 6151, 6152 antl 6081 to Windsor Locks sewer
system.)

(2) Maine 17-146-X', South Portland, Maine. (Combinetl sewer to
serve PEA Project No. Maine 17033.)

(8) N. Y. 30-210-F, Mineville, N. Y. (Water and sewer faeilities to
serve PHA Project No. N. Y. 30102.)

(4) DeL 7-108-F, Wilmington, Del. ('Water facilities to serve PIfA
Project No. Del. 7035.)

(5) Md. 18-153-F, Cabin John, Mtl. (Sewer facilities to serve PHA
Projects No. Mtl. 18131 antl 18132.)

(6) Md. 18-205-F, Indian Eead, Mtl. (Sewer faeilities to serve PEA
Project No. Mtl. 78272.)

(7) MiI. 18-206-F, fndian Head, Mil. (Water line, eleetrie power
line, and access road to serve PIIA Projeet No. Mtl. 78272.)

(8) N.C. 31-229-F, 'Wilmington, N. C. (Sewer faeilities to serve
PEA Projeet No. N. C. 31027.)

BegionIV
(9) Ohio 83-227-F,.,'Windham, Ohio. (Sewer and water faeilities to

serve PEA Projeet No. Ohio 33049.)
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Policicr gnd Proccdurcr of thc Adminittroto- S-tG2
Port 5. Dchgotions of Authoriry by Houring ond Homc Finqncc Adminirtrotor
Choptcr 10. Wor ond Emcrgency Houring

2. DETEGATION OF AUIHORITY WIIH RESPECT TO EMERGENCY
HOUSING PROPERTIES

[25 F. R. 2654]1

1. The Director, Community Disposition Program, is hereby author-
iled to execute the powers and functions vested in the Housing and
Home Finance Administrator under the provisions of Public Ilaw 781,
76th Cong. (54 Stat. 883) ; Public Law 849, 76th Cong., as amended
(Lanham Aet, as amended, 42 U.S.C. 7521), and Reorganization Plan
No. 17 of 1950 (64 Stat. 1269) ; Public Laws 9, 73, a,nd 353,77th Cong.,
as amended (55 Stat. 14, 198, and 818, as amended);and Title II of
Public ILaw 266,81st Cong. (63 Stat. 659).

2. Any instrument or document executed by the Director, Cornmunity
Disposition Program, purporting to relinquish or transfer any rights,
title, or interest in or to real or personal property under the authority
of this delegation shall be conclusive evidence of the authority of such
Director to act for the Housing and Home Finance Administrator in
executing sueh instrument or document.

3. The Director, Community Disposition Program, is further author-
ized to execute contracts for necessary expenditures (other than for
purely personal serviees) in connection with emergency housing prop-
erties involved under paragraph 1, as authorized under the heading
" IIousing and Home Finance Ageney, Offiee of the Administrator, re-
volving funtl (liquitlating programs) " in Title II of the Independent
Offices Appropriation Act, 1955 (12 U.S.C. 1701g-5).

4. The Director, Community Disposition Program, is empowered to
authorize the publication in newspapers of advertisements, notices, or
proposals in eonnection with these properties (in compliance with 44
U.S.C. 322 and 324 and 7 GAO 5200).

Effeetive as of the 26th day of April 1960.

NonuaN P. MsoN
Ilousing and Home Finance Administrator

rAmeaded offoctiv€ Aplit 26, 1960, 25 Fed. Reg. 11521.
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Policier snd Procedures of lhe Adminirtrstor
Porl 5. Delegorion of Authority by Housing ond Home Finonce Administrctor
Choprer ll. Disporal of AEC, Coulee Dqm ond Boulder City Prop€rties

5.t t -t

I. DETEGATION OF AUTHORIIY WITH RESPECT TO DISPOSITION OF CER.
TAIN GOVERNNAENT-OWNED PROPERTY AT AEC COAAMUNTTIES OF
OAK RIDGE, TENNESSEE; RICHIAND, WASHINGION; AND LOS AtA-
,\ os, NEw n Extco

128 F.R. 4777,5/tt/531

The delegation of authority with respect to the disposition of certain
Government-owned property at the AEC communities of Oak Ridge,
Tennessee, and Richland, Washington, as revised effective December 10,
1962 (28 F.R. 195, l/8/63), is hereby revised to read as follows:

1. The Director, Community Disposition Program, is hereby author-
ized to execute the powers, functions, and duties transferred to the
Housing and Home Finance Administrator under Executive Order
10657 of February 14,7956 (21 F.R. 7063,2/16/56), as amended by
Executive Order 10734 of October 77,1957 (22 F.R. 8275,10/22/57),
and Executive Order 11105 of April 18, 1963 (28 F.R. 3909, 4,/20/63),
with respect to the disposition of certain Goverrrment-owned property
at the Atomic Energy Commission communities of Oak Ridge, Tennes-
see, Richland, Washington, and Iros Alamos, New Mexico, pursuant to
the Atomic Energy Community Act of 1955, as amended (42 U.S.C.
2301), except the Housing and Home Finanee Administrator's power to
make the finding required under section 51 of the Act (42 U.S.C. 2341) .

2. The Field Director (Community Disposition) and the Liaison Offi-
cer (Community Disposition) each is hereby authorized on behalf of
the Housing and Home Finance Administrator to:

a. Execute any deed, contrast to purchase (installment contract of
purchase), offer, acceptance, or other form of contract of sale, or other
instrument, in connection with the disposition of the Government's in-
terest in property at such communities, or lease of such property.

b. Make the finding concerning the availability of financing on rea-
sonable terms from sources other than the Housing anil Home Finance
Agency pursuant to section 62 of the Atornic Energy Community Act
of 1955, as amended (42 U.S.C. 2362), in connection with the disposi-
tion of the Government's interest in such property.

c. Endorse any checks or drafts in payment of insuranee losses on
which the United States of America, acting by and through the Housing
and Flome Finance Administrator, his successors, or assigns, is a payee
(joint or otherwise) in connection with the disposition of the Govern-
ment's interest in property at such communities or lease of such
property.

3. The Director, Community Disposition Program, the Field Direc-
tor (Community Disposition), and the Liaison Officer (Community Dis-
position), each is hereby authorized to execute any contract for ad.ver-
tising in connection with the disposition of such property, under Rev.
Stat. 3828, 44 U.S.C. 324.

(Sec.4 of E.O. 70657,21 f'.R. 1063 (2/76/56); sec. 12 of P.L,l. 600,
79th Cong. (5 U.S.C. 22a(3))

Effective as of the 11th day of May, 1963.

Roepnr C.-Wplvpn
Housing and Home Finance Administrator
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Policier qnd Proccdurer of the Adninirtrotor
Part 5. DeleEotionr of Aurhoriry by Houring ond Homc Finoncc Adrninirtrctor
Chopter II. Dirpoco! of AEC, Coulee Dom ond Bouldor Ciry Properries

5-l13

3. DESIGNATION OF ACTING FIEID DIRECTOR (COIIMUNIW DISPOSI.
TION)

[28 r.R. 47/r, s/tt /6117

George Gregory Moen, Realty Specialist, is hereby designated to
serve as Acting Field Director (Commuuity Disposition) during the
absence of the Field Director (Community Disposition), with all the
powers, functions, and duties delegated or assigned to the Fielcl Direc-
tor (Community Disposition).

The designation of Acting Field Director (Community Disposition),
efrective December 10, 1962 (28 F.R. 195, 7/8/63), and the designa-
tion as Acting Community Disposition Supervisor, Oak Ridge, Ten-
nessee, effective October 77,7959 (24 F.R. 8457,10/77/59), are hereby
revoked.

(62 Stat. 1283 (1948), as amendeclby 64 Stat.80 (1,950), 1.2 U.S.C.
1.701c)

Effective as of the L1th tlay of May, 1963.

Rosnnr C.'Wuvsm
Ilousing and Ilome Finance Administrator
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Policier qnd Procedurcs of the Adminirtrotor
Port 5. Delegotionr of Aurhority by HousinE ond Home Finonce Administrotor
Chopter lI. Disporol of AEC, Coulee Dom ond Boulder City Propertier

5-t t-4

4. DESIGNAIION AND DELEGATION OF AUTHORITY WITH RESPECT TO
APPRAISAT OF CERTAIN FEDERAT PROPERTY IN COUTEE DAM AND
GRAND COUTEE AREAs, STAIE OF WASHINGTON

[22 Fed. Ras.7777)

The Federal Eousing Commissioner is hereby designated and, as the
desig:ree of the Ifousing and Home Fin'ance Administrator, is hereby
authorized to exercise the power vested in the Administrator under
section 5 of the Coulee Dam Community Act of 1957 (Publie Law
85-240) to determine the appraised. values of certain Federal property
in the Coulee Dam and Grand Coulee areas, State of 'Washington, at
the request of the Seeretary of the Interior.

Effective as of the 19th tlay of Septembe4 1957.
'W.nr,xnn Mlsorv,
Acting Housing antl llome tr'inance Administrator
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Policicr ond Procrdurer of thc Adminirtrotor
Pail 5. Dclcgotionr of Authorify by Houring ond Honc Finoncc Admiaistrotor
Choptcr ll. Disporol of AEC, Coulec Don ond Bouldcr City Propcilicr

5-I l-5

5. DESIGNATION AS APPRAISERS TO DETERTTAINE APPRAISED VALUE
oF CERTAIN FEDERAT PROPERIY AT BOUTDER C!TY, NEVADA

[23 r.d. Rcg.7609]

The appraisers of the X'ederal Housing Administration under the
direction of the Federal Housing Commission 1 are hereby desiguated
as eppraisers to determine the appraised value of certain Federal prop-
erty at Boulder City in the State of Nevada at the request of the Seare-
tary of the Interior, pursuant to section 3 (tl) of the Boulder City Act
of 1958 (Public Law 85-900).

Effective as of the zotn aly ot s"it..u.rtrrur.
'W.al,xun Mlsorv,
Acting Housing and Home tr'inance Administrator

r The words "Fetlercl Ifousing Commiceion" wsrs corrected to reail "Fetleral Eousitrgi
Comisgioner" in 23 Fed. B,og. 7714, October 4, 1958.
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Policics ond Procedurec of the Administrotor
Pqrf 5. Delegctionr cf Authoriry by Housing ond Home Finsn€o Admini.t.otor
Choprcr Il. Conmunity Dirporition Activitics

5-t l-6

6. REDETEGATION OF AUTHORITY WITH RESPECT TO GREENTOWN
PROJECIS AND SUBSISTENCE HO'TAESTEADS

[29 F.R. 13226,9-23447

The Director, Community Disposition Staff, is hereby authorized to
execute the functions, powers, and duties vested in the Public Housing
Commissioner with respect to greentown projects and subsistence home-
steads under the Act of June 29, L936,49 Stat. 2035; the Act of May 19,
1949, 63 Stat. 68; sectior 4(b) of Reorganization PIan No. 3 of 1947,61
Stat. 955 (5 U.S.C. 133y-133y-16 note) ; and any other lalv or execu-
tive order relating to or affecting the said functions, polvers, and duties.

(Public Housing Commissioner's delegation of authority to Housing
and llome Finance Administrator effective August 29, 196+, 29 F.R.
12596, September 4, 1964)

Effective as of the 23d day of September 1964.

Robert C. Weaver
Housing and Home Finauce Administrator
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Policies ond Proccdures of the Administrotor
Port 5. Delegotions of Authority by Housing ond Home Finonce Adminirtrotor
Choprer I2. fllorr Trsnrportolion

5-r 2.t

I. DETEGATION OF AUTHORITY WITH RESPECT TO URBAN iAASS
TRANSPORTATION

[29 F. R. 16879,12.9-541

1. The Assistant Admirristrator (Transportation) is hereby author-
ized to execute the powers and functions vested in the Housing and
Home Finance Administrator under:

(a) The Urban Mass 'Iransportation Act of 1964 (78 Stat. 302-308,
49 U.S.C. 1601-1611) (including the authority under section 6 of the
Act to execute contracts for mass transportation research, development,
and demonstration projects) ;

(b) Section 202 of the Housing Amendments of 1955, as amend.etl
(42 U.S.C. 7492), rvith respect to undisbursed loan commitments for
mass transportation made on or before July 8, 1964;

(c) Section 103(b) of the Housing Act of 1949, as amended (42
U.S.C. 1453(b)), with respect to the balance of funds obligated for
mass transportation demonstratiorl grants on or before July 8,7964;
except the power to:

(1) Authorize loans and grants;
(2) Determine the rate of interest on loans;
(3) Approve the undertakirrg of mass transportation research, de-

velopment, and demonstratiou projects.

(4) Determine that there exists adequate comprehensive and trans-
portation planning pursuant to sections 3(c),4(a), and 5 of the Urban
Mass Transportation Act of 1964.

2. The Assistant Administrator (Transportation) is further author-
ized. to redelegate to one or more employees under his jurisdietion any
of the authority herein delegated.

3. This delegation supersedes the delegation effeetive November 20,
1962 (27 F.R. 11441, tt/20/62).

(62 Stat. 1283 (1948), as amendett by 64 Stat. 80 (1950), 12 U.S.C.
1701c)

Effective as of the 9th tlay of December 1964.

B,obert C.'Weaver
Housing and Home Finauce Administrator
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Policics snd Procedures of the Admini3trotor
Port 5. Delegotions of Authoriry by Houring snd Homc Finonce Adminirtrolor
Choptcr I2. tlorr fronrportotion

5-12-2

2. DESIGNATION OF ACTING ASSISTANT ADAAINISTRATOR (TRANSPOR-
TATION)

[28 F.R. 3183, 4/2/6t )

The officer appointed to the position of Deputy Assistant Administra-
tor (Transportation) is hereby designated to serve as Acting Assistant
Administrator (Transportation), during the absence of the Assistant
Administrator (Transportation), with all the powers, functions, and
duties delegated or assigned to the Assistant Administrator (Trans-
portation).

In the absence of the Deputy Assistant Administrator ( Transporta-
tion), David J. Speck, Attorney-Adviser, Office of General Counsel, is
hereby designated to serve as Acting Assistant Administrator (Trans-
portation) with all the powers, functions, and duties delegated or as-
signed to the Assistant Administrator (Transportation).

This designation supersecles the designation effective December 13,
1962, (27 F.R.72+9+, t2/18/62).

(62 Stat. 1283 (1948), as amended by 64 Stat.80 (1950),12 U.S.C.
1701c)

Effective as of the 28th day of March, 1963.

Rorunr C. Wp.Evpn
Housing and Home Finance Ad.ministrator
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Policies ond Procedures of the Administrotor
Fort 5. Delegotions of Authority by Housing and Home Finonce Administrqtor
Chapfer 12. Control of Real Estate Credit

5-I 2-3

3. DETEGATION OF AUTHORIIY TO REGIONAT REPRESENTATIVES IO
PERFORM FUNCTIONS IN CONNECTION WITH DEFENSE HOUSING
AUTHORIZED UNDER HHFA REGUTATION CR 3

lr8 Fed. Reg.6324 (te53)I

Tho delegation of duthority to Regional Representatives effeetive May
8, 1953 (18 F. R. 2676) is amended to read as follows:

1. Each Regional Representative of the Office of the Administrator,
Eousing and Ilome Finance Agency, is hereby authorized, in his respee-
tive region, to take any action which it is necessary or appropriate for
tho Housing and llome Finance Administrator to take in the adminis-
tration of Housing and Home Finance Agency B,egulation CR, 3 (as
amended and revised July L8, 1952,17 F. R. 6585, with any subsequent
amendments thereto) with respeet to releasing applicants or their suc-
cessors from their obligations under CR 3:

(a) To hold for rent structures containing one-family dwelling units,
(b) To hold any dwelling units for sale, and
(c) To exclusively offer any dwelling units to eligible defense workers.

2. fraeh Regional Representative is further authorized to redeiegate
to such offieers or employees under his jurisdiction as he may designate
any of the authority hereby delegated to him.

Efrectivo as of the 2d day * O*"0* *Ur.
Ar,spnr M. Cor,o,
Housing and Home Finance Administrator
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5-t3-t

T. DETEGATION OF AUIHORITY TO PUBTIC HOUSING COMMISSIONER

[16 F. R. r2,ra6 (r9sr)]

The Public Eousing Commissioner is hereby authorized, subject to
my superision, to execute the powers and fonctions vestd in me under
the pruvisions of title III of Publio I-aw 139, 82d Congress, including
the power to make findings and determinations thereunder, with respeet
to housing and to utilities at the site of, or in connectiou with, such
housing. The Public Housiug Commissioner is hereby further author-
ized to redelegate the authority delegated to him hereunder to such
officers and employees of the Public Housing Administration as he may
select.

Any instnaments ereeuted by the Publie Eousing Commissioner, or
by any offieer or employee to whom the authority has been redelegated,
purporting to convey any rights, title, or interest in or to real or pensonal
property under the authority of this section, shall be eonclusive evideace
of the authority of sueh Commissioner, offieer, or employee to aet for the
Eousing and Eome I'inance Administrator in executing such instm-
ments.

Efrective as of the 23d day of November 1951.

RlvnoNo 1![. For,rv,
Housing and Home Finance Administrator
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Policies and Procedures of the Administrotor
Port 5. Delegotions of Authority by Housing qnd Home Finonce Administrator
Chopter 13. Defenre Housing ond Community Focilirie3 ond Services

5.I3-2

2. DETEGATION OF AUIHORITY WIIH RESPECT TO PERFORMANCE OF
CERTAIN FUNCIIONS IN CONNECTION WITH APPROVED DEFENSE
COMMUNITY FACITIIIES PROJECIS

lrz r. n. Me lte52l7

1. Each Regional Representative of the Office of the Administrator
Fieltl Service, the Area Representative in eharge of the Savannah Biver
Area Offiee, and each person serying, purcuant to due authorization, as
au Acting Regional Bepresentative is hereby authorized to take the fol-
Iowing aetions, on behalf of the Administrator, in connection with de-
fense corumunity facilities projects to be financed in whole or in part by
the Eousing and Home Finance Agency under the authority of section
304, Title III, Public Law 139, 82nd Congess (Defense Eousing and
Community Facilities and Services Act of 1951, approved Septeqber 1,
1e51) :

A. Execute offers to public and. nouprofft agencies, for projects and
in amounts approved. by the Eousing and llome f inance Atlministrator;

B. Erecute waivers with respect to contracts resulting from ac-
ceptance of offers of the type describetl in subparagraph A above; and

C. Authorize payments under any contracts (inclutling amendatory,
rupplementary and superseding contracts) resulting from aeceptanee
of offers of the type deseribed in subparagraph A above.

2. The authority hereby delegated shall be exercised under the gen-
eral supervision of the Administrator anil in conformity with applicable
law, orders and regulations.

3. The authority herein delegatetl may not be redelegated.

Efective as of the first tlay of May 1952.

RlvuoNo M. For,nv,
Housing and Ifome Finance Administrator
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Porr 5. Dclogotionr of Aurhority by Houring and Homc Finoncc Adminittrotor
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s-I3€

3. DETEGATION OF AUTHORITY WITH RESPECT TO ADMINISTRATION
OF TITTE IV OF DEFENSE HOUSING AND CO'II}IUNITY FACILITIES
AND SERVICES ACT OF I95I

lr7 r.R. 2293I

1. The Director, Division of Slum Clearance and Urban B,edevelop-
ment, Office of the Administrator, Housing and Home Finance Agency,
is hereby authorized:

A. To execute and carry out the powers and functiolrs vested in the
Housing and Home Finance Administrator Lrnder Title IV of the De-
fense Housing and Community Facilities and Services Act of 1951
(Pub. I-,raw 139, approved September 1, 1951), ineluding the power to
administer the program authorized under such Title IY, with the ex-
ception, however, of (1) the power to obtain money from the Treasury
of the United States under section 404 of such act, and (2) the approval
of, and the alloeation of funds for, any project to be undertaken pur-
suant to such Title IV; and

B. To red.elegate any of the authorit/ hereb;, delegated to and vested
in the Director to such qualified offieers and employees as he may select.

2. Any instrument or document executed by the Director, or by any
officer or employee duly authorized through a redelegation of authority
by the Director, purporting to convey any right, title or interest in or
to real or personal property under the authority of this order, shall be
conclusive evidence of the authority of such Direetor, offieer or employee
to act for the Housing and Home Fiuance Administrator in executing
such instrument or document.

3. The authority hereby delegated shall be exercised under the gen-
eral supervision of the Administrator and in eonformity with applieable
law, orders and regulations.

Effective this 15th day of March 1952.

Rlvuorvo M. For,nv
Housing and Home Finance Administrator
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Policies ond Procedures of the Administrqtor
Porl 5. Delegotions of Authority by Housing qnd Home Finonce Administrotor
Chopter 13. Defense Housing ond Community Faciliries qnd Services

5.1 3-4

4, DETEGATION OF AUTHORITY WITH RESPECT TO PERFORTIANCE OF
CERTAIN FUNCTIONS IN CONNECTION WITH APPROVED DEFENSE
CO'T{MUNITY FACITITIES PROJECTS

[l8 Fed. Reg. 8813]

1. The Commissioner, Community Facilities and Special Operationsl
(hereinafter called "Cornmissioner"), is hereby authorized. to take
the following actions, on behalf of the Housing and. Home Finanee
Administrator (hereinafter called "Administrator"), in connection
'lvith defense community facilities pl'ojects to be financed in whole or
in part by the Housing and. Ilome Finance Agency under the authority
of Public L:arv 139, 82d Congress (Defense Housing and Community
Facilities antl Services Act of 1951, approved September 1, 1951, 42
U. S, C., 1946 ed. Sup. V 1591-1592o), as arnendecl, or as it rnay be
amended (hereinafter called the "Act") :

a. 'Waive compliance ivith special conclitions in any contracts (inclucl-
ing amendatory, supplementary and superseding contracts) with public
and non-proflt agencies, entered into under the authority of the Act
for the financing of deferrse community facilities projects, where it is
cletermined that the Government's interests rvill not thereby be jeopard-
ized, and authorize payments under any such contracts;

b. Decrease the amount of any grant allotment, provided, however,
that no major change in project scope is involved;

c. Approve changes in project ffnancing invoh'ing increases in the
amount of finaneial participation by the applicant;

cl. Take all other actions requisite or need.ed in the administration
of the program authorized under the Act rvith respect to the financing
of defense community facilities projects, exeept the approval of pro-
posed projects, the allocation of loan ancl grant funds therefor, and any
actions which would result in an increase in the approved total project
eost or in allocated loan or grant funcls respeetively, or in a major
change in project scope; and

e. Redelegate any of the authority herein delegated to such ofiffcers
and employees of the Office of the Administrator as he may select.

2. This delegation of authority is not intended to revoke, repeal or
strpersede in any rvay the d.elegation, effective May 1, 7952, to Regional
Representatives, of authority to take various actions in connection with
defense community facilities projects, 'rvhich x'as published at 17 F. R.
4469 (May 75,1952) ,.r +:. yr

Effective this 29th tlay of December 1953.

Ar,snnr M. Cor,n,
Housing and Home Finance Administrator

-r.q,-"r,I** 
efiectivo July 3, 1962 (2? x'.R,. 6294) changett "commissioner, Conrmunit-r

tr'acilities and Special Operations" to read "Communit]' Facilities Commissioner".
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Policies ond Procedures of the Administrotor
Port 5. Dclegotiont of Authority by Houring ond Home Finoncc Administrotor
Chopler t4. Prioritier ond Allocotions

5-I/Ll

T. DETEGATION OF AUTHORITY WITH RESPECT IO REVISED CMP
REGULATION NO. 6 OF THE NATIONAT PRODUCTION AUTHORITY

[l8 F. n. r23 (res3)l

1. The following officials of the Eousing and. Ilome Finanee Agency
are hereby delegated the authority of the Eousing and Eome Finance
Administrator under Delegation No. 14 of the National Produetion
Authority, as amended March 6, 7952, to authorize construction sched-
ules, to make allotments of controlled materials, and to apply or assig:l
to others the right to apply DO ratings and allotmeut numbers and
symbols for proourement of building materials (other than controlled
materials) and building equipment, in accordance with the provisions
of Revised CMP Regulation No. 6, and to approve or disapprove appli-
eations for adjustment or exeeption under the provisions of Revised
CMP Regulation No. 6, for the residential construetion indieatetl below,
subjeet to sueh instructions or directions as the Atlministrator may deem
advisable:

a. To the Public Eousing Commissioner and his designated repre-
sentatives with respeet to the eonstruction of multiunit residential strue-
tures by X'ederal, State, and. local public agencies.

b. To the Assistant Administrator, Plans and Programs, of the Eous-
ing and llome Xrinanee Ageney with respect to all other eonstrustion of
multi-unit residential structures not included in subparagraph a. above
antl with respeet to the eonstruction of 1- through 4-family residential
structures.

2. The CMP Appeals Board of the Housing and llome Finance
Ageney is hereby delegated authority to hear and determine appeals
from administrative actions taken by the officials designated in para-
graph 1 of this delegation and in connection therervith to grant such
relief as may be deemed appropriate under the provisions of Revised
CMP Resulation No. 6 to the extent permitted by the availability of
eontrolled materials.

3. This delegation supersedes the delegation of authority to offieials
of the Eousing and Ilome Finanee Agency with respect to CMP Regula-
tion No.6, effective April 22, 1952 (17 F. R.356?), which is hereby
revoked.

Efreetive as of the 6th tlay of January 1953.

RevrroNo 1\[. For,nv,
Housing and Home Finanee Administrator

5/15/59 Pogc I
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Po* 5. Delegotiont of Aulhority by Houeing snd Home Finonce Administrolor
Choptor t5. OA Adrninistrotive Servicing

5-t5-t

I. DEIEGATION TO DEPUTY ADMINISIRATOR TO APPROVE CERTAIN
POSITION CI.ASSIFICATION AND PERSONNEL ACTIONS AND TO
AUTHORIZE OR APPROVE TRANSFER EXPENSES

The Deputy l{ousing and Home Finance Administrator is hereby
authorized., with respect to employment and other personnel matters
within the central and field offiees of the Office of the Ad.ministrator,
the Community Facilities Administration, the Urban Renewal Admin-
istration, and the Federal Flood Indemnity Adniinistration, and the
HHFA Regional Offices, to take all position classification and personnel
actions affecting wage board positions and employees and positions antl
employees in General Schedule grades, and. to authorize or approve
expenses of such employees and their immediate families on transfer
from one official station to another for permanent tluty.

Effective as of the 18 tlay ", ,rr., ,*r.
Ar,srnr I\[. Cor,n,
Housing ancl Home Finance Administrator
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Policies ond Procedurcr of the Administrotor
Port 5. Delegotions of Aurhoriry by Houdng ond Home Finonce Administrstor
Chopter I5. OA Adminidrotive Servicing

5-t5-2

2. DETEGATION OF AUTHORIIY TO TAKE CERTAIN POSITION CIASSIFI.
CATION AND PERSONNEI ACTIONS; AUTHORITY TO REDETEGATE

1. The Assistant Administrator (Administration) and the Director
of Personnel, Offiee of the Administrator, each is hereby authorized,
with respect to matters within the central and field offices of the Office
of the Administrator, the Community Facilities Administration, the
Urban Renewal Administration, and the IIIIFA Regional Offrces, to
take final position classification and personnel actions affecting a wage
boartl position or employee, or a position or employee in General Sched-
ule grades, except when such action constitutes appointment to a posi-
tion in General Schedule grade GS-12 or above or promotion to a posi-
tion in General Schedule grade GS-10 or above or, in the case of the
Director of Personnel, classification action affecting a position in Gen-
eral Schedule grade GS-15 or above.

2. The Director of Personnel is hereby authorized to redelegate to the
Chief, Classification Branch, or a position classification specialist or
classification operations assistant, any of the authority delegated to him
under paragraph 1 above to take final position classification actions.

This delegation supersedes the delegation of authority effective
August 4, 1961.

(12 U.S.C. 1701c;5 U.S.C. 7102;5 U.S.C.22a)
Effective as of the 27th day of April 1964.

Rospnr C. 'Wnavsn

Housing and llome Finance Administrator
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Policies ond Procedures of the Administrotor
Port 5. Delegotions of Aulhority by Housing ond Home Finonce Administrotor
Chopter 15. OA Administrotive Servicing

5-t5-3

3. DETEGATION OF AUTHORITY TO REGIONAI. ADMINISTRATORS IO
TAKE CERTAIN PERSONNET AND POSITION CI.ASSIFICATION ACTIONS

Each Regional Administrator of the Housing and Home Finance
Agency is hereby authorized:

1. To take final personnel action with respect to the appointment,
position change, detail, or separation, of a wage board employee or
an employee in General Schedule grades GS-1 through GS-12, except
that prior Central Office approval is requircd for:

(a) a position change involving a change in official duty station to
or from the Region.

(b) a detail to or from the Region.

(c) appointment or promotion to, or separation for cause from, a
position of attorney or intern.

2. To take final classiflcation action with respect to a position in
General Schedule grades GS-1 through 7, or with respect to the estab-
lishment of an additional identical position to a position in General
Schedule grades GS-S through GS-12 which has been designated by the
Central Office as appropriate for such establishment.

3. To take f.nal classification action with respect to the change of
title or series of a position in General Schedule grades GS-8 through
GS-12 to conform to :

(a) standards issued. by the Civil Service Commission.

(b) requirements of the Central Ofiice Classification Branch result-
ing from its classification inspection or survey.

(c) requirements of the Civil Service Commission resulting from
its classification inspection or survey, subject to prior approval of
such classification action by the Central Offfce Classification Branch.

This tlelegation supersedes the delegation of authority effective April
27 ,1961, pertaining to the same subject matter.

(12 U.S.C. 1701c; 5 U.S.C. 1102;5 U.S.C. 38; and 5 U.S.C. 22a)

Effective as of the 9th day of August, 1965.

Poge I
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Policies and Procedures of the Adminirtrotor
Port 5. Delegotionr of Aurhority by Housing ond Home Finonce Adminirtrotor
Chopter I5. OA Adminirtrotiyc Servicing

5-15.5

5. DETEGATION OF AUTHORITY TO ORDER OR APPROVE OFFICIAT
OVERTIME WORK OR TO REQUIRE WORK ON A HOLIDAY

Each of the following listed officers in the Of6ce of the Administrator
is hereby authorized to order or approve official overtime work, or to
require work on a holiday designated by Federal statute or Executive
Order, by full-time employees working under his supervision:

1. Community Facilities Commissioner.

2. Urban Reneu,al Commissiouer.

3. Deputy Administrator.
4. Geueral Counsel.

5. Assistant Administrator (Administration).
6. Assistant Administrator ( Community Programs).
7. Assistant Administrator (Housing for Senior Citizens).
8. Assistant Administrator (International Housing).
9. Assistant Administrator (Metropolitan Development).

10. Assistant Administrator (Program Policy).
11. Assistant Aclministrator (Public Affairs).
12. Assistant Administrator ( Transportation) .

13. Director, Compliance Division.
14. Director, Community Disposition Staff.

15. Director, Audit Division.
Each officer listed. above is further authorized to redelegate any of

the authority herein delegated to one or more employees under his
administrative jurisdiction.

This delegation supersetles the delegation effective March 30, 1964.

(Secs.201 and 302 of Federal Employees Pay Act of 1945, as
amended, 5 U.S.C. 911 and 922; 5 CFR Part 25, Subpart C ; Sec. 502(a)
of Housing Act of 1948, as amended, 12 U.S.C. 1701c)

Effective as of the 16th day of July 1964.

Robert C. Weaver
Housing and Home Finanee Administrator
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Poticicr ond Procedures of thc Admini,rstor
Porl 5. Delegotions of Authoriry by Housing ond Homc Finonce Adminirtrotor
Chopler 15. OA Adminirtrstivc Servicing

5-r 5.5

6. DETEGATION TO CHAIRNAAN, OA TNCENTIVE AWARDS COTITfrTITTEE,

TO GRANT CASH AWARDS UNDER INCENTIVE AWARDS PROGRAM

The Chairman, OA Incentive Awards Committee, is hereby author-
ized, under the Government Employees Awards Act, as amended (5
U.S.C. 2127-2123), and applicable regulations of the Civil Service Com-
mission, to grant cash awards:

1. Not exceeding $400 for suggestions;
2. Not exceeding $300 for special aets or seryice;
3. Not exceeding $500 for sustained superior service of employees in

grades GS-l through GS-13 in accordance with the following sehedule:

Grade of Employee Maximum Amount of Arvard
GS-1 through GS-8 $200
GS-9 through GS-12 $350
GS-13 $500

when such suggestions, special acts or service, or sustained superior
service benefft or affect the central or ffeld offices of the Office of the
Administrator, the Community Facilities Administration, the Urban
Renewal Administration, or the Department of Housing and Urban
Development Regional Of6ces.

This delegation supersedes the delegation effective October 2,1965.
(Section 502(a), Housing Act of 1948, as amend.ed, 12 U.S.C. 1701c)

Effective as of the 23 clay of November 1965.

Robert C. Weaver
Housing and Home tr'inance Administrator
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Policies ond Proredures of the Administrator 5-15-7
Port 5. Delegotions of Aurhority by Housing ond Home Finonce Administrqtor
Chqpler 15. OA Administrqtive Servicing

7. DETEGATION IO REGTONAL ADMINISTRATORS WITH RESPECT TO
AWARDS UNDER IHE INCENTIVE AWARDS PROGRAM

Each Regional Administrator is hereby authorized to grant cash
awards in amounts not exceeding $100 each for suggestions when such
suggestion benefits or affects the operations of his Regional Offiee,
pursuant to the provisions of Public Law 763, 83d Congress (5 U.S.C.
2721), and applicable regulations of the Civil Service Commission.

Effective as of the zatr, aavit J.rool", ,rur.
Ar,snnr M. Cor,n,
Housing and. Home Finance Administrator
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Porr 5. Drhgotlonr of Authority by Houring qnd Homr Finoncc Adminirlrqtor
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8. DEIEGATION OF AUIHORITY TO EXECUTE IEASES AND CONTRACTS

[24 Fcd Rcs. {441

The Director, Division of General Services, the Director, Property
Management Braneh, and the Executive Officer, Division of General
Services, Offiee of the Atlministrator, Ilousing and Home X'inance
Agency, eaeh is hereby authorized to exeeute leases and eontraets (ex-
cept for purely personal services).

This tlelegation of authority supersetles the delegation to the Director,
Cleneral Serviees Braneh, and to the Assistant to the Director, General
Services Branch, efreetive July 14, 1955 (20 f'.R. 5030).

Effective as of the r*th Jay oi.ranrlary rgrg.

Ar,sonr M. Cor,o,
Eousing and. Eome Finance Administrator

5/ts/59 Pogc I
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Policier and Procedurer of the Administrotor 5-15-9

Por, 5, Delegotions of Authority by Housing ond Home Finqncc Adminirtrotor
Chopter 15. OA Adminisrrotive Seruicing

9. DETEGATION OF AUTHORIW WIIH RESPECT TO BUY AMERICAN ACT

[2s F.R. 10483]

The Director, Division of General Services, the Director, Property
Management Braneh, the Executive Officer, Division of General Serv-
ices, Office of the Administrator, and each IIIIFA Regional Adminis-
trator is hereby authorized within his jurisdiction to determine the
nonapplicability of the Buy American Act of March 3, 1933, as
amended, 41 U.S.C. 10a-10d, and to make determinations as to excep-
tions to the Act as follows:

7. Nonapplfuabili,tg. To determine that particular articles, ma-
terials, or supplies of the class or kind to be acquired for public use or
the articles, materials, or supplies from which they are manufactured
are rrot mined, produced, or manufaetured, as the case may be, in the
Unitecl States in sufficient and reasonably available commercial quan-
tities and of a satisfactory quality.

2. Erceptiorcs. To determine under the Act and Executive Order
70582, dated December 17, 1954,19 F.R. 8723, as a condition preeedent
to the purchase of materials of foreign origin for public use, that
the priee of like materials of domestie origin is unreasonable.

This tlelegation supersedes the delegation effective January 14, 1959.

Efreetive as of the 13th day of October 1960.

Nonulx P. Masox
Housing and Eome Finance Administrator
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9. DETEGATION OF AUIHORITY WITH RESPECT TO NONAPPTICA.
BITIIY OF BUY AMERICAN ACT TO PURCHASE OF CERIAIN SUP.
PTIES OF FOREIGN ORIGIN

The Director, Division of General Services, the Director, Property
Management Branch, the Executive Of6eer, Division of General Services
(OA, HHFA), and each HHFA Regional Administrator is hereby au-
thorized within his jurisdiction (for the purpose of determining non-
applicability of the provisions of the so-called Buy American Act,
Title III of the Act of March 3, 1933, as amended, 41 U.S.C. 10a-d) to
determine on behalf of the Housing and Home Finance Administrator
that particular articles, materials, or supplies of the class or kind. to be
acquired for public use or the articles, materials, or supplies from which
they are manufactured are not mined, produced, or manufactured, as
the ease may be, in the United States in suf6cient and reasonably avail-
able commercial quantities and of a satisfaetory quality, such deter-
mination to be in the following form:

ttCorresponding articles, materials, or supplies are not mined,
produced, or manufactured in the United States in sufficient and
reasonably available commercial quantities and of a satisfactory
quality. "

This delegation supersedes the delegation to the Director, General
Services Branch, the Assistant to the Director, General Services Braneh,
and each HHFA Regional Administrator, effective January 31, 1958.

Effective as of the r+trr aai ot .irr,o"ly, roro.

Ar,srnr M. Cor,o,
Housing and Home Finance Administrator

5/15/59 Poge I
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Policior ond Proccdurcr of thc Adninirtrotor 5-15-10

Pail 5. Dclcgotionr of Authority by Houring ond Homc Finomc Adrnlnirtrotor
Choptcr t5. OA Adminidrorlvr Scruicing

t0. DEtEcATtoN TO DIRECTOR, GENERA1 SERVICES BRANCH, OA,
TO EXECUTE CERTIFICATES OF NEED FOR SPACE

The Director, General Services Braneh, Office of the Administrator,
is hereby authorized to execute, on behalf of the Eousing and ome
Finance Administrator, the certificates of need for spaoe for permanent
activities of the Eousing and Ilome X'inance Agency required to be
submitted to the Atlministrator of General Services, for trausmission to
certain Congressional committees, by section 411(e) (8) of the Publio
Builtlings Act of 1949, as amended (40 U.S.C. 356(e) (3)).

Efrective as of the rgtn aal o, .Lr", iruu.
Ar,snnr M. Cor,u,
Eousing and Ilome X'inance Administrator
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5-I5-t I

I I. DETEGATION OF AUTHORITY TO AUTHORIZE OR APPROVE TRAVET
ON PER DIEM BASIS; TO ISSUE AND ACCOUNT FOR UNITED STAIES
OF AMERICA TRANSPORTATION REQUESTS; AND TO AUTHORIZE
ADVANCES OF TRAVEL FUNDS

1. The Assistant Administrator (Administration), the General Serv-
ices Director and HHFA Building Coordinator, the Director, Property
Management Branch, and the Executive Officer, Division of General
Services, Office of the Administrator, Housing and Home Finance
Agency, each is hereby authorized to authorize or approve travel on a
per diem basis for the central and field offices of the Office of the
Administrator, the Community Facilities Administration, the Urban
Renewal Administration, and the HHFA Regional Offices.

2. The Director, Division of Finance and Accounts, and such em-
ployees of the Division of Finance and Accounts, Office of the Adminis-
trator, Housing and Home Finance Agency, as the Director, Division
of Finance and Accounts, may designate, each is hereby authorized to
issue and account for books of United States of America Transportation
Requests in the custody of the Office of the Administrator.

3. The General Services Director and HHFA Building Coordinator,
the Director, Property Management Branch, and the Executive Officer,
Division of General Services, each is hereby authorized to issue and
account for United States of America Transportation Requests assigned
to the Division of General Services.

4. The Director, Division of Finance and Accounts, and each author-
ized Certifying Officer is hereby empowered to authorize advances of
funds as deemed advisable for official travel and to take such action as
is required to assure that funds so advanced are recovered.

5. This delegation supersedes the delegation effective January 14,
1959.

(Section 502(a), Housing Act of 1948, as amend.ed, 12 U.S.C. 1701c;
Standardized Government Travel Regulations, as amendetl; 5 GAO
2000)

Effective as of the 2d day of October 1965.
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T2. DETEGATION OF AUTHORIW WITH RESPBCT TO ENDORSEMENT

OF CHECI(S OR DRAFTS

The OA Fiscal Officer is hereby authorized to eudorse cheolo or
drafts on which the United States of America, acting by antl through
the Eousing and Home X'inance Administrator, his sucoessors, or
assigus, is a payee (joint or otherwise).

Effective as of the 2fth tlay of December, 1957.

Ar,sEBr M. Cor,u,
Ifousing and llome E inance Administrator
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I3. DETEGATION IO OA FISCAT OFFICER I TO ASSIGN AND SETI FHA
DEBENTURES

The OA Fiscal Of6cer, Flousing and Home Finance Ageney, is hereby
authorized to assign and sell to the F'ederal Housing Commissioner, for
the account of the Housing and Home Finance Administrator, any Fed-
eral Holrsing Administration debentures of any series title to which
is held by the Housing and Home Finance Administrator, the Housing
and Home Finance Agency, or the Community Facilities Administra-
tion.

Effective as of the r3th daj of J.*-J.", rgrz.

Ar,spnr M. Cor,r,
Housing ancl Home Finance Administrator

I See 5-15-16, v'hich continues
OA, delegations to ths OA Biscol

in etrect to the Director, Division of tr'inance ancl Accounts,
Ofrcer.
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t4. DETBGATION TO DIRECTOR, DtVtStON OF FTNANCE AND AC.
COUNTS, TO EXECUTE CERTAIN A'UTEND}IENTS TO NOTES HELD

BY SECnETARY OF THE TREASURY (URBAN RENEWAI, CO]LEGE
HOUSING, AND PUBUC FACTUTY LOAN PROGRAT|IS)

Tho Director, Division of X'inance and Accounts, Office of the .,[dmin-
istrator, Housing and. Ilome Finance AgencS is hereby authorized to
exeeute, on behalf of the Eousing and. Eome Finance Administrator,
amendments redueing the principal amount of notes issued by the Att-
ministrator and purchased by and heltl by the Seeretary of the Treasury
pursuant to agreements between the Administrator and the Seeretary
of the Treasury und.er the following programs:

Urban renewal loans, 42 U.S.C. 1452(e) antt (f),
College housing loans, 12 U.S.C. 1749(c), antl
Public facility loans, 42 U.S.C. 1493.

The Director, Division of X'inance and Aecounts, is authorizetl to
execute such emendments when he determines that the principal amount
of any such note is in excess of the current anticipated loan requirements
under any particular program.

Efrective as of the 2?th d; ot iaouuiy, rgsg.

Nonulx P. M.e,soN,
Ilousing and lfome X'inanee Atlministrator

s/15/59 ?ojo I





T5. DETEGATION TO OA FISCAT OFFTCERl WITH RESPECT TO ADJUST.
MENT OF AiIOUNI OF INTEREST ON TOANS OR ADVANCES

1. The OA X'iscal Offieer, with respect to program accounts of the
Office of the Atlministrator, the Community Facilities Administration,
or the Urban Renewal Administration, and each Regional Administra-
tor except the Regional Administrator, Region VII (Puerto Rico), with
respect to program aecounts of the Community F'acilities Administra-
tion or the Urban Renewal Administration, is hereby authorized to ad-
just the amount of interest on the debt due the United States in the
event that there is a repayment in full of a loan or advance and the final
pa;rmeut of interest is not more than $2.00 geater or less than the
proper amount, when in his opinion such adjustment is justified by rea-
son of error, inadvertence, or deviation from prescribed procedure.

2. Eaeh Regional Administrator is hereby authorized to redelegate
to one or more employees under his juristliction the authority herein
delegated' 

r . r
Effective as of the 23d tlay of April, 1958.

Ar,sERr M. Cor,r,
Housing and llome Finance Administrator

Policics ond Procodurcl of thc Adrninirtrctor
Port 5. Delegotionr of Authority by Houring ond Home Finoncr Adminirtrotor
Choprcr 15. OA Adminirtrstive Scrvicing
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16. CONTINUATION IN EFFECT OF DETEGATIONS TO OA FISCAT

OFFICER

[23 Fed. Res. 8270]

The delegations of authority heretofore made by the Eousing and
Ilome Finanee Administrator to the OA F iscal Officer 1 of the Office of
the Atlministrator are continued in efrect to the Direetor, Division of
Finance and Accounts of the Office of the Atlministrator, Housing antl
Eome X'inance Agency.

Effective as of the 1st day of October 1958.

Ar,srnr M. Cor,r,
Ilousing and Ilome tr'inanee Administrator

1{o!_d€legstions to OA }iscal Oftce: horotolore maile les 5'2'1, 5'L5'1' 5'15'12, Iand 5-15-13.

5/15/59
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L

17. DETEGATION OF AUTHORIW TO REGIONAT ADMINISTRATORS TO
TAKE FINAT ACTION WITH RESPECT TO CERTAIN AD}IINISTRA.
TIVE 

'IIATTERS 

1

1. Each Regional Administrator of the Housing and Home Finance
Agency is hereby authorized to take the following actions with respect
to administrative matters :

. a. Authorize or approve except on an actual subsistence expense
basis: 1f 1 officiat travel nLcessary in connection with regional
activities by employees (except himself) under or detailed to his
administrative jurisdiction; (2) travel expenses of new ap-
pointees, or of employees on transfer from one official station
to another (including transfer from one department to another)
for permanent duty, to or in positions up to and including
General Sehedule grade GS-12 under his administrative jurisdic-
tion, and transportation expenses of the family, household goods,
and personal effects of such an appointee or employee; and
(3) travel expenses of employees in positions up to and including
General Schedule grade GS-12 under his administrative jurisdic-
tion en route to or from a tletail to another region.

b. Authorize advances of funds necessary for official travel and take
such action as is required to assure that funds so advanced are
recovered. (Sections 13.1 and 13.2 of Standardizecl Government
Travel Regulations, as amenaletl.)

c. Issue and aecount for U. S. A. Transportatiou Requests.
(5 GAO 2020.10.)

d. Execute contracts and agreements for supplies, equipment, and
services (except purely personal services) neeessary for the opera-
tion and maintenance of field offices in the Region. (Section 502,
Housing Act of 1948, as amended (12 U.S.C. 1701c).)

e. Certify to the Civil Service Commission the accuracy of employee
retirement accounts and records. (Page R5-95, CSC Fetleral Per-
sonnel Manual.)

f. Certify to the necessity of offfcial long-distance telephone ealls
placed through official telephone facilities. (Section 4 of Act of
May 10, 1939 (31 U.S.C. 680a).)

g. Certify to agreement or reconciliation of Treasury Statement of
Transactions with the Agency's records. (7 GAO 7040.40.)

h. Order or approve official overtime work or require work on a
holiday designated by Federal statute or Executive order.
(Sections 201 and 302, Fed.eral Employees Pay Act of 1945, as
amended (5 U.S.C. 911 and 922).)

1 Delegation ameuiled under paragraph 1 anil subparagraph 1a by Amendment signod by
Atlministrator Robert C. lteaver, April 27, 1964.
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5-I5-t7 Dclegotion to Rcgionol Administrqtorc to fotc Fincl Action
With Re:pco to Csrlqin Administrqtivc Motters

i. Administer oaths required in connection with employment mat-
ters. (Section 206, fndependent Offices Appropriation Act, 1944
(5 U.S.C. 16a).)

j. Redelegate any of the authorities delegated in the foregoing
items "a" through "i", in whole or in part, when sueh action is
determined to be necessary for the efficient administration of the
activities affected.. (Section 502(a), Housing Act of 1948, as
amended (12 U.S.C. 1701c).)

2. This delegation of authority supersedes the similar delegation to
each Regional Administrator, dated November 16,7955, and the arnend-
ments thereto, dated February 28, 1958, and Mareh 2+,7958.

Effective this 13th day of October, 1959.

Nonrr-lN P. Masox
Housing and Home Finance Administrator

J
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Policic ond Procrduro ol rllr Adnlnlrrsror 5-15.1!
Pon 5. Drlogorionr of Auilrodly by llouriag ond Hono tinonco Admial*oror
Ghopor 15. OA Admlnl*rcrlvo Mcing

18. DETEGATION OF AUTHORITY TO RBGIONAL ADTTINISIRAIORS
TO EXECUTE CERTAIN CONTRACTS AND AGR.EE'$ENI3 wlffi
RESPECT TO ADXIINISTRATIVE'IATTERS

[22 F.d. t.t. tt76l

Each Regional Administrator of the Eousing anal Eome Xtinanoo
Ageney (except the Regional Administrator, Region YII (Puerto
Rico) ) 

1 is hereby authorized to take the following actions with respect
to administrative matters within the Begion und,er his jurisdiction:

1. Erecute contracts snd &gteements for supplies, equipment, and
services (except purely personal services) necessary for the operstion
and maintenance of ffeld offices in the Region, and

2. Redelegate to Regional Office officers or employees any of the
authority herein delegatetl.

This tlelegation of authority supersedes the delegation efiective
August 14, 1953 (18 f'.R. 6872, 10/28/1953).

Efective as of the 20th day of Ma"rch, 1957.

Arnrnr M. Cor,r,
Eousing and. Home Finance Administrator

-G c-rs-ro.
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5-15-t9

19. CONTINUATION IN EFFECT OF CERTAIN DETEGATIONS TO RE.

GIONAI. REPRESENTATIVES

ll9 H. log.9303I

The delegations of authority heretofore mltle by the Eousing and
Eome X'inance Administrator to Regional Representatives of the Offce
of the Administrator are continuetl in efrect to Regional Administra-
tors I (ineluding Acting Regional Administrators) of the Housing aud
Home tr'inanee Ageney.

Efrective as of the 23cl tlay of December 1954.

Ar,snnr M. Corr,
Housing and Home Finance Administrator

r See }lousing Aalministrator's Reorganizatiou Order No. 1, YoI. I, Section 2.1.3.
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a

20. DETEGATION TO FIETD DIRECTOR (CO'IAMUNITY DISPOSITIONI TO
TAKE ACTION WITH RESPECT TO CERTAIN ADA,IINISTRATIVE 

'iAAT-TERS

'Ihe Field Director' (Community Disposition) is hereby authorized
to take the follorving action \\rith respect to adrninistrative matters
under his jurisdietion :

1. Order or approve official overtime rvork by employees. (Sec-
lion 201, Federal Employees Pay Act of 1945, as amencled, 5 U.S.C. 911)

2. Administer oaths required in conrrectionlvith employment matters.
(Section 206, Independent Offices Appropriation Act, 7944,5 U.S.C.
1 6a)

3. Ctrtify to the necessity of official long-distance telephone calls
placed through official telephone facilities. (Section 4 of Act of May 10,
1939, 31 U.S.C. 680a)

4. Redelegate any of the authorities delegated under items 1 througlr
3 above. (Section 502(a), Housing Aet of 1948, as amended, 12 U.S.C.
1 701c)

The delegation to Community Disposition Supervisors effective May
10, 1956, is hereby revoked.

Effective as of the 10th tlay of December 1962.

Robert C. Weaver
Ilousing and Home Finance Administrator
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5-l 5.2 r

21. DEI.EGATION OF AUTHORIIY TO CERTIFY TO NECESSITY OF USE OF
TETEPHONE FOR OFFICIAI LONG-DISTANCE CALLS; AUTHORIW TO
REDETEGAIE

The Director, Division of Finance and Accounts, Office of the Admin-
istrator, is hereby authorized to certify that the use of the telephone
for ofificial long-distance calls was necessary in the interest of the
Government.

The Director, Division of Finance and Accounts, is further authorized
to redelegate the authority herein delegated to one or more employees
under his administrative jurisdiction.

(Section 4 of Act of May 10, 1939, (31 U.S.C. 680a) ; 7 GAO 5530.10;
Section 502(a), Housing Act of 1948, as amendetl (12 U.S.C. 1701c) )

Effective as of the 7th day of August, 1964.

Robert C. Weaver
Housing and Home Finance Administrator
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5-15-22

a
22. DETEGATION OF AUTHORITY TO DESIGNATE CERTIFYING OFFICERS

The Assistant Administrator (Administration) and the Director,
Division of Finance and Accounts, each is hereby authorized to desig-
nate certifying officers for the Office of the Administrator, including
Regional Offices of the Housing ancl Home Finance Agency, and to
revoLe such designations, in accordance with Public Law 389, 77th
Congress, approved December 29, 79+l (31 U.S.C. 82b), Treasury
Department Circular No. 680, Revised, and 3 GAO 4520.

This delegation supersedes the delegation effective 1\[ay 22, 7953.

Effective as of the 25th day of August, 1961.

Robert C. \Yeaver
Housing and Home Finance Administrator
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Port 5. Delegotionr of Authoriry by Housing ond Homc Finonce Adminictrstor

Choptcr 15. OA Adminirtrotive Servicing

23. DETEGATION WIIH RESPECI TO PUBTICATION IN NEWSPAPERS

OF ADVERTISETTAENTS, NOIICES, OR PROPOSATS

[24 Fed. Reg.443]

1. The Director, Division of General Services, the Director, Property
Management Branch, and the Executive Office*, --vrsion of General
Services, Office of the Administrator, cacir is hereby empowered to
authorize the publication in newspapers of necessary aclvertisements,
notices, or proposals.

2. Each Regional Administrator, Regional Engineer, and Director,
Administrative Management, HIIFA Regional Office, and the Director
for Northwest Operations, Region VI, is hereby empowered to author-
ize the publication in newspapers of neeessary ad.vertisements, notiees,
or proposals with respeet to program activities within his jurisdiction.

3. The exereise of the authority clelegated herein is subject to the
provisions of 7 GAO 5200.

This delegation of authority supersedes the delegation respecting the
same subjeets effective August 10, 1957 (22 F.n. 6457), as amended
effective l\{arch 5, 1958 (23 F.R. 1612, March 6, 1958).

Effective as of the 14th d; or lur,r]rv rgrg.

Ar,rnnr M. Cor,n,
Housing and Ifome Finance Administrator
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[25 f.d. Reg.4l5t41

5-r5-24

24. DESIGNATION AS IEGAI. CUSTODIAN OF RECORDS

The Director, Reeords Management Branch, or, in the absence of
that officer, the Assistant Director is hereby designated as the legal
custodian of the reeords of the Offiee of the Administrator (inclutling
those of the Community Facilities Administration and the Urban Re-
newalAdministration). * * r

Effective as of the 18th tlay of May 1960.

Nonu,tr.r P. Masow
Ifousing and Ilome Finance Administrator
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25. DELEGATION OF AUTHORIW WITH R.EIPECT TO EITAPTOYEE
TRAINING

Each officer listed below is hereby empowered to authorize the
training of employees serving in the central or field offces of the
Office of the Administrator, Community Facilities Administration,
Urban Renewal Administration, or HHFA Regional Offices, by, in, or
through a Government facility on a reimbursable basis or a non-Gov-
ernment facility other than a foreign government or international
organization, or instrumentality of either, subject to the Government
Employees Training Act and implementing orders and regulations
and to the conditions specif.ed" in each case below:

1. The Deputy Administrator.
2. The Assistant Administrator (Administration), provitled that

the training authorization does not involve: a training period in excess
of 120 hours for an individual employee; an estimated cost exclusiye
of compensation, per diem, and transportation in excess of $500 on
account of an individual employee; or the employment of an instructor
at a fee in excess of $300.

3. The Director of Personnel or the Employee Development Officer,
provided that the training authorization does not involve: a training
period in excess of 80 hours for an individual employee; an estimated.
cost exclusive of compensation, per diem, and transportation in excess
of $300 on account of an individual employee; or the employment of an
instructor at a fee in excess of $200.

4. Each Regional Administrator, within his juristliction, provid.ed
that the training authorization does not involve: a training period^ in
excess of 80 hours for an individual employee; an estimated cost ex-
clusive of compensation, per diem, and transportation in excess of $300
on accouut of an individual employee; or the employment of an in-
structor at a fee in excess of $200.

Effective as of the 24th day of January, 1961.

Luwrs E. Wu,r,raus
Acting Housing and Home Finance Administrator
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5-l 5-25

26. DETEGAIION OF AUTHORIW TO REQUEST TREASURY DEPART'ITENT
DESIGNAIION OF OA EIYIPTOYEES AS CASHIERS

The Assistant Administrator (Administration) and the Director,
Division of Finance and Accounts, each is hereby authorized to
request the Treasury Department to designate recommended employees
in the Office of the Administrator, including Regional Offices of the
Housing and Home Finance Agency, as cashiers and to request the
revocation of such designations, in accordance with Executive Order
No. 6166, as amended, 5 U.S.C. 124, note; Treasury Department
Circular No. 1030, as amended; and 7 GAO 2720.

Effective as of the 25th tlay of August, 1961.

Robert C. Weaver
Housing and Home Finance Ad.ministrator

8/29/61 Poge I
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5-15-27

27. DETEGATION TO CHAIR'IAAN, OA INCENTIVE AWARDS CO'I,IAAITTEE,
TO GIVE OUTSTANDING PERFOR'IiANCE RATINGS TO EiAPTOYEES
!N GRADES BETOW Gs.I3 AND TO WAGE.BOARD EiAPIOYEES

The Chairm&n, OA Incentive Awards Committee, is hereby authorized
to give outstanding performance ratings to employees in grades below
GS-13 and to all wage-board employees in the central and field offices
of the Office of the Administrator, the Community Facilities Adminis-
tration, the Urban Renewal Administration, and the HHFA Regional
Offices, in accordance with the Performance Rating Act of 1950, as
amended (5 U.S.C. 2001), and the OA Performance Rating Plan.

This delegation supersedes the delegation effective October 6, 1961.

(Section 502(a), Housing Act of 1948, as amend.ed, 12 U.S,C. 1701c)

Efrective as of the 2d tlay of October 1965.

Robert C.'Weaver
Housing and Home Finance Administrator
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5,15-28

28. DETEGATION OF AUTHORIW WITH RESPECT TO PUBTICATION BY
A RESEARCH CONTRACTOR OR IIS IECHNICAL PERSONNEL

The Assistarrt Adrninistrator for Program Policy is hereby authorized
to grant to a research corrtractor or its technical personnel permission
to issue a publication concerning, or based in whole or in part on the
results of, research or studies performed under an OA contract, prior
to six morrths from date of submission of the full report, such publica-
tion in all other respects to be in accordance with the Publication
Article of the research contract : Prouided, That the Assistant Admin-
istrator for Program Policy detennines in the particular case that such
accelerated publication is in the public interest.

This delegation is effective as of the 5th day of March, 1962.

Robert C. 'Weaver

Housing and Home Fiuance Administrator
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5.1 5.29

29. DESIGNATION OF HHFA IIAISON OFFICER WITH THE COMMISSIONER
OF PAIENTS

Rosalind S. Jamison, Head Attorney, Administrative Law Section,
Office of Gencral Counsel, is hereby designated. Housing and Home
Firrance Agency Liaison ()fficerwith the Comrnissioner of Patents, pllr-
suilllt to tlre regulations conccrning invuntions rnacle by Govemment
enrployees (37 CFR $ 300.10,27 F.R,.3289, April6, 1962).

Effective as of the 71Jr day of May, 1962.

Robert C. Weaver,
Housing and Honre Finance Administrator
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p
l-l

30. DETEGATION OF AUTHORIIY TO DETER'IAINE WHETHER E'IAPLOYEE'S
WORK IS OF ACCEPTABTE TEVEL OF COfrTPETENCE AS CONDITION
OF WITHIN.GRADE INCREASE IN COf,IPENSATION

1. The incumbent head of each organizational unit listed in Volume
II, Policies and Procedures of Administrator (Part 1 as to Community
Facilities Administration, Urban Renewal Administration, and HHFA
Regional Offices; and Part 2 as to Offiee of the Administrator), is hereby
authorized, with respect to the employees within the organizational unit
and under his supervision on the eligibility date, to determine whether
the work of each subordinate employee is of an acceptable level of
eompetence, as a condition of a withiu-grade (or step) inerease in com-
pensation under section 701(a)(B) of the Classification Act of 1949,
as amended (5 U.S.C. 1121(a) (B) ).

2. The incumbent immediate supervisor of the head of each organiza-
tional unit listed in Volume II, Policies and Procedures of Adminis-
trator (Parts 7 arl.d2 as shown under paragraph l above), is hereby
authorized, with respect to the heads of organizational units under his
supervision on the eligibility date, to determine whether the work of
each subordinate head of an organizational unit is of an aeceptable level
of competence.

3. The officer next in line of supervision over the officer making the
initial determination is hereby authorized to determine upon recon-
sideration whether lhe employee's work is of an aceeptable level of
competence.

4. An officer duly designated to serve in an acting capacity as the
officer authorized under paragraph 1,2, or 3 above is hereby authorized
in the circumstances specified in the designation to make the determina-
tions under paragraph 1,2, or 3 of this delegation. If there is a vacancy
in the position of an offieer authorized hereunder or such officer is absent
and there is no duly designated acting offfcer, the officer next in line
of supervision over the offieer authorized under paragraph 1, 2, or 3
above is hereby authorized to make the determinations under paragraph
7,2, or 3 of this delegation.

5. This delegation supersedes the delegation effective October 4, 1963.

(Section 502(a), Housing Act of 1948, as amended, 12 U.S.C. 1701c)

Effective as of the 2tl day of October 1965.

Robert C. Weaver
Housing and Home Finance Administrator
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32. DEI.EGATION OF AUTHORITY WITH RESPECT TO SETIIE}TENI OF
CLAIII,IS UNDER 28 U.S.C. 2672 ITEDERAI TORT CTAIIITS ACTI

[28 F.R. 8230 8/9/637

The Assistant Administrator (Administration), Office of the Ad-
ministrator, Housing and Home tr'inance Agency, is hereby authorized
to consider, ascertair, adjust, determine, and settle any claim under
28 U.S.C. 2672 (Federal Tort Claims Act) for money damages of $2,500
or less for injury or loss of property or personal injury or death caused
by the negligent or wrongful act or omission of any employee in the
central or field office of the Offiee of the Administrator, the Community
Facilities Administration, the lIrban Rene'ival Administration, the
Yoluntary Home Mortgage Credit Program, or an HHFA Regional
Office.

Effective as of the 9th day of August, 1963.

Robert C. Weaver
Housing and Home Finance Administrator
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33. DETEGATION OF AUTHORITY TO GRANT QUALITY (OR ADDITIONAT
WITHIN-GRADE OR STEP} INCREASES IN COMPENSATION

The Director, Division of Personnel, Offfce of the Administrator, is
hereby authorized to grant a quality (or additional within-grade or
step) increase in the basic rate of compensation of employees in posi-
tions up to and including General Schedule grade 12 in the central
or field offices of the Office of the Administrator, the Community
Facilities Administration, the Urban Renerval Administration, or the
IIHFA Regional Offices, und.er section 702 of the Classification Act
of 1949, as arnended (5 U.S.C. 1722), and applicable regulations of
the Civil Service Commission (5 CFR, Part 531, Subpart D).

(Section 502(a), Housing Act of 1949, as amended, 12 U.S.C. 1701c)

This delegation supersedes the delegations effective August 21, 1963
and December 22, 7964.

Efrective as of the 22d day of Deeember 1964.

Robert C. Weaver
Housing ancl Home Finance Administrator

t/22/6s Poge 1



World Wor ll ond Vetcronr' Emergency Houring 5-19.1

Begiol Y
(10) Kane" 14-268-F, Sunflower Village, Kans. (Becreation facilitier

to eerve PEA Project "Sunflower Yillage".)
(il) Wyo. 4&118-F Cheyenne, '![yo. (X'ire station to cerye PI{A

Project "tr'rontier Park Yilla".)

Region VI
(12) La.16-266-Xt, New Orleans, Lra. (Sewer facilities to s€rve PrA

Project No. I-a. 16108.)

Begion VII
(13) Calif. 4-468-Ft, Yallejo, Calif. (One 500 gpn triple oombina-

tion fire tmck mounted on tr'ord ohassis, including accessories. Serres
PEA Project No. Cal. 4211.)

(14) Calif. 4L628-Fr, Unit 1, Lrong Beach, Calif. (Nursery sohool to
serYe PHA Project No. Cal. 4790.)

(15) Calif. ,4-543-trr, Ala"u.eda, Calif. (School site only. Site acquiretl
from PEA but not being usetl. Located at 1061 Stalker Way.)

(16) C8lif. 491&tr', Vallejo, Calif. (Fire station located at 380
Rodgers Street near Sears Point Boad in PHA tr'etleral Terrace
Projects No. Cal. 4088 and 4084, including three 500 gpm triple com-
bination pumpers and accessories.)

(16A)1 Calif. tl-659-tr!, Units 1,2 and 3, Chiltl Care Facilities, San
Diego, Calif. (Three Standard Type FWA Nursery (Chiltt Care)
Schools with partial equipment, each to aceommodate 60 children. Unit
No. 1 is loeated at 3345 Riley Street, Unit No. 2 at 3460 Kenyon Street,
and Unit No. 3 at 3000 Chapman Street, all within the F rontier Vil-
lage Eousing Project.)

(168) 2 Calif. 4454-F, near Yallejo, Calif. (Parcel of land con-
taining 0.77L aeres, located in the southeast corner of the former
Olympic Elementary School Site, Calif. 4-454-8, and in the Chabot
Terrace PEA Project No. Cal. 4211, Vallejo, Calif., on which site a
PHA Chiltl Care Center is located.)

Region YIII
(17) Mont. 24106-I', Anaconda, Mont. (One 500 gpm pumper, in-

cluding aecessories to serve PEA Project No. Mont. 24021.)

(18) Oreg. 35-165-I', Astoria, Oreg. (Sewer facilities to serre PEA
Project No. 35253.)

(19) 'Wash. 45-257-}', Spokane, Wash. (Sewer facilities to servo
PEA Project No. 45035.)

r Item (16A) aildeil eEective Jnn6 1, 1955, 20 Fed. Res. 8837.
2Item (168) added efrective January 1, 1957, 22 Foal. ReB.19.

5/1 5/ 59 Poge 3



f

a-

i
i

I



%-,.-t-..,1.,..

i ";i.q
i

I

.i irrr'r.

{

lt

tl

tl

I

I



a

Po0dor cd Procrdrno of dro Adrddr0ralw

TRANSMITTAI. CHECK 1IST

Upon receipt of each transmittal letter, the recipient will place
his initials in the blank following the appropriate number. A
break iu the eontinuiff of transmittal letters received will indicate
missing changes.

Tt No. lnlriolt

,- t .... .1/:..,,,.,,,,.,.,...

P- 2 7t1h

P- s .....?.t1,&,.

P- 4 ...klfi.,.,.............

P- s .. 3-.5..............

P-6 f.5"..
P-7 €>
P.8 €>

P. 9...-.
(,

P-ro ...

P-r3 a&tl
P-t4

P-t5

P.t6

n1 1tt.)L*ip; e . .... 1...1../ .i..?lr1.....l...

e.rg l ii il 14"

,., ?Jl d:il.
,-r, ? lJ {*.h ,

t-zz .)11h H ...

e-n h:1.Ft..H...

P-24 ,ry 
-trwf

P-25 "DnN
r.$- rlrh,

,r/

pasr? d/l:
Tl No. lnltiols f[ No. lnitlols

7 55PA6

p-2s ..:].$-..il::l#

,"rffi *l/Ss
r*rT-R, 3=*h55

,*r*:S*t 55

p,n)fK -g- //-5s

wffi--f,:-4.7-g
peflK-6*i-..s{
ead4.-.....f'p-.;,fii

e*#..=(..,..*!-.:tr
p.#-:-t.9.:..l.*.fs'

,*1K-,. 1.:*.!":*.
,.rR-.. zer-rz

P-26

?-27

?-29

P€O

pat .k*fr.,.#r.,-
Uzlst

fr par . X.,fl' f]*.l.gf Z-/d--fZP48

15 t(rr-lr
L!:P: !/lif{

,*, Y,l: ilil*f ,.r{E- l:l:{E
p.sg r{,8 *lgJrf ,oofr !.:.?-..:.fl

,* I[.F, til:p]*t r",&-s-?ksL
?nSil

TR



I

Tl No. lnitiqb T[ No. lnitlols TI No.

p-szTK 6.:.?-t:-*

P-53 -B rn l\-t7 1{
ln,1-r3-5-t P-77 .{n

lnitiolr
0.

P-9{'

P.tot

P-t02

P-r08

P.t04

P.I05

P-r06

P-l07

P-r08

P.t09

P.t t0

P.III

P.I 12

P.I IT

P-n4

P.T I

P-r t6

P-tl7

P.I I8

P.I19

7

66

_L,

6d

r t /rz/)7
P.54T-!.

P.55 J5&-:J-:.*.*..:.$7 P-78

p_seJ-{*r- 3 :l/: {7 p-7s

,-0,fill l:..&i,.:s?
,-rr vJ{?-.yL.#.:.s'l

8n, :4 47

P.

0

u

l(xt

P47 $?5;{:7

P-69

?-78

P-74

?/*u

P4 P-89

P-9t

P-92

P-93

P-94

P-96

?-97

f

lrd

$e

#
t

I

?t-60
il ,i

e-r2o....(..!........: ........... f
urht

:iP'59

P-6O,.rlr.*..:......,.....i. i.. :.'
i

U

p-c r G$fi .... -h.* :'-5-: I

,., A*u .L- 1 z-c,1..' t')



TL. No. lniriols TL No. lnitiqle TL No. lnitiqls

p-tzr'[ (.,(-?,/-=(o
/ t r/

ss h f: ?-9:-(.3-

s69I- l!:i€-:#
sz $./r-: 7:/3

'r$b P'/5'!J

s : l: tJ^6(

P-122

P-t38

P-t39..

P-t40

P-t48

P-149

P-t50

P-t5t

P-r52

P-t53

P-r54

lesfur

P-l

P-l

P.I

P-t

P-l

P-r

P.l

P-l

zqG

{ illhr lr r p-r

c

c

6

,-,o($, a-ln/.rz P.r

P-t42 ::i ko//J|fi./f,r w
p.ug ,$t- tilltit'n P-r

"":!!ll:l*,,.,

59

6

.o $t = 
/-/41/

w
-to-l

ao -L

P-129 l r-rn /t: l/'e:(,:" P-l

h;ot i..( ..t:.i:.:.*'/', P-rP-l

P.I

P-l

P-l

P-t

P-t

P-t

P-l

3t

35

36

,t

/

A- y'{*s p-r65 ?:i t'

,-rrc lr;r y'1., t. ...z. :hi
,-,.,C-"* ,3:?:(6
,,-rrrrtl, .fi.. . tr.. i-:bi
,.,.r /$.*- ,b:a.-bi
,-rrof}.,l, .fr :.a :hf
,-,r, d.i" 5.:?:bi'

/c /?/nr"
..M....,!,.....=...:.'.,:. -, -

(i /, 1-
. :j:. 

".........1..?.:'i./ 
t -l(,t t / /

<l"i ,. // -

f ,' 'f i'/, -

It',/U

/

37 ........

5/2/60



TL. No. lniliqls IL No. lnitiqls T[ No. lnitiols

p-r72 /N, )l- , ?:-i-:{,ip-1gs

P -t7s fi ,..\tr..,.. 0. :. 0:.{r 5'r., ro

,-r,o [,, i . h :* {p5' p-tst

,"r, Ai, l/:4 t:bip-tsz

,-rr,[)j, 12'g-lir-r*

,-rrr l-)i, 6:i/:( 5 i,-rct

,-rrdl*i' L -a4--/ri p-rrs

,-rrr- -,/' 't/^ 
, / P-re6

,-rrd, f, /r/r/af*r,
,/. t98 .....

P-r99.....

P-205

P-207

P-208

P-209

P-2IO

P-2tt

P-212

P-2t3

P-214

P-215

P-216

P-217

P-218

P-219

P-220

P-221

P-222

P-I

P-t

P-t

P-l

P-l

I

es.,!/, 
(.

P-20t

I p-zoz

P-l 86 P-203

P-187 P-204

5;/2/60



MULT.O
RING BINDER

TO OPEN - ptess bottom

hoers tagetlwr u:ith slight

clockwise motion,

TO CLOSE-press top laws.

Manufactured By

BEAYERITE PRODUCTS Inc.
BEAYER FAIJ.S, N. Y.
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